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ABSTRACT

Archives are the records of organizations, created or accumulated in the

course of daily activities, and saved by the creator because they may be useful for

continuing administration or for later research. Although archives are retained by

the organizations that created them, they may have as much or more value for

researchers outside the organization, as part of the cultural heritage linking past

to present.

This study is a systems analysis of the National Archives of Fiji. During the

analysis period, three sets of data were gathered and analyzed. These were as

follows:

1. Internal analysis which covered 15 staff members. Their analysis with

procedures, objectives of tasks, workflows, attitudes, skills, education, etc.

together with observations and interviews during the course of their work. A

set of structured questionnaires were also used to measure their opinions

on the evaluation.

2. External analysis which covered the external user categories; Researchers

(local) 161(63%), Researchers (overseas) 12(5%), Civil servants 32(12%)

and Students 52(20%). These covered the services offered by the National

Archives of Fiji.

3. A user study was also conducted to define users' needs and behavior with

the following categories; Researchers (local) 94(56%). Civil Servants

32(19%), Researchers (overseas) 9(5%) and Students 34(20%).



The study concluded that the National Archives of Fiji has been neglected

for too long that it is neither properly equipped, nor properly staffed with the right

people and with the right qualifications and experience. While the staff have tried

to function with the limited resources they have, leadership does have an impact

on their work. Unless the responsible authorities act now, the users of these

resources will not be deprived of access to valuable information.

The findings of the study show "inadequacy" in the equipping of the

National Archives of Fiji. The present status as highlighted by the staff were either

"bad" or "very bad". The need for a better system was also seen from the ratings

of the total population surveyed that the use of information technology can

improve information retrieval for internal and external users. Specifically the study

came out with the following findings:

1. The assessment of the present status of the National Archives of Fiji in

terms of: administration and management, staff/personnel,

facilities/equipment, materials and supply, collection and holding were

seen as "bad" to "very bad".

2. The different types of services provided by the institution were also

perceived as "bad". The cause of these problems seems to relate to each

other. For instance, it takes so much time to locate needed information

simply Because indexing is not properly done. High recall seems to be

accepted by staff as good instead of high precision.

3. The role of the National Archives of Fiji was perceived as "inadequate"

4. The users and staff alike perceived the use of information technology as

"very much needed" in the National Archives of Fiji.
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The highlights of the recommendations to improve the National Archives of Fiji

are:

1. The elevation of the Archivist as the new head of the National Archives. He

has the right qualifications, experience, skills and knowledge to lead this

precious institution.

2. A reorganisation of the whole institution to allow for tasks to be done faster

and more appropriately. Clear lines of authority and communication within

the organisation ought to be established.

3. A list of training needs has been suggested also to improved staff
: knowledge and technical skills within the organisation.
i

4. A suggested general systems design has been designed to cater to the

• organisation in light of the findings above.

|

| It will also be a tremendous risk on the archival documents if proper care and

storage are not done now. The people of Fiji will stand to lose the most if the

i status of the National Archives is further ignored .

v i t i
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Chapter I

INTRODUCTION

Background

Archives are links from the past to the present (Cook, 1971). These links

will bring people to foundations of events and their existence. Archives will

continue to store and preserve materials today for tomorrow's generations.

Generation gaps do exist when people do not care to keep information in places

like archives. The existence of archives to provide and preserve information is

important to any country and its people. Archives contain a wealth of sources of

history that justify real events and their happenings in a country. Archives are

mines of historical treasures and can be exploited without interfering with the

bread and butter of records management (Blendon, 1975). These treasures are

a cultural heritage and mirror of social life that are very important to the

concerns of its people (Xu Yuqing, 1991). Man cannot rewrite history. Once it

occurs, it is done and recorded. It can be recreated in another age, but no man

can rewrite what has been history.

Archives are not the type of institution that are often popular with the

general public. Most people look at archives as just a storehouse for past used

records and books. Archives are historical institutions to those who know it well.

The need to have archives is even more demanding nowadays as the need for

origins and foundations has made man search even further into the past. The

need to keep historical information of all kinds, written, verbal, oral, etc. to

preserve one's identity and origin is more needed now than ever. But archives,

like any other institution, have to be planned in such a way as to meet users

needs,

The planning of archives should - and really must start with the archival

staff (Christian and Finnegan, 1974). The archival staff know how they operate

and what they need. They know what their workload is. the size of their



collection and what they are likely to become in future in terms of growth and

expansion.

Certain basic operating assumptions of Archives (Kesner, 1991) are:

1. Archives function as subunits of larger organizations and are therefore

subject to the environmental, operational, and organizational changes

influencing the parent institution.

2. Archives are first and foremost service enterprises, providing diverse

support to the constituents through preservation and management of vital

information.

3. Although archives can and do add value to the information resource

management processes of their parent institution, they rarely exercise

control or authority over the information resource management policies,

programs, or procedures of these larger organizations.

4. In a resource scarce environment, archives are less likely to obtain the

financial and human resources they require to perform their mission in an

outstanding and comprehensive manner.

5. It is rare to find an organization in which key decision makers

understand and appreciate the role of and services provided by the

archives.

6. The automation of information storage and delivery systems has further

complicated these circumstances by creating alternatives (some might

say rivals) to the archives, placing their institutional role in question and

further raising the intensity of competition for scarce resource and senior

management support.



These assumptions are still haunting archivists today, but change is not

something that will be accepted so easily to some. Change has to be made in

which ever way to suit both the organization and the users. Justified facts on its

needs, costs, equipment, for change have to be presented clearly and be

understood to be practically true to be accepted. Without any information on the

need to change, leaders of archives are not moved by hearsay and news. They

love to hold on to the traditional archival ways of handling information, storage

and other activities for which archives are known.

Definition of Archives

The word archives means a body of non-current permanent valuable

records. This also applies to their place of deposit or a building dedicated to the

care and its use and to the organization or agency responsible for administering

them.

The process of selecting records from among the great mass of official

records is usually known as records appraisal. This involves making a formal

judgment, often after considerable research, that certain records (usually

complete series or major file subdivision) have enough value to warrant a

considerable and continuing expenditure of funds for housing and preserving

them.

Essential Character of Archives

All records of any physical type whatsoever received or created by

entities of government are normally considered to be public property. It is from

this vast pool of documents that archival materials are selected. Usually only a

small percentage of them has sufficient value for administrative, legal or

research purposes to warrant permanent retention. This small population of non-

current permanent valuable records possess tremendous value because the

information they contain is essential as evidence of important legal and



administrative transactions and obligations. Much of its informational content is

of value for purposes that extend beyond the reasons for its initial creation.

Some of these are records that contain wars, natural phenomena, the migration

of people, the birth and development of national identity, the- efforts of the

government to improve the people economically and socially, success and

failures of human activities. The authority placed on archives is an important

one since society makes the archivist responsible for choosing on its behalf,

what its memory will be for tomorrow.

Value of Archives

Organisations and individuals create records initially to carry out

administrative, fiscal, economic, social, legal, or other activities (Pugh, 1992).

These are the primary value of the records. Some records transferred to

archives, also have secondary values for later researchers. Secondary value

includes informational value, evidential value, and intrinsic value.

Informational value is the most straightforward. It describes the fact that

records contain information about people, events, objects, or pfaces. In the

course of daily activities, records creators record information about the objects of

their activities or places in which they occur. For example, a report may provide

information about the number of new accounts opened.

Evidential value refers to the information (or evidence) that records provide

about their creators or the activities that generated them. Information in archives

gains much of its value from its context, which reflects patterns of action and

documents accountability. For example, that a report is in the files of the

recipient indicates that the report was sent and received, a carbon copy of the

response to it in the same file indicates that it was read. Thus file contents and

] filling structures can be as important for documenting the flow of information as

1 for retrieving the information itself.

i Intrinsic value describes the value that records have as artifacts-as symbols.
; or as tangible links to the past. The Decfaration of Independence document has



been reproduced many times, but the original document still awes citizens

viewing it in the National Archives. One of the twenty-three known examples of

the first printed declaration sold for $1.5 million. What price could be put on the

handwritten original document? Similarly, family treasures, family photographs or

a Bible with handwritten entries of baptism, marriages, and burials of their

ancestors are tangible links to the past.

The National Archives of Fiji has been a very important institution in Fiji

since its creation in 1954. But, the only major development done on it has been

the move to a safer and bigger place to accommodate the flow of information in

the country and to be able to store the many records in governmental

departments. Owners of this information should be able to know that unlimited

access is offered when they want information. Organizing of these records would

help to understand Fiji better and find to solutions in the future as this changing

world evolves around them.

Profile of the National Archives of Fiji
The Central Archives for the Pacific was provisionally established in 1953

and formally established in 1954 by the Fiji Government and the Western Pacific

High Commission. In 1956, it absorbed the library of Sir Alport Barker. A building

for the Sir Alport Barker Memorial Library was completed in 1964 and the

Central Archives of the Fiji Reference Library was established.

In 1969, the Central Archives was established as a statutory body by the

Public Records Ordinance (Ordinance no. 7 of 1969). The Public Records

(Access) Regulations and Public Records (Courts) Rules followed in 1970. In

1970, the Central Archives was succeeded by the Western Pacific Archives (for

the Gilbert and Ellice Islands Colony, the British Solomon Islands Protectorate,

the New Hebrides British Service, the British Agent and Consul for Tonga, the

South Pacific Office and the Pitcairn Islands) and the National Archives of Fiji.



The latter consisted of records on Fiji. The establishment of the National

Archives of Fiji was formally enacted by the Public Records Ordinance

(Amendment) Act, 1971.

The National Archives of Fiji is the official repository for permanent

records of the Government of Fiji and of material printed and/or published in Fiji.

The duties and responsibilities of the Archivist in relation to these documents are

defined in the Public Records Act and in the Libraries (Deposit of Books) Act.

Briefly these involve the proper care, custody, control and administration of the

public records held and making available to Government and, within the limits of

the law, to students and the public the information in those documents. The

Archivist also advises Ministries and Departments on matters relating to the safe

preservation and the efficient and economical administration and management

of public records which for the time being are in the possession or under the

control of Ministries and Departments.

The administrative structure of the National Archives is shown as follows-

Administrative structure of the National Archives

Principal Archivistl

Archivist

Management section

1 Executive Officer

2 Typist, 1 Clerk

1 Cleaner

Binding Section

I
Library Archives Microfilm

1 Librarian 1 Asst. Archivist

2 Lib Assts 1 Snr Arch Asst

4 Arch Assts

2 Arch Assts

2 Binders

Fig. 1. Administrative structure of the National Archives of Fiji



The two main sections of the National Archives are the Archive Section

and the Library Section. The other sections support the services of these two

sections. The present status of these two sections are as follow:

Archives Section
Staff - 1 Senior Archival Assistant and 4 Archival Assistants, the Assistant

Archivist post has not been filled as yet. No formal training had been undertaken

by these Assistants, most of their training on procedures and regulation has

been in-house. The only workshop that all of them attended was hosted by the

National Archives in 1995. Two of them have been on attachment program to

Malaysia. Staffing is sufficient to manage the collection and the department. If

only they can be managed effectively and their work properly distributed to

achieve results, they can be very efficient by now.

Storage - Archival materials are stored in the lower portion of this two storey

building in compact shelving with air-conditioning being regulated to preserve

materials. Space is running out quickly as the collection grows. The storage

follows the normal traditional archival system of storage.

Facilities and Equipment - Equipment used is totally manual. Most of the work

is done manually. Big volumes of indexes have to be carried into the Reading

room if the need arises. Materials will be read in the Library Reading Room

since it is the only space provided and always supervised during the hours when

the Archives is open. Most of the facilities and equipment were from other

Government Offices that were no longer of any use to them were passed on to

the National Archives.

Retrieval- Big volumes of index books are still used for indexing. Every retrieval

has to be performed using these big books, which usually slows down the

processes. Patrons are often interviewed from the counter and the staff will find

the materials for them, since carrying these big volumes of indexes is really a

very tiring activity

Collection and Holdings - Materials are from government agencies and private















1835 to early 1970s

Government Department records- Personal & closed general

correspondences-

- Ministry of Native Affairs

- Fijian Affairs Board

- Meteorological Department

- Department of Tourism and Civil Aviation

- Department off Foreign Affairs

- Prison Department

- Police Department

- Central Planning Office

- Ministry of Education

- Native Lands Commission

- Department of Urban Housing and Development

- District Offices

Records of the Provincial Offices - Includes Lau, Rewa, Lomaiviti,

Serua/Namosi.Naitasiri, Macuata, Bua, Cakaudrove, etc.

Conservation and Preservation - There are two staff in this section; they have

spent six months in Malaysia and six months in New Zealand training in this

area. They are qualified book binders but lack materials, acids and the like for

conservation and preservation even though they are capable of doing such task.

Their room is equipped only for book binding and have a very limited number of

materials for preservation and conservation work. They have both Printing Trade

Certificate from the Fiji Institute of Technology.

Library Section

Collection and Holdings - Since this was the first library established in the

early 1900s, it absorbed most if not all of the historical collection of Fiji, until the

establishment of other libraries. The other collections are the legal deposit

materials and gifts from abroad and locally on materials relating to Fiji or written
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the Microfilm Room. These machines are only brought in if the need arises or

upon requested from users. The reading room can only sit ten readers at any

one time and really needs expansion.

Services Provided - Photocopy services, quick reference services,

comprehensive searches on a particular subject and microfilming and

photographic offprints are provided.

Microfilm/Microfiche Section - This is the fully equipped section in the

Archives. There are two staff members here and they learned the job through

experience in working with former staff members. The machines they have are

old but are still in very good working condition. They have accumulated over

3,000 rolls of microfilm and are still expanding very fast.

Management is the most crucial part in the operation of the Archives.

Since the authority is on the management, technical knowhow and skills have to

come with it too, but both these factors are not there. The Principal Archivist

does not have a formal archival training nor any management skills. She was

pushed up due to seniority in the service and has since blocked all

developments and movements of the National Archives.

The other departments are there to support the operations of the Archives

and library. Staff from these sections are often called on from time to time for

assistance in areas of need or when someone is sick. They are capable of doing

the same job as those staff assigned to these two departments. They have also

been trained in the operation of these two sections. Staffing is enough, but

proper management skills are needed to allocate jobs and group tasks together

so that objectives of the sections will be achieved. The Archivist has just

returned to Fiji with a Masters degree in Archival Management and can be useful

if his talents are utilized properly.
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the institution. Management: Findings of the study can be used as vital

benchmark data in coming up with measures to improve the kinds of services

they may provide their users. Data can also be utilized in formulating guidelines

to improve the quality of information retrieval and dissemination of information to

the users. Country in general: The study will help the country in preserving its

history, culture, traditions and other important events that have made the country

as it is today. It will be an institution that Fijians can be confident that it will

preserve their identity and store information on the realities of situations in the

country. It will also serve as a source of informational, evidential and intrinsic

values to the public now and in future. Users: They will be benefited most since

the development of a system to improve the services of the National Archives

will all for a better quality of services provided. Other researchers: findings of

the study may lead other interested researchers to undertake similar tasks to

determine other factors that will enhance further the services of archives and

libraries.

Scope and Limitations of the Study

The study assessed the operations of the National Archives of Fiji and

other related tasks within the government to identify if there is a need for

changes in its operations. As tasks are inter-related, changing or combining

tasks will definitely affect the others, so, the analysis focused on the effects and

the causes of changes on other tasks in the institution.

Respondents of the study included 32 civil servants, or those referred to

as educated users, 12 overseas researchers, 161 local researchers and 52

students for a total of 247 respondents. The total chosen through stratified

proportional sampling was 352; this represents 73% of the sample chosen. The

limited number of respondents was due to improper filling out of the form and

other unnecessary mistakes in the received survey forms that disqualified some

from being included in the study.
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Chapter II

REVIEW OF RELATED LITERATURE

The need for information technology in the workplace today is very much

a reality. With the current trends in learning, education and knowledge, the

search for information has increased. Information banks have been opened up

for users and places like the National Archives have to make information readily

accessible to the public when it is needed. While we understand that some

information cannot be accessed by the public, it should be shown in the retrieval

tools that they are available.

The most stable act about organizations, including archives, is that they

change (Baldrige and Deal, 1983). Whether the change is minute, or

monumental in scope, the constant in our modern society is that it is always

shifting, changing, transforming and realigning. For archives to be effective in

their role in this modern society they must change, whether it is their tools,

system of work, etc. to meet the needs of today. Institutions like archives have

to shift to a new way of presenting information. Gone are the days of paper and

typewriters. Because of the continuing proliferation of paper and its impact on

archives, holdings are becoming an urgent problem. The impact is felt not only

because of the great increase in the number of collections accumulated by

individuals, corporate bodies, government agencies, and other record-gathering

groups, but also'because of the ballooning size of its collections or archives.

The way out of this dilemma may be in more intensive indexing of archival

materials by machines (Campbell, 1967). Archives have to explore the

computer's potential for lightening the task of search and the preparation of

bibliographies. Traditional arrangement of materials in archives by provenance,

by data, geographical area, etc. do not meet today's research demands. The

need is for detailed indexing. Manual detailed indexing is too expensive and time
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consuming. The aim of any retrieval device is to place all the materials pertinent

to the user's needs at his disposal, then it is up to him to accept or to reject, to

rearrange and develop his own conclusions.

It has been promising to know that archives and record services cannot

ignore the potentials of automation (Cook, 1986b). The additional power which

the computer gives to the management of any information service is likely to be

of great or vital significance to the success of the service. Computers can speed

up the process of collecting, handling and retrieval of information, and can

extend the range of information supply and use. Computers may solve some of

the problems in the service and may help it to be more obvious and of immediate

value to its users. But no system is perfect. Computers may make life a lot

easier to users in terms of retrieval, and staff in terms of indexing and storing

information, but the cost to the management might be a bit more than the

manual system. But, prices of computers with more capabilities are falling and

quite affordable to archives today.

We cannot argue the advantage of automation that it does have a cost

both in financial terms and in terms of change in methods of work and attitudes

of the staff. The change of attitude can mean a complete reliance on the power

and capabilities of the new technology. It means with the new tool, most of the

work has to become computer-oriented. It will store all types of information -

•financial, books,.periodicals, microfilm, maps, files, and all other administrative

information like staff leaves, etc. The new workplace will have a new tool for

staff to adjust to and to be able to master its strengths. If the true cost of

running a manual system is calculated and the true cost of introducing

electronic methods is compared, the changeover is usually not found to be

necessarily expensive. However, it is necessary to invest in new equipment

which need infrastructure services and maintenance.
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It is precisely the effect of information technology on record keeping

which calls for careful attention to matters of archival theory arid methods

(Eastwood, 1993). Electronic information systems often constitute a composite

of processes and procedures governing production, storage, and retrieval and

documents, only some of which are records. Managing recorded information with

the aid of new technology then becomes primarily a matter of identifying and

distinguishing the processes and procedures of generating records from those

generating other "non-record" documents, and then developing methods for

control of the entire documentary output of the archives.

The objection is often raised that modern databases are not really made

up of transactional records, that they are instead a species of new "document"

created by shifting and manipulating the mass of information derived from both

external and internal sources. The new technology appears to disembody

information from documents or to draw it directly from observation of the world

and make it into its own form of thing, tied inextricably to the computer's capacity

to store, manipulate, and retrieve in various patterns what we have come to call

data. Care and attention have be taken in analyzing the uses of computers in

archives, especially in building databases. Fields have to be specific to allow

indexing, to be very detailed and cover the true subject of the material.

Building a database for retrieval and storage is more popular nowadays

but databases are entirely different from traditional finding aids (Kitching, 1991).

The information in them need not be printed out, but can be interrogated at the

computer screen by means of commands and queries. Depending on the

software and hardware used, the computer can be able to output the entire

contents of a database. It will normally be capable of presenting the information

in a number of different ways, for example reordering it chronologically or

reordering alphabetically, by subject matter, etc. It may be capable of selective

searches by field, keywords, title, etc. A computer database can be seen as a



single integrated finding aid in its own right or as a potential source of a number

of different kinds of finding aids (which need only be printed out if needed) all

stemming from the same input information.

When frustrations are encountered and morale of workers is low, these

should be reasons why a system is not working the way it was meant to be.

They might be frustrated with the manual system or it is too tiring and follows a

very long process which needs evaluating or changing. While there are reasons

for change to a better system, there are also various reasons for automation

(Herring and Mackenzie, 1986), but the most valid ones which can make an

institution change to a better system are as follows :

1) Inefficiency of the existing system

2) Inability of the existing system to cope with demand

3) Heavy cost on staff in using the existing system

4) Frustrations of the users and staff alike with the existing

system

The requirements for a replacement system are:

1) To produce a reliable system which is easy to operate,

speedy and silent and has been tested by other libraries

2) To eliminate the time-consuming manual process which are

liable to human error

3) To increase the speed of work, and to eliminate the queues

and allow staff to cope more efficiently with periods of peak

demands

4) To etiminate the time consuming task of searching for items

manually

5) To produce reminders for items automatically

6) To control number of books loaned to each user and to

detect defaulters

7) To be less labor intensive than the present system
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8) To be capable of expansion and linkage with an acquisition

system and the computer based catalogue.

Record managers and archivists, to be successful in.the electronic

information age (Dollar, 1986), must learn both to implement the new technology

in their work environment and to identify opportunities for implementation. The

new information handling technology has helped create situations in which there

is more information to manage and to keep track of because of the ease of

electronic duplication. The duplication has been made worse by a multiple effect

resulting from multiple access to information that can be retrieved electronically.

As electronic image and transfer technologies expand, opportunities to store,

deliver and share information will increase without any intervention from

archivists and managers.

In a survey conducted by the International Council of Archives (ICA)

which compares conditions in archives between 1982 with that of 1992 (World

information report 1997/1998), their findings were very encouraging since those

ten years saw the improvement and development of archives. The survey covers

legislation, staff, building equipment, finding aids and experiences. The key

factors which they identified were:

.Ensuring a proper legislative frame for archives and records

.Providing an adequate building to preserve them

.Developing a comprehensive preservation policy

.Improving training opportunities

.Making effective use of new technology

Their findings indicate that use of information technology in archives was

not effective. The study suggested that it could have been a lot more effective if

these new technologies can be utilized as tools for. archives. With the rising

capabilities of information technologies and lowering of prices, it would be to the

advantage of the archives if these are used in its operations.
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The adoption of information technology in developing countries will make

it possible to create and build information systems in many ways to satisfy many

different national objectives (Becker and Burchinal, 1974). However, separate

systems which strive to be comprehensive can be expensive in te/ms of money,

time and human resources. The only practical alternative to consider, therefore,

is support of cooperative action programs that will lead to the development of

compatible information networks in which each nation bears a proportionate

share because it avoids repetitive effort, features economies of scale, and

assures all participants of immediate benefits through the sharing of information

resources already organized and available.

The fact is that with the help of computers, a collection of great value to

scholars can be made widely available. This will mean making it possible to

access information from a multitude of sources at the same time in a single

location (Ruller, 1963). Of the many reasons given to justify the need to

automate, the following are the most frequent (Reynolds, 1985 ) :

1. To increase technical processing efficiency

Particularly for technical services, an automated system almost always improves

processing efficiency over a manual system. Increased efficiency can only be

realized when the same tasks are performed with fewer staff or in less time than

was possible with the manual system or extra tasks are performed to provide

added benefits.

2. To realize financial savings and to contain costs

Most users would like to justify automation on the grounds that it will immediately

lower operating costs, but evidence has suggested that financial benefits are not

as sweeping as once anticipated. More than lowering of operating costs, there
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is always a hope that it will contain the rate of increase in costs over time.

Although cost containment is certainly a potential advantage of automation, it is

often presented as established fact rather than what is truly a possibility. When

staff time spent in taking advantage of all the additional capabilities of an

automated system is added up, it may be as substantial as the time required to

perform fewer tasks under the old systems.

3. To improve archival services to its users

There is no doubt that improvement of service to archival users is one of the

concrete benefits to be gained through automation. With on-line systems,

improvement in inventories control capabilities, expansion of excess points

which in fact leads to better service to users. In addition they always allow for

more up-to-date data and provide greater flexibility in searching. They can

provide bibliographies on screen or in hard copy instantly. If an automated

system provides a better service, but costs more than the manual system, at

what point is the added value worth or not worth the additional cost? The

archivist must persevere in convincing the authorities concerned for improved

services to users as this is the most legitimate of all possible reasons for

automation.

4. To improve archival administration and management.

An integrated system can generate a variety of statistical data that can be very

useful for management and administrative work. These statistics can be very

time consuming tasks in compiling under the manual system. It can also provide

information from budgeting, to collection analysis and development to staff

scheduling.
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5. To facilitate the sharing of resources

As automation continues to be generated on such a prolific level, the sharing of

resources becomes viable. These can be made available to most users from

afar and scholars can have access to information about these from their own

computers. By making communication and dissemination of holding information

a reality, a fast, more efficient and less expensive task becomes possible

through the sharing channels.

While not all of the above are valid for the National Archives case, these

are often used as a factor for using information technology in the workplace. It

is important for the National Archives to sort out its reasons for automation

before commencing on its implementation.

Archivists are now undoubtly affected by information technology

(Eastwood, 1993). The archivists' work, records and the processes and

products of their work are also influenced by technology management of

information, and the creation of documents is now ruled by automation.

Automation in archives is, of course, not new and several experiments

and programs dating from the 1960s onward have accumulated a fund of

knowledge and experience, perhaps more valuable than the finding aids

generated during these years of quite primitive hardware and software. Most of

the early products were based on simple sort and merge strategies and resulted

in lists and indexes on print-outs which closely resembled the book and

possessed almost the same limitations. Since then, much progress has been

made in standard formats, variable length fields, hierarchical display and the

development of more sophisticated indexing techniques, but essentially the end

product has been still an exercise in publishing, however valuable that may be.

Familiar examples from the United States include the National Historical
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Repositories in the United States and the guide to their holdings in preparation

from a database using SPINDEX III, which cannot be searched on-line.

It is instructive to recall that the National Information Systems Task Force

was created by the Society of American Archivists in order to recommend which

of two systems should become the "national" one: NHPRC and SPINDEX, or the

National Union Catalogue of Manuscript Collections based on a library format

and not yet automated. The Task Force came to realize that it was not a case

of choosing between two systems, but was rather the need to examine all the

implications of automation on the archival profession, archival theory and the

management of archives, including the emerging phenomenon of networks,

where effective cooperation can greatly improve manual systems.

It goes without saying that automation, to be effective in the archival field,

must be shared. Shared cataloguing formed the basis of automation in libraries

from which grew a large number of services, considerable expertise and

significant economies of scale. There is no direct parallel here with archives,

where it is more likely that automation will improve services rather than reduce

costs. Where then would the major advantage lie?

Benefits for the researcher

The researcher wants the automated archival equivalent of the "right book

at the right time". McCrank (1981) defines "reference services" as including the

normal procedures connected with traditional finding aids together with on-line

interrogation and batch-mode searches using Boolean logic to limit the range of

the inquiry. The search through free text abstracts of finding aids, using natural

language in the manner of legal searches, is also considered "reference", as

also the reading of surrogates from the original records displayed on screen and

perhaps omitting personal names in the case of census returns, for instance.



"Research" in this kind of environment would be restricted to the study of the

original materials themselves.

Clearly, this has immense advantages for the researcher who would use

these reference sources by accessing appropriate databases, whether they be

of local networks carrying regional information or networks devoted to themes or

special studies. It is unlikely that there will ever be one vast integrated network

or database, but compatibility through standardization should be increasingly

possible, provided the obsolescence of hardware does not become a problem. In

any case, various databases could be consulted in succession. Once the

required documents had been located, it is again possible that the database

vendors may be able to supply a microfiche of the required documents for a

small charge.

It is important that only generalized database management systems,

which are open-ended and can accommodate a variety of formats, should be

considered for development of this kind. Efforts are presently being made to

obtain approval for a revised MARC format for manusaipts and public records in

association with AACR II, which avoids the necessity of cataloguing at the item

level. SPINDEX is probably the most flexible software package in North America

at present, despite its lack of on-line capability. All this would add up to

computer controlled "browsing" through a range of resources otherwise

impossible, which might in the long run be more effective than traditional

methods among the shelves of a library.

In short, the researcher could carry out an increasing amount of work in a

central location once more, and avoid the heavy expense of time and travel

required by the increasing decentralization of resources resulting partly from the

heritage movement.
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Benefits for the archivist

Bearman (1982b) has remarked on a suicidal urge (arising from our

sympathies towards users) to cooperate most when the cooperation benefits the

researchers and least when it benefits our institution(s). Acquisition policies, for

instance, remain highly competitive and lack very little sense of regional

planning. We share information in a general way about collections in our

repositories, but we rarely engage in cooperative purchases of materiat or

standardization of authority terms.

Bearman (1982a) also advances the interesting concept that the

information on a "main entry" library catalogue card processed according to

AACR II is made up, not of information about content, but of authority data such

as the author, publishers, etc., which once standardized may be used again and

again. Exchange of this kind of "authority data" has not been explored in

archives and yet there are similar authorities, such as the standard use and

spelling of place names and bureaucratic hierarchies which are constantly

changing. This approach deserves further study which may cause us to

reconsider the claim that all archives are unique and, therefore, incapable of

shared cataloguing. This may be true at the item level, but untrue at the series

level.

In view of the small percentage of processed material in North American

archival repositories which have been fully processed, and the small size of

most of these repositories, we have ali tended to overlook the value to the user

of the entries in our accession registers and similar control information which is

initially generated, especially as it relates to access and intellectual content no

matter how brief the entry. Such information could be furnished to a network

(automated or not) by very small repositories which could be of great service to

archivist and user alike. It might be argued that the accessioning of a collection

does not provide sufficient control to permit research, but for very small
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accumulations of a few documents it may be possible, and many large

collections are received in good order or at least in sufficient order to be

searched. In any case, the existence of material deserves to be recorded as a

prelude to assistance for further processing if necessary and the planning of

cooperative acquisitions.

Preservation policy and archival/library use

The preservation problem in libraries and archives has a physical origin:

the paper, parchment and other materials upon which information has

traditionally been stored are subject to deterioration at a rate which is influenced

by the environment in which they are kept and used; electronic data is

susceptible to physical and electromagnetic damage, and has to be made

available through properly functioning networks and hardware. Access to

information, and the preservation of media and data which facilitates access,

cannot be expected simply to happen; these have to be directed like any other

aspect of library activity. A retention, preservation and access policy is needed

that will determine priorities and methods , if only to ensure that limited funds are

not dissipated on work of little or no value. Policies have to be based on an

understanding of principles, but also derive from a knowledge of local

circumstances and from a broad concept of the function of the institutions.

Within an institution, all of the factors have to be taken into account in

evolving a preservation policy. As we have seen, comparatively few British

libraries have yet recognized the need for normal policy statements, although

probably more now have a preservation policy than the raw data might suggest.

While only about 10% of libraries reported that they had a written preservation

policy in 1993, considerably more than that had de facto policies in place to

cover such matters as binding, retention and disposal (Feather et al.. 1996) Few,

however, have explicitly recognized the essential continuum of selection,

acquisition, storage and use followed by a choice between disposal on the one
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hand and retention and preservation on the other, and even fewer have fully

appreciated the wider dimension of the last stage of this process. Nevertheless,

preservation policies do exist, and many libraries and archives which do not

have one are seeking to develop one for themselves.

The basic objective of a preservation policy is best defined as being to

ensure that the materials and information the library's users can reasonably

demand will be available when needed. Hence, it must be based on an

understanding of three related factors, one general and two specific to each

institution:

* The use of information and the literature which constrains it and the local

applicability of these general principles;

* The demands of the archive's own clients and its ability and willingness to

meet those demands from its own holdings of books and other media;

* The intellectual quality of its existing stock.

These three factors help to define the relationship between stock and

users and the ability of the stock to satisfy need and reasonable demand. A

fourth factor, however, relates to the stock as a collection of objects housed in a

particular place, for no meaningful preservation policy, however much it deals

with questions of access to information from other institutions and sources, can

ignore the physical condition of the collection and the building in which it is

housed. While this is not subordinate to the first three, it does, however, depend

upon them, for until the use and quality of the stock is understood, there can be

no effective guidelines for interrogating the results of a physical survey, or even

for determining which parts of the collection will be the subject of such a survey.

The demand of clients
All libraries are more or less clear on the client groups at which their

services are principally aimed. The public library is the most comprehensive,
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providing them with everything from leisure reading to high-level information

services, as well as acting as referral point to specialized information agencies,

a point of contact with regional, national and international document delivery

services, and a point of access to distant information sources. Within a large

public library system there are obviously significant variations in the use of

particular services and the function of particular branches, but the provision of a

comprehensive service is the overall objective of the system. Other types of

library have more limited client groups whose information and literature needs

can be more specifically defined and perhaps therefore more easily met. The

library of a school, college or university for example, primarily exists to serve the

members, both teachers and students, of the institution. Its services are 'defined

by the needs of these clients and its holdings largely determined by their

interests. This is even more true in a special library, whether private or public,

which exists for the sole purpose of serving a very well-defined, and perhaps

very small, client group whose needs are very specific. Services may be offered

to those outside the parent organization, but they are secondary and often part

of mutually beneficial cooperative schemes.

Of course, there is overlap of both use and purpose. Those with access

to a university library may well make use of a public library for leisure reading,

the employees of organizations with special libraries may have access to a )

university library for books and information not available to them directly and so f

on. Similarly, some university libraries (although comparatively few) see

themselves solely as providers of textbooks and current information rather than,

to a greater or lesser extent, long-term archival institutions in which at least a

part of the holdings is intended for permanent preservation. On the other hand,

there are some collections in public libraries which are clearly of permanent

interest and importance, and for which long-term preservation is desirable.
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same sector, means that although we can adduce general principles and

suggest ways in which policies can be developed and effectively implemented, it

is not possible to prescribe the policies themselves. A policy for preservation,

retention and access can be developed only out of an archive's analysis and

definition of its own role, and is indeed fundamental to the realization of that

role. Moreover, within an institution or a system, it is possible (and in larger

libraries almost inevitable) that there is actually more than one preservation

policy, or rather that the policy differentiates between various parts of the stock.

In both public and academic libraries, distinctions are traditionally drawn

between special collections and the general stock. Definitions of "special" can

themselves vary; disposable ephemera in one library may be a legitimate part of

research collection in another. Controlled storage areas, often closed to the

general public, and designated areas for consultations, are an almost inevitable

concomitant of creating special collections that it is desirable to house and

consult under protected conditions for reasons of preservation and security. On

the other hand, all libraries also want to maintain a working stock of material to

satisfy general and immediate use. Maintaining the physical condition of the loan

stock so that it is. acceptable to users is a very different matter from ensuring that

special materials are treated in a way that ensures their long-term survival, yet

both of these sets of activities are integral parts of preservation policy. That

policy is ultimately to be determined by what the library has to do in order to

serve its clients' which, in some cases, will mean also serving its clients in the

future as well as those of today.

In serving today's clients, a library may legitimately take a decision not to

acquire or not to retain. Considerations of both space and money make this

essential as well as desirable. For example, the library of a university in which

research is a comparatively minor activity may concentrate almost entirely on the

provision of student learning materials at undergraduate level. Higher-level
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materials will be obtained through document delivery services, but to facilitate

this the library will own or have access to appropriate bibliographies, indexes

and abstracts. This is a pattern that is increasingly common in many British

universities, especially those established in the 1990s as instruments of mass

higher education. Similarly in public libraries, the limited shelf space can be

devoted only to the stock most likely to be in demand by users; more

specialized material, or material in lesser demand, may be held in reserve stores

either on the premises or (more often) at some central point to which all

branches have access. But public libraries also make use of interlending and

document delivery services, and special library services, and special libraries

use them heavily. The balance between ownership of materials and providing

the means for users to gain access to materials and providing the means for

users to gain access to material (or to its information content) is an increasingly

important factor in managing the collection and access policies of all libraries. It

has obvious implications for preservation policies, not least in helping to define

more precisely the parts of the collection that are indeed for longer-term

preservation and use.

The quality of the stock

The objective measurement of the intellectual quality of the stock is an

essential element in determining a preservation policy. The random preservation

of individual items with no context in the collection is a waste of limited

resources. Stock assessment has, until recently, been a somewhat subjective

exercise, at the level of "we have always been strong in..." Such statements from

long-established members of staff with a deep knowledge of the collection are

not to be despised, but they can hardly form the basis of an objective evaluation

of the library's holdings. The system known as Conspectus, developed by the

members of the RLG in the United States, is one attempt to overcome the

problem of excessive subjectivity.
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existing collection is assessed using such criteria as language coverage *

(English only, all western languages, etc.), format (books and journals, books !i

only, all formats, etc.) and intellectual level or scope (textbooks, research

monographs, etc.). These are recorded by means of codes on a form that also '

allows for the use of 'scope notes' to add more sophisticated comments. The

Conspectus is divided into subject areas using a standard classification scheme.

Thus a library can arrive at an evaluation of its collection which will, for example,

indicate that in DDC class 020 it has a collection at Level 4 ('research level').

This, therefore, contains all the major works in the field, including specialized

monographs, a comprehensive collection of indexes, bibliographies and

abstracts and a wide range of primary and secondary journals. The subject

areas are defined, as in this example, by the broad use of classification system.

In the RLG version this was, inevitably, Library of Congress, although Dewey

has been in the UK and elsewhere. For the most part, Conspectus has been

applied in academic and research libraries. Indeed, the original concept within

RLG was that Conspectus would provide a means of comparing collections and

coordinating collection development policies between certain libraries within the

group. The format was devised so that the Conspectus could be mounted on the

Research Libraries Information Network (RLIN) database, and it was a tool of

collaboration that Conspectus was presented to the profession at large (Stam,

1986). However, there is no reason in principle why it should not be used in

every kind of library, and for purely internal purposes. In the UK, the British

Library undertook a substantial exercise as part of a larger review of its

collection development and retention policy (Enright et al., 1989). By far the

most active British project, however, has been in Scotland, where Conspectus

has been used internally by the National Library, and also to give a broader

picture of the holdings of Scottish academic libraries and research collections

(Matheson, 1987).
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The potential relevance of Conspectus to preservation lies in its

apparently unprecedented power as a tool for collection management. The

existing collection can be measured against a library's collecting objectives,

which can themselves be defined in the same terms of language, scope and

level. A direct, if somewhat crude, comparison is then possible between

objectives and achievements. Where the two do not correspond, collection

development policies and acquisitions can be adjusted accordingly. In the

financial circumstances prevailing in most libraries today, this is likely to mean in

practice that there is a more effective mechanism for the management of

contraction; even that, however, is better than unregulated and inconsistent

individual decisions on withdrawal without replacement, cancellation of

subscriptions and so on. It is in this dimension that the information derived from

Conspectus, or other qualitative surveys of library holdings, can be used in the

development and implementation of a preservation policy.

Once the quality of the collection has been assessed, and the future

pattern of development of particular parts of it determined, better decisions can

be taken about the preservation of existing stock and future acquisitions. If it is

determined that a particular subject area is already at research level, and is to

be maintained and developed at that level, then it follows that the bulk, and

perhaps all, of the holdings in that field are intended for permanent retention; the

exceptions (duplicate copies of textbooks, for example) will be few and minor, tf

these materials and older materials already' in the library are to be retained for

research purposes, then it follows that more preservation efforts will have to be

directed towards them than towards other areas of the collection that have been

determined to have a lesser value in that particular library. This approach has

been criticized as a "blunt instrument" (Taylor, 1988), and it is certainly not

perfect; it has particularly serious limitations in dealing with very specialized

collections, or with subjects in which journal literature is more significant than

monographs. Even so, there is growing evidence that, when it is used with
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program and can have valuable implications for preservation policy. /

A
The use of Information

Preservation is not an antiquarian exercise for keeping objects from the

past simply because they are old, It is a managerial tool for making information

available to users. The basic issues of preservation policy can therefore best be

stated in terms of the intended or predicted use of the materials. We can reduce

these issues to three fundamental questions:

what is to be preserved?

for how long is it to be preserved?

by what means is it to be preserved?

The answers to these three questions provide the foundations upon which

a preservation policy can be built, but each answer requires an understanding of

a wide range of issues about the library as a whole.

What is to be preserved: the issue of selection

It is both impossible and undesirable to preserve everything in its original

physical form. Even if it were possible, it would be impractical for all libraries to

do so, because of limitations of space. If the collection is to be properly

developed and managed, there must be a process of selection for preservation.

From this it folfows that some items are effectively being selected for non-

preservation, although this can be at several different levels, as we shall see.

How is this selection to take place, and what factors are to be

considered? Four basic parameters can be suggested:

. subject

. format

. age

. use
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The subject of a book is fundamental to the decision to acquire it for a

library, and as important to the later decision to retain or dispose of it (Smethurst

1988). Within an individual library, the decision can be taken that a particular

field is of such importance to clients that all materials acquired in that field have

to be preserved. In due course, this may come to be treated as a 'special

collection', and indeed, in the long term, all material intended for permanent

preservation will have to be subjected to 'special' treatment of some kind. It is

indeed in the creation and definition of special collections that preservation

becomes central to the collection management policy. The decision to preserve

materials in the long term (that is, for the foreseeable future) carries with it the

responsibility of developing a preservation management and conservation policy

that permits their survival. This will often involve special storage, special

conditions of access and use, and so on, and will, in some cases necessitate the |!

creation and maintenance of special catalogues and other finding aids to assist

the researcher. In essence, we are seeking to arrive at a balance between the

demands of current and future users. Where the material is acquired because its

subject is of long-term significance to the library's users, steps will have to be

taken to ensure its long-term survival. For example, among British academic

libraries, nearly two-thirds hope to retain more than 75% of their stock

permanently (Feather et al.,1996); their ability to do so will ultimately be

determined by their ability to pay the cost involved.

The format or medium may in itself define the practicability of

preservation. As we have seen, some of the magnetic media cannot be

preserved with any guarantee of data integrity for more than a few years, just as

items printed on acidic and embrittled paper will eventually disintegrate. A

preservation policy defines what materials are to be preserved if possible, and

also what categories of information are to be preserved even though that

information will be transferred to another medium (from paper to file, for.

example), or have it regularly refreshed to ensure its survival. The preservation
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decisions are thus moving away from purely material considerat ions into more j

complex issues relating to the preservation of the information content of the

materials. As these factors become more weighty, it also br ings into play the >{«

need to consider and evaluate the availability of the information e lsewhere and

ease of access to it, particularly if that access is electronic.

The age of the material can be a determining factor in several ways . A

research library may decide, as a matter of principle, to preserve all books

printed before a certain date, even if surrogates are made or acqui red to protect

the original from over-use This is increasingly the case with histor ic newspaper

collections in British libraries. At the other extreme, it may be fel t that some

categories of material can be disposed of when they reach a predetermined age,

because their use in that particular library can be regarded as ended. For

example, public libraries do not generally keep runs of all the nat ional

newspapers to which they subscribe, often in multiple copies, for dai ly use. In

the majority of cases, however, decisions are not so clear, nor their

determination so mechanistic, nor their outcome absolute. Some publ ic l ibrar ies

would hope to turn over their fiction stock to branches o n an annua l or b ienn ia l

basis; some, but by no means all, of the books that had been through a complete

cycle would be transferred to reserve stocks against possible future demand. In

academic libraries it is good practice (although for f inancial reasons increasingly

difficult) to dispose of existing editions when a new edit ion of a book is

published, unless there is some reason (such as the creation of a long-term

special collection) for not doing so, These issues can only be reso lved local ly.

Each one, however, carries with it those familiar implicat ions of direct and

indirect costs of storage, maintenance and record keeping.

Most important of all, however, and most neglected in this context, is the

factor of use. Materials that are wanted and used by the library's cl ients have to

be preserved, or acceptable substitutes provided. Other mater ials may be
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preservation. Of course, further definition is needed. Acceptable levels of use

can legitimately vary from many times a day to a few times in a century. Crude

measures cannot be applied, but where it can be shown that materials are

unlikely ever again to be used in a particular library, and there is no other reason

(such as age) for preserving them, then it is legitimate to regard them as

candidates for disposal. These issues, however, are not simple. The concept of

"benign neglect" - suggesting that materials left undisturbed will be damaged - is

fundamentally flawed, for they will deteriorate, however slowly, whether they are

used or not. Moreover, all materials occupy space (with cost implications) and

have to be recorded in catalogues and other finding aids. No general rules are,

however, possible. Even a low level of scholarly use of material may justify

preservation in some form if the collection is important or unique; responsible

decisions about retention and disposal of materials can be taken only in a

context wider than that of the individual institution, although in practice this will

lead to automatic disposal of out-of-date materials in all but a handful of

scholarly research libraries. The essential point is that the decision should be

based on a clear understanding of why an item is to be preserved, and a

reasoned judgment of how and why it will be used.

Making the choices

The basic decisions about preservation policy ultimately depend upon the

answers given, whether locally, regionally or nationally, to the questions that we

have suggested. Such a policy, preferably embodied in a document available to

all relevant personnel in the library, cannot determine available decisions, but it

can help to determine the limits within which individual decisions are to be taken.

These may be about particular books or documents, or whole classes of material

defined by age, subject, or other criteria. In special cases, reference to the

policy document is the ultimate justification for the conclusion that is reached. It

ensures a reasonable degree of consistency, not merely of preservation





managers comment, "We spent $20,000.00 studying the old system only to have

them tell us that we were correct in asking for a new system." At the other end of

the spectrum, some state emphatically that the first step in all systems studies is

to analyze the old system Again, many managers who have experienced new

systems conversions comment, "I will never consent to implementing another

new system before I have analyzed thoroughly my present system.

Although it may be possible to reconcile fully these two extreme positions,

an examination of the advantage and disadvantage will shed some light on when

and to what extent the old system should be studied. The primary advantages of

analyzing the old system are as follows :

1. Effectiveness of the present system. Studying the old system provides

an opportunity to determine if that system is satisfactory, is in need of minor

repair, requires a major overhaul, or should be replaced. To design a new

system without this consideration might be comparable to purchasing a new car

without knowing if your present car may only be out of gas.

2. Design ideas. Analyzing the old system can provide the analyst with an

immediate source of design ideas. These ideas include what is presently being

done and how, as well as what additional needs or capabilities have been

requested over the years. The analyst is able to gain insight into how the

present information system serves the decision-making function as well as to

ascertain key reJationships.

3. Resource recognition. Examining the present system allows the analyst

to identify the resources available for the new system or subsystem. These

resources might include the management talent, the clerical talent and the

equipment currently owned and operational.

4. Conversion knowledge. When the new system is implemented, the

analyst is responsible for having previously identified what tasks and activities

will be necessary to phase out the old system and begin operating the new
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only what activities will be performed, but also what activities were performed.

Studying the present system gives the analyst the "what was" answer.

5. Common starting point. When communicating with management, the

systems analyst is an agent of change. As such, the analyst will often be

confronted with resistance to new techniques, ideas, and methods, lack of

understanding of new concepts, procrastination in obtaining decisions, lack of

commitment to making the new system work, and other similar manifestations of

people being asked to change familiar activities. To minimize these reactions,

the analyst can compare and contrast the new system with the old system and

demonstrate that it is not entirely new.

The primary disadvantages of analyzing the old system are as follows :

a. Expense. Studying the old system requires time, and in all organizations time

can be converted to money.

b. Unnecessary barriers. An extensive analysis of an existing system can result

in unnecessary barriers or artificial constraints including the design of the new

system. For example, in the existing system, in a given department, there may

be a document flow and a series of actions taken with that document. The

analyst can become so involved with improving those actions that the

involvement of the department in the first place is left unquestioned. The more

familiar an analyst becomes with a given system, the more likely it is that some

perspective or objectivity concerning it will be lost. One may argue logically that

an ideal system concept should be used in performing systems work. That is,

the analyst formulates an ideal system and then proceeds with his or her system

work using this ideal systems framework.

Internal sources. The single most important source of study facts available to

the analyst is people. This includes not only the formal management but the

clerical and production workers as well. Information requirements can best be

stated by the users of the information. The analyst, however, can help the users
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necessarily reflect reality. At best, these documents serve to give the analyst an

understanding of what management considers its structure and directions to be

at one point. It is not uncommon for organisations and plans to change while

their documentation remains unchanged.

A third source of study facts important to the analyst can be termed

relationships. Defining the relationships between people, departments or

functions can provide the analyst with information and insights not formerly

known or documented anywhere within the organization.

Throughout the analysis the analyst must guard against overlooking the

obvious. Frequently, the analyst may be questioning an individual and uncover

some excellent ideas on which management has been unwilling to act. Similarly,

a brief analysis of something as simple as counting the number of occurrences

of some events can result in a finding about that activity not realised or

understood by management. In essence, the analyst provides an opportunity to

present to management, at a time when their attention is strongly focused on a

subject, not only the analyst's discoveries, but ideas, suggestions, and

recommendations from various levels of operating personnel.

External sources. The systems analyst's task can take him or her outside the

boundaries of the segment of the organization for which the analysis is being

conducted. Exploring other information subsystems within the organization can

be a useful source of data, data processing, or information reporting ideas and

techniques. Moreover, reviewing other systems provides an opportunity to

identify potential interface points when the analyst is involved in a limited or

subsystem analysis.

Just as meaningful, though often overlooked, is a review of similar

information systems in other organizations. Not only can this be a source of new



47

ideas but can provide the analyst with an opportunity to actually see systems,

subsystems, concepts, techniques and mechanisms in operation. Many

organizations zealously guard manufacturing and marketing techniques, but

information processing exchanges are common. In. .fact many, societies and

organizations exist whose sole purpose is the exchange of information and data

processing experiences, both good and bad.

Textbooks and professional journals provide still another source of study

facts for the analyst. Studying these materials may entaii reviewing known theory

and practice or searching for new ideas, theories, and proposals. Similarly, the

analyst can profit from attendance at professional seminars, workshops, and

conferences.

Theoretical /Conceptual Framework

The study was guided by systems theory, that different parts of the

system work together to achieve the goals of the National Archives. Achieving

the departmental goals will lead to the attainment of the organisational goal.

The setup of individual departments was undertaken to create specialization and

accomplishment of related tasks properly in an orderly manner to achieve

efficiency and effectiveness. In this theory, analysing the system provides the

analyst with information on the causes or reasons why the projected outputs

were not reachedor accomplished as anticipated, as shown below.
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* Systems analysis covers the following:
. Definition of users needs
. System scope
. Gathering of study data
. Analysing of study facts

"General systems design covers the following:
. Broad design of building blocks
. Presentation of design alternatives

A satisfactory system will depend on the existing system's improved

performance. These improvements can only be known through the findings and

recommendations of a systems analysis. The analysis will cover both internal

and external users of the system. Knowing problems, limitations, strengths and

weakness can help the organization improve its service to satisfy users. The

chart below shows how the systems analysis was conducted and the reasons

behind the idea of doing so. Tests and questions were used in the analysis.

Questions were in the form of questionnaires for external users and interview

scheduled for internal users. Tests were made on tasks if procedures were

followed, there were no deviation, requirements of the staff to meet standards,

knowledge of staff and other important factors that can identify problems and

improvements to the whole system.
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System analysis
Tests and Questions

Outside

Response tests

Frequency
Overload
Stability
Fidelity to specification

t

Inside

Structural tests

Omissions
Compatibility
Coupling effects
Alternatives

Reasons

Predictions
Limits of operations

Reasons

Check definitions
Understand structure
Trouble shooting
Improvements

Fig. 4. How the system analysis was conducted

The outside tests treat the system itself as a black box. The inside tests

probe within the system- mainly to ask questions about structures, malfunctions,

and improvements. (Herts and Eddidon, 1964)

Operational definition of terms

The following terms are defined as used in the study :

Access -The ability to make use of materials from a fond, usually subject to

rules and regulations.

Access point - A name, keyword, index term, etc. by which a description may be

searched, identified and retrieved.

Appraisal - The process of determtning the archival value of a set of records.



52

Archival description - The creation of an accurate representation of a unit of

description and its component parts, if any, by the process of capturing,

collating and analyzing, information that serves to identify archival

material and explain the context and records system which produced it.

Archival management - The managing of the section that involves staff, users,

individual tasks, responsibilities and administering the work flow to

achieve the objective of the section.

Archival materials - These are materials selected and are stored in archives.

These materials can be in any form, files, diaries, correspondences, etc.

Archives -Archives are a collection of non-current permanent valuable records.

These records are often selected from a mass of other records from

organisations, governments, etc.

Archivist - The person responsible for the management of archival materials.

Arrangement - The intellectual operations involved in the analysis and

organization of archival materials.

Authority control - The control of standardized forms of terms including names

(persons, corporate or geographical) used as access points.

Automation - The use of computers to do work previously done manually. The

automatic transfer and position of work by machines or the automatic

operation and control of work process by machines.

Computerization - The use of computers to do the tasks in the workplace. All

tasks have to be done by computers and other tools are computer-

oriented meaning the only tool is the computer.

Conservation - the task of conserving archival materials to last for a long time

and be able to be used during that period.

Creator - see Provenance

Date of creation - The actual date at which the archival material in a unit of

description was created.

Finding aids - The broadest term to cover any description or means of

reference made or received by an archives service in the course of
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establishing administrative or intellectual control over archival materials.

Fond - The whole document, regardless of form or medium, organically created

and/or accumulated and used by a particular person, family or corporate

body in the course of that creators' activities and functions..

Information - Data organized in a meaningful way as to make it useful for

users.

Information retrieval - The method and procedures for recovering specific

information from stored data.

Information system - A set of people, procedures and resources that collect,

transform and disseminate information in an organization.

Information technology — These are hardware, software, telecommunications,

and other information processing technologies used in computer-based

information systems.

Preservation - The task of preserving archival materials to last for a long time.

This can mean rebinding, photocopying, or microfilming.

Provenance - The organization or individual that created, accumulated and/or

maintained and used documents in the conduct of personal or corporate

activity.

Retrieval tools - Just like finding aids, but the modern word for the term in the

new age of technology.

Series - Documents arranged in accordance with a filing system or maintained

as a unit because they result from the same accumulation or filing

process, or the same activity, have a particular form, or because of some

other relationship arising out of their creation, receipt, or use. A series is

also known as a record series.

Supplied title - A title supplied by the archivist for a unit of description which

has no formal title.

Systems analysis - The process of studying and defining the needs of users of

the system, both internal and external. The study facts are than analysed

to produce results for decision making, improvement, changes and



expansion

Unit of description - A document or a set of documents in any physical form

treated as an entity, and as such forming the basis of a single description. j l

User studies - The process of identifying the needs of users, their attitudes and

reactions towards the subject of the study.
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Chapter III

METHODOLOGY

This part presents the methods which were utilized in conducting the

study. It includes the research design, the instruments used to gather the data,

the data processing and the statistical tools used in the analysis and

interpretation of data.

Research Design
A structured questionnaire was the primary tool used to gather data.

Please see Annex for the questionnaire. However, much data, particularly within

and about the National Archives were gathered through documentary analysis,

interviews and observations in the National Archives itself in addition to staff

interviews.

The application of the analysis outside without any knowledge of the

internal structure and functions of the National Archives may produce surprising

results and therefore outside analysis must be used with caution, even though it

is the only or the easiest way to proceed (Hare, 1967). We do not normally see

what happens when we push the A-button unless we know something about the

internal workings of the system being analyzed. A thorough point-to-point

analysis was do.ne involving the operations of the National Archives to pinpoint

causes of failures and dissatisfaction as well as highlight improvements that

need to be made but have not been done.

This study made use of the descriptive survey research imbedded within

the broader umbrella of the systems analysis approach. The purpose of this

research design is to describe the status of events, people or subjects as they

exist.
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Data Collection

It took 21 days to accomplish the survey. Survey forms were distributed

personally to users at the door at the National Archives of Fiji by an Archives

Assistant from May 28 to June 18th 1998. In this manner, users were not pre-

identified and thus, were randomly given questionnaires as they entered the

Archives. Other users were visited in their work places or at home after obtaining

their addresses from the Archives. A total of 500 questionnaires were distributed

during this period as the researcher and gathered the required sample needed

in the study. Overseas users were sent questionnaires via electronic mail and

their replies were received in due time.

Four hundred and nineteen accomplished forms were returned. After

sorting and checking the forms, a total of 257 were accepted as properly

accomplished with the required instructions. A number of respondents felt that

they did not qualify to answer some sections of the questionnaires. Students

only answered the library retrieval portion seen as relevant to what they usually

do in the archives. Statistics on the respondents were all received on July 11th

1998 and the analysis started after that.

In conducting the user studies, no categorization was done since time

was very short, as the researcher needed to come back to the Philippines.

Interviews werLe also conducted together with observation and analyzing the

operations of the National Archives.

The pattern of answering the questions differed among the different

categories of users identified by the National Archives. The students were high

school students and they were not really sure about the other sections in the

questionnaires. The majority of them filled out the section on retrieval only

since these were what they felt they can honestly answer. The majority of
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This chapter presents the analyzed data gathered through the systems

analysis conducted by the researcher on the National Archives of Fiji. This is

followed by an interpretation of the data gathered. This is a descriptive study

aimed at assessing the present status of the National Archives of Fiji to be

able to gather baseline data for the establishment of a system to further

improve its services.

The presentation of the data follows the sequence by which the

specific problems were stated in the questionnaire. A user study was also

conducted to define their needs and usage of the collection. The user study

was presented earlier before the analysis of the National Archives of Fiji. The

analysis is presented in parts. Part I presents the status of the National

Archives of Fiji, in- terms of its administration and management, staff and

personnel, facilities and equipment, materials, supplies and collection. This

part was an internal analysis done by the researcher with the staff in light of

the National Archives of Fiji's procedures, regulations, staff skills, their

education, and knowledge of work. Part II deals with the services of the

institution, which includes retrieval, maintenance, storage, dissemination and

preservation. Part III consists of the respondents' perceptions on the role of

the National Archives of Fiji. It surveys the two service areas, the library and

the archives section. Part IV discusses the strategies, information technology

which may be employed to achieve an effective and efficient system at the

National Archives of Fiji.



61

Findings of User Study

By comparison with other information services, archives have not been

given much emphasis in the study of user needs (Cook, 1986a). This is

probably due to the nature'of the materials, which to a certain extent cannot

be influenced by a perception of user interest. The archives are what they

are: if researchers come along who are interested in them, so much the

better; if not, then posterity may be assumed to have need for them. In

addition, many archives services are founded as an adjunct to, or in close

association with, movements in academic study, which meant that the

archivist and the users were in close association. All the assumptions behind

these traditions can now be questioned. With a multi-racial user population

with different levels of educational achievements and standards, multi-

religious, multi-cultural and colour, the National Archives just has to find ways

to meet its multiple types, education and needs of users from multiple walks

of life.

The following statistics were collected from users which define their

information needs and assessment of the National Archives of Fiji.

Table 8
Users' Profile

Types of User ••

Researchers
(Local)
Civil Servants
Researchers
(Overseas)
Students

Total

Frequency
94

32
9

34
169

%
56%

19%
5%

20%
100%

Remarks
Includes university students, educators,
adult users, etc.
Government workers
Researchers, away from Fiji, not Fiji
citizen, etc.
High school students
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future are bad for such a service organization. No such planning has been

made nor any discussion of needs for the future is seen for staff to took

forward to in terms of facilities, equipment, or education. Planning should be

a major part of management, but nothing has been seen so far. Nothing has

been either presented for discussion or prepared for other committees for the

advancement of the services and working facilities/equipment of the staff.

1. Developing collection for users

The archives are chosen from an increasingly huge mass of records by

an increasingly stringent process of appraisal. It is true that appraisal can

only select from pre-existing records, and therefore cannot shape the content

of an archive with complete freedom, but it can establish definition (or impose

a bias) which ultimately must be affected by some perceptions of user needs

(Cook,. 1986a;t. Since the National Archives was not specifically designed for

the type of users it will serve, developing it for specified users' needs was

not quite possible. What may not be important to one group of users may be

useful to another, so catering to the public when there are no guidelines on

the subject areas is difficult. But the Archives could still present everything it

holds to users in such a way as to inform them through proper indexing,

describing and other related reporting techniques. Since 1993, no effort has

been made to develop nor improve the collection to suit the types of users it

serves. The Archives was really in a very bad position, as staff were pushed

from one unfinished task to more unfinished tasks piling up work here and

there. Most of these files and books have been requested but nothing can be

seen in the indexes as they have not been fully processed for filing. The

collection has followed the standards set by the International Commission of

Archives (ICA) on description with minor additions to suit the local collection.

In meeting the needs of the users, about 50% of the users were fully satisfied

during this period. Most of the aids that the Archives has been using were

done by the former Government Archivist. Nothing has been done since his

death. The present management has also stopped most of the system of

archival operations and techniques that the former Archivist often
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emphasized. Nothing concrete can also be expected from the staff due to

the shifting around of staff from one task to another. This practice has also

killed motivation in most of them as they were taken away from their areas of

expertise. Knowing everything generally without mastering any of these

areas makes service cheap and unreliable. Inconsistencies and

mismanagement have been the cause of deteriorating services to users. Poor

collection management leads to frustrations and dissatisfaction among staff,

resulting in poor output and poor services. There has been no move to

develop new ways and ideas to improve the users' satisfaction with the

service of the National Archives.

2. Developing specification for new facilities

No planned move has been in place to facilitate the new ideas and

trends in developing the services and operations of the National Archives.

New equipment like computers were bought, but no one has been assigned

to operate them. These new equipment have been lying idle for the last 12

months. No software programs have been pinpointed or suggested to be

used. Plans for such new facilities and procedures, expansion and

reorganization are things that management does not seem to know about. In

the archival world, there have been a lot of new things introduced in many

areas of operation. But management seems to have no idea of what to do, or

what to suggest. Operations of the Archives cover preservation, storage,

microfilming, conservation, indexing, retrieval and filing. These individual

areas can be developed separately to further the objectives of the National

Archives of Fiji.

3. Establishing and maintaining services

The National Archives is a service organization and has to serve the

public in various ways. These services have to be maintained and new ones

developed in order to meet the objectives of the organization. To date,

services have focused mainly on the transfer of documents from department
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to department within the government service, Services to the general public

have been sacrificed since staff are not familiar with the collection and lack

the expertise in providing such services. The quality of services dropped to

very low levels since staff have a very low morale and lack confidence in the

leadership. The low. morale affect their work. Most of the time, they are

exposed to the public service places of the Archives. While junior staff have

tried to work hard to do as much as they could to help users, directives from

management usually stop them from doing so. Internal services that are

mostly on hold are preservation, conservation and microfilming due to the

unavailability of materials or frequent moving around of staff members to

other tasks.

Staff and Personnel

The staff and personnel in the National Archives of Fiji play a vital role

in providing efficient and effective services. Table 19 presents the data on the

staff perceptions regarding the institution's human resource development

program, and level of expertise of management personnel.
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were created to function together in a well organised institution, duties and

responsibilities from these different positions are not usually what they

were intended for at the National Archives. Rotation and changing of tasks

regularly hurt the organisational document flows thus delaying a lot of work.

Staff cannot master responsibilities since they are moved around too often

and there is no documentation or job routines available for them to follow.

Currently projects are often shelved to let the management decide what to do

next.. Most staff have to wait for orders to come from the Government

Archivist before starting on a day's work. It seems that the Government

Archivist decides on who does what and how. Individual ideas and skills are

not really entertained since only the idea from the top is allowed to be done.

This deviation has caused inconvenience to staff and users alike. The time

taken to process a file is longer than usual because of the pushing around of

staff, lowering morale, expertise, and knowledge.

2. Possess high degree of sensitivity to the potential resources in the

National Archives for improving the service and on awareness of

developments, new equipment, new materials, etc.

In the archival arena, there are new developments taking place in

nearly all areas of the archival operations." These developments can be

added in parts as in preservation techniques, new repository preservation

boxes and others. Unless the management is aware of these new

developments and find ways of accommodating these into the institution, then

real development will not take place. But not all new developments are good

for any particular archives. What is good for one may not be as good for the

other. This is due to climate, costs and other factors that always affect the

new changes in any new development.

The National Archives of Fiji has been very weak in looking for and

adopting new developments and materials to improve operations. Even

though staff have been sent out on attachments and other seminars abroad,

no move has been made to introduce new ideas and facilities to the National
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Archives. Neither has a proposal been lodged or prepared for its future

development. Ideas from junior staff do not go beyond their tables to the

management. In the context of what they are, management does not seem to

be sensitive to the need for new resources, and the needs of users in the

future. Archival resources need new techniques and skills in preservation and

conservation to make them survive for longer periods of time.

3. Active in professional organizations, particularly those representing

their area of specialization

The organizations on archives in the area can only admit members

into their associations under certain conditions, such as being a graduate of

archival studies. Since only two staff members as shown by the survey are

graduates in archival studies, they were the only ones allowed to be

members. There are no other associations except the Fiji Library Association

(FLA), but there is so little that could be learned from them on archival

practices, as archives constitute only a section of the members' libraries. But

no one has bothered to seek membership in the FLA from the National

Archives.

4. At least one person in each department whose primary

responsibility is supervising the Archives

Supervision has been very bad over the past years since 1993. Due to

the centralization of authority, the Government Archivist took all supervision

over the departments, undermining the authority of supervisors over their

staff. It also killed the motivation of the supervisors since they have no

authority over their staff any more. To the supervisors, it seems to be a "no

confidence" action shoved on them, and their jobs are not needed any more.

Authoritative behavior and unwarranted actions on the part of management

have had a very devastating effect on the workers of the National Archives.
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6. They should have adequate personnel consisting of clerical staff, etc.

The personnel and financial section are well equipped with its clerical

staff. It has an Executive Office and another clerk. In a small department

like this, they are well catered for in terms of positions and qualification for

the personnel and financial section.

7 Principal Archivist is well grounded in education and practical

experience

Leadership is one of the important strengths that institutions should

have; one who has the required education and experience. Leadership is

sadly lacking at the National Archives. To add to the inexperience in archival

field, education is even worse. The requirement for the post is a Masters

Degree in Archival Management with proven record and experience. The Fiji

Civil List 1997 lists the current Principal Archivist's qualification as having

been an Associate of the Royal Melbourne Institute of Technology and

Associate of the Library Association of Australia. With no practical

experience in archival operation, ineptitude only adds to deteriorating

services and mismanagement. The Principal Archivist was only pushed to the

position because of seniority in the service, having been a librarian for the

National Archives for more than ten years which does not mean

comprehension of the operations of the Archival section. This use of library •

experience in the Archives therefore results in staff questioning decisions.

8. Skills in the care and operation of working devices

Working devices that are brought into the National Archives have

been operated well by the staff. But, sad to say, some are lying idle without

been used. A new computer with a scanner has been around for the last

year without being operated. Caring for these devices also has to be learned

to be able to maintain them, let alone being properly used to safeguard the

operation.
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With all the indicators rating as "bad", facilities and equipment of the

National Archives need improvement to produce a more acceptable output.

Satisfaction of users has to be prioritized. Better facilities will improve output

and services of the National Archives.

l. Sufficient in size and arrangement

The present size of the National Archives is still sufficient to cater to

the needs of clients for at least the next five years if the present growth rate is

maintained. With its present arrangement of the books and records, it can

still absorb materials and there are still vacant spaces on the top floor if and

when the need arises for expansion in storage. The present system of

arrangement would make retrieval faster ff the system of arrangement is

mastered and learned. Traditional archival arrangement is still used. The

library and the reading room are located on the top floor. The library

stackroom is quite full now and needs expansion. Newspapers are left in the

reading room to create space for other books.

2. Provide specialized equipment for storage, handling, maintenance,

preservation of materials/resources.

Equipment and facilities for the storage, handling, maintenance and

preservation of materials are inadequate. A lot of files are still without

shelving and are fying on the floor. The compact shelving that has been

built recently does help in storage but there are still files on the floor which

urgently need shelving and so is the storage in the lower level of the

National Archives. Facilities for preservation and conservation are

inadequate. Staff have been suggesting equipment to management since

returning from training, but no effort has been made to equip the

conservation and preservation section with proper equipment. Maintenance

of the collection is very slow if not stopped altogether since the required

piece of equipment is not available or materials have run out of stock. The
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general climate of the area and storage is quite safe with air-conditioning

and proper fire alarm and controls.

3. Place is equipped with full light control, electrical outlets, forced

ventilation, and storage space

The equipping of the premises with light control and electrical outlets

is really inadequate since most of the tools arriving need electricity to

operate. Without electrical outlets, the National Archives has to buy extra

wire to carry power to where it is needed. For storage, metal shelving is

needed for storage of all files. A good number of files are lying on the floor

and in the storage area in the lower floor of the building. But the storage area

is air conditioned and properly fenced in for the safety of the stock.

4. Facilities/equipment to support and enhance all programs/activities of

the Archives

The objective of the National Archives is to serve users and to store

and preserve important materials. With inadequate facilities like microfilm

readers, it has often angered users who came all the way from overseas only

to discover that no reader is available. There are not enough tables and

chairs for users to sit on and shelving is inadequate for all materials. With the

rising number of users, the National Archives should start expanding on the

empty space on the top floor to create more reading space and room for

storage of library books.

5. Furniture is functional

There is only limited furniture in the National Archives. Sitting space in

the reading room is inadequate, tables are only a handful and proper chairs

for readers are not available. Special adjustable chairs for readers to be

comfortable in reading and using microfilm readers are not available. Staff

furniture designed in the 70s are still widely used in the National Archives.
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Special computer tables and chairs are also not available. The inadequate

number of furniture and lack of proper furniture have affected the work of the

staff.

Materials and Supply

1. Surveying files in Government agencies for transfer to Archives

The staff of the National Archives usually conduct an annual survey of

all government departments for files that are to be transferred to the Archives.

In doing so, they are well aware of the files in the field, since they usually

keep a copy of the lists as well as refer requesters to such files. These files

are often followed-up on their status every year to determine arrangements

with the Archives. Since it is mandated by law that the National Archives

should keep them, consideration can be given to department heads in cases

of needed or confidential information left in the file to be kept in the

Department. These have to be recorded during the survey period. The

National Archives has been well up-to-date in this area and it has increased

the following files all year to the level of the growth rate today.

Collection and Holdings

The collection and holdings of the National Archives is the most

important component of all. All the other departments are to support the

creation, acquisition and maintenance of its collection. An examination of

Table 22 shows a "bad" average rating and even "very bad" in collection

development. Preservation has also a "bad" rating which indicates lack of

attention in that area.
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3. Updating indexes to collection

Improvements in the finding aids of the National Archives should be a

priority. The present management does not have ideas on how indexing can

be improved in the Archives. At least a small scope note or a summary of one

to two sentences to describe the content of the document would be sufficient.

Without proper indexing, the use of finding tools will not be as effective as

they are supposed to be. A listing of all indexes in the National Archives has

to be available in the reading room for users to know what is available. Only

the staff know what indexes there are to use, nothing is made available to the

user.

4. Preserving the collection

Preservation has been a drawback at the National Archives. This is

due to the uncooperative manner of the management in buying needed

chemicals and equipment for the Conservation Section. Some of the

materials that users need like "Native Lands Commission Reports", etc.

cannot be examined because of their fragile condition. The controlled

temperature of the stack has helped in preserving materials and lessened the

work of the Conservation Section, enabling them to attend to the documents

in urgent need of preservation. The fully air-conditioned repository with

regulated temperature and an environment free from pollution makes

preservation of documents safer and enables them to remain in good

condition longer.

Library Section
The analysis of the Library was done using the Fiji Library Association

Standards as observed by most libraries in Fiji. Personal interviews and

observation together with a close watch on regulations, policies and job

descriptions were the approaches used by the researcher during the period

of study.
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because of the lack of development on new searches for new subjects terms

to be incorporated in the catalogue. Not much effort was done to strengthen

the existing collection for users to be well informed of their existence and

subject matter. Specific bibliographies and search cards are just things of the

past, nothing new has been added.

2. Developing specifications for new facilities

Even with the present increase in books and periodicals and the rise of

new users every year, no move has been made to suggest new facilities for

expansion of the present space in the Archives. Better and modern facilities

are needed in the library if users are to be served to the best of the library

staffs knowledge. Without suggestions and recommendations for

improvement, the government will not give additional funds. The reading

room has to be designed in such a way as to meet the present needs and to

take into account the users' comfort and convenience. Chairs and tables

and the security system have to be improved.

3. Establishing and maintaining services

Service at the library has been able go on uninterrupted but not up to

the required standard due to staff shortage and other related mismanagement

practices that had been the case since 1993. The uncooperative manner of

the librarian in conducting reference work made services drop. Other

services like photocopying and microfilming did go on uninterrupted, but

'with delays and increases in waiting time. Microfilm viewing was hit as

readers are not available. Some films were wider than the usual ones making

readers wait for availability of readers from the other libraries'. Reference

service is not reliable since it is limited only to the knowledge of the Library

Assistants, as the Librarian is often not available. User services from 1993 to

1997 did not improve as limited cataloguing and indexing was done and not

much work in adding new subjects to the public catalogue was undertaken.

Services to the general public were affected since staff did not really know
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The library needs those qualities to improve its services, since it is the first

thing that users see when they enter the premises of the National Archives.

1. Job description and policies

It has been the policy of the National Archives to have only one staff

in the library. But, the population size and the security of documents has

forced the former Government Archivist to use two other staff in the library.

The Library standards suggest four full-time staff in the library to be able to

cope with the reading room supervision and users' needs. It also suggests

professional qualified personnel to lead such an organization with that size of

population. But even the Librarian does not know much of what is needed of

him from the job description. The job descriptions of the Assistants have

been changed internally due to the shortage of staff in the library. There is so

much deviation and ignorance of their duties on the part of the staff, which

has been a major cause of dissatisfaction among users.

2. Awareness of developments, new equipment, new materials, etc.

Library tools have been changing from year to year and new

productive ones have been developed, yet no recommendations nor

suggestions have been received to update or improve the working tools of

the library. The public catalogue cards need changing; the Library of

Congress subject {leadings and schedules have been there for ages; updates

have been received. New headings and new numbers have been developed

to suit new subjects but the Archives is way behind in trying to find its way to

the future. It is not because of finance. It is a matter of the management and

staff not knowing what to do.

3 Active in professional organizations, particularly those representing

the areas of their specialization.
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The only library organization in Fiji is the Fiji Library Association. No

effort has been seen from the Archives to foster the active participation of

staff in activities that are often run by the Fiji Library Association. Even

though the association is open to workers and friends, attendance of staff is

infrequent or none at all.

4 Responsibility in supervising the Library

The Librarian has the responsibility of supervision over the Library.

Staff in the Library whether borrowed or rostered to work in the Library for

that particular period ought to be supervised by the Librarian. Their work and

schedule for the day is the sole responsibility of the Librarian. The Library

does not have any staff apart from the Librarian. The two assistants helping

out in the Library are taken from the Microfilm and the Archives Sections. The

Librarian is responsible for the security of all files used in the reading room.

This reading room is for both the library and the archival materials.

5 • Staff/Personnel have advanced degrees with specialization

in the area in which they work

Library qualification is one of the key areas that the National Archives

has to improve on. The present staffing at the Library with their qualifications

are as follows:

Post
1 Librarian

2 Archives
Assistant

Present qualification
Diploma in
Library/Information
Studies
High School graduate
(H1, W1 Service exams)

Recommended qualification
Bachelor's degree or Master's
degree in Librarianship

Certificate/Diploma in
Librarianship

The Fiji Library Standards provide for a standard for a special/public

library like the National Archives to have a professional qualification (see Fiji

Library Standards xerox on these parts in annex). The National Archives has
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only a paraprofessional qualification, with the two other staff members (W1,

H1) with service examination as their only qualification. The post does

require a professional qualification but the management has found it fit to

appoint the present librarian to the position with the present qualification,

ignoring standards set out already.

6. Librarian is well grounded in education and practical experience

As presented above, the education and experience of the librarian are

bad if not poor. A librarian should have a professional qualification. The

present librarian's practical experience is not up to standards. Practical basic

library knowledge and skills have dragged down services at the Library. The

Librarian still has to learn how to catalogue a book and other materials in the

Library and should know and learn the collection and how to use the

collection to satisfy users. Since this is a special/public library with very

important materials, the Librarian should try to improve the organization of

the collection. Reference work wilt improve if the Librarian possesses a good

knowledge of the collection and the types of materials the library holds. The

presence of indexing and new bibliographies and other new finding tools in

the library would be an added advantage for the users of the collection.

7. Have skill in the care and operation of all devices

The most-important need of the library is to improve its finding aids.

The public catalogue has to be checked again for correct filing and new

terms which are used today have to be added or cross referenced to the old

terms. Skills in the use of subject headings and classification is very much

needed in the library. Either the librarian is sent for further training or

replaced with a better one who can use Library of Congress schedules and

subject headings necessary in meeting the needs of the users. Skills in

handling tools and in the library are an urgent need. With the introduction of

computers, they should have the knowhow to use computers as a tool in the

workplace. The library does have a new computer which is capable of storing
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library is really good but the staff have to know the system to master the

arrangements and the items.

2 Provide for specialized activities as storage, handling, maintenance,

and preservation of materials/resources

Shelving in the library is better than in the archives section in terms of

storage. All materials have been put on shelves, even though it has extended

the reading room. Materials are stored well in steel metal shelving. The

Conservation Section does a good job in maintenance and preservation of

the collection. Together with a fully air-conditioned room free from pollution,

better storage is ensured. Also the preservation of the book collection

ensures that they will take longer than usual to deteriorate.

3 Place is equipped with full light control, electrical outlets, forced

ventilation, and storage space

Since the library also houses electrical equipment like readers and

copiers, electrical outlets are very badly placed and a lot of new ones are

needed to supply power to convenient locations inside the library and in the

reading room. Lights in the reading room have to be shielded to help in

protection of materials from direct light. The only other drawback in the library

is storage space. Newspapers have been stored in the reading room because

of insufficient space in the stackroom. A lot of space in the middle of the top

floor can be used to extend the present storage area of the library.







The Library collection is for preservation and dissemination purposes.

Materials cannot be taken out of the library. As seen from table 27, the

collection has been very badly managed and not developed to users'

expectation. Little has been done to maintain or update the present collection

and holding information.

1. Maintaining of the collection

The collection has been maintained well under controlled temperature.

Most of the books have been repaired or rebound to protect their contents

from falling apart. The preservation and conservation of the collection have
been inadequate. Some materials cannot be used because of their

deteriorating state. This has been a cause of frustration to most readers.

2 Collection development

Due to its nature, the Library does not develop itself to serve a specific

clientele. But it tries to store everything published or printed in Fiji as well as

things for and about Fiji from abroad, its weakest side is acquisitioning. It

has made no effort in looking for nor reaching out to other places,

organizations, publishers, printers and the public at large to gather

materials. It expects things to come to it, since it is a legal depository for

materials. Reminders and follow-ups have to be made and other means of

communication to reach the producers of materials to be able to pass on

materials to them.

3. Updating indexes to collection

Since the Librarian is not really familiar with cataloguing procedures

and practices, updating of indexes also suffers. Creating other forms of

indexes and bibliographies hardly surface. Know-how is needed to create

these indexes which the library does not have. Even updating what has

already been done cannot be started.



4. Preserving the collection

The conservation and preservation of the collection is not very good.

Neglect in providing materials to the Conservation Section has led to the

collection in the Library not being fully preserved. They have been provided

with an air-conditioned room but the materials still need to be preserved

individually. Each needed material has to go through the process of

preservation to be of optimum use to users.

Part Two

External users responses on the services of the Archives Section and

the Library Section of the National Archives of Fiji are presented in this part.

These are the two main sections of the institution which serves users'. The

tables are presented separately from the text after the discussions.

Archives section

The eight tables from Table 28.1 to Table 28.8 presents the

summaries of the data regarding the perceptions of the respondents. The civil

servants' careful analysis of the data would show that the civil servants or

the educated users perceive the quality of retrieval as "poor" with 34% rating

and 17% as "inadequate". More than 50% of the civil servants expressed

dissatisfaction with the quality of retrieval. Researchers (local) had the same

assessment perceive 33% rated the services as "inadequate" and 16% as

"poor".

The assessments of the researchers (overseas) on the other hand as

shown in Table 28.2 show a clear "inadequacy" in the service quality (44%)

and 17% as "poor". An examination of the data indicates the "inadequacy" of

the National Archives to meet the demands of its clientele. Maintenance of

the collection on Table 28.3 as perceived by civil servants and researchers

(local) was also "inadequate" (42%) and 11% as "poor" Table 28,4 on
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researchers (overseas) also proved maintenance as "inadequate* (42%) and

35% as "poor". Quality of storage was a lot better as civil servants and

researchers (local) perceived storage as "fair".

Dissemination on the other hand in Table 28.6 was also perceived as

"inadequate" as 58% of civil servants rated it as "inadequate" and 1 1 % as

"poor". This same service was rated by the researchers <local) as

"inadequate" (42%) and 17% as "poor". Preservation was also "inadequate"

with perceived ratings of over 50% from "inadequate" to "poor*. The quality of

retrieval and dissemination services was described mainly as "inadequate*

with maintenance, storage and preservation services on the same scale as

being "inadequate".

Services in the Archives Section can be improved far more than what

it is today. Most users commented that management's dictatorial attitudes

towards junior staff members have affected the skills of the latter and stifled

motivation, which in turn reflected on the quality of services they are

supposed to provide.

Library Section

The library is the center of business at the National Archives of Fiji. The

civil servants' assessment on retrieval on Table 29.1 indicates "inadequacy"

in the quality of retrieval of information while the speed of getting what has

been identified as needed was rated as "adequate". This means that the

system of arrangement is okay but not the indexing and classification. The

finding aids were also rated generally as "inadequate", which reflects on the

quality of information retrieved. But on average retrieval as experienced by

civil servants is "inadequate".

A point to note was that 38% rated the quality of information retrieval

as "inadequate" with a further 50% rating as the availability of qualified staff to

help users. Over 50% of the users surveyed expressed dissatisfaction on the

skills and knowledge of personnel to help users. All expressed concern in the



unavailability of qualified staff to assist the users in their research needs. All

users rated this area as "inadequate" or "badly serviced".

The assessment of the dissemination (Table 29.4) and preservation

(Table 29.6 and 29.7) of materials show a "fair" rating for dissemination but

preservation showed a "poor" and "inadequate" rating for the three groups of

users. Storage (Table 29.3) as perceived by the users was mostly "fair" due

to the speed of retrieval. But the overflowing of the materials to the reading

room received a lower rating to "fair*. Maintenance (Table 29.5) of the library

was also rated as inadequate but due to the skills of the Preservation Section

a lot of materials have been rebound, stiffened and repaired during the period.

A lot has to be done if responsibility and coordination among the two sections

to be well coordinated and institutionalized.
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Part III
Roles

Archives Section

Generally, the role of the National Archives of Fiji has been rated as

"fair" as experienced by civil servants but overseas and local researchers did

find inadequacy in these roles which need to be improved. Over 50% of users

in these categories rate the Archives as "inadequate" and "poor" for given

criteria as cited in Table 30. Areas of concern are the custody, control and

administration of materials which most users rated as "inadequate".

The civil servants as colleagues of staff members find the services in

general as "fair", effective in meeting their needs. The researchers (local)

rated as "inadequate" the role of the Archives in such aspects as custody,

control and administration of materials which are usually the cause of

frustration and dissatisfaction among users. The researchers (overseas)

rated the role of the archives as "inadequate" and ineffective in meeting their

needs. In the areas of preservation, storage, custody, control and

administration, all were found to be "inadequately done* and improvement

needed. Preservation was also a cause for concern, since most files as

commented by researchers were not available for use because of their fragile

state. If dissemination is to continue, then conservation and preservation

have to be improved to recondition the materials that are in a very bad state.

Microfilming is another way of preservation but the unavailability of readers

has really frustrated readers due to inability to use this medium.

The role of custody, control and administration in the National Archives

means the control of materials in the way that creating organisations want it

to be, in its access policy, control on its use and misuse, and the

administering of the whole process to make it useful and to last for a long

time.





108

Library

The library's role is seen by the civil servants as "fairly adequate" but

in meeting needs, it needs improvement (inadequate, Table 31). The custody,

control and administration of materials is rated "poor" (44%). This is one area

that the library needs to really improve on.

Researchers (local) give the library a "fair" rating only in custody,

control and administration. But "inadequate" insofar as the services provided

are concerned. The general effectiveness of the section is rated as

"inadequate".

_ Researchers (overseas) had different ratings. They see "inadequate"

services which had lowered the quality of services in all the indicators given.

Preservation and storage are rated as "poor". The role of the library in

meeting the needs of users are also rated as "inadequate", showing a need

for improvement in these areas of services to users.
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1 Part IV
Information technology applications

It was very encouraging to note the overwhelming response from the

users towards the use of information technology at the National Archives of Fiji.

In both the Archives Section and the Library Section, over 90% of users stated

that information technology was needed at the National Archives for most of its

applications and services. Most users suggested that proper use of information

technology would remedy the inadequate in services provided. Competent users

could just locate materials on their own. Searching the whole database in a few

minutes would be possible in one visit to the National Archives of Fiji.

Information retrieval as experienced by computerised libraries today can

be improved with the use of computers, so do the creation of bibliographies and

other searches that users usually need to fulfill their needs. The efficiency of

technical processing can be maximized compared with the manual system, so as

to avoid duplication of materials, Services to users can be improved like

Reference Services, Circulation, etc. This will also enable the sharing of

resources with other organizations, libraries and users from abroad. Containing

cost is often anticipated to increase the intangible benefits to staff and users

alike.

The capabilities of computers to supply information in a variety of forms

needed by the users will just be a touch of the finger. Other services like

bibliographies and compilation of search terms for internal users could also be

controlled by computer technology. Moving the indexes up and down the stairs

will be a thing of the past as users can just use a terminal to pick the required

item needed during a visit to the National Archives.
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With rising capabilities in personal computers and the lowering of costs,

adopting a system to match the needs of the National Archives would be

affordable and feasible to both the Archives and Library Sections of the National

Archives of Fiji. The data collected /or this part are summarized and

consolidated in Tables 32 and 33. The capability of computers has been seen

from public as a tool in information processing today. It's a pity that the National

Archives of Fiji, even though they have computers already, they have not really

utilised these to help them in their daily work.
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Chapter V

SUMMARY, CONCLUSIONS AND
RECOMMENDATIONS

Summary

The study was undertaken to analyze the present situation of the National

Archives of Fiji and to propose a better systems design for effective and efficient

operation of the institution.. In doing so, observations and interviews were

conducted and questionnaires were distributed to users to gather information on

the impact of the services of the National Archives of Fiji. Internal and external

analysis were also carried out to understand the status and the causes of

problems, and to suggest ways of improving the services of the National Archives

of Fiji. A systems design and recommendations follow the findings of the study. A

list of suggestions which were also received from the users are also included in

appendix for information.

Restatement of the problem

A systems analysis was conducted on the operations of the National

Archives of Fiji to find out the problems and information needs of its different

classes of users.- Specifically, the study sought to answer the following questions:

1 What is the present status of the National Archives of Fiji in terms of

. Administration and management

. Staff/Personnel

. Facilities/Equipment

. Materials and supply

. Collections
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2. How effectively are the following services being provided?

. Retrieval

. Maintenance

. Storage

. Dissemination

. Preservation

3. How do the users perceive the role of the National Archives of Fiji ?

4. What services need the use of information technology?

5. What strategies/information technology should be involved to achieve an

effective and efficient system at the National Archives?

Description of methodology

The researcher used the descriptive survey method in the study, A

structured questionnaire was prepared to enable the respondents to analyze the

situation. The researcher, on the other hand, internally went through job

descriptions, work routines, work flows, and the general operation of the National

Archives to analyse it. Interviews were also conducted as well as observations on

how things are being handled in the workplace, Percentages were used to

describe the data collected from the respondents.

Principal findings of the study

The findings of the study are listed as follows in relation to the order in the

text:

Archives section

1. Administration and management of the National Archives of Fiji were been

rated "bad" by the staff during the analysis. It seems that they do not have

any faith in the leadership of the organisation, based on the following

findings:
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a ) No plan for developing the collection for users, no listings of indexes

available to users to improve their search for relevant information.

Users depend on the knowledgeable staff to serve their needs, not

only on the aids to locate information. Such rich resources require

pointers to indicate their existence

b) Plans for the future for new facilities for the Archives are non-

existent. Any management team will always look for development

and planning to help move or improve work conditions, state of the

materials and related management tasks for future improvement.

c) The services which they have been used to have really dropped in

quality as seen from ratings of "bad" to "poor". Planning and

administering such a service organization to respond to needs of

users have to be a priority, even though there are rules and

regulations. Service cannot even be maintained or even improved to

help users.

2. Staffing and personnel were also rated "bad" according to the analysis.

a) Job descriptions and policies were rated "bad". Specialization and

expert qualifications are not allowed in such fields as microfilming,

as reprography, bookbindery, etc. General classifications (as

Archives Assistant) stifle the motivation of those who have the skills

to specialize in a particular area.

b) There is lack of sensitivity to the needs of workers to have proper

and better tools, equipment, materials, etc. to make workers be

comfortable and enjoy their work, this was also rated as "bad".

C) There is no social group in the area to promote areas of

specialization. No move was done to form one within the country;

this was also rated as "bad".



118

d) Line of authority is "poor" since management dictates everything

from the top relieving departmental heads of their own

supervision/authority, leading to communfcation being controlled.

e) Inadequate qualifications and experience of staff have been a mark

of the National Archives for sometime as presented in Table 18,

and these were rated as "poor" and in need of a lot of improvement.

f) As mentioned in (e) above, education and experience was rated

"bad" all the way to top management. Nothing good can follow if

even the top people are not qualified to lead nor have any

experience in archival work.

g) Skills are badly needed in the Archives in terms of being able to use

the new tools as was rated as "bad". Education and training have

to be allowed before the introduction of these tools. Without skills,

the staff will not be able to utilize properly the tools to their full

capacity or leave equipment lying idle.

3. Facilities and equipment were rated as "bad" with the following criteria :

a) The size of the building is only sufficient for the next five to ten years

which will also be a barrier in the development of other sections

since space for expansion is limited. However there is still plenty of

room on the top floor in which to expand.

b) Specialized activities are needed to improve the output of the staff.

These are in handling of records, maintenance, preservation and

conservation of resources, etc. and these were seen as "bad" and

need improvement.

c) The electrical lighting and control were also perceived as "bad" as

most equipment have to be extended with additional wire to reach

the expected area. The building was designed for something else,

but since they have moved out no renovation was done to suit the

special needs of the National Archives.
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. d) There is inadequate number of furniture. The design of these

furniture also has to be improved to make users, staff and patrons

comfortable during their stay in the National Archives. The existing

furniture were designed during the old colonial days.

4. Materials and supply. This area has been well looked after insofar as surveying

government agencies and other donors to supply the National

Archives with materials is concerned.

5. Collection and holdings have a "bad" overall rating. This is due to the following

factors:

a) Maintaining of the collection through proper storage, temperature

and cleaning. Some files are still on the floor since proper boxes

are not available to all files for safe storage.

b) Since having a good quality collection is paramount, collection

development at the National Archives was rated as "very bad".

Reappraisal and deaccessioning must also be done to weed out the

unwanted documents.

c) Indexes are the only means of knowing what are stored, and effort

on this was rated as "bad". Proper recording and simplification to

know the contents of the materials have to be improved.

d) Preservation is also bad. If dissemination and users are to be

properly served, preservation/conservation has to be equipped with

needed equipment and materials.

Library section

6. Administration and management of the library was rated as "bad".

a) Developing the collection for users to locate needed information was

also perceived as bad. Organization-wise, management needs to

develop new ideas and skills to make the collection known through

indexes, catalogues, bibliographies, etc.
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. b) Developing new specification for new facilities has to be part of

planning ahead on the part of management. This was rated as "bad"

by the respondents.

c) Establishing and maintaining services were perceived as "very

bad", as was creating a good climate for users' satisfaction. The

Librarian was perceived as not really wanting to help in the serving

users' needs.

7. Staff and personnel of the Library were perceived as "bad* also. The following

were seen as contributing factors :

a) Job description and policies are not clear cut. Staff have to be

reclassified to suit the type of job they are doing. Classifying

everyone generally as Archives Assistant and working as Library

Assistant may have taken away the motivation for the posts.

b) The Librarian is not sensitive to potential resources in the library

and is not aware of the new developments, new equipment,

materials, etc. that could be used to improve services.

c) The Librarian has not sought membership in the Fiji Library

Association nor has encouraged staff to participate in this

organization.

d) Supervision in the library is not satisfactory. Borrowed staff do not

respect the Librarian since they are not under his supervision, but

rather under the Archivist.

e) Education was perceived as "poor* in the library

f) Librarian's education and experience were also "poor". The section

needs a better qualified person with a wide experience to manage

the library.

8. Facilities and equipment were also perceived as "bad":

a) The National Archives of Fiji has not been properly equipped, as

seen from the users point of view.

b) The library needs additional space for expansion.
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c) Furniture are inadequate to support the activities of the National

Archives of Fiji.

9. Materials and supply functions of the library were perceived as "bad".

Materials that should be received are covered under the legal deposit act

and the public records act. These have to be traced and brought to the

National Archives, and reminders have to be sent out for publishers and

printers to know their legal obligation within these acts.

Services

10. Services of the National Archives have not been up to par since 1993.

Over 50% of the users that use the National Archives were either not

satisfied or have to spend twice as much time needed to locate information.

11. Skills in interviewing and handling different types of users were seen as

"very bad" and needs improvement.

12. Finding tools for users to locate information are lacking or are unavailable.

13. Tables and chairs are often inadequate for its users during opening hours.

14. Information technology has been perceived by users as "very much

needed". Over 90% of the users agreed that information technology can

substitute for some of the staff inadequacy in services.

Conclusion

The study concluded that the National Archives has been mismanaged and

ill equipped for quite a long period of time. The objectives of the study

came out with the following findings:

1 The assessment of the present status of the National Archives of Fiji in

terms of: administration and management, staff/personnel,
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facilities/equipment, materials and supply, collection and holding were

seen as "bad" to "very bad".

2. The different services provided by the institution were also perceived as

"bad". The causes of these problems are related to each other and were

seen in the internal analysis in deviation from procedures and no proper

training and education.

3. The role of the National Archives of Fiji was perceived as "inadequate".

The civil servants had rated as "fair" since they are colleagues and are

often given special treatment in services. The other users rated them as

"inadequate" in meeting their needs and also in other areas which the

institution exists to serve.

4. The users and staff alike perceived the use of information technology as

"very much needed" in the National Archives of Fiji as shown in table 32

and 33

Recommendations

The National Archives of Fiji cannot be transformed suddenly into a better

institution in a short time, since finance is often a factor to be considered in any

organization. But, it should set steps to be taken to achieve efficiency and

effectiveness in a few years. With the current budget allocation and assistance

from other government administrations, the following are being recommended to

make the National Archives of Fiji an institution in which the people can have

confidence and as the guardian of valuable information of their country from the

earliest times to the present.

1. For the National Archives of Fiji to be effective, it has to make use of the

Archivist who has better experience and educational qualifications to lead

such a precious institution. A leader is badly needed in the National

Archives of Fiji, which means that the Archivist has to head the Archives
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and for the Government Archivist to retire, or be transferred elsewhere that

fits her qualifications and experience.

2. Priority has to be given to the Preservation/Conservation Section.

Equipping of the Preservation/Conservation Section can be done easily

since the staff who have gone for training and attachments are aware of

developments in the area of new equipment, tools and facilities. All they

need are the needed materials, chemicals acids and equipment to do the

required tasks.

3. Internal training classes in computing have to be set up to equip staff with

the necessary skills in using the computers.

4. A new and easier system should be designed to help users locate the

needed information (see Proposed Reorganisation and Systems Design for

the National Archives of Fiji)

5. A new organisational chart should be designed to ease the work load and

to provide a smoother flow of work.

6. The Binding and Microfilm Section shouid be merged. The Binding Section

has to move up to the top floor to ailow space on the first floor for the

proposed Systems Room.

7. To explore the possible separation of the National Archives from the

National Library. The proposal for the Library Services of Fiji should be

examined again. Since the Library Service of Fiji (a separate department in

the government) has passed a proposal to make the Library the National

Library, separating the two will take time, since legal, financial, and

physical and storage legislation have to be followed.

8. Planning has to be one of the major functions of the management of the

National Archives of Fiji. Management has to anticipate the future

happenings, and make workers achieve the required standard output. It

has to plan for how to improve services, plan for staff lo be effective, plan

for new facilities to be installed, plan for new knowledge and training to be

undertaken by the staff.
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9. Informational materials and documentation tools for users have to be

provided. These informational materials will cover information about the

collections, restrictions, uses, photocopying, etc. It should also cover other

areas like information on how to do research in the National Archives,

procedures and rules to be followed and so on.

Services

10. Training in services and reference queries have to be conducted for the

para-professional staff. Library training in cataloguing and classification to

improve the quality of the public catalogue and classification should be an

ongoing training program.

11. Knowledgeable and qualified staff should serve the public, not the new

recruits and the junior staff.

12. New workflow charts have to be implemented to save time. So much

duplication of tasks create delays and take away staff time and institutional

money.

13. The use of information technology in a!l the operations of the National

Archives of Fiji is highly recommended as seen from the findings of the

study. Since computers are coming to the National Archives, it is advisable

to utilise it in the best possible way they can to achieve better and effective

operation
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For further study

1 This is the first study to be conducted on the National Archives of Fiji, ft is a

good springboard for further studies on the development of the

organization using the baseline data generated from the study.

2. A possible tie-up/linkage with the University of the South Pacific Library

and other libraries in Fiji for information networking and sharing



126

Reorganization of the National Archives of Fiii

A reorganisation of the staff responsibilities is suggested below to meet the

changing needs of the National Archives of Fiji. This reorganisation will cover all

the sections of the Archives and the way the work is done. A revised set of

responsibilities will be set up to accommodate the changes and also make the

flow of work faster and easier to serve the patrons of the Archives. The

Preservation/Conservation Section and the Microfilm Section will be merged.

Apart from the section heads, the two main heads are the Archivist and the

Librarian. This is done in line with the hierarchy in government grading and

responsibility to suit their salary scale.

Fig. 9 Organizational chart

(

Management Office
. Personnel
. Financial
. Clerical
. Budget
. Salaries
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I
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. Survey
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Indexers
Reference

. Processing
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. Microfilming
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Systems
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Clarification on new work responsibilities

1. Library/Search Room

The Government Archivist should provide staffing for the library i.e., two

additional staff, either through the Library Service Department or as additional

staff of the National Archives. The Library Services Department can allow staff

under certain criteria under which, the National Archives falls. These two staff

should meet the standards as set out by the Fiji Library Association. The Librarian

has to go for further study to gain proper knowledge and experience in services in

related institutions, or a new experienced Librarian can be asked to be transferred

to the National Archives.

a) The library will have two staff at all times apart from the Librarian. One of

them has to be from Archives section and the other from the Library. They

should be able to handle all queries at the reading room and send for

materials to respective sections. !f the Librarian sits in the information desk,

then the Library Assistant will have to help in the stackroom. If the Archivist

sits in the information desk, the Archives Assistant will be relieved to work

in the Archives section.

b) There will be only one point for users to ask questions and this will be the

information desk inside the reading room. Since this is the only place

where users are entertained, it should also be the point of meeting needs

too. These two staff will also do their own work there and at the same time

supervise and advise users and send requests for materials to be made

available to users.

c) The other library staff will be assigned full-time in inputting data into the

database, together with the Librarian. This staff will also help in the library
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as the need arises. He will also be trained in the Archives for future

assistance in the library for archival materials.

d) Work distribution in the library will be as follows

Librarian

. Supervision

. Cataloguing

Database

. Information Desk

. Searching

. Teaching staff

. Computer-base cataloguing/classification

. Indexing periodicals

. Adding new terms to database

. Checking database for mistakes

. General development of the Library

. Liasing with Library Service of Fiji'

Assistant 1

Supervising readers

Recording periodicals

Filling new search terms

Compiling statistics

Assistant 2

Supervising readers

Encoding book data into

Relieving Assistant as needed

Note : These duties can be done inside the Reading room or on their own desks.

2. Archival Section

Two staff will be assigned full-time in appraisal work and to input materials

into the database. Appraisal will be done during survey periods when in the

field. These staff will do both, survey and appraisal in the record stations

they will visit. The growth rate of materials is not that high so these two can

' Library Service of Fiji is a totally separate entity from Lhe National Archives of Fiji. Its major function is
to manage and control all the government libraries around the country. Since the Library al lhe National
Archives is a government library" they can also be asked to help in staffing, organising, or whatever area in
the library that the National Archives of Fiji feels needs assistance
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perform both tasks. Only when files are transferred to the National Archives

can they be input into the database and for indexers to add indexing terms.

b) There will be two full-time indexers who will index materials as they come

through from the appraisal section into the main collection. They will also

help in the inputting of data together with the typists from time to time from

the old manual book indexes, and also check the accuracy of the database.

c) The other two staff in the Archives section will be assigned tasks

concerning users' needs. Staff will rotate after one year of service until a

specific area has been identified to suit a particular staff in which to

specialize.

d) It is important that files be only handled only once before they goes to the

shelves for filing or for preservation, as shown below:

Appraisal

2 Staff

. Accessioning

. Checking

. Listing

.Check Dept. listing

. Listing files to be destroyed . Helping in user services

. Sending list to Dept. & Archivist

. Adding scope note of content to index

. Inputting records

Processing/Indexing

2 Staff

. Indexing files

. Clearing back log

. Inputting of records

. Helping in appraisal

User Services

2 Staff

. Attending to queries

. Inputting from front desk

. Entering file movements in

database
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3. Microfilming/Photocopying Section

a) One staff should work full-time in microfilming all newspapers and required

old materials.

b) The other staff has to do photocopying and help in microfilming and should

assist from time to time in the search room.

c) This section will come under the Conservation/Preservation section under

the Government Archivists portfolio. They will be together with the Binding

section. The Binding section will move up to create room for expansion on

the ground floor.

4. Binding Section

The two binding staff will be allowed do as much work in preservation and

binding as possible. They can only be called in to help in areas where there is

really a shortage of staff during sickness, absence and leave. Materials and

equipment will be made available for them to be effective in this area as set out by

the objectives of the National Archives of Fiji.

The Binding section will have to move up to the second floor to allow the

repository to expand that way (see fig. 12 & 13). Since the Microfilm section is on

the second floors they have to be together since they will be in the same

department as Conservation/Preservation Section. There is also more room for

expansion on the second floor.
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5. Management Section

The Government Archivist should be responsible for two things - the

efficiency of the organization and the quality of the services which they provide.

They are responsible to the taxpayer, for the efficient running of the organization

and for the service it gives to the community at large.

The management staff consists of one Executive Officer assisted one

Clerk/Messenger and one cleaner. They are responsible for the administrative

and financial work of the archives. The management section reports directly to the

Government Archivist.

Internal training/implementation strategy

Training will be an on-going activity of the National Archives. The first

training on data entry will be for the typists and the indexers. The typists will only

learn the needed fields for input while the indexers will learn the other functions of

the database. The work of the indexers will be more in-depth than is expected of

the typists. This training will be conducted as hands-on activity to familiarize staff

on computing operations and the relevant database fields.

a) Typists' training - one week

This training will be done on terminals and guidance will be given on what

to enter on certain fields. Since the typists are familiar will titles and

subjects, the only identification will be what field to use in typing them in.

The one week training will be composed of one session in the morning and

one in the afternoon so as not to disrupt the typists' jobs
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b) Indexers' training - two weeks

The first week will be mainly on identifying the fields and that they should

have, the identifiers, capitalization and other rules of the indexing that will

apply in inputting records. The second week will be a series of tests to see

how they have learned the rules and fields.

Public Relations Training

This has to cover all staff since in one way or another they will be called to

assist in the reading room. The training will cover aspects like interviewing users,

greeting people, understanding the people you are talking to, etc. This will only

take one hour per day for a week for three sessions. It is very important to have a

good knowledge of public relations skills in service organisations like the National

Archives of Fiji.

Training has to cover the three broad areas of need so that it can address

the situation at the National Archives. Visits can be also arranged to other service

organisations to expose staff to the real world of reference work. The three major

areas are:

1. Intellectual components

2. Interpersonal components

3. Administrative components.

Reference Work in the Archives i
I
\

A new reference design has to be developed for the National Archives to ji

suit the needs of the users as follows:
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Reference/User Service

Information Desk
Archivist/Librarian

Archival materials
(Arch, Assist.)

Repos tory

Library materials
Library Assist.

Library stacks

Users' needs i

Fig. 10 Reference Services at the National Archives of Fiji

The information desk will be rotated between the Archivist and the

Librarian or their representatives. They will interview users on needs and direct

them to materials in the library or repository. They will be present at all times at

the reading room to supervise and to do reference work there.

Services provided by the National Archives have to be known to the users.

These are the activities by which archivists bring users and records together to

meet users' needs (Pugh, 1992). These can be arranged as follows for users'

information:

Reference Services in the National Archives of Fiji provides

. Information about the repository

. Information about holdings

. Information from holdings

. Information about record creators

Referrals to other repositories or resources
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.Information about copyright, privacy, confidentiality, freedom of

information, and other relevant laws.

. Instruction in using the National Archives of Fiji and the research process

. Physical access to holdings

, Copies of holdings

. Loans from holdings

Proposed General Systems Design for the National Archives of Fiji

OPAC OPAC OPAC OPAC

Databases

File Processors]

Fig. 11 Proposed systems design for the National Archives of Fiji

A general system designs for the National Archives of Fiji

Introduction

The objective of the new system is to provide a coordinated and timely flow

of information through the National Archives of Fiji, and to meet a variety of

requirements of all users, both internal and external: A system that is affordable,
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simple to use and has been proven to work in other places would be ideal. The

design on the previous page illustrates the design that is being proposed.

Design Forces

Below is a brief listing of ways in which design forces impact on the design

of the proposed National Archives of Fiji's new information system.

Integration

The results of the systems analysis showed the need for a faster and better

system to integrate within and between departments of the National Archives of

Fiji, better and faster communications needed to serve the users' needs. Since

most users are educated, they can use the system without help from the staff.

User/System interface

Interaction with all users must be made easier with improved accessibility

of information through the new system. Unlimited access to the system for

locating, information needed has to be explored to suit cost of hardware and

software. This can be opened up for dialing in if a modem is available or to be

available only during opening hours.

Competitive forces

It is clear that an integrated system that produces high quality, usable

information will support management, improve productivity and enhance the

services to meet the needs of all users. The Pacific Collection in the University of

the South Pacific Library is the other institution that is competing in terms of

resources. It is the other depository library and since its policies and preservation

techniques are good, most materials and users are giving more to them. More

confidence to them means losing materials, staff and sponsors as well as they will

only put their money where they know it will be properly utilized.
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Information quality and usability

All users require relevant, accurate and timely information in the form that

they can use. Users will be able to interrogate the system using search terms,

keywords, titles, authors (corporate, personal, etc.) and other familiar topics.

They can interact with the system by ways of menus. The staff of the National

Archives are responsible for maintaining a quality database, with own controlled

vocabularies to provide standards for the system.

Systems requirements

The system has to be reliable and available. The system will use hardware

licensed through the government's Information Technology Center. The computer

system is expected to be available to users and free from downtime. The system

will be flexible to add or delete from workstations to suit the needs of the users.

The installation of this station will take 3 days or less. The installation schedule

for the proposed new system would be for about three months. The life

expectancy of the new system would be about 5 years, with the ability to grow. A

vendor will be selected on the government's advice with assistance from

government technicians. Since this will be an in-house installation, the

Government Archivist will be on call at all times.

Data processing requirements

The storage (server) will be expanded if the need arises. The system is

required to have a good response time to tie up with the efficient information

output it will make. The total system will be a complex of network workstations

within the National Archives. There will be OPAC terminals for users in the

reading room also. Printing will be centralized to cut costs.

Cost-effectiveness requirements

As cost will always be a factor in the new system, centralizing most

decision making, printing, etc. would be more cost effective. Use of terminals and
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other hardware will be maximized to cut cost in hardware prices. The comparison

of costs and benefits has to be considered carefully since this is a service

organisation. If costs are to be compared now, it would not cost as much as the

actual operating expense of the National Archives now. The actual cost of the

software is US$6,000. The hardware will be around $30,000. This cost will be for

a period of 7 to 10 years. Simple maintenance will only cost $3000 - $5000. The

cost of this system will be far less in the long run than the manual system.

Human factors

Workstations will be designed in line with government regulation and

policies governing computers to make life comfortable to users and staff alike.

Costs will also be considered to either order outside or to design one internally.

Feasibility requirements

At the conclusion of the analysis, it was established that one of the two new

existing computers bought last year can be used for the proposed library

database. As cost of hardware is dropping and capabilities are rising, cost of

paper and other materials for manual work of the Archives will be just like or more

that the annual cost of maintaining such a system. As suggested, the proposed

system is economically and operationally feasible.

Benefits

Benefits and cost can be thought of as either tangible or intangible. Some

of these can be measured in terms of monetary value and some cannot, but are

important. These will be useful for improvements in decision making, enhancing

accuracy, more competitiveness in customer services, increased job satisfaction,

eliminating tedious tasks, and a good business image (Kendall and Kendall,

1995). These benefits are important in deciding whether to go with the proposed

system or stick with the old one. Both intangible and tangible benefits and costs

were considered.
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General systems design

a). Input

The main objective of the system is to get information across to users in the

way they can best use it. A variety of fields will be customised to input data to

cater for the manual indexes, lists, inventories and other finding tools into the

system. These fields will contain indexes, titles, authors, corporate authors, index

terms, scope notes, etc. which will be inputted into the system as soon as

operation starts. We wilf use the MARC format and fields. The advantage is that it

can be transferred to a better system in future if there is a need for a better

system. A holdings section also will be set up to allow users to identify copies

available and whereabouts of the materials.

b). Models

A host of procedures, logical, and mathematical models with be implemented to

handle the information storage and dissemination at the National Archives of Fiji.

Since a turnkey system would already have these models built into the system,

customisation will be the only approach to take to find what will be suitable for the

National Archives of Fiji. These procedures wilf be able to perform such tasks as

sorting, adding and changing records, importing and exporting, linking works, text

formatting, report designing, formatting, calculations and printing various designs

suitable to users.

c). Output

A variety of outputs can be received through the system. It can produce

bibliographies, titles, authors, keywords and other related retrieval fields that will

be allowed to be searched. These can be in electronic form or in hard copy.

These can be formatted or downloaded for other purposes.
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d). Technology

A network that ties the whole system together will be installed [probably

UNIX as a powerful operating system to drive the database or probably Inmagic

DB/Textworks] as an ideal database to cover both sections, the Library and the

Archives. Terminals will be available to the users for searching only. Staff

terminals will be allowed to use other functions as set out by the system.

e). Database

The bulk of the database will be on-line for users throughout the network.

But some portions of the database will not be available to users. These are

materials that have been placed on restriction from the central government or

through legislation on its confidential nature. There will be two databases, one for

the Library and one for the Archives. The Archives database will further be

divided into other databases. The files placed on restriction will be moved to

another database since limited information will be available in the other database

for identification purposes only. The database will be available for direct

processing as -

1. File availability. Files are on-line and available to the system at all times for

updating and inquiry purposes.

2. Timing. The direct processing system eliminates the time interval between

the occurrence of the event and the reflection of that event by the system.

3. Process oriented. Data are processed on a continuous or "as-occurring"

basis, contrasted with the processing of jobs on a periodic basis. The

computer system acts as an integral part of the total operations of the

organisation.

4. Updating. When an event occurs that requires a change in the master files,

a record is transferred from a file into the processing unit, updated and

transferred back to its original physical location.
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f). Control

Not everything will be allowed to be accessed by the users. Restricted

materials can be given titles only. Other restricted materials like Native Lands

Commission Reports and Land Reports will be given limited access due to

restrictions placed on them.

Implementation plan and schedule

Equipment
ordered

Begin

Detailed
design

Equipment
installed for
testing

Further
equipment
tretinp

Program
training

Begin
programming

Prepare
program
specification

Program
testing

File
conversion

Special
training

ParallelFu L
operation

Complete
detailed
system desigr

implementation

System
testing

6 7 8
Stages

Fig. 12 Implementation stages.

10 11 12

The chart above shows the implementation plan for the National Archives of Fiji's

proposed new information system. The numbers show the 12 stages that the plan

has to go through to full implementation. Each stage is for two months maximum.
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General Comments of Users

Archives Section

1. It is difficult for researchers to know what is contained in the National

Archives without knowing the types of indexes available. Many do not know

their existence and there is no listing anywhere for users to be informed

about them.

2. Lack of qualified staff in the section to serve users

3 The Archives needs a good leader with skills and experience to train staff

4 The staff need to know and learn the collection and the system used

5 There is need to develop proper search terms and searching techniques to

help users

6 Train staff in public relations

7 Poor understanding of the users' request and jumping to conclusions as to

what he wants

8 Staff have to be trained in providing reference service.

9 Have a listing of all indexes used in the National Archives for users

10 Archives is like a sunken mass yet to be discovered, only the portion at the

top has been done, the total body has yet to be discovered.

11. Staff are impolite

12. Treatment pf users is not usually fair

13. The assistants are often sent to users to help, not the qualified ones if

there are any.

14. Finding aids are very poorly done. Recall rate is high and precision very

low and seems to be accepted in the organisation as satisfactory.

15 They have the expertise to do maintenance of the collection but have not

been provided with the equipment and materials needed to do so.

16 Storage is adequate enough for the care of the materials with air-

conditioning provided.
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17. Storage is one thing we cannot say anything about since everything is out

of bounds, but we can say that they are securely kept, with alarms, locks,

fences, etc.

18 Dissemination is very bad in the Archives Section compared to the Library

Section

19 Preservation staff have the expertise but not the materials required for

their work.

20 Some materials cannot be used any more because of their fragile state;

this reflects the poor preservation of materials.

21. Administration and control of the archives materials is very bad, is not able

to meet needs, and very biased in decision making. Some are allowed

materials but some are not with no explanation on rules or-decisions.

Library

22. Need a good librarian with knowledge, skills, and experience.

23 Need to know their collection to be able to help users properiy.

24. The staff are always conscious when the boss is around in attitudes,

actions, etc.

25 Staff have to be trained in reference work.

26 They have to try to understand request first before looking for information.

27 The librarian has to be the one to provide the information for retrieval, not

the Assistants.

28 Not enough search terms allowed to search the catalogue.

29 Need more listing of indexes.

30 Need special bibliographies.

31 Need for finding aids.

32 Need more chairs and tables.

33 Room is too small to cater for the number of users.
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