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FOREWCRD

Among the various techni ques adopted for reducing the bulk of certain classes
of records is ‘sampling’, a nethod, which can vary from a purely subjective choice
of exanples through a variety of procedures to an exact statistical process
providing an ideal objective answer for the student involved in the quantitative
analysis of data. In so far as this is a special procedure appropriate only in
special circumstances and requiring careful assessment of nethod to be enployed
size of sanple required and precise evaluation for the purposes of research, it
has been considered desirable to treat it as the subject for a special study
This study, therefore, is directed to one particular aspect only of records
di sposal and to one technique of appraisal , which should only be applied when
circunstances indicate that a particular need is present.

Neverthel ess, there is a certain msunderstanding preval ent regarding
sanpling. Terminology has tended, in the past, to be | ess than precise and the
whol e question of the use of sanpling has given rise to nuch uncertainty and some
msgivings anong archivists. Here is a process which by definition leads to the
destruction of a high proportion of the total documentation involved: can we
be sure that the right material is preserved? |s the proper statistical sanple
required for accurate analysis by conputer necessarily what the archivist |ooks
for as part of his records, or indeed, what the historian or sociologist really
needs? To what extent, if selection is inevitable, must purely objective
criteria dominate; do we require the ordinary or the extraordinary in our
archival sanple?

It is because of these many uncertainties; of questions of principle which
disturb those concerned with sanpling as it affects archives;, and the desire
for some assessment of procedures and for suggestions for suitable basic guide-
lines, that this study has been prepared for UNESCO in co-operation with the
International Council on Archives. |t approaches the subject in two ways
(a) by consideration of theoretical principles and methods of sampling; and (b)
by an exanmination of the experience of a nunber of national and other repositories
where sanpling has been practised. On the basis of these assessments an attenpt
has been made to draw up some essential principles for the application of
different methods, even if it has not proved wholly possible to state categori-
cally what should or should not be done. In this study, too, it has not been
overl ooked that many repositories are increasingly concerned wth non-conventiona
archives and that pictures (still and notion) sound archives and machine-readabl e
records all play a part in the contenporary scene. Although still nore difficult
to assess within the terns of this study, these newer forms of records have not
been i gnored

| am naturally, indebted to a great many people in respect of the data which
had to be collected for this study, and, in particular would wish to thank the
Australian Archives, the Public Archives of Canada, the Archivni Sprava Prague,
Czechosl ovakia, the Direction des Archives de France - Cité des Archives
Contenporai nes, the Social Insurance Institution Archive, Finland; the Bundesarchiv,
Cobl enz, German Federal Republic, the Public Record Office and the Scottish
Record Office, the National Archives and Records Service, Washington D.C, US A
t he Nordrhein-Westfalisches Haupstaatsarchiv, Dusseldorf and the Stadt Xoln
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Historisches Archiv, the British Architectural Library, the British Broadcasting
Corporation, the Inperial War Miseum London, the Meteorological office, Bracknell,
the National Film Archives, London, the National Maritime Miseum Geenw ch, and the
Victoria and Al bert Miseum London; Dr. C.M Dollar, Dr. Frank Evans, Dr. Eckhart
G Franz, Dr. W Kennedy, M. Carl Newton, Mss A Qakley, Dr. S.C. Pearce, and

M. P. Walne, and also nenbers of the staff of the Kent County Archives O fice,

Mai dstone, in particular M. M Carter and Mss A Revell who helped with the
translation of technical letters and papers and M. P. Bloonfield who provided
exanpl es of current practice both in that office and through the Wrking Party

of the Society of Archivists. | amespecially indebted to Mss Ann Wale, ny forner
secretary, who typed the final version of the text.

Felix Hull
Bear st ed, Kent

April 1981
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The Appraisal of Records: A Frane of Reference

‘The appraisal of modern records is one of the nost inportant and sensitive
probl ems of archival science. * (1). Thus began a study of the Appraisal of
Cont enporary Records, prepared for the VIIIth International Congress on
Archives, held at Wshington D.C. in 1976, yet it is only within the past

hal f-century that archivists have become fully aware of the necessity for their
invol vement in this activity. As late as 1922 (to be reiterated in the second
edition in 1937), Hlary Jenkinson could wite in his famous Manual, wth
conplete authority, that ‘if we look at the objections . . . to the possible

met hods of destroying portions of our older Archive collections, we shall see
that all are based on the difficulties that arise when the Archivist and the
H storian are given . . . a share in the creation of those archives which it is
their true business only to keep and to use respectively . . . W can only add
here that if they (sc. the objections) were insuperable in regard to the
Archives of the past, they nust be equally so in regard to those of the

present and future. ' (2)

1.2 This argunent was essentially based on the fear that involvenent in selection

for preservation would inevitably result in subjective decisions by the
archivist concerned and that, in so doing, that inpartiality of the record,

whi ch Jenkinson was so anxious to preserve, would be inpaired. Sone indica-
tion of the change in outlook which has occurred is indicated by a sentence
from a paper on ‘Statistical Sanpling’ witten in 1975 by an American
archivist. He wote: ‘“As archivists we know that we, too, only preserve and
protect a sanple of the total record that describes the work of the creating
agency. “The record” is never conplete even with the best records keeping
techni ques and personnel . . . Archivists should be able to sanple wi thout undue
angui sh about the integrity of the records. ' (3) Still nore, one mght say,

Is this true of the w der issue of appraisal, which anong its various techniques
enbraces sanpling and it is fully apparent that a radical change has come over
archival thinking since the early years of this century.

1.3 Indeed it may be said that for nearly 6,000 years there is evidence of the place

of the archivist as the conserver of the record in its various physical forns,
clay tablet, papyrus, parchnent or paper, and that throughout this period of
tinme, although aware of those factors damaging to archives, the custodian never
t hought of hinself as the destroyer or selector of those precious items passing
into his care. Agarde, a seventeenth century British archivist, could wite

of the hazards of fire and water, rats and mce, and could even acknow edge

the possibility of human error in msplacing, but the concept that he, as an
archivist, played any part in the deliberate selection of the records he served
woul d have been wholly foreign to him

1.4 1t was not until the nineteenth century that considerations of destruction as

anything but the random risk of age became a conscious concern of those involved
in record keeping, but even so, it was in a passive rather than an active role
that the archivist saw hinself and it was often for others - the creators of

the archives - to determne what, If anything, should be discarded. Criteria
for selection which were issued as early as 1835 by the French Mnistry of the
Interior(4) and various forms of general instruction, specific destruction
schedul es or, perhaps, lists of records to be regarded as ‘permanent’

remained a feature of European administration until recent years. This outlook
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was encapsul ated by the well-known dictum of Jenkinson that, ‘for an Adnministra-
tive body to destroy what it no longer needs is a matter entirely within its
conpetence and an action which future ages . . . cannot possibly construe as
illegitimte or as affecting the status of the remaining Archives. '(5)

The ‘great divide resulted fromthree significant changes which began to
affect the witten record over a century ago, but which accelerated rapidly
after 1914 so that today there is no independent state which is not conscious
of the outcome. These changes were: (a) the rapid expansion of governnment in
terms of function and in the conplexity of admnistrative organization resulting
therefrom (b) the increasing ability over the period to proliferate records
by means of carbon copies, photographic and xerographic copying and, latterly,
all the paraphernalia of machine-readable docunmentation; (c) the growing
tendency for public access for research purposes to be speeded-up, and the
increase in open government in many, though not in all, areas of activity.

As a corollary of this it should also be noted that just as governnental growh
(national, local or in the sense of the control of big-business), results in

a growth of bureaucracy, so, too, records, in whatever form are the |ife-blood
of that bureaucracy, so that, irrespective of the neans of easy proliferation
the mere fact of nore government would itself tend to create nore documentation.

The study prepared for the 1976 |.C A Washington Congress cited sone exanples
for archival and record growth which are sufficient evidence in themselves and
stress why action has become essential. It refers to the U S A as holding
930, 000 cubic netres of archives, %goang annual |y by 165,000 cubic metres;

the Soviet Union in 1975 reported holding 35 mllion records with an annua
intake of an estimated 4,000,000 ‘retained records’; and France it recorded
held in the Archives Nationals and the departnents some 1,370,000 shelf metres
with an annual growth rate of 51,000 netres. (6)

1.7 It is essentially this astronomc growh in quantities which has precipitated

1.8

the archivist into the world of records control as well as that of records
preservation and it is perhaps understandable that those countries nost
imediately concerned with this new activity were those with a vast current
docunentation problem rather than those imersed in a tradition reaching back
to the Mddle Ages and beyond. The science of records managenent thus was

born in the United States and the first serious theoretical work on that subject
arose from the same source

There is, however, another factor to be considered before details of appraisa
as a nmethod can be exanmined. This is the pressure on archive services created
by shorter closed periods associated with the vast growh of documentation.
This fact has had the significant effect that for the admnistration to be
responsible for selection is no longer wholly effective or acceptable because
there nust be some room for the assessment of research potential when records
are appraised. This change of outlook has been referred to as the fundamenta
change of concept from archives as ‘the arsenal of law to archives as ‘the
arsenal of history’ (7) and it is noteworthy that in a study on the training of
archivists, the explanation was offered that records nanagement was the basis
fromthe archivist’s point of view of ‘the appraisal of the potential research
value of the documents’ .(8)

1.9 It was around such concepts that battle was fully Joined during the 1950's with

Jenkinson as proponent of the conservative view and Theodore Schel | enberg
enphasi zing the inperative need for involvement; and while the one, as we have
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seen, eschewed all archival selection, as opposed to that carried out by the
admnistration, the other insisted on the need for the archivist to determne

t hose secondary research val ues which accrue to archives as their admnistrative
l'ife dimnishes.

1.10 Nevertheless, appraisal is but the core, the very heart, of the larger concept
of records managenent and over the years an entirely new enphasis has arisen
which relates to the creation, maintenance and use of records rather than only to
their destruction, so that, in current terms, the control to be exercised over
records covers their whole life-cycle. Fromthe point of view of this study
however, attention is focussed on that central issue at which stage the archivist
and maybe the records manager and researcher, are concerned with determning what
shall be retained on a long-termor indefinite basis, not to use the common form
‘permanent’.  The key factors behind whatever decisions are taken will be both
econom ¢ and cultural: i.e. the sheer cost of the retention of an enornous
and growing bulk - which is the essential record problem and the inpossibility
of research use in terns of those astronomc quantities of records. To these
nust be added the requirement to assess in as objective a manner as possible
those classes and series of records which contain the maxi num evidential and
i nformational content.

1.11 A nost val uabl e recent paper on appraisal (9) enphasises the point that the
‘retirenment of records as they become non-current is inevitable. The only
alternative is between unplanned chaotic retirement on the one hand and
consi dered systematic retirement on the other in which retirement decisions are
made on the basis of record values.” It goes on to analyse the various procedures
which lead to the retirement of records and in this respect identifies (a) the
preparation of inventories or surveys of the records of each agency concerned;

(b) the analysis of each survey to determne retirenent policy; (c) the prepara-
tion of control documents for action to be taken; (d) ‘the careful appraisal of
the specific retirement proposals made in the retirenent instrunents - i.e. their
review and their approval or disapproval, on the basis of objective criteria of
value' ; (e) the inplenentation of decisions agreed. It should be noted, too
that it sees item(d) as being essentially carried out by the archival agency

and not by any other body, thus firmy endorsing the view of archival responsi-
bilities set out by Schellenberg.

1.12 There has, however, been some neasure of variation in terms of practical policy
between the various national and other archive services of the world. The
Washi ngton Congress study indicated in 1976 that nmethods varied and that the
appraisal of records was controlled by differing kinds of schedules or ‘retire-
ment instruments’ . Enphasis upon the general schedule covering all classes
of records created by an agency and indicating appraisal decisions reached
between the agency and the archival body concerned is central to thought in the
U S A and in Australia; on the other hand, the outcome of the Report of the
Gigg Conmttee in the United Kingdomin 1954(11) established the concept of
periodic reviews of classes and series, partly admnistrative (a reflection of
the Jenkinsonian position) and partly by the Public Record Office through the
activities of inspecting officers. Qher countries within the British Common-
weal th have tended to follow this pattern, though with their own variations. In
fact the difference between these two patterns of control is nore apparent than
real, for the two approaches are not irreconcilable and the real issue is nore a
question of the degree of archival control at all stages of the record life-cycle.
Indeed this basic issue may be stated as one of responsibility - to what extent
is it the archivist who determnes policy and action; is he an advisory consul -
tant or the person with the determning voice in the final analysis?
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1.13 Whatever the nethodol ogy to be adopted, or by whatever neans the instrunents
of retirenment or schedules of destruction or retention are determned, the
person or persons responsible for decision-taking require some guidance in the
formof specific criteria for making their assessnent. The ol der view that
all appraisal was the function of the admnistration, or even the view that
all appraisal was upon adm nistrative criteria alone was relatively easy for
it could be established wthout question that if there was continuing |egal,
fiscal or other admnistrative need this alone would determne the selection
of the records as the archives of the future; and it is still true that if
these factors are the grounds for retention then they will normally be accepted
as the determnants for the action to be taken. It is also true, of course
that much purely ephemeral docunentation can be discarded at a very early
stage by the officer responsible for it, so that, it is true as previously
noted, that the record is never wholly conplete, even if everything remaining
on the admnistrator’s desk or in his filing systemis transferred direct to
the archives. In appraisal one nust never forget the large el ement of what
the French refer to as ‘waste basket papers’ . (12)

1.14 The author of a recent Society of Anmerican Archivists’ Handbook on appraisa
and accessioning has enphasi zed the inportance and the difficulty of appraisa
in the words: ‘Records appraisal is best considered as a process that
requires extensive staff preparation, a thorough analysis of the origin and
characteristics of record series, a know edge of techniques for the segregation
and selection of records, an awareness of the devel opment of research
met hodol ogi es and needs, and a sequential consideration of admnistrative
research and archival values.” It is fromthis position that a nore
detailed examnation of criteria must be attenpted for the key to appraisa
lies in that ‘sequential consideration” with which he concludes his statement.
Accepting the admnistrative elenent, many have attenpted to deternmine
“historical criteria . 1In the United Kingdomthe Public Record Ofice and sone
| ocal government offices have approached the problem in this manner and one
such set of criteria recognizes the following elements: admnistrative needs
admnistrative history (i.e. docunents having an informational content regarding
t he devel opnent of the organisation), geneal ogical and denographi ¢ val ue, topo-
graphical value, and an anorphous area of docunmentation which relates to the
i mpl ementation of national policy at whatever level is relevant.
I nevitably, however, such criteria reflect the characteristics of the agency
concerned and it is desirable, therefore, that a nore generalised statenent
shoul d be established and, once again, the archivists of the U S A help to
provi de an answer. As |long ago as 1944, one State archivist attenpted to |ay
down a set of rules(15) and this, of course, was done even before Schellenberg
prepared his major study of the whole nodern records issue.(16) Mre recently
one of the most conprehensive statements of criteria has been published, an
analysis so valuable that it requires extensive quotation:

‘Determnation of archival value is an act of judgement and
therefore necessarily nmore or |less subjective. But it is
possible to mnimze such objectivity by defining the objec-
tives and criteria of appraisal, i.e. by setting forth standards
of value in terns of which the appraiser nakes his judgments.

It should be stressed that the appraiser is not concerned with
‘primary values’, those of the records for the originating agency
in connection with the inplementation of its basic functions, but
rather with ‘secondary values’ , the residual values the records
may possess once they have become non-current. These secondary
values fall into the follow ng principal categories:
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(a) Continuing admnistrativelegal, and/or financial values
for the agency of origin and/or other agencies even after
the records have lost their primary value for current
operations.

(b) Values that the records may possess which serve to protect the
civic, legal, property and other rights of individual citizens
or the public at large - the ‘individual rights’ value

(c) 'Evidentiary’ or ‘functional documentation’ values - i.e. those
reflecting the historical evolution of the creating agency in
terns of its powers and functions as established by |aw or
other regulation, its organizational structure, its programred,
policies, procedures, decisions and significant operations.

Key records having such values are needed over the long term

as evidence of the agency’'s stewardship of the powers and
responsibilities officially assigned to it. Mreover, by
exploiting the experience enbodied in these records, future
officials whose work lies in the same area of responsibility

may benefit from both the successes and failures of their
predecessors. Basically records of this kind help to give
continuity and consistency to the actions of the creating agency
over tine.

(d) Informational value,i.e. those contributing substantially to
research and scholarship in any field of know edge. The appraisa
process here weighs the potential research values of records for
the historian, political scientist, economst, sociologist,
geographer, statistician - indeed for social and physical scientists
and students of the humanities in every discipline.’

The author concludes: ‘clearly appraisal is not an easy task; indeed it is
probably the nost demanding of all the professional responsibilities of the
archivist . . . It is the key phase by virtue of the fact that appraisa

decisions irrevocably determne the content of the archives to be preserved
permanent|ly and therefore the nature of the sources available for use in the
future by government, the research comunity and the public generally. ’

1.15 There is yet another factor to be considered in this prelimnary exam nation
of appraisal. The archivist, traditionally, has been concerned wth
i ndi vi dual pieces or itens irrespective of format. He has l|isted vol unes,
rolls, parchments or paper sheets as they fell within the class or series
under exam nation. Since the mddle of the last century the standard
pattern for admnistrative docunentation has been the paper file: a collec-
tion of itens, usually in chronological order, ideally, but not always
relating to a single topic, person or place, and threaded, clipped or
otherwi se attached within a cover. So long as this was still the occasiona
usage it was possible for the archivist to consider each itemwthin the
cover, but in the circunstances of contenporary governnent (in the w dest
possi bl e sense), this is no longer practical and whole series of files nust
be assessed together, the individual file normally replacing the individua
itemIn any consideration. Appraisal of conventional records, therefore,
has become a matter of consideration of files, individually at the |owest
| evel of selection, but nore usually of series as a whole anounting, perhaps
to thousands of actual files. Later in this study there will be cause to
refer to series such as the pronotion files for soldiers in the German
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Federal Republic, anounting to some 130,000 individual files; or to the
sickness insurance files in Finland where a single series includes 2,802,000
files.(18) It is in relation to quantities such as these that the above
criteria must be considered and it is in such cases, too, that the archivist
faces decisions which may include the destruction of the entire class or
series. The appraisal challenge, therefore, rests essentially upon the
nature of the actual files under consideration: of what do they consist?
have they been properly maintained - indeed has the filing system itself,
been adequately thought-out in the first place? are they individual and
variable in nature or do they form a homogeneous mass of papers concerned
with one function only and essentially simlar in character?

It is of special interest to note how clearly has been stated in recent years
the distinction between admnistrative and research criteria and it my be
argued that so far from casting aside earlier precept, what has happened is that
Schel I enberg’s thesis has been added to that of Jenkinson, so that admnis-
trative control of records so far from being denigrated by the growth of
managenent techniques, remains the primary factor in all appraisal supported

by the secondary study of research values. It is necessary, therefore, to
consider briefly the timng of appraisal programmed, a matter which has already
been touched on in discussing the variations of methodology. It has been seen
that there is a tendency to approach appraisal from one of two standpoints
either it is carried out on the basis of, and as a direct result of,

scheduling in which case each category of material will be evaluated on the
basis of the time scale agreed during the drawing up of that schedule; or,
alternatively, all records, irrespective of inter-class variations, wll be
reviewed at set times during the life-cycle of the records. In this regard

it is Interesting to note that the Anmerican studies cited above, and indeed

the appraisal regulations of the U'S. National Archives and Records Service
have little or nothing to say about tines and seasons; whereas the Public
Record Office instructions are based on the concept of reviews five and twenty-
five years after closure of the file.

1.17 In either event the primary evaluation will be on the basis of admnistrative

1.18

need and certain archival classes (i.e. classes, or series, of known adm ni-
strative, legal or fiscal, evidential or informational worth to the agency)
will be identified and will join those earlier archives already accepted as
of indefinite life (i.e. permanent so far as anything can be). This basic
analysis which may be carried out by the agency itself, or by the agency

in association with the records service, will normally lead to only one of
two decisions: retention or destruction. There is usually little room
for any other decision for it is rare for the organisation concerned to have
need for only a partial retention of a particular class

When, however, secondary values are under consideration the position is sone-
what different. Here the archivist is not dealing with series of known
archives so much as re-examning what one mght term‘the discard pile’ . Those
records which have been selected by primary criteria are unlikely to be
re-assessed, but those which the agency has rejected may nevertheless be of
concern to the archivist and to his clients. In this regard, therefore, there
are three possible answers to the appraisal question: retention, destruction
and partial retention. It is this last with which this study is especially
concerned, but it is a decision which may take one of two forms. In the first
place it may Involve the detailed examnation of individual files and a process
variously ternmed weeding, stripping, purging or screening. This is essentially
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the renmoval fromthe file of ephemeral papers, or the selection froma file
of those particular forms of records which are regarded as of long term val ue
though the bulk is dross. It has been rightly observed that ‘normally, the
processor cannot justify taking the time required for weeding in a corres-
pondence file, but this does not prevent a decision to cull certain types of
material ..." (20) The decision to retain |less than the whole may however
involve a very different process, the selection of part of the material on
the basis of a scientific statistical nethod or on the basis of criteria of
quality and it is this process which is termed ‘archival sanmpling’ and with
which this study is primrily concerned.

1.19 In fine, therefore, the appraisal of records Is essentially a phenonenon of

the present century, forced upon archivists by the sheer bulk of documentation
created by present-day governments. Methods of approach may, and will, vary
from country or from archive service to country or service, but there are few
archival services worthy of the name which do not now enploy some neasure of
records managenment and therefore some form of appraisal. National |egislation
may determne the time-scale for evaluation and the period before access to
the public is permtted, but the problem both econonic and cultural, wll be
the same in that bulk presents inpossible storage costs and inpracticable
research media; so that, although the scholar and the archivist may each
deplore the need for destruction they nust per force cone together in a deter-
mnation that only that is kept which will really be worthy of future considera-
tion whether by government or for the purposes of research. In this already
conpl ex area the added problems of machine-readable records and the other
results of modern technology play an increasing role. As aresult it is fully
apparent not only that not all records can be retained but that it my be
possible to keep a part only of series which would otherwise be lost. It is

al so postulated that such portions of the whole can nonethel ess provide as
satisfactory a unit, both as the record and as a research tool, as would be
found were the whole class or series to have been retained. It is the purpose
of the remainder of this study to probe into that suggestion.
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Sampling: Sone Theoretical Considerations

A useful, general and non-technical definition describes sanpling as ‘a snal
separated part of something illustrating the qualities of the mass’ and the
taking of a sanple is said to enable one to ‘get a representative experience’
or to ‘test the qualities’ of the subject of the exercise.(1) It follows
therefore that sanpling, in the archives sense, is the deliberate selection
of certain docunents (files, volunmes or whatever is the nornmal format wthin
the class or series), as an exanple of that class or series for permanent
preservation

There is of course a sense In which all selection at whatever level is a form
of sampling, and that the nonent a decision is taken to retain | ess than the
whol e, this process comes into operation. But this actually begs the question
for sampling is a very specific method of selection enployed by the statistician
to answer problens in quantitative analysis, and also a determ nable process
whereby the archivist attenpts to reduce bulk, not at an early stage of the
management procedure, but as part of the final stage of control. In other
words, sanpling is not a check inposed by the adm nistration which created the
record, but a technique related to reference and research needs and one aspect
of the final determnation of the future of the record based on historica

and simlar criteria. It is true that a recommendation to sanple may find its
way onto a disposal or retention schedule as part of the ultimate disposal plan,
but it should only be adopted after clearly defined principles have been laid
down by the archivist, not by the records manager (unless they be one and the
same person), and possibly with the advice of an expert in statistical analysis
or a scholar in the field nost likely to find use for the result of the
sanpling process.

It follows that this procedure is particularly suitable, at least in theory, for
those records generically referred to as special category or particular instance
papers. Schellenberg defined these as:  ‘recurrent records - the kind that can
be apprai sed on the basis of their informational content, that pertain to
specific actions which are usually definitely termnable, and that can ordinarily
be retired by schedule for disposition .(2) That may indeed be true, but as the
archivist knows only too well, often enough they also consist of bulky classes

of sensitive or confidential papers which nust be kept for a considerable period
of time, even as long as 50 or 100 years, before they can be destroyed, let alone
made avail able for research and which, while they may contain significant
information, especially of a personal character, are so bulky as to preclude
retention as a whole. The question arises, however, whether such a selection

can ever be wholly satisfactory both in terms of archival principle and research
need, and, if so, how this can be carried out. Sanpling it is postulated can
provi de an answer to these questions though whether to the full satisfaction of
all concerned is part of the problem lying behind the concept of this study.

I deal |y, all should be kept: if this proves inpossible or inpracticable, how
best can a proper selection be attached?

Sampling, as wll becone clear, can involve various methods, each of which is
suspect to sone degree and in every type of sanple and every kind of methodol ogy
there are inponderable which rightly give rise to much uncertainty. In very
general terms a sanple can aimat one of two goals: either it can attenpt to
preserve what appears on subjective grounds to be the nost significant or
Inportant elenent of the series; or it can aimat achieving a totally objective
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selection in which actual content is subservient to the principle that

archives nust be Inpartial. Each of these approaches has its particul ar
virtues, each gives rise to serious msgivings, but the real Issue in archiva
ternms lies in the element of destruction. In every case, to take a sanple of
a record class or series inplies, and normally involves, destruction of the
residue.(3) This is the divide which separates the research scholar fromthe
archivist and which makes sanpling so difficult and dangerous an archival skill

When a scholar deens that a sanple is required for his statistical purposes

he selects, on an appropriate basis, a portion of the whole, but |eaving that
whole to be reconstituted and re-used time after time. In contrast, when

the archivist sanples, he leaves the portion so selected as the future whole;
the residue has gone and can never be used again. In 1969 the British Records
Associ ation chose ‘Sanpling’ as the topic for their Annual Conference seeking
advice from Canbridge scholars in this regard. The exanple chosen by the opener
of the debate was those probate inventories found anong British probate records
especially in the period between the sixteenth and eighteenth centuries. No
one woul d suggest or agree to the proposition that these records should be
sanpled archivally and the residue destroyed, so that whatever value the

di scourse had in explaining research nethod, it failed utterly to assist the
archivist faced with the vast series of today, the content of which is only
peripherally of value in conparison with the exanple chosen. The proper
application of any sanpling technique to records nust result in the destruction
of some records or it is pointless as an exercise, and ipso facto to the |oss
of some know edge, however |imted

It is apparent therefore, that while appraisal always inplies some destruction
based in the first instance on admnistrative grounds - the only basis upon

whi ch Jenkinson in his day woul d countenance selection - sanpling is normally

a method of applying non-admnistrative criteria and always involves a measure
of destruction. (k) Inevitably both purpose and application are open to question:
the archivist is, and nust be, concerned with the quality of the record, its
integrity and its inpartiality; the researcher, while acknow edging this aspect
of the matter, has also his specific need which may, or may not, have been
covered to his satisfaction by the action which has been taken. A sanple which
I's subjective may be too partisan, the purer objective sanple may in effect
emascul ate the class to which it is applied. It is therefore necessary to
consider the alternative methods of sanpling and to assess in theory their
strengths and weaknesses.

Al though term nol ogy varies sonewhat between nations there are four recognized
met hods of sanpling which can be readily identified:
(a) the taking of exanples or specinens;

(b) purposive sampling or qualitative sanpling on a pre-determned pattern
or basis;

(c) systematic sanpling also on a pre-determned basis; and
(d) random sanpling enploying specific and scientific objective process;
both (c) and (d) may at tines be referred to as quantitative sanpling and since

each formrequires its own pattern of constraints, each nust be examned in
sonme depths
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2.8 The exanple. This is a usage which has little if any true archival nerit and
may also be said to be of uncertain value for research purposes, yet,
occasionally, it may be adopted with some Justice. It is sinply the selection
from an epheneral series of papers of one or nmore specinens to illustrate

admnistrative practice at a particular date. It may be applied to any series
of records which will otherwise be destroyed in toto and even occasionally
unused forms may be retained as exanples of what was once done. It Is a

usage which may well be applied in the case of those housekeeping records, e.g
postage books and other minor financial records, which will not be kept for
adm ni strative purposes and have no known research potential, but where the
retention of an exanple or specinen of a class will at least help to conplete
the picture of a former admnistration and may help to provide precedent for
future action.(5) The resultant exanple remains an archive in the technica
sense, but has very limted historical or other use since it can only be cited
as an indicator and in no way used for conparative or statistical study. It
I's possible to retain a nunber of exanples - a ‘representative sanple’ - in
which case there is a simlarity to some nethods of systematic sanpling, or

it may be that exanples are chosen to illustrate nonments of change in the
nethods of document keeping. \Whatever is done it is clear that all finding
aids should state plainly what has been retained and the basis upon which the
exanpl es were chosen. In British Local Government experience this type of
sanpling has been used on occasions with the records of the forner Boards of
Guardi ans, 1836-1930, sinply to show that certain classes were once maintained.

2.9 Purposive sanpling. Only one renove from the taking of exanples is the nore
systematized method of qualitative or purposive sanpling and nothing gives
rise to nore uncertainty than this technique, for this process is, and nust be
essentially subjective. |t takes place when a selection is made on a pre-
conceived set of criteria, the intention being to retain the nost significant
or inportant records of a class or series. The simlarity to the exanple is
clearly apparent, but the process is carried out, not because it seens desirable
to retain a specinmen, but because certain material, in an otherw se destructible
class, is considered to be of special value for research. The difficulty is, of
course, that although the sanple thus taken may have a certain subjective
validity, it provides a biased or skewed picture of the class in question and
has no worth in terns of statistical analysis except within very circumscribed
limts. Nevertheless this kind of sanple has been taken by archivists from
time to time sinply because it offers a means of retaining information of a
specific kind on a variety of topics, where the class as a whole is of little
general significance

2.10 Before whol esal e condemmation is accorded, it is proper to reflect that when an
adm ni strator selects on his own criteria, sonmething very |ike purposive
sanpling takes place, the question being whether admnistrative criteria are to
be regarded as archivally valid while historical, sociological and other bases
of selection are not so regarded.(6) Any form of selection other than some
types of systematic sanpling and all randomsampling will, in fact, be subjec-
tive even though the criteria laid down may be legal, fiscal or admnistrative
in character, but whereas in theory it is perfectly proper for the officer of
an agency to determne what will be useful to himand his successors for the
purposes of the agency served, if a third party determnes selection with
research interests in mnd then questions of validity and subjectivity
inevitably arise.

2.11 It may be useful, in this general discussion, to consider one or two exanples
from British experience In the past sinply to illustrate occasions when this
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met hod has been used and to judge the problenms surrounding it. Among the
Destruction Schedul es i ssued over the years have been ones concerned with

the records of the former courts of Quarter Session and with the records of
the Coroner. In each case the actual records, although designated Public
Records, are held locally and admnistered at that level. So far as the
records of the Courts of Quarter Sessions were concerned, schedules of 15
Decenber 1941 and of 13 February 1968 each dealt extensively with the crimna
aspect of the courts’ activity, the only essential difference being that the
former permtted records of |ater date than 1837 to be destroyed, the latter
only those nore recent than 1889. In each case indictnments and depositions of
wi t nesses were scheduled for destruction after a period of years except, in
the first case, for those relating to riots, a category extended in the second
instance to include ‘cases relating to riots and to matters of public interest
such as commons and waste lands’? The fact that this decision’ taken at the
centre could lead to the destruction of practically all records of a crimnal
nature concerning the Courts between 1837 and 1970 is perhaps of |ess nonent
to the present argument than that one schedule limts retention to a very
smal | elenment ignoring all other matters of special interest while the other

| eaves a very wide area of discretion to the custodian of the records. It is
clear enough that this kind of instruction nmay lead to a very uneven coverage
of an inportant series of |ocal docunentation.

The case of the records of the Coroner’s jurisdiction is even nore difficult to
justify.(8) In this case the Hone Ofice Crcular No.250/1967 indicated that
only registers and papers relating to treasure trove were to be retained, but
it then went on to indicate that because cases of sudden death such as were
brought before the coroner could contain matters of special historical interest
the custodian m ght choose to keep other unspecified case files. In this
instance it is apparent that the archivist, or whoever is responsible for the
records, has the w dest possible discretion to select whatever seens to himto
be of ‘interest’, so that, if the officer in question happens to be interested
in industrial matters cases of accidents in factories may be kept, but if that
Is not his particular concern they may equally well be destroyed

One other case from experience may be cited, for it both indicates the value
and the weakness ofthis kind of archival sanpling and shows wel| enought why
the researcher may be thankful that a purposive sanple has been kept, while
deploring the method and its affect upon the series as a whole. In this

special case a series of records was found concerning the working of the appel-
late tribunals established under the British Mlitary Service Acts, 1.916.(9)
These records consisted of registers giving brief particulars of all cases
heard and files of the nore detailed case papers. Consideration was given to
the destruction of the latter, but it was found that while the vast mgjority
dealt with brief extensions given to tradesnen and others before call-up to

the Forces, a small nunber dealt with conscientious objectors, a matter of

far greater social and historical interest. The result was that a small syste-
matic sanple was taken of the case files as a series, but that all files
concerning conscientious objection were retained. Ignoring for the noment the
systematic el ement, the purposive element was a clear case of the retention by
this method of a small group of records having some specific research potential.
I't was valid on two counts: first that it could be used within the constraints
of records in general concerning pacifism during the First Wrld War; second,
that thanks to the existence of the registers, it was still possible to make an
overal | statistical analysis of the class and to assess thereby the nature

and quality of the work of the Tribunal. On the other hand it could be argued
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that survival depended upon the personal opinion or subjective judgenment of
the officer determning the selection and that that fact, ipso facto, invali-
dated the whole exercise. No one is ever likely to be wholly satisfied with
purposive sanpling, yet it is one method of ensuring that records containing
information of sonme special or peculiar interest or value are retained from a
| arge and predom nantly epheneral class or series

2.14 Systemmtic sanpling. As in all matters concerning records managenent, it is
important that termnology should be exact and certainly in the UK there has
been considerable confusion until recently over the difference between syste-
matic sanmpling and random sanpling. It is only relatively recently that the
statistician has persuaded the archivist to adopt his nethods and term nol ogy
with the result that, for many, any sanple based on nunerical series or
chronol ogi cal series was regarded as ‘random As will be seen later ‘randon
sanpling not only involves a haphazard selection but also requires that every
p|ece in a series has an equal chance of being selected, the very anithesis of

‘systematic’ sanpling. As the name inplies, systematic sanpling depends upon
the establishment of a particular pattern of selection in that either every
nth. file is preserved, or else all the papers for a particular nonth, year or
other chronological unit.It used to be considered that, especially in the
former case, the result was sufficiently haphazard for statistical analysis,
but this is not necessarily the case and researchers have conplained in the
past of the wong papers being retained by this method. In the chronol ogi cal
case, there has been a tendency to retain census year records, or for records
to be kept for every fifth year. In the case of British rating records a
fifth year retention has been supplenented by the records of years in which
particular legislation affecting the assessing of rateable values becane
effective, but this too has found as many critics as supporters.(n) This
system has In fact been used for other classes of financial records where
their content is basically simlar and of very little moment, so that either
every nth. volume could be kept or that the volumes for particular years
are retained. It is apparent that while a reasonable cross section may result
with a large series of files, when this systemis applied to volunes the
keeping of a systematic sanple may result in something very close to the
keeping of specimens or exanples, and that in those circunstances some of the
criticism which has arisen is readily understood.

2.15 The following quotation froma letter received in 1970 will illustrate just
how confused sone archivists have been regarding this method and al so show
how unsatisfactory the outcome can be

‘I see the P.R O Schedule suggests random sanpling of post-1889

indictments. Is it inportant howthis is done or can it be entirely
random providing nothing of real interest and inportance is
di scarded? The reason | ask is this: | tried several nethods wth

one huge bundle of about 200 sunmary convictions and depositions: by
saving every sixth summary convictions and every fourth deposition |
found | had selected 100 per cent female offenders: The whole

bundle didn't suggest this at all.’

This illustrates not nerely a conplete confusion regarding the meaning of
‘random , but also the very curious way in which a deliberate attenpt at randomess
can result in an atypical selection. It again, perhaps, underlines why scholars
have been | ess than satisfied with this as a method of selection despite the current
opinion that systematic nethods approximate to randommess. It also, of course



Optical Character Recognition (OCR) document. WARNING! Spelling errors might subsist. In order to access

to the original document in image form, click on "Original" button on 1st page.

- 14 -

stresses the archivist’s acute dilema between the purely objective sanple
and the destruction of that which is, or which appears to be of ‘interest’

Even when papers are retained at, for exanple, five or ten year intervals

it is still possible for the information desired by the searcher to be |ost
by reason of the elimnation of the records of intervening years. That being
so, the fact that scholars also find this method unsatisfactory for the
provision of an adequate objective data base, determnes that considerable
doubt nust be expressed regarding it. Yet it remains a firmfavourite anong
archivists largely, one suspects, because it is so easy to apply

2.16 Before |eaving systematic sanmpling, however, one nust briefly refer to two

2.17

related methods referred to as ‘the Turnus systemi and ‘regional sanpling
each of which Is a formof representative sanpling. Each of these nethods
refers to the case where there are a nunber of regional or district offices of

the same central agency. In the first case, records will be kept in a form of
rotation, i.e. district Awll retain records of year 1, district B of year 2
and so forth. In the second case the records of one or more of the district

or regional units are retained as representative of the whole. Neither system
Is entirely satisfactory for the reasons previously indicated, though the
“Turnus’ pattern is the nore acceptable for statistical purposes and the

|atter method has the advantage of keeping all the records for the particular
units selected

Random sanpling. In the world of statistics, randomess inplies that every unit
In a series has an equal chance of representing that series - the sanple is
essentially haphazard and In no way depends upon patterns or periods as does
systematic sanpling. This, therefore, is the method adopted for any poll taken
purely on a statistical basis. Any special features are elimnated fromthe
sanple, which nust be as ideal in an objective sense as it is possible to make
it. One study on statistical method refers to the fact that a poll based on a

t el ephone directory automatically omts those persons wthout a tel ephone or
ex-directory and therefore is not truly random except wthin that constraint
and many simlar exanples could be quoted.

In the case of archives, therefore, all those considerations which have been
exam ned for purposive and systematic sanpling are strictly eschewed. The
true random sanpl e must avoid at all costs any suspicion of special cases or
special pleading, neither may it relate to nth. items or years or in any other
way take particular interests into consideration. [f all these matters are
rigorously excluded it is then argued that the result will be acceptable for
quantitative analysis or for any other statistical purpose. The unspoken
corollary is, of course, that all the residue of documents is destroyed! \hen
a ten per cent poll is taken for political or other purposes the remaining
ninety per cent of the population is not thereby condemmed! That, be it

added, although a fact of archival sampling is by way of a caveat, it does not
of necessity invalidate the method used

2.18 Everything to do with this process nust be of a random nature and it cannot

therefore be carried out without some sophisticated el enents. The basic need
is for a random nunmber table. This is a table of numbers ‘found by a kind of
electronic roulette wheel and . . . checked in many different ways to ensure that
they are as random as possible’. As a result they may be read to left or
right, up or down and as single digits, in pairs or triplets according to the
total number of items in the parent group to be sanpled. The second - but

time consumng and thus costly - requisite is that the whole class or series

of papers to be processed nust be nunbered throughout so that each piece is
identifiable by an individual nunber unique in itself.
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2.19 Inusing the table it has been suggested that the starting point be determned
by the drop of a pin and the reading direction by reference to the mnute hand
of a watch or clock. In this regard the follow ng explanation has been given
“Read the nunbers upwards if the time is between 7 1/2 mnutes to the hour and
7 1/2 minutes past the hour; read the nunbers to the right if the mnute hand
Is pointing to the right anywhere in the quadrant between 7 1/2 mnutes past the
hour and 22 1/2 mnutes past the hour ...” and so forth.(15) If therefore a
series of 900 files is to be sanpled and a ten percent sanple is required once
the starting point and direction have been determ ned, the nunbers will be read
off intriplets until the full sanple of 90 pieces has been nade, any nunber
above 900 being ignored en route.

2.20 Despite the nerits which are apparent in random sanpling, the inherent conpli-
cations indicate that it is not a task to be lightly undertaken and it may well
be that expert advice should be sought from those likely to use the result before
enmbarking on the project. In any event the size of the sanple is a matter of
concern both to the archivist and to the user.

2.21 Size of sanple. In all sanpling the size of the resultant group of pieces is
a matter of sone concern, and although the archivist in determning size wll
al so be concerned with the continuing nature of the class involved and the
future needs of that class in however nutilated a form in the case of random
sanmpling certain other factors will also apply. It is one thing to decide on
the retention of certain papers or volumes because of their content or because
they cover particular years, but neither of these criteria is valid for quanti-
tative analysis. In this instance the archivist nust bear in mnd that the
| arger the sanple the nmore accurate will be the result in ternms of show ng the
nature of the parent group, and that the degree of accuracy required wll
therefore be a determning factor in deciding the size of the sanple. It is
important to appreciate that absolute size is more significant statistically
than the proportion, i.e. if a class of 100,000 pieces is sanpled, a sanple
of one hundredth may contain as nuch essential information as one of a tenth,
provided the class is homogeneous. In other words, the more honogeneous the
base the smaller in absolute terns the sanple can be to incorporate essentia
information. Plainly detailed know edge of the content is a prior condition
bef ore sanpling methods can be determned and this again nay be a reason for
consulting the potential users of the records before a determnation is made

2.22 (Qbviously such considerations do not apply to any of the other methods, for
the fundamental criteria are wholly different. In the case of the Mlitary
Service Act, 1916, the whole of a particular elenment was sanpled partly
because of its intrinsic interest and partly because it was a small enough
element to be preserved as a whole. A ten per cent systematic sanple is
likely to be determned largely on the size of the whole or because census
years or sone other termof years is likely to give the nmost generally usefu
result. The archivist is constantly made aware of the basic problemthat
sanpling involves the destruction of information, and that whatever system or
possi bly conbination of systens he chooses to use nust provide the best possible
answer in terns of the record to be sanpled and also in ternms of his clients
who will have to use the result. Despite the need for objectivity sone
personal judgenment nust enter into all kinds of sanpling, not least in the
determnation of the size of sanple. Even in the case of the random sanple
a decision must be made which is totally different in kind fromthe sanple of
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individuals or of their opinions, for someone is deciding to keep a set
quantity on the basis of the likely research value of what is kept and that
deci si on whether taken by the archivist or the scholar will be a subjective
j udgement .

2.23 The size of sanple will depend upon the nature of the record, its content and

apparent significance, and upon the purposes to which the sanple once obtained
is likely to be put. A ten per cent sanple may appear to be a sinple standard
but there may be cases where, on account of the size of the series and its
content, only five per cent or even one per cent will be a valid exercise

Equal Iy, it may be that purely quantitative assessnents are immaterial, and
that entirely different criteria commend thenmselves to the person responsible
for decision taking. Wether this should be so will be considered later; it
has been so in the past and it is well to consider international practice in
this contentious area.

Not es

1. Concise Oxford English Dictionary.

2. Mdern Archives, P.108

3* The point at issue is that various nmethods of sanpling may be applied to the
same archive unit, as for exanple was done in the case of the records of the
Regi strar General of Shipping in the United Kingdom In such a case, although
there will ultimately be a measure of destruction, the selection for preservation
element will be larger than the original sanmpling inplied.

4. See also the discussion on P.17-8. F.B. Evans cites a case in Pennsylvania
where sanpling took place in order to illustrate procedure. This ‘representative
sanple’ is a formof exanple valuable for establishing precedent and as having
evidential value for the agency concerned.

5. The exanple given in fn. 4 above is of this kind. One might regard the
conpi lation of abstracts a not dissimlar process, though it is not, of course
sanpling as we understand it.

6. It has been pointed out that it is for this reason that the British pattern of
a ‘first (admnistrative) review has been rejected in the US A and it is note-
worthy that the present investigation into the British methods are partly the
result of the risks of ‘admnistrative bias’ . (The report of the Conmttee headed
by Sir Duncan WIson on current British practice, Mdern Public Records (Commd
8204), HMS. O , was published Just too late to be considered in detail for this
st udy).

7. Home Ofice Crculars. (a) Public Records: Cerk of the Peace, Second Schedul e,

30 Cct. 1941, ref. 832,538/11. (b) ref. 38/1968 Public Record Acts, 1958 and
1967. It is acknow edged that such schedules tended to be capricious and are no
| onger in favour, but problenms have arisen in application.
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8. Hone O fice Grcular, ref. 250/1967 regarding Coroners.

9. 5& 6 Ge0. V, c.104 continued by 6& 7 Gee. V, c.15

10.

11.
12.
13.
14.
15.

It can of course be argued that neither the taking of exanples nor purposive
sanpling (i.e. selection of most inportant material) are true sanmpling since
in neither case is the totality of the class or series represented by the
selection made. Nevertheless this conmon term nol ogy has been and is still
used and the practise may play an inportant part in an overall ‘sanpling
procedure. See also P.78, fn. 1.

A leaflet on this subject was issued by the British Record Association.
A. Kromow, op. cit., p.20.

Russel | Langley, Practical Statistics, (Pan Books, 1970)

|l bid., pp. 42 and 43.

Ditto, pp.42, 44.
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Sampling of Conventional (textual) Records - Practical Experience

The initial approach to this study involved the seeking of information froma
nunber of established archive services by the neans of a sinple questionnaire.
This asked whether the repository had used sanpling techniques; in what circum
stances they had been used and what nethods had been enployed; what size of
sanpl e had been taken and upon what criteria the choice had been made; and,
finally, whether difficulties had arisen either because the methodol ogy had
proved unsatisfactory or because of searcher reaction. Unfortunately not all
those archive services approached replied and of those that did, although
unifornmy very hel pful, few actually answered the questionnaire in such terns
that any conparative analysis proved possible.

Neverthel ess the information forthcom ng was extrenely relevant to the matter
under consideration and is therefore well worth setting out in a condensed

form It is also of interest to note that sone confusion over nethodol ogy

and termnology is still apparent and there is a tendency for those countries

or agenci es which have a |long docunented historical tradition to be |ess sure

of the conplete validity of the statistical nethods than those [ands with a
shorter docunmented history, though with massive contenporary archives. Although
it is clear that simlar concern over nethods has been experienced in the New
Wrld as inthe Od, there appears to be a tendency for nodern technol ogy to

be nore readily assimlated there than in Europe

The evidence submtted falls into two categories: that including practica
exanples and that essentially of general principle and theory. To this has
been added some additional information culled fromrecent articles in profes-
sional literature. This chapter, therefore, takes the form of a resung of
each body of evidence arranged by country and where appropriate, by agency
followed, if it seems necessary, by a very brief comrentary on what has gone
before. It also needs to be stated that where detailed and practical evidence
has been received, in nearly every case it relates to series of files concerning
wel fare, health or unenpl oyment insurance thus indicating a conmon factor in
the determnation of material to be sanpled; and also that while this is so
there is always an inponderable factor of national individuality, so that in
terms of evidential or informational content each series of records will vary
according to the country of origin.

3.4 AUSTRALIA: Australian Archives. Canberra. The Australian Archives service has

accepted sanpling as a valid element of its records disposal programe wth
appropriate instructions for those carrying out such actions.(l) The decision
to sanple is normally enbodied in the disposal instructions, formng an el enent
of the General Disposal Schedule governing each class. It would appear that
these nethods are limted to the exanple, purposive sanpling and systematic
sanpling and that although the word ‘randomi is used this in no case inplies
purely statistical sanpling methods. Two distinct cases are identified:

(a) The case of ‘tenporary value records’ where the aimis to retain such
specimens or representative sanples as wll indicate what such series
once contained. ‘The sanple attenpts to reproduce essential characteri-
stics, functions or features of the series; . . . and the nunber of itens
selected . . . varies according to (1) the nature of the information or
activity contained In or reflected by the series or class; (2) the rate
of accunul ation of record items; (3) the format of the series or class
(4) the significance of the series in relation to the records naintained
by the agency! In this way a sinple series, e.g. Treasury forns, may be
represented by a single itemto show the formof the record and the reaner
of use’ .
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(b) In the case of selective sanpling of case files series ‘criteria
shoul d be established for the selection of those conponents which
have research potential’. This schene will be devel oped jointly
between the Archives and the agency and selection will be *randoni
(i.e. ‘taken at random and including the first and last itemin
a series’ ). The actual selection process on the basis of the
Di sposal Schedule will be carried out by agency staff, though if
tenporary records are held in archive custody, as opposed to agency,
then archives staff wll be responsible.

The purpose of all sanpling is to reduce quantity; the choice will arise from
the constraints inherent in the specific circunstances of each record situation;
and the nethod is ‘to take a structured sanple on a continuing basis’ . It is
accepted that a ten per cent sanple is adequate. Exanples are provided of
Sponsored Students’ Files and War Veterans Case Files. The forner is an exanple
of a topographical systematic system-

There are three elements to be distinguished. (a) The particular
educational schene (one of’ nine); (b) the country of origin of the
student; (c) the course to be taken. Since the schenes were
designed to cater for particular groups of countries a ten per cent
sanpl e fromeach country ensures that the different schenes will be
represented, that the countries will also be proportionately repre-
sented, and that the variety of courses will be covered. This selec-
tion is agency controlled before transfer to the archives on the
basis of ‘files due for sentencing annually rather than the nunber
created each year’

3.6 This interesting report enphasises the traditional view of sanpling and the

3.7

3.8

desire to evolve criteria of significance. It should be conpared with the
report from Canada where a nuch nore radical approach has been established.
There appears to be little evidence of an appreciation of randomess in the
statistical sense and there is nuch enphasis on the value of specinmens or
exanpl es of series and classes.

CANADA.  Public Archives. The Canadian archives include extensive series of
case files which, in the past, were ‘usually selected only with a view to
reflecting, if possible, all aspects of a particular programi. The realisation
that this approach, while reasonably acceptable in terns of traditiona

research, was totally inadequate for the social scientist and for those using
quantitative methods, has led to a closer exam nation and greater use of random
statistical nethods. The National Archives are now ‘comitted to devel oping
met hodol ogi cal | y sound sanpling techniques’ and have used the records of the
Unenpl oynent I nsurance Conmi ssion as a means of establishing satisfactory
criteria

Unenpl oynent I nsurance Comm ssion. The records of this body are
hel d both centrally and at a | ocal |evel and sonme paper records

are retained at both levels. The Central Pay O fice, however, also
hol ds a conputer file, mcrofilmcopies of correspondence of forms
detailing specific problens and of conmputer tapes. The class of
benefit claimfiles, 1971-9, alone anmounts to twenty nmillion files
held on mcrofilm cassettes. The Unenpl oyment |nsurance Conm ssion,
itself, ‘maintains a continous longitudinal A D.P. sanple’ of these
claims.(2) Because all this material is linked with other taxation
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and enpl oynent records by the use of an identifiable Social Insurance

Nurmber, if has been possible to take a 10 per cent statistical sanple
based on those files which bear a S.1.N nunber with a termnal digit 5.
This application can not only be used in terns of creating a data base
within the conputerized system but can also apply to paper files

bearing the final digit 5. A second stage or refinement in this sanpling
exercise is based on the distribution of nanmes so that ultimately the
sanple will be of files, whether conputerized or paper with the termna
digit 5 and a name beginning with a particular selected letter chosen on
the basis of alphabetical distribution

It was also stated that experience suggested that in the case of established
and fairly static programres there may be an advantage in the taking of
‘periodic’ sanples rather than continuous sanples. ‘Preserving hundreds of
metres of randomy sanpled case files containing essentially the sane informa-
tion over a given period of time overburdens the researcher and needl essly
squanders archival resources. It may be nmore worthwhile in certain situations
to sanple periodically the records to ‘tie in” with ‘research activities or
document a changing program or aspect of the societal environment’

This is an inportant exanple in that it is regarded by those using it as
acceptable in all respects. It will therefore require further exam nation
because it is the nmost radical single systemreported and because of these
clainms that it satisfies both traditional research and quantitative analysis.

CZECHO SLOVAKIA. Archivin Sprava, Prague. The Czech Socialist Republic does
not use sanpling nethods to any great extent and the uses of such nethods are
defined in broad terms in the Regulations concerning records disposition.
Nevertheless in its view there are three circumstances in which sone form of
sanpling mght apply:

(a) ‘when the character of docunents suggests that these might by
their contents, supplenent or illustrate informtion contained
in other documents judged as archival docunents

(b) when the character of docunments does not exclude a possibility
that these mght be judged as archival documents sone tine in
the future, although they do not have such a value under criteria
currently applied

(c) when the character of documents suggests that they will be of
interest to researchers

In respect of the methodol ogy this appears to fall into the category of

qual itative sampling and is cited as (1) cases where a few single docunents
(exanples) are taken - this appears to be the nmost frequent usage; (2) where
part of a set or series of records concerning ‘one specific sphere of action’
can be identified; and (3) cases where it seens appropriate for a conplete
set of records to be retained (i.e. all docunents originating from the activi-
ties of the organization concerned’). This suggests that the preference lies
bet ween sone form of exanple or a purposive sanple on one hand, or something
approaching regional sanmpling on the other. There appears to be no use of any
nmet hod which could properly be regarded as statistically random The inportant
comment is added that ‘the application’ of sampling “in practice, however) in
all respects depends on the Archivist in charge of the records selection
procedure. Such a subjective approach may result in a |lack of perfection,
insufficient precision or poor results ...’
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3.13 It is somewhat difficult to determne exactly how this methodology is

3.14

3.15

3.16

3.17

3.18

appl i ed, because of the uncertainty over the exact interpretation of techni-
cal terns. Very kindly the reply to the questionnaire was in English, but
even so, sone difficulty remains. It appears clear, however, that nothing
approaching statistical sampling is, so far, in use or is contenplated.

FINLAND.  Social Insurance Institution, Helsinki. The operations of this
institution create three considerable series of personal files - pension,

si ckness insurance, and rehabilitation files - which are retained, partly in
local offices and partly at the centre. In all, some 4,373,363 files were
retained in local offices in 1979. These records are kept for ten years
after the death of the insured person and are then automatically destroyed
but, in view of the potential value of the information for research purposes
in the fields of social security, social politics, history and medicine,

a sanple is retained. It has been considered that ‘a representative picture
of the insured popul ation coul d be obtained through continuous selection of
files of all insured persons born on certain days each nonth’. As a result
the files for all those persons born on the 8th, 18th and 28th of each nonth
are kept.

This selection has the advantage that (a) the day of birth also forns the
first two digits of the population register number; (b) the outcone is
approximately a ten per cent sanple; (c) the day of birth has no direct
connection with the insured person’s nmorbidity; (d) the like technique can
also be applied to burial ground clains; and (e) the same systemis also
applied to hospital and social welfare records. |In addition, however, the
earliest 1,000 clainms for national invalidity and old age pensions are
retained on historical grounds as are files which involve appeals to the

I nsurance Court.

Sickness Benefit Vouchers. Because these vouchers contain details of treat-
ment, medicines and travel expenses, a representative sanmple of one per cent
per annumis kept. This is obtained by the retention of records for certain
districts on certain workdays in February, My, August and Novenber. For

this purpose, too, the cities of Helsinki, Turku, Tanpere and Qulu were chosen
plus offices fromrepresentative insurance and hospital regions and the choice
depended upon | ocation and nunber of refunds, coupled with consideration of

t he nunber of insured persons and the proportional size of rural areas in
relation to the towns and cities involved

Clearly this is a very sophisticated procedure and results in a systematic
sanpl e of insurance files which is statistically valid. It is |ess easy to
Judge the validity of the selection of vouchers because the criteria of

sel ection appears very conplex and one wonders whether the result is as

val uable for research as is hoped.

FRANCE. Direction des Archives de France - Cté des Archives Contenporaines.
It is apparent that considerable thought has been given to the problem both

at the centre and in the Departments. Articles by Mchel Duchien(3) and F
Burckard(4) indicate an attenpt to reach a consensus of opinion on nethodol ogy
by means of a questionnaire to the various archive repositories. The former
reveal s that of sixty-three replies, forty (63.4 per cent) favoured statistica
sanpling over other nethods because, although random it was not arbitrary and
it was easy to apply. On the other hand it was criticised as being only use-
ful for numerous honbgeneous categories of record and that as a nethod it was
“blind (aveugle), and also that a high sanple was required in order to provide
adequate evidence of the series
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3. 19 The other nethod discussed was that of *‘specimen groups or series’ (fonds
témoins) and in this case thirty-one replies supported the nethod and twenty-
seven were opposed to it. The objections to this system were many. In
particular it was considered to sacrifice local history interests for an
I Ilusory uniformty which could lead to arbitrary specialisation by repositories.
The point was al so made that where fonds témpins were used it was necessary
for special information to be available regarding the holdings of repositories,
perhaps by the dissemnation of mcrofilmlists of such holdings

3.20 Details were provided of three sanpling exercises carried out at the Gté des
Archives Contenporaines, each case being a form of systematic sanpling rather
than true random statistical sanpling.

(1) Papers of Santé-Travail (Health and Enployment Insurance). In theory
it was agreed that the records of one entire year in every thirteen
woul d be kept as a whole and that the first year of deposit (1966)
woul d be appropriate for this purpose. During the subsequent twelve
years the papers of one nmonth only would be retained, but that the nonth
woul d change year by year, e.g. 1967 January, 1968, February, 1969 March,
and so forth, but with a proviso that the year to be retained as a whole
woul d be dependent upon any particular political or legislative change
which had taken place. In the event La Direction des Archives de France
ordered that because of the change of President in 1969, that year should
be retained, so that January, 1966, February 1967 and March 1968 were
kept along with the whole of 1969.

(2) Dossiers for Mners Social Security (Securité Sociale dans |es nines).
These records of the careers of individual mners have been sanpled by
keeping a ten per cent sanple and also in retaining the key docunents
relating to each individual (la feuille recapitulative de renseignenments).

(3) The records of three separate professions which have ceased to exist, viz.
harness makers and saddlers, dyers - launderers, and cycle and car maker s.
In each case a tenth sanple of the files is t aken,

3.21 The methods reported are essentially systematic and are typical of the outl ook
in Europe. Some comment will followregarding the mxing of a statistically
accept abl e chronol ogi cal systemwi th a measure of qualitative sanpling such
as occurs with the papers of Sant6-Travail. It is inportant to note that
mainly within the constraints of nore traditional nethods, the French have
probed deeply into the theory of sanpling and the dangers inherent in some
syst ens.

3.22 CERVAN FEDERAL REPUBLIC. Replies were received from the Bundesarchiv and al so
from Nordrhein - Westfalisches Haupstaatarchiv and Stadt Koln Historisches Archiv.
The general view expressed was that random or systematic methods were acceptable
for material after 1945 in date, but that in the special circunstances of the
Republic what coul d be done depended to a degree upon the relationship of the
Federal Covernment to its constituent elenments and it is apparent that |oca
conditions are of significance in interpreting sanpling experience

3.23 Bundesarchiv, Coblenz. Three separate exanples were provided:

(1) Professional promotion files of soldiers (Beruforderungsakten von
Sol daten). This is a class of 130,000 nunbered files which is stil
growing. A small sanple of 0.1 per cent (i.e. one file in each
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thousand) is to be retainedfhe size being determned by the fact
that there is nuch duplication of information in other records so
that a larger sanple is unnecessary.

(2) Civilian enployees files needed to establish service benefits
(Personal akt en von Zivilbediensteten). In this instance the main
series is not retained but those cases in which the Mnister of
the Interior has been concerned are kept. Selection is determned
by reference to the peculiarities of each office and the files are
therefore retained on a group basis for particular offices or for
special salary categories. There is also a sanpling of individua
files selected on a tinme basis, i.e. if the time lints of the case
so far as it applies to preservation in the admnistration runs
t hrough years which have the final digit O (1970, 1980, etc.). In
these cases the files are then listed and are offered to the
Bundesarchiv. A final sanple will be based on number series or
initial letter and will also take into consideration the specia
managenent features of the particular local office concerned.

(3) Imediate Aid Action files_(Soforthilfe-Leistungsakten der
Lastesausgleichsverwaltung). These are papers concerning war-damage
to property and a selection is made by the Adm nistration concerned,
the Federal Equalisation Admnistration, on the basis of one file for
each type of action within established and constant criteria. As a
result approximtely 0.1 per cent of the class is retained.

3. 24 Nordrhein-Wastfalisches Haupstaadarchiv. Selection is mde essentially
upon qualitative grounds. Although it is clained that the sanpling Is ‘often
at randonmi it appears that the nethodol ogy is either purposive or systematic
rather than random in the statistical sense. ‘W select, often at random
soneti mes choosing case files which are especially characteristic of the
adm nistrative pattern, or on a duration basis, or those files which strike
us because of the names of prominent people which occur’ . Another usage is
the selection of the records of a particular office or court which can be
regarded as typical or the whole, e.g. ‘there, too, we nostly use random
met hods, but are careful to choose an office or court whose authority does
not have too small an extent

3.25 When individual files are sanpled the methods used are by choice of years, or
of months, or on the basis of the initial letter of a nane, e.g. the letter
His a favourite choice. Oher nethods which have been enployed include
random spot checks on a fixed percentage basis and al so selection on a regiona
basis, especially in the case of Dussel dorf which may be regarded as reasonably
representative of the whole District.

3.26 Stadt Kdin Historisches Archiv. Large series of uniformcase files are sanpled
by retaining those for persons whose name begins with the letter H This nethod
provi des about 8.5 per cent sanple. It is a nethod recomrended about twenty
years ago as statistically valid and despite some objections has been adhered
to ever since. It has the inherent weakness in Gernmany that names of Romance
| anguage origin do not comrence with H but this objection is partially over-
come because the records of the Ofice of Aliens are retained in full. The
met hod has the considerabl e advantage that it is manageable for the archives
concerned, and practical in admnistrative terms. It is considered that a
nunerical system would be nore conplex to apply.
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3.27 The sonmewhat limted use of nore sophisticated methods is to be noted and

3. 28

3.29

also that (subject to difficulties of translation) the German usage of ‘random
appears to be far from specific. Further coment will be made regarding

al phabetical sanpling, but it is noteworthy that there is a recognition that
the use of one specific initial letter may have special local or linguistic
significance

UNITED KINGDov I nformation was received fromthe Public Record Office, the
Scottish Record Office, the British Broadcasting Corporation, a working party
of the Society of Archivists and the Kent County Archives Office. Methods
vary considerably but the Public Record Ofice, in particular, is tending

t owards random techni ques though still |ess sophisticated than Canada or the
USA

Public Record Office, Kew Sanpling nethods have been used fromtime to tine
sinply to reduce the bulk of long series of papers ‘with sone research
potential’. The nethod adopted has been ‘randonmi but avoiding the useof
random nunber tables, a percentage serial basis or a periodic time-series

has been preferred. There is some concern regarding the outconme of sanpling
met hods and while the comment ‘any sanple is better than none’ has been
received, a consensus view appears to be devel oping that where the retention
of a time series is not an option, it would be preferable to keep the whole

of fewer series rather than inperfect exanples of many. Future policy in this
field will depend upon the outcome of the Wlson Conmttee currently exam ning
British policy regarding Public Records.(5)

3.30 Twovaluable instruction |leaflets were prepared in 1975 regarding ' Sel ection

3.31

3.32

of docunents for preservation’ and the ‘Sanpling of records for statistica
use’. The latter paper includes the comment, ‘the taking of statistica
sanpl es does not preclude the selection for preservation of cases with an

i ndi vidual historical value provided the |atter is done after the statis-
tical sanple has been drawn and the two selections are clearly differentiated

No actual exanples of sanpling were submtted. (6)

Scottish Record Office, Edinburgh. Because of the nature of the hol dings and

the extent to which long series of admnistrative records are held by the
Public Record Ofice rather than in Edinburgh, the problem has been less acute
but on occasions an ad hoc decision has been taken usually as the result of
academ c advice. In all appropriate cases, policy or precedent files have
been retained and any sanple, if taken, has been primarily to illustrate the
working of policy decisions. The nethods used are either the retention of
census years or by means of selected territorial coverage, i.e. a regiona
selection. One class so treated are the probation service records where

files relating to cases in representative areas are chosen so as to provide
exanples of all types of local background

British Broadcasting Corporation. This organisation creates both conventiona

and non-conventional records but a report was only received regarding witten
records and archives. Pre-1955 records are held at the Witten Archives Centre,
Caversham Park, Reading, and nore recent non-current papers at a records
managenent centre in London which is still evolving procedures. Nevertheless
the pre-1955 papers have been exam ned both fromthe point of view of genera
appraisal and from that of sanpling with the following results so far as
sanpling is concerned:

(a) Policy papers are regarded as unsuitable for sampling;
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(b) Routine adm nistrative papers are not sanpled, they are nornally
retai ned;

(c) Programme and constituent files ‘appeared to be the nearest
equivalent to case files, but on closer investigation it
becane obvious that some programmed and sone people were
nore inportant than others ...” As a result progranme files
are retained on the basis of nerit, i.e. “if the content is
controversial . . or of potential historical or social interest,
if it illustrates the use of a new technol ogy or equi pment, then
the file should be kept. In the case of contributors it is felt
that sanpling is inpossible though sone measure of weeding or
stripping may be necessary.

3.33 The comment is made that for the B.B.C. ‘any kind of statistical or random

3.34

3.35

sanpling has no advantage and indeed may have positive di sadvantages’

Ei ther the whole series nust be kept or the whole nay be destroyed or other
internal factors make sanpling inappropriate. The Corporation is aware
that the nethods enployed ‘contain a large el ement of subjective choice’

but given the unique nature of the material involved selection on an
individual file basis appears the best solution

This exanple of procedure is of interest for three reasons: (a) it is an
exanple of a very specialist area; (b) it is a good exanple of a case in
which the only basis for sanpling, where that applies at all, is qualitative
and therefore the only exanple quoted is of purposive sanpling; and (c)

it is an excellent sanple of the problem of non-honbgeneous series which in
many respects are nore conparable to non-conventional records than to the
traditional series of particular instance papers of government departnents

Society of Archivists Wrking Party on Local Governnment Retention Schedul es.

This body of archivists fromrepresentative |ocal authority offices has been
meeting regularly over the past three years. It has considered in detail
the application of all sanpling methods as well as of m crophotography to
the records of Social Services Departnents, conprising many series
continuously grow ng, but where there may be considerable variation in terms
of record keeping between different authorities. Their considered coment
is as foll ows:

(a) The taking of exanples - with series which have no financial inplications
and are of slight continuing interest the records should be reviewed
annual |y and one file retained as a record of the less significant acti-
vities of the departnent.

(b) Purposive sanpling - a useful expedient for files which reflect an
interesting policy, but the files to be retained need to be identified
by the admnistration so that they may be kept in addition to any main
sanpl e.

(c) Systematic sanpling - a useful method and easy to apply: e.g. the choice
of every fifth or tenth file or the selection of the records of one or
two years in every decade. There |Is an adverse comrent that |ong-term
trends may be ignored by the use of this technique
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(d) Random statistical, sanpling - in general regarded as too conplex
and difficult to apply.

(e) Mcrophotography as an alternative to sanmpling - although a few authorities
already mcrofilm social service records, in general the costs of the
har dwar e invol ved and the uncertain duration of the life of the film nust
be seriously considered. |If, however, the admnistration accepts nicro-
photography as a valid and cost effective method of handling information,
then it can prove a useful alternative to sanpling

Kent County Council Archives O fice, Midstone. Various nethods have been used

over the past twenty years especially forns of purposive and systematic
sanpling. Recently, however, a working party has been set up once again to
consider the records of the Social Services Department. A careful analysis of
the many series of files has been carried out and where appropriate it was
agreed, in January 1980, that the Department itself would take a five or ten
per cent sanple at the end of the admnistrative life of the files, lega

consi derations having been also taken into consideration. |n sone cases a
purposi ve sanple would al so be taken by the identification of cases of
particular significance before transfer to the Archives Ofice

I'n addition, however, other experimental work has been carried out and the
Archives Office with the agreenent of the Departnent has undertaken a threefold
exanination of 3,747 case files concerning children born between 1948 and 1965.
This process entails (a) the taking of a one per cent systematic sanple by the
retention of files nunbered 47, 14? 247, etc.; (b) a purposive sanple of

“interesting or controversial cases’ , including those of sudden death; (c)
the retention of key docunents containing basic information regarding indivi-
duals (usually this action entails the removal of one or two documents from
each file so treated). This exercise is still in progress but although no
decisions on its efficacy can as yet be taken, it is already considered that
the weeding or stripping element is too time consumng Wth massive series to
be processed

There is yet one other element affecting the records of the same Departnent.
The files referred to above are those held originally by the central office of
the Department. Because of the structure of English Iocal governnent there
are also a nunber of Divisional Ofices within the county and the retention

of the records of one or nore of these ‘local offices’ is also under considera-
tion, though the problemof duplication between central and |ocal offices has
to be taken into account.

The complexity of the British experience reflects not nerely the relative ease
of obtaining information, but also the nature of archive services within the
country. It is of special interest to consider the attitude of the British
Broadcasting Corporation with what one might term a specialist repository,
where a qualitative approach appears to be nore appropriate than any other
system and al so that the question of mcro-photography as an alternative

to sanmpling has been given sone consideration. The very interesting coment
fromthe Public Record Office that the retention of fewer conplete series
rather than unsatisfactory samples of many should particularly be noted

UNI TED STATES OF AMERICA.  National Archives and Records Service. Over the
years N.A R S. has used both qualitative and quantitative nethods of sanpling
and has tended to favour systematic techniques in which every tenth or hundredth,
etc., case is selected according to a fixed nunerical system Qualitative
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criteria have included cases referred to or discussed in the Annual Reports of
specific agencies; cases involving extensive litigation, cases setting major
|l egal or policy precedents; cases receiving Oarked attention by the nmass nedia
cases involving significant Congressional interest or investigation;, and cases
regarded by authorities in that particular field of study as being of sonme
special inportance or in some way unique

3.41 The nost frequent cause of difficulty has been the fact that sanpling instruc-
tions are usually incorporated in those duties to be carried out before
transfer to the archive service. Agencies, although given instructions have
failed to inplement these or, on occasions, have failed ‘to do an adequate
job’. There has also been some staff resistance within agencies in this
respect.

3.42 An inportant survey of nethods was carried out by RM MReynolds in 1975, (7)
in which systematic systems based on a nunerical pattern and true random
sanpling are preferred. The author makes the point, however, that not al
records can be successfully sanpled, only those which are essentially hono-
geneous in character are really well adapted to sanpling methods

3.43 Oher experience within the U S A Sanpling has been the subject of con-
siderable debate and study within the United States and, in particular,
three recent articles published in the Anerican Archivist are worthy of note
as illustrating different methodol ogies.

(1) Mchegan Historical Collections.(8) The case considered was that of
a large collection of archives of Hannah Lay & Co. a lunbering concern.
It was agreed that mnutes, correspondence and special reports should
be retained, but these only accounted for a very small part of the
whole.  Financial records, which were the major problemwere sanpled
as follows: (a) by the retention of selected years, e.g. the census
years between 1860 and 1930 plus the m d-decade years; and (b)
because of the reorganisation of the industry, the years 1882-4 were
retained as a whole. Although the nethod used is referred to as
being quantitative it would appear fromthe article in question
that the records were selected from those areas which the persons
determning the process could regard as providing a good sanple
Probl ens arose because of the time overlap found to occur in the case
of volumes and because |edgers based on personal accounts were also
difficult to relate to tine-series. It was therefore decided that
such docunents should be mcrofilmed in preference to sanpling

(2) Random Sanpling of Congressional Papers in the Md-Wst.(9) This
exercise was the outcone of local discussions and the technique was
designed with a view to sanpling the papers of individual Congressnen
found in the State repositories in the Md-Wst, in such a manner that
sufficient material would be retained for the use of scholars; to present
a true picture of the function of a typical Congressman’s office; and to
serve various unspecified avenues of research, including possible future
interests not yet established. After a wide discussion both inter-
professional and with interested academ cs an experinment was carried
out in Wsconsin and a twenty per cent sanple of certain |arge hono-
geneous series was attenpted. The size of the sanple was determnined on
the basis that scholars nornally require a sanple of two to three per
cent for their purposes and that this relatively large sanple would
provi de wi de scope for a nunber of independent projects. The basic
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problemnet was to establish criteria for the initial appraisal which would
decide that a series was worthy of sanpling. As a precaution the residua
eighty per cent of the whole was retained initially so that a qualitative
assessment could be made and any material considered significant kept.

Ideally it was felt that this should not be necessary, and that if the twenty
per cent sanple proved satisfactory this second stage could be stopped.

(3) National Archives and Records Service. Public Wlfare Case Records.
In handling this vast class of records it was determned that only
sanpling and m crophot ography were possible ways of controlling the bulKk.
It was al so considered that while sanpling ‘reduces the possibility of
linking case records’, mcrofilmwas only practicable where there were
sufficient resources available. At the sanme tine m crophotography
conbi ned with conmputer technol ogy, would provide the best solution of al
and would also make it easy to maintain a docunentary anonynity. The
greatest foreseeable problemin this kind of exercise would be the avail a-
bility of suitable expertise.

Recently there has been further significant work done in the United States both
locally and nationally. An inportant publication was issued in 1980 regarding
the appraisal and sanpling of the files of the Missachusetts Superior Court,
1859-1959; and the National Archives and Records Service has received a court
order to examne the records of the Federal Bureau of Investigation.(n)

Arising fromthis latter case, however, an inportant principle has been enun-
ciated that it is desirable to select two sanples: (a) a statistically valid
sanple; and (b) ‘an exceptional case or purposive sanple to catch the
historically significant case files’

Wiile the information provided fromthese various sources is far from determning
met hods or giving an even coverage of archival practice, it does underline the
very mxed nmethods in use at the present time and the uncertainty which stil

exi sts among archivists. Al nethods in use appear to arouse a certain anxiety
anong the users and while qualitative and quantitative methods have been adopted
in various places and at various times, no one is wholly happy about the validity
of the former nor entirely satisfied with the conplete authenticity of the

latter. Wile it would appear that the large national repositories are becom ng
more willing to utilise statistical methods, there is still a |arge body of

opi nion which in practice favours systematic sanpling, |argely because of the
relative sinplicity of use. It is also noteworthy that wherever it has been
possible to utilise resources incorporating mcrofilmand E.D.P., these are

found to provide a useful alternative to normal sanpling techniques conbined

with a highly flexible information retrieval systemwhich itself provides the
availability of sanples of information wthout consequent destruction of the
residue. On the other hand, as has been observed, m crophotography is probably
“too costly a procedure for many state archives’ , though it ‘may still represent
a feasible solution to the problemof bulk’ .(12) This is the case especially
when it is undertaken by the creating agency as an adm nistrative record keeping
procedure

It cannot be said at this present time that the information received offers

nore than an indication of the varied opinion and practice to be found in Europe
America and Australia, though it does show some resistance towards new net hods
and a positive need to find solutions to the all pervading problem of bulKk,
especially where extensive case records are involved. Appraisal by individua
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pieces isprohibitive in this area because of bulk in ternms of nunbers of
files and bulk in terms of storage. The alternative of indiscrinmnate des-
truction, even though the archivist can only see a very mnimal information
content, is generally unacceptable both to research and to the custodian alike
The archivist is therefore forced to deternmine whether to retain part of the
whol e, and, if so, how? Before considering further, however, the theory and
phil osophy of this matter, some consideration of appraisal and sampling as
they affect non-traditional archives is needful

In the original letter of enquiry it was specifically asked whether there had
been any noticeabl e searcher reaction to methods enpl oyed, but essentially
this question elicited no replies. \Wat was forthconing, however, was a
comrent from Australia and from Wstphalia that the systems were too recent

in application for a reaction to be recorded. It was also apparent that there
was a realisation that the attitude of academics to sanpling progranmed was
inportant and that consultation was a valuable element in the programme. This
point was specially nade by Canada and by the Scottish Record Office. Finally
there is the viewpoint expressed to the Public Record Office, Kew, that ‘any
sanple is better than none’ . This reflects a very real concern anong acadenics
that destruction, even of ephemera, may result in the loss of significant
information and the growing fear that the conservative view of admnistrative
criteria applied by the admnistrator will be detrinental to the validity and
conpr ehensi veness of the surviving archives. The pressure woul d appear to be
intw directions: (a) for the retention of nore classes or series as a whol e;
and (b) if sanpling nust take place then quantitative needs should take
preference over qualitative interests and this is, of course, essentially the
position taken by the Canadian Public Archives.

1. Australian Adnmin. Instruction 1977/3. Procedure for the Destruction/Review of
Ti me-expired Accessions.

2. Alongitudinal sanple is one relating to a particular function selected numeri-
cally or chronologically on a continuing basis.

3. La Gazette des archives, No.77 - 2e trimestre, 1972, PP.82-3

4, La Gazette des archives, NO. 108 - ler trimestre, 1980 - p.12

5 Mbdern Public Records (CGmd. 8204), HMS O 1981

6. RAD Qccasional Papers, Nos. 4 & 5, P.RQ, 1975. It may also be noted that the
Wl | come Foundation is currently funding the design and execution of a random
sanple of the records of the Departnment of Health and Social Security.

7. R Mchael MReynolds, ‘Statistical Sanpling of Archives', NARS, Nov. 1975

8. Larry Steck and Francis Blouin, ‘Hannah Lay & Co.: Sanpling Records of a
Century of Lunbering in Mchigan’, Anmerican Archivist, 39 No.1, Jan.1976, pp.!5-
2P.
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El eanor MKay, ‘ Random Sanpling Techniques: A nethod of reducing |arge,
honogeneous series of Congressional Papers’, Anmerican Archivist, 41 No. 3,
July 1978, pp. 181-9

R Joseph Anderson, Public Wlfare Case Records: A Study of Archival Practices’
American Archivist, 43 No.2, Spring 1980, pp.169-179

MS. Hindus et. al., The Files of the Missachusetts Superior Court, 1859-1959:

An analysis and a plan of action. | amindebted to M. R M MReynolds for this
information which was received during the final revision of the text.

Anderson, op. cit., p.176
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The Sanpling of |ion-conventional Records: Cartographic. Audio-Visual and
Machi ne-readabl e Records

The terns of reference for this study included not only those traditiona
categories of archives and other records which have al ready been considered

but whether sanpling procedures were, or could be, applied to (a) cartographic
records; (b) audio-visual records; and (c) machine-readable records. \While
it has proved nuch nore difficult to obtain practical evidence of sanpling
usages in these fields than with textual or conventional records, it is
inportant that each of these special categories be examned. Fromthe |imted
evi dence submtted it woul d appear that there is a fundanental difference of
approach to appraisal in the first instance and that in all but a few very
special cases this may automatically rule out the use of those sanpling nethods
bel oved of statisticians, though occasionally other nethods may be appropriate
Two additional factors which have to be taken into account are that in sone
very specialised fields the custodians have not really cone to terns with
archival theory as it is usually accepted, they regard thenselves nore in

the profession of curator than archivist and this colours the attitude towards
met hodol ogy. The other fact is that the newest technology is only to be found
in the largest of repositories and that only recently have the people concerned
real ly been faced with a problemwhich may |ead to the adoption of sanpling

t echni ques.

A reply received fromthe Inperial War Miseum London, identifies the problem

It reads: ‘In this Departnment (of Documents), as in the Departnent of Film

Phot ographi ¢ and Sound Records, any sampling is done at the pre-acquisition
stage, that is by selecting or rejecting material on offer according to its
relevance to our field of interest ..." Very much the same attitude is shown

by the British Architectural Library in respect of the acquisition of architects’
drawi ngs and papers and the Public Record office stated: ‘It is difficult to
see how one can select still and notion pictures, sound recordings or carto-
graphic records other than on an item by item basis’

In effect the key issue is the nature of the informational elenent in the

itenms falling within these categories and the lack of honbgeneity conparable
with that found in series of case files and other material sanpled in the
traditional archive area. In these circumstances it is difficult to under-
stand how quantitative methods, such as random statistical sanpling can be
applied, though clearly it is possible to carry out a process conparable to

that involved in purposive sanpling. Once again there is a distinction between
initial appraisal of material to determne whether it is potentially significant
for future reference only and the determnation that only part of what has been
so appraised shall be kept. In other words the informational content is nore
significant than the evidential content. A body such as the Inperial War Miseum
wi |l assess the significance of a series of photographs, slides or filns on a
qualitative basis and will discard unwanted or duplicate material in advance

of formal receipt - it will not, so far, assess those series subsequently with
a view to retaining only part of what was initially accepted.

4.4 In this respect selection and sanpling are alnost coincidental, though certainly

the sanpling elenment bears little or no relationship to the concept of statisti-
cal evaluation. The U S records service ‘sanpled’ both still and notion
picture files in this fashion(l) and the Scottish Record Ofice, which has
received massive deposits of engineering records, has described the problem of
the appraisal of engineering drawings in the followng terns:
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‘The main problems are the sheer bulk of these collections, with
draw ngs counted in hundreds of thousands, and the physical form

of the records . . . They do not conveniently fit on to standard
archive shelving nor, for that matter, do they conformto the
normal criteria for selection. In the case of shipbuilding

where construction is nore or less on a “one off” basis, there
will generally be a conplete set of drawings in respect of every

contract if not in fact every vessel built . . . The aimmust be to
preserve permanently the principal drawings - the “as fitted” key
draw ngs wherever possible . . . \Mere a product is mass produced
then it is not unreasonable to be required to keep a conplete set
of drawings for every nodel made . . . But where a range of simlar
products is made . . . these may be assenbled frominformation
selected froma "bank” of drawings . . . There is then no alterna-

tive to preserving the “bank” of draw ngs conpletely and, for
each order also a list of drawings used.’ (2)

It will be noticed in this detailed description that although there is a
qualitative element at work, nevertheless this cannot be said to be true
sanpling. It does, however, illustrate the ‘grey area which exists between
primary selection and any subsequent sanpling activity.

Cartographic records (maps, plans, architectural draw ngs, etc.) In genera
terms, maps by their very nature are unsuitable for sanpling. Except that
duplication can occur or photographic enlargenent or reduction, each map

(just as any other record) will be individual in that it contains sone specific
and unique information. So, too, maps will either be found in horizonta
series, i.e. all relating to the same point in tinme, but to a series of
territorial areas; or they will be in a vertical tinme series, usually formed
artificially, but concerning one area and illustrating changes at different
times. Normally either series type will provide a single and unique informa-
tional study which could be retained as a whole or discarded as irrelevant,

but for which sanpling would create a still greater irrelevance because of the
destruction of any evidential or informational |inkage which mght originally
be present. It is possible with the horizontal series to limt retention to
those maps relating to a particular geographical area and to discard the
residue or to offer it to another repository for which it has greater relevance
but such action would in no way produce a sanple acceptable under any of the
headi ngs used.

There are, however, some special cases worthy of consideration where |arge series
of maps are being constantly produced rather as case files are continuously
created. Such an exanple is provided by the technical records produced by and
for the British Meteorological Ofice. The Central Forecasting Ofice creates
or receives no fewer than one hundred. and six series of hand-drawn or conputer
produced charts. O these series, twenty-one are assessed as permanent archives
and three other series are subject to a special review after ten years. A

the others are accepted as expendabl e and are schedul ed for destruction on a
time scale varying fromtw nonths to twenty-five years. In four of these cases,
however, the records produced for one year in ten are to be retained as a sanple
In fact, twice in the regulations governing retention, a formof systematic
sanpling is advised: once in that a copy of every chart used in the Central
Forecasting Office on 15 January each year is to be retained and in the second
case (the four series already noted) the regulations state that copies of
‘surface and upper air prognostic charts’ for 1960 and for each tenth year
subsequently are to be retained permanently.(3)
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Al though these series of charts might superficially be regarded as conparable
to case files, no particular advantage would accrue fromthe application of
statistical methods in the form of true random sanmples and a form of tine
series sanpling is the only method which will produce an acceptable result.

It is also to be noted that so few of the many series created are even
considered for this kind of treatnment, even with the four categories which
are to be sanpled the residue is to be destroyed after the relatively short
period of five years, an indication that possible research use rather than
likely admnistrative reference was the criterion behind the decision.

Two ot her special cases refer to the problemarising when a series of naps

and plans has been mcrofilmed and consideration is given to the destruction
of the originals. The case may be cited of the architectural record draw ngs
retained by the County Architect of Kent, England. Here was a case in which
there was adm nistrative and cost advantage to the authority for the 28,000
plans and drawings to be filnmed, but these docunments covered all the buildings
for which the County Council had been responsible. The Archives Ofice,
therefore, on being consulted, sought two provisos: (a) that the whole series
be transferred to the Archives Ofice and retained as a whole unit the nicro-
filmng had been successfully carried out; (b) that the two Departnents co-
operate in determining what selection, if any, mght be made of significant
drawings. In the event, the value of the first of these provisos was proved
when serious difficulties arose with some of the filnming process, while in the
second case it was decided (1) that all site plans of major projects (schools,
police houses, etc.) should be retained; and (2) that sets of plans shoul d

be kept for buildings of special architectural nerit or those which illustrated
the first of a series of buildings indicating a major change in architectura
policy. It should, of course, be remenbered that the official record remained
intact, but in a different medium though at the same tinme a qualitative
sanpl e was regarded as having a certain intrinsic validity and also as providing
the searcher with some evidence in a formmore easy to handle.

A second case of a somewhat simlar kind relates to the records of a snal

former Rural District Council in south-east England where a policy of mcro-
filmng all planning applications was determined. After the changes resulting
from the Local Government Act of 1972, (4) the original papers for the period
1947-74 which it was intended should be destroyed, but which in fact survived
were unwanted by the successor authority because it had the microfilnms. On
consi deration both a systematic and a purposive sanple were taken, the first on
the basis of application nunbers (50,100,150, etc.) and the second on a pattern
of specific criteria including: inmportant buildings or those listed as
historically significant by the Departnment of the Environment; historic or
conservation areas; major or controversial developnents; churches, schools
and inns; a small cross-section of housing types; agricultural devel opnents
and industrial or commercial developments. \Matever the validity of this
selection it may, perhaps, be regarded nmore as an exanple of a regional or
representative sanple than as a neans of handling cartographic records as such.

Audi o-vi sual records

Many of the problems affecting cartographic records also apply in the case of
audi o-visual records. Decisions will be taken by recipient agencies on the
basis of the relevance of such records to their holdings. GQccasionally Iegal
or evidential value may reside in the material , nore often, perhaps it will
have a hi @informational content.(b) In these circunstances although it nmay
be possible to appraise photograph by photograph or filmby film discarding
those which add little or nothing to the sumof know edge, there appears to
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be no way in which statistical methodology could or should apply and, unless
a series of illustrations of the same place were recorded at set intervals

of time, even a systematic sanple would appear to be of little substance
Purposive sanpling, however, is a possibility wth audio-visual records
especially if the decision is taken essentially on the relevance of the
information contained in each picture for the subject to which it relates

It nust not be overlooked that such material is not of necessity an isolated
class. It can and often does, formpart of the corpus of a traditional archiva
group and, as such, will be treated as an integral part of that group, though
there may, occasionally, be an overriding case for its retention although the
other related papers are destroyed. The comments here, therefore, are nore
particularly relevant for specialist collections of illustrative records not
directly associated with other forms of docunentation.

Motion pictures provide simlar problems and appraisal can only properly be
taken on the basis of the entire filmor on the entire product of a copying
agency, or of a year’s deposit under copyright and not on the value of indi-
vidual franes. It would surely be inproper for the archivist or custodian to
tanper with the content of the film though a decision to retain or destroy
could properly be taken. Once again it is nost difficult to see how any kind
of statistical or systematic sanpling could be applied, except in so far as

a series of simlar filnms on the same topic mght hypothetically be taken

over a period of years and a later decision also be agreed that only those for
every xth year would be retained.

4.12 The British FilmlInstitute: National Film Archive determines selection by means

4.13

of specialist commttees. They do not sanple, but the comment is nade as
regards an early assessment that not only is it very difficult for any type of
material, but that ‘in the case of film and television, and particularly the
latter, if you don't make such an assessment quickly the material disappears.

Sound archives present a still nore conplex problem not least in view of the
ease with which tapes may be scrubbed of content and then re-used, a factor of
econom cs which is not to be ignored. It is also true that, at least in the

United Kingdom such records are not of necessity handed over to any archiva
agency and therefore their survival, and indeed appraisal, is |ess controlled
at the present time. |In archival terns, their appraisal resides essentially

in the informational content of each tape, and although questions of bulk
storage will arise, in conparison with traditional records sound archives are
relatively less bulky and therefore, on that count alone, easier to provide for
As with a series of large paper files, decisions can be taken on the basis of
file or tape titles and in that sense, in theory, a sanpling technique could be

applied. It is doubtful, however, whether any advantage woul d accrue - each
tape must be assessed, aurally, if its real worth is to be discovered and each
wWll, therefore, stand on its own merits

4.14 The Public Record Ofice reports that it considered carefully the retention of

tapes of court proceedings, but determined otherwise on the grounds that copies
woul d be available elsewhere. It was also thought that perhaps the tape for the
final day of each lawterm mght be worth preservation, but it was realised that
‘“we should be preserving nothing nmore than the flavour of a court hearing -

and only part of a trial case anyway . . .’ The report adds that to have sel ected
on the basis of the intrinsic interest of individual tapes was out of the
question, for the tapes contained 30 tracks covering up to 50 courts a day. A
selection of tapes on the basis of informational value was nmade from those
prepared by the British Central Ofice of Information and its predecessors for
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radio broadcasting for governmental purposes. In this assessnent both lists
of titles and subjects were examned and tapes were exam ned by hearing

Once again the individual itemis the key elenent in the appraisal pattern and
it is doubtful whether a series of tapes could be effectively assessed in any
other manner, or whether the retention of every nth tape or of a random sanple
of tapes could have any virtue whatsoever. It could rightly be determned that
the content of a tape was trivial and therefore unworthy of retention, but

that would have little or no bearing on the content of any other tape even in
a conparabl e series and no evidence of sanmpling procedures for such records

has been forthcom ng

Machi ne-readabl e records

The dil ema posed throughout this chapter has been the selection of once-off
items and the basic question of whether destruction in such circunstances can
be offset to a degree by the application of sanpling methods is shown stil
nmore clearly by a consideration of machine-readable records. That conputer
files represent a very special case was indicated in 1976.(6) The report on
“Appraisal’ for the 8th I.C A Congress reads that ‘it seens to be a unani nous
opinion that, in principle, these types of records should be subject to the
same regul ations which govern conventional material’ and then adds, ‘in practice
however, a certain amount of special treatnent for nachine-readable records
seens to be unavoidable. The information retained by a magnetic tape is not
conpletely conparable with that held by conventional records’

In the United Kingdom the Public Record Ofice normally reviews tapes ‘file by
file' on the basis of their individual value for statistical, scientific,
historical or other research purposes and, in line with the general argunent

al ready established here, having so deternined on retention, they ‘would not

consider it worthwhile reducing . . . size by keeping only a sanple of the data
al though of course, many files, especially those relating to surveys
contain only sanple data” . This is very simlar to the position already

suggested for sound archives, namely that the tape nmust be appraised as a unit
and that a later, secondary, selection process involving sanpling is purposeless

Neverthel ess, the Public Record Office can identify three circunstances in which
the files selected woul d, thenselves, constitute a sanple. These are:

(1) sanple files froma longtime-series of large files (e.g. froma
series of nmonthly files extending ever several years in which
monthly variations were not significant);

(2) sample files froma sequential off-line data base, subject to
periodic updating over a long period;

(3) a sequential file as a sanple taken at one period of tine as a
speci al exercise from a non-sequential on-line data base, subject

to continuous updating over a |ong period’

In fact, it appears that so far the P.R O has only been faced with the
circunstances of exanple (2), so that to a degree the categories are hypo-
theti cal

Another British exanple of a special kind is, again, the Mteorol ogica
Office(7) which, apart fromthose charts referred to already, creates or
receives seventy-four categories of machine-readable records. The great
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majority of these are classed as of permanent value and in no case i s anything
l'i ke sanpling advised, though there are one or two cases where the data so
received will be transferred to an archive data set. For exanple, one of the

instructions reads: ‘Assistant Directors should consider carefully whether any
experimental data may have general value, over and above that for the project
for which it was obtained. |If so, it should be carefully documented and kept

for an appropriate period’ . This, of course, is not sanplings such, though
it relates closely to the kind of qualitative assessment which nmay be adopted
w th purposive sanpling

The views expressed by the British Public Record Office are not very different
fromthose of the National Archives and Record Service of the U S A It points
out that, in technical terns, it would be very easy to take a sanple of machine-
readabl e records but doubts the value of the exercise, since random sanpling

in this context ‘seldom reflect the real records/information world, since in
nmost instances the distribution of the records, say, in a case file (sc

machi ne-readable) is arbitrary’ . It suggests, therefore, that a stratified
sanple, i.e. one covering such matters as sex and marital status, would be
required, but considers that the cost of the operation would be prohibitive and
unjustified. Nevertheless it identifies three distinct types of conputer file
and comments on each in relation to sanpling. In the case of the one-tine study
it suggests that ‘it would be nmore cost-effective to forget about sanpling and
save the entire file’ - a comment which is in line with the general argunment
regarding unit appraisal and selection, the burden of much of this chapter

In the case of non-cunul ative, up-dated, files, which, because of their

frequent up-dating, provide a snapshot effect, it is suggested that an annua

or other time-interval copying mght be carried out so that, in tinme, an
historical file would be created. In the third case, it refers to recurring
(non-mathematical) files, such as master tax-payer lists, which again m ght

be retained on a the-series basis.

An inportant article, witten in 1978, on ‘ Appraising Mchine- Readabl e
Records’ (8), stresses in particular the significant changes which are |ikely
to affect computer technology in the immediate future. Still nore relevant
for this study, it outlines the various appraisal decisions which nust be
taken before a conputer file can be accepted for retention by the U S. Nationa
Archive and Records Service, identifying both the technical and the archiva
consi derations which must be borne in mnd. Although these headings present

a valuable technique which could with Justice be adapted for conventional
archives and records, they leave little room for anything approaching a
sanpling method and, in view of the conplex nature of conputer files, it is
very difficult to see how any system renmotely approaching a true random sanple
could be satisfactorily applied.

Neverthel ess, that such is a possible and apparently feasible and cost effec-
tive practice is suggested by the report received from Canada(9), which refers

to the Unenploynent Insurance Conmission as not only holding a conputer file

but al so conducting ‘a continuous longitudinal E D.P. sanple of benefit clains’
The method adopted based on the Social Insurance Nunber with a termnal digit

5 has already been discussed. The same report also refers to periodical analysis
of this data by Revenue Canada and Statistics Canada

It is of interest to note that it is the admnistrative agency and not the
archives which has instituted the nmeasure of sanmpling, hoping thereby to esta-
blish a satisfactory data base which will be valid for admnistrative, statis-
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tical and research purposes. Its validity in this last respect is obvious
once the conputerised sanple becomes open to exam nation, and as the report
of the Public Archives of Canada states, 'in the case of the U l.C benefit
claimfiles we will pull a very mnute continuous sanple of paper files as
there is a much larger and nore easily researched data base in E D.P. records’

4.24 In a sense, however, this merely confuses the issue. A searchable data base

provides a vast area within which research sanples can be taken, but to state
that fact does nothing to justify, or otherwise, the actual sampling of E D.P.
records. This nust remain an uncertain project, especially as the only

direct exanple appears to be one taken by the agency itself and not the
archivist. If the admnistration can Justify the cost of sanpling its conputer
files, then the archivist may benefit from that process, but he is unlikely

to apply sanpling techniques to machine-readabl e records which have been
closely appraised before being transferred to archival storage

4.25 In sum the applicability of sophisticated sampling techniques to non-

traditional archives nust remain ‘not proven’ . They formrecord materia

which is suitable for unit appraisal in nost cases, and it is only in very
exceptional circunstances that a systematic or qualitative sanple can be taken
and that that decision can be regarded as sound in nethodol ogical terns.

Not es
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6. A Kromow, ‘The Appraisal of Contenporary Records’ , |.C. A, 1976

7. Meteorological Ofice, op.cit.
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Probl ens and Alternatives to Sanpling

It has already been suggested that all selectionis a formof sanpling, that
whenever we determne what shall be preserved and what destroyed we are
inevitably retaining less than the whole and that therefore a form of sanpling

is taking place. There is, however, a clear distinction between appraisal as

an initial activity and appraisal as a final stage in the management process

as there also is between retention of records on the basis of their intrinsic
qualities and the keeping of a representative part of the whole. Any agency wll
maintain a variety of classes of records - those regarding policy making or
perhaps, legislation; those of a fiscal character be they budgetary or house-
keeping in nature; those concerning personnel; and those of an executive nature
indicating the inplenmentation of policy decisions. At an early stage in the life
of these records decisions will be taken which can be codified in a disposa

or retention schedule. Destruction recommendations at this level are likely to,

i ndeed should, relate to entire series of records within the overall class
structure and decisions wll be taken according to the opinion of those concerned,
be they administrators, nanagement experts, archivists or academcs as to the
significance of the series in (a) the continuing needs of the agency itself;

(b) their relationship to the work and devel opment of the agency, i.e. its
history as a vehicle of government; and (c) any wder informational value

which the records may be deemed to contain.

This is of course a perfectly proper element of decision taking and appraisa

and it will reduce the nunber of series to be retained. It therefore also
assists in the reduction of bulk for storage and it is primarily for this reason
that the process was initiated. As a result, however, the archives of the agency
will be that much less than conplete for future purposes, one can only say that
consi dered opinion indicates that despite the destruction proposed, no serious
damage has been done to those archives as a whole nor to the needs of scholarship.
This process, although incorporating a key elenent of appraisal is nevertheless
in no sense true sanpling; it is dealing with whole series and is decision
taking at the highest level so far as the records thenselves are concerned.

In contrast to this, if the surviving series are then reconsidered in greater
detail and a determnation is nmade to retain less than the whole of any parti-
cular series, then, that process does involve sanpling. It has to be asked
therefore why such a course should be taken in the first place, to whose benefit
it is taken and whether the outcome will prove to provide what was anticipated?
It further needs to be asked whether the exercise was In any event worthwhile
and whether there was not an acceptable alternative

The archivist is properly alarmed by destruction, his training has been geared
to the preservation of the record, not to Its elimnation and there nust there-
fore be some overriding consideration at work if material of potential value is
not to be retained. Forms of appraisal wll take place at all stages of the

life of records and in this way the significance of the individual piece

document or item quite as much as the conposite file will have been determ ned
in respect of its value to the admnistration it serves and the actual purpose
for which it was created. Thus nuch documentation, including sone drafts,

casual notes and nenoranda will be cast into the wastepaper basket by the officer
who wote or received them alnost immediately after use. Problens of the
nmorality of destruction do not arise unless the material is being kept in toto
and in steadily increasing quantities or, where a third party becones interested
in the question of preservation, probably for reasons renote from those for

which the papers in question were created. It is therefore apparent that

probl enms of bulk and cost of storage and also of the potential use of the records
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for research purposes may play a determning role in decisions including those
recommending sanpling. It follows, too, that where a series is being retained
for legal or fiscal reasons for a period of years, after which destruction
will be automatic, no problemwll arise unless someone other than the admni-
strator or the archivist questions the validity of that decision. Sanpling
only arises as a practical exercise as we face the problemof what we can
afford to keep in perpetuity on an economc basis, and whether the residue to
be kept will provide valid acceptable evidence or information for purposes of
research. This matter is made nore acute by the realisation that classes of
docunentation, especially case files of all descriptions, formnuch of the
essential research base for social scientists and for all scholars using
quantitative nethods of analysis.

It is at this stage that the archivist is faced with the question whether the
series to be appraised is to be retained as a whole for evidential or informa-
tional purposes; whether the anticipated use of the series will justify the
cost of storage - especially if the series is a continuing one and an annua
growh nust be taken into account; and whether, especially if the answer to
the latter question is negative, it will be none the less possible to retain
the essence of the series by means of a sanpling technique

It is clear fromthe evidence submtted that there is a marked difference of
approach between the Od Wrld and the New in this respect. It is not merely
that the level of sophistication varies, but that there may well be a basic
distinction in archival approach. The archivist's difficulty lies in his

know edge arid understanding of the witten history of his own particular
society and culture. For exanple, no United Kingdom local archivist can afford
to ignore the significance of those inconplete survivals of individual case
records in local courts from say, the seventeenth century, and this experience
inevitably colours his approach to conparable records of today. Although aware
of the overwhelmng problems of bulk and storage costs, he is nonetheless
deeply concerned with the content of the individual file. Were such rela-
tively early papers do not formsuch an inportant elenment in the cultura
background it may possibly be that nuch easier to accept the pure statistica
sanple as the proper answer to all difficulties. On the other hand, it is

al so apparent that the present approach in the U S.A and Canada is the out-
come of a nmuch nore rapid acceptance of nodern research nethodol ogy than has
been the case in Europe. Thus the interest in the Od Wrld exanples rests in
the varied attenpts to provide systematic sanples which can be regarded, and
locally, are regarded, as statistically valid and correct. (1)

This, however, highlights the problemthat the varying solutions are them
selves exceedlngly local, not only in operation but also in applicability.

For exanpl e the nethod adopted in Xoln for the sanpling of social adninistra-
tion records is the retention of all files for persons whose nanes begin wth
the letter H This nethod it is reported provides an 8.5 per cent sanple

and was recomrended as statistically valid. Nevertheless comment is made of
the objections raised as to this nethod, not least that it succeeds in elim-
nating nearly all names of Romance origin fromthe sanple. After receipt of
this report an experinment along the sane lines was tried for the files of

the Social Services Departnent of the Kent County Council, England. |f the
letter H was chosen it was found that a six per cent sanple would result, but
that this would entirely omt individuals of Vst Indian origin, a particu-
larly inportant element within the series in question. To have selected the
letter A or the letter O which in either case would include a significant West
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Indian element would result in either a fourteen or a twelve per cent sanple.
Sonething of the same kind was apparent in Canada where it was found that

if inmgrants from Vietnam were to be included in a sanple based on al pha-
betical distribution, then the letter N would have to be used. Despite the
apparent validity of the initial choice for the locality in question it would
appear that the resultant sanple was |less than wholly valid, that as a nethod
it could not be easily transplanted and that in another context it m ght
easily omt essential informational factors. This in fact underlines the
archivist’” s dilemma in respect of all sanpling nethods - namely that he is
trying to provide an objective corpus of information for the researcher who
needs to use statistical analysis, while at the same time retaining elenents
of special information which he knows to be present within the record series.

5,9 Put another way, a sanple in order to be acceptable nust enbrace the essence
of the whole - it nust not be biased, yet it nust contain all key elenents of
evidence or information known to be incorporated in the corpus of the series
of class. It is therefore apparent that there are at |least two conflicting
concepts at work in the attenpt to achieve a satisfactory sanple. The scholar,
anxious to use material ( wusually of nodest informational value), my well
consider that statistical analysis will provide an answer or a lead in respect
of questions he is posing. |If the series is considered unworthy of preserva-
tion as a whole, then by the use of random nethods that scholar can obtain
answers to his questions conparable to those which he would receive if the
series were retained and he, in his research, took sanples of information from
the whole series. On the other hand the archivist may well be aware that even
among the dross of the discard of a repetitive or relatively insignificant
series, there my lie items of suprene inportance for some specific projects
but he is also conscious that if those items are then renpved and added to the
sanple the validity of that sanple and its random quality are affected and its
use for quantitative methods essentially destroyed

5.10 This exanple is not altogether unrealistic, It is an actual dilemma which has
faced archivists fromtime to time. The case of the Registrar General of
Shipping in the United Kingdomillustrates the problem The crew |ists and
cognate records for the period 1865 to 1913 were initially deenmed to be
unworthy of retention as a whole on grounds of bulk and of content. After
consultation it was agreed to retain a 10 per cent random sanple, statisti-
cal ly acceptable.(2) Subsequently, however, and follow ng various representa-
tions, a 10 per cent systematic sanple based on census years was al so taken
Then a quite different factor entered the picture and the records of certain
I mportant vessels were offered to the shipping conmpanies concerned and the
| ocal archivists of maritime counties were permtted to salvage papers relating
to their own localities. This exanple is not given in any sense of criticism
but purely because it stresses the dilemm of retaining the general picture
as opposed to retaining features relating to special cases. Archivally
speaking those papers retrieved by local archivists in this case can have
little true validity; they are not even conprehensive in a purely local sense
they sinply represent the haphazard survival from the discard pile; vyet for
the student of shipping history during the period covered and especially for
the coastal shipping of the tine they can provide essential, even if limted
information. It may be argued that the two official sanples taken would provide
conparabl e information and a statistical base for discussion yet here is again
the key question: the randomsanple is pure, statistically objective and
acceptable; all other sanples are suspect to a degree, yet all may contain and
retain vital information which would otherwise be lost. Wat should be done?
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5.11 There is no doubt that if the scholar is dependent upon quantitative analysis

5.12

then the methodol ogy of the random sanple is essential; if, however, he is
seeking flesh with which to clothe the bare bones of his statistics, what then?
Even the researcher using quantitative methods may find it desirable to check
inferences derived from random sanpling against out-of-sanple data

It is doubtful whether a wholly acceptable answer can be devised. Schol ars
have tended to | ook askance at sanpling nethods and sonetimes to claimthat
what they required had been destroyed and this once again raises the question
of whether the archivist should ever dimnish a series or class deliberately.
After all, if nothing is kept then at |east the [oss nmust be accepted, though
perhaps with some regret; whenever we sanple a series the question wll always
arise: what was destroyed, how was it selected, and ought the whole to have
been saved? If only statistics are required and the method is irreproachable,
fair enough; but once the scholar |ooks beyond that point, even though he
may be thankful for what has been retained, questions will be raised in his
mnd. This is not so where tinme and chance have done their worst: it always
arises where man is known to have interfered with the survival pattern

5.13 It was essentially on these grounds that Jenkinson wote so forcibly over fifty

years ago of the dangers of archival selection as opposed to adm nistrative
choice and even if his thesis can no longer be held to offer the final answer,
his criticismnust be faced and answered.(3) If it cannot be answered to our
satisfaction then we nust exam ne whether sone alternative approach may not
provide the answer we seek.

5.14 There is, of course, one other question which nust be considered: nanely whose

should be the determining voice in this matter, is the user to be the prime
mover in this respect or is there sonme other factor which will decide what

I's done? The nore sophisticated the nethod to be adopted, the nmore likely it
will Dbe that some specialist know edge will be required in determning both
nethod and its application, and in the case of randomsanpling it is not
unusual for the potential user to assist in deciding the exact method and the
size of sample. This involvenent of the specialist is not of itself to be
depl ored and indeed a neasure of consultation may wel|l be a npst val uable factor
in deciding appraisal policy and the techniques nost suitable for the cases
under examnation. It is of interest to note that the systematic methods in
use in France, Finland and the German Federal Republic have all been exam ned
and approved, if that is the right word, by acadenmi cs(k), and In the case of
the Registrar General of Shipping, too, as also the CGeneral Accounts Ofice
of the U S.A, the advice of scholars was sought before the initial random
sanpl e was taken. It has been seen, however, that all these methods may fail
to produce the ideal result and in the circumstances it cannot be stressed
firmy enough that the final decision must lie with the archivist hinself.

No one can prognosticate accurately the ways in which research will develop,
and experts, however well intentioned, can and often will present a specia
case applicable to their own field of study, though not necessarily to that

of anyone else. Although this discussion |eads once again to the basic

dil emma of theoretical objectivity against actual informational needs and
therefore in no way resolves the problemof sanpling, it does stress the need
for the final determnation to be in the hands of someone not open to specia
pl eading. Take advice fromall quarters, but decide on archival grounds as
to the action to be taken. W and no one else, are aware of the inplications
of storage and related costs as well as of the wider potential of the records
to be appraised and in this regard our decision nust be final.
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It seems, therefore, that we must either accept sanpling as a valid, but
inperfect, course of action, which alone can permt the retention of at |east
part of the documentary information in our care, but which will never be a
whol 'y satisfactory practice because in archival terms it is not and cannot be
solely a statistical exercise; or we nust find some generally acceptable
alternatives: (a) the retention of the whole series; (b) the use of nore
than one sanpling technique in relation to a single case; (c) the use of

m crophot ography, i.e. mniaturisation, to provide essentially the sanme

answer as in (a); and (d) the conputerisation, i.e. data conposition, of
significant data

5.16 (a) Retention of whole series: fromthe point of view of the user this

Is, of course, the ideal solution and there are sone scholars who

would urge it despite the inevitable problems which it would create

In his most inportant article witten in 1967, Pierre Boisard di scussed
t he nethods enpl oyed in sanpling the Incone Tax records housed in the
Archives de la Seine and stated categorically that ‘the only satisfactory
conclusion . . . would have been to keep everything; but given the
quantities, this was inpossible .(5) Something of the sanme concl usion
was expressed in a comment fromthe British Public Record Ofice, that
It was considered that in many cases it would be preferable to keep the
whol e of fewer series rather than inperfect exanples of many. Neverthe-
less this is the solution which has already been discarded on grounds

of cost and informational content at the initial appraisal. |If cost

and storage capacity linked with the continuing growth of the series
form the overriding factor in determning future action, then this
solution, ideal though it may be, nust be discounted. If it had been
consi dered either economcally possible or academcally desirable,

then the sanpling proposal should not have been put forward in the first
place. Sanpling is not an appraisal technique which is applicable to
any class or series the content of which is deened to justify pernanent
retention as a whole.

5.17 (b) The use of conbined nethods: it was indicated in chapter 2, that it is

possible to sanple on a qualitative basis, where a pre-determned set of
criteria were to be applied to the records in question. It was, however,
accepted that this could give rise to undesirable and subjective judge-
ments which would make the result invalid for statistical purposes,

al though it mght prove useful in special cases for particular areas of
research and in that sense provide that elenent of specific information
required to qualify or anplify the statistical analysis. There can be

a case, therefore, for adopting sonme purposive or qualitative form of
sanpling in parallel with the purely statistical sanple. so, too, forns
of systematic sanpling may provide a satisfactory second element to be
used side by side with the random sanple. [f, however, conmbined systens
are agreed then three corollaries apply: (1) that in all cases the
purely random sanpl e nust be taken first in order that it shall be stati-
stically inviolable - it also follows that the two or nore sanples nust be
treated as separate entities and that this fact, together with full note
of method used nust appear in any list prepared of the sanpled material;
(2) that if it has been decided that only a sanple of x per cent is
necessary, then, in fact a considerably larger fraction of the whole is
being retained and that the economc factors which played a part in the
initial decision to sanple nust be considered and (§3 that the second
sanple will inevitably be somewhat skewed by reason of the taking of the
first.
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In the case of conbined systems there is also a place for what stati-
sticians refer to as ‘transverse’ and ‘longitudinal’ sanples. Once
the principal statistical sanple has been taken, it is permssible to
retain the records of a single unit, i.e. what has been termed a
regional sanple, as an exanple of the conplete functioning of one unit
of admnistration; or, alternatively, to retain the documentation of
a particular function across the board. Exanples of this kind occur
with the neteorological records and with the Canadian system

5.19 (c¢) The use of nicrophotography: because of the considerable reduction In
size resulting from a mcrophotographic programme it should be possible
to retain the entire series in a mnute space conpared with the origina
witten record. This can nost certainly apply with sone series of naps
and plans where the bulk involved is a major factor even in the retention

of a sanple. In general terns, however, the overriding consideration
must be one of cost conbined with the strictly limted informational value
of the papers to be filnmed or sanpled. It is not necessary here to state

all those factors which nust be considered before a m crophotographic
progranme can be accepted as a record managenment tool, but certain considera-
tions are of imediate significance. |f a series has already been fil ned
and the original papers destroyed, then the general primary appraisal
factors apply, and if the outcome is marginally in favour of retention,

the sort of situation in which sanmpling would usually be considered, then
the very fact that filmng has already taken place should nmake it nore
possible to retain the whole series, in preference to keeping only a part.

I f, however, the records are still in their traditional formthe question
Is quite different and questions to be asked include - is the series of

such a format that even in sanpling the use of mcro nethods is inperative
e.g. certain cartographic records? 1|s the series of such a format that

m crophot ogr aphy can be carried out with the m nimum of problenms of prepara-
tion and the mninum of operational skill? 1Is the material to be sanpled

of such a character that it justifies advanced sophisticated nethods of
retrieval - will it in fact ever be used or is it of such a nature that
traditional roll filmcan be used with its consequent difficulties of

usage and of conparison of exposures? |s the cost of filning, bearing in
mnd the preparatory work which will inevitably be involved, so high as

to make the project unsound in economc terns?

5.20 Unfortunately, mcrophotography does not of itself elininate the basic
probl em of sanpling, which [ies in the nature of the docunentation to
be so treated. If the records had had a high, perhaps even a noderate,
evidential or informational content, unavailable el sewhere, then the
proposal to sanple would not have arisen. That proposal has been made
because the records are vast in bulk, conparatively uniform in character
probably grow ng at an appreciable rate and, in general terns, are
regarded as having a minimal research value, their administrative signi-
ficance having already been determned in a negative sense. If, therefore,
the creating agency has not considered mcrofilmng to be a Justifiable
exerci se and one having a sound econom ¢ basis, it is highly inprobable
that the archivist with still nmore limted resources will find it to be
justifiable as a process in lieu of sanpling.

5.21 (d) The conputerisation of significant data: essentially the question nust
arise as to whether advanced nodern technol ogy cannot be utilised to
overcone the various dil emas which face the archivist in the matter of
sanpling. Perhaps the best exanple so far examned is that of the
process used in Canada for the records of Unenployment Insurance.(6)



Optical Character Recognition (OCR) document. WARNING! Spelling errors might subsist. In order to access

to the original document in image form, click on "Original” button on 1st page.

-44 -

The actual process has been considered earlier, but for the purposes

of this present discussion the following points are relevant. (1) The
twenty mllion benefit claimfiles are maintained in mcrofilmcassettes
and are therefore nuch | ess storage consum ng than would be the originals
and that the information is also nore easily accessible, and (2) the
Unenpl oynent Conmission itself maintains its own continuous sanple of
benefit files. It is therefore relatively sinple for the Canadi an
Archives to take its own sanple of these conputerized files because the
information is already in a formwhich can be easily utilised for a variety
of purposes. It is therefore noteworthy that not only can the basic
random sanpl e be conpiled, certain other sanples may al so be taken of a
specific nature once al phabetical distribution of names has been deter-
mned in respect of immgrants. Once nore it is necessary to enphasize
that the relative ease of adoption of this nethodol ogy is dependent to

a degree upon business practice: the agency, in this case the Unenploy-
ment Conmmi ssion, has found that filmng and the conputerisation of data

Is a viable economc exercise and as a result the archivist can adopt

hi ghly sophisticated neans of retaining information in sanple form It

I's undoubtedly a splendid solution and a very adaptable one, but if its
operation depended upon the retention and anal ysis by the archivist of

a vast series of paper files until the adequate data base had been esta-
blished, then the viability of the project in terns of staff tineg,

storage and cost effectiveness would surely have mlitated against its
application. If the resources are available at a high enough Ievel there
Is no doubt that what is emnently suitable for non-traditional archives
coul d be applied wth advantage el sewhere but it would be a tinme consum ng
and very costly exercise since it would entail the preparation of conputer
in-put fromthe original paper files and not the application of A D.P.
methods to material already in suitable form

5.22 In one respect this study has been less than wholly effective for there has

5.23

been little evidence of consuner reaction. That there is concern over what

Is done is evident in many countries and the present investigation into the
control of records in the United Kingdom by the Wlson Conmttee stens, in part,
from academ c concern lest the present nethods with their traditional enphasis
on adm nistrative needs are too restrictive and tend to the elimnation of a
far greater proportion of the records than should be. Neverthel ess the speed
of change of techniques in this field and the conbined pressures of economc
factors and of contenporary historical and sociol ogi cal study present the
archivist with a serious dilenma of choice and the nost noteworthy devel opnent
I's that considered opinion tends to involve the archivist increasingly in
apprai sal methodol ogy. The burden of argument throughout this study has al so
been that, except in rare instances, sanpling is an archival activity, although
on occasions academ c consultation nay be desirable if the outcone is to be
general |y acceptable. It may be that, in tinme, a nore detailed study of user
reaction woul d be possible sinply because conclusions reached at the present
time may prove, in the light of experience, to be less than perfect.

In sunming up, therefore, it has been seen that research needs and archiva
interests do not of necessity coincide. Mreover, traditional interests in

the historical field are now suppl enented by social science and an approach

to questions based on quantitative analysis. This fact carries the corollary
that many categories of files, more particularly those relating to individuals
and to individual cases, bear a higher research potential than was previously
envisaged. It is, however, Just these series which present the major problens
of bulk, space for storage, continuing growth and costs in terns of maintenance
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and processing. The archivist, faced with this probl em sees the retention

of sanples as a practical alternative to wholesale destruction. In the report
on ‘Appraisal’ produced for the I.C A in 1976 one reply was quoted which
stated ‘that the selection of sanples for permanent preservation is the pre-
requisite for the elimnation of the bulk of the material’.(7) Unfortunately,
no one systemis universally regarded as satisfactory, local needs and |oca
differences lead archivists to take independent decisions as to the nethodol ogy
to apply and, although one can identify certain types of sanple, even within
each type different methods and techniques will be used. It is clained that
random statistical sanples provide not only the essential objectively chosen
material for analysis, but also offer the nmore traditional scholar what he
seeks. At the same time, in archives, there are so many special considerations
to be borne in mnd that even with the nost stereotyped and |imted case file
it would appear that far more than one factor will be found, and indeed, that
each individual file may be of concern to a nunber of students in varying

proj ects.

5.24 It becomes necessary, therefore, to consider records both fromthe quantitative

and the qualitative view point and no one sanpling method seens to be equally
acceptable in both areas. Alternatives are possible by the use of conbined

met hods or by the use of filmor tape, but unless a prearchival decision has
been taken by which the record itself has become nmachine readable, there remain
serious economc doubts as to the validity of operating an alternative process
with material which is already judged to be of low informational value. On the
other hand, if such docunmentation has been nechanised as a management procedure,
then it is possible for a data base to be created which will provide anple scope
for sanpling of significant information.

5.25 Processes and nethods in 1981 depend upon the technol ogical advance within the

countries, agencies and archives concerned and therefore, despite m sgivings

it seems likely that forms of purposive and systematic sampling will continue
al ongside the random statistical sanple for the foreseeable future. Indeed, it
may be questioned whether they will ever be elinnated entirely, or indeed,
should be, so long as large series of paper files remain in common use. The
probl em therefore remains of attenpting to find some common factors and pro-
cedures which can provide archivists with guidelines when attenpting to put
sanpling projects into practice

Not es

L.

This difference of approach has been highlighted in a letter fromDr. F.B. Evans
to Dr. Eckhardt Franz of 15 April 1981. He wites regarding the confusion
which may occur between ‘appraisal’ and ‘sanmpling’, ‘that we all view the concept
of “selective retention” differently, depending upon our training and experience
with different record-keeping systenms. (To nme, this is the basic problen.

In the USA we “appraise” the total organic accumulation of an office, and
select certain series (in their totality) for preservation. In Europe, it seens
to me you select dossiers within certain classes (series) and that is your
“appraisal”. |If we in the US or Canada go bel ow the series level to select Onl y
certain files (folders, dossiers, etc.), we maintain that we are violating the
organi ¢ character and archival integrity of the series. You don't see it that
way in Europe, since it seens that you apply the concept of archival integrity
(when you do apply it) to the individual dossier (which may still be ‘weeded”
in the pre-archivage stage!) while we apply it to the entire series.
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| feel we should get some basic agreenent on this inportant matter. But

for the present study, selective retention at whatever level (series or file
unit) is not “sanpling”, since the intention is not to represent the totality,
but only to keep the “nost’’inportant”. To sanple, by definition, is to
select so that a part, represents the totality; unless that is the intent

we are not sanpling, and | feel that is the use of the termthat should be
made in this study. Perhaps we should nake very clear that ‘purposive
(selection) sanpling” is not sanpling, but is rather selective retention
according to a criterion other than to have a part represent the physica

form informational content, etc. of the whole.’

In fact, although clained to be ‘random the nethod used was a nunerica
series of every tenth box.

H. Jenkinson, op. cit. P. 149

The records of the Finnish Social Insurance Agency are treated in this manner,
the final digit of the file nunbers being utilised for this purpose

La Gazette des Archives, vol. 59, No.3, 1967, p.221.

See pp, 32-3

A. Kromow, op.cit., p.19
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0. Concl usi ons and Gui del i nes

(1)

6.1 In his book Archives Administration, published in 1977, Mchael Cook briefly
examned sanpling as a technique as part of his chapter on appraisal. Having
identified three types - random selective and representative(1l) - he conpleted
his exam nation by claimng that there is ‘no such thing as a statistica
sanpl e of general utility and then stated that in any event, sanpling was
i nadvi sabl e without sone specialist advice.(2) After considering the conflicting
evi dence and views of archivists in Europe and Anerica, one comes reluctantly
to much the sanme conclusion and feels synmpathy with one correspondent who wote
that ‘the first thing about archival sanpling . . . is that one should only do
it if one really has to.’

6.2 Neverthel ess the purpose of this study has been to try to identify the cases
when sanpling is an appropriate exercise and under what terms it can properly
be carried out and it is therefore desirable to attenpt sone statement of genera
principles and to offer guidelines for those faced by sanpling problems. In
this respect, it is necessary to return to the basic distinction between
apprai sal and sanpling and to attenpt to define the terms in use. Appraisal
therefore, is the fundanental selection of docunentation |eading to preserva-
tion or to destruction, under whatever criteria are considered valid at the
time the choice is made. Every archive class, at least in theory, has passed
through an appraisal process, for a decision, conscious or unconscious, has
been taken in respect of its retention. In contrast to this process, sanpling
can only occur in those cases, where despite the appraisal decision, some
uncertainty remains because of the positive but limted informational content
of the records and also because of their bulk. For good or ill the archivist
Is influenced by costs, for storage, maintenance and care are expensive cOmMoD-
dities and potential, perhaps unknown, research values (that possibility of
usage for secondary purposes), have to be set against the costs of retaining
the records in their original state

6.3 It seens abundantly clear, that sanpling is a technique which, in whatever form
s subject to sone criticism and uncertainty by custodian and searcher alike
and that the archivist will be well advised to adopt sampling methods as
infrequently as possible and only then after the most careful consideration
of the nethodology to be used and, perhaps - for the final decision may wel
depend upon circunstances beyond the archivist’s control - with the advice of
an expert in the field of study involved, and, or, in statistical method.

6.4 Appraisal, therefore, may deternine the fate of classes, series or even unit
pieces; sanpling will only apply when some further reduction in bulk is deenmed
necessary over and above that first decision, or if, for some reason it is
decided to keep an exanple of a type of record otherw se destroyed

6.5 A second consideration will relate to those types of record where such a decision
may be appropriate. Bulk has already been nentioned and, except for the
“exanple’, there are few occasions when the factor of bulk coupled with that of
continuing growmth will not provide the key elenent in the final decision making
Yet not all types of record are equally suitable for sanpling and it has been
necessary to stress repeatedly, that a series of records which is suitable for
this technique, will be hompgeneous. |f the docunmentation is wholly individua
in content and if it provides significant evidential detail, then it is inprobable
that sanpling can apply. One manual of advice which refers to statistica
sanpling states that it can only ‘be applied to documents which contain mathe-
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matically quantifiable information in standard form and in sufficient depth,
either because they cover a long period of time, or because they are conplete
for the particular subject with which they deal’,(3) a ruling which goes

some way towards explaining why statistical nethods are seldom wholly appli-
cable to non-conventional archives

6.6 As opposed to the somewhat cautious and qualified approach of European archi-
vists and their tardy acceptance of fully randomstatistical nethods, is the
ent husi asm evinced by the Anerican paper on ‘Statistical Sanmpling of Archives’ (k)
which argues forcibly that since ‘the record is never conplete we should ‘be
able to sanple wthout undue anguish about the integrity of the records’
Certainly, as suggested earlier, the trans-Atlantic attitude is much |ess
overburdened with fears that the ‘significant’ itemwll be lost and, although
NARS still enploys both selective (purposive) and systematic sanpling on
occasions, the novenment of thought in the case of |arge hompgeneous series
of files and case papers is very nuch in line with that proclaimed in Canada

6.7 A related matter which nust be briefly nentioned is the size of the sanple if,
in fact, one is to be taken, though here again, it is difficult to find
conpletely comon ground. El eanor MKay considered that in order to obtain a
satisfactory and authoritative sanple of Congressional papers a twenty per
cent sanple was required.(5) MReynolds argues fromthe statistical point of
view that ‘the greater the reduction the greater the inprecision of the
resulting sanple’ and he, |ike Cook, recommends the seeking of advice. He
al so suggests that if a record group has a nunber of series of varying signi-
ficance, the archivist can ‘create a stratified sanple of the whole record
group’ . (6) This is, in fact, essentially what is being a tenpted in Kent with
the sanpling of Social Service records, where the size of the sanple taken
from various series of records is dependent upon the relative size, inportance
or nature of the individual series. This concept suggests that the size of
sanple will vary according to circunstances, though it will remain true that
the larger the sanple the more truly representative it is likely to be. Once
again the overriding factor is likely to be cost, for if a very large sanple
Is to be retained may it not still be preferable and possible to retain the
whol e, which after all is the ideal solution?

6. 8 Quidelines
We can conclude so far:

(1) Sanpling should only take place (a) when there is sone doubt about the
validity of retaining the whole class or series of conventional (paper
or textual) records, but when automatic destruction is regarded as too
drastic a course of action, or (b) when it is felt proper to retain
some exanples from an otherw se destructible category of records

(2) Wiere the material itself is appropriate for this kind of technique, i.e
where classes or series of files are honogeneous ('if the individua
files contain simlar records in each file, the variability wll be
smal| and the statistical significance or precision of the sanple wll
be high')(7). Heterogeneous or highly variable records will produce a
serious bias and should not be sanpled for that reason unless there is
a sub-series within the main series which has special characteristics
indicating that retention of the sub-series is desirable.

(3) I'n nost instances these criteria indicate that sanpling is not applicable
for the selection of cartographic., audio-visual or machine-readable records
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(4) While the size of sanple will vary according to the nature of the docu-
mentation and the circunstances under which decisions have been nade
a larger sanple will provide a nore satisfactory coverage of the whole and
will therefore be nore likely to provide researchers with their special
requirements

(5) I'nall cases the methodol ogy used and the reasons which led to sanmpling
nust be indicated in any finding aid which is prepared

(i)

It now becones necessary to consider the various types of sanpling in greater
detail and to attenpt to define areas of usage and significant variations in
value in terms of nethodology. In this section, therefore, it is nost inpor-
tant that exact term nology should be adopted if at all possible. This is
particularly so with words such as ‘randomi and ‘statistical’, for it is
clearly apparent that not only has there been nuch confusion in the past, but
that both these terms are still being used to describe significantly different
processes. Although ‘random is still regarded as suitable as a description
of various patterns of systematic sanpling, its use here, so far as possible,
will be limted to describe the precise statistical process described on

pp. 24-5. The termnology, therefore, will be that adopted in Chapter 2, but
wherever applicable known variants will also be given in the heading to any
particul ar nethod

(a) The exanple

Al'though it would appear that exanples are taken fairly widely in appropriate
circunstances, it nust be stressed that within the ternms of definition ‘an
exanpl e’ cannot be regarded as a true sanple. It neither illustrates the
qualities of the whole nass, nor does it provide a representative experience
of the series. On the other hand, it does indicate that a certain class or
series existed or even that a particular type of individual document was once
in use. Fromtine to tinme circunstances may arise when it seems desirable

to retain an exanple of what would otherw se be destroyed

6.11 Quidelines

6.12

This is a valid appraisal decision, but -

(6) Any description nust indicate the provenance of the exanple and why
the residue was destroyed.

(7) The significance of the exanple rests in its nature as an exanple and
in nothing else; it has virtually no research potential except as an
i ndicator of what was formerly in existence, even though it may have
value as a precedent for the agency concerned.

(b) Purposive Sanmpling (Qualitative or Selective Sanmpling)

The nmost dranmatic exanple of this kind of sanpling and the one which led to
consi derable dispute was the French attenpt sonme years ago at producing
‘mdels’ . This was attacked in 1953 by R H Bautier(8) and was further
discussed in 1967 by Pierre Boisard in La Gazette des Archives.(9) As a
method it is superficially very tenpting to the archivist, who considers
that a class or series nust contain material of special or particular

merit in respect of individual topics, areas or personalities. As a nmethod
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it attenpts to answer the criticism that sanpling renoves the exceptional and
thus loses what is of special significance. In considering this argunent

one author has referred to this formof sanpling being carried out under
‘criteria of significance’, but has then pointed out that such criteria are
atypical sinply because they are of special significance and that ‘the resulting
sanple does not, in any way, reflect the whole group of records’. Wile he
does, somewhat grudgingly, adnmit that selective sanpling ‘within series or
record groups is a valid technique for archivists in some circunstances’, it
is also plain that this systemis not very far from the taking of exanples.

It is nevertheless a nethod which has been used by many archivists and, al nost
as often, it has given rise to criticismbecause of its inevitable built-in
bias and its unsuitability for statistical purposes. It must be adnitted
however, that so long as doubts remain about the wholly satisfactory nature

of systematic or true random sanpling, there will be a tendency to continue
to use this method. It is of interest to note that when the sanmpling of the
papers of Congressmen in Wsconsin was attenpted, the persons involved stil
considered it desirable to take a purposive sanple fromthe eighty per cent
residue in case the statistical sanple did not prove to cover all contin-
gencies.(11) Indeed, if purposive sampling is to be accepted at all, it is
probably most appropriate in this kind of context where, after the taking of

a statistically acceptable sanple, it is used as a secondary system - a kind
of safety-net. In other words, that once a statistical sanple has been taken,
it is permssible to extract fromthe residue, other files or papers on a
qualitative basis.

6. 13 CGuidelines

In view of the above facts and of the continued use of this nethod, even if
there remain many reservations, it is well to establish certain basic rules
for its adoption and usage:

.(8) Purposive sanpling, because of its ‘ exceptional’ character and
built-in bias, is the | ess appropriate the nore honmogeneous the
original series of records.

(9) No purposive sample should be taken in the place of a statistically
valid sample - it may be a supplenentary process, but is not really
acceptable as the primary method to be enployed.

(10 Criteria of selection nust either be very specific (e.g. the case
files of conscientious objectors referred to on pp.20-1) or nust be
as conprehensive as they can reasonably be made. Once again the
problemarises that the attenpt to be conprehensive may only be
achieved by the retention of the whole series.

(I') A very clear description of any criteria nust preface any finding
aid, so that the user is nade fully aware of what was done, why it
was done, how it was done and where he can find the other el ement
of the sanple which can be used for quantitative analysis.

6. 14 (c) Systematic Sanpling (Representative, Quantitative or Statistical other
than ‘randonmi, Tine-Series or Chronol ogical, Numerica

There is no doubt that of all sanpling methods, systematic sanpling is the
method with the greatest nunber of devotees at the present time. The
preference for this method is usually expressed in terns of the sinplicity
with which it can be carried out. Nevertheless there has been some criticism
of methods in the past, and indeed, systematic sanmpling covers such a very
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wi de spectrum of techniques, varying fromones bordering on purposive methods

to systens designed to provide a near ‘random sanple that it is difficult to
define in any one sinple manner. It is worthy of note, however, that whereas
Eur opean archivists still tend to regard systematic nethods as the nost suitable
for general purposes, the pressure in North America is towards the greater use
of truly random nethodol ogy. Each of the varieties of systematic sanpling nust
be briefly considered and for each some rules of action nust be established.

Onl'y one renove from purposive sanpling and still far from being what one
usual ly regards as a systematic sanple is the representative topographica
sampl e. This occurs when, faced with a large nunber of sinilar groups—{fonds)
within the archives of an agency, each based on a particul ar topographica

area or regional office, it is decided to retain whole archive groups for a
sel ected number of offices. It is inmediately clear that this is not true
sanpling, rather it is nore closely associated with basic appraisal in that it
is not series which are being reduced in size but rather a determnation to
retain some units of archives as opposed to others. Moreover there is no
hormogeneity within the records chosen for retention - the group may contain
many disparate classes - but each group will approximate to its fellows in the
character of the records created and those selected for retention will there-
fore present a representative sanple of the records of the central agency as
they existed at the local level. This approach has been strongly criticised
in France as creating a false sense of unifornmity and for damaging the resources
of local history within those areas where destruction took place. There is a
sense, of course, in which this process is of the kind of arbitrary selection
which the ravages of time have created and, indeed, such selected groups of
records are only valid for research within the parameters of their own topo-
graphi cal area and cannot be cited as authoritative evidence for what took

pl ace el sewhere in areas for which the records have been destroyed. Finally,
this is a method which underlines the archivist’s dilemm very forcibly -

the archives of the unit office or area can only be regarded as marginally
worth preservation; can the cost of keeping all such records and therefore

all such units be justified? |f it cannot then possibly a topographical sanple
is to be considered as a conprehensive exanpl e of what once existed and took
place in one area only.

CGui del i nes:

[t should be understood therefore:

(12) That topographical sanmples are only acceptable where a large centra
agency has many |ocal offices and where the central agency’s records
are already retained in an adequate form

(13) The records of chosen units within the system should be retained in
their entirety as group - this is a very special kind of exanple and
its validity rests in the conpleteness of the archive groups of which
it is conposed.

The second form of systematic sanpling frequently used is the retention of
files based on letters of the alphabet. Al phabetical sanpling is regarded

as having a certain statistical justification and, in Canada, is conbined

with a still nore ‘random nunerical selection. The weakness of this system
lies in the national and |ocal variability of letter usage, so that although
the choice of initial letter may appear representative of the whole series
sub-categories of individuals may be entirely nmssed. For exanple the use

of this method in the German Federal Republic has concentrated on the letter
H but while this is satisfactory for nanes of Germanic origin, it onmits those
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of Romance origin; and a simlar use in the United Kingdom would result in the
exclusion from the sanple of certain immgrant groups in the population. Never-
theless with large series found in al phabetical order it is a formof sanpling
very easy to put into practice

6. 18 Quidelines
It may be said to be appropriate when:

(14) there is a large homogeneous series of personal files arranged al pha-
betically, so that the sanple will be of a large enough size to provide
reasonably accurate information (e.g. at Koln the use of the initia
letter H provides an 8.5 per cent sanple);

(15) where an anal ysis has been carried out to establish which initial letter
will be satisfactory according to the purpose of the exercise as a whole
and will also effectively represent the records in question (e.g. it is
useless to select a letter of very infrequent usage like Q or Z; equally
to adopt Min Scotland mght lead to an undesirably high percentage sanple)

6.19 A nore nearly ‘randoni and statistically sound sanple is achieved by numerica
sel ection. Nunerical or Serial sanpling can be sinple, i.e. every tenth or
twentieth box, files, etc., according to the format of the records; or it
can be based on far nore conplex criteria, e.g. the Social Insurance Nunber
selection in Canada, where files with termnal digit 5 alone are selected.
It must be indicated that the ‘tenth box’ method can lead to sone problens if
the make-up of the records results in files which overlap the box arrangement.
It is said that this method used in the Public Record Ofice for the records
of the Registrar General of Shipping has resulted in a sanple, which, while
it provides a statistical base, is not particularly suitable for other research
purposes. Neverthel ess numerical sanpling is one of the three npst wdely
accepted met hods which while not wholly randomin the statistician’s sense can
provide an acceptable base for nost purposes. one of the difficulties illus-
trated in the evidence submtted for this study rests once nore in the |oose
use of termnology and one cannot always be certain when ‘randoni nethods are
mentioned whether that is really so or whether sone formof nunerical selection
Is not being practised. It is essential, however, that if the intention is
to produce a sanple which is valid for statistical purposes, then bias nust be
avoi ded and not all records will be equally suitable for this kind of sanpling.

6.20 Cuidelines:
It can therefore be stated:

(16) ‘A serial sanple may be acceptable for statistical study if the existing
order of the whole body of the records is random (e.g. a series of
returns filed in no systematic order). '’

(17) ‘A serial sanple is the only practicable nethod of sanpling if the
individual items cannot be separated and the assenblage has to be
taken as the unit. * (14)

(18) This method should not be used if there is an undoubted al phabeti cal
t opographi cal or chronol ogi cal arrangenent to the records

(19) The degree of acceptability depends upon every unit in the series having
its unique individual nunber, a vital element if statistics are to be
meani ngf ul .
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(20) The numrical series to be adopted nust be established in advance and
nust be adhered to rigidly.

6.21 Chronological or Tine-Series sanples. This formof systematic sanpling, which

6. 22

6. 23

finds much favour, depends upon the chronol ogi cal arrangement of the papers
to be sanpled and, in nost cases, results in the survival of records for
every fifth or tenth year, often using census years because of their associa-
tion with other denographic material. The weakness of this formof sanpling
rests primarily in the fluctuations of human society and that the years thus
selected may avoid vital changes of a political or economc or legislative
character. This is a cause for concern and has nade searchers suspicious of
a method which tends to concentrate on the short termfacts rather than the
long termtrends. It has been this consideration which has led in France to
the somewhat conplex pattern of sanpling adopted for the records of Santé-
Travail, where the papers for one year in thirteen are retained and those for
one nmonth, in rotation, kept for the intervening years. This systemis further
refined, however, by permtting the year for which there is a total retention
to be determned not by an arbitrary series, but by the significance of events
of that year. In the end therefore one is net in essence with a statistica
sanple based on the nmonthly series with its built-in variable in order to
obtain a representative cover over a period of years, and then superinposed
on that, what is in effect a purposive sanple dependent upon ‘criteria of
significance’ . This conplication must be recognized in any statistical work
carried out, for while sone valid conparisons are possible with the monthly
series, the chosen years will not be simlarly conparable.

Qui del i nes:
For a satisfactory time-series sanple therefore:

(21) the records must be honpgeneous and arranged chronol ogically

(22) the time-series should be selected irrespective of political or other
changes happening in between the retention years and this tinme-series
shoul d be adhered to at all times if the result is to provide statistica
i nformation

(23) the closer together the selected years are, the nore likely it will be
that sudden aberrations in society will be picked uw, but since it is
only a sanple one cannot and should not regard special circunstances as
reasons for special variation; if there is cause for doubt then it may
be that a selective (purposive) sanple should be taken in addition to
and after the chronol ogical sanple.

It nust be stressed again that it is the relative ease with which systematic
sanpl es can be taken which is their principal attraction. 1In the RAD
paper from the Public Record Ofice, quoted above, the comment is nade that
“in practice it may be too expensive or time consuming to take ‘a random
sanple, and that therefore ‘the alternative of a “serial” or “systematic”
sanple’ nmay have to be adopted. This is now very nuch the preferred nethod
in European repositories, but it is gradually giving way to the true random
sanple in the United States and Canada

6.24 (d) Random Sanpling

The essential problemin this technique is to establish the fully random
nature of the sanple; to apply a statistically sound nmethod of selection
with no element of bias; and to be satisfied that the needs of traditional
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research are as adequately covered as those of quantitative analysis. In the
view of the Canadian Public Archives these criteria are all met and this is
also the opinion of R M MReynolds of the National Archives and Records Service
of the US A on this side of the Atlantic there are still doubts and the
much sl ower adoption of conputer techniques in archives and |ack of resources
has limted the use of random methods. (ne comment received reads that ‘cal-
culations based on the (random) sanple will not provide historical accuracy

in the sense of tying the creating authority's operations to particular cases
but they should give an accurate overall view of the effect of policies or the
extent of problems’. Material to be processed in this way nust be
essentially honogeneous, i.e. with a very low variability of content, and
should ‘contain mathematically quantifiable information in standard form or

in sufficient depth, either because they cover a long period of time, or
because they are conplete for the particular subject with which they deal’.
(17)

Cui del i nes

The choice and practice of this methodol ogy depends upon
(24) a suitable series of honmogeneous records

(25) the use of a random nunber table(18) or, possibly, of a highly
sophisticated nunerical series; (19)

(26) the nunerical individuality of all the pieces (units) in the
file series so that bias is elimnated;

(27) the careful determnation of an appropriate size for the sanple
bearing in mnd that ‘the greater the reduction the greater
the inprecision of the resulting sanple’. It should |ike-
w se be remenbered that ‘to double the accuracy of a sanple it
I's necessary to quadruple its size'; (21)

(28) that in this area in particular, the advice of a statistician
and expert in historical quantitative research can be invaluable
and can prevent serious error

6.26 The random sanple is taken by a precise scientific process, all other

sanples only approximate to a greater or |esser degree to that objective
i deal and since they are easier to adopt, and are in sone ways nore
natural in nethodology to traditional archival thinking, they wll tend
to be used, especially where the technol ogy associated with true random
sanpling is still difficult to acquire and the skills of the persons who
nust carry out the work limted. Nevertheless, as computer technol ogy
expands and becones |ess expensive, it would appear that the random
sanpl e based on the random number table, or perhaps on some essentially
random system |ike the Canadian S.I.N. nunerals, wll becone increasingly
the standard adopted for |ong honpgeneous series of paper files. It will
never be appropriate for records with a high variable factor, but it Is
questionabl e whether sanpling of any kind should be advised in those

ci rcumst ances.

(iii)

6.27 This chapter has not considered at |ength the question of non-traditiona

archives, but it may be recalled that the essential argument of Chapter 4
was that, in nmost Instances, sanpling was not a technique suitable for materia
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which nust be selected on a unit basis. There were a few exceptions, depending
upon the provenance of the material and in such cases it was al nost invariable
that time-series or chronol ogi cal sanples were taken, unless indeed the basic
record had been mcrofilnmed and a purposive sanple appeared nore appropriate

In all these instances the rules which would apply are those which have already
been set out in the appropriate section of this chapter. There seems to be no
room for quantitative, statistical sanples in these areas, though of course the
argument is confused by the availability of alnost unlimted sanples for research
purposes, where the records themselves form a data base available for investi-
gation.

In conclusion, therefore, sanpling is a nethodol ogy forced on archivists by the
sheer bulk of documentation and the cost of preservation. It should not be
adopted unless there is no alternative solution, for it can sel dombe wholly
satisfactory. Random statistical sanpling is appropriate for honbgeneous series
of paper files and can form a satisfactory base for quantitative research and
dependent upon that honogeneity, a reasonable base for traditional research
also. The archivist, however, faced with costs, staff problens and many cl asses
whi ch are sonmewhat nore variable than should ideally be the case, will often

tend to adopt sinpler methods, which can still be statistically based even
though less conpletely satisfactory than random sanpling and which provide
nore scope for the retention of the exceptional as well as the normal. In al

cases, however, any sanple which is intended to be statistically valid nust

be taken first and any other type of selection made subsequently. Full notes
must al ways be retained of every action taken and of the various el ements of
the sanple if nore than one has been taken. The records thenselves, too, nust
be stored in such a way that the distinction between what is acceptable for
quantitative analysis and what is not, is clearly apparent.

In one sense, sanpling is the worst of all worlds, but there is a growng

opi nion which sees in random sanpling a set of criteria acceptable for al
purposes provided the basic record is suitable for that kind of technol ogy.

M crophot ography and the preparation of data bases may help to overcone the
dilemma presented by archival sanpling, but even apart from cost, the applica-
tion of modern techni ques depends upon the availability of such technol ogy and
it will be many years before the |ess sophisticated nethods are rejected
entirely. Unfortunately sanmpling will always |eave the archivist and perhaps
the scholar in a state of uncertainty, even though the methods used may be
totally acceptable. In all cases, the residue nust be destroyed and sonet hing
may be lost thereby. Accepting that irreducible factor, forns of sanpling
will continue so long as very bul ky series of essentially simlar records

have to be appraised and cost of storage prevents the retention of the whole.

1. These terns approximate to what have been identified in this study as random
statistical, sanpling; purposive sanpling; and systematic sanpling. They
reveal once-again the difficulties of determning the appropriate term nology
inthis area

2. Cook, op.cit., P.89

3. ‘Manual of practice’, East Sussex County Council.
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APPENDI X |

Qui del i nes for Sanpling Procedures

The various fornms of sanpling may be regarded, generically, as one of the tools
available to the archivist involved in the process of selection. This process,
termed appraisal, affects all records and may be applied at differing times in the
life of a record and in respect of differing criteria, admnistrative or research.

Sampling comes into the picture when a class or series, having been appraised
as a whole, is, nevertheless, not being retained in toto, but when an attenpt is
being made to retain a sufficient element to provide an adequate and representative
part of that class or series. ldeally, sanpling is an exact statistical technique
but the conplication arises with records that the archivist is desirous both of
providing a pure statistical sanmple for quantitative analysis and yet is also anxious
lest the individuality of the pieces making up any class or series should be overlooked.

For that reason the guidelines which are enunciated in Chapter 6 of the study
The Use of Sanpling Techniques in the Retention of Records are given belowin the
order in which they occur, but wthout the argunent leading to them Starting wth
general principles, they move to those factors controlling the use of particular
methods. It is hoped that this re-statement will provide a sinple and unconplicated
guide to the application of sanpling procedures, which vary from the selection of
“exanples” with little research potential to the sophisticated ‘random sanple’ of
absolute statistical validity.

1-5  General rules

1 Sanpling should only take place (a) when there is sone doubt about the
validity of retaining the whole class or series of conventional (paper
or textual) records, but when automatic destruction is regarded as too
drastic a course of action, or (b) when it is felt proper to retain sone
exanpl es from an otherw se destructible category of records.

2 Sanpling should only take place where the material itself, is appropriate
for this kind of technique, i.e. where classes or series of files are
honogeneous ('if the individual files contain simlar records in each file,
the variability will be small and the statistical evidence or precision of
the sanple will be high'). Heterogeneous or highly variable records wll
produce a serious bias and should not be sanpled for that reason, unless
there is a sub-class within the main series which has specific characteri-
stics indicating that retention of the sub-class is desirable.

3 In nost instances these criteria indicate that sampling is not applicable
for the selection of cartographic, audio-visual or machine-readable records

4 Wile the size of the sanple will vary according to the nature of the docu-
mentation and the circunstances under which decisions have been made, a |arger
sanple will provide a nore satisfactory coverage of the whole and will, there-
fore, be more likely to provide researchers with their special requirements

5 In all cases the methodol ogy used and the reasons which led to sanpling nust be
indicated in any finding-aids which are prepared

6-7 The taking of Exanples

6 In the taking of exanples any finding aid must indicate the provenance of the
exanples selected and why the residue of the class or series was destroyed
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The finding-aid should also indicate that the significance of the exanple
rests in its nature as an exanple and in nothing else; it has virtually no
research potential except as an indicator of what was formerly in existence
even though it may have value as a precedent for the agency concerned.

Purposive (guantitative or selective) Sanpling

Purposive sanpling, because of its exceptional character and built in bias, is
the less appropriate the nore honmogeneous the original series of records

No purposive sanple should take the place of a statistically valid sanple -
it may be a supplementary process, but it is not really acceptable as the
primary nethod to be enpl oyed.

Criteria of selection nust either be very specific or nust be as conprehensive
as they can reasonably be made. The problem always arises that the attenpt

to be conprehensive may only be achieved satisfactorily by the retention of
the whole series.

A very clear description of any criteria nust preface any finding-aid, so
that the user is made fully aware of what was done, why it was done, how it
was done and where he can find the other elenent of the sanple which can be
used for quantitative analysis.

Systematic (representative or topographical, alphabetical, nunerical or serial
chronol ogical or tinme-series, and quantitative or statistical other than

‘randond ) Sampling

Topogr aphi cal _sanples are only acceptable where a large central agency has many
| ocal offices and where the records of that central agency are already retain
in an adequate form

The records of chosen units within the systemshould be retained in their
entirety as groups -this is a very special kind of ‘exanple’ and its validity
rests in the conpleteness of the archive groups of which it is conposed.

Al phabetical sanplingis appropriate where there is a |arge honpgeneous
series of personal files arranged alphabeticallsg that the sanple will be
of a large enough size to provide reasonably accurate information of the whol e

It is appropriate for an analysis to be carried out to establish which initia
letter will be satisfactory according to the purpose of the exercise as a
whol e and which will also effectively represent the records in question (e.g
it is useless to select a letter of very infrequent use like Q or &nmlarly

to adopt Min Scotland might lead to an undesirably high percentage sanple).

Nurmerical or Serial Sanplingmay be acceptable for statistical study if the
exi sting order of the whole body of records is random (e.g. a series of
returns filed in no systematic order)’

‘It is the only practicable method of sanpling if the individual items cannot
be separated and the assenblage has to be taken as a unit’.

This method should not be used if there is an undoubted al phabetical, topo-
graphi cal or chronol ogi cal arrangement of the records
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The degree of acceptability depends upon every unit in the series having its

uni que individual number, a vital element if statistics are to be neaningful

The nunerical series to be adopted must be established in advance and nust be
adhered to rigidly.

Chronol ogical or Tinme-Series Sanpling is appropriate when the records are

homogeneous and are arranged chronol ogically

The time-series chosen should be selected irrespective of political or

other changes happening between the retention years or nonths and this tinme-
series should be adhered to at all tines if the result is to provide statis-
tical information.

The closer together the selected years are, the nore likely it will be that
sudden aberrations in society will be picked up, but since it is only a
sanpl e one cannot and should not regard special circunstances as reasons
for special variations: if there is cause for doubt then It may be that a
sel ective (purposive) sample should be taken in addition to and after the
chronol ogi cal sanpl e.

Random Sanpl i ng

Random stati stical sanpling depends upon the existence of a suitable series
of homogeneous records.

It results from the use of a random nunber table, or, possibly, a highly
sophi sticated nunerical series

It isonly valid if all the pieces (units) in the file series have numerica
individuality so that bias is elimnated.

There must be a careful determnation of the size of sanple bearing in mnd
that ‘the greater the reduction the greater the inprecision of the resulting
sanple’ . It should |ikew se be remenbered that to double the accuracy of

a sanple it is necessary to quadruple its size

Random sampling is an area where the advice of a statistician and expert in
historical quantitative research can be invaluable and can prevent serious
error.

In the application of these guide-lines it is well to renenber that there may
often be a case for conbined methods, provided always that the pure statistically
valid sanple is taken first and that in very many cases expert advice into nethods
size of sanple and research potential may be highly desirable.
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APPENDI X 2

Reference has been made many tines to the nmethod adopted in Canada for sanpling
the records of the Unenpl oynent Conmi ssion and to the use of the final digit of
Social Insurance Numbers as a method of producing a satisfactory random sanple.

The follow ng note on the make-up of SIN nunbers is adapted froma report to the
National Archives by Jake Knoppers in 1979. The present systemresulted froma
revision of practice in 1964 when new nunbers were issued. These consisted of
eight digits, the first being an indicator of topographical province. The ninth
digit is a check digit and it is this alone that is used in the sanpling exercise.

The first or provincial digits are as follows:

1 = Atlantic Province
2&3 = Quebec
4 &5 =  (Ontario
6 =  Prairies
7 = Pacific Coast, Yukon and Northern Territory
8 =  Non-citizens requiring work pernmts
The check digit is established on a MOD 10 base as follows: it is considered
statistically sound and that there is an even distribution of termnal nunbers.
Speci men nunber 214 232 68
(1) Take each odd position nunber and
double the value . . . 2 4 4 16
(2) If the resultant value is greater
than 9 (i.e. one digit) add the
digits together . . . 2+4+4+ 7 = 17
(3) Take the value of the even positions . . . 2+4 +3+6 = 15
(4) Tot al e 32
(5) Go to the next MOD 10 val ue and then
subtract: i.e. 40-32 = 8. 8 is therefore
the check nunmber and the whole SIN nunber
will read . . . . .. 214 232 688

In the actual sanpling exercise only those nunbers with final check digit 5 are
sel ect ed.
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APPENDI X 3

a table of Random Numbers
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