Cotswold Archaeology Internal Guidance Document: Recording of Pottery from CA Projects 

The following guidance has been issued to advise persons working within the Publications (finds) department and involved with the recording and reporting of archaeological ceramics of all periods. 
Cotswold Archaeology undertakes specialist reporting at different levels reflecting the nature of project work undertaken by the company. Accordingly the following guidance is set out relative to Report type/style:

· Relating to small project work (trench evaluations and watching brief)

· Post-excavation assessment

· Publication

The guidance relating to post-excavation assessments and full analysis ahead of publication (including ‘typescript’ reporting) has been revised following the issuing, jointly by the Prehistoric Ceramics Research Group, The Study Group for Roman pottery and the Medieval Pottery Research Group of,  ‘A Standard for Pottery Studies in Archaeology’ (Barclay et al. 2016)    
Section 1: Reports produced for evaluations and watching briefs 
General aims
The primary purpose of the finds section will be to provide a concise statement to set out the dating evidence for archaeological features identified and further inform interpretation of the site. Emphasis is to be placed on the range of material recovered, and the relating of material to the archaeological deposits detailed in other sections of the report.   CA takes the view that the finds reporting at this level should be accessible to all interested parties, appreciating that that reports are intended to be read both by the client (anyone from a private householder of large company) and by the relevant archaeological curator. For this reason a balance needs to be struck between informing those who may have little familiarity/interest with archaeology and those who do.
Staffing/authorship

Recording/reporting of artefacts should be undertaken by appropriately qualified or experienced individuals or under the close supervision of appropriately qualified persons. Where material is regarded as requiring specialist study outside of the experience of CA staff, external specialists will be sub-contracted to undertake such work. In such circumstances, specialists will usually be selected from an approved list (G:\Finds Admin\Specialists\Specialists rates and addresses 2014.mdb), although new, and appropriately qualified, specialists might also be employed where needed. The circumstances requiring of external specialist involvement may be determined by programming commitments, however most will concern period-specific or regional familiarity – where CA staff members are insufficiently experienced in the ceramics from a particular period in a particular region.   

Finds reporting divides into two sections: a concordance table which typically forms ‘Appendix B’ in the final report; and a written section which is integrated into the Report text into a section usually called ‘The Finds Evidence’.
The finds contribution (text and concordance) should normally be produced as a separate document with the various elements pasted into the main report document after the ‘QA’.

The Concordance table
The finds concordance table forms (usually presented within ‘Appendix B’). This takes the form of a six-column table (below), summarising all artefactual material from a particular archaeological deposit. Where an assemblage is large, further tables quantifying pottery by fabric type may also be included. In the finds concordance, pottery is grouped by broad period (prehistoric Roman etc); by type (fabric) and quantity (sherd count and weight per type). The final column of the concordance table is used for the context spot date. The spot-date will be at context-level and will be based on consideration of the date range of represented  the 
Commonly for smaller groups of finds this table forms the primary quantification record and  is typically created in Ms Excel and pasted into the Word document. For larger groups of material this table can be pasted from an Access database. 
These may be broad (IA; RB; med) or, where possible, more specific and given in terms of centuries and early/late/mid divisions. Where a coin is identifiable - the date for this may be included in the description column. Nb. Unstratified material should be listed normally but no spot-date should be issues (use  ‘-‘  in the spot-dating column).
Minimum recording level

Pottery will be scanned by context, sorted by fabric and quantified by sherd count (NOSH: number of sherds) and weight in grams. Note will be made of other attributes most pertinent to dating (vessel form/decoration) and any evidence for use. Fabric codes will be utilised for recording. These take various forms dependent on the date of the material, but will in all instances be defined in the report. Fabric definitions may take the form of a summary description (usually for prehistoric material this will be based on primary/secondary inclusions) or a reference to established and previously recognised ware types. CA will make every effort to utilise codings matching established and locally relevant pottery type series or provide a concordance matching the codes used to type series. 
The pottery will be recorded direct to an MS Excel spreadsheet, which will also form the basis of the finds concordance table which will normally be presented in the Report as issued (below). 
The text section
The content and length of this section will of course depend on what has been found (see examples 1–5). Each should include a brief summary of the categories of material recovered followed by one or more paragraphs summarising the finds. 
Format

There exists a basic template for the standard finds report:

G:\Templates\CA Report templates\Current Report templates\ Template finds and biological report section and Appendices Rev.02
Should documents need to be set up from scratch text should be formatted as follows. Ms. Word; font size 11 pt. in Arial font. At 1.5 line spacing with 2.54cm (1’’) margin all around. 
 Before starting a report check what contextual information is available. Wherever possible you will need to relate the finds to their context – using simple context descriptions ‘ditch fill’, pit fill etc rather than ‘context or deposit. Also be aware of any spatial patterning – particularly for large trench evaluations where material of similar date may occur in    talking to the project leader about the site and its deposits or if available, reading the report draft. 

It is important to consider on the condition of material (usually pottery) – as possible indications for the reliability of context-level dating (residuality), or of proximity to areas of domestic activity. Usually for pottery this will take the form of comment on surface preservation (qualify whether this appears to be as the result of mechanical abrasion or loss through burial environmental). For larger groups it may be appropriate to comment on mean sherd weight.
As a general rule the text section needs to be in a summary style – the principle aim to characterise the assemblage and the evidence for dating and other functional/status-related interpretation. For very small groups it is sufficient to provide one or two paragraphs (see examples 1–2). For pottery include reference to the fabric, form and dating. State from which deposits material comes from and any variability in dating. 

Start with an introductory paragraph either listing material types ‘recovered’. Note that the finds concordance table will form Appendix B and can be referred to as such  It is generally unnecessary to include a method statement explaining recording methodology. However where pottery type codes are used – eg the National Roman Fabric Reference Collection or County type Series codes such as Leicestershire or Worcestershire, it is important to include a reference: ‘Codings for Roman and medieval fabrics given in the text and appendix B in parenthesis correspond to the Worcestershire pottery type series codes as defined by Bryant and Evans (2004)’.
For larger groups and where there are several artefact categories of varying date it is best to divide up the report by artefact class (ie pottery, cbm, metals etc) and then chronologically. Use a new paragraph for each class of finds and organise the paragraphs in broad chronological order. In this way, if there is a large worked flint component, this should be  described first. For most larger groups you should include quantifications for each category (e.g. ‘A total of 245 sherds of Roman pottery were recovered from 12 deposits’). 

Remember that it is not necessary to mention in the report text, all finds from all contexts. Describe the range and variability, rather than rather than describe the material from each context. Highlight concentrations/larger groups and where these were recovered. 
Where there are small quantities of miscellaneous categories and of low significance (odd bits of fired clay, slag, coal or clay pipe), these can be summarised together in a single paragraph.

Style issues
For issues of style consult the ‘CA Style Guide’, a copy of which is supplied.

References

Refer to the CA style guide for conventions such as bibliographic references. This is a version of the Harvard style and there are differences when referencing journal articles  as opposed to books (see examples, below). Also remember to include the page numbers when referencing - for example (Seagar Smith 1999, 287):
For book/monograph and section by author within that book/monograph:

Fitzpatrick, A.P., Butterworth, C.A. and Grove, J. 1999 Prehistoric and Roman Sites in East Devon: The A30 Honiton to Exeter Improvement DBFO Scheme, 1996–9: Vol. 2 Romano-British Sites Salisbury Wessex Archaeology Report No. 16

Seagar Smith, R. 1999 ‘Romano-British Pottery’, in Fitzpatrick et al. 1999, 286–326

For Journal article (The Style Guide contains a full listing of abbreviations for journal titles):

McCarthy, M. R.  1974 ‘The medieval kilns on Nash Hill, Lacock, Wiltshire’, Wiltshire Archaeol. Natur. Hist. Soc. 69, 97–160

Some other style issues (see the CA Style Guide for full details)
Avoid using subscript for century dates (although word will default to this) – so use ‘14th century’, rather than ‘14th century’.

When using century dates in combination with a noun (an adjective and noun used attributively), a hyphen should be used  e.g. ‘14th-century pottery’.
For measurement spans use the longer en rule ‘–‘ (press the control and number pad minus together)  in preference for the short hyphen ‘-‘. 1997–9’ or ‘25mm’. 

Don’t use the en rule or hyphen in text to denote date spans. e.g. use 3rd to 4th-century pottery, rather than 3rd–4th-century pottery.

Don’t say ‘Deposit 1000 contained pottery dating between the late 1st and early 3rd centuries AD’. Use ‘Deposit 1000 contained pottery dating to the late 1st to early 3rd centuries AD’

When referring to context numbers - don’t say ‘context’ 1000. If known, use the context description ie. ‘ditch fill’ 1000. If not use ‘deposit’ 1000.
Avoid repetition of phraseology – so use ‘recorded’ or ‘identified’
Periods
Palaeolithic, Mesolithic, Neolithic, Bronze Age, Iron Age, Roman all should be capitalised. Descriptive terms should not: prehistoric (not Prehistoric); medieval (not Medieval and not mediaeval); Post-medieval (not Post-medieval); 
Some CA  ‘preferred spellings’

artefact (not artefact)
bodysherd (not body-sherd or body sherd)

dateable (not datable)

greyware (not grey ware)

handmade (not hand made)

loomweight (not loom weight)

medieval not mediaeval

posthole (not post-hole)

rimsherd (not rim-sherd or rim sherd)

wheelmade (not wheel-made)

wheel-thrown (not wheelthrown)

not wheel turned
