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    Information Sheet 10

SYNOD PROPERTY COMMITTEE ADVISORY GUIDE ON

RECORDING YOUR CHURCH/CHAPEL ITS FIXTURES AND FITTINGS

Since this advice note was posted, feedback from users and the LBAC has indicated that further clarification of the method of printing photographs and details of the archival quality stationary needed in making the actual files suitable for both the LBAC’s requirements and for archiving with the National Monuments Record is required. Consequently, this Advice Note will be updated shortly. In the interim, readers needing further advice or clarification of these impending updates should in the first instance contact the Synod’s Property and Trust Officer.
A GUIDE TO PHOTOGRAPHIC RECORDS AND ARCHIVES

1) An Introduction: Why do we need to do this?

Each listed building is its own best and permanent historic record until alterations take place and part, or all, of that record is lost for future generations. It is therefore important to record the building, or any features that are to be altered, before change takes place so that a full record can be kept of what went before. This will then be available to inform future research into the building’s past history and when, where and what changes were made and/or works carried out. The full record is also particularly important if the changes to be made are temporary and future re-instatement is envisaged, as they can be used for future reference purposes.

Alterations and developments in the way we use our church buildings take place from time to time and, in order to fully describe and record these changes, photographic records are often asked for to accompany an application to the Synod Property Committee (SPC). Providing good photographs of the building not only assists the Committee in its understanding of the building and the changes proposed, but it also provides an archive for the future reference of succeeding generations, as it depicts the building at a certain time. Also, if changes are of great significance, or features are to be lost or disposed of, particularly in the case of fixtures and fittings, then a good clear record of what has gone before is essential for the proper consideration of the application itself and also for the historic record. Therefore, the provision of good, clear record photographs, usually taken professionally, is not only essential, but may also form part of a conditional approval from the SPC, to be fulfilled before works are started on site. Therefore, this Advisory Guide sets out the requirements for making a full photographic record, what it ought to contain and where it should be deposited.

2) The Extent of the Photographic Survey or Record Required and

     What to Photograph:
The SPC will specify exactly what needs to be recorded, but a full photographic record will normally include the following:

a) A record of how the church building(s) relate to the surrounding town, village, or the countryside, i.e. the context or setting.

b) A record of the external elevations of the church building(s) and any outbuildings within the site occupied by the church and all boundary walls, fences and gates etc.

c) A record of the general internal appearance of the principal areas of the church building(s), such as entrance lobbies, sanctuary, balconies, etc and other areas of interest which may include any vestries, school rooms and halls.

d) A record of any features of specific interest such as pews, pulpits, organs and other features, including joinery and construction details of the fabric of the church building(s), such as carved stonework etc., which are deemed to be important.

e) A record of both before and after views of the alterations made, preferably taken from the same viewpoints, with the record being submitted in two stages to the SPC.

3) Who should carry out the photography and who pays for it?
It is best practice to commission a professional photographer to undertake the survey for you as he/she will have the correct type of “rising front” and other professional cameras to undertake this work although, if the church has the help of an amateur photographer with the appropriate skills and equipment then he/she could be engaged to carry out the survey with the approval of the SPC. The local County Record Office or conservation architects may also be able to assist you with the selection of an appropriate photographer. The cost of the survey will be paid for by the church, or developer making the application, and not by the Synod.

4) The Type of Film and Equipment to Use:

Photographs should be taken using either film or digital format, although film is still preferable for archival use and good quality photographs, usually printed in black and white with supporting colour prints, using Kodak or Fuji 35mm colour print or slide film, should be used. Also, while ASA 200 rated film is a good standard for most external light conditions, in some low lighting conditions and internally, 400 ASA film is better.

Digital photographs will only be accepted where the resolution of the digital camera is at least six megapixels and the photographs have been taken at the highest resolution setting (usually “fine”) available on the camera. The saved photographs must be copied to a good quality branded CD in jpg or TIFF file format, providing files have a resolution of not less than 300 dpi at A5 size. Digital photographs should be presented in both CD and printed format to the SPC. Digital photographs should be printed on archival quality stable paper and not normal or “photographic” quality paper, created by laser or desktop printers, as this is not archivally stable.

5) What to Photograph:
The SPC will have defined the areas of the church that need photographing, based on the list in Item 2) above and the specific application submitted to the SPC. The photographs taken should therefore clearly show the features which are to be the subject of the recording. The areas photographed should be free of clutter and superfluous material and they should be clear of any people as the purpose is to record the building, or feature, rather than members of the congregation.

Each photograph taken should be numbered and accompanied by a written description including general and specific details. Each photograph should be identified by a label fixed to its back which states the following:


1) The plate number.

2) A brief statement of what the photograph is of.

3) The name and brief address of the church.

4) The photographer and the date taken 

A label could therefore look like this:


“Plate 1: A view of the church from the north.


Anywhere United Reformed Church, High Street, New Town. County.


© Photographer’s Name. 18.07.11.” 

The completed set of photographs should be accompanied by an annotated plan, or plans, giving the overall location and direction of view of each photograph for future reference, with notes linking the images to the plans and other documentation as necessary.

6) How to Photograph Subjects:
Much has been written about this matter, but there is a useful guide published by the Council for the Care of Churches which will be of help, see Appendix A. Essentially all subjects should be well lit and be free from shadows that may hide features. An overcast sky may therefore at times be better for photographing the exterior of a building to record all its features, rather than bright sunshine where high contrast on some surfaces may be gained, together with details of the colouring of the exteriors, but at the cost of details lost in shadow.

Interior photographs will almost always benefit from the use of a flashgun powerful enough to illuminate the area being photographed. Flash lights, which are integral with the camera being used, will seldom be powerful enough for this task. Where detailed photographs of specific features are needed then some shots with a measured scale rule of known length (i.e. a colour defined 1m or 2m scale rule) in the picture to give scale will also be beneficial, provided the scale size is clear in the photograph, or has been noted down in the accompanying documentation.  

7) What to Submit as a Record or Archive:
In order to keep an archive together it is best submitted in a ring binder with archive quality pockets for storing each photograph individually. Presentation Binders should be obtained with external pockets so a title page can be inserted to identify what the record is from the outside and the spine and where CDs are being included, binders with CD pockets should be used. The binder should include the following:


1) Title Page, both externally and internally giving:

a)
What the archive is, i.e. photographic record of the church building etc., with details of the church’s full address.

b)
Why the survey was carried out, i.e. “in connection with an application to change something”, giving the date of the application.

c)
The date when the survey was carried out and by whom. 

d)
The date when the archive was compiled, by whom and for whom.


2) Index of the contents.


3) Plan or Plans of the Church Building(s):

a)
Survey Plans should be included at a scale of 1:100, or more preferably 1:50 if more detail if needed, to show the basic arrangements of the church.

b)
The positions from where all the numbered photographs were taken should be shown on the drawings, together with an arrow showing the plate number and the direction of view of each photograph, to assist in reading the archive at a later date by those unfamiliar with the church building(s), or the survey.


4) The Photographs Themselves:

a)
A full list of the photographs together with the details shown on the back of each photograph should be listed prior to the photographs themselves.

b)
Each photograph should then follow in a format of not less than 7” x 5”, but preferably 8” x 6” in size, in landscape or portrait format, to suit the subject. Each should be placed in an archival pouch to protect from decay and from sticking to any adjacent photographs, or other material.

c)
In addition, but not to the exclusion of actual photographs, CDs may also be submitted with copies of the photographs stored on the CDs, providing they are fully catalogued and have details of the programmes used, i.e. “Photoshop version x”, to generate the photographs for future reference.


5) Other Documentary Information That May be Required:

Other documentary information may be required to complement and explain the photographs, or to be included as part of a submission to the SPC, such as detailed record drawings of specific architectural features such as pew ends or balcony fronts etc. Any such requirement will normally be included in and explained by the SPC’s request for a photographic record.

The Record will not normally contain negatives as these should remain in the keeping of the photographer who took them and who holds the copyright of each photograph. However, it would be useful for future reference if the details of each negative and where it is held, together with the name, address, telephone number and email address of the photographer was included in the archive.

8) How Many Copies of the Record Are Needed and Where Should They be Sent?
Normally a draft copy of the completed record should be sent to the Secretary of the SPC at the Synod Office for checking. Once this is deemed to be complete and satisfactory, three final copies of the Record should be sent to the SPC. One copy of the Record will then be held with the Synod records, with the remaining copies being sent to the relevant County Record Office and to the National Monuments Record in Swindon by the Secretary of the SPC.
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Appendix A: Further Information and Guidance on Photographic Recording:

1) 
A Guide to the Photography of Church Furnishings. Richard S. Brun. 1999. Council for the Care of Churches. (Pub. Church House Publishing. ISBN: 0-7151-7577-7. Available from Church House Bookshop on line at www.chbookshop.co.uk at £3.75.)

2)
Association of Local Government Archaeological Officers (1997) Analysis and Recording for the Conservation and Control of Works to Historic Buildings. Pub. ALGAO.

3)
Recording Historic Buildings: A Descriptive Specification. Royal Commission on the Historical Monuments of England 1996. Pub. HMSO.

4) 
Recording Historic Buildings: A Symposium Royal Commission on the Historical Monuments of England 1991. Pub. HMSO.

5)
Guide to Recording Historic Buildings. International Council on Monuments and Sites. 1990. Pub. Butterworth Architecture.
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