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THE ROTARY CLUB OF PLACE HISTORY & RECORDS GUIDELINES (TEMPLATE) 

(Delete these instructions and the word “(TEMPLATE)” above once you modify this document. District 9780 encourages all clubs and large committees to consider the systematic storage and recording of important history and records items from their activities. Some clubs are commendably well under way with this process. For others, the process starts with the appointment of one or two club or committee “History and Records” officer(s) e.g. you might appoint separate officers for physical and digital records. Then, we suggest that the club or group uses this/the attached template as a starting point for your own club or committee History & Records guidelines. Use the “Search and Replace” feature in Microsoft Word to replace the words, “Rotary Club of Place” with the title of your own club or committee. Have a small committee go through and delete, change or add any items to these guidelines to suit your own circumstances. Look out for training activities that will be offered from time to time by the District at events like the District Assembly. Then, proceed to gradually implement your guidelines as time permits, and in the process, enjoy the heritage of your club/ committee!)
1. Explantion of Terms

a) In these guidelines, the term, “records” refers to documents currently or recently used by a Rotary group in the process of conducting its activities e.g. lists of members, minutes of meetings, important letters and receipts etc. 

b) The term “history” refers to documents and items no longer in current use but which reflect periods in the story of the organization.

2. Preserving the Story of Clubs and Committees at the District Level

a) Since District 9780 itself will not manage records of clubs and committees, apart from keeping copies of commissioned history books, the main way the history of each club and committee will be preserved at a district level is through reports to the District 9780 Board. Assistant Governors, Clubs and Committees are therefore encouraged to ensure that significant events, milestones and achievements are faithfully recorded in their reports to the District 9780 Board.

3. Promotion of the Preservation of History and Records in the Rotary Club of Place 

a) The Rotary Club of Place undertakes to select, and preserve as best it can within space and financial restraints the history and records generated by the activities of its executive group and members.

4. Management Of Rotary Club of Place History & Records - Who Is Responsible

Responsibilities

a) The Rotary Club of Place Executive will be responsible for managing the Rotary Club of Place History and Records and for updating the “The Rotary Club of Place History & Records Guidelines”. 

b) The Board will decide the current Storage Guidelines - i.e. deciding a suitable location for the storage of History and Records. 

c) The Board is ultimately responsible for deciding the items to include in the Rotary Club of Place History and Records Archive - the “Acquisition Guidelines”. 

d) The Rotary Club of Place Board will determine the “Access Guidelines” - i.e. which physical and digital history records may currently be made freely available to the general public, which records will only be available to members and which items can only be accessed through application to a History and Records Officer.

e) The Rotary Club of Place Board will also determine the current methods used to make digital records available to the public and members.

Appointment of H&R Officer

f) By January 1st each year, the incoming Club President will select, or confirm one or two existing History and Records Officer (s) (H&RO) to manage the preservation of the Rotary Club of Place records and ensure items are recorded in the Rotary Club of Place History & Records Database.

Role of the Rotary Club of Place H&R Officer(s)

Tenure Details

· Three years or by mutual agreement with the incoming Club President

Objectives

· Manage the addition, storage and recording of the Rotary Club of Place History & Records items (separate officers might handle physical or digital items)

· Manage the access of others to the Rotary Club of Place Records

Specific Responsibilities

· Ensure that history and records items are added to the Rotary Club of Place archives as they become available

· Ensure that all added items are stored according to the Rotary Club of Place Storage Principles

· Manage the storage of physical items i.e. arrange for them to be stored in a secure location that is made known to the Rotary Club of Place Board.

· Monitor the ongoing storage of digital items on the Rotary Club of Place digital network (computers under the control of the Club President, the Rotary Club of Place Secretary and the Rotary Club of Place History & Records officer)

· Manage the online availability of selected the Rotary Club of Place History & Records items - in conjunction with the Rotary Club of Place Web Master

· Ensure that the Rotary Club of Place History & Records Database is updated as items are added

· Look after the Rotary Club of Place History & Records Database file and ensure it is regularly backed up in at least 2 physical locations

· Make arrangements for others to access the Rotary Club of Place records according to the Rotary Club of Place Access Principles

· Provide a report to the Rotary Club of Place Board from time to time on the progress of managing the Rotary Club of Place records.

· Provide training for Rotarians on the acquisition, storage and maintenance of the Rotary Club of Place History and Records.
5. Acquisition Guidelines - What to Keep

Acquisition Principles

a) Given that the acquisition and maintenance of History and Records archives is a time consuming, space consuming and potentially costly process, only items that meet at least one of the following criteria will be preserved in the Rotary Club of Place Archives:

· Items that are required to be kept for the Rotary Club of Place legal or financial purposes 

· Items that have important historic, aesthetic, social, administrative or other value for the Rotary Club of Place 

· Items that may be valuable to future historical researchers writing histories about the Rotary Club of Place 

· Items that may be suitable for, and in good enough condition for promotion, use or display during future historic and celebratory occasions held by the Rotary Club of Place e.g. letters, photographs, radio interviews, programs of important events, annual reports etc.

b) In addition, every item preserved should …

· Be in a format that can be readily accessed in the future (e.g. data in currently obsolete computer formats will not be much use)

· Fit in the available storage facilities

· Be able to be stored and preserved without significant cost in facilities, power and time.

· Be already owned by the Rotary Club of Place or freely donated to the Rotary Club of Place without any conditions as to their preservation or disposal

· Be one of no more than two copies of any particular, identical item 

Acquisition Checklist

c) This set of questions from the booklet, “Keep it for the Future” (2007) may assist History & Records Officers to determine the items that should be preserved:

· Do the records fit with the acquisition principles?

· Will the organization or person who created the records wish to use them again?

· Do the records need to be retained to meet legal or financial obligations (if so, for how long?)

· Do the records have important historic, aesthetic, social, administrative or other value?

· Would historical researchers or genealogists find the record useful?

· Would the records be useful for promotion, display or publication etc.? How many items could reasonably be displayed for each event?

· Would the records be more appropriately held in other archives?

· Do the records relate to any other materials already in the archives? Should they be stored with these items?

· Have donor instructions about what to do with records that are not acquired been complied with? Are such records to be returned or destroyed?

Maintaining Current Records and Transfer to Digital Archives

d) Records and documents relating to the current Rotary year are stored in physical and digital storage systems of the Rotary Club of Place officers e.g. in their own filing cabinets and computers whilst being used. After use, or once they are tabled at the Rotary Club of Place Board meeting, archival items will, where possible, be converted into the appropriate digital archive format (see below) and copies will be transferred to the Rotary Club of Place digital storage devices by, or in liaison with the Rotary Club of Place History and Records officer. Physical items that cannot be easily converted into digital format will be transferred to Physical archives. 
Suggested Physical History Items to Keep

e) Where storage facilities are available, the following items are typical of those that meet one or more of the acquisition principles listed above and could be kept in physical format. Once storage facilities for physical items are exhausted, priority will be given to items that cannot easily be converted into digital format. Items that can be transferred into digital format will be progressively transferred to the Rotary Club of Place digital storage devices as time permits - using the process explained below. This list is NOT comprehensive. Other suggested items may be added as these guidelines are updated.

· Receipts and financial statements relating to the work of the Rotary Club of Place Board and the Club President not already in digital format in at least 3 different locations (required for legal purposes)

· Copies of significant correspondence in the history of the Rotary Club of Place (if not in digital format)

· Original copies of handwritten minute books from past years

· Two copies of every printed Rotary Club of Place annual report not already in digital format

· Two copies of every the Rotary Club of Place Directory (unless in Digital format)

· Original copies of commissioned books or booklets written about the Rotary Club of Place History

· Early representative Photographs of significant Rotary Club of Place events (if not already transferred into digital format)

Suggested Digital History Items to Keep

f) Unless they are already stored there, these items will be transferred to the Rotary Club of Place digital storage devices as soon as they have been tabled at a Board meeting, or have been updated in accordance with Club guidelines. This list is NOT comprehensive. Other suggested items may be added as these guidelines are updated.

· The Rotary Club of Place History & Records Guidelines (Word 2000 format)

· The Rotary Club of Place Youth Protection Policy (PDF Format)

· The Rotary Club of Place History & Records Database (Excel 2000 format)

· The Rotary Club of Place Planning Guide for Effective Rotary Clubs
· Minutes of all the Rotary Club of Place Board Meetings (to provide the basis of a history of the Rotary Club of Place) (PDF Format) 

· Reports tabled at the Board meeting unless they are fully covered in Minutes (to provide the basis of a history of the Rotary Club of Place) (PDF Format)

· Significant Rotary Club of Place correspondence items (relating to key decisions or historical occasions) (PDF Format)

· Digital copies of all Rotary Club of Place Bulletins or Newsletters

· Digital copies of the Rotary Club of Place Annual Reports (PDF Format)

· Invitations and Programs of the Rotary Club of Place events (PDF Format)

· Significant Radio interviews with the Rotary Club of Place Leaders (MP3 format)

· Selected, representative photographs of important Rotary Club of Place events (PDF or JPEG Format)

· Each annual copy of the Rotary Club of Place Directory (PDF Format)

· Templates used for all the Rotary Club of Place events and publications (Word 2000 or Excel 2000)

· Text of significant speeches given by the Club President (PDF Format)

· Short, edited, digital copies of significant videos in the history of the Rotary Club of Place - as would be used in a TV news broadcast (MP4/ h264 format)

6. Storage Guidelines - How to Keep It

Storage of Physical Items

a) Physical items will be:

· Contained in some kind of protective cover appropriate to the item (See document available on the District Web Site: “Current Good Practice for Storage of Physical History Archives”)

· Clearly labelled on the cover with a unique accession number, the date it is processed and a description of the contents (unless obvious). Where the item has been donated by someone, the name of the donor needs to be included as well e.g. Item 1243_2012-09-21_DVD of Photos from 2011_Donated by PP Brian Jones 

· Placed in an appropriate, inexpensive, portable storage container such as a sturdy cardboard box or plastic storage container that can be securely closed to prevent the accumulation of dust on items.

· Stored in a secure and protective environment that helps to preserve the item for the future. Currently, physical items are stored in the lockable shed of:

Name at Address, City, State, Postcode, Telephone number.

· Recorded in the Rotary Club of Place History & Records Database (See Below)

Storage of Digital Items

a) Copies of all Rotary Club of Place digital items will be stored on computer systems in at least two different physical locations - e.g. on a cloud based system like Clubrunner or Dropbox, and on one or two hard drives at the homes of either the current Club President, or Secretary or the home of the Rotary Club of Place History & Records Officer. This set-up is referred to as the Rotary Club of Place Digital Network.

b) The hard drives will be synchronized across the Internet using some cloud based system like Clubrunner or “Dropbox” so that the same files can always be found at any of the digital locations. Due to their size, video, audio and large image files will not be synchronized across the internet. These files will be stored in clearly labelled separate folders on the external hard drives i.e. not in the Dropbox folder.

c) The selected service will have the facility to make some folders of information available to members, and others will only be available to the Rotary Club of Place leaders.

d) Hard drives will be periodically replaced to maintain reliability.

e) As storage techniques evolve, data will be transferred to the latest, most cost-effective storage systems.

f) The Rotary Club of Place History and Records Officer will manage the storage of History and Records on the Rotary Club of Place Digital Network. Other people may physically add items e.g. the Secretary, but the History and Records officer needs to be made aware of the addition so that entries can be made in the Rotary Club of Place History and Records Database.

g) Digital items still in current use will be kept in their current format. Items that are kept for historical purposes (and won’t be changed) will be converted to the currently recommended digital formats.

Currently Recommended Digital Formats

a) Documents and photographs are to be stored as searchable PDF documents at approximately 200 - 300 DPI (dots per inch). Photographs could also be stored in JPEG format.

b) Audio items are to be stored in MP3 format at 128 kBit (kilobytes)

c) Video items are to be be stored in MP4 (h264) format at 352 x 240 (Normal to High Quality - 400 to 600 kilobytes per second)

Recording Items in the Rotary Club of Place History & Records Database

a) A list of the Rotary Club of Place History & Records is kept on a Microsoft Excel Spreadsheet titled, “The Rotary Club of Place History & Records Database” housed on the Rotary Club of Place Digital Network.

b) Items will be added under the guidance of the History and Records officer.

c) Current Database headings: 

· Number - A unique number for each item or single group of items in the archive. This matches the accession number on the item

· Date Added - The date when the item is added to the collection e.g. 2012-09-21. Using this date format will enable items to be sorted by their date of processing.

· Description - A short description of the item e.g. “2011_DVD of Photos” or “2001_Annual Report” or “1953_Minute Book (Handwritten)” or “1947_Newspaper Clipping_Horsham Times_Opening of Playground”. Using the date first will enable items to be sorted by their year of original use.

· Location - Where the item can be found in the archive e.g. “Archive Room_Metal Cupboard 3_Shelf  2” or “Archive Storage Chest 02_Box 12”

· Donated - Where applicable, the name of the donor

d) The file will be clearly labelled and dated E.g. “The Rotary Club of Place History & Records Database_21-08-2012” 

7. Access Guidelines - How to View It

Physical Items

a) Physical items in the Archive may only be directly accessed by the Rotary Club of Place History and Records Officers who may loan items to the Rotary Club of Place members or historians for research or display purposes.

b) Before an item is passed out for loan, instructions may be given as to the safe handling of the loaned objects.

c) All items passed out for loan will be recorded in a borrowing log so the Rotary Club of Place knows the current location of all items in the Archive. The log will include columns for a description of the item, the date the item is borrowed, the name and contact details of the borrower, and the date the item is returned.

Digital Items

a) Selected digital items will be available from the shared Rotary Club of Place (Dropbox or other cloud service to be advised) folder and may be accessed by those invited to have access by either the Club President, Secretary or H&R Officer. Selected items will also be accessible from the Rotary Club of Place website at (web address inserted here)

8. Training Guidelines

a) The incumbent History and Records Officer(s)” will be responsible for arranging training of incoming officers in the management of the Rotary Club of Place History and Records.
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