Quick guide: Using the Woodford Historical Society catalogue

1. Openthe archive tree.

The archive is arranged in a hierarchy of sections within the overarching
collection ‘Woodford Historical Society’.

The collection is broken up into Sub-fonds, then Series, File, and finally Item
level. You can see these as headings at the top of each column on the tree, apart
from Item which appears on the catalogue itself.

2. ldentify your area of research within the tree under the ‘Sub-fonds’ column. Look at
the ‘Series’ and ‘File’ columns to see more specific groupings of the material.

3. To see a list of the items we hold within each File, open the archive catalogue.

Note the headings on the first row. You may freeze this row (View>Freeze
Panes>Freeze top row) so that you can still see the headings as you scroll down.

The archive hierarchy described above appear as varying hues of purple. (Fonds:
darkest purple; Sub-fonds: dark purple; Series: mid-purple; Sub-series: light
purple; File: lightest purple)

Items appear as white rows on the spreadsheet.

4. Scroll down to the Series you are interested in viewing. Alternatively conduct a
keyword search (Home>Find & Select>Find OR keyboard shortcut Ctrl+F).

Check the headings for summary text and creation/content dates to help narrow
down your search.

5. Once you have identified the items you would like to view, make a note of the
reference numbers in the very first column e.g. 90/103/A1/A1/1. Don’t worry if you
don’t know what this means —we will!

6. Contact Redbridge Heritage Centre (details below), quoting the reference numbers,
to book a session to view the material.



Useful notes on the catalogue

Descriptions of photographic material

Much of the photographic material within the collection is made up of photocopied
reproductions and prints rather than ‘originals’.

The Title field describes the photograph. This may be the accompanying title or
caption, or if absent, with a description written by the cataloguers.

The Summary text field specifies if it is an original or reproduction, and sometimes a
physical description e.g. ‘Laminated reproduction print’.

Archive unitfield describes what type of item it is. ‘Bundle’ refers to a bundle of
either mixed or same material e.g. a stack of papers or collection of photographic
prints that have been arranged together rather than separately.

Some photographs are actually postcards —these are described as photographs
under Archive type but specified as ‘Photographic postcard’ in Summary text.

Dates

Square brackets refer to date estimates.

Creation dates refer to when the physical item was created. Content dates refer to
the contents of the item itself e.g. a book about the First World War published in
2015 will have different creation and content dates (2015 and 1914-1918
respectively).

For photographs, content dates have been added to the Title field e.g. ‘Photo of
Woodford Green, 1928’ to avoid confusion as the majority of photographs are later
reproductions of originals.

Material is generally ordered chronologically by creation date within a File. However,
photographs have been ordered by content date rather than creation date as is the
case for all other material. This should make it easier for researchers to access the
collection chronologically.

Content dates for all laminated items are dated [1990s] - [2000s].

Amendments

Owing to the scale of the cataloguing project, it is possible that some typographical
or historical discrepancies may remain in the catalogue. Some details may also
have been omitted by accident.

Any necessary amendments should be reported to Redbridge Heritage Centre (i.e.
dates and historic details rather than typos or formatting discrepancies).



e An externalversion of the catalogue will be uploaded to the Woodford Historical
Society website for reference, which may be re-uploaded if any amendments are to
be made. Society members should avoid circulating the electronic file by email etc
so that only the most recent version is available to researchers.

Missing material

e Some items were not located during the cataloguing process. This has been stated
in the Notes field.



Redbridge Heritage Centre

Please contact Redbridge Heritage Centre for enquiries or to view material from the
collection.

Email address: Info.Heritage@visionrcl.org.uk

Telephone number: 020 8708 2422

Website: visionrcl.org.uk/heritage

Address:

Redbridge Heritage Centre

2" floor, Redbridge Central Library
Clements Road

Ilford

IG11EA

Opening hours:
10.30amto 4pm

Tuesday to Friday and every other Saturday
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