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1.0 Introduction

This Beginner’s Guide to OASIS V is an introduction to OASIS and provides an overview of what
OASIS is, its history, and the OASIS form along with where to find training resources and
support.

This guide is intended to be used by those who work in England only as how OASIS is used
differs across the devolved administrations. While it provides a general introduction to OASIS
V, it should be used in conjunction with the additional training resources available for OASIS
workflows.

2.0 What is OASIS?

OASIS stands for the Online Access to the Index of Investigations, although it is normally simply
referred to as OASIS. It is an online database of all the historic environment related
investigations carried out in England, Scotland and the maritime region of Wales although
there is also the possibility it may be used in Northern Ireland too in future. OASIS has been a
familiar feature in the landscape of the historic environment sector for nearly 20 years. It is
developed and hosted by the Archaeology Data Service (ADS), an accredited digital archive
repository on behalf of Historic England and Historic Environment Scotland.

The ADS manage and curate a digital library which holds a variety of historic environment
research data which is publicly accessible and free to use. OASIS serves as the mechanism by
which this data is uploaded to the ADS Library. Over the 20 years of its existence, OASIS has
enabled the reporting and transfer of information about historic environment investigations
from those carrying out fieldwork to Historic Environment Records, national heritage bodies
and the ADS Digital Library, and transformed the way grey literature reports are made
accessible online.

Who manages OASIS?

OASIS is managed, developed, and maintained by the ADS on behalf of Historic England and
Historic Environment Scotland. They report twice a year to the OASIS Management Board
which is made up of representatives from National Bodies, Museums, Archives and Historic
Environment Records.

The purpose of the OASIS Management Board is to provide strategic oversight and guidance,
ensure that the system is fit for purpose, examine trends in the use of OASIS and discuss how
OASIS contributes to the wider historic environment landscape. Details of the Management
Board, country specific and ADS monitoring reports can be found on the here:
oasis.ac.uk/management_board

The History of OASIS

OASIS was launched in its current form in 2004 and over this time it has recorded over 90,000
investigations and facilitated the transfer of over 55,000 digital reports to the ADS Library. The
impact of OASIS on the sector has been significant in particular in providing open access to the
vast body of grey literature reports generated through the planning system. Download figures


https://oasis.ac.uk/management_board.xhtml

show that OASIS reports have been accessed over 30,000 times per year with this figure slowly
rising as the Library grows.

The heritage data landscape has undergone a series of changes over the last number of years
with the increasing use of new technologies within the sector and with it, the need to improve
access to heritage data including archives. Historic England’s Heritage Information Access
Strategy (HIAS) and Scotland’s Historic Scotland Data (SHED) aim to develop a more
coordinated and simplified data sharing approach within the heritage sector. It was recognised
that OASIS plays a key role in these strategies to improve access to heritage data and to
facilitate stronger relationships between all facets of the sector. In line with this aim, OASIS
was substantially redeveloped with the launch of OASIS V in the autumn of 2020.

3.0 Who can use OASIS?

OASIS can be used by all those who work on historic environment investigations in England
from commercial archaeologists, community groups and built heritage specialists to a wide
range of national organisations, historic environment records and museumes.

Museums

Historic
Environment Academia
Records

National

iali e
Specialists Organisations

Commercial Community
Companies Groups

OASIS connects all parts of the historic environment sector

4.0 Why use OASIS?

There are many benefits to using OASIS, it connects the sector, not just in terms of project
data but also in terms of improving relationships. With different facets of the sector using
OASIS, it will become a centralised hub for the recording of investigations in the historic
environment providing access to a variety of data.

OASIS has the ability to connect all types of archive, helping to improve access and use. The
system is now much more flexible resulting in a clear and simple reporting process. This
flexibility means that it is now possible to manage the archiving process through OASIS to
enable a smooth archive deposition.



5.0 When should OASIS be used?

OASIS is a flexible system and in theory, can be used at various stages within a project.
However, it is recommended that an OASIS record is started at the beginning of every project
to maximise its benefits.

An OASIS record can be created at the Project Planning stage with basic information such as
type of work, location etc. At this stage, you will gain information about the relevant
HER/reviewing organisation and also the Archive repository for the project.

At the post-excavation stage, details of the archive can be added during the analysis phase
with report details following completion of the report. Additional information can be added at
the archiving stage such as uploading data management plans and any other information
relevant to the archive.

Throughout the whole process, OASIS can be used to communicate between the creator of
the record such as a commercial company, the HER and the Museum. Messages can be sent
through the Admin section of the form and notifications will be sent when messages have
been received. In this way, OASIS can be used to manage the archive process throughout the
whole project lifecycle whether the archive is documentary, physical or digital.

If you are working for a company, they will have their own policies on how OASIS fits into their
workflow. You should be able to ask for more information to help ensure you follow the work
flows they have established internally.

Project planning Work o 2
incl. WSl undertaken R

|
/ o\

OASIS
record
created

| | |
Details of Report Additional
archive details information

OASIS in a project lifecycle



6.0 OASIS and the FAIR Principles

OASIS meets the FAIR principles which are a set of principles designed to improve data
sharing. FAIR stands for

* Findable — making data and metadata easy to find.

* Accessible —how can the data be accessed?

* Interoperable — making sure data can be integrated with other data, applications and
workflows.

¢ Resuable — well described data and metadata will optimise the reuse of data.

OASIS V now meets these principles through the use of Linked Open Data vocabularies. These
derive from the Forum for Information Standards in Heritage (FISH) national thesauri which
are used across the UK. The lookup of controlled keywords removes typo errors on terms and
greatly improves data indexing and searching.

The thesauri are publicly accessible via the FISH website and can be downloaded for use in
your own databases to achieve a level of concordance between OASIS and your own data. You
can also submit candidate terms for inclusion in the thesauri to FISH, remember to include a
description of the term as this will form the scope note.

7.0 Registering for an OASIS account

Registering for an OASIS account is straightforward, simply visit oasis.ac.uk/register to start the

process. You can use this link to register for either an individual account or a new organisation.

You can request to join an organisation in OASIS by accessing your User Profile once logged in.
Notification of the request is sent and can be approved by the Admin User for that organisation.
You will not be able to view their records until your application has been approved.

8.0 Levels of access in OASIS

In OASIS, each individual user has their own account rather than using an organisation one.
This means that it is possible for an individual to have roles across multiple organisations using
one set of login credentials. It is also possible for organisations to have multiple levels of
access within OASIS.

Before registering for an account, it is important that you consider what level of access you
require. In OASIS, there are five different levels of access or users:

Level 1

Level 1 users are those who create OASIS records and consist of two groups:

* Level 1- Researchers: This includes archaeological contractors, built heritage specialists and
other heritage professionals who undertake projects that should be reported to the local
Historic Environment Record (HER) or who produce reports that they wish to archive and
make available online.

* Level 1a — Community Groups: This level of access is for community groups, volunteers and
other groups who do not associate themselves with commercial archaeology but who


http://www.heritage-standards.org.uk/fish-vocabularies/
https://oasis.ac.uk/register.xhtml

undertake projects that should be reported to the local HER or who produce reports that
they wish to archive and make available online.
A distinction has been made between the two types of Level 1 users so that parts of the form
can be customised for users that normally work outside of development control work or who
use the form less frequently.

Level 2

Level 2 users are organisations who are required to review records as part of their role and
consist of two groups:

e Level 2 — Historic Environment Records (HERs): This group includes not just HERs but also
national bodies such as Historic England who are reviewing projects undertaken as part of
Scheduled Monument Consent.

e Level 2a — Other Reviewing Organisations: This group consists of regional organisations who
require access to records pre-sign off but are not actively reviewing records as part of their
main workflow. Examples of such organisations include the National Trust and particular
programmes of work such as HS2.

Level 3

Level 3 users include archives, museums or record offices which are responsible for holding
archives from archaeological fieldwork and building surveys.

Level 4

Level 4 users are national bodies who have oversight of archaeological work undertaken in
their country. In England, the national body is Historic England and while they do not actively
review records in their Level 4 role, they have access to the records.

Level 5

Level 5 users are organisations who have access to the data in OASIS for their needs but are
only able to access records which have been signed off i.e., reviewed by a Level 2 user. These
organisations are typically Research Framework groups to access records but can include any
other verified specialist. Level 5 accounts are not created automatically, and an application
must be made to the ADS which is passed in turn to the OASIS Management Board for
verification.

If you are in doubt as to which level of access you require, contact the ADS at oasis@ads.ac.uk
who will be happy to help.

9.0 The Watched Projects List

Once you have logged in, the system will show you the Watched Projects list by default. This default
page will only change if you have received any notifications. The Watched Projects list is where you
can view and access the records that you have created as a Level 1 user. If you are a Level 2 user, it
will show the records which have been flagged for review by your organisation.

The Watched Projects list will show you information about a record such as the OASIS ID, the
start and finish dates of the project and when the record was last updated. The list can be
searched by choosing a number of different filters.


mailto:oasis@ads.ac.uk

10.0 The Review process in OASIS

OASIS records are subject to review by Level 2 users such as Historic Environment Records
(HERs) and/or another reviewing organisation where appropriate e.g., Historic England where
a project has been subject to Scheduled Monument Consent.

There are two review options within OASIS: OASIS Lite and OASIS Standard, with Lite being an
option in England only. It is the reviewing organisation which decides whether they wish to use
Lite or Standard, but it should be noted that the majority of HERs are Standard and therefore
reviewing records. Historic England in their Level 2 role are classed as OASIS Standard and
therefore review records.

OASIS Lite

If an OASIS record is OASIS Lite, then it is not subject to review. Once the mandatory fields are
completed, the bibliographic record and the report are transferred to the Library
automatically. The record will continue to stay open to collect further information such as
archive details and any specialist reports. Any additional reports that are uploaded to the
record will also automatically be transferred to the Library. While a HER using OASIS Lite are
not actively reviewing records within their area, it should be noted that they are still able to
view records which overlap with their area.

OASIS Standard

If an OASIS record is Standard, it does require a HER to review it in order to progress through
the system. To prevent backlogs, HERs using OASIS Standard have a window of 6 months in
which the record can be reviewed. During the review process, HERs can view the record,
amend any incorrect information, and download the report. If the HER has not reviewed the
record within the 6-month window, the bibliographic record and report will move through the
system automatically.

Checking the status of a HER

To find out the status of a Level 2 Reviewer, you can access a list of organisations via the
‘Countries’ tab at the top of the OASIS web page. Clicking on the name of a Reviewer will show
the details held for that organisation including the geographical area that they cover together
with whether they are OASIS Lite or OASIS Standard.
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4 England i Moritoring reports M Organisations

Worcestershire County Council

Organisation details v

Deseription: v is part of Archive and o) We undertake a wide range of projects within Worcastershire and neighbouring areas. These include excavation and survey projects, building surveys, desk-based
assessments and strategic management projacts. Work has been commissioned by @ number of local authorities, national such as Engisn wide range of pri The section ists in urban ang  finds
work, display and environmental archagology. Worcestersire Arcnasology is able to deliver a professional service in all aspects Of fieldwork whether environmental assessment, watching briefs. salvage recording. evaluation, excavation or building recording. It has its own
finds and environmental specialists and is able to supply qualfied geophysical survey teams on 2 sub- contract basis. The ilustration team is also able to deliver a full ilustration and design service. Deposition of our all our grey literature is in progress. Meanwhile our complete Online Archagology Library
can be consulted online. Research using our grey literature reports can be enhanced by combining this data with an HER search. The Historic Environment Record (HER) is the county of primary source for and hi i information. We hold over 30,000 records of
heritage assets which encompass all aspects of Worcestershire's archaeology and historic environment, including historic buildings, menuments, artefacts and landscape features (such as evidence of field systems, DMVs, moated sites, and crop mark evidence of prehistoric/Roman settlements). Resources.
‘such as aerial photegraphs, historic mapping and LIDAR are also available. The HER includes a suite of landscape characterisation data sets, including Historic Landscape Characterisation and Historic Farmsteads data. Other enhancements include an HER Finds and environmental Index, palacolithic data
and mapping of small wetiand sites. Qur Archive Service may also hold records of use for your research,

Date registered with OASIS:

ADS Licence signed: false

Organisation role(s) in OASIS

+ Commercial data inputter (\CTIVE)
* HER (AGTVE)
+ Museum/Archive [ACTIVE)

HER: Worcestershire HER (87) o

HER Descriptions Awaiting information on this role
This crganisation is reviewing records in their area
No of OASIS forms in review area: 1009

Review area

Example of an organisation's information

Checking the Review clock

OASIS Standard records will be flagged for review once the mandatory fields are completed,
and a report uploaded. The review clock will start at this stage. To view the length of time
remaining for a review window, go to your Watched Projects list. Here you will see the time
remaining for a record review in the ‘Actions’ column next to the record.

11.0 The OASIS Form

There are two main forms within OASIS, the main projects form which is purple in colour and
the built heritage form which is brick red in colour. The colour difference allows you to visually
determine which part of OASIS you are in. Each form consists of several sections with each one
containing a number of mandatory fields that require completion. These mandatory fields are
indicated by an asterisk form the bibliographic record that is transferred to the ADS digital
library together with the uploaded report.

Main Projects Form

The system defaults to the main projects form unless you have requested otherwise, and this
is the form which will open once you click ‘New Project’. You should use this form for all
historic environment investigations except built heritage projects. If a project consists of two
separate phases of work such as historic building recording and a watching brief, the main
projects form should be used to record this type of hybrid project.

To view a training video on the main project form in OASIS, visit the ADS Vimeo channel



https://vimeo.com/showcase/7255248/video/583329363

@A Home & Countries~ Projects~ © About~ Q, Search
QASIS

R e T [l Archaeological Intervention at Wychavon

5 e ADS Library Summary
& Activity type Project Name: Archaeological Intervention at Wychavon District
) Activity type(s): Archaeological Intervention
Locat v
Lo e & Reason for Investigation: Heritage management
m Reviewers/Admin areas Country: England;
Administrative Areas:
& Work undertaken
Study area:
= Report details . ot et
Site 1 “_t
i People ] . I
Site name: Wychavon District 1 — L
P Keywords Coordinates: Sy
s SO 96604 51783 | LL | NGR | 12 ig
[ Archives
i ] Additional info
A Burial Spaces

Geophysical Survey

Lo Penga 1 Tewhestiry ST ki
Admin Leaflet | Contains OS data ® Cro
database right 2019

4 watchers

The main projects form in OASIS

11.2 Built Heritage Form

The built heritage form contains the same sections as the main projects form but it is more
tailored for built heritage projects. This form can be accessed via the menu found in the top
right-hand corner of the webpage next to the person icon. This menu contains a number of
options including ‘Change Countries or Role’. You can open the built heritage form by clicking
on this option and choosing ’Buildings (England)’. You can set the system to default to this
form so that it automatically opens when a new project is created.

Change country/type & role
ew project o001~ 9 ry/typ
Country/type: England v
Aisling Nash @ England

. ) Buildi Ei
a Your user proflle _ Buildings (England)

W Notifications

) Scotland
O Wales

) Northern Ireland
Ashtree Heritage (Commercial data inputter)
Default Country/type

H Organisation profile

[ Save this country/type as the new default

Save

The menu accessed via the person icon Change country/role options

[#' Change country or role
@ Logout

10



E A Home & Countries = Projects ~ © About - Q, Search | [
h . . . .
T & [l Descriptive Buildings Record (Level 2) at 59-59A HIGH
> Summary ADS Library Summary
@ Activity type
OASIS ID (UID): nmr1-501538
o
N ocatichy o Project Name: Descriptive Buildings Record (Level 2) at 59-59A HIGH _
m Reviewers/Admin areas STREET, LOWESTOFT "
& Work undertaken Activity type: Descriptive Buildings Record (Level 2)
Project Identifier(s): FORMER GHEMIST'S SHOP, 59-59A HIGH STREET,
a Report details
LOWESTOFT (TEST)
0 L
= Reople = Reason for Investigation: Academic research
F Keywords Organisation Responsible for work: Historic England
- Results Project Dates: 01-May-2018 - 31-Aug-2018
— HER: Training HER & " i
= Archives Leaflét | Cantains |
3 . database right 201§
o Additionatint Project Methodology: Documentray research and physical evaluation of the Location
a Burial Spaces shopfront and building, exploring its significance within both local and Site 1
- S a national contexts.
= Geophysical Survey Site name: 59-
B Project Results: Nos. 59-59a High Street, Lowestoft, is a three-storeyed,
[ >3 Admin Coordinates:
two-bay brick house with a former chemist’s shop and dispensary on the
ﬂ 3 Watohiers ground floor (No. 59) and separately-accessed accommodation above (No. T
58a). It was erected for Robert Morris, chemist and druggist, in 1851. This

The built heritage form in OASIS

To view a training video on the built heritage form in OASIS, visit the ADS Vimeo channel

OASIS Plus

As OASIS is a flexible system, it can be customised for particular workflows through the use of
the OASIS Plus modules. These can be accessed by choosing a particular activity type on the
first page of the form and allow more detailed data to be recorded. Examples of OASIS Plus
modules are the Burial Spaces and Geophysics modules.

12.0 Completing an OASIS form

There are 12 different sections of the form, seven of which contain mandatory fields, which
are marked with an asterisk and need to be completed. Data is added to each section by
clicking ‘edit page’ and should be saved once data has been inputted. As OASIS is a flexible
system, the record will be saved and can be revisited once more information becomes
available. There is no submit button; the record is automatically flagged for review and/or
submission to the ADS Library once the mandatory fields are completed.

Once the record has been reviewed by a relevant Level 2 reviewer and the report transferred
to the Library, it remains open to record additional information such as archive data. To
accommodate this, the archive module doesn’t contain mandatory fields to allow this
additional information to be recorded once this becomes available. It also allows the museum
or archive to add data relating to the archive such as accession IDs.

11
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Report tra.nsferred
/ to the Library
Record always OASIS .\ Report transferred
open wcor to the Library
T

d
\7 Archive data

The workflow in OASIS

The sections of the form

Summary

The summary is automatically filled in as the different sections of the form are completed. This
summary will provide the bibliographic record for the project report(s) in the ADS Library and
can be downloaded as a PDF.

Activity

This is where the type of work undertaken during the project is recorded and what is chosen
here will tailor the form to a certain degree. For example, if the type of work is recorded as a
geophysics survey, this will open the geophysics OASIS Plus module which allows additional
information about the survey to be recorded.

This section is the first place that you will see the FISH thesauri and it can be used to search
for the most appropriate term. More than one activity type can be recorded to reflect that
several phases of work may be undertaken as part of one project.

Location
There are four different options by which to record the location of your project:

¢ OS grid reference

GIS shapefile — the site boundary can be further refined within OASIS if required
* Place or street name

Predefined areas such as districts.

The system will prompt for the section to be completed as it uses the location to tailor fields
further down the form.

Please note that you are only required to choose one option to record the location of your
project.

Reviewers/Admin
The Reviewers/Admin section of the form is where you can choose the relevant HER for your

project from a drop-down list. This list is automatically generated from the location
information that was completed earlier in the form. If your project crosses the catchment area
of more than one HER, the system allows for multiple HERs to be chosen. If your project
involves Scheduled Monument Consent, Historic England should also be chosen as a Reviewer.

12



This section is where you can indicate if your project has generated an archive. You can
indicate the type of archive and it is possible to select multiple options for the archive such as
physical, documentary, and digital. An autogenerated list of museum and archive repositories
will appear and multiple options can be chosen if applicable.

Work Undertaken

This is the section of the form where you can detail the methodology of the project. This is
how the project was undertaken rather than the results (this appears as a separate section
further down the form.) There are options to record if previous work has been undertaken and
if future work is planned. There is also the facility to record if scientific dating and
environmental sampling was carried out.

Report Details

This is where the publication details of the report are recorded. As author details are entered,
the system will remember these and generate a list of existing authors for your organisation. A
digital copy of the report can also be uploaded in this section of the form.

This section also has the facility to set an embargo on release of the report to the ADS Library
with different options such as 3, 6 and 12 months as well as the option to never release the
report. An embargo might be set for confidential reasons or due to site sensitivity. This can be
changed at any time by going back into the record. If you are in doubt consult the Project
Manager before completing this.

People
This section records the people who have been involved in the project such as project

managers, project officers and specialists. It also has the facility to record if more than one
organisation was involved in the work. The funder of the work is also recorded here.

Keywords
This section of the form allows you to record significant monuments or artefacts that were

found during the project. These are recorded using the FISH vocabularies and more than one
type of monument or artefact can be listed along with the time period. Discretion should be
practiced here and only those monuments and artefacts deemed to be of significance should
be recorded in this section. The keywords that you choose will form part of the metadata of

13



the report once it is in the Library, therefore, it is important to give due consideration to what
information is recorded here.

This page allows you to add information about any significant monuments or artefacts found during your project. it helps users of the record understand the key findings of the work, but is not
intended to be a comprehensive record of everything found or recorded.

@ Were any significant monuments or artefacts found during your pmJact’*

*

@ Keyword
Enter search term, select a word list and click I0oK up F\SHThesaurusorlﬂonumentﬂ-‘pes :
Keyword Period * Site *
9 Post Hole Selecta penod e Holbrook, Amber Valley‘ East Midlands. Eng\and i‘
Select a period
PALAEOLITHIC
@ Fort LOWER PALAEOLITHIC Helbrook, Amber Valley, East Midlands, England ]
MIDDLE PALAEOLITHIC
UPPER PALAEOLITHIC
MESOLITHIC
LATE MESOLITHIC
NEOLITHIC
EARLY NEQLITHIC
MIDDLE NEOLITHIC
LATE NEQOLITHIC
BRONZE AGE
EARLY BRONZE AGE
MIDDLE BRONZE AGE
LATE BRONZE AGE
IRON AGE
EARLY IRON AGE
MIDDLE IRON AGE
LATE IRON AGE i
Screenshot using the Keywords section of the form
Results

A summary of the project results can be recorded in this part of the form using the free text
field.

OASIS now links with National and Regional Research Frameworks and provides the system
with questions which can be searched via keyword. If you think your project has contributed to
answering a question, you can select this option. The system will then prompt you to explain
how the project has contributed. Once you have selected a Framework, the record will be
flagged as being of interest to that particular Framework group. By doing this, OASIS can
collate data to assist in updating Research Frameworks.

Archives
The archive module is the section of the form where you can record the details of your project

archive. Some of the fields will be auto populated by using data inputted earlier in the form in
the Reviewers/Admin section. This information will appear as a summary and can be edited to
add additional detail such as the archive title, its location before deposition and the expected
deposition date. You also have the option to upload documentation relating to the archive
such as data management plans and any selection/retention appraisals carried out.

The museum or archive repository which has been flagged as the recipient of the archive can
also view and add data to this section of the record. The museum can data such as:

* The status at the Museum/Archive

e Any Accession ID or Digital Object Identifiers (DOI)

* The current location of the archive within the museum/archive store
« If the archive has been subject to a selection appraisal

14




Any communication which has taken place between the depositor and the museum/archive
will appear in a thread format in the summary. This allows any decisions taken relating to the
archive to be seen at a glance.

Archive recipient: Worcester City Art Gallery and Museum Help
@ Archive Typel(s) Physical Archive

© Archive Title™

Location before
© deposition
*

© Expected deposition
date

@ Upload documents
@ Data management plan

(2 Other documents

| Choose File | Mo file chosen

Add a note about the file AT Re

Date submitted to
archive

© Status at archive Unknown

ELd

® Accession id
@ Current archive location

Material NO
deaccessioned?

@ Archive subject to NO |
selection appraisal? !

Screenshot of the Archives module

Additional Info

If your project has a URL, it can be recorded in the Additional Info part of the form. This
section also has the facility to record if the project has been part of a large area scheme such
as HS2 or if it links to other projects within OASIS.

Admin
The Admin section of the form is essentially the back end of the record. Here you can see all of

the form changes that have taken place together with who has edited the record. In this
section, you also have the ability to export the record, check its review period and send
messages through the system.
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There is also an option to delete a record which may be useful if it has been found that
duplicate records have been created for example. It should be noted that the record isn’t
permanently deleted, merely hidden from view, therefore it is possible to reinstate a record if
necessary. This can also be done via the Admin section of the form.

13.0 Resources

There are a number of different resources which are available to help you get to grips with
OASIS. These can be found on the OASIS Help page and include:

e The OASIS User Manual: this is a comprehensive manual to OASIS with lots of information.

* Quick Reference Guides: these provide a visual representation of the OASIS workflow for
Level 1, Level 2, and Level 3 users.

* User Guide — Frequently Asked Questions: spilt into different user groups, this guide answers
of series of frequently asked questions. Things you wanted to know but never thought to
ask!

 Training Videos: a series of videos on different aspects of OASIS including recordings of the
OASIS training workshops for specific user groups. All of these videos can be found via the
ADS Vimeo channel.

The ADS also provide a help desk so if you have a problem, you can contact them at
oasis@ads.ac.uk
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14.0 Appendix

Step-by-Step Guide to the OASIS Form

This step-by-step guide outlines what should be recorded in the mandatory fields of the OASIS form
and applies to both the main projects form and the built heritage form. The key difference between
both forms is that the built heritage form will be linked to thesauri which is specific to built heritage.

In addition to the mandatory fields of the form, the guide also includes a description of what should
be recorded in the fields for both the Archive and Additional Information sections of the form if this is

applicable.

Further information on the different fields of the form can be found either through the Help tabs in
the form itself or in the OASIS V manual which can be found here.

Section Information to Input

ACTIVITY TYPE

Project Identifier This is the identifier that your organisation/group has assigned to the
project

Activity Type The type of work carried out (uses an online thesaurus)

Reason for investigation | Why was the work carried out?

LOCATION

Location options Use one of four options to locate your project

Site Name Name of the site

REVIEWERS / ADMIN AREA

Historic Environment Chose the relevant HER for your project from an auto-generated

Record(s) drop-down list.
For Historic England funded projects, select ‘Historic England Review’ in
addition to an HER.
For projects which have been undertaken under Scheduled Monument
Consent/S42 (geophysics) and occurs within the extent of a Scheduled
Monument, chose ‘Scheduled Monument Casework’ in addition to an
HER.

Is there an Archive for Select Yes or No. Your answer here will determine what fields you will

this project? see further down the form.

If yes, Archive Type If there is an archive for the project, specify the type. You can choose
multiple options.

Choose Choose the relevant museum or archive for the project from an

Museum/Archive auto-generated drop-down list.

National Organisation This defaults to Historic England for projects carried out in England and
Historic Environment Scotland for projects carried out in Scotland.

HER Identifier? If you have a HER reference for either a site or for your project, you can
enter this here.

National Identifier? If you have a reference number from either the National Heritage List
for England (NHLE) or the National Record of the Historic Environment
(NRHE- England), you can enter it here.
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WORK UNDERTAKEN

Title

This is auto-generated from the Activity Type and Site Name. You can
edit it here if required.

Description
methodology

This is a free text field and is where you can record what work was
carried out and how it was undertaken.

Previous Work

Was previous work carried out on the site?

Future Work

Is further work planned for the site?

Start Date

This is the date you started physically on site.

End Date

This is the date that work finished on site.

Scientific Dating?

Did you carry out any scientific dating? If yes, chose a technique from
the drop-down list.

Environmental
Sampling?

Did you carry out environmental sampling? This is a simple Yes or No
answer. There is currently no option to specify the technique.

REPORT DETAILS

Is there a report?

Yes or No answer required for this field. The answer given here will
determine what fields you see in this section of the form.

Title This is auto-generated from other parts of the form. This can be edited
in this field.
Author Who are the report authors? You can choose from a drop-down list of

authors associated with your organisation/group or you can enter a new
name.

Publication Date

When was the report published?

Publisher

This will default to the name of the organisation that you are logged in
as.

Place of publication

The physical location where the report was published — for commercial
companies, this can be the location of the main/regional office. For
community groups, this can be the location of a group’s headquarters,
regular meeting location or the location of the lead author e.g.,
Manchester.

Report Release Delay

You can set an embargo on when the report can be released into the
Library. Choose from a drop-down list.

PEOPLE

Organisation

This should be the name of the organisation that carried out the
project/fieldwork. It defaults to the name of the organisation associated
with the person who created the record. If a project was carried out by
multiple organisations, it is possible to add additional organisations
manually.

Project Manager

This the Project Manager or Principal Investigator of a project. A
drop-down list is auto-generated by the system and includes all
registered OASIS users linked to the organisation. You can manually add
additional people in this section.

Project Officer

Who is the person responsible for the implementation of the project?
This could be the same as the Project Manager e.g., in smaller projects.

Funder

Who is responsible for funding the work? Choose a broad type from the
drop-down list and record the name of the relevant organisation. If a
project has been privately funded e.g., by a community group, choose
‘Private Individual’. Due to data sensitivity, it is not possible to record a
name for this option.
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KEYWORDS

Were any significant
monuments or artefacts
found?

You can record significant monuments or artefacts found during your
project in this section. This section uses a range of English and Scottish
thesauri for Monuments, Objects and Maritime Craft. If your project
resulted in negative or limited evidence, then you can set this option to
No.

Keyword Enter a keyword here and view results from the thesauri. Pick the most
appropriate term.

Period Select a broad period for your Monument, Object or Craft.

RESULTS

Description — outcomes

Record the key outcomes or findings of the project in this section. If
nothing of significance was found during the project, this should be
recorded as the outcome

ARCHIVES

Record information about each type of archive if applicable here. The Archives section will have a

certain amount of information about each recorded archive which is auto populated from the
Reviewers/Admin part of the form. Click ‘edit’ to open the Archive module to record additional

information. You can also send notes relating to the archive(s) in this section of the form. Notes are

saved in a thread format.

Title

Record the title of the archive.

Location before
deposition

Where is the archive located prior to depositing with an archive or
museum?

Expected deposition
date

When do you expect to deposit the archive?

Upload documents

Upload documentation relating to the archive here. E.g., data
management plan.

ADDITIONAL INFORMATION

Project Website?

If your project has a website, you can include the URL here.

Large Area Scheme

This field allows projects from large-scale infrastructure or research
projects to be grouped together e.g., HS2.

Related OASIS projects

If your project is related to another OASIS record, this can be recorded
here. Examples include where an excavation has followed a geophysical
survey or phases of work carried out on the same site over a period of
time.
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