Useful Information about Orkney Archive Service
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Archive & Orkney Room Opening Times
Monday, Tuesday, Thursday

 
10am – 6.00pm 

Wednesday




CLOSED

Friday, Saturday



             10am – 5.00pm

Sunday




             CLOSED

A Few Rules: 
Large bags are not allowed in the Searchroom or in the Orkney Room. Come in and ask for a locker key from an archive staff member at reception (deposit £1 cash). 
No food or drinks are permitted. (Water bottles may be kept at searchroom staff desk or under the table if necessary)
Mobile/Cell phones must be kept on silent. 
No pens to be used around Archive items
Please wash your hands before handling original archives.

You may photograph items you see in the searchroom, but ask staff for permission first and fill in the copyright or statistics forms provided. 

Archive & Photoarchive Searchroom
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Archive & Photoarchive Searchroom: The Searchroom is the public area where visitors and researchers can look at items on open access, ask to see archive items and photos from the strongrooms and view exhibitions. 
Staff are available to help you with your research. Tell them what your research is about and they will do their best to point out the best sources of information for you. You can contact us by phone or email to have this discussion before you come in, so that we can have relevant items ready for you when you arrive. 
Alternatively, if you prefer to work on your own without assistance, then that is okay too. 

The Orkney Room
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The Orkney Room is our local studies collection which contains published books, pamphlets and periodicals written about Orkney or written by Orcadians. These items are for reference only. The room is next door to the Archive Searchroom. 
Many of the items in this room are still subject to copyright, so please ask a member of staff if you need copies of anything. You may ask for 5% of the pages of any book still in copyright. Copies cost 25p per A4 sheet or 35p per A3 sheet. 

Strongrooms
We have four strongrooms in the Orkney Archive. They are packed full of thousands of archive collections which have been catalogued by the archivists over the last 50 years. The temperature and relative humidity of the strongrooms are controlled to protect the archives.
Wallace Strongroom
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“Guide to the Records held in the Orkney Archives” 

This guide lists the titles and covering dates of every collection held in the Archive. 
Copies can be requested from the staff or downloaded from our website: www.orkneylibrary.org.uk 
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Some Archive Items

An archive item can be one piece of paper, one bundle or file of papers, a dvd, a vhs video, an audio cassette, a folder of photographs, a roll of microfilm, a book, ledger, booklet, pamphlet, leaflet, map, plan or work of art, etc. We also hold digital copies of archives such as photos or sound archives. 
You can search for Archive items in two ways:
1. Archive Catalogues These give detailed lists of each collection and individual reference numbers and are the red, black and blue books located on shelves in Searchroom. Use the reference numbers to order items from the strongrooms on the order slip. Ask a staff member to fill in the order slip for you. 
Archive Catalogues
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Order Slip
[image: image7.jpg]ORKNEY ARCHIVES ORDER SLIP
Please use BLOCK CAPITALS A separate slip must be
and write in PENCIL completed for each item

Reference or description

Reader’s Name Date
Produced by Date
REPLACED Initials Date





2. Archive Computer Database – a computer catalogue containing all the archives listed in the collections is available for public use in the searchroom. It currently contains about 81,000 individual catalogue entries to search through. It works by clicking on the “Archive Catalogue” icon on the desktop on the public computer, then search using “any text” and click on OK. 
Then use the buttons on the left of the screen to navigate your way through the list of results. Use the reference numbers to order items from the strongrooms on the order slip. Ask a staff member if you need help with this.
Newspapers on Microfilm
We have the Orcadian (1854-present) and Orkney Herald (1860-1961) and other newspapers on Microfilm in a metal cabinet in searchroom. The Orcadian newspaper is not indexed, but there is a card index for the Orkney Herald for the years 1919-1932. You can book the use of a microfilm in advance. 
Ask a member of staff to show you how to use the Microfilm readers. 
[image: image8.jpg]



[image: image9.jpg]



Family History Sources in the Archive Searchroom:
BMD - Most of our records for births, marriages and deaths are in the form of baptisms, proclamations of marriage, and deaths or bills of mortality in church registers either in OPRs (see below) pre-1855 or in original Orkney Church Registers after 1855. See red archive catalogue marked OCR, look up the computer database or ask a staff member for assistance.
IGI – We have the International Genealogical Index of Baptisms, Births and Marriages mainly pre-1855 on Microfiche located in small box between Microfiche machines in searchroom.
OPRs – Old Parish Registers: entries in church registers, baptisms, proclamations of marriage, and deaths or bills of mortality listed by parish, date prior to 1855. Available to view on microfilm in the searchroom. Ask a member of staff to show you how to use the Microfilm reader. 

Orkney Church Records (OCR) for Baptisms, Marriages and Deaths after 1855, irregular marriages and illegitimate children. Also kirk session minutes and communion rolls, etc. If you would like to see these find the red archive catalogue marked OCR, look up the computer database or ask a staff member for assistance.

Civil Registration – We can search some civil registration registers for you from 1855 and after. There is a charge for this. £5 for an exact date, and £10 per hour to search. We cannot show you the original books, but can write out relevant entries for you. 
We do not supply copies of civil registration certificates For these you can contact the Registrar who is located in the Council Offices in School Place, Kirkwall; telephone 873535.

Deaths – We have gravestone inscriptions; most parishes are covered. The Orkney Family History Society has compiled booklets for nearly every parish. We have copies of these for reference in the searchroom. We also have other sources available in the archive collections.  
Census –We have census books for each parish in Orkney every ten years from 1841-1911 and some parishes for 1821. They contain personal information, house names, households, relationships, status, occupations, ages and where born. The books on the shelf are indexed by surname. They are also available for sale from the Orkney Family History Society. Copyright for Census is 100 years, so the next Census, i.e. 1931, is due out in 2031. The census books are available on shelves in the searchroom.

Archive Searchroom
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School Records (Ref: CO5) Blue archive catalogue. We have admission registers, log books, etc. They give details of children at school in each parish. They date from around 1874. If you would like to see any school records, ask a member of staff for assistance. Some 20th century school books are closed for data protection reasons. 
Wills – If your ancestor died in Orkney between 1839-1984, it is possible that we have a copy of their will in our Sheriff Court collection under reference number SC11/38. Please ask a member of staff for assistance or search the Archive Catalogue Database. 
Civil Court – If your ancestor was taken to court or took someone to court for a non-criminal reason, they may be mentioned in the Sheriff Court Civil Court Processes under reference SC11/5. These are indexed within our Archive Catalogue Database. They could have owed rent, be involved in a marriage contract or a civil disturbance, or something else.
Property History Sources:
Registers of Scotland - To find out who owns a property now the contact address is: Meadowbank House, 153 London Road, Edinburgh EH8 7AU         
Tel: 0131 659 6111
Website: www.ros.gov.uk
Census (see above)

Sasines record the transfer of ownership of land or property. We have sasine abridgements which give the basic details of the sasine document. Some of the books have indexes of names and properties, otherwise they are listed in date order. Dates covered are 1701-1720 and 1780 – 1994 (with gaps). The originals can be obtained from the Registers of Scotland in Edinburgh (see contact details above). We also have microfilm copies of earlier sasines, ask a staff member for assistance.
These are available on shelves in the searchroom.
Valuation Rolls give owner’s name, tenant’s name and the value of property each year from 1855 to the present day, though from 1989 only commercial property is covered.  1855-1904 is on microfilm, ask a member of staff to show you how to use the Microfilm reader. 1905-present is in book form and available on shelves in the searchroom.
Kirkwall Burgh Valuations Rolls are stored in a strongroom under reference K2/4 (see black archive catalogue or ask a member of staff for assistance.)
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Archive Catalogues in the Searchroom
Electoral Rolls – These give the names and addresses of everyone registered to vote in Orkney from 1919-2021 (with gaps) with Kirkwall Burgh being separate during 1832-1931. We have them in book form stored in a strongroom under reference CO4/5 (read blue archive catalogue or ask a member of staff for assistance.) The current law states that (apart from the current one) Electoral Rolls created within the last 10 years are closed to the general public. 
Maps 
We have a few of the 1st Edition Ordnance Survey maps published in 1881. We have a complete collection of the 2nd Edition Ordnance Survey maps from 1902/3.These maps are located in Map Chest 1 in the searchroom.
More recent maps (approx. 45-55 years old) can be located in Map Chest 2 in Searchroom, see lid for contents or ask a staff member. 

We also have many archive plans of estates and townships in Orkney, particularly in the 19th century. Read the red archive catalogues, look up the computer database or ask a staff member for assistance. 
Photographic Archive: We have a large collection of over 70,000 photographs. They are catalogued by subject and stored in a strongroom. 
Please ask a member of staff for assistance.
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Oral History: In our sound archive, we have a large collection of oral history tapes, CDs, cassettes and mini-discs, which can be listened to in private carrels in the searchroom. Many of them are interviews with local people talking about their way of life in Orkney, either growing up, working lives, during wartime, playing music or singing songs. Please ask a member of staff for assistance or search the Archive Catalogue Database
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A private carrel in the searchroom

Copies can be made on CD or emailed as mp3s documents, subject to copyright.
Please ask a member of staff for assistance.

Reproduction Service: We can provide copies of open access material or archives via photocopies, scans, digital prints, audio cds, mp3s depending on copyright restrictions. 
There are forms available to request the type of copy you require and a list of prices. 
You may use cameras or mobile phones for copying archives. There is no charge for this, but you must fill in a form and say how many images you have taken. Some archives are subject to copyright restrictions, so always ask a member of staff first. 
Photographs can also be reprinted by our photographic technician. 
If in doubt, ask a member of staff. We’re here to help!
You are welcome to come into the Archive just to browse. We often have displays or exhibitions of archives on show. 
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An Archive Fishing Exhibition
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