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I. Managing an Archives 

The new mission statement will be to establish continuity throughout the archive’s 

materials and create an atmosphere of accessibility for users. A collection policy should be 

developed as soon as possible, and policies should be created to cover access, lifecycle, 

accessioning, processing, and security.  

Upon assuming responsibility for the archive, the state of the archival storage facility 

should be reviewed, as a measure of precaution. The temperature and relative humidity settings 

of the archive should be reviewed for optimal levels, the condition of shelving equipment should 

be evaluated, and security measures – such as digitized key-card access – should be reviewed for 

performance. Ensuring that the physical condition of the archival space is adequate allows for 

collections goals to be the focus of the staff’s attention rather than potential internal or external 

threats. 

I believe that primary and secondary goals should be set in order to firmly enact this 

mission statement. The first goal undertaken by the staff should be the processing of the 

backlogged collections. If we are to make the collections accessible then they need to be 

processed – organized and arranged to facilitate use.  

The rest of the collections should be reprocessed as they are entered into an archival 

software program such as Past Perfect or Proficio. This would be the most efficient method to 

conduct an inventory of the processed collections, gauge the level of their arrangement and 

processing (and make corrections to foldering, housing, and arrangement if necessary), and 

organize records into the software database for better organization and access, all at the same 

time. This will be a tedious process, but the completion of each collection will bring the archive 

one step closer to being a fully functional and usable archive.  
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Secondary goals include publicizing and promoting the archive both on and off campus, 

consolidating records that are dispersed throughout the campus departments, any rehousing of 

materials that is required, and any and all conservation or reparative activities. Secondary goals 

are by no means less important than the primary goals, but the completion of the primary goals 

should take precedence.  

The “special subject centers” should be liquidated, and archival letterhead – as well as 

box labels – should all bear the same title and identifying information. Other means should be 

developed to entice donors rather than using deceptive shell centers.  

While such a limited staff to work on these projects will prove challenging, I believe that 

these goals are attainable within a five-year period. It may be beneficial to seek university 

approval for offering additional work-study or internship opportunities to students in order to 

increase productivity within the archive. Internships for credit allow the archive to increase the 

number of staff members for free, as opposed to hiring employees, which the university has 

stated as an unlikely occurrence.  

A critical step in organizing the archive is the acquisition of adequate software. A 

program such as Past Perfect or Proficio should be obtained for the organization of inventoried 

collections in place of the finding aids that had been established by the previous archivist, as they 

may lack continuity as the collection is reprocessed and reorganized.  

It would seem that many of the collections are incomplete – it is not a satisfactory 

archival practice to have incomplete records. The university registrar should be contacted and the 

transfer of student records should be begun immediately. A bulletin should be sent to all 

university departments requesting that any university records that may be stored in their sections 

be delivered to the archive for processing and storage without delay. By collecting dispersed 
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materials from throughout the campus, the archive will be able to create a more complete 

collection, which will contribute to a better user experience. 

The budget should be, until additional sources of funding can be obtained, limited to 

supplies that will be required for immediate use in the archive. This includes folders, archival 

boxes, photograph sleeves, plastic paper clips, pencils, and archival labels. As mentioned above, 

purchasing a software program such as Past Perfect or Proficio would also be a necessity, and 

should be obtained as soon as the budget allows for that expenditure. 

Since contacting previous donors for funding has been prohibited by the university, and it 

has been made clear that funding is not available from the university either, the archive will have 

to find ways to generate its own funding. This can be done by charging for photocopies of 

materials – while this may not be plausible in the case of university students, who we are trying 

to draw into the archive, it would be feasible to charge members of the public who are 

conducting private research using archival materials. Once processing backlogs is under control, 

we could potentially offer research services to the public for a fee to generate additional income 

for use towards archival equipment and supplies.  

As part of the new collection policy, access should be addressed and all of the methods of 

access should be evaluated. Unless the librarian is insistent, the card catalog system should 

probably be discontinued – an electronic database would be better suited for use in a college 

setting and it would be simpler and faster to update as records are processed. The practice of 

sending printed materials to the library should also be discontinued, unless storage space is 

limited in the archive. The consolidation of materials in the archive is paramount to the creation 

of full and complete records.  
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It should be made clear to students that materials in the archive are available for scholarly 

research. Perhaps a program could be established in conjunction with the library to publicize the 

accessibility of archival materials for students – flyers, bulletins in the university’s newsletter or 

newspaper, and university email notifications can be dispersed to the student body and alumni, 

and signage in the library would alert students to the resources available to them.  

The accessibility of materials in the archive could also be publicized in the town’s local 

library to attract non-university patrons, and perhaps the local newspaper could be contacted 

regarding the archive – a feature in a local paper would draw attention to the underutilized 

holdings of the archive at no cost to the university.  
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II. Copyright and Privacy 

I believe some research could be performed prior to making this decision. It’s very likely 

that former members of his staff, or family members of his former staff, could be contacted and 

asked for assistance in identifying people in the photograph or the photographer. 

Contacting Tomorrow’s Happy Citizens website’s administrators would also be an 

advisable course of action – while they did not provide citation information with the photograph 

made available through their website, they might still be able to tell us where or from whom they 

obtained the photograph. 

If the photographer or source of the photograph could not be identified, I think it would 

be inadvisable to use the photograph. While a disclaimer stating that the photograph was 

retrieved without proper citation information could be included were the photograph used, use of 

the photograph opens the door for possible lititgation or rights infringement later down the road. 

Images found on the internet could come from anywhere, and could be obtained through less 

than legal or copyright-observant methods. It would be a risk to the integrity of the Archives to 

use a photograph that is not a true part of the collection and cannot be attributed to a source.  

The fact that this photograph is not related to the passage of legislation that we are 

searching for diminishes the necessity to use it. If the photograph isn’t even related to the event 

for which we are searching, then using this uncredited photograph does not seem worth the 

potential litigation that could be brought against the archive for using someone else’s work and 

potential infringing on its copyright.  

The inability to attribute credit to this photograph means that copyright and ownership 

issues cannot be honored correctly. Publishing this photograph falls under the protection of 
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copyright laws, and doing so without following the proper channels could result in serious legal 

difficulties for the Archive.  

The Fair Use act of 1976 limits the publication of materials without the consent of the 

copyright holder – if the copyright holder cannot be identified, then this photograph would be 

used without honoring this stipulation.  

Tampering with the photograph makes its use appear suspect. Using the photograph 

without first obtaining consent from the copyright holder is one thing, but altering the 

photograph makes use of the image seem like we are attempting to deceive viewers or “get 

something for nothing.” If, at some point in time, the photographer / copyright holder brings 

charges against the Archive for copyright violations, then concealing the aid’s name could 

potentially add fuel to their proverbial fire.  

Instead, with the aid’s name identified, contact with this individual should be attempted – 

it is possible that she would be able to identify the photographer and/or the other individuals in 

the photograph. Following up every lead in order to track down the individual to whom proper 

credit should be given for the use of the photograph should be a priority.  

If, against better judgment, the photograph is used, then the website from which the 

photograph was retrieved in the Google search should be cited. If the photograph is going to be 

used, it’s better to cite someone – something – rather than using the image without providing any 

kind of citation or allocating any credit at all.  

The rights that I would be concerned about would be those of the photographer / 

copyright holder, not the subjects of the photograph itself. The photograph does not depict an act 

that could damage a person or organization’s reputation, and chances are likely that there was no 

expectation of privacy involved with a photograph taken for publicity purposes involving a 
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politician. Campaigning and publicity events are going to be photographed, and the individuals 

posing for those photographs must anticipate the use of these photographs for whatever purpose 

the politician and his/her team of public relations staff deems necessary.  

The rights that should be considered when debating whether or not to use this photograph 

are those of the copyright holder / photographer to whom credit should be attributed.  

 

 

 

 


