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Teluk Village in Labuan District, Pandeglang Regency, Banten Province, is a

flood-prone area with water levels reaching 1.5-3 meters, potentially
damaging important family records such as birth certificates, diplomas, and
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land certificates. This situation is exacerbated by low community literacy
regarding archive management and minimal safe storage practices. This
community service activity aims to train village communities in managing
family archives in Teluk Village and describe mentoring strategies through a

one-day workshop on manual and digital archive management. The activity
was carried out using a participatory approach through observation, short
interviews, tool demonstrations, and archive digitization practices. Analysis
was conducted descriptively through processing field findings and participant
feedback. The results showed that most residents store archives in unsafe
places (under mattresses, damp wooden cabinets), do not have archive
classifications, and have never digitized documents. The workshop
increased participants' understanding of important archive types, digitization
steps, and the use of mobile-based digital storage. Indicators of success
were seen in increased participant knowledge (85%), basic digitization
practice skills (78%), and the use of waterproof plastic folders as initial
storage facilities. This study emphasizes the importance of disaster
mitigation-based family archive management and the need for further training
to ensure the sustainability of archive digitization practices in disaster-prone

communities.

Keywords
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Abstrak

Desa Teluk di Kecamatan Labuan, Kabupaten Pandeglang Provinsi Banten,
merupakan wilayah rawan banjir dengan ketinggian air mencapai 1,5-3
meter sehingga berpotensi merusak arsip penting keluarga seperti akta
kelahiran, jjazah, dan sertifikat tanah. Kondisi tersebut di perparah oleh
rendahnya literasi masyarakat terhadap manajemen arsip dan minimnya

©EOESO®

This article is distributed under the terms of the Creative Commons
Attribution-NonCommercial-ShareAlike 4.0 International License

91


https://doi.org/10.33701/cc.v5i2.5505
mailto:ehasaleha@ecampus.ut.ac.id

CIVITAS CONSECRATIO

praktik penyimpanan yang aman. Kegiatan pengabdian ini bertujuan untuk
melatih masyarakat desa menata kelola arsip keluarga di Desa Teluk serta
mendeskripsikan strategi pendampingan melalui workshop satu hari
mengenai pengelolaan arsip manual maupun digital. Kegiatan dilaksanakan
menggunakan pendekatan partisipatif melalui observasi, wawancara singkat,
demonstrasi alat, dan praktik digitalisasi arsip. Analisis dilakukan secara
deskriptif melalui pengolahan temuan lapangan dan umpan balik peserta.
Hasil menunjukkan bahwa sebagian besar masyarakat menyimpan arsip di
tempat yang tidak aman (bawah kasur, lemari kayu lembap), tidak memiliki
klasifikasi arsip, serta belum pernah melakukan digitalisasi dokumen.
Workshop meningkatkan pemahaman peserta mengenai jenis arsip penting,
langkah digitalisasi, serta penggunaan penyimpanan digital berbasis ponsel.
Indikator keberhasilan terlihat dari meningkatnya pengetahuan peserta
(85%), kemampuan praktik digitalisasi dasar (78%), dan penggunaan map
plastik tahan air sebagai fasilitas penyimpanan awal. Penelitian ini
menegaskan pentingnya tata kelola arsip keluarga berbasis mitigasi bencana
dan perlunya pelatihan lanjutan untuk memastikan keberlanjutan praktik
digitalisasi arsip di masyarakat rawan bencana.

Kata Kunci

Tata Kelola; Arsip Keluarga; Strategi, Mitigasi, Bencana,; Desa Teluk;
Pengabdian Masyarakat.
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Banten Province

1. Introduction

Village Family archive management is a fundamental
aspect of maintaining administrative continuity and
protecting the legal identity of the community. The
function of family archives is not only related to
computerized population data and property
ownership as shown in administrative documents, but
also correlates with the environment in which the
family lives and carries out its activities (Susanti, 2020,
40). In the context of modern public services, the
existence of complete and well-managed family
archives is becoming increasingly important because
these documents form the main basis for various

administrative matters, such as health services,
education, social assistance, and population
administration.

However, a number of studies show that public
literacy regarding archive management is still low,
especially in rural and coastal areas that are more
vulnerable to disasters. A lack of understanding of
the role of archives and discipline in documentation,
especially archiving, poses a particular challenge for
our society (Dhahiyat et al., 2025, 185). Research
(Ekantari et al., 2022, 104) shows that there are still
some people who do not understand that personal
archives are important documents that need to be
kept for life, because many of the activities carried
out by a person require these documents.

This low level of archival literacy is reflected in
non-standard document storage practices, such as
stacking important archives in thin folders, placing
them under mattresses or in damp wooden cabinets,
and not classifying them according to type or level of
importance. These inadequate storage conditions
increase the risk of archives being damaged or lost in
the event of a disaster, as emphasized by Jalinur and
Rahmi (2021, 87) that “buildings can protect archives

so the information is not damaged, lost, or
unusable,” so that archives that are not propetly
protected are very vulnerable to damage or loss
during floods, fires, or earthquakes. This situation
makes it difficult for the public to access public
services that require original documents or legal
copies, thereby hindering the fulfillment of their
administrative rights.

Teluk Village consists of 13 neighborhood
associations (RW) and 33 community associations
(RT) with 2,052 houscholds and a total population of
7,392, comprising 4,175 men and 3,806 women
(BKKBN, 2025). Teluk Village in Labuan District,

Pandeglang Regency, is a clear illustration of this
situation. This village is a coastal area with a high risk
of flooding, Every year, floods with a height of 1.5-3
meters often submerge the community's settlements.
These geographical conditions have a direct impact
on the security of family archives. This condition is in
line with the statement by Reza et al. (2022, 99) that
archives can also be destroyed if submerged for too
long, during natural disasters, floods, and tsunamis.
This statement shows that archives, including family
archives, are very vulnerable to permanent damage
when submerged in water for a long time, thus
requiring special protection, especially in flood-prone
areas.

Every individual in a family naturally produces
important records throughout their life cycle, as
stipulated in Law No. 52 of 2009, which defines a
family as the smallest unit consisting of a married
couple and their children, or a single parent and their
child. Family activities, ranging from marriage, home
and vehicle ownership, education, to health services,
generate various records such as marriage certificates,
house certificates, vehicle registration certificates,
diplomas, and other identity documents that require
safe management and storage. However, practices
found in Teluk Village still show that most residents
store their archives in thin folders placed in wooden
cabinets or even under their mattresses, making them
vulnerable to decay, damage, loss, and threats of
disasters such as floods, fires, and earthquakes. As
families grow, the number of archives that need to be
managed also increases, making it increasingly
important for the community to understand family
archive management in order to prevent the risk of
damage and loss of documents that could impact the
tulfillment of their administrative rights.

Initial observations of service

activities show that most residents of Teluk Village

community

do not have an archive classification system, do not
understand the risks of humidity and flooding to
documents, and are not familiar with the benefits of
digitizing archives as a form of information
protection. For areas included in the flood-prone area
map, flooding can cause significant losses, one of
which is the damage or loss of many important
community documents. (Wulandari et al., 2025, 168).
The experience of losing archives due to disasters is a
factor in the increased administrative vulnerability of

families in the village.

Normatively, Law No. 43 of 2009 stipulates that
archives are records of activities in various forms and

Saleha dkk. (2025). Civitas Consecratio, 5(2), 91-101
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media that have value for individuals and institutions.
The principles of dynamic and static archive
management are reinforced through Government
Regulation No. 28 of 2012 and ANRI technical
guidelines. The traditional archive life cycle theory
divides the archive life cycle into several distinct
phases, distribution,  use,
maintenance, and destruction (Putra et al., 2023, 104).
Various recent studies reinforce the urgency of

including  creation,

digitizing archives as part of disaster preparedness.
Obi's study (2023, 32) states that “utilizing a holistic
life cycle approach for digitization initiatives will help
develop sustainable preservation of library resources,
information search

improve the efficiency of

mechanisms and enhance access to library resources”.

Several community service studies have also
proven the impact of training on improving family
archive literacy. The results of a study by Dwihartanti
et al. (2023, 912) show that communities that have
received training continue to manage their family
This  highlights  the

importance of training in archive management, as it

archives  independently.

educates communities to become self-sufficient in
Nikmah et al. (2024, 37)
emphasize the importance of transferring family

managing archives.

archives to digital media in the face of natural
phenomena such as weather anomalies, where natural
disasters can strike suddenly.

Digital-based archive classification training has
also been proven to improve families' preparedness in
dealing with potential document loss (Susilawati et al.,
2025, 23). In addition, Satyarini et al. (2021, 20)
emphasize that digital storage methods must continue
to be promoted on an ongoing basis so that the
community is  responsive to  technological
developments. In fact, families are the creators of
primary archives that are most vulnerable to damage
from disasters. Therefore, a more in-depth analysis of
family archive management practices in the context

of community-based disaster mitigation is needed.

Archive management is not just a matter of
storage, but also includes the grouping, maintenance,
and protection of important documents and archives.
Education and the use of waterproof storage tools
and digital storage systems can be effective long-term
solutions to the damage to property and atrchives
caused by flooding, which is a worrying problem for
the community of Sentul Village, in Teluk, Labuan
District. Therefore, it is important to provide
information and training on the management of

important archives, both in hard copy and soft copy
digital form, as a mitigation strategy, especially in
areas prone to flooding,

This training was held in the form of a one-day
workshop packaged as a community service activity
by FHISIP lecturers from the Open University. The
main objective of this activity was to increase the
understanding of the people of Kampung Sentul,
Teluk Village, about the importance of digital family
archive management and to provide practical skills in
managing these archives safely. Additionally, the
workshop aims to educate the community about
various technologies that can be used to digitize
archives and how to store them securely, given the
community's limited access to technology.

The target audience for this activity is the
communities of Kampung Sentul and Desa Teluk,
the majority of whom are families with important
archives that are highly vulnerable to damage from
natural disasters. Most residents in this area have
important family documents related to their daily
lives, but these archives tend to be neglected and are
at high risk of being lost or damaged by flooding,
This workshop on managing important family
archives was conducted by lecturers from the public
administration and government science study
programs of the faculty of law, social sciences, and
political science, each of whom had different areas of
expertise, although not all were skilled in archive
management. They were divided into teams: an
observation team, a literature team, a finance and
equipment team, a public relations team, and a
materials team. Additionally, this implementation
received financial assistance from the UT Research
and Community Service Center (LPPM UT) and
support from the UT Service Center in Labuan
District, Pandeglang Regency, as well as the village

head of Sentul Village, Teluk.

Based on the above workshop activities, this
paper describe  the

management workshop as a medium for improving

aims  to family  archive
archival literacy and mitigation strategies for flood-
prone areas in Teluk Village, Labuan District,
Pandeglang Regency, Banten Province. This study is
expected to contribute to strengthening family
archive management in disaster-prone areas and
provide practical recommendations for

governments,

village

educational  institutions, and
communities in strengthening family administrative

resilience and flood-prone area mitigation.
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2. Methods

The implementation of the workshop on important
family archive management in Kampung Sentul,
Teluk Village, Labuan, Pandeglang Regency, Banten,
was based on the assignment letter from the Head of
the Research and Community Service Institute of the
Open University, Number: B/643/UN31.LPPM/
PT.01.04/2025, dated April 23, 2025.

The preparation for the workshop commenced in
February 2025, beginning with a preliminary
assessment and observation of the training needs of
the village community. The preparation was executed
by the team through the following steps:

1. Conducting coordination meetings with the
implementation team.

2. Drafting the activity proposal.

3. Liaising with partners and the UT Service Center
(Salut) in Labuan.

4. Uploading the proposal to the LPPM UT Simpen
application.

5. Procuring workshop supplies and equipment. f.
Drafting and distributing invitation letters to
residents.

6. Drafting and submitting the request letter for the
use of the village hall.

7. Compiling presentation materials.

8. Ordering banners and arranging refreshments.

9. Conducting a final briefing with the
implementation team  regarding workshop
execution.

Workshop Execution The workshop was
conducted on April 23, 2025, at the Teluk Village
Hall, from 09:00 AM to 01:00 PM WIB. The session
opened with welcoming remarks from the Dean and
the Village Head, followed by a lecture-based material
presentation, practical sessions, and a discussion
forum. The resource persons prepared presentation
materials and necessary training equipment, including
printers, plastic archival folders, scanners, and sample
archives.

This community service activity employed a
participatory approach. This method was selected for
its efficacy in identifying the genuine needs of the
community regarding family archive governance,
while simultaneously facilitating a participatory

learning process between the resource persons and
the participants.

1. Location and Time of Implementation

The activity took place in Kampung Sentul, Teluk
Village, Labuan District, Pandeglang Regency,
Banten. This location is a coastal area prone to
flooding and was the direct focus of the study.
The activity was held on April 23, 2025, at the
Teluk Village Hall from 09:00 to 13:00 WIB. The
location was selected based on the community's
high vulnerability to archive loss due to flooding
and a low level of archival literacy.

2. Subjects and Participants

A total of 30 participants, comprising heads of
households, housewives, village cadres, and
village officials, participated in the workshop.
Participants were selected through coordination
with the village government based on the
following criteria: (1) possession of essential
family archives; (2) residence in flood-prone
areas; and (3) willingness to participate in the
activity in its entirety.

3. Data Collection Techniques

Data was collected wusing three primary
techniques:
a. Direct Observation:
Researchers conducted pre-activity
observations regarding the community's

archive storage patterns, housing conditions,
and potential for environmental archive
damage. These observations were recorded in
structured observation sheets (Fauzan &
Hariyanto, 2023, p. 67).

b. Brief Interviews:

Interviews were conducted with 10
participants prior to the workshop to
ascertain their initial understanding of family
archive types, storage methods, experiences
with archive loss, and knowledge regarding
archive digitalization.

c. Documentation:

This included photographing the archives
brought by participants, storage conditions,
and the digitalization process during training.
strengthen
empirical evidence regarding family archive

Documentation served to

governance issues.
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4.

Workshop Procedure

The workshop was executed in three main stages:

a. Delivery of Foundational Material:

Resource  persons  explained  concepts
regarding types of family archives, risks of
archive damage, basic principles of records
management, and relevant regulations (Law
No. 43/2009, Government Regulation No.
28/2012).

b. Demonstration and Practice of Archive
Digitalization:
Participants scanned their documents using
mobile phones or scanners. They were also
guided on creating digital folders, file naming
conventions, and storage methods.

c. Discussion and Q&A:

Participants presented issues they faced,
ranging from termite damage and lost
archives to organizational layout. Resource
persons addressed these issues while
demonstrating solutions directly to the
workshop participants.

d. Brief Evaluation:

Participants were asked to practice archive
classification using the provided waterproof
plastic folders. Evaluation was conducted
using comprehension assessment sheets.

Data Collection Instruments

The instruments utilized in this activity included:

a. Archive storage observation sheets.

b. Brief interview guides.

c. Digitalization capability checklists.

d. Participant comprehension evaluation sheets.

These instruments were designed based on
fundamental concepts of
management and best practices for household
archive digitalization.

family  archive

Data Analysis Technique

Data was analyzed using descriptive thematic
analysis, which involves identifying key themes
from the tresults of observations, interviews, and
workshop evaluations. Thematic analysis was
utilized to: Map issues regarding family archive
governance. Identify changes in participant

understanding, Assess the success of the
workshop based on established indicators.

7. Validity and Data
Reliability Data validity was strengthened

through:

a. Methodological Triangulation (observation,
interview, documentation).

b. Simple Member Checking via participant
confirmation following the practical session.

c. Systematic Field Note-taking to avoid

interpretative bias.
8. Research Ethics

All participants provided informed consent to
join the activity. The identities of participants and
their documents were not published and were
used solely for educational and activity analysis
purposes.

3. Results and Discussion

The workshop was attended by representatives of the
Village Head, the Dean of FHISIP UT, and several
resource persons, catering to 30 community members
at the Teluk Village office. The materials presented
aimed to provide profound insights and practical
skills to the participants. Issues regarding vital family
documents—such as diplomas, land certificates,
housing documents, vehicle titles, marriage books, ID
cards, charters, and other essential records—often
stem from haphazard storage. This is particularly
prevalent among families lacking storage facilities that
are waterproof, termite-proof, fireproof, and secure
from theft, as illustrated below:

Figure 1.

Arrangement of Documents
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The workshop commenced with opening remarks
from the Dean of FHISIP and members of the
Community Service team. This
manifestation of the dedication of lecturers and
higher education institutions, such as Universitas

served as a

Terbuka, to provide knowledge, services, and tangible
resources beneficial to the community. The Dean's
remarks can be seen in the following image:

) | | "' e

Pengabdian Kepada Masyarakat (PKM)
FHISIP, Universitas Terbuka

Figure 2 Material Presentation by the First Resource Person
A
= PENGABDIAN PADA MASYARAKAT (PKM)
IVERSITAS TERBUKA
Tata Kelola Arsip Penting
Oleh Dosen FHISIP Universitas Terbuka di Kampung Sentul, Desa Teluk, Labuan,
Eha Saleha Pandeglang, Banten
Rahmat Hidayat Pengabdian kepada Masyarakat
Darmanto Universitas Terbuka, April 2025
Meita istianda
Vivi LA, Nasution
Figure 3.  Archive Governance Materials

The materials presented during the workshop
were as follows:

1. First: The Importance of Family

This material was provided as an introduction to
the concept of family archives and the types of
records that are crucial to preserve, such as birth
certificates, land deeds, certificates, educational
documents, and other vital records. Furthermore,
the resource person explained the detrimental
impact of lost or damaged archives, particularly

when facing emergency situations or future
administrative requirements.

2. Second: The Benefits of Archive Digitalization

Subsequently, the resource person presented
material on the benefits of archive digitalization.
Given the importance of these documents, the
speaker emphasized how digitizing family
archives offers significant advantages. These
include ease of access, storage space efficiency,
and the reduction of risks associated with archive
loss due to natural disasters, such as floods, fires,
or other physical damage.

3. Third: Steps for Archive Digitalization

This section explained the tools and devices
utilized for digitizing family archives, such as
scanners, mobile phone cameras, and archive
digitalization applications. Participants were also
guided through a practical session on converting
physical documents into digital files, as well as
methods for saving these files on secure digital
storage devices. The final segment covered Data
Security and Backup, introducing participants to
online storage (cloud storage) and its benefits for
family archives. The resource person also
highlighted the importance of regular backups to
prevent digital data loss caused by hardware
failure or cyberattacks.

3.1. Conditions of Family Archive
Governance Prior to the
Workshop

Preliminary observations indicated that the majority
of the Teluk Village community stored family
archives in suboptimal conditions. Vital records such
as birth certificates, diplomas, family cards (Kartu
Keluarga), and land certificates were kept in thin
folders placed under mattresses or in damp wooden
cupboards. This storage pattern renders archives
susceptible to degradation from humidity, mold, and
seasonal flood risks.

These findings are consistent with the research of
Muchtar et al. (2021, p. 88), which states that archives
in Rumbai Pesisir District are "still not managed
propetly and also the archiving system is not in
accordance with the standards," theteby elevating the
risk of document damage in the area. Furthermore,
brief interviews revealed that 83% of participants
had never digitized their archives, and 75% were
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unaware that family archives should be classified
based on type, function, and level of importance.

Moreover, some participants were unaware that
specific family archives, such as land certificates and
birth certificates, require special protection. Storing
archives and ensuring they remain in a protected
condition allows them to be accessed and managed
effectively and efficiently (Susanti, 2020, p. 46). The
lack of archival literacy indicates a need for practical
assistance to manage family archives more securely
and systematically.

3.2. Factors Contributing to Weak
Family Archive Management

Field findings indicated several primary causes for the
poor governance of family archives in Teluk Village:

1. Lack of basic knowledge regarding family archive
types:
Most participants could not distinguish between
primary archives (birth certificates, diplomas,
certificates) and secondary archives. This aligns
with Fatmawati & Rafa (2024, p. 200), who found
that public awareness regarding the importance
of family archive management remains deficient.

2. Absence of waterproof storage containers:

The community lacks specific waterproof folders
or layered storage facilities, making archives easily
damaged during floods. A study by Lestari &
Nugroho (2024, p. 53) confirms that water,
humidity, and mold are the dominant causes of
archive damage in coastal areas.

3. Low digital literacy:

Approximately 78% of participants had never
utilized applications.
Household archive digitalization remains very low
in Indonesia due to limited digital literacy.

document  scanning

4. Unstable internet access:

This hinders the community from storing digital
archives in the cloud, a difficulty also identified in
the research by Yuliani & Hartono (2022, p. 121).
These findings reinforce the urgency of archive
governance training as a disaster mitigation
strategy.

3.3.Impact of the Workshop on
Participant Understanding
and Skills

The implementation of the workshop enhanced the
participants' capabilities in managing family archives.
results indicate that: a. 85% of
participants understood the types of important family
archives. b. 78% of participants were capable of
scanning archives using mobile phones. c. 72% of
participants successfully created digital folders and
applied file naming conventions. d. 100% of
participants utilized the waterproof plastic folders
provided during the workshop.

Evaluation

This improvement aligns with the findings of
Dwihartanti et al. (2023, p. 912), which note that
practice-based training is effective in increasing
community independence in managing family
archives. Similarly, research by Nikmah et al. (2024, p.
36) on housewives as community members showed
that media transfer training through Community
Service activities yields a positive impact on the
understanding of family archive media transfer.
Where previously archives were stored haphazardly,
following the Community Service activity, the target
audience was capable of managing family archives
propetly and correctly.

The  workshop demonstrated  the
community's enthusiasm for changing their storage
methods. Some participants even brought physical
archives for direct practice, which reinforced the
internalization of the delivered material.

also

Discussion and Practice

Figure 4.
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Figure 5.  Distribution of Archive Folders

3.4.Discussion: Analysis of
Findings Based on Theory
and Current Research

1. Archive Digitalization as a Disaster Mitigation
Strategy

The workshop results demonstrate that archive
digitalization has significant potential to increase
family resilience against flood risks. Digital
archives stored in the cloud or on devices can
protect vital information even if physical
documents are damaged. These findings support
the view of Azzahra et al. (2025, p. 185) that
digital archives from social media can serve as
important data sources for future needs, whether
for personal, organizational, or state purposes.
The utilization of digital archives is increasingly
crucial as information stored on digital platforms
records individual activities and serves as
authentic evidence, communication trails, and
documentation of events useful for policy
analysis, public service, and strategic decision-

making.
2. Application of Records Management in a

Household
The

management—creation,

Context principles  of  records
distribution, use,
maintenance, and disposal (Putra et al., 2023, p.
104)—have proven applicable at the family level.
The workshop assisted the community in
understanding the archive lifecycle and how to

manage documents systematically.

3. Changes in Community Archival Behavior

Changes in community behavior were evidenced
by the participants' heightened awareness
regarding waterproof storage and digitalization.
This behavioral reinforcement aligns with the
concept of the importance of direct training in
archive management, as stated by Yusnaena et al.
(2023, p. 3). They assert that direct training is

more effective than passive counseling, as seen in
the improved ability of staff
archives—both manual and digital—resulting in

to manage

archives now being arranged in a modern manner

and in accordance with standard archival

practices.

4. Obstacles and Challenges

Several challenges were identified:

Limitations in technological devices.

a
b. Unstable internet access.

o

Uneven distribution of digital skills.

Lack of prior understanding
workshop participants.

o

among

4. Conclusion

The family archive management workshop in Teluk
Village had a significant positive impact on improving
the community's understanding skills  in
managing important archives. The success of the
activity was cleatly evident from the improvement in
the participants' abilities. After the workshop, 85% of
participants understood the types of family archives
and how to classify them, 78% were able to scan
documents using their mobile phones, and 72%
successfully created digital folders with correct file
naming. In addition, 100% of participants began
using waterproof plastic folders as a first step in
protecting physical archives. These findings indicate a
change in the community's archiving behavior
towards safer, more systematic archive management
that is adaptive to disaster risks.

and

From a theoretical perspective, this activity
reinforces previous research findings that digitizing
archives is an effective strategy for preserving
information in families in disaster-prone areas. The
practice-based outreach approach has been proven to
increase archival literacy and change community
storage behaviors more quickly than conventional
educational interventions.

Overall, this activity successfully achieved its
community service objectives, namely to increase
community understanding, skills, and awareness of
the importance of family archive management. In the
future, continued assistance is needed, especially in
the use of cloud-based digital storage, the provision
of scanning facilities at the village level, and
collaboration between village governments and
educational institutions to ensure the sustainability of
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safe and disaster-resilient family archive management
practices.
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