LBC Archive Policy (Drafted 04/08/2024)

‘The benefits of an archive are often subjective and intangible: promoting
culture, preserving history, providing service, and increasing learning.’

‘Congregations which undertake to establish and maintain their own archives
will serve both the past and the future.’

‘They will help preserve their own history and assist in maintaining and
promoting Jewish identity.’

(excerpts taken from ‘Starting from Scratch’ by Kevin Profitt, American Jewish
Archives, 1994).

l. AUTHORISATION AND SUPPORT
Introduction

The Leo Baeck Centre for Progressive Judaism (LBC) was initially an outpost in
Melbourne’s eastern suburbs of Temple Beth Israel (TBI) in St Kilda. It officially
became self-governing in 1949, and finally in 1978 became fully independent. Many
founding members of the congregation came from immigrant communities who fled
Europe before, during and after WWII.

LBC has had employed several rabbis over its history, and it has also experienced
periods where it received only intermittent rabbinic support from rabbis serving other
Progressive congregations in Melbourne. Strong lay leadership, including lay service
leaders, has helped maintain the community during periods where no rabbi was
employed.

LBC currently has a membership of just under 300 ‘billing units™. It provides a large
range of religious services, youth and adult education and social activities for its
members and the larger Jewish and local community.

The LBC archive is intended to serve LBC members by providing:
e documentation regarding the history of the congregation
¢ information about individual members relevant to, for example, their Jewish
status and participation in congregational activities.

“ A‘billing unit’ can be an individual, couple or family group.



The archive may also be of use to individuals and organisations outside the LBC
congregation who are conducting research into aspects of Jewish life in Melbourne
or Australia.

The LBC archive has developed through the efforts of several members. Albert
Isaacs for many years fulfilled the role congregational historian. He both wrote an
extensive history of LBC for the congregation’s 25" anniversary celebrations
(updated for the 60" and 70" anniversaries) and initiated the filing system that has
become the basis for current archival activities.

Since February 2019 several members have more actively tackled the tasks of
sorting through a backlog of stored records and further developing the archive. In
January 2024 the governing Committee of Management (CoM) of LBC formally
endorsed the establishment of an Archiving Group to create and maintain the LBC
archive/s and included an allocation for it in its annual budget.

Governance

The Archive Group is directly responsible to the governing Committee of
Management (CoM) of the Leo Baeck Centre.

The CoM determines the level of financial and organisational support allocated to the
Archive Group, taking advice from the Group into account. Requests from the Group
for assistance from office staff must be approved by the Committee.

A specified Group member will be responsible for reporting on the activities of the
Group to the LBC CoM and communicating CoM decisions to the Group.

In conducting its activities, the Archive Group will liaise as necessary with other
groups at LBC, in particular the Library, Art and Membership Groups.

Il. COLLECTION POLICY AND APPRAISAL
Collection

The two main focuses of the collection are:

e LBC as an organisation, i.e. material relevant to governance and development of
the organisation.

e LBC’s individual members and staff members, e.g. correspondence and papers,
photos, obituaries, awards, life cycle events, etc.



Material mainly concerning external organisations with whom LBC has or had a
relationship, such as Temple Beth Israel (TBI), Progressive Judaism Victoria (PJV),
Jewish Christian Muslim Association (JCMA), etc will not be collected except where
the material directly involves LBC.

The organisational records to be collected include minutes of the CoM and its
standing sub-committee meetings (e.g. Religion School, House, Ritual, etc), major
newsletters, documentation regarding festival celebrations, correspondence with
relevant organisations, information about religion school, major educational and
fundraising events, etc. Some objects will also be collected where these relate to the
history of the organisation, e.g. Torah covers.

The individual records to be collected include news items, photographs,
correspondence, writings, life cycle events and other information relating to individual
LBC members and employees/staff, particularly individuals who have played a major
role in the life of the congregation by taking leadership, educational and other roles.
(Information of a personal nature, e.g. pastoral notes, will not be retained in the
archive.)

Appraisal

Many items acquired by the archive will be generated by LBC itself (e.g. minutes of
meetings); others will be selected for inclusion (e.g. newspaper clippings); and
others may be offered to LBC by way of donation (e.g. personal papers or ritual
objects). Anyone wishing to donate items to LBC will be asked to complete a form
(see Appendix 1).

The following process will be utilised for assessing whether an item is suitable for
inclusion in the archive:
e Decisions can be made by a single group member, where the status of the
item is obvious, e.g. minutes of a meeting.
e Where it is unclear whether a particular item merits inclusion, two or more
members should discuss the relative merits of inclusion.
e Where agreement cannot be reached, the bias will be toward inclusion.

M. PHYSICAL FACILITIES AND SUPPLIES

Ideally the archival area should consist of:
e Storage area
e Work area
e Research area (where holdings can be examined)



Limited space at LBC means that all these areas must be spaces that are shared
with others and that have other functions as well, e.g. the kitchenette in the admin
area, the library’s cataloguing room.

Storage Area
e The Archive is located primarily in the (Library) cataloguing room, although
some items may be stored or displayed elsewhere.
e Allocation of space in this area is to be negotiated with the Library Group.
¢ Unauthorised personnel are not allowed to access materials stored in this
area. Persons wishing to access materials will be asked to complete a formal
request (see Appendix 2)

Work Area
e Desk in cataloguing room, if available.
e Library/kitchenette, if available.

Research Area
Library/kitchenette if available.

Supplies
Standard office supplies plus archival supplies (boxes, folders, labels, etc) are used.

IV. ORGANISATION AND PROCEDURES

LBC’s archival material falls into some major categories (detailed index is in
Appendix 3.)

e Newsletters from 1978 (year that LBC became fully independent) onwards are
in chronological order in binders on the bookshelf.

e Minutes of meetings from 1949 (but not complete) are in chronological order
in binders on the bookshelf. Many minutes of sub-committees are included in
this collection, but records of some major sub-committees are in topic folders.

e Records of some groups are also in binders on the bookshelf: Art Group,
Women’s Chavurah Group, etc (Where these are more suitable, boxes will be
used.)

e Current storage space consists of two four-drawer filing cabinets and adjacent
bookcase space. Filing cabinets contain topic folders, both relating to the
organisation (including some sub-committees) and individuals.



A detailed index of archived materials is posted in the cataloguing room on
the noticeboard.

Accessioning/Processing/Deaccessioning materials

Members or others wishing to donate materials to the archive must complete
the form shown in Appendix 1. Not all materials may be suitable for the
Archive and thus may not be accepted.

Material that has been determined as suitable for the archive will be filed in
either an existing location or a new folder created with an entry noted in the
index of folders.

Eventually the archive aims to adopt a system whereby materials are
referenced by a box number, date of creation, shelf number, title, provenance,
category (what it covers) and detailed list.

Materials of a confidential nature will generally not be held in the archive.
Where such items (for example, relating to personal matters in the lives of
staff or members) are held for some reason, they will be secured so that they
cannot be accessed by unauthorised personnel.

Materials to be discarded but which include identifying material will be
shredded or, at times, de-identified.

The Archive Group has embarked on the creation of electronic records. Initial
steps are to ensure that records, such as minutes of CoM meetings that pre-
date electronic records, are scanned and temporarily stored on a USB. Advice
will be sought regarding what materials should be held electronically, how
these should be labelled and permanently stored, etc.

Requests for researching materials

Access to archival material will be controlled. In general, only Archive Group
members will have access to all materials.

Persons requesting access to the archive or information from it must complete
a request form (Appendix 2) to document the reason for the search.

A member of the Group will retrieve the required material, which can be
perused and copied or scanned at LBC but not removed from the premises.
Copies can be removed, and scans can be emailed or saved to a USB
supplied by the person seeking information.

Appendices

Appendix 1. Requests to donate materials to LBC

Appendix 2. Research Request Form

Appendix 3. Archive suspension files as of 31 July 2024 (8-drawer cabinet)



Appendix 1. Requests to donate materials to LBC

LBC greatly appreciates offers of donations, but our space and curatorial capacity
are very limited. New acquisitions must be a good fit with our existing collections,
ritual offerings and community priorities.

If you'd like to donate something to LBC, complete and submit the following form:

Item Name

Donor

Donor Contact details Email:
Donor Contact details Phone:

Item Value

Year of manufacture

Author/artist/producer

How acquired/when

Other details

If LBC does not accept the item:

[ ]Yes, please return itthem to me

[ 1No, please advise on where else to donate the

item(s)

[ 1No, I do not want itthem back

SIGNED

Dated




In assessing your offer, we will be examining the following:

« Especially for objects, the legality of the donor’s ownership of the object
(including any ethical issues or cultural sensitivities associated with the object)

« LBC’s conservation capacity. (LBC does not acquire items unless it expects to
have the curatorial resources necessary to provide for their long-term care
and preservation),

« Relevance of the items whether objects, papers, photos, etc. to the
development of LBC.

We may contact you to ask questions about the object. We aim to decide on whether
to take up your offer of donation within eight weeks of receiving your offer. Where
appropriate, we may be able to assist you in identifying alternative collecting
institutions that may be a better match for your proposed donation.



Appendix 2. Research Request Form

Anyone wishing to examine archive materials must complete the following form. You
will be contacted by a member of the Archive Group, who will arrange with you a
suitable time for your search. Relevant materials will be located and retrieved by the
Archive Group member, and you can examine these at LBC.

(Materials may not be removed from the premises but copies and/or scans may be
made and removed, downloaded to a USB or sent to you electronically.)

Name

Contact details:

Mobile

Email:

Address:

Membership affiliation (LBC or other):

What information are you seeking? E.g. personal, historical, etc. Please be as specific as
possible.

How will the information be used?

When are you available to examine materials at LBC?

Comments (especially anything that may assist with the search):




Appendix 3. Archive suspension files as of 31 July 2024 (8-drawer cabinet)

+ Adult Education (Annual Lecture)

« Affiliations (PJV, UPJ, WUPJ, JCCV etc)
+ AGMs (see ring binders on shelves)

+ Aliyot examples

+ Anniversaries (25, 50, 60, 70)

+ Annual Lecture (House of Study)

+ Art Committee (see LBAC)

+ Awards and Certificates

+ Antisemitism

+ Baby naming (births)

+ Bet Din (Conversion, Introduction to
Judaism)

* B’nei Mitzvah

+ Board info (members, orientation)

+ Board minutes (see also Committee of
Management) (see ring binders on
shelves)

+ Boroondara (Local government,
Council/City of Boroondara)

+ Building info (development, plans, titles,
folders for each building/renovation,
House group minutes)

+ Cantor

+ Care Committee/Activities

+ Chanukah (Festivals? Ritual?)

+ Chavurah lunches (House of Study)
+ Committees?

+ Communications Committee

+ Community consultations/surveys

+ Consumer Affairs (Incorporation,
governance, ACNC))

+ Council/City of Boroondara/Boroondara
- CZC?

« Calendar (LBC diaries)

oD'

+ Day school (King David School)

+ Death/Funerals/Obituaries/Eulogies
+ Diary (Calendar)

+ Donations (see Fundraising)

E:

+ Eulogies (Obits, deaths, funerals)
+ Events (Special?)

F:

* Fetes

* Festivals?

+ Fundraising/Donations

+ Funerals (deaths, obituaries/eulogies)

+ Governance (Committee/Board
meetings, AGMs, SGMs, Consumer

Affairs/Incorporation/ACNC/Certificate of

Title, DGR status)
+ Guild X 4 (Ladies Guild)
+ Grants (Fundraising/donations)

* Hebrew language

* High Holidays

+ History of LBC

+ History of Progressive Judaism

* House of Study (Annual
Lecture/Chavurah lunches)

* Incorporation (CAV, ACNC)

* Interfaith (Multi-faith, JCMA, ACCJ, local

Uniting Church, Heidelberg Mosque)
* Interviews (Oral History)
* Israel

Jewish Charities

+ Kew Festival (Civic engagement)
+ King David School (Day School)
+ Kindergarten/preschool

+ Kosher policy (Kashrut)



+ Ladies Guild (Guild)

+ Lay leaders

+ Lawn Bowls

+ Leo Baeck Arts Centre (LBAC; material
also stored on bookshelf)

* Lectures (See House of Study/Beit
Midrash)

+ Let’s Bake and Cook

* Library

+ Marriages/weddings

+ Media (People)

+ Miscellaneous

* Mitzvah Day

+ Music (choir, Cantor music director, HH)

* Newsletter/Profile Committee (see
Profile newsletters in binders on
shelves)

* Netzer

O:

+ Obituaries (Deaths, eulogies, funerals)
+ Oil Tank application
+ Oral Histories

P:

+ People (Media) [review usefulness]

* Pesach

+ PJV (Progressive Judaism Victoria,
VUPJ; roof bodies)

+ Profile/Profile Committee (see
Newsletter)

* Progressive congregations

+ Publications

* Purim

+ Rabbinic search

* Rabbis and Ministers (Fox, Schwartz,
Phillips, Torop, JKB)

+ Rededication services?

+ Relationships with other congregations?

10

+ Religion School X 3 (Sunday school,
Sh’ma program)

+ Retreats (Warburton)

+ Roof bodies (PJV, VUPJ, etc)

* Rules (governance)

+ Scouts

+ Seders

+ SGMs

+ Shabbat

+ Shavuot

+ Siddur (new?)

+ S’Lichot

+ Social events

+ Staff (Admin, caretaker)
+ Strategic planning

+ Survey (see community consultations)

+ TBI history/60 years

+ Torah Scrolls (including covers and
silverware)

» Torah Tots

* Trivia Nights

* Tu Bishvat

u/V:

+ UPJ (Roof bodies)

« VANEX

* Volunteer — Ring?

+ VUPJ (see PJV, Roof bodies)

W:

+ Warburton (LBC Retreats)
+ Weddings (see Marriages)

Y/Z:

* Yom Ha’Atzamaut/Yom Hashoah
* Youth (Club One Five)



