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Introduction

 What are family archives?

 Recordkeeping for family history

 Organising the family archives

 Conservation and preservation

 Disaster planning

 Writing & Publishing

 Who inherits the family archives?
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What Are Family Archives?

 Physical Records

 Archival documents

 BDM certificates

 Clothing

 Family letters, diaries

 Jewellery

 Photographs, albums

 Sporting trophies

 War medals

 Digital Records

 Ecopies of census 

records

 Emails

 Family history software 

programs & data 

 Photographs

 Videos and films

 Word docs
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Recordkeeping 
for Family History

 Physical Records

 Have a system and be 

consistent

 Various examples

 File as you go

 Back up

 Digital Records

 Same system for 

consistency

 File emails as well as 

documents

 Back up 
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Organising the Family Archives

 Recordkeeping system for 

 Paper documents

 Photographs, negatives

 Books

 Objects

 E-files 

 Digital images
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Recordkeeping Systems

 Need to be simple to maintain and follow

 Need to be consistent

 Need to keep up to date with filing

 Need to be understood by others

 Range of methods and systems – talk to 

others, try out software
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Recordkeeping Elements

 Filing system for paper based records

 Filing system for computer based records

 Software program for genealogical data

 Back up regime

 Paper based systems

 Computer based systems
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Genealogy Software Programs

 Range of programs – various features 

compared in Which Genealogy Program?

 Usually trial versions on the Internet

 Top 4 in Unlock the Past survey
 Family Tree Maker

 The Master Genealogist

 Legacy Family Tree

 Brothers Keeper
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Handy Hints 
Paper Based Records

 Photocopy newspaper clippings onto archival 

paper

 File documents without folds

 Don’t use sticky tape, post it notes, metal 

paper clips, staples

 Don’t use coloured paper (more acidic)

 Don’t laminate documents
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Handy Hints 
Computer Based Records

 Hardware obsolescence

 Floppy disks – no longer read them

 Software obsolescence

 Upgrades – convert files

 Save as PDFs

 USB drives – cheap and handy
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Archival Advice

 Australian Society of Archivists Inc (ASA)

 www.archivists.org.au

 Branches and Special Interest Groups in all 

Australian states

 Keeping Archives 3rd edition, 2009

 Getting Started; Managing the Archives; 

Promoting the Archives; Managing More Than 

Paper!
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Conservation & Preservation

 Storage within the family home

 Major issues are 

 No direct sunlight

 Temperature and humidity

 Pests and vermin 

 Dust

 Accidents or disasters
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Temperature & Humidity

 More stable inside a house than under it, in a 

garage or roof area

 Southern side is preferable, away from an 

external wall

 More important to minimise sudden 

fluctuations in temperature & humidity - do 

more damage than slight changes over time
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Pests & Vermin

 Don’t eat or drink near family records

 Accidental spills

 Attract cockroaches and other insects

 Watch out for book lice, moths, beetles

 Don’t use mothballs, naphthalene or camphor 

as fumes can harm records

 Pest traps can help
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Beetle traps

Cockroach traps

Webbing clothes moth traps

Images courtesy of 

Archival Survival



Archival Supplies

 Acid free

 Document wallets, folders, boxes

 Polypropylene envelopes/sleeves/binders for 

photos, negatives

 Cylinders for maps, plans, family charts
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Handy Hints

 Books should be stored upright

 If flat, no more than 2 or 3 high

 Fragile books should have tailor made boxes

 Don’t use PVC plastics (give off damaging 

vapours) 

 Use archival quality paper and storage 

products
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Disaster Planning

 What is a disaster?

 Small and simple to large and extreme

 Tap left on, an overflowing bath, storm damage, 

cyclone, flood, earthquake or fire

 What is the response?

 Depends on the nature of the disaster

 4 stages
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4 Stages of Disaster Planning

 Prevention

 Identify threats and priorities

 Preparation

 Emergency supplies, pre-pack priority items

 Response

 Remember safety first, appropriate clothing, tools

 Recovery

 Salvaging and cleaning – depends on nature and extent of disaster 
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Conservators

 Expert advice and assistance

 Can be expensive but worthwhile

 Australian Institute for the Conservation of 

Cultural Material (AICCM) 

 Guidelines for commissioning treatments

 Centre for Cultural Materials Conservation

 Conservation Resources
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Writing & Publishing

 Can be a comprehensive family history

 May be just short stories, or articles in 

society journals, or blogs

 Can be a draft, printed at home, self 

published or more lavish

 Important thing is that you capture the stories 

and information that only you know
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Suggested Reading

 Carol Baxter 2009 – Writing Interesting 

Family Histories

 Hazel Edwards revised edition 2011 –

Writing a ‘Non-Boring’ Family History

 Noeline Kyle 2007 – Writing Family History 

Made Very Easy: A Beginner’s Guide

 Noeline Kyle 2011 – How to Write & Publish 

Your Family History in 10 Easy Steps
Yarra Plenty Aug 2012

Shauna Hicks 

History Enterprises



Yarra Plenty Aug 2012

Shauna Hicks 

History Enterprises

www.writingfamilyhistory.com.au

http://www.writingfamilyhistory.com.au/


Yarra Plenty Aug 2012

Shauna Hicks 

History Enterprises

www.hazeledwards.com

http://www.hazeledwards.com/page/aspiring_writers.html

http://www.hazeledwards.com/
http://www.hazeledwards.com/page/aspiring_writers.html


Yarra Plenty Aug 2012

Shauna Hicks 

History Enterprises

www.mymemories.com

http://www.mymemories.com/


Who Inherits 
the Family Archives?

 Someone in the direct family

 Someone more distantly related

 What if nobody in the family wants it?

 A genealogy or family history society or 

historical society

 Where you live now or where your family lived?
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Making a Will

 Needs to be valid

 Needs to be clear and concise

 Everything to 

 Or detailed 

 This part to ? and this part to ?

 Tell family members and/or societies
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How To Leave Your Archives

 Organised

 Tidy

 Up to date

 With clear instructions

 If significance of an object is not known, it 

cannot be appreciated

 If it is a mess, it will get thrown out
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FURTHER READING



Conclusion

 Remember the major components

 Collecting and recording

 Conserving and preserving

 Writing and publishing

 Leaving clear instructions

 Make a start now, today not tomorrow!
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