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Overview 

• Introduction to the organisation of the Society 

• History of records management in the Society 
to May 2005 

• Managing the central records of the Society. 

• Managing the records of UK Quaker Meetings. 

• Managing electronic records including 
websites. 

•  Recommendations. 



Organisation of the Society of Friends 



Britain Yearly Meeting 

Short version of  official name: 
“The Religious Society of 
Friends in Britain” 

 

Term used for: 

• Membership of UK Quaker 
Meetings. 

• Central work carried out on 
behalf of the membership.  

• Annual meeting. 

 
Painting by Lucas entitled “London Yearly 

Meeting in Session”, 1840. 



Yearly Meeting Trustees 

• Manage the work, assets 
and property held by 
Britain Yearly Meeting. 

• Responsible for the general 
control and management 
of the administration of 
the affairs of Britain Yearly 
Meeting. 

 

Friends Peace Board Poster.  
Original printed in 1933. 



Meeting for Sufferings 
• Sets priorities for centrally 

managed work.  
• Issues public statements. 
• Determines dates of Yearly 

Meeting and where it is 
held. 

• Receives minutes from 
Quaker meetings. 

 
• Receives information about changes in Quaker meetings 

and can make changes in the composition of meetings. 
• Provides assistance to meetings in the settlement of 

disputes. 

Painting by J. Walter West entitled 
“The Silent Meeting”, 1902 



Committees and Departments 

• 4 central committees responsible to Britain Yearly Meeting, 
• Sub-committees and groups , 
•6 departments which carry out the work. 

Watercolour by Hubert Lidbetter, architect of Friends House, entitled 
 ‘New Headquarters of the Society of Friends’, 1927 



Quaker 
Communications  

• Improve 
communication and 
information sharing 
amongst Friends, 

• Provide an IT service, 

• Fundraise,  

• Liaise with the press. 

• Spiritual development. 

• Religious learning, 

• Pastoral care, 

•  Right holding of Quaker 
meetings, 

• Membership matters, 

• Outreach. 

 

Quaker  
Life 



Quaker Peace and 
Social Witness 

• Translates faith into 
action! 

• Local, national and 
international peace and 
missionary work, 

•  Promotion of social 
justice, the reduction of 
prejudice and equal 
treatment of all.  

 

• Finance, property and 
human Resources. 

Quaker Finance 
and Property 

Recording Clerk’s 
Office 

• Secretary to Britain Yearly 
Meeting, Yearly Meeting 
Trustees and Meeting for 
Sufferings. 

• Oversees work of central 
offices.  
 



Society of Friends and  
Records Management 

Records Management is part of Quaker Faith and 
Practice, the Christian Discipline of the Society. 

 



Quaker Faith and Practice 

• Quaker Meetings should appoint a Friend to act as a custodian of records.  
• Friends should preserve:  
 

– Minutes of Yearly Meeting, Area and Local meetings, Elders and overseers and 
Committees and groups 

– Registers of members 
– Printed registers of members and attenders 
– Marriage registers 
– Registers of burials 
– Registers of properties and trusts 
– Other such records required by to be kept by law or for future business. 
 

• Records Custodians should keep a catalogue of records held by their 
Meeting and constituent meetings and those held in local repositories.  

• Archives should be deposited with an appropriate national, local, county 
or municipal record office. 
 



Quaker Faith and Practice 

The Library is responsible for 
the proper custody of Britain 

Yearly Meeting’s central 
archives and serves to 
maintain the central/ 

corporate work of Britain 
Yearly Meeting by assisting 

good administration and 
record keeping and providing 
its staff and committees with 

access to the resources it 
holds which will assist in their 

work.  
 

The Library, 1927  



History of Records Management 

 
Records management is the 
responsibility of the Library. 
 
 

 
The Library: 
• is the oldest and largest library in the world relating to 

Quakers. 
• was founded in 1673. 
• holds central archives and records, manuscripts, printed 

material, pictures, paintings, posters and journals. 
 



History of Records Management 

• 1945-1970s  - Library acted as limbo repository 
for records. 

• 1970s onwards – Arrangement became more 
formalised. 

• Mid 1980s-1990s – Need for formal records 
management programme recognised and steps 
taken but programme collapsed. 

• 2000s – Records Assistant appointed for 6 
months but programme collapsed. 

• 2005 – Permanent, full time Records Manager 
appointed.  
 



Challenges faced in 2005 

• Poor listing of records .  

• Files handed to the Library, not in boxes. 

• Backlog of records needing accessioning. 

• Backlog of records requiring appraisal. 

• Backlog of records requiring destruction. 

• Lack of communication between the 
Library and departments and committees. 

• Lack of general knowledge about records 
management.  

• No identification of confidential/sensitive 
records falling under Data Protection Act. 

• Little knowledge of BYM’s legal obligations 
both under this Act and other legislation. 

• Demand from management to develop 
policies and practices for managing 
electronic documents. 

Friends Ambulance Unit (1914-1919), Train 17 



Central Office Records 

• Records Management Policy 
• Records Management 

Programme 
– Classifying and logging systems 
– Records surveys 
– Records retention schedules 
– Best practice guidance 
– Access to records 
– Security of records 
– Disposal of records 
– Archives 
– Electronic records 

• Records Management Group 
• IT Strategy, Data Safety and 

Management Meeting 
 

Friends House Garden Entrance by R. B. Fleming 
taken of original photograph, 1971 



Records Management Policy 
Statement 

‘Britain Yearly Meeting (BYM) manages its 
records in accordance with best practice 
guidance produced by the Library. BYM 

recognises that the management of records in 
line with this guidance is necessary in order to 
support its work, to comply with its legal and 

regulatory obligations, and to ensure that 
reliable archives of BYM’s business are 

preserved.’ 

 



Responsibilities for Records 
Management 

Society of Friends 
Responsible for maintaining its records in accordance with regulations and guidance.  
 
Management and the Head of Library and Archives  
Responsible for approving records management policy and procedures. 
 
Records Manager  
Responsible for delivering the Records Management Programme, for the development and implementation of 
related procedures and guidance, and for providing advice to staff on managing their records. 
 
Heads of Departments  
Responsible for the management of records generated by their department’s activities.  
 
 Departmental Records Management Liaison Officers 
Form a vital link between departments and the Records Manager.  
  
Committee clerks and secretaries 
Responsible for ensuring that a full record of a committee’s business is created and transferred to the Library. 
  
Individual members of staff  
Responsible for ensuring the records they create are an accurate and complete record of their activities,  
and that records are managed in accordance with best practice produced by the Library.   

 



Central Office Records 

• Records Management Policy 
• Records Management 

Programme 
– Classifying and logging systems 
– Records surveys 
– Records retention schedules 
– Best practice guidance 
– Access to records 
– Security of records 
– Disposal of records 
– Archives 
– Electronic records 

• Records Management Group 
• IT Strategy, Data Safety and 

Management Meeting 
 

Friends House Garden Entrance by R. B. Fleming 
taken of original photograph, 1971 



Meetings’ Records 
Quaker meetings are responsible for managing their records.  
  
• Each Area Meeting should have a records custodian who:  
• Ensures the records of constituent meetings are transferred to the 

Area Meeting. 
• Collects together records of meetings laid down. 
• Ensure s archives are preserved in Friend’s ownership. 
• Deposits archives to an appropriate repository. 
• Maintains a full catalogue of records. 
• Decides which records are available to researchers. 
• Manages records according to advice from the central offices and 

according to legislation.  
  
The Library provides the following guides for meetings: 
 
• Guide No. 1 The job of the Records Custodian  
• Guide No. 2 Meeting records and their retention and disposal 
• Guide No. 3 Legislation affecting records and record-keeping 
• Guide No. 4 Creation of reliable records  
• Guide No. 5 Minutes and supporting papers  
• Guide No. 6 Electronic records  
• Guide No. 7 Preservation and storage of records and archives  
• Guide No. 8 Use and access to records and archives  
• Guide No. 9 Depositing archives with appropriate repositories  
• Guide No. 10 Glossary  
• Guide No. 11 Frequently Asked Questions 
 

Friends at Meeting for Worship 
by Ron Waddams 



Electronic Records Management 

Central Offices 
 
In 2006 Management Meeting 
recognised the need to manage central 
electronic records. 

 
Electronic Records Management 
Programme:  

 
• Records Management Policy 
• File plans 
• Guidance 
• Security and Access Controls 
• System for disposal 
• Archives 
• Email 

Meetings 
 
The Library has produced guidance for 
meetings on managing electronic 
records: 
 
• Same advice to meetings as for the 

central offices in terms of how to 
organise and name electronic records 
and emails.  

 
• For electronic archives, printing to 

paper is recommended. Print-to-
paper is currently the only workable 
policy for archives to ensure their 
long-term preservation.  



Archiving Quaker Websites 



UK Web Archive and the project 
What is the UK Web Archive? 

The UK Web Archive is a venture to collect, preserve 
and give continuous access to key UK websites.   

 

Why join? 

• Library recognised the need to  archive Quaker 
websites to fulfil its remit.  

• Quaker websites are important records of how 
the Society of Friends communicates with its 
members and with the outside world.  

• Quaker websites contain a lot of information 
which may not be held elsewhere.  

• Joining the national venture has meant more 
publicity for Friends and their work.  

• The project has allowed the Library to 
collaborate with the British Library and with 
Quaker Meetings and groups around the 
country.  

• Britain Yearly Meeting does not have the 
resources to archive websites in-house. 

The project 

 

The Library has identified over 250 Quaker websites: 

 

• Britain Yearly Meeting 

• 134 Quaker meetings 

• Quaker groups and campaigns 

• Quaker centres  

• Quaker trusts  

• Quaker community websites  

• Quaker businesses  

• Quaker blogs  

• Quaker publishing  

• Quaker schools  

• Quaker research  

• Young Quakers  

 

For more information:  

http://www.webarchive.org.uk/ukwa/  

http://www.webarchive.org.uk/ukwa/


Recommendations 

• Know your organisation.  
• Develop a records management 

policy and ensure it is endorsed 
by senior managers.  

• Undertake a records survey 
• Develop records retention 

schedules 
• Start addressing how to manage 

electronic records now!  
• For archiving websites, join the 

UK Web Archive!  
• Be a visible presence in your 

organisation.  
• Finally, talk to each other! 

Photograph of an engraving in  
‘The Cryes of the City of London’ by 

Pierce Tempest (1711) 
  



Any questions? 

Friends Ambulance Unit uniforms, World War II 


