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I.

Executive Summary
Austin Community College (ACC), founded in 1973, has never had an official archive. This

is about to change. With the permission of the president, Director of Institutional Records Azure
Brown has begun the process of developing an archive that will serve the ACC community for
years to come. This report represents the findings of a research team invited by Ms. Brown to
assess the current state of the archival materials that have been collected and to make
recommendations for further action.
This report was prepared by three graduate student assessors - Elizabeth Buchanan,
Catherine Whited and Jonathon Youssefnia - under the auspices of Rebecca Elder’s Managing
Preservation Programs class for the University of Texas at Austin’s School of Information. Using
a combination of informational interviews, surveys and other data collection techniques, we
assessed the current ACC Archive and, to some extent, its planned direction and focus. While
our team found many small changes that could be made to improve the preservation of current
materials, the archive’s most pressing need is the hiring of staff and the creation of policies to
guide its processing and collecting of current and future materials.
The following is a summary of our recommendations, divided by the time and resources
required for implementation:
Immediate: “Can be implemented in the current space with current resources.” These
recommendations are chiefly focused on physical preservation of current collection.
Immediate Recommendations:
-

Box or otherwise contain all materials to protect them from further exposure to bright
fluorescent lighting. The most immediate threat to the archive is light exposure. This step
includes removing mass-market frames from paintings and certificates, and rehousing
materials currently held in binders. It could also include covering the rolling shelves
holding archival materials, which are currently placed directly beneath a lighting fixture.

-

Address existing housing issues which physically threaten the materials. Place spacers
in half-filled boxes to stop materials bending or slumping. Remove inaccurate ‘Destroy’
labels on boxes of materials being kept for the archives.

-

Create a temporary deed of gift. At present, when new materials are accepted in the
archive, a ‘Records Transmittal’ form is generated. While it is an excellent practice to
document these transactions, the archive should have its own forms to specify what area
of Institutional Records is receiving the material. Different policies may apply to archival

materials, and donors should be aware of this. A separate form will also help clearly
designate materials transferred from ‘Current Records’ to the archive at the end of the
assessment currently being conducted. Resources about deeds of gift are available in
the Appendices.
-

Address ‘John Roueche’ collection. This is a collection of books on the subject of
community colleges which previously belonged to John Roueche, the former head of
UT’s Community College Leadership program. This collection could either be developed
into a special collection within the archive, passed to the library, or passed on to another
institution. It must be discovered if a deed of gift or other legal requirement exists which
determines what kind of use should be made of the collection. In the meantime, the
books must be tightly repackaged in acid-free boxes, as their current housing in plastic
tubs risks retaining moisture and heat.

Mid-Term: “Can be implemented in the current space with planned staff.” These
recommendations are necessary as soon as possible to make the ACC archive usable and able
to process new donations.
Mid-Term Recommendations:
-

Process and rehouse the collection. In archival terms, to “process” refers to arranging
and describing a group of records and includes deaccessioning materials not considered
appropriate for the archive. The end result of this processing is a ‘finding aid’, like a
library catalog record for archival materials, which will help users locate specific records
in the collection. All materials should be re-housed in acid-free archival-quality boxes
and folders. Specific recommendations for each material type can be found in Section B
below.

-

Create an electronic access point for archival finding aids. When the collection is
processed, the finding aid produced should be published on the ACC website (or
elsewhere). This step will also require the Institutional Records Department to develop
and publicize access guidelines so that processed materials may be accessed in the
current location.

-

Catalog and plan for defunct media. A large number of formats represented in the ACC
collection are either obsolete or in the process of becoming so: these include cassette
tapes, VHS tapes, DVDs, floppy and optical disks. Services are available which digitize
the information on such media; ACC could choose to utilize one of these, or they could
choose to undertake the digitization work themselves. Both options will require long-term

investment of time and funds. In the mid-term, we recommend assessing the amount of
each media and pricing digitization services or necessary tools and technology for
digitization and begin long term planning so that the digitization can occur before these
materials degrade completely.

Long Term: These recommendations require a substantial investment of time or money. Our
end goal with these recommendations is for ACC to be able to showcase a vibrant and fullydeveloped archive by the college’s fiftieth anniversary in 2023.
Long Term Recommendations:
-

Hire an archivist to oversee the growth and development of the archive into a resource
for the Austin Community College community. We believe that this is likely the most
important step that ACC can take; although any of the steps previously outlined will help
improve the archive, it is clear that a dedicated archivist is needed to oversee the care of
current and future acquisitions.

-

Develop a long-term preservation plan, including the following policies: Access and Use,
Acquisitions/Deed of Gift and Emergency Preparedness. ACC is sorely lacking a number
of policies which will help clarify, organize, and protect the archive in the coming years.
As the archive continues to grow, it will be vitally important to have these in place to
govern how it collects material, how that material can be accessed by users, and how
that material should be treated in the event of an emergency.

-

Digitize defunct media. As previously mentioned, many of the formats present in the
archive are either defunct or are in the process of becoming so. Serious consideration
must be given in the long-term to whether ACC will take on the digitization work
themselves or hire an outside contractor instead. Additionally, consideration must be
given to the type of repository which will house these digitized files and their associated
metadata.

II.

Introduction and History
Austin Community College (ACC) opened its doors on September 17, 1973 with the

intent to provide “an affordable, quality education to anyone who seeks it.”1 It has since grown
into a busy system of eleven campuses in Central Texas, with an enrollment of 70,000 annually.
The college will celebrate its fiftieth anniversary in 2023.

1

Austincc.edu

ACC has never had an official archive, though the libraries in some of its branches have
maintained informal collections (for example, several of the boxes in the current assessment
group are marked ‘Northridge Campus Archive.”) Despite this, archival materials have been
accumulating: campus maps and building plans, course catalogs, the files of retired faculty
members, Board of Trustee meeting minutes, VHS tapes, photographs, memorabilia, and a
litany of other sources which may or may not be of historical significance to ACC. This unofficial
archive is currently housed in the Department of Records Management, located in the ACC
Service Center warehouse in northeast Austin.
Until recently, there was some question as to which department would have control of
this collection of archival material. It was decided in 2019 to place the materials under the
control of the Department of Records Management and to develop the collection into a fullfledged archive. Since this decision was made public - and the existence of the archive more
widely known - the collection has received several more donations. There is a plan (currently in
the very early stages) to transfer the collection to a custom-built space in the college’s Highland
Campus in central Austin.

III.

Assessment Tools and Methodology
Our findings are based on three visits to the archive at its current location in the

Department of Records and Information Management, located in the Service Center warehouse
owned by ACC in northeast Austin. Our initial visit on September 21, 2019 consisted of a twohour long tour and informational interview with Director of Records Management Azure Brown.
On this visit, we also placed a HOBO data logger to track the temperature and relative humidity
of the Records Department where the materials are stored. On our second visit on October 10,
we retrieved the data logger, walked the perimeter of the Service Center warehouse and
observed the building’s security protocols. On this visit, we also conducted a random inspection
of boxes in the collection to assess what types of materials were collected and their current
condition and storage. On October 26, we returned for a more detailed survey of the collection,
paying particular attention to the types of materials stored and their condition, and took light
meter readings of the Institutional Records space.
As time was not available for an in-person meeting with maintenance staff, we sent an
online maintenance survey to Buildings and Maintenance Supervisor Steven Clary, who was
also able to provide us with building plans for the Service Center building. Finally, a phone
interview with former history professor and current ACC historian Bill Montgomery was

conducted on October 15. This interview was particularly important as Dr. Montgomery is one of
the only users of the archive in its current form. His insights helped us to better understand the
access problems of the archive. We also conducted a brief survey of existing archives programs
in similar American community colleges (see Appendix B).

IV. Collection
A. Housing
The ACC archives collection is housed in the Institutional Records Department’s office
space, where it occupies
two stacks of high-density
mobile metal shelving. In
addition, there are two wire
rolling racks of newer
acquisitions to the
collection. This part of the
collection has outgrown its
racks and now includes
several boxes piled high on
nearby tables, open boxes,
Figure 1. Some archival materials are currently housed in printer paper boxes.

binder-style photo albums,
and boxes of loose

photographs. The final addition to the collection is five Rubbermaid®-style plastic storage tubs
and a cardboard box labeled “From Dr. John Roueche,” which were originally stored offsite but
moved to the Records Center in order to be included in this assessment.
The high-density shelves are nicely organized and not overcrowded. The quality of
boxes used to store materials varies widely: some boxes are of archival quality, but roughly half
are repurposed printer paper or shipping boxes. The labeling of these boxes is inconsistent some boxes have permanent labels which describe the material inside and some have
permanent labels which have nothing to do with their contents. Several of these boxes are
labeled “Destroy”, possibly from their previous use in the Records department; this is confusing
for users unfamiliar with the collection. Every box is labeled with a sticky note describing its
location in the archive, corresponding with the collection survey conducted by previous Records
Management staff. These sticky notes are in very real danger of coming detached.

The boxes in this section
vary in fullness - some are
half-full, while some are
packed tightly with horizontal
stacks of paper. Materials in
both half-full or overpacked
boxes risk being bent, dogeared or otherwise damaged
as they are crushed by other
loose materials or are
jammed into their boxes.
Overpacking also makes
access to these materials
Figure 2. Several boxes containing archival materials are labeled “Destroy”;
all boxes have a sticky note which describes their location on the shelves.

impossible without removing
the contents of most of the

box. Storing these records upright in their boxes with archival folders to separate them and
spacers to take up any empty space will greatly increase their lifespan and their usefulness to
potential archive users.
The housing of the materials
on the rolling shelves and the
nearby ‘miscellaneous’ boxes
is much less orderly. For one,
it is obvious that the
Institutional Records
Department is quickly running
out of space for new archives
acquisitions - materials are
stacked loose on top of
shelved boxes, open boxes
of materials are housed both
on shelves and on nearby
tables, and materials that are
Figure 3. Many boxes have been packed haphazardly and are at risk of
damaging the materials that they hold.

in use (by ACC Historian Bill
Montgomery) are stacked in

the open air accumulating dust and vulnerable to being knocked to the floor or exposed to
crumbs and drinks from the nearby office cubicles. It is very important that all archival materials
are properly housed: without any box or in a box without a lid, the materials are exposed to the
space’s bright fluorescent lighting which causes irreversible deterioration (more on this Section
V - Preservation Assessment of Current Location), as well as dust and any other in the area.
Boxes missing their lids should be replaced; if an item is too large to fit in regulation sized
records boxes like those owned by the Institutional Records department, flat file boxes or
custom-made boxes can be ordered. The collection of acrylic portraits in mass market gold
frames are particularly at risk, as they are housed in an open box directly under the light fixture
(see specific recommendations in Materials section below).

Figure 4. An example of a box without a lid, exposed to the fluorescent
lighting. Note the Record Transmittal form currently used by the archive.

.
Figure 5. Board of Trustees portraits are stored without lids, still in the
mass-market frames with which they were hung.

Figure 6. Contact prints sit in the open air on desks when not in use. These
prints were present on this desk for each visit conducted by the assessors.

Apart from the open boxes, our most immediate concern regarding the housing of the
ACC collection is the binders. A large selection of mass-market D-ring binders have been used
to house both photos and newsprint clippings of advertisements taken out by ACC through the
years - the oldest date back to its founding in 1973. The plastic film of the binders is a problem
for long-term storage, since all but a few kinds of plastic used in commercial photo albums
produce gases over time; this can rapidly increase the acidification in paper materials like the

photos and newsprint at
ACC and causes them
to break down. Some of
the ACC binders are
already suffering from
this condition, with
photos adhering to the
disintegrating plastic of
their binder pages. Even
if theses binders were
archival quality, there is
also pronounced
bending of the binder
pages, and many of the
Figure 7. The binder collection on their rolling shelves.

clippings are sticking out

of the tops of their binders and thus are exposed to a high level of fluorescent light. Bending
these kinds of materials stresses their structure and shortens their lifespan, while binders
themselves do not offer adequate protection from light. We recommend that all materials
currently housed in binders be removed and treated according to their type (specific
recommendations for each type are in the Materials section below.)

Figure 8. D-ring binders tend to warp the materials they house.

The ‘Dr. John Roueche’ containers hold a collection of books which formerly belonged to
the retired president of the University of Texas’ Community College Leadership Program.
Whether or not these materials are appropriate for inclusion in the ACC archive, their storage in
plastic tubs is not ideal; these containers retain heat and moisture and do not allow for air
circulation - perfect conditions for mold growth. The books are also stacked haphazardly in their
boxes, which has led to some bending against the tub walls. It is our recommendation that they
should be repacked tightly in acid-free book boxes and returned to storage until a processing
decision can be made.

Figure 9. Whatever decision is made for these books, they should not be stored on the floor!

B. Preservation of Materials:
Although the ACC Archive has been unofficial up to this point, it has already amassed a
wide variety of materials, each of which requires different treatment along with our general
housing recommendations above. In this section, we have compiled an unofficial catalog of
material types we were able to locate, along with some specific suggestions for their treatment.
Additional resources for preservation work are included in the Appendix.
Paper Materials:
-

Loose paper/records - There is a lot of flat paper in the collection and it all appears to
be in good condition, although it is housed inconsistently. Some of it is stacked flat inside
boxes, some is in slumping folders within partially full boxes, and some is in folders
within full boxes. There are also newsletters and other “loose” papers stored in plastic
sleeves inside binders. The Library of Congress recommends housing flat paper in acid-

free file folders inside document boxes, and the long-term goal should be to re-house all
paper materials this way (see the Paper subsection of the Library of Congress
Guidelines for Various Format Types in Appendix A). Additionally, in the short-term all
fasteners such as paper clips should be removed, and dividers should be added to
partially full boxes housing slumping papers.
-

Newspaper clippings - Newsprint is not a medium that is made to last: the paper is
flimsy and highly acidic. Additionally, most of the newspaper clippings present in this
collection have been taped to other, more stable pieces of paper and stored in plastic
sheet protectors within the mass-market D-ring binders previously mentioned. Not only
are the binders bending the clippings housed inside them, but the tape used to attach
the clippings to other papers will fail in the coming decades.
The best preservation action is to either scan and digitize these clippings, or copy
them onto acid-free paper and discard the degrading originals. This will retain the
information for future researchers.

-

Books – The only books included in the archive (so far) are part of the ‘Dr. John
Roueche’ collection housed in the plastic tubs outlined above. It is unclear if these books
are relevant to the ACC archive; we recommend immediately determining if there was a
deed of gift included when they were donated. A deed of gift can help delineate the
options that are available for dealing with this collection. It is recommended by this group
that either a special collection is established for them within the archive, or that they are
passed to the main library at Austin Community College. If the library does not wish to
house the books, then deaccessioning may be appropriate, but a deed of gift is needed
to determine if this is allowed.
In the immediate time frame, we recommend that the books are housed in more
suitable archival-quality boxes as previously mentioned.

-

Paper ephemera (Brochures, Flyers, Booklets, Cards, Catalogs, Programs, etc.) Many of these materials are stored inside over-full boxes. All of them should be rehoused in properly filled, acid-free document boxes with sub-dividers.

Figure 10. This storage is clearly damaging the catalogs.

Media Materials:
-

Photographs and Contact Prints - Photographs are scattered throughout boxes in the
archive; some are housed in envelopes, though most seem to be loose. These should
be organized and housed in archival sleeves to prevent damage to the images.
Additionally, it is recommended that they are stored in a cool, consistently dark location
(see the Library of Congress’ specifications in Appendix A). Light and heat are both very
damaging to photographs, and so the avoidance of both is best.

Figure 11. Loose photographs in a box stored alongside slides and negatives.

-

Floppy and Zip Disks - The floppy and zip disks are in good condition, although some
are loose. Properly housing them all should be a short-term priority. Since this is an
obsolete format, any disks containing information of significant value should be
transferred to a newer format to ensure long-term access.

Figure 12. Care should be taken to document the metadata notated on floppy disks.

-

Photo Negatives and Slides - Negatives and slides have been preserved in varying
conditions. Currently, the slides are fairly stable and stored upright in a plastic container
clearly meant for this purpose. Some are even labeled with helpful metadata. The
negatives, however, are a cause for more concern. They are stored indiscriminately in
various boxes; most are housed in plastic sleeves, which have clearly begun to stick to
the film. Some have been folded over to fit in the box in which they are housed, and will
most likely be difficult to flatten. Those that can still be removed from their old plastic
sleeves should be and, like the photographs, stored in a cool, dark area. Additionally, all
sleeves that can still be unfolded should be; all negatives should be stored flat.

Figure 13. Close inspection reveals that these folded negatives have indeed begun to stick to their sleeves.

-

DVDs/optical discs - There are only a few DVDs in the collection, and they appear to
be in excellent condition inside undamaged cases. They can simply be stored upright in
the short-term. In the long-term, they should be transferred to another medium, although
transfer of the DVDs is of lower priority than the magnetic media (such as VHS and
cassette tapes) and the floppy and zip disks.

-

VHS Tapes - The VHS tapes present in the collection seem to be methodically arranged
and well-preserved, so our greatest concern with this material is that the information
stored on them is in danger of being lost through obsolescence. VHS players are no
longer manufactured, so the technology to play the tapes will not be available in the near
future. Additionally, the magnetic tape on which the information is recorded will
eventually degrade over time.
The tapes should be cataloged, so that there is a list of the information they
contain, and avenues for digitizing them should be explored. In the meantime, they are
currently being stored on the top shelf of the collection in quite a heavy box. It is
recommended that this heavier material be moved to a lower, more stable box for safety.

Figure 14. VHS tapes stored with their original cases.

-

Cassette Tapes - The cassette tapes are in much the same position as the VHS tapes.
None are obviously deteriorating - however, care should be taken soon to acquire the
information that is contained on them before lack of playback technology and
degradation of their magnetic medium makes them unreadable. In addition, a selection
of the tapes are currently stored in a locked box. The Director of Institutional Records
believes there is a key, which should be immediately located and the cassettes removed
and stored elsewhere.

Figure 15. This locked box contains cassette tapes – it is hoped that its key can be located soon.

Ephemera and Miscellaneous Materials: This is perhaps the most varied, though smallest,
section of the collection. A previous assessment by an ACC employee calls for the deaccessioning of the majority of these items, a recommendation with which we generally concur.
However, the materials are a fun and engaging part of ACC’s material history, and if kept,
deserve proper care. Our recommendations for specific materials are as follows
-

Framed Portraits - These appear to be acrylic portraits of former ACC directors and
board members, painted on commercial canvas board, which are currently stored in
mass-produced frames in open boxes on the rolling shelves portion of the archive (see
Figure 5). The one unframed sample is covered in masking tape, which the Institutional
Records Director believes is the result of it being borrowed and used by the portrait
subject’s family at his funeral.
As mentioned above, these portraits
should immediately be removed from
their frames and shielded from the direct
light to which they are currently exposed.
Commercial art racks are available for
painting storage and could be a long
term solution; we believe that an acidfree box with dividers for each painting
would be sufficient for the current
location. In storage, it is important that
the portraits be separated to prevent
them from sticking to one another and
causing damage; we recommend
wrapping each unframed picture in acidfree tissue paper. They should

Figure 16. Masking tape can be seen covering the edges of the portrait.

be boxed in a heat and humidity

controlled area - the chief concern when storing paintings is to keep the layers of paint,
canvas cloth and board from separating, which can happen when fluctuations in heat or
humidity cause the materials in the different layers to expand and contract at different
rates. The masking tape should be carefully removed - a professional conservator can
be consulted if more tape is discovered during frame removal. When the paintings are
unframed (and untaped), more information about the kind of board on which they are

painted may be printed on the back; specifics on how to store and display different types
of board are available in Appendix A.
-

T-shirts - Screen-printed shirts celebrating various ACC events are present in various
boxes. They should be stored flat (not folded) in acid-free boxes. If several are stored to
a box, they should be separated by preservation-grade acid-free tissue paper.

-

Nursing Program Photo Decals – These are hard plastic discs to which portraits of
former nursing program students have been tightly glued; they were found stored in
manila envelopes labeled by year. There is adhesive residue on the backs of these discs
- we believe they were part of a wall display - and some of the discs are stuck together.
If at all possible, these should be discarded; the information they contain is very likely
duplicated elsewhere and their adhesive could cause damage to other materials in the
archive. However, if there are no other copies of these photographs, then they should be
arranged together on paper (as was done for the set labeled ‘2003’ - see Figure 17) and
photographed. The photos can then be printed and stored in archival folders while the
discs are discarded.

Figure 17. It is our recommendation that these discs are photographed and discarded.

-

Plastic Ephemera - This category is represented by two ceremonial “hardhats” (one
shaped like a cowboy hat) and several plastic water bottles, all of which commemorate
the groundbreaking of ACC’s Round Rock campus in 2009. None of these artifacts are
stamped with information about the type of plastic they are made with, which limits our
ability to give specific care instructions. Still, they should be kept out of direct light and
clean from dust, and should be stored separately to avoid potential damage to other

materials, as many plastics release gases as they break down. Both hats and bottles
would benefit from being packed with acid-free cardboard or packing paper to protect
them from being dented or cracked.

Figure 18. One of the two “hardhats” present in the collection.

-

Stickers - This very small category is made up of bumper stickers advertising ACC’s
10th anniversary, which was celebrated in 1983. Stickers present a problem for
preservation since they are composed of several layers: a thin backing sheet, an
adhesive, and the laminated sticker front. These stickers, however, are in excellent
condition and show no sign that their adhesive has failed or that the lamination on the
front design is bubbling or splitting. We recommend they be stored flat and separated
from other material types, and that the individual stickers be separated into their own
acid-free folders to prevent any future adhesion to one another.

Figure 19. The bumper stickers in the collection are in quite good condition.

-

Dirt - This category consists of several pharmacy pill containers filled with dirt from the
groundbreaking ceremony of the Round Rock Campus in February 2009, labeled with
stickers. Pill containers are not the ideal archival container for dirt, as they are plastic
and will therefore give off gas at some point. However, we have concluded that the value
of the artifact to ACC’s history consists of the entire presentation (container, dirt and
sticker): if these are preserved, they should be kept as-is instead of transferring the dirt
to a separate container. We recommend the dirt-bottles be stored upright in a separate
box with dividers to keep them in place (like those in packing boxes for wine glasses).
For storage, a steady low temperature and relative humidity should help ensure that the
adhesive of the sticker, which is the most susceptible portion of the artifact, is preserved
as long as possible.
-

Plastic Eggs/Silly Putty® - These

artifacts consist of pink plastic eggs
labeled ‘ACC 35’ containing a shiny pink
polymer we believe to be Silly Putty®.
The eggs can generally be treated like
the plastic artifacts in the above section
(separated, filled with cardboard or acidfree paper to prevent compression
damage). The putty presents a more
unique problem: although we cannot be
sure how it was manufactured, other
commercial putties of this type are oilbased and composed of several types of
silica-based polymers. It has adhesive
qualities and acts as a viscous liquid in
certain temperatures, which could lead
Figure 20. This is one of six pill bottles containing
dirt.

to its degrading or escaping its egg and
affecting other materials. If possible, the

putty should be removed from the eggs and discarded. Crayola’s website recommends
scraping the putty as much as possible, then removing with ice and rubbing alcohol.
These methods could damage the eggs; we recommend attempting them first on an egg

that is marked for removal from the collection, then using the most successful method on
eggs selected for
preservation.
-

Non-Porous

Materials - The artifacts of
various celebrations and
events, this category
contains several mugs and
some polished rocks
engraved with the words
‘ACC Round Rock,’ found
with other souvenirs of the
Figure 21. Silly Putty® is not a material typically found in archives.

2009 Round Rock campus

groundbreaking. The mugs should be wrapped in acid-free tissue and stored upright with
dividers to prevent them from shifting or damaging one another (commercial boxes are
available for this purpose). The rocks should also be wrapped in tissue and stored in
such a way that they cannot move through the box and damage their polished exteriors
or other materials. They could be packed in a small box within the larger container of
plastic artifacts from the 2009 groundbreaking (including the hard hats and bottles) polymer offgassing is unlikely to affect them.

Figure 22. Various artifacts of the ACC Round Rock Campus’ grand opening.

-

Framed Certificates - Various examples of framed certificates were found in several
places in the collection. Certificates should be removed from their frames and treated
like regular flat paper (see above section) - this will save space and ensure they are
receiving the best care for their material type.

Figure 23. Certificates certainly should not be stored in lidless boxes!

-

Bunny Costume - Although ACC’s official mascot is the ‘Riverbat’, the college went
through several mascot iterations before this final decision was made. One of these
proto-type mascots was a pink rabbit, whose costume is present in the archive. The
costume consists of a large head covered in fake fur (most likely polyester), with large
felt teeth and nose, and glued-on plastic whiskers and eyes. The head seems to be
constructed of plastic mesh and a metal frame and is filled with crumbling poly foam.
The body of the costume (also fake fur) has been stuffed inside the head. The costume
presents several preservation challegnes, but also an opportunity to create a workflow
for future conservation steps if and when later Riverbat costumes make their way into
the archive. At the very least, the costume should be documented and photographed see the blog post on UCLA’s preservation of its ‘Bruin’ costumes, found in Appendix A.

Figure 24. It is unclear if the pink bunny has a name.

If it is determined that ACC wishes to keep the pink bunny mascot costume, the
building of a custom box is recommended, as the current box is too small and has
caused some damage to the costume’s ears. Stuffing the head is a good idea, although
the bodysuit should be removed and replaced with acid-free tissue; a custom-made box
could also include a structure designed to fit inside and hold the head upright in place,
like those seen in commercial hatboxes. The bodysuit should be stored flat separately,
or at least folded as little as possible, and wrapped in acid-free tissue. The costume
should not be cleaned. The papers stored in the box, which explain the history of ACC’s
mascot and its acquisition, should be removed and housed separately.
C. Recommendations for Materials Storage and Preservation
Immediate:
●

Place all materials in boxes with lids to protect them from light and other environmental
risks.

●

Remove misleading ‘Destroy’ labels from recycled boxes.

●

Create more permanent labels for all boxes.

●

Remove any fasteners attached to flat papers in the collection.

●

Add dividers to partially full boxes to support slumping papers.

●

Remove Roueche collection from plastic tubs and house in archival-quality book boxes
until their final location can be determined.

Mid-Term:
●

Rehouse all materials into archival-quality boxes with appropriate labels.

●

Remove all manila folders and replace with acid-free folders

●

Identify digital materials and plan for future preservation.

●

Remove news clippings from binders and scan or copy to preserve acidic newsprint.

Long-Term:
●

House archive in a separate space.

●

Digitize, transcribe or otherwise preserve obsolete media before it deteriorates.

V. Building & Maintenance
A. Preservation Assessment of Current Location
ACC’s archival collection is currently housed in the Institutional Records Room of their
Service Center, located at 9101 Tuscany Way. The building, which was constructed in 2001,
also houses business and financial services, purchasing, facilities operations, and information
technology personnel. The authors of this assessment walked the perimeter of the building and
found it to be well-kept and in good condition. We did not find any issues with nearby trees or
landscaping. The gutters and drains are in excellent condition, although there is no cleaning
schedule. The windows were re-sealed earlier this year and are also in excellent condition.
Facilities staff indicated awareness that overhead door seals could use work. There are no
known mold issues, and there is no history of flood, wind damage, or fire. We were unable to
view the roof, which is original and reportedly has had leaks in the past.

Figure 25. Water damage to the ceiling of ACC’s building is apparent.

The rooftop packaged HVAC units were replaced in September 2019. The building has
hard ducts. There is no scheduled cleaning for the duct system, but the HVAC filters are
replaced monthly. Temperature controls are set on a section-specific automated system, per
occupant comfort levels - on our Saturday visit, we noticed the AC was not running in most of
the building, although it was on in the Institutional Records area. The only space with humidity
control is the computer room, which is located next to the Institutional Records room (see
Appendix C). A data logger we placed in the Institutional Records room recorded temperature
and relative humidity for a period of just over two weeks (9/21/2019-10/7/2019):
Temperature and relative humidity levels are very consistent in the current space,
although the temperature is set marginally over the 50-70°F limit that is frequently
recommended for archival materials and relative humidity regularly oscillates above the upper
limit of the recommended range of 30-50%. The Northeast Document Conservation Center
(NEDCC) recommends a stable temperature and relative humidity. While these fluctuations are
not extreme, more stable settings would be ideal. Detailed guidelines created by the NEDCC
and the Library of Congress regarding storage and the environment can be found in the
Resources section.

Figure 26. Humidity and temperature readings of the Records Department from
September 21, 2019 to October 7, 2019.

Lighting in the Institutional Records space is provided by overhead fluorescent fixtures,
which vary in height but come close to the top shelves of both areas where archive materials
are stored. This is a concern for future preservation: light is a form of radiation and light
exposure causes permanent and irreversible damage to the physical components of artifacts
such as pigments (in paintings), chemical media (in photos and film) and even the cellulose
fibers that make up paper. Fluorescent lighting is considered particularly dangerous for such
materials, as it emits high-energy UV light. It is also possible that the fixture emits heat, though
we were not able to determine this with available instruments.
NEDCC guidelines recommend a maximum exposure of 55 lux for light-sensitive
materials (like photos and paper) and 165 lux for more hardy materials. We measured light
levels in lux (lumens per square meter) at various locations in the Institutional Records office
and found the following levels.
Top of Rolling Shelves: 936 Lux (This is EXTREMELY high)
Middle of Rolling Shelves: 197 Lux
Bill Montgomery’s Workstation: 577 Lux
Inside High Density Shelves (Closed): 26 Lux
Inside High Density Shelves (Open): 301 Lux

In conclusion, the level of light exposure in the entire Institutional Records department
are extremely high compared to NEDCC recommended levels for archival materials. The
materials on the rolling shelves, particularly those exposed directly to the light fixtures, are
already experiencing light damage and action should be taken to preserve them from further
damage. This action does not need to be drastic or expensive: our previous recommendation to
box all of these materials immediately will help to screen the materials currently threatened by
direct light, as would covering the rolling shelves with a photo-blocking curtain or blanket.
Photos and other light sensitive materials could be moved into the high-density shelves, which
should be kept closed when not in use. Use of archives materials should be limited to areas
farther from the light fixtures, and materials should not be kept at workstations when not in use.
Future build-outs should take lighting levels into consideration, particularly in areas like reading
rooms where materials are to be removed from their boxes. Full NEDCC guidelines for lighting
have been included in the Resources section.

Figure 27. Fluorescent lighting is present directly above uncovered boxes.

Figure 28. An aerial view of the high-density shelving which houses the archive.
Note the proximity of the light fixtures.

Security measures in the ACC warehouse are commendable. Two separate swipes of
an employee badge are required to reach the Institutional Records Department, both through
either the main entrance or the warehouse, and Director Brown has ensured that the electronic
locks to the Records sections are only accessible to department members and a select cleaning
crew. The building includes external generators to provide power to the computer storage areas
in case of a power outage; these also maintain power to the lock system. External cameras are
evident around the building’s perimeter and at the drive-up entrance to the warehouse dock. We
are not concerned about security in the collection’s current location.
On the whole, the physical location of the archive is well-maintained. The greatest
physical threat is the light levels, which can be mitigated by proper storage procedures until a
permanent location for the archives is established.
B. Recommendations for Future Build-Out
As the decision to create an archive was made relatively recently, a decision on its
ultimate physical location has yet to be made. The collection is currently at the ACC Service
Center because it is under the care of Records and Information Management, and that is where
their office is located. It was suggested to our team that the archive would eventually be moved
to ACC’s Highland Mall campus, but it is unclear when such a move would be made.

With this in mind, immediate and mid-term recommendations are provided for the current
space, and long-term recommendations are given under the assumption that the collection is
eventually moved to a different location.

Immediate:
●

Mitigate light exposure (box materials, cover rolling shelves).

●

Lower the temperature setting in the Institutional Records room.

●

Address any roof leaks which could cause damage to the collection.

●

Re-seal exterior overhead door seals.

Mid-Term:
●

Move the materials that are on rolling racks into covered shelving, a space that is used
less regularly, or a room with motion-activated lighting.

●

Consider moving the entire collection to a room that is not in such close proximity to the
warehouse.

●

Assess the feasibility of adding relative humidity control since an adjoining room has this
control. Consider adding humidity control only if it is feasible.

Long-Term:
●

Assess the building and environment for any potential collection locations, and only
consider locations with favorable conditions.

●

Choose a location with good temperature and relative humidity controls. The general
temperature guideline for most materials types is “lower-is-better,” so getting the
materials into the lower end of the aforementioned 50-70°F range is ideal. If it is
determined that the audiovisual materials have permanent value, then the following
environment is recommended for them: “46-50° F and 30-40% rH; do not store magnetic
tape below 46° F” (see the Library of Congress: Care, Handling, and Storage of Audio
Visual Materials resource in Appendix A).

VI. Policies
A. Acquisition Policies
At this time, there is no formal intake policy for the ACC archive. The Director of Records
Management accepts all offers of materials that may be considered as having historic value and
generates a ‘Records Transmittal’ form for these materials. The director has expressed to us
that she does not turn away donations at present, as she wants to encourage donors to support
the archive and be enthusiastic about institutional history; she will determine at a later date what

should be retained and what should be deaccessioned. A general intake policy for institutional
records is in place and is publicly available.
However, there are no defined policies which govern what is suitable for the burgeoning
archive and what fall under Records Management, or how to transfer materials from ‘active
records’ to ‘archives’ custody. The current records management policy states that “only those
records listed on the College Records Control Schedule and determined to be inactive are
eligible for storage in the Records Center.” Inactive records are defined as those that are
accessed fewer than one time a month.2 ACC is currently contracting with Weaver Assurance to
assess their current records, identify those which should be classified as “historic,” and develop
a new set of records policies. This assessment is scheduled to be concluded in June 2020.
This group believes it is important to institute deeds of gift, as it is unclear to the donor
what happens to their material should the Records Management department determine that it is
unfit to stay in the archive. Currently, materials that are deaccessioned from the Records
Management department are evaluated and securely shredded. However, as they begin to
collect more personal materials or to solicit materials from donors not currently employed by
ACC, this course of action may be inappropriate. An archives-specific deed of gift will detail the
use and disposal policies of the ACC archive and thus truly enable donors to give their informed
consent.
A collection management plan should also be created to delineate boundaries for the
collection and help make acquisition decisions. Since the archive is still a work in progress,
there is no formalized mission statement or preservation plan to inform the collection plan. The
mission statement for Records and Information Management frames the goals of preservation
and accessibility as necessary due to “compliance with legal and regulatory agencies.” Folding
archival goals into the mission statement or creating a separate one for the archive will help
form a foundation on which collection management and other policies can be based. In the longterm, it will become important not only to have a plan in place to determine what materials
should be accepted, but also to identify materials which should be actively solicited.
For additional reading on developing a preservation plan, as well as the associated
policies discussed throughout Section VI, see the article by Christine Ward (2000) in Appendix
A.
B. Access and Use Policies
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A full listing of policies governing records management at Austin Community College can be
found in the appendices of this document.

There are two main barriers to the access and use of the existing archival material:
physical location and lack of policy.
The current location in a corner of the Records Department warehouse is a far distance
from other ACC campus locations, and within this building records are kept behind multiple
locked doors. This level of security is important and necessary for sensitive records; however,
as one of the chief goals of the modern archive is to provide access to users, this physical
separation is a major barrier for a collection that could be a treasure of the ACC community.
There are no policies in place regarding access of the archival materials. If a user
happens to hear about the archive and wants to access it, there is no clear person for them to
contact and no way to identify the materials they are interested in. Bill Montgomery, the ACC
historian, recounted a specific case where a PhD student in the Community College Leadership
Program was unable to find materials he needed for a project related to his internship at ACC;
other frustrated would-be archive users identified by Dr. Cunningham have been ACC staff
members researching the development of different areas of the college, or seeking examples of
past policies in materials such as “student handbooks, faculty handbooks, and registration
packets.” Other internal uses of the materials could include everything from student history
projects, helping to identify important intellectual material belonging to the college, fundraising
uses, or planning the celebration of the college’s upcoming 50th anniversary. Archival
processing and creation of finding aids will make these materials findable; clear access and use
policies will identify who needs to find them, where they can access them, and whether they can
reproduce them.
A clear access and use policy will also serve to protect the materials from damage
caused by access, such as coffee stains, fingerprints or torn pages (most reading rooms, for
example, don’t allow food, drink, or pens and have staff members to instruct patrons how to
handle sensitive materials). Can users photograph or copy archival materials? Do they need to
cite the ACC Archive if they use those photographs or copies? These are important questions
that an established Access and Use Policy will answer. Appendix B (“Example Community
College Archives”) provides links to several policies currently in use by peer community college
archives, which could serve as a template for the development of ACC’s policies.

C. Disaster Planning & Security
ACC has emergency response plans for all hazards, but as noted in our discussion
above regarding the need for an Acquisitions plan, the organization lacks an archive-specific
mission statement, as well as a preservation plan. It is not surprising then that ACC does not

have a disaster plan focusing on the archival collection. Creating one is strongly recommended
and it should be highly prioritized, just like the preservation plan and mission statement. Each of
these things is, in fact, interrelated. Efforts to ensure preservation and access, two fairly
universal goals for modern archives, can easily be negated without disaster planning in place.
There are a number of simple templates for creating an archival disaster plan that are freely
available. We suggest using the Northeast Document Conservation Center’s (NEDCC)
Worksheet for Outlining a Disaster Plan, a link to which can be found in Appendix A. Additional
templates are also provided, including a disaster plan template from Amigos Library Services,
and the Pocket Response Plan™ PReP ™ Templates from the Council of State Archivists,
which can be used to create a concise disaster planning document. Staff education and training
will also be a high priority. Once the disaster plan is complete, it should be distributed widely
and disaster team members should hold trainings and/or presentations.
Creating and maintaining good security practices are also critical to meeting
preservation goals. As discussed previously, there is a multi-layer security system in place to
meet the needs of the Service Center, which is generally only occupied by credentialed staff
members. While this setup is suitable for Records and Information Management, it is not ideal
for an archive, because it creates unnecessary barriers to access. Additionally, even if these
issues of access were able to be addressed in the current location, there would remain a lack of
formalized procedures to ensure proper security and handling of archival materials. We
recommend writing a security policy for staff and visitors of the archive. The security system in
place suggests that building-wide security measures have already been assessed thoroughly,
but patron and staff regulations for the archive must still be established.

Policy Recommendations
Immediate:
-

Develop a temporary deed of gift specifically for archives acquisitions, to ensure
informed consent of donors.

Mid-Term:
-

Develop and publicize access guidelines so that processed materials may be accessed
in the current location.

-

Assuming the collection is not moved in the mid-term, it should be made more
accessible to visitors by modifying the building security measures.

Long-Term:
-

Develop a long-term preservation plan, including the following policies:

-

Access and Use

-

Acquisitions/Deed of Gift

-

Emergency Preparedness

VII. Staffing
At this time there is no staff member for the ACC Archive. In the past, the office of
Records Management has employed a full-time Records Specialist whose job description
included archival work, and whose output included an inventory of the boxes in stacks A and B
and an existing needs assessment. That employee has left, but Director of Records
Management, Azure Brown, is attempting to re-hire for the same functions. There has also been
some work done by ACC history department chair emeritus Bill Montgomery, chiefly the
compiling of oral histories of the college.
The processing of the collection has been covered in the existing assessment, which
estimated that the work would take 7-13 months of processing time from one full time worker.
This work could be reasonably performed by the person in the Records Specialist position.
However, there is a very high possibility of additional donations being made to the collection
once the archive program is officially announced. Both Azure Brown and Bill Montgomery were
able to identify existing materials they expect will be added to the collection, including the files of
retiring professors, records identified as ‘historic’ by the current audit, and an extensive
audiovisual collection belonging to ACC’s media production program. While the evaluation of
these materials is not in the purview of this report, it is vital to the success and sustainability of
the new program that a designated and experienced archive employee be hired to process
these materials and make them accessible. In addition, there are many functions outside
processing that are daily activities in a functioning archive: helping users locate materials and
supervising their use, conducting outreach, weeding, creating and updating policies, hiring and
supervising student workers, digitization work, teaching, to name a few. For these functions to
be served, we recommend the hiring of at least one full-time archivist to serve as the director of
the new ACC Archive.
Our brief experience with ACC suggests that, as a large institution with multiple locations
and many departments, there is great difficulty in communication between departments and
branches. As previously mentioned, there is a history of confusion about the place of the
archive in the ACC hierarchy - should it be the purview of the Dean of Libraries or the Director of
Institutional Records? Only in 2019 was it determined that the archive would be part of the
Records Management Department where the materials are currently stored. The long-term plan

is for the archive to be moved to the new Highland Mall campus, possibly as part of the space
which will house the library. If the archive is moved away from its supervising department (a
move we believe is necessary for future growth and increased accessibility), it is likely that
important decisions about the direction of the archive will be delayed in the process of back and
forth between the removed supervising department of Records Management, the library
controlling the space, and administrative and construction stakeholders. In our eyes, this
strengthens the need for a full-time, on-site archivist who will be responsible for advocating
specifically for the archive, its preservation needs, policies, and future development.
In short: the ACC Archives need an archivist.

Staffing Recommendations
Immediate:
●

The immediate hire of the listed Records Specialist position to process the
collection.

Mid-Term:
●

Add additional staff and/or cross train Records Management staff on archival
procedures.

Long-Term:
●

Hire a full time Archivist.

VIII. Summary of Recommendations
The Austin Community College Archive is at an exciting point in its development. The
existing archival materials are generally in good condition and stored well within the Institutional
Records Room at ACC’s Service Center. Their custody has been determined, and they are in
the hands of a director who has great enthusiasm for the collection’s future growth.
Nonetheless, there are many foundational decisions still to be made, and much work to
be done. We recommend taking the following actions:
Immediate:
-

Ensure that all archival materials are boxed and removed from direct exposure to
fluorescent lights.

-

Remove mass-market frames from donated portraits and discard. Store portraits in
properly sized box with a lid, placing acid-free dividers between each portrait.

-

Locate deed of gift for Roueche collection or otherwise determine if there are limitations
for its use. Remove Roueche collection from plastic tubs and house in archival-quality
book boxes until their use can be determined.

-

Check all boxes in the archive with “Destroy” labels. If materials in boxes are not to be
destroyed, remove those labels.

-

Develop a temporary deed of gift specifically for the Archives so that acquisitions have
proper provenance and legal coverage while the archives program is developed.

Mid-Term:
-

Complete processing of the existing ACC archive. This should include the creation of
finding aids so that existing materials can be located.

-

Replace all non-archival boxes in the collection with archives boxes.

-

Develop a long-term preservation plan, including the following policies:
-

Access and Use

-

Acquisitions/Deed of Gift

-

Emergency Preparedness

Long-Term:
-

House the archives in their own space.

-

Hire a full-time archivist to manage the collection.

IX. Appendices
APPENDIX A. FURTHER PRESERVATION RESOURCES
General Resources on the Preservation of Materials
NEDCC Temperature, Relative Humidity, Light, and Air Quality: Basic Guidelines for
Preservation:
https://www.nedcc.org/free-resources/preservation-leaflets/2.-the-environment/2.1-temperature,relative-humidity,-light,-and-air-quality-basic-guidelines-for-preservation
Library of Congress: Guidance for Various Format Types, including Care, Handling, and
Storage:
https://www.loc.gov/preservation/care/index.html
Preservation Self Assessment Program’s “Collection ID Guide”:
https://psap.library.illinois.edu/collection-id-guide

Material Specific Guidelines
Media:
Library of Congress: Care, Handling, and Storage of Audio Visual Materials:
https://www.loc.gov/preservation/care/record.html
Textiles:
Mary Lynn Ritzenthaler on “Preserving Textiles”:
https://www.archives.gov/publications/prologue/2016/summer/preserve-textiles.html
UCLA Preservation Blog, “Bruin Mascots Love Preservation Week”:
https://www.library.ucla.edu/blog/preservation/2017/04/25/bruin-mascots-love-preservationweek
Adhesives (Stickers):
Identification and General Information on Adhesives:
https://psap.library.illinois.edu/collection-id-guide/adhesives
Other:
Silly Putty Removal:
https://www.crayola.com/faq/stain-removal-tips/do-you-have-stain-removal-information-for-sillyputty-on-fabric/
Policy Development:
Deeds of Gift:
Society of American Archivists, “Deeds of Gift”:
https://www2.archivists.org/publications/brochures/deeds-of-gift
Examples of Acquisition and Deed of Gift Forms:
https://www2.archivists.org/groups/museum-archives-section/2-appraisal-andacquisitionaccession
Example - Central Piedmont Community College Archives’ Deed of Gift:
https://www.cpcc.edu/sites/default/files/2019-04/approved_deed_of_gift.pdf (Note - URL opens
a PDF)
Acquisition Policies
Many archival ‘Mission Statements’ include acquisition policies. See a selection here:
https://www2.archivists.org/groups/museum-archives-section/1-archival-program-administration
Broward County Community College’s Acquisition Policies:
http://ucl.broward.edu/archives/images/gift.html
Disaster Planning

Amigos Library Services, A Disaster Plan For Libraries and Archives:
https://www.amigos.org/preservation/disasterplan.pdf
NEDCC Worksheet for Outlining a Disaster Plan:
https://www.nedcc.org/free-resources/preservation-leaflets/3.-emergency-management/3.4worksheet-for-outlining-a-disaster-plan
Pocket Response Plan™ PReP ™ Templates:
https://www.statearchivists.org/programs/emergency-preparedness/emergency-preparednessresources/pocket-response-plantm-prep-tm-english-template/
Ward, C. (2000). Preservation program planning for archives and historical records repositories.
Preservation: Issues and planning, 43-62.

APPENDIX B: EXAMPLES OF COMMUNITY COLLEGE ARCHIVES
Parkland College: https://spark.parkland.edu/lib_scholarship/1/
A small community college in rural Illinois. Parkland does not share many outward
similarities with ACC, but their creation of an archive incorporating student academic and
creative work is an interesting example of how an archive can serve its community.

Tarrant County Community College: https://www.tccd.edu/about/research/archives/
One of ACC’s fellow large Texas community college systems, Tarrant is an excellent
example of how such an archive might work for the ACC community. Of particular interest is
their receipt of a National Historical Publications and Records Commission grant in 2010 to help
jump-start their archive. Such grants may be available to ACC.

Manchester Community College Archive: https://www.manchestercc.edu/library/about-thelibrary/college-archives/
A small community college in rural Connecticut. This example was selected because of
its excellent terms of use and collecting principles, which are listed on the archive’s main page.

Broward Community College: http://www.broward.edu/studentlife/archives/Pages/default.aspx
A college system of comparable size to ACC (approximately 63,000 students a year) in
Florida. Main page includes a listing of possible community college archive users; their digital
archive is particularly impressive. This archive’s collection guidelines are available here:
http://ucl.broward.edu/archives/images/gift.html

APPENDIX C: BUILDING AND SITE PLAN

