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[bookmark: _6pjjb6cxblmt]Guide for Alcoholics Anonymous Great Britain Intergroup and Region Archivists
This guide is written for archivists in charge of managing and preserving archive material created at intergroup and region level. It includes practical advice for managing and caring for physical and digital archive material, as well as information about data protection and the process of depositing archive material with the General Service Office. This guide has 8 sections: 

1. Creating an inventory, page 1
2. Archive conservation, 4
3. Born digital records, 4
4. Data protection obligations, 5 
5. What kind archive material should be deposited with GSO, 6
6. Intergroup and region minutes, 6 
7. What happens to archive material once it is deposited with GSO, 7 
8. Bequeathing archive material, 8

1. Creating an inventory
An inventory, or box-list, is a simple finding aid which provides general information about the contents of a box or container held in an archive collection. Creating an inventory for the archive material in your care is important for the following reasons: 

● Makes identifying and retrieving archive material more efficient 
● Provides opportunity to identify and address any urgent conservation requirements 
● Provides opportunity to identify and note issues related to data protection and anonymity 
● Keeps track of instances where material goes missing, or is damaged 
● An important information resource for the archivist who succeeds you, as well as staff at GSO and the Borthwick 
● Provides basis for online catalogue entry if archive material is later incorporated into the AA GB Archive
● Highlights material which can be disposed of, i.e. duplicate or third-party material 

There is a blank archive inventory template available for download on the AA GB website. Alternatively, you could use a pencil, ruler, and paper to create your archive inventory.


Here is an example inventory which contains basic but important information. On the following page there is a guide explaining what information to include under each heading
	Box number 
	File/bundle 
number
	Title 
	Dates 
	Extent 
	Scope/Conte 
nt
	Data 
Protection & 
Anonymity
	Physical 
Condition

	Box 1 
	Box 1, File 1 
(1/1)
	Avon North 
Intergroup minutes
	2003-2010 
	2 files 
	Minutes from 
Avon North 
Intergroup 
meetings. Some paperwork and 
additional 
documentation 
attached.
	Data Protection, 
Anonymity - 
some records 
contain full 
names and 
addresses of 
members
	Good

	Box 1 
	Box 1, File 2, 
(1/2)
	Avon North 
Intergroup minutes
	2011-2020 
	3 files 
	Minutes from 
Avon North 
Intergroup 
meetings. Some paperwork and 
additional 
documentation 
attached.
	No issues 
	Good

	Box 2 
	Box 2, File1, 
(2/1)
	Photographs of 
Northern 
National 
Convention 
displays
	1998 
	1 file 
	Photographs of 
various service 
displays at 
Northern 
National 
Convention
	Data protection 
and anonymity, 
some AAs 
pictured in 
photos
	Starting to stick. 
Need to be 
repackaged. 
Handle with care

	Box 3 
	(3/1) 
	Inscribed Big Book 
	1953 
	1 book 
	1st British 
edition, first 
printing of the 
Big Book. 
Inscribed by Bill 
W.
	No issues 
	Damaged book 
spine. Fragile.


Notes on box-list template 

Box number: Apply a unique identifying number or reference code to the boxes or containers in which the archive material is stored. 

File number: Apply a unique identifying number to the files or bundles of archive material using a soft 2B graphite pencil [see Section 2: Caring for Archive Material]. Recording archive material at file level rather than describing each individual record or item allows for information to be summarised. 

Title: This is a basic title that describes the archive material. 

Extent: Provides information on the number or amount of material. Avoid counting individual records or pieces of paper, and stick to how many boxes, files, or objects. 

Dates: Include dates of when records or material were created. Avoid marking material as undated, as it should be possible to identify the century at the very least. Here are example date formats: 25 April 2014-30 May 2014, Sep 2013 – Oct 2013, c2013, 21st Century 

Scope/Content: This field provides space to describe the archive material. It should include information about the type of archive material (e.g. correspondence, minutes, photographs) as well as a basic summary of its informational content (e.g. details of correspondents, name and location of intergroup or region). Try to keep this section informative but brief. 

Data Protection & Anonymity: Make a note of anything in the archive material which contains personal information about any individuals, or details which may jeopardize the anonymity of AA members. If the material is later deposited at the Borthwick and added to AA GB Archive, an archivist will review the material before providing access. However, all intergroup and region archive officers have a responsibility to adhere to data protection legislation [see Section 4: Data protection obligations] as well as ensuring that the anonymity of members, both living and deceased, is preserved. 

Physical Condition: If any of your items are fragile or in poor condition you can make a note of it here. This is important when considering storage and conservation solutions. If the material is later deposited with the Borthwick, it means that the conservation team can quickly identify material which requires specialist handling, conservation treatment or packaging. 





2. Archive conservation 
Being aware of some basic storage and conservation techniques is valuable for ensuring the long-term preservation of the archive material in your care: 

● Dust, dirt, mildew, and mould are common causes of damage to archives, so always make sure your storage space is clean and dry. Regularly inspect the archive material in your care to ensure it is clean and free from damp or mildew. 
● Archive material is best stored in an environment with a stable temperature, ideally between 16º-19ºc. As this might be difficult to achieve at home, a temperature of 19º-21ºc would be sufficient 
● Natural light can cause permanent fading to records as well as increase the room temperature. If you have no option but to store material near a window, consider using a blackout blind and make sure everything is boxed. 
● If possible, store material on a middle shelf to avoid any potential damage from flooding or falling at height 
● Certain audio-visual formats, particularly VHS and audio cassette tapes, are vulnerable to deterioration. If you have unique archive material in these formats, please consider depositing to the GSO so that it can be assessed and passed on to the conservation team at the Borthwick. 

● Avoid marking archive material with a pen, or any kind of stamp or sticker. If you need to mark archive material for reference or identification purposes it is recommended that you use a soft 2B graphite pencil 

3. Born Digital Records 

Records and documentation created across AA GB’s service structure are increasingly ‘born digital’, i.e. created in digital formats. This can include any kind of documentation, from minutes to audio recordings. Like physical archive material, some digital formats are easier to manage and preserve than others. For preservation, it can be useful to ensure that born-digital records are kept and deposited in the formats listed below. Printed versions of born digital documents are not needed by the Borthwick. 
Preferred formats are highlighted, though if you have born-digital records in other file formats which you wish to deposit, the Borthwick digital preservation team will be able to migrate the material.

Text documents 
PDF [.pdf] Preferred format 
MS Word Open XML Document (created in MS Office 2007 onwards) [.docx] 
ODT: OpenDocument Text Document (created in OpenOffice) 
TXT 

Images 
JPEG or JPEG 2000 Preferred format 
TIFF

Audio-recordings 
MP3 or MP Preferred format 
AIFF (PCM) [.aif, .aiff] 
WAV (PCM) [.wav] 

4. Data Protection
Any individuals or organisations which create and manage records containing personal data are subject to General Data Protection Regulation (GDPR). Personal data is defined as information relating to individuals who can be identified or who are identifiable directly from the question; or who can be indirectly identified from that information in combination with other contextual information. Records and documentation which contain personal data are created across the service structure of Alcoholics Anonymous Great Britain, from GSB to group level, and any individuals in possession of such records have a responsibility to comply with GDPR.

As an archivist, you will inevitably be involved in protecting data related to your respective intergroup and/or region and are therefore considered a data protection officer (DPO) under the terms of GDPR[footnoteRef:1]. Protecting data covers a range of activities, including collection, organisation, storage, retrieval, consultation, and use. You are responsible for ensuring that all archival material containing personal data is managed securely. If you have records containing personal data which do not serve the functioning of your intergroup and/or region or have relevant archival value, then consider disposing of them in a manner in which the personal data contained within them cannot be retrieved (e.g. shredding paper records, wiping digital ones) [1:  See the GDPR-Guidance-Fellowship-18-May-18.pdf] 


The best way to ensure that archive material containing personal data is managed in accordance with GDPR is to deposit it with GSO regularly. When the material is transferred, GSO will assume the role of DPO and the responsibility for ensuring all personal data is managed in compliance with GDPR. If you transfer records containing personal data to GSO, but decide to keep copies, you will still be considered a DPO under the terms of GDPR. It is only when the personal data is completely out of your possession, and safely in the custody of GSO will the responsibility for GDPR compliance be fully transferred.

5. What kind of archive material should be deposited with GSO
All archive material has potential historical and informational value and could be an asset to the AA GB Archive. To assess whether the archive material in your possession is suitable for the GSO, the first step is to create an inventory of the archive material in your possession (see section 1. Creating an inventory, page 1-3). Once the inventory has been produced, then it should be submitted to the General Service Office who will forward it for review by staff at the Borthwick Institute for Archives. 

Borthwick staff will evaluate the inventory, and assess the archive material listed against the following criteria:

i) The archive material relates to the activities of Alcoholics Anonymous in Great Britain, or English-speaking parts of the
    Fellowship on continental Europe 

ii) The archive material is not currently listed in the AA GB Archive online catalogue. Refer to the catalogue at
    borthcat.york.ac.uk/aa to see whether copies of the archive material you hold are already at the Borthwick 

iii) The archive material consists of unique historical records and documentation, rather than items which are mass produced and widely available (e.g. later printings of the Big Book, copies of well-known photographs of Bill W and Dr Bob) 

If the archive material listed in an inventory meets at least two of the above criteria, then it is likely to be suitable for addition to the AA GB Archive. In some cases, it may be the decision of the group conscience of an intergroup or region that the archive material is kept at that level, and this could certainly be the most suitable place for it. Whether you are intending on donating archive material or keeping it, it is still important to keep a regularly updated inventory of the archive material in your custody. 

6. Intergroup and region minutes 
Minutes from intergroup and region meetings are essential documentation relating to the functioning of AA GB at the foundations of its service structure. In addition to providing key pieces of information, such as dates and locations, minutes provide a record of decision-making processes during significant moments in the Fellowship’s history. 

As is stated in the Structure of AA in Great Britain, or the Structure Handbook, it is the responsibility of intergroup and regional secretaries to ensure that copies of minutes are regularly deposited with the GSO. However, it is possible that in your role as archivist you will take custody of copies of minutes which have not been deposited with GSO and are not present in the AA GB Archive. If you currently have custody of intergroup or region meeting minutes, then it would be valuable to check the intergroup and region sections of the online catalogue [borthcat.york.ac.uk/aa-2] to ensure that they are not missing from the AA GB Archive. 

Understandably, an intergroup or region might want to retain copies of minutes and associated documents for their own reference purposes. In this instance, you could create physical or digital copies and deposit them with the GSO. If you require some form of assistance in making scans or copies of minutes, please contact GSO [emmawilson@gsogb.org.uk] 

Please note intergroup and region secretaries or archivists who retain copies of minutes which may contain personal information will still be obliged to manage those records in compliance with GDPR [see section 4: Data Protection, p 4] 

7. What happens to archive material once it is deposited with GSO
Once staff at the Borthwick have reviewed an archive inventory and decided that the material is suitable for addition to the AA GB Archive, then the General Service Office will set about planning to have the material transferred. All archive material transferred to GSO will be stored there for a short period of time, before being transferred to the Borthwick Institute for Archives at the University of York. 

If it is physical archive material, the Borthwick conservation team will assess it to see if any conservation treatment or specialist packaging is required. It will then be evaluated by an archivist, who will assign a unique reference number to the material and an accompanying catalogue description. Key information about the archive material will then be added to the AA GB online catalogue on the Borthwick’s electronic catalogue known as Borthcat [borthcat.york.ac.uk/aa]. Once the material is catalogued, it is repackaged in archive-standard packaging. The newly packaged material is then stored in the Borthwick’s repository, where temperature, humidity, and light conditions are monitored. 

[bookmark: _Int_5vpQEoC4]If the archive material is in a digital format, it will be assessed by the Borthwick’s digital preservation archivist who will scan the material for potential viruses and, if required, migrate the material to a preferred preservation format before storing it on the Borthwick’s secure servers. Similar to physical archive material, digital archive objects are assigned unique reference numbers and added to the AA GB Archive online catalogue. 

If on inspection, the material is deemed unsuitable for the AA GB Archive, it will be offered back to the depositor in the first instance, and then either returned to GSO or disposed of with permission of the Board, and in consultation with the Archives Sub Committee. The type of material deemed unsuitable for the AA GB Archive tends to be duplicates or material created by third parties, i.e. organisations or individuals unaffiliated with AA GB or the Fellowship. However, it is hoped that such material will be identified at the inventory stage.

If you wish to deposit archive material with GSO, in the first instance send an email to: emmawilson@gsogb.org.uk with an inventory. If the material is deemed suitable for the AA GB Archive, then further arrangements will be made to have your archive material delivered to GSO. 

8. Bequeathing archive material
Archive materials kept by archivists or individual members should be clearly marked as belonging to AA. This should be documented separately, for example in a Will, in case the holder dies or can no longer manage their affairs.  Failure to do so would mean that instead of being transferred back to the relevant intergroup or region, the archive material could be destroyed, lost, or come into the custody of an unknown third party. 

Any archive material which is the property of the Fellowship should be recorded in a regularly updated inventory. Copies of the inventory should be kept alongside the material, lodged with the intergroup or region, and with the archivist or member’s Will and Testament. Members of the Fellowship who intend to bequeath material to AA should add a codicil in their will, making it clear that they wish to donate it to the General Service Office of Alcoholics Anonymous Great Britain, Registered Charity Number 226745, c/o General Service Office, 10 Toft Green, York, YO1 6JT. Executors of the will should be aware of the archivist or member’s association with the Fellowship so that arrangements can be made to transfer the material to the GSO in York.




Copy of the Group History Form from The Principles of Archiving

Group History Form 
Date of form completion: _________________ 	Name of Group: ___________________________________________________________ 
Previous Name: ____________________________________________________________ 	Date Founded: __________________-
Founder/Founders__________________________________________________________________________________________________- 
Early Members: _________________________________________________________________________________________
Place of first Meeting: ______________________________________________________ 
Current Meetings: __________________________________________________________ 
Present Membership Number: _______________________________________________ 
Did the Group move: _______________________________________________________ Where: ___________________________________	When:______________________________________________________________________________________________________ _ 
Group History: (anniversaries, potlucks, outside speakers, PI. 12th step work. workshops, notes about founders) _____________________________________________________________________________________________________________________ ___________________________________________________________________________ ___________________________________________________________________________




Interview Questions for Oldtimers (taken from Principles of archiving) 
Here is a list of questions to guide you in conducting your interview.
Allow the interview to take on a life of its own and, most importantly, to have fun! Before you begin taping, explain that our primary interest is in AA’s role in the story.
The focus is on our AA History, how we were, what happened, and what we are like now. As always, the emphasis is on sobriety, rather than drinking.
Perhaps the member can begin his/her story with his/her initial contact with the programme.
Begin the tape by identifying yourself and providing the date of the taping. Then introduce the member.
How and when did you get started in AA? When and where did you sober up?
Where did you go to your first meeting?
How did you first learn about AA?
 What type of sponsorship did you have?
How many groups or meetings were in existence?
Can you recall the formats used at some of these early meetings?
How were they run?
When was AA started in your town or area? How often were meetings held?
Who were some of the people involved in the formation of new groups?
What do you know about the growth of AA during that time?
What contributions did you, yourself, make to the growth of the Fellowship? (Don’t be unnecessarily modest!)
We say sometimes that all that’s needed to form an AA meeting is two drunks, a resentment and a coffeepot.
Can you talk at all about what led to new groups being formed in your area?
What individuals were especially prominent in your sobriety?
How were new members contacted? 
Can you give some examples of Twelfth Step work?
Are there any Twelfth Step anecdotes that stick out in your mind that you’d care to share?
Today, AA is known to, and supported by, police officers, judges and corrections facilities. What kind of relationship did AA in your area have with local authorities?
How has that changed since you sobered up?
Did you seek the cooperation of other local community or professional agencies? 



