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[bookmark: _Toc112154253]General introduction
1.1	This manual is intended for use by those undertaking post-excavation stratigraphic analysis and/or report writing for Cotswold Archaeology. Although various processes are detailed below, you should note that every project has different requirements, and so the most essential aspect of post-excavation work is good communication between the different staff involved. This should begin with a handover meeting at the end of fieldwork (there may have been site visits by key post-excavation staff prior to this), and should include a briefing by the Post-Excavation Manager to key staff working on the post-excavation phase. Regular communication at all other times is equally essential and will form the basis of any successful project.

1.2	Analysis and report writing are essential skills for archaeologists and need to be developed by anyone wishing to progress their careers. You should take every opportunity to engage in these tasks, and to read widely around your subject.

[bookmark: _Toc112154254]Supporting documents
1.3	This manual should be used in conjunction with other relevant documents, including the CA Style Guide G:\Manuals\CA Style Guide, guidelines for contributors issued by journals, Written Schemes of Investigation (WSIs) for the project, Standard and Guidance: Archaeological Excavation (issued by CIfA, 2014); county standards if applicable, and the Management of Research Projects in the Historic Environment (MORPHE): Project Manager’s Guide and accompanying PPN3: Archaeological Excavation (issued by Historic England, 2015). A selective list of resources is contained in the references section of this manual.

[bookmark: _Toc112154255]Abbreviations
1.4	Throughout this manual, a number of abbreviations have been used as detailed in the table below. In addition, PX is used to denote Post-excavation. NB the FWPL may or may not be the same member of staff as the PXPL.







	Abbreviation
	Title
	Role 

	FWM 
	Fieldwork Manager
	Managing FW 

	FWPL 
	Fieldwork Project Leader
	Supervising fieldwork 

	PXM  
	Post-Excavation Manager
	Managing PX work

	PXPL  
	Post-Excavation Project Leader
	Taking lead role in PX stratigraphic analysis and report compilation

	FL  
	Finds Leader
	Co-ordinating the work of finds specialists (internal and external)

	EO 
	Environmental Officer
	Co-ordinating environmental specialists (internal and external); providing advice on scientific dating

	PXS 

	Post-Excavation Supervisors
	Lead personnel in each office’s Finds and Archives teams


	
[bookmark: _Toc112154256]Examples
1.5	Throughout this manual, examples are given in blue boxes. You should undertake wide reading to supplement these examples and to develop your analysis and report writing skills.

[bookmark: _Toc405798367][bookmark: _Toc112154257]2.	during fieldwork and at handover from fieldwork
[bookmark: _Toc34216260][bookmark: _Toc112154258]Before and during fieldwork (key staff: FWM; PXM; specialists, geomatics)
2.1	Post-excavation involvement in a project with high archaeological potential should begin early in the project’s development. The PXM and FWM should liaise regularly regarding site visits, advice from specialists (for example for sample retrieval), and image captures, whilst the PXM should be involved in any discussions with other stakeholders (usually the client, consultant and curator) regarding the scope of post-excavation work. The PXM can offer advice on images to be taken for the publication, as opposed to record shots for the archive, as well as offering specialist advice based on previous research which might lead to excavation strategies being refined, with agreement of the various stakeholders. This process should be iterative and ongoing throughout the duration of the fieldwork.

[bookmark: _Toc34216261][bookmark: _Toc112154259]During and after fieldwork (key staff: FWM; FWPL, geomatics)
2.2	The fieldwork should produce a complete, consistent and checked archive, ready for use at the PX stage. It is the FWM’s responsibility to ensure, via the FWPL, that the archive (including the site survey) is complete and has been thoroughly checked. Sufficient time to undertake this should be arranged by the FWM. 

2.3	The following tasks form part of the fieldwork phase and must be completed before post-excavation work begins:

· all records checked and x-referenced
· all survey data checked for accuracy and completeness
· all digital photographs uploaded to CA server, along with their registers
· fieldwork summary produced and QAd by FWM
· samples reviewed and unnecessary samples discarded (in liaison with EO)
· site records handed to archives team. The FWPL must include the Archives Handover Form insert link when ready, which he/she will sign to confirm that the above steps have been completed and that the archive is ready for use during the post-excavation work 
2.4	The project is now ready for post-excavation work to begin.

[bookmark: _Toc112154260]3.	aims and objectives of assessment, stratigraphic analysis and reporting
3.1	Fieldwork forms only one part of an archaeological project. Without analysing the resulting archive and bringing the results to wider attention through publication, much of the public value of the archaeological work be lost. In addition to this, it is vital to be aware of the following considerations:
	
· post-excavation analysis and reporting typically form part of the Condition attached to the client’s Planning Consent; the documents you produce are formal planning documents which will be read by your colleagues, the client and the local planning authority;
· CA exists as an educational charity; publishing the findings of our work forms a major part of our resulting obligations;
· CA’s company objectives include producing high quality, academically sound reports. The reports you write will be open to peer review, and to use by a range of archaeologists as well as being read by non-archaeologists, and so your work will reflect both on yourself and CA. Your reports will form a highly visible part of our brand, and should contribute to our reputation for high quality work.

[bookmark: _Toc34216263][bookmark: _Toc112154261]Notes on methodologies
3.2	Methodologies for the most common type of post-excavation stratigraphic analysis and publication reporting are detailed below. However, since each project will have its own aims and objectives, and will have different levels of significance, what has worked for one project may not be appropriate for another. Therefore, the following methodologies are not strict guidelines, rather they form a ‘shopping list’ of methodologies that can be selected as appropriate in order to give the best results for each project. This can only be achieved following discussions between the PXM, PXPL and other key staff, as well as in liaison with external stakeholders (the curator, client and consultants). Again, this makes the importance of regular communication very apparent.

[bookmark: _Toc112154262]4.	data entry

4.1	Each post-excavation project has a Project Access Database (PAD) held within its folder on the P:/ drive. This database plays a pivotal role in post-excavation analysis: it is distributed to internal and external specialists working on the project, is used as an analysis tool, and forms part of the site archive. 

4.2	Basic context, finds and environmental information is compiled on the database and is updated as the post-excavation work progresses; the database is therefore a live document until the post-excavation work is completed.

4.3	Stratigraphic data are entered by the PXPL or another staff member, whilst artefactual and ecofactual data are entered by the FL and EOs. This basis record is then augmented by the addition of feature labels, sets and groups (where used), periods and updated context interpretations, which are added by the PXPL. 

4.4	The guide to data entry is available here and should be used by anyone populating a PAD: G:\Database\Master database\Guide to context data entry.docx
[bookmark: _Toc405798369][bookmark: _Toc112154263]5.	post-excavation assessment
5.1	A post-excavation assessment (PXA) is a report document which is usually required for fieldwork projects where further analysis and publication are anticipated.
5.2	A PXA report is a summary of the site and its significance, and makes the case for further work which is detailed in an Updated Project Design (UPD). The UPD, usually included within the PXA report, will include objectives for further analysis, an outline of the proposed reporting, recommendations for further specialist reporting and the proposals for archive deposition. 
5.3	PXA reports are formal documents and, where they are required, will form part of the planning process and will be issued to a variety of stakeholders. They are the result of collaborative work which will typically involve the PXM, PXPL, FL, EOs, and internal and external specialists, as well as illustrators and the geomatics team. The work is iterative, eg the specialists will want to know the provisional phasing before they write their reports, but their reports may indicate that the provisional phasing requires revision. The process can therefore be stop-start and requires good communication. 
[bookmark: _Toc112154264]Task list
5.4	The table below details the typical sequence of tasks undertaken during the production of a PXA, once its scope has been agreed. Further information, linked to the task numbers, is provided in the following text where appropriate.

	Task 
	Task description
	Staff
	Overall 
responsibility

	1
	Project set up and team briefing
	PXM, PXPL, specialists
	PXM

	2
	finds washed
	Processing team
	PXM

	3
	spot dates produced
	FL
	PXM

	4
	Context data added to Project Access Database (see Section 4); matrices compiled as required
	Staff; PXPL
	PXM

	5
	Spot dates added to database
	FL
	PXM

	6
	Database checked; Feature labels added 
	PXPL
	PXM

	7
	Provisional phasing scheme devised and added to PAD, matrices, GIS survey etc
	PXPL
	PXM

	8
	Database QAd
	PXM
	PXM

	9
	First draft of pottery assessment
	 FM/FO
	PXM

	10
	PXA ‘front end’ (intro, background etc) drafted
	PXPL
	PXM

	11
	PXA results drafted (phasing adjusted following pottery assessment in PAD)
	PXPL
	PXM

	12
	Database circulated to specialists, along with first draft results and phased site plans
	FL & EOs
	PXM

	13
	PXA illustration requisition drafted, approved by PXM and handed to illustration
	PXPL
	PXM

	14
	Illustrations drafted
	Illustration; PXPL
	

	15
	Specialists’ reports arrive; edited copies added to PXA appendices 
	FL, EO or PXPL
	PXM

	16
	Key findings from specialists’ reports added to PXA results section; provisional phasing & interpretations updated 
	PXPL
	PXM

	17
	Adding statements of potential
	FL, EO, & PXPL or PXM
	PXM

	18
	UPD added
	PXPL or PXM
	PXM

	19
	PXA report compiled, checked and proof read
	PXPL
	PXM

	20
	PXA goes through internal CA QA process
	PXM, Senior PXM
	PXM, Senior PXM

	21
	PXA sent to client for approval, then to curator
	PXM
	PXM




[bookmark: _Toc112154265]Feature labels (Task 6)
5.5	It is often convenient to refer to features with multiple cuts, or which form a coherent group, by a single name, hereafter a ‘feature label’, eg Ditch B, Roundhouse A, Pit group G. This enables the features to be referenced in all ensuing reports concisely, making the text more succinct and readable. All such labels must be recorded on plans, matrices and the PAD, and should be used in the text (including specialist reports) where those features are referred to. Whilst there are no rules governing what terminology you use, since these labels will be used throughout the post-excavation work and will appear in any publications, it is important to devise a sensible and easily understood system. 

	EXAMPLE
For a long-lived ditch re-cut across different phases or periods, you will want to consider whether it is referred to throughout as Ditch A, or as Ditch A phase 1, Ditch A phase 2 etc. Looking at past examples (good and bad) will be invaluable. 


	
5.6	NB feature labels are NOT the same as Group or Set numbers, which are analysis tools discussed in Section 6.

[bookmark: _Toc112154266]Adding provisional periods (Task 7)
5.7	At the PXA stage, the site phasing is regarded as provisional. You should devise a phasing scheme based on readily available stratigraphic information provided by the checked site survey, matrices and spot dates, rather than delving into detailed stratigraphic analysis. There may be some key relationships you wish to check at this stage, but this should be kept to a minimum. If there are features where the phasing is unknown or highly uncertain, these should go as Unphased, and this may also be appropriate where the dating of features is only likely to be resolved with further analysis: assigning them to a particular period at the PXA stage may risk this influencing subsequent analysis. There may be periods that are represented only by material remains, rather than features or deposits: you should consider whether or not these warrant inclusion within the period scheme.

	EXAMPLE
A site where all the features are Roman or later, but which yielded a Mesolithic/Early Neolithic flint assemblage. These were residual finds, but could be recorded as Period 1 in order to highlight the presence of early prehistoric activity, which might otherwise be ‘buried’ within appendices.



5.8	Once you are happy with your provisional scheme, the provisional phasing needs to be added to the PAD, matrices, and to the plans which will form the basis for the PXA illustrations. This provisional phasing will then be QAd by the PXM.

5.9	The site survey can be viewed in GIS. You can use GIS to add phasing information directly to the GIS features, which can also be coloured by phase as a visual aid.  The phasing information from the GIS can be used to generate the provisional periods within the PAD. Please inform the PXM if this is required so they can arrange for geomatics to set up the GIS data in the PX project folder and provided training if needed.
	
[bookmark: _Toc112154267]Writing the PXA ‘front end’ (Task 10)
5.10	The PXA report should be written using the latest version of the CA template for PXA reports: G:\Templates\CA report templates\Current Report templates and should be saved into the Draft Reports folder on PIM. The ‘front end’ is a term commonly used to refer to Sections 1–3 of the PXA, which detail the project background. As part of this, you should also complete the cover, header and start the summary, although the latter can only be finalised after the results section has been completed. The following text outlines how each section should be written; further guidance is contained within the template itself and it will be invaluable to familiarise yourself with recent examples of similar reports.

[bookmark: _Toc34030309][bookmark: _Toc34216270][bookmark: _Toc112154268]	Section 1: The introduction
5.11	Most of the information for this can be taken from the WSI, although you need to check that this is accurate (eg NGR references will need double checking). Ensure you are referencing the correct planning conditions that apply to the work that is the subject of this report. You should update the topographical and geological background, detailing what is significant about these to the site’s archaeological record, including any microtopography or localised geology within the site not otherwise apparent. Understanding the site’s topography and underlying geology may well prove key to understanding the site itself, and it is important to get this clear at this early stage.

5.12	The archaeological background can be based on what is in the WSI or any DBA BUT do not simply copy and paste. Instead, tailor the background to the site results

	EXAMPLE
The DBA and WSI have several paragraphs on medieval land holdings, but all of the site findings pre-dated the Roman period. In this case, the local medieval archaeology only warrants a brief summary.



5.13	You will also need to be aware of any new findings made since the DBA or WSI were compiled; this doesn’t need to be in-depth research at this point, and can easily be done using online searches of HER data via resources such as Heritage Gateway https://www.heritagegateway.org.uk/gateway/ or, for Wales, Coflein https://www.coflein.gov.uk/.

5.14	Note that the history of archaeological investigations into the site should be described separately to the site’s wider archaeological context. Describe the wider context first, and then, in a new paragraph, describe (in chronological order) the sequence of investigations into the site, which might comprise a desk-based assessment/heritage assessment, a geophysical survey, evaluations, excavations and a watching brief. For each of these, add dates, report references, names of organisations undertaking the work and a concise summary of the findings (including the distribution of features). 
[bookmark: _Toc34030310][bookmark: _Toc34216271]	
[bookmark: _Toc112154269]Section 2: Aims and objectives
5.15	These should be taken from the WSI, and should include any updated aims and objectives arrived at during the course of the project. Any variations should also be noted, along with the reasons for these and stakeholders involved in deciding on these changes.

[bookmark: _Toc34030311][bookmark: _Toc34216272][bookmark: _Toc112154270]	Section 3: Methodology
5.16	Again, use the WSI and any agreed variations as a basis for this. You will need to add what level of feature sampling was actually undertaken (eg 50% by area of each discrete feature, 20% of each linear etc). Any variations or different methodologies also need to be detailed. 

	EXAMPLE
The WSI stated that all discrete features should be sampled to up to 50% by area of each feature, and all liner features by up to 20% of the length of each linear. In the event, in discussions between CA and the curator, only a sample of the pits were excavated due to their repetitive nature, whilst only 10% by length of each ditch was excavated as these were all well dated and well understood.



5.17	You should also note if deposits could only be recorded from the top of a sondage due to H & S considerations, or if deposits were removed by machine, or where a metal detector was used.

[bookmark: _Toc34216273][bookmark: _Toc112154271]Writing the PXA results (Task 11)
5.18	The results section of the PXA should be a succinct summary of the findings. It does not need to be the definitive description of the site: that will come at a later stage. You need to consider how best to present the results: as a whole? by area? However they are presented, the results need to be described in chronological order, earliest to latest, followed by unphased features. Reading other PXA reports will provide examples of how the results from other projects have been presented. 

[bookmark: _Toc34030313][bookmark: _Toc34216274][bookmark: _Toc112154272]	Summary
5.19	You should give an overview of the findings: were they evenly distributed across the site, did geology or truncation affect distribution and/or survival? How easy was it to establish stratigraphic relationships (be honest about this)? How well did bone and other artefacts/ecofacts survive? 
5.20	You should then list your provisional periods, including date ranges (in either centuries or years, but not a mixture of these).
	EXAMPLE
Period 1: Beaker Period (2300–1600 BC)
Period 2: Bronze Age (2300–800 BC)
Period 3: Late Bronze Age/Early Iron Age (1150–400 BC)
Period 4: Middle Iron Age (400–100 BC)
Period 5: Late Iron Age /Early Roman (100 BC –AD 150)
Period 6: Mid to Late Roman (AD 150–410)
Period 7: medieval to post-medieval (AD 1000–1800)
Period 8: modern (AD 1800–present)
Unphased



5.21	Note that the CA style guide G:\Manuals\CA Style Guide includes a timeline with period definitions with date ranges, but these can vary across Britain: for example, Wales does not have an Anglo-Saxon period, whilst date ranges for the Neolithic in Cornwall differ from those in Wessex.
[bookmark: _Toc34030314][bookmark: _Toc34216275][bookmark: _Toc112154273]	 Period descriptions
5.22	Then present the results by period. For each period, you should initially summarise the range of features, their distribution and their dating, as well as the environmental evidence to give an overview of the site. For the dating, you need to discuss the overall evidence, such as dating indicated by different (named where appropriate) pottery types, any radiocarbon dates, and other dating suggested by the stratigraphy or spatial distribution of features. 

5.23	Following this, you should present a summary of the remains within each period. You need to describe the remains in such a way that they form a coherent ‘story’, and so you need to decide on a logical order in which to present your findings. It can be useful to imagine yourself showing someone around the site, describing features to them in such a way that they can understand your thinking about the site, its dating, morphology, economy and any special deposits.

	EXAMPLE
For a period that includes three Iron Age enclosures, one containing roundhouses and pits, the others devoid of internal features, you might decide to describe the enclosure containing the features first: its shape in plan, dimensions, the nature of its boundary and the fills of this, followed by the roundhouses and then the pits. After this, you could describe the remaining enclosures.



5.24	Remember, at this stage you are only summarising the findings and should avoid lengthy detail about dimensions (dimensions are usually best rounded up) and fill types. However, some indication of feature sizes and fill types will be useful: in the example above, we would want to know how large the enclosures were, how substantial their ditches are, whether they had complex or simple fill sequences, many finds or few etc. Again, reading other PXA reports will provide ideas on how best to pitch this. 

[bookmark: _Toc112154274]Submitting an illustration requisition (Task 12)
5.25	PXA reports typically contain the following range of illustrations:
· Site location plan (often useful to show topography and relevant previous archaeological work – the latter should be referenced in the text and bibliography);
· location of groundworks, including geophysics, evaluation trenches, excavation areas, excavated features usually shown in black. Preliminary investigations should be referenced in the text and bibliography;
· site phase plans as required. Remember to include feature labels (which should supersede cut nos unless any specific cut nos need to be shown. All features referred to in the report (results and appendices) must be labelled on the plans. Features not specifically referred to in the report do not need context or feature labels to be shown on the plans;
· it may be useful to include illustrative photos of the site topography;
· sections are not usually included, but there may be reasons for including these for certain features, eg where column samples have been taken and are reported on in the PXA;
· finds drawings are not normally included, unless otherwise instructed.

5.26	You should draft an illustration requisition form, and attached all details about file locations, along with clearly annotated plans (link to Commissioning Illustration guide). The clearer your annotations, the faster and more accurately the illustrator can work. You should ask the PXM to approve the requisition before submitting it. Once it has been approved, you should fully brief the illustrator, verbally or via e-mail.

5.27	Once the illustrations have been drafted, you need to check them for accuracy, including:

· correct phasing
· key
· grid refs
· correct labels
· correct scale (and matching scale bar)
· correct relationships
· features correctly surveyed 

5.28	Pass any edits back to the illustrator and notify the PXM of any delays or significant problems.

[bookmark: _Toc112154275] Adding specialists’ reports; updating the results and phasing (Tasks 14 and 15)
5.29	A range of specialists may contribute to the PXA. Some will be CA staff; others will be external specialists. Their reports will be sent to the FL or EOs, but it is the PXM or PXPL  (check this is correct procedure) who will add them to the PXA as appendices.

5.30	For the general order of the appendices, see the report template and previous PXAs. A copy of the specialist’s report should be added, preserving the original within the site archive. The copy within the appendix must then be edited to CA house style (CA style guide G:\Manuals\CA Style Guide), and checked for accuracy, including feature/context labels, correct phasing etc. All tables must also be checked, including the values for the totals. Specialist often only refer to deposits, in which case the cut or feature label needs to be added as well. It may be necessary to flag up larger errors or discrepancies with the specialist (via the PXM, FL or EO) in case these affect their interpretations etc.

5.31	The significant or interesting findings from each specialist report then need to be incorporated into your results section. Dating evidence for a period can be summarised in the summary paragraph for that period, along with broad environmental and economic evidence, such as whether the landscape was wooded, grazed, prone to flooding etc. Other artefactual and ecofactual evidence is usually best summarised in conjunction with the relevant features/deposits within the main body of the results.

5.32	You may need to update your provisional phasing scheme in light of the specialists’ reports, in which case any changes needs to be cross-referenced across all data sets: report, illustrations, specialists’ reports, matrices, PAD and GIS files.

[bookmark: _Toc112154276] Adding Statements of Potential (Task 16)
5.33	Statements of potential summarise the various classes of artefacts and ecofacts recovered from the site, and the site stratigraphy, and then indicate the significance of these and their potential for further analysis. This section provides the basis for the following Updated Project Design, and the justification for any further work. The artefact and ecofact sections should be completed by the FL and EOs, the remaining sections by the PXPL or PXM. Here, you should indicate what it is about the site that makes it interesting and/or significant. Other questions to consider include how the site fits into the known pattern of past land-use, whether it contributes new information to particular archaeological data sets or to research agendas, whether the different periods have different levels of significance and potential and so on.

5.34	Based on the above, you then need to add a brief statement about what level of future work is required; typically, this would be further analysis, leading to publication.

[bookmark: _Toc112154277]Adding the Updated Project Design (Task 17)
5.35	The Updated Project Design (UPD) details how the site will be analysed and published, and the archive deposited, and therefore forms the overarching methodology for all ensuing work. The UPD includes sections on Updated Aims and Objectives, publication proposals, the project team and timetable, and archive deposition. These are completed by the PXPL and/or PXM.

[bookmark: _Toc34030319][bookmark: _Toc34216280][bookmark: _Toc112154278]	Updated Aims and Objectives
5.36	These identify the series of tasks required to understand the site as fully as the evidence will allow and to place it in its wider context. They provide a framework for further analysis, and a basis for further costings, so it is essential that they are well thought out, comprehensive, and provide the most efficient and effective route to understanding and publishing the site. Looking at past examples will provide a useful guide.

5.37	Where appropriate, the updated aims and objectives should be linked to objectives and research aims detailed in other documents, such as an appropriate Regional Research Framework (most of which are available online (link to CA library of research frameworks?)), or research aims indicated in recent meta studies, such as the Roman Rural Settlement project, published volumes of which are held in the CA library.

5.38	Although some objectives might necessarily be broad, such as ‘establishing the date and nature of early prehistoric activity’, where possible, they should be more specific. 

5.39	Some objectives will relate to the stratigraphy: for example, there may be areas of intercutting ditches or groups of features with multiple fills which require further stratigraphic analysis.

	[bookmark: _Toc31726550][bookmark: _Toc33504027]EXAMPLE
[bookmark: _Toc34030321]Objective 6: to examine the date and character of the unphased pits
The many unphased pits are most likely to date to the Iron Age but this requires detailed stratigraphic analysis tied to the evidence from the finds record and any radiocarbon dates, since earlier and later examples might be present. Analysis should aim to assigning the pits to particular periods, and to indicate any spatial patterning in their distribution. Their morphologies and fills should be examined to suggest their primary functions, and any evidence for structured deposition should be noted. The human and animal remains within the pits require full analysis. 




5.40	Other objectives may depend on further analysis of the artefacts and/or ecofacts.

	[bookmark: _Toc33504030]EXAMPLE
[bookmark: _Toc34030323]Objective 9: to examine the date and character of the special deposits and any patterning
Excavation has revealed a wide range of special deposits across the settlement site many of which can be described as ritual or votive offerings. Analysis will attempt to map and characterise the types of material, associations and context to see if there are any recurrent patterns. This aspect of the site will be compared with other settlements of a similar date and character.



5.41	Some objectives may relate to artefacts and ecofacts and should be added by the FL and EOs at the request of the PXPL or PXM.

	EXAMPLE
[bookmark: _Toc34030325]Objective 8: study the evidence for the clay-pipe factory to clarify details of manufacture and of the factory’s products 
[bookmark: _Toc34030326]The clay-pipe kiln, kiln material and clay pipe assemblage are of major significance. Kiln structures and workshops are rare in Britain and the factory is one of the most complete and well-preserved examples of its kind, and the first to have been excavated to modern standards. The kiln provides an unprecedented opportunity to directly relate the kiln material including the kiln muffle and moulds to the surviving remains of the kiln, and to study a closely-dated clay-pipe assemblage. The clay pipe assemblage will be an important future resource for refining the clay pipe dating sequence for the region. Full recording of the kiln and workshop including ortho-photography techniques and 3D modelling, together with the related kiln material will allow all stages of the pipe manufacture to be studied in detail. Research will be undertaken into comparative material, and the clay pipes themselves will be studied, with key examples illustrated. 



5.42	Other objectives may depend on further research, such as documentary research or examining comparanda.
	EXAMPLE
Objective 7: elucidate the sequence of post-medieval activity, the social profile and economic status of the post-medieval occupants of the site, and to identify types of small industry/commerce and other activity which may also have been present on site
There is good preservation of post-medieval deposits across the site. Further analysis of the large artefactual assemblage will refine the sequence of activity, providing more accurate dating of structural developments, and the changing use of plots. Documentary and cartographic sources will assist in the dating and interpretation of structural elements and identifying the changing use of structures through time. The social profile and economic status the inhabitants of the properties can be explored through the artefacts whilst spatial analysis of artefacts and ecofacts may be able to build a picture of the inhabitants of specific properties, aided by the documentary and cartographic sources, providing insights into personal dress and grooming, health, diet, wealth and leisure.



	Publication
5.43	This section sets out how the site will be published, and should be completed in liaison with or by the PXM. CA often publishes fully detailed reports online via the Reports Online page of the company website https://reports.cotswoldarchaeology.co.uk/, with shorter summaries in appropriate journals, but the proposals should be decided by the PXM.

[bookmark: _Toc112154279]Proof reading the report (Task 18)
5.44	As stated above, the PXA report is a formal document that will be read by a variety of stakeholders. Its quality reflects on you as the author, and on CA as a company. As the author, it is your responsibility to ensure that the report is accurate, comprehensive, well written to CA house style and free of typos.

5.45	The proof reading stage includes all aspects of the report that you are passing on to the PXM for QA, not just those you have written yourself: it is your responsibility to proof-read appendices written by specialists and to check illustrations for accuracy. The CA Style Guide (G:\Manuals\CA Style Guide) should be consulted where required.

5.46	Proof reading is one of the hardest skills to master in publication as writers tend to become ‘blind’ to their own typos. There are plenty of online sites offering advice (eg https://supercopyeditors.com/blog/general-advice/tips-for-proofreading-business-text/), but some examples are listed in the box below. 

	EXAMPLE
· walk away: don’t try and proof-read straight after you have written the document. Do something else, and then come back to it with fresh eyes – you will see mistakes you’ve missed
· proof-read for one thing at a time: you will develop your own system, but proof readers read a document several times, eg once for missing information and cross-referencing, again to check that the text flows (readers will soon become fatigued by poor grammar or overly long sentences), and again for typos
· re-write overly long sentences and consider breaking up long paragraphs 
· avoid jargon and ensure acronyms are explained
· reduce your word count. This is vital when writing to a word limit, but is also a useful exercise when not, forcing you to consider more efficient phrasing, and even whether what you are saying is really relevant to your argument
· use clear language aimed at an intelligent but non-archaeological readership
· print off a hard copy: although we try and reduce paper usage, most writers agree that typos are easier to spot in hard copy than on a screen
· read widely: the more you read, the better your writing is likely to become, and this doesn’t need to be restricted to archaeological texts, or even non-fiction



[bookmark: _Toc405798370][bookmark: _Toc112154280]6.	stratigraphic analysis
6.1	Stratigraphic analysis is usually taken prior to publication in order to understand the site stratigraphy and to fully integrate it with artefactual, ecofactual and scientific  evidence. It is usual for only part of the site record to be analysed in this way: in some cases, the majority of the contexts might be analysed, in others, the site may already be well understood, with only specific areas warranting further detailed analysis. The level of stratigraphic analysis needed should be clear from the PXA (if one was prepared) and should be discussed at a meeting between the PXM and PXPL; the briefing will include decisions on whether sets and groups will be used, and whether analysis is undertaken directly onto the Project Access Database, or as a Stratigraphic Account onto a Word document, or a mixture of both. These methodologies are outlined below.

6.2	The analysis itself is undertaken by the PXPL, but will require close liaison with other staff, particularly specialists. 

6.3	It is important to note that stratigraphic analysis is an iterative process, with your initial findings informing the work of specialists whose results may in turn lead you to refine or revise your analysis, which may need to be communicated back to the specialists if you have made significant changes.

[bookmark: _Toc112154281]STRATIGRAPHIC ANALYSIS AND THE PROJECT ACCESS DATABASE	Comment by cotswold\mary.alexander: This is the method that all project leaders should use and should be directed to use in this guidance. Most of the text above can be adapted.

6.4	Use the Project Access Database (PAD) to directly assign contexts to sets and/or groups and then periods as required. This is rapid compared to producing a written stratigraphic account. Once the Access database has been filled in with the basic context information there is no need to type out all your contexts numbers again and this removes the risk of numerical typos. The information can be easily used by both internal and external specialists. Finds/enviro information is directly linked to contexts on the database, and scans of the records can also be linked (not automatic – requires a request to Geomatics). The database allows only limited text, but this can be used and expanded for the results section of the publication report. If you want to type a word document stratigraphic account it is better to do this after you have assigned Sets and Groups on the database. This is not a substitute for the Access database.  	Comment by cotswold\mary.alexander: I started to change this paragraph, probably more needed

6.5	The methods for assigning the features to sets, groups and periods are as described for producing stratigraphic accounts. Guidance on using the Project Access Database can be found here: G:\Database\Master database\Guide to context data entry.docx

[bookmark: _Toc33609644][bookmark: _Toc33622681][bookmark: _Toc112154282]STRATIGRAPHIC ACCOUNTS	Comment by cotswold\mary.alexander: see STRATIGRAPHIC ANALYSIS AND THE PROJECT ACCESS DATABASE below. Since the adoption of the Access database, the preferred method of stratigraphic analysis has been by using the forms on the database. This method was adopted as  a faster and more efficient method of stratigraphic analysis. It avoids the need to type out context, set, group numbers and finds information twice saving time and the mis-typing of information and numbers. The information that you type in to the Access database can then be used to write your publication text.
[bookmark: _Toc33609645][bookmark: _Toc33622682][bookmark: _Toc34030330][bookmark: _Toc34216284][bookmark: _Toc112154283]Introduction
6.6	Stratigraphic accounts are produced as Word documents, although they will be linked to the project database, to matrices and to annotated plans (either in hard copy or, preferably, as GIS files). Because all post-excavation projects have different requirements, there is no template for producing stratigraphic accounts and if you are new to the process, you should become familiar with those produced for recent comparable projects. 	Comment by cotswold\mary.alexander: This is because it has been superseded by the Access database. This is the method that all project leaders should use and should be directed to use in this guidance.

[bookmark: _Toc33609646][bookmark: _Toc33622683][bookmark: _Toc34030331][bookmark: _Toc34216285][bookmark: _Toc112154284]Structuring a stratigraphic account
6.7	The stratigraphic account should be structured, as you would any document; if done properly, it should provide both the basic structure and the full technical details required to produce the ensuing publication reports so that when you come to write your results, you will essentially use each entry in the stratigraphic account as a paragraph, which simply needs to be turned into readable text, with little or no need to refer back to original context data or specialists’ reports.

6.8	Introduction
	A short (typically c.250 words) introduction should summarise the following:
· phases of work make sure this is clear to anyone unfamiliar with the site. Detail on a plan if required
· visibility of features, reliability of results, depth of overburden be honest: if features/relationships were difficult to define, it is essential to record this
· how the site has been dated and how many periods have been identified. Consider whether remains represented only by finds should have their own period, eg Mesolithic flints may not have come from cut features but may represent a period of activity that would be ‘lost’ in the report if not identified as a distinct period
· geology and natural features consider how these have influenced past settlement and land use; have particular geologies been favoured? were any water sources (including palaeochannels) available? Can any tree-throw holes be assigned to a particular period?
6.7	 Period by period account in a chronological sequence
	The main part of the stratigraphic account should present an analysis of the stratigraphic sequence, using the stratigraphic evidence along with evidence from finds, environmental specialists, scientific analysis (eg isotope analysis and radiocarbon dating. 
· for each period introduce the overall findings, the dating evidence (including types of pottery, duration, start and end dates) and then summarise the findings from other finds and environmental remains and documentary evidence in terms of themes such as landscape, economy, settlement, burial and ritual
· present the analysis in a logical sequence, eg for a roundhouse settlement in a ditched enclosure, then you could describe the enclosure ditch first, then the roundhouses, then any other internal features, and finally move on to features outside the enclosure.
· plans (usually hand annotated/coloured) should accompany the account, with all groups and feature labels labelled and with each feature coloured according to its period.

6.8	Cotswold Archaeology uses two methods for analysing and presenting the results in a stratigraphic account. Method 1 assigns contexts to sets and groups and is appropriate where a high level of detailed analysis is required; Method 2 uses groups only and is appropriate where a broader analysis is appropriate. A mixture of these methods can be used, eg mainly Method 2, but with Method 1 for specific parts of the site or specific periods. This must be determined in liaison with the PXM.

[bookmark: _Toc33609647][bookmark: _Toc33622684][bookmark: _Toc34030332][bookmark: _Toc34216286][bookmark: _Toc112154285]	 Method 1 using sets and groups
6.9	This method is the ‘gold standard’, providing very detailed analysis of depositional sequences, and should be the default method used. However, it may not be appropriate on all sites, or for all contexts within a given site, due to the cost implications when set against what might be gained from such detailed analysis. Each context to be analysed is assigned to a set, following which, sets are assigned to groups, and then the groups to periods. 
[bookmark: _Toc34030333][bookmark: _Toc34216287][bookmark: _Toc112154286]	Sets
6.10	The contexts viewed in Form view on the Access database contain details of each context together with a sub-form showing a list of the finds from this context, if present (this is not visible in List view). Using this information, section drawings, site plans, matrices (where appropriate), and finds information, analyse the contexts and assign them to sets. A set comprises a number of contexts (which may be one or many) forming a chronologically restricted and associated entity.

6.11	For example, where a roundhouse has 12 postholes, each comprising a cut, stone-post packing and a post-pipe, then EACH posthole with its packing stones would represent 1 set; its post-pipe would constitute a separate set. this is because the posthole and packing stones relate to one event: the construction of that posthole, whilst the post-pipe relates to a separate event: the rotting or removal of the post. the postholes are treated separately in case you decide (perhaps on the basis of subsequent specialist reports or scientific dating) that they belong to different phases of construction.

6.12	It is useful to think of sets in terms of construction, use and disuse: for example an Iron Age grain storage pit might comprise the pit cut (construction), some in situ stored grains (use) and a series of backfills (disuse). Obviously, many deposits don’t fit into such a neat scheme: a cattle skull may have been deliberately placed into the pit as a ritual deposit following its disuse for grain storage, but this can still be regarded as a use deposit, even through it relates to backfilling because at this point the pit has been re-used for this ritual purpose.

6.13	It may be that a feature comprising a number of contexts will include sets which fall within different periods: for example, a well may have been constructed in the Early Roman period, but remained in use to be backfilled in the Late Roman period. The sets relating to these different periods will be described under their own period, and so it is important to cross reference these. It is important to note that a set can ONLY be assigned to one period. in the case of the well, even though it was used across at least two periods, the cut itself belongs to the period it was constructed in, and it is the later fills which belong to the later period.

6.14	Once you have decided how your context fits into a set, you should asdescribe assign your context to a set using the Access database. This automatically populates the Set form on the Access database with a list of the contexts you have assigned. There is a text box on the Set form in the Access database in which to write your Set description. describe each set and add specialist information. the example below indicates the level of detail and the type of information you should be including. As can be seen from the example below, it is perfectly acceptable to note any ambiguity in interpreting features: this is far preferable than being more definitive than the evidence allows.	Comment by cotswold\mary.alexander: Using the Access database, you assign each context to a set – this automatically populates the Set form on the access database with a list of the contexts you have assigned. There is a text box on the Set form in the Access database in which to write your Set description.
	EXAMPLE

	Set 1 relates to the construction of posthole 2342 within Roundhouse 1 (Group 7). Pottery from amongst the packing stones was securely in situ and dates the construction phase.
	Posthole 2342: circular in plan with vertical sides and flat base; 0.35m diam. x 0.25m deep	Comment by Mary Alexander: No need to type this out again or cut and paste – its already on the Access database
	packing stones 2343: limestone slabs placed vertically around the cut edges, some scorched. 6 unabraded sherds of Middle Iron Age pottery

	Set 2 is a post-pipe within posthole 2342; there were no indications that the post was removed and so the fill may represent floor sweepings accumulated during the use of the roundhouse, when the base of the post rotted leaving a void. Alternatively, it is possible that this does represent a backfill after a post was removed, so relating to the disuse of this posthole.
Post-pipe fill 2344: grey-brown clay silt with charcoal, animal bone fragments (cattle and sheep/goat) and abraded Middle to Late Iron Age pottery. Charred plant remains included emmer/spelt wheat grains; charcoal included oak roundwood and heartwood


	
6.15	As can be seen from the example above, Sets 1 and 2 may be separated chronologically (you will determine that during the next steps), and the uncertainty over the formation processes relating to set 2 has been highlighted: it could relate either to the use or the disuse of the roundhouse. 

[bookmark: _Toc34030334][bookmark: _Toc34216288][bookmark: _Toc112154287]	 Groups
6.16	Once your contexts have been assigned to sets, you can collect these sets into groups. Groups are collections of sets forming a chronologically and associated entity. In the example above, you may decide that all of the posthole cuts and packing deposits associated with Roundhouse 1 are of a single phase. This might also include the post-pipe fills if you were going to include these in the same period. However, if you thought that these sets belonged to a later period, then they must be given a separate group number: a group must never be split across periods. Using the Access database assign your sets into Groups by adding the Group number in the box provided in the Set Form. This automatically populates the Group form with the list of Sets. Your Group description can be written into the box provided.	Comment by cotswold\mary.alexander: Using the Access database. Assign your sets into Groups by adding the Group number in the box provided in the Set Form. This automatically populates the Group form with the list of Sets. Your Group description can be written into the box provided.


6.17	It is appropriate at this point to add any feature labels, eg ‘Roundhouse 1’, which will be used in the publication report. NB ‘sets’ and ‘groups’ are analytical terms and should not be used in publication reports . 

6.18	The group description should include a summary of its nature, the dating evidence, finds and enviro evidence and how it relates to other remains of this period within the site. 
	
6.19	Below is the example for the roundhouse where the postholes, packing stones and post-pipes have been grouped together as the pottery specialist has suggested that the Iron Age pottery is all broadly Middle to Late Iron Age, whilst the stratigraphic analysis has suggested that all the contexts relate to the construction and use of the roundhouse. The sets which you have already created for each posthole and its fills can now be grouped together by cutting/pasting.

	EXAMPLE

GROUP 1: ROUNDHOUSE 1
Roundhouse 1 survived as twelve postholes forming a post-ring 10.5m in diameter. No surfaces survived and there were no indications of an entrance. The roundhouse was one of two located within Enclosure A. All the postholes contained packing stones, but pottery from the packing deposits and from the post-pipes included both Middle and Middle to Late Iron Age pottery. The post-pipes may relate to the use of the roundhouse, or to its demolition or collapse, but analysis suggests more probably the former. Other materials from the postholes included fuelwood charcoal (mainly oak heartwood), charred cereals (emmer and spelt) and animal bone (sheep/goat, cattle and some pig). None of the postholes contained evidence for structured deposition.

Construction phase
Set 1 relates to the construction of posthole 2342 within Roundhouse 1 (Group 1). Pottery from amongst the packing stones was securely in situ and dates the construction phase.
Posthole 2342: circular in plan with vertical sides and flat base; 0.35m diam. x 0.25m deep
packing stones 2343: limestone slabs placed vertically around the cut edges, some scorched. 6 unabraded sherds of Middle Iron Age pottery
repeat for all of the posthole cuts and packing stones


Use or disuse phase
Set 2 is a post-pipe within posthole 2342; there were no indications that the post was removed and so the fill may represent floor sweepings accumulated during the use of the roundhouse, when the base of the post rotted, leaving a void. Alternatively, it is possible that this does represent a backfill after a post was removed, so relating to the disuse of this posthole.
Post-pipe fill 2344: grey-brown clay silt with charcoal, animal bone fragments (cattle and sheep/goat) and abraded Middle to Late Iron Age pottery. Charred plant remains included emmer/spelt wheat grains; charcoal included oak roundwood and heartwood
repeat for all of the post-pipes	



6.20	With an alternative example, you might have a well which the finds suggest was constructed in the Early Roman period, remained in use through the Middle Roman period and was abandoned and deliberately backfilled in the 4/5th centuries AD. In this example, it would be appropriate to split the well into three groups.

	EXAMPLE

GROUP 12: construction of Well 2499
construction of wicker-lined well
Set 32: 
cut 2499: circular with vertical sides leading to a flat base
lining 2500: remains of wicker lining and stakes. Radiocarbon dating of one oak roundwood stake was cal. AD 30–105 (SUERC-1979)

GROUP 13: use of Well 2499
lower fills of wicker-lined well. Natural infills which formed whilst the well was in use and which include only incidental finds
Set 33: 
1st fill 2501: grey-blue clay with wood fragments, C1–3 pottery and charcoal. Radiocarbon dating of the hazel roundwood charcoal was cal. AD 153–266 (SUERC-1990). Fill formed within standing water. 0.3m thick.
2nd fill 2502: yellow-brown sandy gravel, representing material slumped in from edges of cut base. 0.1m thick
3rd fill 2503: grey-blue clay with wood fragments, C1–3 pottery, animal bone (sheep/goat and cattle) and charcoal (oak heartwood, some hazel roundwood). 0.5m thick

GROUP 14: disuse of Well 2499
Two bulk deposits representing the disuse of the well. The lowest was a deliberate backfill with evidence of structured deposition. This was overlain by a bulk capping fill. Both indicate disuse in the 4th/5th centuries AD.

Set 34: 
4th fill 2504: dark grey-brown silty clay with wood fragments, frequent charcoal (oak heartwood and hazel roundwood), CPR (cleaned emmer and spelt grains, no chaff), 2 x 4th-century leather shoes (not a pair), 3 intact pottery vessels of the late 4th/early 5th century, a human skull and a human long bone (radiocarbon dated to cal. AD 405–527; SUERC-1981), 3 dog skeletons with evidence for skinning (dog femur radiocarbon dated to cal. AD 411–519; SUERC-1989), a crow skull and a worn Late Roman coin. 0.8m thick.
5th fill 2504: mid yellow-brown silty clay backfill. A few sherds of C4/5 pottery. 1.2m thick




[bookmark: _Toc34030335][bookmark: _Toc34216289][bookmark: _Toc112154288]	Periods
6.21	Your groups can now be collected (using cut and paste) into Periods on the basis of the foregoing analysis. Using the Access database assign your Groups to Periods by adding the Period number in the box provided in the Set Form. This automatically populates the Group form with the list of Sets. Your Group description can be written into the box provided.

6.22	Each period should be introduced with an overview of what features and activities are included and the dating evidence based on the information provided by the finds, environmental remains and any scientific evidence. The periods should be presented in chronological order, earliest to latest (these might or might not be split across phases of work, eg Area 1, Area 2 etc as appropriate for the site), and within these, the groups (and their constituent sets) should be listed in a logical way so that they provide a site narrative. A useful way to approach this is to imagine showing a visitor around the site. 

	EXAMPLE
Period 1: Middle to Late Iron Age - introduction
Iron Age remains comprised a rectilinear enclosure (A) which contained two roundhouses (RHs 1 and 2) and a few pits and four-post structures. Externally, there were a few ditches which seem to represent field boundaries. Dating relies on four radiocarbon dates and a modest ceramic assemblage of handmade wares which indicates that all are Middle to Late Iron Age. Animal bones from the site were mainly cattle, with some sheep/goat and a few pig bones. Charcoal was from oak and hazel, whilst CPR were mainly cereals (grains and chaff). Mollusc shells were from species favouring an open landscape, probably indicating grassland around the settlement, although the charcoal suggests that there were hedgerows and perhaps some woodland available

GROUP 1: Enclosure A
(Add set/group details)

GROUP 2: Roundhouse 1
(Add set/group details)

Etc for all of the Period 1 features; repeat the process for the remaining periods



6.2223	Repeat for all groups, then repeat for all periods. The sets, groups, feature labels and periods must be shown on accompanying plans, added to the project database and to any matrices that accompany the account. 

6.2324	These documents all need updating whenever new data change existing interpretations, phasing etc.

[bookmark: _Toc34030336][bookmark: _Toc34216290][bookmark: _Toc112154289]Method 2 using groups without sets
6.2425	This method is a faster way of assessing the site, and can be used where the stratigraphy is simple and repetitive, or where detailed analysis is unlikely to yield much further information. For example, on a rural site comprising mainly ditches/ditched enclosures where the ditches have homogenous fills and the relationships between them were difficult to establish, and where spot dating indicates simple phasing, it may be more suitable to attempt to understand the site by looking at the plan view and assigning most features to groups and feature labels. Some areas might benefit from more detailed analysis, but in most cases, examination to set level will provide little extra information. 

6.2526	This method is fast and efficient, but does run the risk that subtleties of phasing can be missed, such as late infills of features which may suggest unexpected longevity extending into later phases.

6.2627	For this method, you will take a similar approach to Method 1, but skip the Set stage, and instead summarise your features at Group level:

	EXAMPLE
GROUP 1: ROUNDHOUSE 1
Roundhouse 1 survived as twelve postholes forming a post-ring 10.5m in diameter. No surfaces survived and there were no indications of an entrance. The roundhouse was one of two located within Enclosure A. All of the postholes contained packing stones, but pottery from the packing deposits and from the post-pipes included both Middle and Middle to Late Iron Age pottery. The post-pipes may relate to the use of the roundhouse, or to its demolition or collapse, but analysis suggests more probably the former. Other materials from the postholes included fuelwood charcoal (mainly oak heartwood), charred cereals (emmer and spelt), animal bone (sheep/goat, cattle and some pig) and a fragment of human bone. None of the postholes contained evidence for structured deposition.



6.2728	As in Method 1, the Groups are then assigned to Periods.

[bookmark: _Toc112154290]7.	online reports
7.1	Cotswold Archaeology publishes many of its reports online via the Reports Online page of the company website https://reports.cotswoldarchaeology.co.uk/. Most excavation sites are likely to require one of these reports, but they may be supplemented by journal summaries (see section 7). The online reports are typically fully detailed reports, including all specialist information, and can often be large documents (100,000 words or more), but may be much smaller, depending on the site and its significance. 

7.2	In terms of structure, they include a ‘front end’, results, discussion, references, and specialist appendices.

7.3 	All projects vary, but a typical sequence of tasks is detailed below, with explanatory notes in the following paragraphs. some of the tasks are iterative (for example, you may write a draft of the results before specialists have written their reports; this may throw up questions you want to ask of the specialists, and you will then need to update your results section in light of their findings. As ever, good communication between specialists, the PXM and the PXPL will make the project more efficient and the product of higher quality.

	Task 
	Task description
	Staff
	Overall 
responsibility

	1
	Project set up and team briefing
	PXM, PXPL, FL, EOs
	PXM

	2
	Stratigraphic analysis & accompanying data circulated to specialists
	PXM, FL, EOs
	PXM

	3
	Updated spot dates added to database if required
	FL
	PXM

	4
	 ‘Front end’ (intro, background etc) drafted
	PXPL
	PXM

	5
	Results drafted
	PXPL
	PXM

	6
	PXA illustration requisition drafted, approved by PXM and handed to illustration
	PXPL
	PXM

	7
	Illustrations drafted & checked
	Illustration; PXPL
	PXM

	8
	Specialists’ reports arrive; edited copies added to appendices 
	PXPL or PXM
	PXM

	9
	Key findings from specialists’ reports added to results section; provisional phasing & interpretations updated 
	PXPL
	PXM

	10
	Discussion drafted
	PXPL or PXM
	PXM

	11
	Report compiled, checked and proof-read
	PXPL
	PXM

	12
	Report goes through internal CA QA process
	PXM, Principal PXM
	PXM, Principal PXM

	13
	Report sent to client for approval, then to curator
	PXM
	PXM



[bookmark: _Toc33622688][bookmark: _Toc112154291]Drafting the ‘Front end’ (Task 4)
7.4	This is comparable to the ‘front end’ of the PXA report, and should be approached in a similar way. It is essential that information here, particularly topographical, geological and relating to the archaeological context and development history, is tailored to match the results, expanded and supplemented from earlier documents where needed, and with irrelevant sections omitted. You will also need to check that the archaeological background includes discoveries made since the DBA, WSI and PXA were produced: if a Roman cemetery was found next to your site and published last month, but you don’t mention it, the quality of your whole report will look questionable.

[bookmark: _Toc33622689][bookmark: _Toc112154292]Drafting the Results (Task 5)
7.5	The results section details the nature of the archaeological remains found across the site. You will need to decide whether to describe these by area, or as a whole, but in either case, they need to be described chronologically, with unphased features described at the end.

7.6	You should begin with a brief summary detailing the general distribution and range of features, and their dating, how reliable the archaeological record is (were deposits truncated, were stratigraphic relationships easy to establish etc), and the influence of topography and geology.

7.7	You should then discuss each period, starting each period with a brief introduction providing an overview of the range of feature types, the dating evidence, the duration of the land-use and any sub-phasing, and any industrial and environmental evidence (including how the remains relate to the topography and geology), and evidence for other activities.

7.8	When describing the results, it can be useful to imagine you are showing a non-archaeologist around the site, pointing out key features and their significance, then then working down to levels of greater detail. Looking at how other sites have been written up will help with this. The stratigraphic account (if one was written) will provide a framework for writing your results and, at their best, these accounts can simply be transformed into readable text, with little need to go back to original records or specialists’ reports.

7.9	Although this section is not a discussion of the findings, some level of interpretation is often justified. 
	EXAMPLE
If a series of circular ditches can reasonably be interpreted as roundhouses rather than barrows or other features, then this should be established (with justification) in the results section. Similarly, this is usually the place to indicate what processes you think were behind different feature fills (eg, do they point to slow, natural infilling, slumping from banks, deliberate backfilling, special deposition etc?). On the other hand, you may have a series of pit deposits (for example) that you are convinced indicate structured deposition, but this may be best left to the discussion, although you could suggest this possibility in the results and expand upon it in the discussion section. Judging at what stage to add in levels of interpretation is something of a dark art, which becomes easier with experience and through wide reading of other reports.



[bookmark: _Toc33622690][bookmark: _Toc112154293]Preparing an illustration requisition (Task 6)
7.10	You should prepare an illustration requisition in a similar way to that described above for a PXA report (link to Commissioning Illustration guide). However, the online report will require more figures. Typically, these might include some or all of the following:

[bookmark: _Toc34030343][bookmark: _Toc34216296][bookmark: _Toc112154294]	For the ‘front end’
· site location plan. Consider including topographical details and relevant previous archaeological works;
· location of groundworks. Excavation areas, evaluation trenches, geophysics results, excavated features (usually in black);
· general site photos to illustrate topography, site conditions etc

[bookmark: _Toc34030344][bookmark: _Toc34216297][bookmark: _Toc112154295]	For the Results
· phase plans. As many as needed to clearly illustrate your report. You can include detail plans of areas/features as required. Generally, it is useful to keep plans separate for each period, although you should show earlier features if these were retained into later periods, or influenced later activity;
· section drawings. A well-chosen set of section drawings should illustrate your results section
· a well-chosen set of photos to illustrate key features/deposits or feature groups

[bookmark: _Toc34030345][bookmark: _Toc34216298][bookmark: _Toc112154296]	For the Discussion
· distribution plans of artefacts/ecofacts
· comparative plans, for example of enclosures or roundhouses
· interpretative plans, such as of building layout and use, or land-use
· images of comparanda, aerial photographs, historic maps etc

	Artefact and ecofact illustrations
· objects to be illustrated are usually recommended within the PXA report, if one was produced. Otherwise, these are arranged by the FL and AO. Other specialists may require illustrations to accompany their text, eg graphs, but these are again organised by the FL or AOs
· where several graves have been found, a grave catalogue is usually compiled, and this should include illustrations: liaise with the PXM over what is required

[bookmark: _Toc33622691][bookmark: _Toc112154297]Adding detail from the specialists’ reports (Task 9)
7.11	Detail from the specialists’ reports needs to be added to the results. This should not be done using ‘cut and paste’, rather you should distil the key information (such as evidence for dating, land use, industry, ritual etc, and objects of intrinsic importance/interest) and add it to the relevant parts of your text. 

7.12	It is worth noting that you will be able to give an overview of how the information from the various specialists links together, and how this relates to the stratigraphic record, and this should form part of your results. 

	EXAMPLE
You have an iron working deposit on site; the metallurgical residues, metal objects, charcoal and radiocarbon dating results have all been reported on separately. It is your job to work out how these results fit together, and how they relate to the stratigraphy: what sort of metalworking was taking place, for how long, using what fuel? Did this take place in the open air, or within a structure? Discussion with the specialists will often be required during this process.



[bookmark: _Toc33622692][bookmark: _Toc112154298]Drafting the Discussion (Task 10)
7.13	The Discussion section of the report is where you will place the results within a broader context, interpreting them, relating the findings to local, regional and national (sometimes international) patterns, and making any recommendations for future research. 

7.14	The scope of the discussion should be indicated by the PXM and will vary between projects; the UPD section of the PXA may also provide guidance. As a general observation, you should try and go beyond the dry data (ditches, pits, fills etc) and try to show how these paint a picture of human activity. suggestions that go beyond the evidence are fine, so long as they are supported by reasoned argument or comparanda, or are suggested as future avenues for research. Again, wide reading will provide good, and bad, examples, of how others have discussed archaeological sites. A useful exercise is to read a discussion, and ask what it hasn’t said about the site: has it left questions unanswered? Did you get the sense that this was a site used by people, or was it simply discussed in terms of holes in the ground?

	Introduction
7.15	You should initially summarise the project and its successes or failures. Were all the fieldwork and PXA aims and objectives met? Did the work throw up unexpected avenues for research? Were there any unusual outreach outcomes?

	Period by period discussion
7.16	You should then discuss the result by period; sometimes, it may be appropriate to break this down by area, but generally, at this stage you should try and bring more of an overview to the findings. Each site and its discussion will be different as each will have elements of different significance, but typical questions to consider for each period include:
· the dating evidence
· duration of activity and any sub-phasing
· site morphology, and how this relates to the natural or built landscape, or to earlier features: here you might extrapolate from what was actually found to suggest a broader pattern of land use across the site, for example zones of settlement, arable, grazing etc
· population size and social relations
· site economy
· funerary and ritual practices
· does the period end abruptly, or is there a transition to the next period? Why?
· comparable sites locally, regionally, nationally as appropriate

	Overall conclusions
7.17	You should briefly summarise questions such as:
· can any research aims be suggested from the results?
· is there potential for the archive to contribute to future research?

[bookmark: _Toc33622693][bookmark: _Toc112154299]Proof-reading the report (Task 11)
7.18	Guidelines for proof reading are provided within Section 5, above. Again, it is your responsibility to ensure that all parts of the report you submit to the PXM (including parts you haven’t written) are fully proof-read and accurately cross-referenced against plans etc.

[bookmark: _Toc112154300]8.	journal and monograph publications
8.1	Journal reports and monographs (the latter are essentially books) differ from online reports in that they are intended for a wider audience, many of whom may be non-archaeologists reading for pleasure. However, journal articles and monographs are also read by heritage professionals and so the skill in writing these is to present information in an accurate way that avoids becoming bogged down in detail. 

8.2	In both cases, the structure of the report is likely to be similar to that of the online reports, but the extent and scope of the reports will vary widely between projects: many journal articles are shorter summaries of online reports, whilst monographs tend to be for larger sites, or groups of sites, and to include a higher level of detail and more specialist appendices. These considerations should form part of a briefing by the PXM.

8.3	Key to developing the skill of writing for journals and monographs is wide reading of comparable material: reading both good and bad examples will prove invaluable.

8.4	Note that monographs are usually written to CA house style, but each journal will have its own house style which must be followed. Guidelines for journal house styles may be available via the internet, or from the journal editors, but it is helpful to use these alongside recent issues of the journal, if available.

[bookmark: _Toc112154301]9.	resources
Coflein: https://www.coflein.gov.uk/.

CA report templates:  G:\Templates\CA report templates\Current Report templates

CA Reports Online page: https://reports.cotswoldarchaeology.co.uk/

Data  entry guide: G:\Database\Master database\Guide to context data entry.docx

Heritage Gateway: https://www.heritagegateway.org.uk/gateway/
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Internet Archaeology (the digital journal for archaeology):  https://intarch.ac.uk/
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