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The purpose of this policy is outline the mandate, objectives and conditions that define 
the scope of archival activities, the authority under which they operate and the services 
offered to users. 
 
Authority 
 
The Archives of the Ontario College of Art & Design exists as part of a central library 
service in the Dorothy H. Hoover Library [Minutes of OCA Council, January 13, 1986]. 
The Library was established in 1922. 
 
Mandate  
 
The Archives is responsible for the safekeeping of official records that document the 
Ontario College of Art & Design (OCAD) and its predecessor bodies’ legacy and 
contribution to art education and student life in Ontario, since 1876; as well as selected 
private records associated with Canadian art and design that relate directly to the 
teaching and curriculum at the university. 
 
In keeping with its mandate, the Archives: 
 

• Acquires, arranges, describes and preserves primary records of legal, fiscal, 
evidential and historical or research value.  

• Provides access to the records for the purposes of reference and research to 
faculty, staff, alumni and students of OCAD, and the community at large. 

• Increases awareness of the value of archives for teaching and research 
purposes. 

• Facilitates efficient records management practices throughout the university. 
 
Scope of Acquisition 
 
The Archives acquires records in all formats of: 
 

• OCAD’s governing, administrative, academic and student bodies, that document 
the functions, actions, activities, and decisions of those record creators over time, 
as well as records of historical and cultural significance. Records can include, but 
are not limited to: charter of incorporation, by-laws, minutes, project files, reports, 
policies, agreements, plans, correspondence which are preserved for their legal 
and evidential value. 

 
• Private donors such as selected OCAD faculty members, alumni, students and 

individuals associated with OCAD or the local art and design community; that 
directly support teaching programs and research at the university. Records could 
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include: teaching materials, student portfolios, diaries, research materials, 
correspondence. Major donations of private records must be related to Canadian 
art and design and be recommended and supported by faculty as directly 
meeting the needs of research and teaching at the university before they are 
acquired.  

 
• Selected collections of still and moving images, sound; biography files of former 

and current faculty; news clippings; OCAD publications including bulletins, 
newsletters, printed ephemera (posters, cards), annotated scrapbooks of 
historical importance to the university. 

 
The archives does not generally acquire: 
 

• original works of art of faculty, students, alumni or others; 
• books, newspapers or published materials, commonly found in the library 

collection; 
• three-dimensional objects (artifacts); or, 
• records from or of other organizations or associations 
 

unless there is a compelling or special reason for such items to accompany acquired 
archival records.  
 
Methods of acquisition 
 

• Departmental or work unit archival records are transferred primarily according to 
approved records disposition schedules. The Archives does not function as a 
records centre for inactive or permanently retained records such as financial 
ledgers or student information. Record creators are responsible for the 
disposition of non-archival records at the end of the life-cycle. 

 
• Records of private donors are accepted by gift, bequest, or trade with other 

archival institutions. A signed Deed of Gift is completed to transfer 
ownership and negotiated rights such as copyright, of the records from the 
donor to the University. The Archives does not accept as gifts, fonds that have 
been wilfully partitioned by a donor.  

 
• In very special circumstances, records may be acquired by loan to allow copies 

to be prepared. The Archives will copy the originals and return the originals to the 
owner. Copying costs are responsibility of the Archives. Credit will be attributed 
to the owner of the records. 

 
• Tax receipts may be issued based on Canada Revenue Agency rules subject to 

external appraisal by individual(s) qualified in appraising historical records. The 
donor will be responsible for the cost of the appraisal.  

 
• Records are not generally acquired by purchase.  

 
Records acquired permanently become the property of the Ontario College of Art & 
Design Archives and may be reformatted at the discretion of the Archivist for 
preservation, access or exhibition purposes. All copies, regardless of format, remain 
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the property of the Archives. Records that are re-appraised as no longer having 
archival value will be de-accessioned and disposed of under the authority of the 
Archivist.  

 
Roles and Responsibilities 
 
University Archivist 

• Is responsible for the day-to-day management of the archives. 
• has authority for acquiring records of the university through records transfer and 

accepting minor donations of ephemera, collections or private papers. Negotiates 
and completes donor agreements.  

• makes an initial appraisal of potential donations of significant fonds and prepares 
an acquisition recommendation report for the advisory group. 

• heads the archives or acquisitions advisory group(s). 
• de-accessions records, collections or donations that no longer meet the 

acquisition mandate of the Archives. For significant fonds, makes 
recommendation to an advisory group. 

 
Archives or acquisitions advisory group 

• is an adhoc group of faculty or senior management that can review major 
potential acquisitions for direct value to teaching and research; or proposed de-
accessions of significant records. 

• may collaborate on special projects, advise on collection development strategies 
under direction of University Archivist.  

 
Director, Library Services 

• participates in the appraisal and recommended acquisition of potential donations. 
• reviews and recommends for approval, policies, strategies and budgets.  

 
Location of and access to Archives 
 
The Archives is located in Toronto, at the Ontario College of Art & Design Library. 
Access is by appointment only by contacting the Archivist. 
 
Description and access to records  
 
Primary source records are described following the Rules for Archival Description (RAD); 
collections or secondary source materials may be organized by subject or themes. 
 
Fonds level description will be available on-line on OCAD web site; and through 
consortia based on-line databases (e.g., ARCHEION, the on-line database for fonds 
level descriptions for Institutional Members of the Archives Association of Ontario); 
through finding aids, files lists and other descriptive devices. 
 
Selected records may be scanned and made available digitally. 
 
Access to some records may be restricted by the donor, or legislative requirements. The 
Archives adheres to the Copyright Act, 1985 and the Freedom of Information and 
Protection of Privacy Act (Ontario), 1990.  
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Copying and reproduction 
 
The Archivist/Archives staff will: 

• make and mark copy(ies) for personal or academic (study) uses. 
• provide permission to copy or reproduce materials in which OCAD owns the 

copyright. 
• refer the researcher to the copyright holder if known and if possible, for material 

in which the OCAD does not own copyright. 
 
The researcher is responsible for: 
 

• Determining copyright ownership and obtaining permission to publish. 
 
The Archives will not knowingly provide researchers with reproductions if the copyright 
owner is unknown or not locatable or the researcher has not made an attempt to locate 
the copyright owner.  
 
Users are not permitted to copy any archival records by any means. 
 
Approval 
 
This policy was approved by Academic Policy & Planning Committee (with noted 
change) on October 26, 2009 

 
 

 

 
 

December 2011 


