	
	
	



Student instructions
Purpose: This documentation provides clear instructions for student workers, with examples and general rules. This guide aims to ensure that student workers understand their tasks efficiently and adhere to the Archive Technical Services standards for Finding aid metadata creation. 

Roles: 
Student
ATS staff	

Student’s Folder Structure: Within the student’s folder, the supervisor creates a subfolder with the Project Collection Number and Title of the project. The project folder includes instructions, the Excel spreadsheet for the metadata, and any other files needed (for example, PDFs of digitized material). 
Filenaming example: X:\RMC\Student Folders\Current Students\Shukria\CURW_project_39_2_1468

Update instructions: Supervisors need to supplement students' instructions based on the given project. Below are general instructions that cover a large part of common students’ projects but not all the cases. This document can be updated with additional instructions based on new projects that are not covered here. 

Instructions document: [Eirva will turn this into a Template, save in X:drive inRMC  Students folder or wherever makes sense] Provide the collection number, title of the collection or the project, the ArchiveSpace Record link (when available), the student’s name, the project's main goal, basic instructions, and any related material that can help the student to their work (digitized material, inventory, etc.).  

Example: 
	Collection Number
	#39-2-1468

	Collection Title
	CURW audio tapes instructions


	Aspace record
	Cornell United Religious Work records

	Student: 
	Shukria

	Main goal: 
	Prepare the tapes to be sent to the Annex. Each tape and its box will be stored directly on the shelves (not inside a larger container, aka a Hollinger box).

	Instructions
	Put Labels and barcodes in each reel and reel-box. Document metadata in the Excel spreadsheet (see detailed instructions about metadata below). Perform quality control for the metadata and the labeled reels. 

	Related Material
	See inventory. 




General instruction for the student:
· If names are hard to read, do a Google search to verify spelling, etc., or ask your supervisor. 
· Follow instructions and ask your supervisor when you are not sure. 
· Perform quality control before you deliver the final document: Always check spelling, spacing and correct punctuation. Spell out all the words (for example, photo to photograph), and follow capitalization rules. 
Instructions for filling processing metadata at the Excel spreadsheet for the ArchiveSpace 

Required columns with examples:
· The supervisor always defines and offers examples in the first columns about the EAD ID, Hierarchical Relationship, the Description Level, and the Title for the Series and Sub-series:

· EAD ID [ead]: collection ID number given by the supervisor. For example RMA01565

· Hierarchical Relationship [hierarchy]: Students will need to maintain the numbering according to the examples given by their supervisor at the beginning of the Excel spreadsheet. 1 is the first level of description, 2 is the second level of description, and so on. We go from the general to the specific. 
Examples: 
When there is a Series (which is the first level of description and describes a general group of records) and Files (which are Folder), the student gives the following numbering: Series Level: 1, File Level: 2

	1
	Series

	2
	File



Or, when there is a Series, Subseries, and File, the student gives the following numbering: Series Level: 1, Sub-series Level: 2, File Level: 3, Item Level: 4

	1
	Series

	2
	Sub-Series

	3
	File

	4
	Item




· Description Level [level]: The supervisor defines the Series, sub-series, File, or Item level. 

· Container Instance Type [cont_instance_type]: verify as you work through each box. We usually add Mixed Materials, unless your supervisor defines a different value. Moving images: VHS, reels, AV material; Sound: sound reels, cassettes, audio CDs, etc. 

· Top Container type [type_1]: Usually, choose Box, except in cases where you work with Reels, or your supervisor requests a different value, eg. Mapcase folder. 

· Top Container [indicator_1]: Fill the Box Number: 1, 2, 3. 

· Barcode: not required. Scan the barcode when it is asked in the project description. 

· Child type [type_2]: It is usually a Folder unless otherwise specified. 

· Child indicator [indicator_2]: add folder numbers: 1, 2, 3. Always start from the first folder of a box and work your way through the last folder of a box. Ensure the Box and folder numbers are identical in the physical box and the Excel spreadsheet. In the physical folder for Box 1, Folder 10, you write 01-10. Every box starts with Folder 1.

· Title [title]: The supervisor always gives you the titles of the series and sub-series. Series is the general title of a group of documents. Sub-series is the relevant sub-group. For the titles of the series, numbering follows the Roman numbering I. II., II., IV.  For the titles of the subseries, we follow a combination of Roman and Latin. 


· Examples of numbering series and subseries: 

Series I. Title of series 1
    Subseries Ia. Title of subseries 1
    Subseries Ib. Title of Subseries 2
    Subseries Ic. Title of Subseries 3
           Sub-subseries Ic.1. Title of Sub-subseries 1
Series II. Title of series 2
Series III. Title of series 3
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General rules about the titles of the Series and Subseries level: Capitalize the first letter of every word. For example, Series III. Research Material, or IIIb. Programs, Consulting, and Other Collaborations

General rules about the titles of the file level (folders): 
In the file level, you write the folder title, as this is in the physical box.
However, there are a few exceptions/rules: 
· Do not use half words, even when these exist in the physical folder. 
· Spell out all the words. For abbreviations spell out all words and add abbreviation in parenthesis the first time it appears. You can use the abbreviation after that. 
· Follow the general capitalization rules (months, names, places, etc.). Do not capitalize the words after the first one. For example: “Co-chairman letters” or “1990. Implementing Referral Center” BUT NOT: “Co-Chairman Letters”
· Do not use &, + or other symbols. Instead, use “and” and spell all the words without keeping shortages. For example: “Mobility impaired info & forms” (in the actual folder), becomes -> “Mobility impaired information and forms. 
· Keep the same punctuation rules throughout the finding aid. For example: 1991. Rhodes' letter to parents: for every relevant entry, use: YYYY. Title 

· Component Unique Identifier [unit_id]: For media (CDs, DVDs, museum objects and more) use media ID numbers, provided by your supervisor.  
· Date(1) Label [dates_label]: Creation 
· Date Begin/end [begin and end]:
·  add a date in the any of the following formats: 
· YYYY-MM-DD
· YYYY-MM
· YYYY
· if no date is found, use column Date expression [expression] and write “Undated”. 

· Date(1) Type [date_type]: when there is a begin and end date, add inclusive. When there is only a beginning date or Undated, fill in a single. 

· Scope and content [n_scopecontent]: Write any notes in the folder with the S&C indication or any piece of paper. Supervisors will give specific instructions by case. 

Final Check- Quality Control:
Run the language spelling. 
Go through all the filled values and check: 
a) EADID: ensure the value is filled throughout the whole column. (useful tool: CTRL and arrow down)
b) Hierarchical relationship: ensure the value is filled throughout the whole column. Number: 1 is for every Series, 2 is for every sub-series of File (if there is no sub-series in between), and 3 is for files under the sub-series. 
c) Description level value. Make sure that the value is filled throughout the whole column (Series, Sub-series, Files). (useful tool: CTRL and arrow down)
d) Container Materials: Mixed Material (usually). Make sure that the value is filled throughout the whole column. (useful tool: CTRL and arrow down)
e) Titles: Spelling, spaces, and punctuation. Read the general rules. 
f) Date label: ensure the value “Creation” is filled throughout the column. (useful tool: CTRL and arrow down)
g) Date begin and end: Read the general rules.
h) Data Type: ensure the value is filled throughout the FA. (Single or inclusive). 
i) Scope and content: select only the filled values (by using the filter) and make sure that the grammar, spelling, and format are correct and similar. For example, keep the format the same: Working files, financials, photographs, and planning book. BUT not working files - financials - Photos - Planning book. Spell out all the words: NOT photos, but photographs. Fix the dates at the scope and content. Check that all the entries end with a (.) full stop. 


Physical Material:
· Open the box with the Hollinger stamp on your left hand. Always start from the front of the box, with folder 1 and go on. 

                                    [image: ]

Always make sure that each folder has the following information:
· A collection number: 11-5-1565  or #7645, at the top left part of the folder
· Folder title: Usually it is given. If not, handwrite (in print) the title as it appears on the labels in the middle and top part of the folder. Clear handwriting is appreciated. Write the whole word in case there are shortened words. If titles are related to organizations with abbreviations (for example, NSF), talk to your supervisor. 
· Date: It is usually given. If any is missing, please check the latest and earliest date of the records within the folder and write the date range. Follow this format: 1997, May 23 or 1997-05-23
· Before moving to the next step, arrange the folders alphabetically. Consult your entries in the Excel spreadsheet, which should be in alphabetical order. 
· Box and Folder number: always use at least two digits. For example, for Box 01, Folder 08, write 01-08. 
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