The SHOREWATCH Recording Form –why use it and how to fill it in

Why...

Archaeology is not only about finding things, but about telling others about what has been found. To help do this, archaeologists write information on recording forms. Some forms record information about elements of a site during excavation and are called context sheets. Other forms are used during survey and record information about an entire site (such as the SHOREWATCH form). There are several reasons why archaeologists use forms. 

Using a form:

· helps to jog their memory, prompting the recorder to note down all essential information needed to make a meaningful record

· ensures that their data is recorded in a consistent manner

· helps with cross-referencing to other information they collect (such as photographs, finds or drawings)

· helps when transferring their data to a computer database.

Information is recorded in boxes on the form, and there has been much debate amongst archaeologists as to what should be recorded. This has led to the compilation of international standards to ensure compatibility when recording archaeological data. In Britain, this has been published in the MIDAS (Monument Inventory DAta Standard) manual.

Some information is essential, without which it would not be possible to make a complete record about a site or element within it. Essential information includes:

· a unique number for your site to distinguish it from others; 

· a national grid co-ordinate so that the site can be relocated and plotted on a map; 

· a description explaining what the site is. 

The recording of other information is discretionary and depends upon what is being recorded. For more information on recording standards in archaeology, refer to the MIDAS manual, available on-line at:

http://www.english-heritage.org.uk/filestore/nmr/standards/midas3rdreprint.pdf.

The SHOREWATCH Recording Form complies with these standards, and has been designed so that information will be recorded in a consistent manner, no matter who the recorder is, which type of site is being examined, or where the site is located. Using the SHOREWATCH form will ensure that all relevant information about a site is recorded. The data is compatible with that held by the Local Authority archaeologists (in their Sites and Monuments Record - SMR) and by the National Monuments Record of Scotland (NMRS). This means that information you collect can be passed on to these organisations easily, allowing new records to be generated or existing records to be updated.

The form will also help remind you of the condition of the site at the time of your first visit, allowing you to compare how much it changes. If you make a follow-up visit to your sites, you will be able to use the completed forms to evaluate any differences.

How...

Ideally, the form should be completed in the field, but this is sometimes impractical due to strong winds or heavy rain. If this is the case, the form can be completed after you return home. If you leave it until later, try to complete the form as soon as possible, while things are fresh in your mind. 

If you are not completing the form in the field, take notes about your site, recording them in a notebook or on a piece of the waterproof SHOREWATCH drafting film. Alternatively, you could use a micro-cassette recorder. In order to remind you of the information required on the form when taking notes, use the Shorewatch Recording Form Summary sheet. Laminated copies of this are available from the Shorewatch co-ordinator. 

It is essential that certain bits of information about a site are recorded, as without them, the record is incomplete. The boxes for this information are in bold and marked * and must be completed in order to make a meaningful record. Other boxes should be filled in wherever possible, but some will not be relevant for your site. 

Some information will always be the same for your group, (such as your Group Name and Local Authority Area).This information can be completed in advance of your visit. If you are visiting a known site, some other information can be filled in before leaving for your visit. This may include information about the SITE ID and LOCATION OF THE SITE. Recording things in advance can help you to locate certain sites, and it saves cold fingers when recording in the winter!

Use a black pen to complete the form, as this is the most clear when photocopied. You don’t need to use block capitals, but you should write as clearly as possible so that others can read the form later. Alternatively, the information can be added directly into the SHOREWATCH database. Records can be typed into the database input form and then printed using the report form. 

Once the form is completed, send a copy to your local Shorewatch group leader, or send a copy directly to the Shorewatch co-ordinator. 

The following describes the various sections of the SHOREWATCH form, and explains the type of information required in each of the boxes. As noted above, it isn’t always necessary to complete every box, although boxes in bold and marked * are required. 

SITE ID  This information will be used to distinguish the site from others
These boxes ask you to give the numbers that you and others have given the site. Some sites will have been examined before, and a record already made in the SMR or by the NMRS. If this is the case, use their information to complete the relevant boxes, making notes if you think their information is incorrect. 

Regardless of whether a site has been numbered before, you should always give your own unique number to it. Use this number to distinguish your site from others. This is particularly important in areas where there are several sites close to each other (for example, on the edge of a remote sandy bay or on the end of a promontory). If all the sites were given the same number (or given no number at all), it would be hard to recognise which site the record referred to. Identifying sites uniquely is also important for cross-referencing finds, photographs, drawings and other records which have come from the site. 

	* Your Site no.
	You should give every site that you record a unique number, regardless of whether it has already been given a number by another organisation. This is your own group’s number and should be taken from your Site Register. Using the Site Register ensures that no two sites end up having the same number.

	NMRS no.
	If the site has been recorded in the National Monuments Record for Scotland, write the number here. 

	SMR no.
	If the site has been recorded in the local Sites and Monuments Record, write the number here. 

	Other nos.
	Some sites are recorded in local museum records or have been located during other coastal surveys. If you know of any other numbers that the site has been given, write down the number and state (in brackets) who gave the site this number.


LOCATION OF THE SITE  This information will help you and others to return to the site
It is extremely important to be able to return to a site after you have found it. You should record both the name of the site, including the parish and Local Authority area, and a grid co-ordinate. Although a site may appear obvious at the time of your visit, it may not be so easy to find a second time, once bracken has grown up around it or the coast edge altered after a severe storm. Recording the location as precisely as possible increases the chances of finding the site again. The grid co-ordinate can be determined from maps or can be taken using a Global Positioning Satellite (GPS). 

	* Site Name and  Location (address or description)
	If the site has already been recorded in the SMR or by the NMRS, use the name that they have given. Only record the main name of the site, not the alternatives. Sometimes, the SMR and NMRS use different names; if this is the case, choose one and write in brackets which organisation gave the name. If you think the name they have given is incorrect, record this name, stating why you think it is wrong, and write in the correct name. If the site has not been previously recorded, please write your own name for the site. The name given is usually that of the nearest marked point on the Ordnance Survey map. Include, if necessary, a description of where the site is in relation to this place (for example, the south end of Dunaverty Bay or 200 metres north of the Rock and Spindle).

If the site is in a town, village or other easily identifiable place, enter the postal address. 

	Parish / District
	Enter the Parish or District name. This information is shown on 1:25000 maps.

	Local Authority Area
	Enter the name of the Local Authority Area.

	National Grid Reference (NGR)
	Record the full Ordnance Survey National Grid Reference (NGR), separating it into Map Square; Easting; and Northing. Dividing the NGR is important as map-based computer databases (such as CANMAP) need to read the Easting and Northing separately.

If you are using a map to determine the grid reference, use the largest scale possible. 

	Map Square
	Write down the two letter code which identifies the Ordnance Survey 100km square. The map square is displayed by a GPS and is shown in the margin and the top left corner of an OS map. Note that the code changes when the first two numbers of either the Eastings or Northings equal ‘00’. 

	* Easting
	Eastings are the numbers at the bottom of a map, and are the first numbers given by a GPS.

	* Northing
	Northings run up the side of a map, and are the second numbers given by the GPS.

	Accuracy of NGR
	Record how accurate your estimation of the NGR is. If using a GPS, the instrument will tell you the level of accuracy at the time of taking the reading. If using a map, the accuracy will depend upon the scale of the map and on the number and proximity of other features marked that you can use to determine the site’s position. Normally, accuracy is recorded as 10m or better; within 100m; within 1km.  Try to aim for 10m or better if possible. 

	NGR obtained how?
	Enter the method used to work out the NGR, (for example, map or GPS).

	If map used, scale or type of map
	If you have used a map to determine the NGR, record the scale of the map (shown in the key or at the bottom of the map) and/or the type of map (Landranger, Explorer).  This information is useful as maps of different scales show different information. 

	Point used to establish NGR
	Record which point on the site you used to determine your NGR, (for example, NE corner of a ruined building; centre of an eroding section; or N and S ends of a wall). You should mark the point(s) on your sketch drawing. 

	Distance to coast edge
	Record the distance of the site from the coast edge. If it is within 30m you can do this easily with a tape - if it is over 30m, estimate the distance (for example, by pacing it out) and write ‘approx’ after the measurement.


SITE DESCRIPTION  The description will help to identify the site type, function and date
Many archaeological sites are a distinctive shape or size, due to when they were built or what they were used for. By describing a site, you can help determine the nature, function and date of the archaeological remains. Often, looking carefully at a site in order to write the description can help you to start thinking about the remains in a different way, making you notice clues about the site which may help with its interpretation.

When writing the description, imagine that you are writing for someone who is not present and cannot see what you are looking at. Remember that in many cases, a photograph can often be worth hundreds of words, so photograph parts of the site and make reference to these photos in the description. Even if you aren’t able to guess the site’s type and date, giving a detailed description and providing photos may help someone else to understand the significance of your find. 

Even if only very little of the site is visible, for example, as remains eroding out of a sand dune or cliff edge, record what you can see with as much detail as possible. 

	Site Dimensions
	Record the dimensions of the site. If only approximate, write approx. All measurements should be metric (metres, centimetres and millimetres).

	Length
	Record the length of the site, and state which orientation the measurement relates to (for example 12.20m N-S).

	Width
	Record the width of the site, and state which orientation the measurement relates to (for example 6.45m E-W).

	Height/Depth
	Record the height of the site if above ground (for example, the height of standing walls or of a mound), or the depth if below ground (for example, a pit seen in an eroding section). It is usual to note the maximum height or depth. State what has been measured and whether the measurement given is ‘height’ or ‘depth’ (for example, max. height of walls 0.45m; max. depth of pit 1.20m).

	* Full description
	Use this space for a full description of the site. Where necessary, take photographs to illustrate features within the site. Describe the shape and form of the site (for example, linear wall; rectangular building; or circular mound) and if the site is a structure, state what it is made from and how it is constructed (for example, mortared bricks; heap of loose stones). Record other features that the site relates to (for example, one of several mounds in the area), and put it in its setting (on a small hill overlooking Dunaverty Bay). You can also record any local knowledge about the site that you may have. If necessary, continue writing the description on the reverse of the sheet (making sure you leave enough room for your sketches). 

	Site type
	Enter the site type if known. This can be quite general (for example, rectangular building, dry-stone wall). If unsure, record what you think it may be, using a question mark at the end.  

	Estimated period
	Record the period that you think the site belongs to. This can be quite hard, but certain periods are obvious, such as structures that include modern materials such as concrete. Previous archaeological work at the site, or the discovery of certain finds may also help to date a site.

If you don’t know the exact period, but can estimate an approximate period, put a question mark after the date. If there are no clues to the date, write Don’t Know. This is the most usual thing written in this box. 

	Evidence used…
	If you were able to give a period, state how you did so (for example, previous archaeological work at site; local knowledge; site built of concrete and bricks).


SITE CONDITION  This information will help to assess the condition of the site and threats to its survival
This section allows you to record the condition of the site. This is important information and it helps to show how stable or vulnerable the site is. It also provides information from which future monitoring can be based and helps to show how the site changes over time. You also use this section to recommend any future work that needs to be done at the site. 

	Soil type and vegetation on site
	Some types of soil are more prone to erosion than others, so record the soil type covering the site (for example, sand; peat; topsoil), or make a note if there is none. Also note down what type of vegetation is growing on the site. This will help determine whether the site is at risk from the plant cover (for example, bracken; tree roots), is being protected by the plants (for example, grass) or has no protection due to a lack of plants.

	Soil type and vegetation around site
	Record the soil type and vegetation immediately around the site, up to 20m away. This will show whether the surrounding area is stable. If the soil and vegetation around the site is the same as on the site, write Same.

	Condition of site
	State the condition of the site using one of the standard terms below. Remember that you are describing the condition of an archaeological site, not a perfectly preserved building. The site will already have been damaged in the past - you are describing whether the site is in danger of further damage. 

Good (walls in stable condition, site showing no signs of being damaged). 

Fair (parts of walls collapsing, site showing some signs of damage but presently in a fairly stable condition). 

Poor (site in danger of collapse or of being destroyed in the near future). 

Destroyed (site known about from previous visits or through the records of others, but no longer existing). Only use the term destroyed if you are sure that the site no longer exists. If you can’t locate a site previously identified, but suspect it may be buried or hidden under vegetation, write Not Found.

	Threats to site
	State what threats you think there are to the site, (for example, on-going coastal erosion; animal damage; plants growing on it; recreational use). Record whether you think that these threats are likely to get worse

	Further action required?
	Answer either YES or NO. If you think further action is required, please go to the next box. 

	If so, what?
	If you have written YES to the previous question, record what further action you think is required, (for example, annual monitoring visit; detailed survey; excavation; coastal protection). 


YOUR RECORDS This will to help cross reference to other records and to things that you have found
This section allows you to record cross-references to the photographs, drawings and finds that you have obtained from the site. By completing these boxes, you will help yourself and others to remember whether you retrieved any finds, made additional drawings, or took photographs at the site. It will also help you locate these things at a later date. The cross-referencing depends upon you completing the registers the various SHOREWATCH registers.

	Plan nos.
	If you draw any plans of the site use the drawing register to obtain a number and record it in this box. 

	Section nos.
	If you draw any sections or elevations of the site use the drawing register to obtain a number and record it in this box.

	Other drawings
	If you make any other drawings in connection with the site, (for example, of artefacts, site reconstruction drawings) use the drawing register to obtain a number and record it in this box, stating what type of drawing you have made.

	Photos taken?...
	If you take photographs of the site, obtain a number from the Photographic Log and record it in the box relating to the film type, (Black and White, Slide or Colour Print). If you take digital photographs, record the file name in the box marked ‘Digital’. 

	Finds nos.
	Normally, finds should be left where they are unless in danger of being lost. If you do retrieve finds, they should be bagged up in a separate bag for each class of find and given a finds number from the Finds Register. Record this number in the relevant box.

The most common types of find are: pottery, animal bone, human bone, wood, metal, CBM (ceramic building material - brick and tile), other BM (building material - stone, etc), other stone objects, glass, shell. ‘Special Finds’ and finds which don’t fit into one of the categories above (‘Other Finds’) should also be recorded, following the guidelines below.

	Special Finds
	If you find a Special Find, record its number (taken form the Finds register) and note down what it is and what it is made of (for example, bone comb or silver coin). Don’t forget that Special Finds often need immediate ‘First Aid’.

	Other finds
	Finds recovered that are not ‘Special Finds’ or do not fit into one of the category of finds listed above should be recorded here. Note down the number (taken from the Finds Register) and record what the find is and what it is made of. 


FIELDWORK INFORMATION  This will remind you and others about the actual survey
This section records who did the survey, who filled in the recording sheet and when the survey was done. This is key information as there may be things recorded on the form that need to be clarified or added to at a later date. 

	Group name
	Write the name of the society or group undertaking the survey. You don’t need to write down every individual person’s name, as you will have a record of who attended on your Health and Safety form.

	* Form recorded by
	Write down the name of the person or people who filled in the form. Make sure you record who actually did the writing in the field, as sometimes they are in the best position to read their own writing, especially after a cold afternoon’s recording!

	* Survey date
	Write down the date of the survey. This is important for monitoring the site as it shows when the site was in a certain state and allows the rate of change to be evaluated. 


SHOREWATCH - RECORDING FORM 

Sketch drawings

Why...

Sketch-drawings convey a great deal of information, and one sketch often saves hundreds of words. They are very important as they help you to find a site again on subsequent visits. You can also use simple sketch-drawings to illustrate the principal elements of the site and its surrounding landscape, and you can refer to them in your written description. 

Use the drawings to show the relative positions of features (for example, the position of the site in relation to an outcrop of rock or to a road) or to illustrate irregular shapes (for example, complicated building plans or architectural details such as doorways). 

It is often easier to draw two sketches at different scales, one showing the site within the surrounding landscape, the other illustrating details of the site. It is not always necessary to make both sketch-drawings and sometimes just a single one is enough.

How…

As you are only drawing sketches, you don’t need to worry about great accuracy or drawing to scale. If you think that accurate and detailed plans are necessary, these can be done as separate drawings. 

It is normal practice to have north at the top of any archaeological drawing and if possible you should follow this convention. Exceptions occur when the space provided on the page does not match the shape of the site. Whichever direction north is pointing, always place a north arrow on your sketch-drawing. 

You should record distances on your sketches, as this will give necessary information about the size and position of the site. When recording distances, always use the metric system (metres, etc.), making sure that you have used the correct side of the tape when taking measurements (it is very easy to confuse the Imperial and Metric side of some tapes). If distances are only approximate, write approx after them. 

SKETCH LOCATION DRAWING: a drawing showing the location of the site in relation to other features (with distances), the location of the coast edge (if relevant) and the approximate position of north (usually north is at the top of the drawing).

The sketch location drawing shows the site within its surrounding landscape. Its purpose is to help you and others find the site again on subsequent visits. If the site is going to be easy to find (for example, it is marked on OS maps or is in a back garden), this sketch may not be necessary. If you think that finding the site again may be difficult, mark on as many things as possible that will help identify it in the future. 

Try to use ‘hard’ features, things surrounding the site that are easy to spot and are unlikely to move. These could be natural (such as trees or outcrops of rock), or man-made (such as walls or buildings). 

Mark the distances from the hard features to the site on the sketch. Use measuring tapes if the features are close enough, or pace out the distance if they are far way. If pacing out distances, try to get your pace as close to one metre as possible. If you want to practice, try stretching out the tape in the direction that you are going to walk and pace out the length of the tape, then continue walking towards the feature.

If using field boundaries to measure from, remember that one stretch of wall can look much like another, so try to show the overall shape of the field. Mark on the corners of walls, gates, etc. and where possible, take measurements from these positions rather than from a straight section of wall.

The sketch location drawing should show the position and distance to the coast, if it is nearby. It should also indicate areas under threat around the site (for example, eroding dunes, areas where the coast edge is retreating or areas of animal damage). 

If you have several sites in the same area, and are going to complete a separate recording form for each of the sites, you needn’t make a different location sketch for each. Draw a sketch on the first sheet, which identifies the position of all the sites to be recorded and on subsequent forms, refer to this location sketch, instead of copying the whole drawing each time. 

DETAILED SKETCH PLAN / SECTION: a more detailed drawing showing the principal elements of the site, either in plan, section, or both. Show the dimensions of features and the approximate position of north. 

The detailed sketch is a more detailed drawing of the archaeological site described on the recording form. This sketch-drawing can be a plan, a section/elevation, or both. Remember, however, that it is a sketch whose purpose is to help you and others remember the layout of the site and its principal elements; it is not meant to be an accurate representation drawn at scale. 

Draw as many relevant features as necessary. These could include areas where walling is exposed, places where the site’s shape is visible as a bump in the ground, or places where the site has been damaged. 

Don’t forget to mark on the sketch-drawing the dimensions of the site and the position of north. If you have taken detailed photographs of parts of the site, you could mark the position of the photographed features on the sketch plan. 
