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INTRODUCTION 
This booklet is designed to help all members of the Fort Anne 

crew. It is filled with all the information needed to properly 
fill out the forms used by the Canadian Parks Service and some 
pointers on how to provide the Canadian Parks Service with the best 
product possible. 

Should you find this booklet lacking basic information that 
would help you do your job better please bring your suggestions to 
the Canadian Parks Service staff on the Fort Anne team. 
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ARTIFACT BAG8 
Artifacts should go in a bag with the appropriate tag filled 

out completely. On the tag (Fig 1) should be the site number, the 
operation number, the sub-operation letter, the lot number, the 
date the material was excavated, the names of the excavator(s) and 
the initials of the supervisor. The tag should be sealed in a 
plastic bag within the artifact bag so that the moisture from the 
artifacts does not destroy the card. 

SITE OP. 

(OS 

DATE 

DAY | MONTH YEAR 

?l 

EXCAVATOR 

FIGURE 1 
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SUB-OP. 
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LOT 

5" 



FIELD NOTE BOOK 
Your field note book is your daily diary of your activities on 

the site and it is very important. It is strongly recommended that 
the field note book include an Index, an Introduction, a Plan of 
the Site, the actual Field Notes, a Conclusion/Summary, a Master 
Lot List and a Master Map List. The field note books from previous 
summers at Fort Anne are available for consultation from the 
Project Director. Please feel free to look at them. Below is a 
description of each part of the field note book. Please note that 
although the whole package is called the xfield note book' you may 
end up filling more than one of the prepared field pads/books. 
Remember to treat each book as a continuation of the previous one 
so you only need produce one of each of the following features, and 
remember to continue the pagination from one pad/book to another. 

The Index: The index should be at the front of your first 
field note book so leave a few pages blank so you can go back and 
add it once the field notes are done. It must be indexed according 
to sub-operation. So, write the site number, operation number and 
sub-operation number on the left side of the page and then write 
the field note page numbers with information from the corresponding 
sub-operation to the right of that. Remember that this index is 
supposed to cover the information in all the field pads/books you 
used. 

The Introduction: The introduction is probably easiest to 
write after you have finished your field notes and have the time to 
reflect back on the whole summer, so again, leave extra pages blank 
at the beginning of your book. The introduction should include the 
following information: the names of the crew, the objectives of the 
project and the purpose of digging the sub-operations covered in 
the field notes. These pages can be numbered like the field note 
pages, but with a subscript e.g. 92-110A-iv (see Field Notes 
section). 

Plan of the Site: This could be a separate entry or it could 
be included in the field notes themselves, but it should be in 
there somewhere. In past years a site map at a scale of 1:200 has 
allowed for most of 17th century site area to fit on a single field 
note page. Ideally, your plan of the site will include the marked 
excavations of all previous years and the position of your units in 
relation to them. The map should also have a title, a north arrow 
and a scale. 

Field Notes: There is a specific format preferred by Parks 
see the sample pages (Fig 2-5) and it is suggested that this format 
be followed. 

Top of the Page - start numbering the pages from the first day 
of the project. In the left-hand corner write: 

the year-your field number-page number 
e.g. 92-110A-1 
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FIELD NOTE BOOK/Field Notes/Top of the Page Contd 

In the right-hand corner write: 

the week day day/month/year 
e.g. Thursday 2/7/92 

This information should be written on every page. Start a "fresh" 
page for each new day. When you start a new book remember to 
continue the pagination from the previous book. 

Headlines - use headlines constantly for every 
subject/provenience discussed in your field notes. The purpose is 
to make it easy for you, the Project Director and others to scan 
the notes quickly for the overall site analysis. Use a separate 
headline for each provenience number and for any general 
discussion. Underline the headline and leave a wide margin on the 
left-hand side of the page below the headline. It is important to 
maintain the margin to make the headlines stand out for easy 
viewing, see Figures 2-5. 

Daily Log - begin each daily entry with a description of the 
weather, then record your activities and those of your crew. 

Diagrams - quick sketches are very useful in illustrating your 
notes. Use them! Include a north arrow and a scale or dimensions. 
If the sketch is not to scale write "not to scale" beside it. Also 
include depth measurements either from the surface of the sod at 
different points around the edge of the unit or use a string and 
line level to measure various depths below sod from a corner of the 
unit. It is common practice, and recommended here, to use the NE 
corner of the unit to take line level depth measurements from, but 
sometimes this is not practical and you'll have to use another 
corner. So, don't forget to indicate on the map which corner the 
measurements were taken from. 

Polaroids - in the past few years we have found these very 
useful in illustrating field notes. Please use them. Label them 
with indelible ink and tape them directly into your notes. You can 
also draw directly on the image to illustrate a point. 

Sub-Operation - when starting a new sub-operation describe the 
location and use a sketch to indicate the relationship to site grid 
and adjacent pits. State the reasons for the excavation and 
describe the surface vegetation and features, if any. 

Lots - describe what the lot is (e.g. stratigraphie or 
arbitrary level, sample, artifact cluster, etc.). Describe the 
location and extent. Feel free to use a sketch to show the 
location of lots in a sub-operation. Describe the surface of the 
lot. Was it even? Uneven? Did it slope in one direction? How 
far below the surface was it? Describe the soil matrix (see Soil 
Description section) and what was recovered (artifacts, samples). 
Note how deep the lot was. Give an interpretation, if possible of 
what the deposit means. What cultural or natural activity does it 
represent? Describe the excavation method (trowel, shovel, etc.) 
and note when photographs of the lot were taken. 

Before assigning a lot number ask yourself how this lot 
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FIELD NOTE BOOK/Field Notes/Lots Contd... 

differs culturally from any other. If it has no cultural 
significance, ask yourself if you really need to differentiate it. 
An example of when you don't need a new lot is a fill layer 
consisting of a hotchpotch of soils, showing up in a profile as 
lenses of gravel, loam, sand, etc. Don't assign a lot number to 
each of these lenses or soils if you can tell that they were all 
deposited at the same time. Nevertheless, if in serious doubt, 
assign a lot number as lots can be combined later. 

Conelus ion/Summary: The conclusion should be a summary and 
discussion of what was found in the sub-operations covered by the 
field notes. Did you find what you expected? Do your findings 
relate to any of the sub-operations on the site? What is your 
interpretation of your findings? Where would you recommend we dig' 
next? 

Master Lot List: This is a list of all the lots you dug with 
a description of the soil matrix. 

Master Map List: This is a list of all the maps drawn in 
addition to those in the field notes. Include the drawing number 
and the map description. 

Finally, some general comments about the field note book. 
Write in pencil. Press hard and be neat because these notes are to 
be photocopied later (Parks stores photocopies of all field notes 
in a location separate from that of the originals as a safety 
precaution against loss). When you have finished all the entries 
in your field note book please write "the end" so it is clear that 
it is your last page. When preparing notes, take your time. Cet 
comfortable, and don't be afraid of using too much paper. We have 
lots of it. Neatness and organization are important and you will 
find that the less you try to cram on a page the neater and more 
organized your notes will become. Don't be afraid to leave empty 
space on your pages, you may even find it useful if you want to 
return later for update and interpretation. Placing rubber bands 
around the books helps to keep the pages in place in a wind. 

In the past some supervisors wrote extensive rough notes in a 
separate book that they later transcribed into their xofficial' 
field note book. This process took a great deal of time and the 
subsequent tidy, tidy notes were just not worth the time involved. 
Avoid making extra work for yourself! It is strongly recommended 
here that you write directly in your xofficial' field note book on 
site. Obviously you won't get everything written in the field so 
you will have to make some quick notes for yourself. When you do 
this please make use of the margins on your pages and/or the blank 
backs of the pages in the field note books. As you are working in 
pencil it will be no problem to erase your rough notes after you 
have recorded all the information in your notes. You will find 
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FIELD NOTE BOOK Contd... 

that by using polaroid pictures and quick sketches that your memory 
is jogged substantially and that you won't even need to write 
copious amounts of rough notes to get all the information you need 
for your field note book entries. 
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MAPS 
Maps can be either plan views or profiles. This section 

refers to those maps done on graph paper in addition to those in 
your Field Note Book. All the maps done outside of your field 
notes require a Drawing Stamp (Figure 6). 

Plan Views: Use a scale of 1:10 as much as possible. All plan 
views should include the following information: the provenience, a 
title/description, the date drawn, the names of the mappers, a 
north arrow, elevations (below sod at various points or by using 
the line level method and specify what you have done), a written 
scale (e.g. 1:10) and a drawn scale and a legend including a 
description of all the lots shown on the plan view. All plan views 
should be stamped with the drawing stamp and all the information 
filled out. The drawing number will be added by the crew 
supervisor after all the maps have been compiled. 

Profiles: Use a scale of 1:10 as much as possible. All 
profiles should include the following information: the provenience, 
a title/description indicating the direction of the profile (i.e. 
north, south, east, west), the date drawn, the names of the 
mappers, a written scale (e.g. 1:10) and a drawn scale and a legend 
including a description of all the lots shown on the profile. All 
profiles should be stamped with the drawing stamp and all the 
information filled out. The drawing number will be added by the 
crew supervisor after all the maps have been compiled. 

It is very important that all the lot descriptions for the 
profiles be done from the actual profile. Do not depend on your 
field notes for profile lot descriptions. This is the only time 
when you have the opportunity to describe all, or almost all, the 
lots in a sub-operation in relation to one another under the same 
conditions. This is the time to discover if it all makes sense or 
not. Take this opportunity to challenge your interpretations. DO 
TAKE THE TIME TO DO YOUR PROFILE LOT DESCRIPTIONS DIRECTLY FROM THE 
WALLS YOU ARE DRAWING. 

It is also important that all the profiles of a sub-operation 
relate to each other. Please make sure that your profile drawings 
parallel reality and the different lots join up in the corners of 
the unit. If they don't, something is wrong, and this is your 
opportunity to discover which lot is out of sync with reality. 

Drawing Numbers: These should be added to your maps after they 
have all been finished and sorted. The maps should be sorted by 
provenience with the planviews of each sup-operation first followed 
by the respective profile maps. The drawing numbers should be 
consecutive and written in the space provided on the drawing stamp. 
They should be written the following way: 

year - field number - D# - number of map 

e.g. 91-34A-D/2 
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LOT SUMMARY FORMS 
Lot summary forms should be completed once the whole lot has 

been excavated. Rather than describe the form here please refer to 
Figure 7 where the kind of information needed in each section is 
described. Figures 8-10 are examples of completed lot forms. 
Please feel free to use the back of the page to add information or 
start a second sheet. 

It is important that the information on your lot summary forms 
j ives with the information in your field notes and on your maps and 
profiles. So, for example, if you say that the lot covers the 
whole unit in the lot summary make sure that your profile drawings 
support that statement. 
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