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22 March 2019: General Register House, Edinburgh
11 September 2019: Highland Archive Centre, Inverness
2 October 2019: Council Chambers, Town House, Aberdeen
23 October 2019: Corran Halls, Oban
13 November 2019: The Heritage Hub, Hawick
12 December 2019: AK Bell Library, Perth
March 2020 (date tbc): Lews Castle, Tasglann nan Eilean Siar, Stornoway
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shared connection, or a collective experience, are an essential part of the fabric of Scotland’s 
archival heritage and Scotland’s story.

Community archive and heritage groups create, collect and look after such records, which might 
otherwise never find their way into an archive, making them available to those wishing to better 
understand that community. Your archive and heritage collections inspire pride and draw people 
together and by documenting and preserving the voice of a community, strengthen its sense of 
identity and knowledge.  

I am delighted therefore that my team at NRS are able to take  First Steps : Caring for 
Community Archives events out to community archivists across the country, in partnership with 
our colleagues at the Scottish Council on Archives,  our local archive colleagues and with the 
support of Historic Environment Scotland. These workshops provide an opportunity to share 
experiences, knowledge and expertise, as we work together to ensure the sustainability of an 
archival heritage as rich and diverse as the people and nation it documents.

Paul Lowe
Keeper of the Records of Scotland

Welcome
As Keeper of the Records of Scotland I am 
responsible for the preservation of much of Scotland’s 
national archival heritage. Archives held by the 
National Records of Scotland have been created by 
public and private bodies, clubs and societies, and 
families and individuals from the Northern Isles to 
the Borders and contribute to a deep understanding 
of the development of our nation and the peoples of 
Scotland.   But the NRS’ collections do not represent 
the whole of our nation’s archival story.

 The community archive sector, comprising volunteer 
groups bound together by a common purpose, a 

The Scottish Council on Archives is delighted to be working in partnership with the National 
Records of Scotland to deliver a programme of workshops for community groups around the 
country who want to know more about how to care for and make accessible their archives.  We 
are extremely grateful to Historic Environment Scotland for their generous support.

We hope that these events will be the first steps in ensuring that the archival collections held 
by smaller organisations are better preserved, catalogued and shared with many more people.  
Professionals from the National Records of Scotland, National Register of Archives in Scotland 
and local authority archive services will offer advice and tips on a range of subjects including: 
digitisation, basic conservation, storage and accessioning.

John Pelan, Director
Scottish Council on Archives
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TEN TOP TIPS FOR COMMUNITY ARCHIVES
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CATALOGUING ARCHIVE MATERIAL

DEBUNKING THE MYTHS OF GDPR
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THINKING ABOUT DIGITISATION?

COPYRIGHT



First Steps: Caring for Community Archives

SUSTAINING YOUR DIGITAL ARCHIVE
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USEFUL RESOURCES
National Records of Scotland (NRS):
https://www.nrscotland.gov.uk/

National Register of Archives for Scotland (NRAS):
https://www.nrscotland.gov.uk/record-keeping/national-register-of-archives-for-scotland

NRAS Archives Preservation Guidance for Private Owners:
https://www.nrscotland.gov.uk/files//record-keeping/ArchivePreservationGuidelinesForPrivateOwn-
ers10thEdition.pdf

NRS Web Archiving guidance:
https://resources.mygov.scot/content-standards/content-delivery/managing-content/web-archiving/

Scottish Handwriting: https://www.scottishhandwriting.com

 Handwriting: 
 https://www.scotlandspeople.gov.uk/guides/reading-older-handwriting

 Dates and money: 
 https://www.scotlandspeople.gov.uk/guides/dates-numbers-and-sums-money

 Weights and measures:
 https://www.scotlandspeople.gov.uk/guides/weights-and-measures

 Agricultural terms: 
 https://www.scotlandspeople.gov.uk/guides/agricultural-produce-and-livestock

Cataloguing Guidelines for Community Archives:
https://www.communityarchives.org.uk/content/resource/cataloguing-guidelines
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PD 5454:2012 Guide for the storage and exhibition of archival materials(British Standards Institution, 2012)

The National Trust Manual of Housekeeping (Butterworth-Heinemann; The National Trust 2006(Revised 2011) ISBN 

1907892189)

The Care of Fine Books (Greenfield, J. Skyhorse Publishing, 2014, ISBN 162873793X)

The Museum Environment, 2nd edition (Thomson, G. 1986, Butterworth) 

The Permanence and Care of Color Photographs: traditional and digital color prints, color negatives, slides, and 

motion pictures (Wilhem H. Preservation Publishing Company, 1993, ISBN 0911515011 / 0911515003) 

 
 
 

FIRST STEPS: COLLECTION CARE OF COMMUNITY ARCHIVES
 

Understanding how to care for your collections is one of the first things you need to consider when 
starting a community archive. Everyone is responsible for collections care, and it will help to preserve 

what makes your community archive uniquely important.
 
 
 

Creating a suitable environment for the preservation and display of collections    
 

Strategic planning for ongoing care
 

A team effort to treat all archive items with respect 
  

Guidance on handling, packing and treating your collections
 

   

 
Read on.......

 

 

Accreditation standards
Aim high and see if you can fulfil the collection care criteria to become an accredieted archive.

 http://www.nationalarchives.gov.uk/archives-sector/archive-service-accreditation

Conservation Suppliers Useful Websites 
 

Preservation Equipment

https://www.preservationequipment.com
 

Collections Trust

https://collectionstrust.org.uk
 

Conservations Resources UK

https://conservation-resources.co.uk
 

Conservation By Design (UK based)
http://www.cxdinternational.com
 

 
https://www.scottisharchives.org.uk/resources/preservation/  
Scottish Council on Archives

 
www.archives.org.uk  Archives and Records Association UK and 
Ireland

 
www.icon.org.uk  The Institute of Conservation

 
www.museumsgalleriesscotland.org.uk  Museums Galleries 
Scotland

 
https://collectionstrust.org.uk The Collections Trust has a range 

of collections care advice and guidance available.
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Community Archives and Heritage Group (CAHG)

CAHG is a group within the Archives and Records Association (ARA) which supports and promotes 
community archives and heritage in the UK and Ireland.  We provide a national online directory of 
groups in the UK and also easy access to a central online resource to the best available advice and 
guidance. Our annual awards are a highlight of the CAHG year; they showcase the brilliant work of 
community groups up and down the country.

You can find out more about our activities by visiting www.communityarchives.org.uk and by 
following us on Facebook and Twitter.

Even better, why not join? Membership is free and you will receive our regular newsletter; full details 
are on our website.

Scottish Council on Archives is committed to supporting community archives throughout Scotland. 
We are keen to hear directly from groups who are collecting, preserving and recording archive 
material as part of their activities. 

We want to know who you are, what you collect, and what kinds of training or support would be 
helpful to you. We also want to celebrate the fantastic work of community archives and raise 
awareness of these important resources.

Visit our website to find out more about our busy programme of workshops and events and more 
about all our projects and resources spanning engagement, education and advocacy, or email 
Audrey Wilson, Community Engagement Officer a.wilson@scottisharchives.org.uk



Cover Image: Lamp Lighter – Jackson Avenue, by John P. Munn, 1937. Falkirk Council 
Archives (Falkirk Community Trust)

Scottish Council on Archives
HM General Register House
2 Princes Street
Edinburgh
EH1 3YY

E: contact@scottisharchives.org.uk
T: +44 (0)131 535 1362

CONTACT
National Records of Scotland
HM General Register House
2 Princes Street
Edinburgh
EH1 3YY

T: +44 (0)131 334 0380

facebook.com/ScotsArchives

@ScotsArchives

www.scottisharchives.org.uk

facebook.com/ScotlandsPeople

@NatRecordsScot

www.nrscotland.gov.uk

Supported by
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