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POLICY ON POLICY MAKING 
 

Archivists at the Edith Fitch Department of Archives (hereafter referred to as Archives) believe that policies 
and procedures provide effective management tools to guide archivists in their work and those making use of 
the Archives’ facility and its holdings. 

The Archives ensures that framework and operational policies and procedures are developed and maintained 
under the authority of Burman University. 

In fulfilling its responsibility for policy making, the Archives will: 

 Define the functions of the Archives in key operational policies and procedures. 
 Ensure that policies and procedures comply with relevant legislations and regulations. 
 Work from the broadest, most general statement of policy when setting operational policy.  The 

Archives may develop more specific policies until it has reached the necessary level of control. 
 Regularly monitor and review its policies. 

Policies and procedures are living documents and require updating.  Therefore, users are advised that parts 
of this manual may be under revision at the time of consultation. 
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HISTORY OF THE ARCHIVES 
 

The Archives had its beginning in January 1997 when Bob Tetz, then Vice President for Development, asked 
Willis Clark, a former teacher and staff member of CUC, to sort and identify a box of old pictures.  Willis was 
overwhelmed with the task and asked Edith Fitch, a long time CUC supporter and retired elementary teacher 
to assist him.  However, what was expected to be a short-term assignment turned out to be a task with no end 
in sight! 

Norma Vatcher, a former CJC student, joined the Archives team in the fall of 1997 and Maj-Britt Rusk, a teacher 
and former staff member, in 2000 (retired in May, 2014).  What began as filing pictures expanded to including 
printed information with emphasis on CUC/PAA.  This again expanded to include information on Alberta 
churches and church schools as well as other Canadian Conferences, SDA church histories, SDA media and 
institutions, and articles written by former students.  Over 3,000 file cards of handwritten information were 
stored in baskets.  When computers became the mode of filing information, the file cards were shredded in the 
summer of 2013. 

In June 2015 the department was renamed the Edith Fitch Department of Archives, in honour of all the work 
Edith Fitch has done for the department.  As Edith’s health began to fail, she encouraged university administration 
to hire someone to maintain the Archives department. In August 2015, Adorée Hatton was hired as the first paid 
University Archivist, to continue the work that Edith had started as a long-time volunteer.  Also at this time, the 
management of the department was transferred from the Office of Advancement to the Burman University 
Library.  It was felt that with the hiring of an archival professional, the Archives department would have more 
in common with the mandate of the Library than it would with the Office of Advancement.  

Currently, the department is working on continuing digitization projects, including submitting many of its photos 
and documents to the Adventist Digital Library.  It also keeps up with day to day publications, making sure they 
are recorded in the database.  Time is also spent finding requested information and establishing relationships 
with faculty and students. 
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MANDATE 

Purpose 
The Archives at Burman University serves as the repository for special collections materials and supports research 
by a wide range of patrons including undergraduates, faculty, and other scholars whose work relies on primary 
resource materials, including rare books, manuscripts, media, digital files, and archival records.  The Archives 
develops its collection primarily to support the potential curricular and research needs of the faculty and students 
of Burman University; thus the collection encompasses the broad sweep of a liberal arts education.  The 
University Archivist is primarily responsible for the development of the collection, in consultation with the 
Librarian of the University, members of the faculty, colleagues in the Library, and the department staff. 

The department has also been designated as the repository for all records of the University of permanent 
historical value, and in support of that mission collects a wide range of records documenting the history of the 
University, including records pertaining to academic programs and courses on instruction, academic departments 
and committees, administrators and administrative offices.  Further, the department collects a wide range of 
historical and biographical records relating to alumni, faculty, staff, and other individuals connected with the 
University. 

Mission 
The collecting mission of the Archives is threefold: 

1. To preserve the official records of administrators and administrative offices; academic programs and 
courses of instruction; and academic departments and committees, insofar as they have permanent 
historical value. 

2. To acquire, preserve, and provide access to a wide range of primary research materials in their original 
formats, including books, manuscripts, archives, audio-visual materials, objects, realia, and other items 
in support of the educational and research activities of its various constituencies. 

3. To acquire, preserve, and provide access to private collections from the university community of 
individuals and organizations who have had a significant influence upon the university community, 
particularly documenting the activities of students and faculty.  The collections of faculty members 
document not only their contribution to the university but also the full range of their teaching and research 
interests.  This is accomplished through the following goals: 

a. To tabulate all relevant information relating to the historical aspects and current events involving 
the growth and ongoing maintenance of Burman University as an institution;  

b. To collate pertinent personal information of all previous and present members of the faculty, 
staff and students;  

c. To store all source material appropriately;  
d. To make available to the Burman administration and development offices any information 

needed to enhance their respective needs;  
e. To make the academic public and all alumni aware of the rich heritage of this institution; 
f. To provide personal information as requested by family members, class officers or others 

involved in research; and  
g. To store/display historical artifacts. 
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Our mission to acquire and preserve records is coupled with a commitment to outreach and access.  Records are 
described according to the Rules for Archival Description (RAD), the current Canadian standard for archival 
description, published by the Canadian Council of Archives. As the Archives moves forward, one goal is to mount 
regular exhibitions both in the Burman University library, and online.  We are committed to collaborating with 
the Adventist Digital Library to digitize collection records and make them freely available through the 
worldwide web.  We hope to regularly host group visits to the Archives for tours and classroom instruction 
sessions.  Whenever possible we seek to collaborate with faculty and students to incorporate the Archives 
collection into the undergraduate curriculum. 
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ORGANIZATION AND RESPONSIBILITIES 
 

The Archives is a part of the Burman University Library.  The Director of the Library provides leadership and 
direction concerning Archives’ staff, archival holdings, and programming.  The Director of the Library supports 
the ongoing operation of the Archives with budgetary planning and control. The Director is supported by the 
Archivist, who is responsible for overall management and workflow of the Archives.  They work collaboratively 
to fulfill the Archives’ mission and administer its programs.  The Archivist appraises, acquires, describes, and 
preserves records in a manner consistent with professional archival principles and practices, provides access to 
archival holdings, maintains a balance between access and essential preservation activities, coordinates work 
of student workers and volunteers, and provides reference services. 
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INTELLECTUAL PROPERTY MANAGEMENT 
 

The Archives complies with Alberta’s Freedom of Information and Protection of Privacy Act (FOIP Act).  Although 
Burman University falls under the Personal Information Protection Act (PIPA), as FOIP is the standard for the 
Archives Society of Alberta Members, we have elected to follow FOIP.  This does not restrict access to 
information as compared to PIPA requirements.    
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CODE OF ETHICS FOR ARCHIVISTS IN CANADA 

Principles 
Archivists appraise, select, acquire, preserve, and make available for use archival records, ensuring their 
intellectual integrity and promoting responsible physical custodianship of these records, for the benefit of 
present users and future generations. 

Archivists have a responsibility to ensure that they and their colleagues are able to perform these and other 
professional activities in an environment free of discrimination and sexual or personal harassment. 

Archivists encourage and promote the greatest possible use of the records in their care, giving due attention 
to personal privacy and confidentiality, and the preservations of records. 

Archivists carry out their duties according to accepted archival principles and practices, to the best of their 
abilities, making every effort to promote and maintain the highest possible standards of conduct. 

Archivists contribute to the advancement of archival studies by developing personal knowledge and skills, and 
by sharing this information and experience with members of archival and related professions. 

Archivists use their specialized knowledge and experience for the benefit of society as a whole. 

Applications of  Principles 

 Appraisal, Selection, and Acquisition 

Archivists appraise, select, and acquire records in accordance with their institutions’ mandates and 
resources. These activities should be guided by consideration for the integrity of the fonds.  Archivists 
document the criteria which governed the acquisition of records. 

Archivists do not compete for acquisitions when competition would endanger the safety of the records; 
they cooperate to ensure the preservation of records in repositories where they can be effectively 
managed and used. 

Archivists, in determining acquisition, take into full consideration such factors as authority to transfer, 
donate, or sell; financial arrangements, implications, and benefits; plans for processing; copyright, 
and conditions of access.  Archivists discourage unreasonable restrictions on access or use, but may 
accept as a condition of acquisition clearly stated restrictions of limited duration and should suggest 
such restrictions to protect personal privacy.  Archivists observe all agreements made at the time of 
transfer or acquisition. 

Archivists appraise the monetary value of records for purchase or tax benefit for donation based on 
fair market value of the records at the time of purchase or deposit and in keeping with the principles, 
guidelines, and regulations established by relevant appraisal bodies and the government. 

Preservation 

Archivists endeavor to protect the intellectual and physical integrity of the records in their care.  
Archivists document all actions which may alter the record. 
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Archivists who find it necessary to deaccession archival records should make every effort to contact 
the donors or their representatives, and inform them of the decision.  Archivists endeavor to offer the 
records to other repositories in preference to destruction.  Archivists document all decisions and actions 
taken with regard to deaccessioning. 

Availability and Use 

Archivists arrange and describe all records in their custody in order to facilitate the fullest possible 
access to and use of their records. 

Archivists make every attempt possible to respect the privacy of the individuals who create or are the 
subjects of records, especially those who had no voice in the disposition of the records.  Archivists 
should not reveal or profit from information gained through work with restricted records 

Archivists inform users of any restrictions on access and use placed on records.  Archivists should apply 
all restrictions equitably. 

Archivists should endeavor to inform users of copyright restrictions on records, and inform users that it 
is their own responsibility to obtain copyright clearance from the copyright owners. 

Archivists protect each users’ right to privacy with respect to information sought or received, and 
records consulted.  Archivists may inform users of parallel research by others only with the prior 
agreement of the individuals concerned. 

Professional Conduct 

Archivists who use their institutions’ records for personal research and/or publication must make these 
activities known to both their employers and to others using the same records.  Archivists, when 
undertaking personal research, must not use their knowledge of other researchers’ findings without first 
notifying those researchers about the use intended by the Archivist. 

Archivists who acquire records personally, should inform their employers of their acquisition activities, 
should not compete for acquisitions with their own repositories, should not use privileged information 
obtained as a consequence of their employment to further these personal acquisition interests, and 
should maintain appropriate records of their acquisitions. 

Advancement of Knowledge 

Archivists share their knowledge and experience with other archivists for their mutual professional 
development. 

Archivists share their specialized knowledge and experience with legislators and other policy-makers 
to assist them in formulating policies and making decisions in matters affecting the record keeping 
environment. 
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COLLECTION POLICY 

Term Definitions 

 An archival “Record” or “Item” is defined as recorded information, regardless of medium, created, 
received, and maintained by an agency, institution, organization, or individual.  

 “Archival value” is defined as records, no longer in use by their creators, which contain historical, 
administrative, fiscal, legal, or other evidential value that justify permanent preservation. 

 “On Approval” is defined as the process of provisionally accepting items or collections into the library 
for the purpose of review and assessment prior to agreeing to accept them for a donation. 

 A “Fond” is a group of records created, used, and accumulated by a single individual or department. 
Each archival document exists as part of a group, and is linked to all other records in that group in 
specific ways that come about as a consequence of the way each was created, used, and maintained.  

Scope 
The Archives is committed to preserving the work of writers and artists in their original formats, paying close 
attention to the book as a physical object and other media in their original state when possible.  Materials 
preserved in the collections are meant to be used for scholarly research that requires use of the original editions 
or works in original formats.  These collections complement the collection policies in the general stacks by 
supplying rare or fine editions of text and original copies of media or by prospectively collecting works that 
will become important historical evidence. 

The Archives’ primary responsibility is to serve the research needs of Burman University faculty and students.  To 
this end, the department seeks to collect in subject areas receiving substantial and sustained attention within the 
University community, those representing ongoing departmental research interests, or those areas that are the 
focus of interdisciplinary programs. 

The department also considers service to scholars on the national and international levels to be an important 
part of the mission.  The Archives seeks to play a role in the broader research community by building collections 
in areas not well covered by other repositories.  Consequently, the Archives draws visiting scholars to Burman 
University and enhances the University’s overall reputation as a center of scholarship. 

Language 

The Archives collection is in English.  Items of other languages will be considered, if they are translated 
and found to be within the scope of the collection policy. 

Geography 

Most of the Archives collection has been collected from Lacombe, Alberta and other locations in central 
Alberta.  However, as it includes information regarding faculty, staff, and alumni after they leave 
Burman University, some of the collection is from around the world. 
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Chronology 

The collection begins in 1907 with the history of the Canvassers’ School, which would eventually become 
Burman University.  It follows the development of the school, as well as the journeys of the faculty and 
alumni.  We continue to add current information to the collection. 

Formats 

The collection includes primary research materials in their original formats, including books, manuscripts, 
archives, audio-visual materials, objects, realia, and other items. 

Acquisition Methods 
The Archives accepts acquisitions of items and collections through the following methods: 

 Internal transfer: the Archives will accept transfer of University records from departments wishing to 
donate.  At the time of retirement, faculty and staff will have the option to transfer their academic and 
professional documents to the Archives. 

 Donation: items and collections under consideration for donation to the Archives must comply with the 
acquisition criteria of the relevant collection category and be subject to the terms of a Burman University 
Donation Agreement. 

 Loan: all incoming loans, once approved by the loaning institutions or persons, will be subject to the 
terms of the Burman University Loan Agreement. 

 Purchase: records of exceptional value to the University may be purchased subject to the approval of 
the Archives and supervisors, and the availability of acquisition funds. 

Subject Areas Collected 
Although the Archives is currently organized according to topic and/or chronology, it is our intent to keep any 
incoming donations in their original fond, to maintain the integrity and context of the records. 

Alumni and Faculty History 

The Archives attempts to keep records regarding former students, graduates, and faculty, in order to 
provide history and interesting information to those who require it such as the Advancement Office. 

Current collections include: 
1. Alumni Information 

a. Events 
b. Successes, Awards 
c. Biographies 
d. Marriages, Births, Deaths 

2. Faculty Information 
a. Events 
b. Successes, Awards 
c. Biographies 
d. Marriages, Births, Deaths 
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Canadian Adventist History 

The Archives follows the path of Adventist history through Canada, and especially through Alberta.  It 
attempts to create and maintain records regarding the Alberta SDA Conference, the Alberta SDA 
schools, and the Alberta SDA churches. 

Current collections include: 

1. Alberta Conference Records 
2. Alberta Adventist Church Records 
3. Alberta Adventist School Records 

Local History 

Any local history that has an impact on the University is archived and stored by the Archives.  This can 
include community events that the University participates in, or significant changes to the local 
government. 

Current collections include: 
1. A Better World 
2. Rosedale Valley 
3. Lacombe 

University History 

The Archives collects a wide range of materials documenting the history of the University, including 
records pertaining to academic programs and courses on instruction, academic departments and 
committees, administrators and administrative offices. 

Current collections include: 

1. Historical Documentation & Photos 
2. Administration Records 
3. Building Histories 
4. Clubs & Groups 
5. Fundraising Events 
6. University Publications 

Donation Requirements 
The Archives applies certain selection criteria to all records offered for internal transfer, donation, loan, or 
purchase.  These parameters are required to ensure that our collections remain consistent and strongly related 
to Burman’s collecting and research interests, and that we are able to provide proper access and care for all 
materials that we acquire.  Items that are determined to be unsuitable for donation to the Archives many not 
necessarily be of low value, and may be appropriate for donation elsewhere. 

Donation Regulations 

 Collections and discrete items will not be accepted for donation unless they satisfy the acquisition 
criteria of at least one of the four collection categories in the Burman University repository: University 
Records, Alumni Information, Local Events and Information, Canadian Adventist History. 

 Donations must include clear legal title or ownership.  Proof of ownership may be required. 
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 If the University has taken a donation on approval, and it is not deemed appropriate to the 
collection, the donor will be promptly notified and will have a limited period of time, to be 
communicated to the donor on a case by case basis, to collect the material, after which time the 
University retains the right to dispose of the material. 

 Burman University adheres to donation guidelines set by the Canadian Revenue Agency.  For 
donations valued at less than $1,000, an internal expert may establish fair market value. 

 For donations valued at greater than $1,000, a fair market value must be established by a 
qualified external appraiser.  Payments of appraisal fees are the responsibility of the donor unless 
otherwise agreed to by the University. 

 For gifts-in-kind donations valued at more than $1,000, at least one independent appraisal is 
required. 

 All donations will adhere to the University administrative policy regarding donations. 
 Collections under consideration for donation should be accompanied by an itemized list of material 

on offer, including all identifying information. 
 Donations that include conditions such as display restrictions, prohibitive terms of use, or otherwise 

restrictive access stipulations may not be accepted, even though they fit the collection mandate. 

Physical Condition 

Because the Archives does not have dedicated preservation and conservation resources, it is vital that 
we only acquire materials in the best possible physical condition.  Exceptions may be made in instances 
where the scarcity of an item in any condition warrants accepting material in poor condition.  In general, 
the costs involved in repairing and storing damaged materials are beyond the limited means of our 
budget, so we must decline imperfect copies. 

Duplicate Copies 

Given the limitations on storage space for our collections, we cannot accept duplicate copies of items 
already held in the Archives.  Exceptions may be made in instances where a second copy has unique 
features, but the general rule is against adding redundant copies of published works.  In the case of 
Burman University publications and ephemera, we retain a limited number of copies of each item and 
are generally not interested in acquiring additional copies of yearbooks, class albums, student 
publications, etc. 

Disposal of  Acquired Material 
In some cases, materials in the Archives may fall outside of the guidelines in the Archives collection policy 
and/or current Archives policy.  In such cases, it may be desirable to remove the said material from the 
Archives holdings.  When no disposal instructions have been specified by the donor, the Archivist has the 
authority to destroy, return, transfer, or donate the materials.  In all cases, the decision to dispose of material 
in the Archives holdings rests with the Archivist. 
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PRESERVATION AND CONSERVATION POLICY 
 

The Archives Preservation and Conservation Policy is intended to ensure that the collections held by Burman 
University are managed and cared for safely and consistently, so that they can be made available for use 
now and in the future. 

Standards/Commitments 

 The Archives is committed to working towards meeting the standards detailed in the “Basic 
Conservation of Archival Materials: A Guide” published by the Canadian Council of Archives. 

o In the longer term, as part of Library development, the Archives department is 
exploring the feasibility of including a purpose built Archives storage space in the 
remodeled library building. 

o In the medium term, the Archives staff are working with Facility Maintenance to 
improve the climate control in the Archives storage and work rooms. 

 Because the Archives does not have dedicated preservation and conservation resources, it is 
vital that we only acquire materials in the best possible physical condition.  Exceptions may be 
made in instances where the scarcity of an item in any condition warrants accepting material 
in poor condition.   

 The Archives is dedicated to the long-term preservation of materials.  We are in the process 
of changing the storage of materials from binders to Archival standard storage, and digitizing 
what we can to add a second layer of preservation. 

Guidelines 

 The Archives shall take all necessary precautions within its power to ensure maintenance of its 
collections in accordance with accepted archival standards. 

 All actions by Archives staff and volunteers shall be aimed at ensuring the long-term 
preservation of archival materials by practicing preventive conservation from the time of 
acquisition onward. 

 Materials shall be store in a facility or facilities, which are climatically suited to those materials 
and protects them from damage by sunlight, fire, and water.  An assessment shall be 
conducted as necessary to monitor storage conditions. 

 Staff and researchers shall be instructed in the proper handling of archival materials. 
 Consumption of food or drink is prohibited in storage areas where archival materials are 

being referenced or processed. 

Disaster and Emergency Preparedness 
The Archives will write and maintain an Emergency Contingency Plan to protect its holdings by 
responding to emergencies.  Through the University it will provide fire safety training and periodic fire 
drills to test evacuation procedures. 

In a disaster or emergency, the first priority will be the safety of people followed by immediate 
action to rescue or prevent further damage to the records.  Emergency response and recovery actions 
will take precedence over all other Archives activities.  
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ARRANGEMENT AND DESCRIPTION POLICY 
 

This section describes the way in which the Archives arranges and describes the materials in its custody.  

Due to the history of the Archives, much of the current collection is organized according to topic and/or 
chronology, rather than fonds.  However, it is our intent to keep any incoming donations in their original fond, 
to maintain integrity and context of the records. 

The institution aims to follow the internationally accepted principles of respect for the provenance and original 
order of the materials and it aims to provide information about their content and context, thus documenting 
the holdings and providing information to users. The institution also follows standards and guidelines set out 
for international practice. In particular, it aims to produce descriptions that are compatible with the Rules for 
Archival Description (RAD) approved by the Bureau of Canadian Archivists.  

Purpose 
The purpose of arranging and describing records is to make clear the context and reasons that lead to the 
records being created, and to facilitate and improve access to and retrieval of the records for researchers.  
The process of arrangement and description includes the following steps: 

 Researching and documenting the administrative history of the unit or department responsible for 
creating the records. 

 Researching the functions and mandates of the records creators which are evidenced in the records. 
 Analyzing, verifying, and recreating the order of the records to reflect the functions and mandates of 

the records creators. 
 Describing the physical and intellectual arrangement as well as physical characteristics of the records. 
 Describing the relationships of records to each other and to other records in the holdings of the 

Archives. 
 Preservation work on the records through removal of harmful components, re-housing, repair, and 

storage in humidity and temperature controlled environments. 
 Indexing record descriptions for electronic and manual searching. 
 Composing comprehensive finding aids to the records, both in electronic and in manual form. 
 Publication, where appropriate, of finding aids and/or electronic catalogues with index terms 

developed according to established procedures. 

Inventories/Finding Aids 

The Archives produces finding aids or inventories for records that have been arranged and described.  
Finding aids or inventories to records are record group, department, or unit based inventories.  They 
include a description of the administrative structure and functions of each department or business unit 
over time; and the identification and description of records at the series level for each department or 
business unit, linking series to function.  The level at which these records are indexed can be 
determined using the criteria outlined in the Indexing section. 
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Identification of Records/Labelling 

Over the years, several formats have been used have been used in the Archives for identifying 
records at various levels of description.  In order to improve access to all records, it is necessary to 
develop and follow a standardized format.  Accepted archival practice will be the guide for 
developing these standards. 

No retroactive labelling of records will take place except when it is determined to be necessary by 
the Archivist. 

Indexing 

Indexing refers to the identification and subsequent abstraction of suitable terms within specified 
access points and their compilation into lists which may follow a simple alphabetical pattern, or are 
further categorized into sub-headings.  An index is a systematic arrangement of entries designed to 
enable users to locate information in a document or grouping of records. 
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ACCESS POLICY 
 

The Archives maintains the official records of the university that have been selected, preserved, and made 
accessible for their long-term historical research value. Burman University is a private institution of higher 
education, but the staff are guided by the principle that archival materials should be publicly accessible to the 
fullest extent possible. Every effort has therefore been made to ensure that any restrictions on archival records 
are minimized, appropriate, reasonable, well-documented, and equitably enforced. Restrictions on university 
records may be imposed by a law, regulation, donor, the university office from which the records originated, 
or the Archives staff.  The Archives Access Policy complies with Alberta’s Freedom of Information and Protection 
of Privacy Act (FOIP Act). 

The Archives is subject to all provisions established in the Alberta Freedom of Information and Protection of 
Privacy Act (the Act).  The Archives recognizes the Act’s requirement to allow any person a right of access to the 
records held in the custody of under its control, subject to specific and limited exceptions identified in the Act. 

Access Categories for University Records  

 Open Records - Available to the general public, but access may be limited due to the physical 
condition of the records  

 Restricted Records - Access is limited due to the physical condition of the records and/or its 
information content  

 Closed Records - Access is prohibited for a specified period of time  

Types of  Restrictions on University Records  
A restriction may be placed on an entire fond, a group of folders, a folder of records, one or more 
records in a folder, or part of a record. Records with a time-based restriction will become available to 
the public after a certain number of years have passed since the date that the records were created or 
donated. Records with an event-based restriction will become available to the public after the 
occurrence of an event, such as a publication or the death of a person.  

A restriction may also be based on the specific use of a record or on the method of access, which may 
be due to the size, weight, or photosensitivity of an item, or due to the technologies that are available 
in the Archives department. A restriction may be placed on a record if the content is private, confidential, 
or sensitive. If a record is fragile, every effort will be made to enable the information content of the 
record to be accessed.  

Unprocessed materials may be open for research with permission of the Archives staff.  

Access to any records may not be possible if a researcher cannot provide photo identification to a staff 
member in the Archives or if a researcher has endangered the safety of the materials or violated any 
of the policies and regulations of the Archives.  

There may also be physical records that can be accessed in-person, but that cannot be digitized and 
sent electronically to a researcher.  
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Access to Burman University Records  

 The Archives will make available to individuals at their request, as much information as possible, 
in recognition of the limitations of discloser established under Part 2 of the Act. 

 The Archives complies with the Act’s requirement to protect personal information and other forms 
of information, the disclosure of which may result in harm to third parties or, other parties 
identified in the Act’s exceptions to discloser provisions. 

 In accordance with Section 43 of the ACT, the Archives has discretion to disclose personal 
information that has been in existence for 75 years or more. 

 In accordance with Section 43 of the Act, the Archives has discretion to disclose personal 
information that has been in existence for 25 years or more if it will not be an unreasonable 
invasion of privacy or meets the criteria for disclosing research information in accordance with 
section 42 of the Act. 

 In accordance with Section 3(b)ii of the Act, all records held in the custody of the Archives that 
were unrestricted prior to the coming into force of the Act are not affected by the Act and may 
be disclosed at the discretion of the Archives. 

 The ARCHIVES fully abides by all donor agreements of non-University records concerning the 
discloser of information for research purposes.  Records donated to the Archives by individuals 
or bodies, other than a public body, as identified under the legislations, are not subject to the 
provisions of the Act. 

Access Procedures  
By operational necessity, the staff of the Archives have access to all archival materials. Donors or the 
originating staff also have full access to the records that they donated or transferred to the Archives.  

Any request to access archival records related to the history of Burman University must go through the 
University Archivist.  

A researcher who would like to request an exception to the policies and obtain access to restricted or 
closed records may appeal to the University Archivist in writing. The researcher needs to clearly state 
the records of interest and his or her reason for wanting to access the restricted or closed records, 
including the intended use of the records and why they would be important to his or her research. The 
University Archivist may then consult with University Officials, the donor of the records, and/or the 
originating office to request written permission for the researcher to access the records.  The staff will 
then contact the researcher to let him or her know if the records can be accessed. 
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ADOPTION OF POLICY MANUAL 
 

This Policy Manual was accepted by the Library Committee on 27 January 2017.  It was submitted to Faculty 
Council for consideration and review on March 9, 2017. 

This Policy Manual was considered and approved by Faculty Council on March 23, 2017. 
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Donation Agreement 
 

DONOR INFORMATION 

Name: ___________________________________________________ Phone: ____________________ 

Address: (Street) __________________________________________ (City): _____________________ 

(Province/State) _______ (Country) ________ (Postal Code) _______ Email:   ____________________ 

 

MATERIALS DESCRIPTION 

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________ 

 

I (THE UNDERSIGNED DONOR) GIVE TO THE ARCHIVES (“ARCHIVES”) the “Materials” listed on this form, voluntarily and without 
receiving any consideration or benefit (except for an income tax receipt for the assessed fair market value if requested from 
and deemed appropriate by the ARCHIVES), for ARCHIVES’s use absolutely, subject to the following conditions: 
 
Acceptance of Donation: 
1. The ARCHIVES welcomes donations of Materials which upon their acceptance will become its unconditional property, but 

reserves the right to reject Materials whose donation (a) is subject to payment of any consideration or benefit, (b) contains 
limitations on their use, reproduction, location, access, or disposal, (c) discriminates against any groups or classes, or (d) 
creates a potential liability or financial burden on, impinges on the duties of, or adversely impacts the reputation of, the 
Archives. 

Public Acknowledgement: 
2. Except as otherwise shown on this form, the Donor consents to being publicly recognized or acknowledged as the donor 

of the Materials when the Archives deems appropriate, including city of residence and position within the organization 
(“Organization”) to which the Materials relate if applicable.  The Donor shall not publicly represent or imply that in 
addition to such acknowledgement the Archives is providing any endorsement or sponsorship of the Donor of the 
Organization. 

Use of Materials: 
3. The Archives shall have the right to use the Materials without limitation, including incorporating them as part of the 

Archives’ holdings and copying for other persons pursuant to the Copyright Act, but shall not be obligated to (a) use them 
in any particular way or for any specific purpose, or (b) display or provide access to them perpetually or otherwise. 

Retention and Disposal: 
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4. The Archives shall have the right, in its discretion to determine whether and how to (a) store, reproduce, 
preserve, and catalogue the Materials, and (b) transfer, sell, recycle, or discard the Materials when not 
required. 

Ownership Assignment: 
5. The Donor represents and warrants that, to the Donor’s knowledge, the Materials are not unauthorized 

copies, and the Donor is the owner of the Materials and hereby, irrevocably assigns and transfers to the 
Archives (a) ownership in and title to the Materials and (b) all rights, life, and interests that the Donor may 
have in the copyright in the Materials. 

Non-Assertion of Rights: 
6. The Donor, and the Donor’s successors, heirs, and legal representatives, waive and shall not assert at any 

time, any and all copyright, and other intellectual and proprietary rights and privacy rights, that they 
may have in the Materials, against the Archives and its licensees and customers, for their use, reproduction, 
sale, or disposal of the Materials or copies of the Materials. 

Moral Rights Waiver: 
7. The Donor, if the creator or author of the Materials, waives and shall not assert at any time any and all 

moral rights in the Materials, against Archives and its licensees and customers. 
Appraisal: 
8. The Archives disclaims all representations and warranties as to the accuracy, value, or acceptability to 

any tax or other government authorities or agencies, of any appraisals or valuations provided by or on 
behalf of the Archives to the Donor, and shall have no liability of any kind with respect to any such 
appraisals or valuations.  The Donor’s gifting of the Materials is not conditional upon the results of any 
appraisal or valuations. 

 
ADDITIONAL CONDITIONS: 
_______________________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________ 

 

I HAVE READ AND AGREE TO THE CONDITIONS OF DONATION ABOVE. 

 

_______________________________________________________ ___________________ 
Donor Signature         Date  

 

_______________________________________________________ ___________________ 
Accepted by          Date   
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Transfer Form 
 

 

Records transferred to the Archives are in the Archives custody and become part of the Archives collections.  
Original records in the Archives collections do not circulate.  All use of original records must take place on site 
at the Archives.  The Archives may provide copies of original records for office use. 

MATERIALS DESCRIPTION 

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________ 

OFFICE INFORMATION 

Department / Office Name: __________________________________________________________ 

Address: _________________________________________________________________________ 

Contact Person: ____________________________________________________________________ 

Telephone: ________________________________ FAX Number: __________________________      

 

I hereby authorize the transfer of the following records to the Archives.  I certify that I am authorized to transfer 
these records to the Archives and that the following list is accurate.   I further certify that to the best of my 
knowledge, all audit requirements have been satisfied and these records are not subject to any current or pending 
litigation, subpoena, or other legal demand for their retention or disclosure.  

 

Signature of Authorizing Official: ______________________________________________________ 

Title: _________________________________    Date: _______________  
         day/month/year 
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Loan In Agreement 
 

 

This loan agreement is entered into this ___ day of ______________________, 20___, by and between the 
Archives, hereinafter the recipient, and the party loaning the property: 
 
 Institution: _____________________________________ 

 Address: _______________________________________ 

 City: ___________________________________________ 

 Province: _______________________________________ 

 Phone: _________________________________________ 

 Email: __________________________________________ 

 
hereinafter the lender.  The lender and recipient shall be individually referred to as a “party” and collectively 
as “parties.” 
 
PURPOSE OF LOAN: 
 

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________ 

 

 
DESCRIPTION OF LOAN MATERIALS: 
The lender does hereby agree to loan the recipient the following described property: 
 

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________ 
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THE PARTIES AGREE: 
Term of Loan 
1. The loan of property shall be for ______ days from the date of this agreement, unless terminated by the 

recipient at an earlier date.  Notice of an earlier termination will be communicated in writing by the 
recipient to the lender. 

Termination 
2. Recipient may terminate this loan agreement, with or without cause, by providing notice of termination to 

the lender, its successors or assigns, in accordance with the notice provision in this agreement.  In case such 
notice is returned to the recipient as undeliverable, the recipient shall be authorized to make appropriate 
disposition of said personal property in any manner the recipient may deem proper no sooner than ninety 
(90) days after such notice is returned to the recipient. 

Notice to Lender 
3. Notices to the lender required under this loan agreement shall be communicated by Canada certified 

mail and addressed and delivered to the address last communicated to the recipient by the lender. 
Recipient’s Standard of Care 
4. The Recipient shall be responsible for the exercise of ordinary care in the protection and preservation of 

the above-described personal property when that property is in the possession and control of the 
recipient. 

Loan Agreement Not Binding on Agent of Recipient 
5. This loan shall not be binding upon any individual agent of the recipient. 
 
ADDITIONAL CONDITIONS: 
 
 

I HAVE READ AND AGREE TO THE CONDITIONS OF DONATION ABOVE. 

______________________________________________________ ___________________ 
Lender Signature         Date  

______________________________________________________ ___________________ 
Recipient Signature         Date  
 
 
 
 
 
This loan has been returned this _____ day of ____________________________, 20_______. 
 
By: 
______________________________________________________ ___________________ 
Lender Signature         Date  

______________________________________________________ ___________________ 
Recipient Signature         Date   
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Loan Out Agreement 
 

 
This loan agreement is entered into this ___ day of ______________________, 20___, by and between the 
Archives, hereinafter the lender, and the party receiving the property: 
 
 Institution: _____________________________________ 

 Address: _______________________________________ 

 City: ___________________________________________ 

 Province: _______________________________________ 

 Phone: _________________________________________ 

 Email: __________________________________________ 

 
hereinafter the recipient.  The lender and recipient shall be individually referred to as a “party” and collectively 
as “parties.” 
 
PURPOSE OF LOAN: 
 

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________ 

 
DESCRIPTION OF LOAN MATERIALS: 
The lender does hereby agree to loan the recipient the following described property: 
 

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________ 
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THE PARTIES AGREE: 
Term of Loan 
1. The loan of property shall be for ______ days from the date of this agreement. 
Recipient’s Standard of Care 
2. The Recipient shall be responsible for the exercise of extreme care in the protection and preservation of 

the above-described property when that property is in the possession of the recipient. 
Refundable Deposit 
3. The Lender may require a refundable deposit for the use of Archives materials. 
 
ADDITIONAL CONDITIONS: 
 
 

 

I HAVE READ AND AGREE TO THE CONDITIONS OF DONATION ABOVE. 

______________________________________________________ ___________________ 
Lender Signature         Date  

______________________________________________________ ___________________ 
Recipient Signature         Date  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
This loan has been returned this _____ day of ____________________________, 20_______. 
 
By: 
_____________________________________________________ ___________________ 
Lender Signature         Date  

_____________________________________________________ ___________________ 
Recipient Signature         
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APPENDIX B: ARCHIVES VOLUNTEERS 
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Archives Volunteer Job Description 
 

 

Would you enjoy going behind the scenes at the Burman University Archives? 

Would you like to learn more about Burman University’s history while researching, 
documenting, and organizing archival materials? 

The Archives is a unique reference facility for anyone interested in the development of Burman University.  The 
collection contains photographs, local newspapers, yearbooks, campus publications, school records, and many 
other interesting materials! 

Archives volunteers work individually or in a team with Archives staff to assist with projects to enhance student 
and faculty access to archival resources, and the values, uses, and interpretive potential of these materials. 

QUALIFICATIONS: 

o An interest in or knowledge of university and/or local history 
o A basic understanding of research methods 
o Respect for the handling of delicate and old material 
o Good communication skills – written and oral 
o Good organizational ability for tracking and documenting sources 
o Must be 16 years+ 

ACTIVITIES: 

Archives volunteers may undertake a variety of activities, from researching and documenting themes or topics 
relating to the collections, to the identification and clipping of newspaper articles for reference files.  
Computer-adept volunteers may spend time entering data and information regarding collections into the 
database.  Volunteers may also help make our extensive photograph collection available to the public 
electronically by scanning images. 

If you are offered a volunteer placement with the Archives, you will be required to attend an office 
orientation.  This will provide information you will need in order to complete your volunteer duties, as well as 
brief you on security and confidentiality requirements. 

Please note that the Archives office is not wheelchair accessible, and volunteers will need to be able to 
navigate a small office, and lift and carry heavy boxes. 

TIME COMMITMENT: 

A minimum of two hours a week, preferably on a consistent day.  The Archives office is open Mondays-
Fridays, 8am-12pm.  
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Archives Volunteer Application 
 

 

 

Please circle:  Mr.    Mrs.    Miss    Ms.     Date: ________________ 

Name: ________________________________________ Phone: ____________________________ 

Address: _________________________________________  Cell/Other Phone: ________________ 

City: ____________________ Postal Code: ______________  Email: _________________________ 

Do you speak multiple languages? Please list:  __________________________________________ 

Past Volunteer Positions (if 
any) 

How long in 
position? 

Duties 

 

 

  

 

 

  

 

 

  

 

 

  

Please list any education, special courses, or training you may have taken which could relate to a volunteer 
position in Archives. 

_______________________________________________________________________________________ 

_______________________________________________________________________________________ 

_______________________________________________________________________________________ 

_______________________________________________________________________________________ 

_______________________________________________________________________________________ 

Do you have special interest or skills in (please circle): 

Photography           Newsletter      Computers  Other: ______________________ 
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Have you worked with (please circle):  

Children           Seniors       Individuals with special needs    Other: ______________ 

Have you ever worked in/volunteered in (please circle): 

Museum           Archives       Historic site  Other: ______________________ 

Do you have any specific goals related to volunteering? 
________________________________________________________________________________ 

________________________________________________________________________________ 

 

Please provide two references, other than family, whom you have known for at least one year. 
(Example: Co-workers, Teachers, Employers) 

 

REFERENCE #1: 

Name: ______________________________________ Position: _____________________________ 

Relationship: ________________________________  Phone: ______________________________ 

REFERENCE #2: 

Name: ______________________________________ Position: _____________________________ 

Relationship: _________________________________ Phone: ______________________________ 

 

EMERGENCY CONTACT 

In case of a medical or other emergency, please provide a contact name and phone number. 

 

Name: _____________________________________ Phone: _______________________________ 

 

By signing this, I hereby give the Archives consent to contact the above references regarding this 
application.  I acknowledge that the Archives is under no obligation to provide me a volunteer 
placement. 

 
_________________________________________________________ Date: __________________ 
Signature of Applicant         day/month/year  
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APPENDIX C: ARCHIVES STUDENT EMPLOYMENT 
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Archives Student Employment Job 
Description 
 

 

Would you enjoy going behind the scenes at the Burman University Archives? 

Would you like to learn more about Burman University’s history while researching, 
documenting, and organizing archival materials? 

The Archives is a unique reference facility for anyone interested in the development of Burman University.  The 
collection contains photographs, local newspapers, yearbooks, campus publications, school records, and many 
other interesting materials! 

Archives student workers will work individually or in a team with Archives staff to assist with projects to 
enhance student and faculty access to archival resources, and the values, uses, and interpretive potential of 
these materials. 

QUALIFICATIONS: 

o An interest in or knowledge of university and/or local history 
o A basic understanding of research methods 
o Respect for the handling of delicate and old material 
o Good communication skills – written and oral 
o Good organizational ability for tracking and documenting sources 
o Must be 16 years+ 

ACTIVITIES: 

Archives volunteers may undertake a variety of activities, from researching and documenting themes or topics 
relating to the collections, to the identification and clipping of newspaper articles for reference files.  
Computer-adept volunteers may spend time entering data and information regarding collections into the 
database.  Volunteers may also help make our extensive photograph collection available to the public 
electronically by scanning images. 

If you are offered a student worker placement with the Archives, you will be required to attend an office 
orientation.  This will provide information you will need in order to complete your duties, as well as brief you 
on security and confidentiality requirements. 

Please note that the Archives office is not wheelchair accessible, and student workers will need to be able to 
navigate a small office, and lift and carry heavy boxes. 

TIME COMMITMENT: 

A minimum of ten hours a week, preferably on consistent days.  The Archives office is open Mondays-Fridays, 
8am-12pm.  Work hours can be arranged outside these designated office hours.  
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Archives Student Employment Application 
 

 

 

Please circle:  Mr.    Mrs.    Miss    Ms.     Date: ________________ 

Name: ________________________________________ Phone: ____________________________ 

Address: _________________________________________  Cell/Other Phone: ________________ 

City: ____________________ Postal Code: ______________  Email: _________________________ 

Do you speak multiple languages? Please list:  __________________________________________ 

Past  Positions (if any) How long in 
position? 

Duties 

 

 

  

 

 

  

 

 

  

 

 

  

Please list any education, special courses, or training you may have taken which could relate to a student 
worker position in Archives. 

________________________________________________________________________________ 

________________________________________________________________________________ 

Do you have special interest or skills in (please circle): 

Photography           Newsletter      Computers  Other: ______________________ 

Have you worked with (please circle):  

Children           Seniors       Individuals with special needs    Other: ______________ 

Have you ever worked in/volunteered in (please circle): 

Museum           Archives       Historic site  Other: ______________________ 
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Please provide two references, other than family, whom you have known for at least one year. 
(Example: Co-workers, Teachers, Employers) 

 

REFERENCE #1: 

Name: ______________________________________ Position: _____________________________ 

Relationship: ________________________________  Phone: ______________________________ 

REFERENCE #2: 

Name: ______________________________________ Position: _____________________________ 

Relationship: _________________________________ Phone: ______________________________ 

 

 

 

EMERGENCY CONTACT 

In case of a medical or other emergency, please provide a contact name and phone number. 

 

Name: _____________________________________ Phone: _______________________________ 

 

 

 

 

By signing this, I hereby give the Archives consent to contact the above references regarding this 
application.  I acknowledge that the Archives is under no obligation to provide me a student employment 
placement. 

 
_________________________________________________________ Date: __________________ 
Signature of Applicant         day/month/year  
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APPENDIX D: EMERGENCY CONTINGENCY PLAN 
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Emergency Contingency Plan 
 

 

Introduction 

The purpose of this plan is to provide a basic guide for response to and recovery from disasters affecting the 
Archives holdings.  It is designed to assist archives staff, as well as other University personnel who are 
responsible for maintaining public records. 

This plan complements the Burman University Emergency procedures and Administration Building Emergency 
Plan. 

This disaster and recovery plan will be revised, reviewed and updated annually by the University Archivist 
(currently Adorée Hatton) in collaboration with the building manager (currently Darrell Huether). 

Response to Emergencies 

1. Most importantly, safeguard human life.  Follow the procedures in the Burman University Emergency 
Pamphlet (this can be found on the wall next to the main office door) and the Administration Building 
Emergency Plan.  This contains procedures for: 

a. Civil Disturbance or Demonstration 
b. Tornado 
c. Suspicious Package/Mail 
d. Major Utilities Failure 
e. Medical Emergency 
f. Fire 
g. Building Evacuation 
h. Bomb Threat 
i. First Aid Instructions 
j. Violent Crime/Active Shooter 
k. Disturbing, Disruptive, Self Destructive or Threatening Behaviours 

2. Once the incident has ended and you have received clearance to re-enter the building, assess and 
contain the damage to collections if it is possible to do so safely. 

3. Salvage as many archives materials as possible, beginning with the rarest collections. 
4. Staff of departments other than the library should focus on saving vital operational records first; then 

prioritize salvage of remaining items. 

Recovery and Salvage 

Review Damage and Establish Priorities 

 Rapid response is essential for an effective recovery effort.  Paper-based collections begin to distort 
physically immediately after becoming wet.  Books swell and distort; paper cockles; inks and pigments 
run; coated papers begin to adhere. 

 The Librarian and Archivist will evaluate damage and establish salvage priorities. 
 Archival records, rare books, records vital to the operation of the University, and any other 

irreplaceable items should receive the first attention. 
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 Determine the kind and degree of damage that materials in each location have sustained.  Depending 
on the extent of the disaster, this may be as broad as a room-by-room designation or as narrow as 
an item-by-item review. 

 Determine whether the salvage operation can be handled by staff or whether a disaster recovery 
specialist is required.  Consult experts as needed. 

 After reviewing the extent of the damage, the Archivist should set up a disaster recovery team and 
assign personnel as needed. 

Handling and Removal of Material 

The most common emergencies (fire, flood) involve water damage.  If possible, loosely sort materials 
according to degree of wetness (soaked, damp, dry).  Pack like materials together, e.g. damp records in one 
box, soaked in another, etc. 

 Materials must be removed from affected areas, either to a salvage/drying area within the building, 
or to another area on campus.  Likely locations are a classroom or gymnasium. 

 Files: place folders in boxes or milk crates.  Place the folders vertically in boxes (standing as they 
would in a file drawer).  Fill boxes only about 75% full to allow for swelling. 

 Bound volumes: load onto metal book trucks, or into boxes or plastic milk crates for transport.  Place 
normal-size volumes in a spine down position. Pack large volumes flat in boxes.  If time allows, loosely 
place sheets of freezer paper or waxed paper around each volume.  Boxes should be packed only 
about 75% full to allow for swelling. 

 To ensure inventory control and for insurance purposes, it is necessary to know the condition and 
disposition of materials.  As materials are removed, a staff member should be assigned to label each 
container with a brief designation of its contents (by call number range, cabinet/drawer, record 
group, etc.); damage type (wet, dry, smoke, etc.); salvage priority; and destination. 

 Assign a photographer to document the damage and salvage operations. 

Water Damage 

Evaluate the situation and decide whether the materials can be air-dried on-site or if they must be removed to 
a freezer facility.  If the damaged materials are not too numerous or too thoroughly soaked, air-drying will 
be a viable option and a drying area will be required. 

 Secure a clean, dry environment where the temperature and humidity are as low as possible.  The 
temperature must be below 21 degrees Celsius and the humidity below 50%, or mold will develop 
and distortion will be extreme.  Keep the air moving at all times using fans in the drying area.  This 
will accelerate the drying process and discourage the growth of mold. 

 Manuscripts and Archival Records: 
o Air drying is most suitable for small numbers of records that are damp or water damaged 

only around the edges.  If there are hundreds of single pages, or if the water damage is 
severe, other methods of drying will be more satisfactory and cost-effective. 

o Single leaves can be laid out on tables, floors, and other flat surfaces, protected if necessary 
by paper towels or clean, unprinted newsprint, or clotheslines may be strung close together 
and records laid across them for drying. 

o If records are printed on coated paper, they must be separated from one another to prevent 
them from sticking. 
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o Once dry, records may be re-housed in clean folders and boxes, or they may be photocopied 
or reformatted in other ways.  Dried records will always occupy more space than ones that 
have never been water damaged. 

 Photographs: 
o Photographs in water will quickly deteriorate; for this reason, photographs need to be dried 

as quickly as possible.  If photographs cannot be dried they should be frozen. 
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APPENDIX E: PROCEDURES MANUAL 
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Student Worker Welcome 

 
We would like to welcome you to work in the Archives.  We are so glad you are here to help us!  Please take 
the time to read through the Collection Policy document to familiarize yourself with the policies of this 
department.  You will also need to take the time to read through the procedures in this manual, so you are 
familiar with the types of tasks you may have to do while working here.   
 
By accepting a position in the Archives department, you have agreed to the following policies: 

 Commitment 
o You have agreed to a specific time commitment by accepting this position.  Although efforts 

will be made to work with your academic schedule, we expect you to fulfil your required time 
commitment. 

o If you are not able to work one of your scheduled shifts, please let one of us know as soon as 
possible. 

 Confidentiality 
o By accepting this position, you have agreed to abide by the confidentiality restrictions of the 

Archives department.  You will have access to some documents and information that should not 
be shared outside this department.  If we find that you have shared this information you are 
subject to immediate dismissal. 

o You will have access to the Archives computer account; you are expected to use this with 
discretion.  Do not use it to access student records, confidential information, or for your 
personal use. 

 Safety and Security 
o You will be given a key for access to this office outside of office hours.  Do not use this key at 

any time other than your designated work hours. 
o There are keys available in the office for access to the Archives storage rooms.  Only use 

these during your designated work hours, and for tasks requiring access. 
o If you open the office window while you are working, YOU MUST CLOSE IT BEFORE YOU 

LEAVE! 
o Do not open the blinds or windows in the storage room; UV light can damage the documents 

and photographs. 

 Computer Access 
o The curved desk near the front of the office is for use by the Archivist.  It is considered 

Workstation 1 and has a laptop that may or may not be in the office when you work.  You 
will not need to work at this desk, or on the laptop. 

o The second desk (to the left of the clock) is Workstation 2.  This is often used by volunteers in 
the Archives office.  You may do some work on this computer. 

o The third desk (to the right of the file cabinet) is Workstation 3.  This is the computer you will 
use most often. 

o The login that you will use is archives@burmanu.ca.  The password is “hivesARC2016”.  Please 
make sure that you use this with discretion – it also provides you with access to the Archives 
email service. 

If you have any questions as you are working, please ask!  We would much rather you ask questions than do 
something wrong and have to spend time correcting.  There are no stupid questions. 
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Student Worker To-Do List 

DAILY: 
 Mail 

o Check the incoming mailbox for any letters or parcels.   
o Open any envelopes or packages.  If they contain a conference magazine or newsletter, add 

them to the “Conference Magazines” file at Workstation 3 and throw away the envelope. 
o If they contain any donated materials, put them (including the envelope) in the Archivist’s file 

labeled “Donations”.  
o If they contain information requests, fill out an “Information Request” form with the basic 

information, paperclip that with the request and the envelope, and put it in the Archivist’s file 
labeled “Information Requests” 

 File any documents that have been processed by the Archivist.  They can be found in the “Filing” inbox 
on the work table in the Document Storage office. 

 Record and file any obituaries.  These can be found in the “Obituaries” inbox on the Workstation 3 
desk.  Also check the “Announcements/Obituaries” folder in the Archives email account (follow the 
procedures for “Obituaries”). 

 
ONCE A WEEK: 

 Check the email folder “To Be Saved in DB”.  Record any information found in these emails in the 
Access database (follow the procedures for “Database”). 

 Check the email folder “To Be Saved in GD”.  Download any documents or pictures found in these 
emails and process them according to “Google Drive” procedures. 

 Download and process Flickr photos. 

 Process Conference Magazines and Newsletters (follow the procedures for “Conference Magazines”). 
 
ONCE A MONTH: 

 Maintain our display cases (ask Archivist for monthly themes). 
o Hallway display case 
o Office Wall display 
o Office Display case 

 
YEARLY: 

 Update the Student Roster (including summer school students) and add students to database. 

 Download and OCR the Academic Calendar. 

 Get a digital version and OCR the following publications: 
o Burman University yearbook 
o PAA Yearbook 
o Faces book 
o Alberta Conference Directory 

 
WHEN REQUESTED: 

 Any other projects assigned to you by the Archivist. 
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Procedures for Conference Newsletters 

 When conference newsletters come in the mail, they need to be taken out of the envelope and 
placed in the “Conference Magazines” tray on Workstation 3. 

 Once a week, or when the Archivist tells you to do this, information from the magazines needs to 
be entered in our database. 

o Step 1:  Look up the names of the authors of all the articles and see if they are alumni or 
former faculty/staff.   

 Open the Archives Access Database 
 Select “Information Input” 
 Select “Filter by Form” at the top left of the screen. 
 Enter the name of the person you are looking up. 

 You can use the * to find alternate spellings (for example “clar*” will find 
both “clark” and “clarke”).  This can be very helpful as sometimes the 
names are spelled differently in either the publication or in our database. 

 If you are unable to find the name in the database than they are not associated 
with Burman University and you can move on to the next name. 

o Step 2:  When you find the name in our database, you will need to add an entry. 
 Go to the first blank line under the entries. 
 Add the Binder #. 
 Add the Source. 
 Add the date (year published). 
 Add the page (for a serial, this is the month published, a colon, and the page 

numbers. 
 Add a short description of the article. 

o Step 3:  Look up the names of people mentioned in the articles; follow steps 1 & 2. 
o Step 4:  Look up the names of people in the obituaries; follow steps 1 & 2. 
o Step 5:  When you are done with a publication, it can be put in the “Filing” inbox in the 

Document Storage room. 
  



Archives Policy Manual 

 

Page 61 

Using the Database 

 The database is quite sensitive, so be very careful as you’re using it.  It is easy to delete 
information if you are not careful. 

 When you need to look up a person, follow these instructions. 
o Open the Archives Access Database (it is on the desktop, labeled “Archives Database 

(Shortcut).”  It can also be found here: E:\Archives Backups\Database 
Backups\2016.05.07 Archives DB – ACTIVE. 

o Select “Information Input” 
o Select “Filter by Form” at the top left of the screen. 
o Enter the name of the person you are looking up. 

 Enter the first name in “First Name” 
 Enter the last name in “Last name” (this is also where you would enter a maiden 

name). 
 Enter the married name in “Married Name” if you need to. 

 You can use the * to find alternate spellings (for example “clar*” will find 
both “clark” and “clarke”).  This can be very helpful as sometimes the 
names are spelled differently in either the publication or in our database. 

 Select “Toggle Filter”.  This will bring up any database entries that match the 
information you entered. 

 If it brings up a blank screen with “(New)” in the ID field, try alternate 
spellings. 

o To return to the search form, select “Filter by Form” at the top left 
of the screen. 

 If you are unable to find an entry, make a note of the name, and give it to 
the University Archivist.  She will confirm that an record needs to be added. 

 If the data you entered brings up multiple records, you can switch between records 
using the arrows at the bottom left of the screen.  Find the record that matches who 
you are looking for. 

 To add a new entry: 

 Go to the first blank line under the entries (there is an asterisk on the left 
side). 

 Add the Binder #. 
o This can be found in the Alphabetical Binder Title Index (this is the 

guide available in the Document Storage Room). 

 Add the Source. 
o Choose from the menu of items available.  If the source is not on the 

list, make a note of the problem and give to the University Archivist. 

 Add the date (year published). 

 Add the page (for a serial, this is the month published, a colon, and the 
page numbers. 

 Add a short description of what you are adding. 
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 When you need to look up a subject, follow these instructions. 
o Open the Archives Access Database (it is on the desktop, labeled “Archives Database 

(Shortcut).”  It can also be found here: E:\Archives Backups\Database 
Backups\2016.05.07 Archives DB – ACTIVE. 

o Select “Information Input” 
o Select “Filter by Form” at the top left of the screen. 
o In the “Subject” field, you can use the drop down menu to find the subject you are looking 

for. 
o Select “Toggle Filter”.  This will bring up any database entries that match the information 

you entered. 
o Alternatively, you can use the Subject Heading numbers found in the guide available in 

the Document Storage Room. 
 Enter the Subject Heading Number in the “ID” field and select “Toggle Filter”.  This 

will bring up any database entries that match the information you entered. 
 To add a new entry: 

 Go to the first blank line under the entries (there is an asterisk on the left 
side). 

 Add the Binder #. 
o This can be found in the Alphabetical Binder Title Index (this is the 

guide available in the Document Storage Room). 

 Add the Source. 
o Choose from the menu of items available.  If the source is not on the 

list, make a note of the problem and give to the University Archivist. 

 Add the date (year published). 

 Add the page (for a serial, this is the month published, a colon, and the 
page numbers. 

 Add a short description of what you are adding. 
o To return to the search form, select “Filter by Form” at the top left of the screen. 

 When you are done with any searches or data entry, you can close the database by selecting the 
“X” in the top right corner.  All information is saved automatically. 
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Document Filing 

When the Archivist has finished processing any incoming materials, they will be placed in the “Filing” box 
on the deck in the Document Storage Area.  It will be your responsibility to make sure that these get filed 
away in the appropriate place. 

 Step 1:  Use the Alphabetical Binder Title Index to determine what binder the document needs to 
be filed in. 

o For example, if you are filing an “Adventist Review” magazine, you can see on the index 
that you will place it in binder 46. 

o Take note that there may be multiple binders for an index binder number.  When this is 
the case, you will file it according to date.   

 Step 2: Place the document in the correct location in the binder. 
o Follow the organization found in the binder: some may be organized with the most recent 

first, and some may be organized with the most recent last.  Just make sure you place it in 
the correct location for that binder! 

o DO NOT HOLE-PUNCH any documents.  Even if other documents in the binder have been 
hole-punched, do not continue to do so.  Instead, use a document sleeve to hold any new 
documents. 

 Step 3: Replace the binder in the correct location on the shelf. 
 
At times, it may become necessary to add another binder.  If this is the case, try and find a similar size 
binder from the Supplies Cabinet, add a label with the binder number, and add a label with the title and 
the date.  Follow the examples of the previous binder labels in that set. 
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Using Google Drive 

Google Drive is where we keep the bulk of our digitized files.  It is organized by topic.  We add new 
items to it on a regular basis. 
 
To Add Item to Google Drive 

 If you are adding an item from Gmail: 
o Open the email 
o Download the attachment 
o Open Windows Explorer 
o Open the “Downloads” folder 
o Open the file you just downloaded 
o Select File > Save As 

 Select “Choose a different Folder” 
 Open Google Drive folder 
 Open “Archives Database” folder 
 Open “To Be Added after ADL Submission” folder 
 Choose a descriptive name (preferably similar to other documents of the same 

type) 
 Select “Save” 
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Processing Obituaries 

We keep track of obituaries in two documents, “Alumni Obits” and “AB Conf Obits”.  The Alumni Obits is 
a list of obituaries for people who have attended, graduated, or worked at Burman University.  We also 
add obituary info to individual entries in the database. The AB Conf Obits is a list of any SDA members 
who died while living here in Alberta. 
 
Processing Obituaries from Conference Magazines 
 Step 1:  Look up the names of every obituary and see if they are alumni or former faculty/staff.   

o Open the Archives Access Database 
o Select “Information Input” 
o Select “Filter by Form” at the top left of the screen. 
o Enter the name of the person you are looking up. 

 You can use the * to find alternate spellings (for example “clar*” will find both “clark” 
and “clarke”).  This can be very helpful as sometimes the names are spelled differently 
in either the publication or in our database. 

o If you are unable to find the name in the database than they are not associated with Burman 
University and you can move on to the next name. 

 Step 2:  If you find the name in our database, you will need to add an entry. 
o Go to the first blank line under the entries. 
o Add the Binder #. 
o Add the Source. 
o Add the date (year published). 
o Add the page (for a serial, this is the month published, a colon, and the page numbers). 
o Add the date and location of their death. 

 Step 3:  Add them to the “Alumni Obits” list. 
o Open Windows Explorer 
o Open Google Drive 
o Open (Working Documents) folder 
o Open (Current Projects) folder 
o Open “Obits” folder 
o Open “Alumni Obits” spreadsheet 
o Add all the information you have for a new entry. 
o If possible, add a photo to the appropriate “Obits Photo” folder (if you do, highlight their 

name in yellow). 
 
Processing Obituaries from Email 

 Check the “Announcements/Obituaries” folder in Gmail.   

 When there is a new announcement, the information will need to be added to the “Alumni Obits” 
spreadsheet and the database.  Follow the directions for conference magazines. 
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APPENDIX F: POLICY ADOPTION DOCUMENTS 
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Library Committee Vote  
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Faculty Council Vote 

Faculty Council Minutes 
March 23, 2017 

11:00 A.M. 
Sunrise Room 

 
Chair: Laurie Ringer 
Vice-Chair: Peter Otieno 
Secretary: Darel Bennedbaek 
Prayer: Patsy Glatt 
 
Regular Faculty*: Justina-Adalikwu-Obisike, Debra Bakland, Darel Bennedbaek, Bruce Boyd, Kevin Burrell, 
Bruce Buttler, Tim Buttler, Sheila Clark, Jenipher Chitate, John Connors, David Dela ield, Noble Donkor, 
Carolyn Doss, Julia Falla-Wood, June Fiorito, Marc Froese, Darren George, Craig Gerst, Patsy Glatt,  Glen 
Graham, Adoree Hatton, John Hoyt, Klaus Irrgang, David Jeffrey, Adam Kiš, DonnaLee Lehmann, Paul 
Lehmann, John McDowell, Pekka Maattanen, Wendy Markosky, Louicius Michel, Wendolin Munroe, Cristian 
Neacsu, Ellison Obisike, Peter Otieno, Paul Ramalingam, Ewa Rambally, Jair Ramos-Medina, Stephen Reasor, 
Laurie Ringer, Tennyson Samraj, Ronald Schafer, Peter Wass, Laurence Wong 
   
Ex Of icio*:  Mark Haynal, Darrell Huether, Stacy Hunter, JR Ferrer, Lawrence Murrin, Jerrold Ritchey 
 
Student Representative: Gloria Osei 

* Present members are underlined. 
 
Invitees: Aldo Bruccoleri, Colin Hill, Virginia Irrgang, Anthony Reeves, Arni Skoretz 
 

Regrets: Adam Kiš, Carolyn Doss 
 
Agenda 
 

1. Adoption of Previous Faculty Council Minutes. 

Administrative 2017-32-
11:10 

Moved and seconded. Carried 

2. Library Committee – Adorée Hatton 

Policy 2017-34-
11:18 

Moved and seconded that we approve the Edith Fitch 
Department of Archives policy. 

Carried 

a. Although the Archives does have a good amount of material on retired faculty members, our 
Archives are being updated (the policy is part of that) to include space and quality control 
that would allow them to accept much more from retiring faculty. 

Policy 2017-35-
11:18 

Moved and seconded that Faculty Council vote on the Edith 
Fitch Department of Archives Policy motion. 

Carried 

3. Program modi ication 
a. BA4 RPPT – Tabled 

4. Grading System policy – Tabled 
a. This will be tabled again because students have not had a chance to look at the policy. 
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5. Other Items: 
6. Teaching loads: 

i. 12 credits with course release is fairly straightforward, but we don’t have any policy 
for under-loaded faculty for cases where, if a class has zero students in it, ends up 
teaching fewer than they ought to be. 

ii. Consider the following options for writing a contract: 
1. Use time to do research (quanti iable outcomes) and you should be able to 

present at the end that you have done it; if you get something done, good, 
but if not, then it is re lected in your performance review.  

2. End up doing nothing but take a hit on your paycheck. 
iii. Another idea is to offer an alternative course if there is interest in it, but the 

problem is that this may not be easily done by students or faculty. 
1. Another option is banked time (so teach an extra class next semester), but 

this could be a problem that leads to overloading. 
iv. Each area and school may have something different that they need to work on, so 

the area of research and the way that research looks may be different between each. 
The policy should not be so narrow that it constrains departments. The policy 
should be open and lexible enough to ensure that faculty can produce research and 
research-related duties relevant to their ield. 

1. Each department and instructor should be able to work out the de inition of 
their research items with the VPAA. 

v. Note: this is a policy for teaching load, therefore it is relevant for Faculty Council. 
7. Summer Vacation Times 

a. Because people do not know when others are on vacation during the year, when the annual 
reports are being illed out, we are going to be asked to estimate vacation times. 

b. The issue with this is that faculty tend not to be able to predict when they are going to be on 
holiday. 

c. A Google Calendar to track when meetings are and when faculty will be on holiday so that 
we can have a sort of check-in/check-out system. 

d. We do need to ensure that we work together to ensure that the university/departments can 
be made accessible to people over time. 

e. A proposal is that regular faculty ought to be accountable to the Chair of their department, 
and the Chair’s responsibility is to ensure that each department has a person available 
during summer. The Chairs are then responsible to the Deans, and the Deans to the VPAA 
(who will share holiday times with the Deans). 

i. Two-week noti ication windows and coordinating with other faculty in your 
department would be the an ideal model to follow. 

ii. A full chain of command must be maintained as much as possible on campus during 
vacation times. 

f. Note: two weeks’ vacation is a good minimum to aid rejuvenation. 
8. Would May 15 be a better date for the year-end review? 
9. April 18 (Tuesday 10-3) there is a workshop that faculty ought to attend; it is a reading day, so 

classes are not being held. 
10. QA committee: Glen will work with each department to get feedback and increase communication 

during the process. 
11. There will be a workshop in May that will begin to teach faculty methods and ways to teach online 

courses. All faculty are encouraged to attend, if possible. 

Lunch break: 12:00 
Adjournment: 12:44 
Next Faculty Council Meeting: Mar 23, 2017  
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