[image: image1.png]


[image: image2.png],:, CO% Supported by
> ARTS COUNCIL
%L»@ ENGLAND




Archaeological Archive Deposition Policy for Museums in Yorkshire and the Humber

May 2012
Author:

Michael Turnpenny, 

Objective:

Final version
Date last amended:
14th May 2012
Contents
iPreface


1Glossary


2Section 1: Organisation specific information template


4Section 2: Region-wide policy framework


42.1
Good practice guidance


52.2
Museum objectives


62.3 
Eligibility criteria for deposition


72.4
Communication


82.5 
Allocation of accession numbers and marking


102.6
Preparation of the documentary archive


102.7 
Preparation of the object archive


112.8
Preparation of the digital archive


13Appendix 1: Project Initiation Form Template


15Appendix 2: Assignment of Copyright Form Template


16Appendix 3: Mid-Project Agreement Template


20Appendix 4: Completion Form Template


21Appendix 5: Completion Form Checklist


22Appendix 6: Digital Archive Repository Requirements




Preface
This policy is designed to create a uniform region wide approach to the preparation and deposition of archaeological archives. The document has been developed in partnership with museums throughout the Yorkshire and Humber region, local government archaeological officers, English Heritage, the University of York and a number of field archaeological units. It is the sector’s response to a review undertaken by Renaissance Yorkshire in 2010
 on ways to improve the quality of archaeological archive deposition in museums. The report states:
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This recommendation was confirmed by respondents to a museum-wide questionnaire delivered in January 2010, during which over two thirds identified the introduction of a joint, standardised regional deposition policy as either very important or crucial. 

This policy is presented in four sections:
1. Introduction to the policy with details on the objectives for the introduction of a standardised policy 

2. A template of museum specific requirements that will allow each museum to enter the specific details that are unique to their organisational deposition procedure

3. A policy framework that is proposed to be shared by all museums accepting archaeological archive

4. Appendices as referred to in the body of the draft policy

The process of agreeing a standardised deposition guidance policy for museums in the region was coordinated by Renaissance Yorkshire’s Museum Development Team. The project lead officer was: 
Michael Turnpenny
Museum Development Manager

York Museums Trust
York Art Gallery
Exhibition Square
York YO1 7EW
Tel: 

(01904) 697943
E-mail:
Michael.Turnpenny@ymt.org.uk 
Archaeological Archive Deposition Policy

for

INSERT NAME OF ORGANISATION
INSERT NAME OF GOVERNING BODY
Date on which this policy was approved by governing body:

Date at which this policy is due for review:
Glossary

The Museum
The organisation which is accepting archaeological archives from the depositor

The Depositor
The individual or organisation wishing to deposit the archaeological archive for long-term storage and curatorial care
The Archive
The collection of documentation (hard copy and electronic), objects and intellectual property which derives from an archaeological investigation. This does not include ‘grey literature’ or ‘no finds archives’.

Section 1: Organisation specific information template
	Ref.
	
	

	1.1
	Geographic boundaries of the collecting area
	A description of the geographic boundaries of the area from which excavated archives will be accepted together with a reference where a map is attached as an appendix. This should be an extract of the museum’s Collections Development Policy (or Acquisition and Disposal Policy). Any major infrastructure projects will require consultation with neighbouring museums as outlined in SMA guidance
.


	1.2
	Collecting periods


	A list of all the pre-historic and historic periods from which excavated archives will be accepted. This is also an opportunity to highlight specific priority areas or existing strengths or gaps in your museum’s collection.



	1.3
	Main point of contact at the museum
	Please add an individual’s name and full contact details here including telephone and e-mail address. This person should be authorised to manage the deposition process as well as agree the necessary retention policy.


	
	Alternative point of contact
	In case the main contact is unavailable, who should be contacted to discuss deposition? Please include contact details with telephone and e-mail address



	1.4
	Objects that are not accepted by this museum unless under exceptional circumstances

	A list of materials or types of objects that the museum would not accession due to its individual circumstances. For example, this may include such things as unprocessed soil samples, human remains, human tissue and previously waterlogged material etc. 
Please note that this section should only add to those restrictions that are already included in the shared policy framework 



	1.5
	Museum-specific standard box size
	Please list the dimensions of your standard box and any alternative types of boxes or containers that the museum is willing to accept


	1.6
	Museum-specific standard box charge


	Please give details of the box charges.

	1.7
	Payment terms
	Please confirm when an invoice will be issued and when payment must be made in relation to the deposit



	1.8
	Digital file format for reports

	Please state which type of format(s) you wish to receive any digital copies of the reports associated with the archive.
Museums should refer to appropriate data standards as produced by national and regional organisations such as Archaeological Data Service. 

Museums should only accept digital archives if they are able to meet their long term storage requirements. If this is not possible, they should secure transfer to an alternative digital repository.



	1.9


	Digital file format for tables / spreadsheets / site drawings
	As above, including any guidance on how to prepare files to allow you to feed data into the museum’s existing database system

Museums should refer to appropriate data standards as produced by national and regional organisations such as ADS. 



	1.10
	Digital file format for images


	Please state which type of format(s) the museum wishes to receive any digital copies of images associated with the archive.



	1.11
	Other
	This will be an opportunity to state any additional museum requirements that are not already mentioned in the policy framework below. Or alternatively the museum might wish to highlight any aspects of the template that do not apply to the organisation.




Date when this policy was formally adopted: 
________________________
By: ___________________________________________________________

Date when this policy is due for review: 

________________________

Section 2: Region-wide policy framework

2.1
Good practice guidance
Policy 2.1.1 - Standards
The Museum is committed to acting in accordance with nationally agreed standards in relation to the acquisition, management and disposal of objects in its museum collections. The process of deposition and the subsequent care of the Archive are guided by those standards.

Policy 2.1.2 – Planning guidance
Where the investigation was part of the planning and development process, the collation and storage of the Archive is completed in line with national planning guidance as expressed in the National Planning Policy Framework
. 
Where the investigation was not part of the planning and development process, the collation and storage of the Archive should be completed to MoRPHE standard. The same deposition standard applies to all forms of archaeological archives. 

Policy 2.1.3 – Good practice guidance
All Archives are prepared in accordance with the following good practice guidance:

· D H Brown (2011). Archaeological Archives – a guide to best practice in creation, compilation, transfer and curation. Published by the Institute for Archaeologists on behalf of the Archaeological Archives Forum
· The Data Seal of Approval (2009). The Data Seal of Approval Guidelines
 

· English Heritage (1991). Management of Archaeological Projects (also known as MAP2)
· English Heritage (2005). Guidance for Best Practice for Treatment of Human Remains Excavated From Christian Burial Grounds in England
· English Heritage (2006). Management of Research Projects in the Historic Environment. The MoRPHE Project Managers’ Guide
· English Heritage (2011). Safeguarding Archaeological Information – Procedures for Minimising Risk to Undeposited Archaeological Archives
· Museum and Galleries Commission (1992). Standards in the Museum Care of Archaeological Collections
· Research Libraries Group (2002). Trusted Digital Repositories: Attributes and Responsibilities
· Society of Museum Archaeologists (1995). Towards and Accessible Archaeological Archive
Copies of these guidance documents are available from the museum contact person (see Section 1.3).

2.2
Museum objectives
Policy 2.2.1 – Museum aim
The aim of the Museum is to manage its collections, including those deposited as part of archaeological investigations, in a manner that promotes and facilitates research, public access to, and long-term preservation of, the heritage assets. Therefore, the Museum has to give careful consideration to issues of sustainability in storage and access provision.
Policy 2.2.2 – Assessing significance
In assessing an Archive’s significance, the Museum considers the following types of interests that make up the Archives heritage value:
· Archaeological interest – the way in which the Archive will be able to contribute to future research into past human activity, especially material associated with the evolution of places, people and cultures
· Historic interest – the way in which the Archive contributes to an understanding of past lives and events including those associated with pre-history
· Architectural or artistic interest – the way in which the Archive holds general aesthetic appeal, represents a distinct style or design in terms of artistic development, demonstrates the art or science of the design, construction, craftsmanship or highlights human creative skill
· Natural or scientific interest – the way in which the Archive contributes to the understanding of natural sciences both historical and contemporary

· Technological interest – the way in which the Archive contributes towards the understanding of the development of technologies and their operation. This tends to apply to industrial heritage assemblages
· Social, cultural or community (including spiritual) interest – the way in which the Archive contributes towards our understanding of historic or contemporary societies and cultural practices. Cultural significance might be associational as opposed to direct. 

· Rarity/Uniqueness – the way in which the Archive relates to other objects or known assemblages 

· Condition/Completeness - what the current condition of the Archive object might reveal about its history of use and contribute to an understanding of its significance. An Archive might gain or lose significance because the assemblage is badly deteriorated or incomplete
· Instrumental interest – the way in which the Archive can be used to communicate information to users. This can include aesthetic appeal, and the power of its sensory or visual impact and might reflect symbolism, stylistic associations etc. The significance might depend on the ‘condition in which the Archive is seen or experienced – e.g. in the case of working objects 
· Research potential – the opportunities the Archive present for additional research into arts or scientific disciplines 
The Depositor takes account of these interests in their assessment of significance of the Archive. Specialist reports produced by the depositor should identify items or assemblages of particular significance. Reference to the statement of significance is made when agreeing the project’s retention policy.

Policy 2.2.3 – Research priorities
The description and significance of the Archive should refer to any ongoing research priorities for the area including regional research frameworks. 
Policy 2.2.4 – Display potential

During the preparation of the Archive, the Depositor considers the potential for public display and publication as part of the overall process. Opportunities for museum-based interpretation and thus, for added public benefit, will be noted and discussed with the Museum during the deposition process. 
Policy 2.2.5 – Conservation needs
In order to safeguard the long-term integrity of the Archive, the Depositor ensures that the Archive is prepared in a stable and secure manner. Any conservation work undertaken as part of the Archive’s preparation will be documented and records included. 
The Depositor seeks advice from the Museum about any specific need to conserve (but not restore) objects to a standard that would allow subsequent display.
2.3 
Eligibility criteria for deposition

Policy 2.3.1 – Geographic boundaries
The Museum only accepts Archives that relate to its identified geographic boundaries of collecting (see Section 1.1 above). Extraordinary circumstances may lead to exceptions being made by the Museum but these are only possible where agreed in advance with the Museum’s main contact.
There is a presumption in favour of respecting the integrity of a complete Archive. 
There is a preference for ensuring that all objects from a single or multiple Archive that relate to a specific location should be deposited at a single Museum.
Policy 2.3.2 – Collecting periods
The Museum only accepts Archives that relate to its identified collecting periods (see Section 1.2 above). Extraordinary circumstances may lead to exceptions being made by the museum but these are only possible where agreed in advance with the Museum’s main contact.

Policy 2.3.3 – Transfer of title
The Museum only accepts Archives that are deposited with full transfer of title with regards to ownership of the associated objects. The contractor will secure transfer of title using a Museum Object Entry form. Transfer of title will occur at point of project completion when material is formally deposited with the Museum. Where there is more than one owner for an Archive, each owner will complete an individual Object Entry form.
Policy 2.3.4 - Copyright
The Museum only accepts Archives that are deposited with the full assignment of copyright for all associated intellectual property including reports, photographs, and drawings. A copyright assignment template is available in Appendix 2.

Extraordinary circumstances may lead to exceptions being made by the Museum, such as the agreement of a unique license for use and duplication based on the specific nature of the Archive. Such exceptions are only possible where agreed in advance with the Museum’s main contact.

Policy 2.3.5 –Retention Policy
The Museum only accepts complete Archives that correspond with the jointly agreed Retention Policy. In the process of developing the Retention Policy, all relevant stakeholders have been consulted and their views were taking into account.  The Museum does not accept Archives for which no Retention Policy has been agreed in advance. The Museum does not accept unrepresentative parts of an Archive.
Policy 2.3.6 – Boxes and containers
Archives are prepared by the Depositor using only the type of boxes and containers that have been specified by the Museum (Section 1.5) to ensure that they are suitable for the available storage spaces and of a suitable conservation standard.
Policy 2.3.7 – Deposition charge
A charge (as per Section 1.6) is levied by the Museum and must be met in full by the Depositor within the specified payment terms (see Section 1.7).
2.4
Communication

Policy 2.4.1 – Points of contact
The Museum recognises the importance of good communication between all stakeholders for the preparation and deposition of archaeological Archives. Section 1.3 provides the contact details of the Museum’s main point of contact who represent the Museum in all project communication. 

The Depositor equally appoints a main point of contact for the Archive, who represents the Depositor in all project communication.
Policy 2.4.2 – First contact
Organisations wishing to deposit archaeological Archives at the Museum will contact the Museum using the contact details above at the earliest possible opportunity, following engagement with the appropriate HER. If the Archive is the result of development-led investigation, contact with the Museum will be made before the field-work stage has been completed. At this stage a Project Initiation Form will be submitted by the contractor to the Museum and the HER.
Policy 2.4.3 – Basic communication requirements
The Museum expects and requires all Depositors to adhere to a basic minimum of communication stages which lead from project initiation to deposition. These are:

· A completed and signed copy of the Project Initiation Form (PIF) (Appendix 1).
· A completed specification, Written Statement of Investigation (WSI) or project design as agreed with the HER
· A mid-project review to revise basic information about the Archive and the proposed timescale for the completion of the deposit, and also to agree a policy for retention based on the Archive’s significance and research potential (Appendix 3). This should include a proposed inventory prior to deposition and submission of project completion form
· A completed and signed copy of the Project Completion Form (Appendix 4). 
The Project Completion Form must be accompanied by a full transfer of title and the Assignment of Copyright for the Archive.

A copy of the PIF and Project Completion Form should be send by the Depositor to the HER.
Policy 2.4.4 – Further communication

The significance, complexity and size of the expected Archive must affect the level of communication required in addition to the basic requirements mentioned in policy 2.4.3. The following optional communication points should be considered based on the nature of the project:

· An invitation for the main Museum contact to visit fieldwork that is leading to the creation of the Archive

· An agreement on the nature and scale of conservation work that is undertaken as part of the project 

· An assessment of the need for, and possible nature of, public consultation as part of the project. This would occur at a stage permitted by client confidentiality
· The means of consulting with stakeholders in the establishment of the statement of significance for the Archive

2.5 
Allocation of accession numbers and marking
Policy 2.5.1 – Museum Acquisition
By assigning an accession number, the Museum initiates a process of formal acquisition of the Archive. Therefore, accession numbers are only assigned to Archives where the nature of the finds and associated documentation is known and deemed appropriate and sustainable.  
Please note that this policy requires that the Museum issues an accession number at a later stage than that advised by English Heritage.

Policy 2.5.2 – Allocation of a unique site code

At the start of the project, the Depositor requests a unique site code from the local Historic Environment Record (HER) office or the local planning authority. The site code is used throughout the project to identify documents and objects associated with a particular archaeological investigation.

Where the HER or local planning authority do not provide a unique site code, the Depositor will agree a unique code with the museum and the HER. 

Policy 2.5.4 – Accession numbers
Following the completion of the mid-project review, specialist assessment reports, agreement of transfer of title, and a joint agreement on the retention policy, the Museum may assign an Accession number to the Archive. The provision of the Accession Number confirms the Museum’s acceptance of the Archive in principle, as long as the Depositor fulfils the requirements of the Deposition Policy.
Policy 2.5.5 – Marking the Archive: objects
The Depositor ensures that all objects that form part of the Archive deposited with the Museum carry the unique site code and context number. All object marking must meet an appropriate museum standard. These are set out in Collections Trust guidance
.
Policy 2.5.6 – Marking the Archive: packaging and documentation
Once an Accession number has been assigned, the Depositor will clearly mark the following parts of the Archive with the Accession Number:  
· Documentary archive including reports, maps and drawings

· Photographic prints
· Portable storage devices for digital archive
· All Archive boxes and their lids

· The individual containers for small finds
· The individual containers for stratified pottery

· The individual containers for stratified animal bone 
· The individual containers for any human bone that will not be re-buried 
· Bags or boxes containing environmental samples 
· Bags or boxes containing organic material and textiles
· Bags or boxes containing un-stratified or bulk objects

The Museum may, due to extraordinary circumstances, agree with the Depositor that specific aspects of the Archive do not require individual marking. If that is the case, this will be clearly stated as part of the mid-project review and a copy of the agreement is included in the project Archive. 
Policy 2.5.7 – Professional practice in marking
The techniques and materials used for marking artefacts and paper with the Accession number will meet museum standards. These are set out in Collections Trust guidance
.
Policy 2.5.8 – Container inventories
When packaging the Archive, the Depositor marks all archive boxes and containers clearly with the Accession number and a basic inventory of the material stored within including the context numbers of any finds. 

Policy 2.5.9 – Weight restrictions
Any individual item (e.g. a box, bag or object) forming part of the archive which is heavier than 10kg is clearly labelled “Heavy”. No individual item of the Archive may weigh more than 15kg, unless its inclusion has previously been agreed with the Museum.

2.6 Preparation of the documentary archive
Policy 2.6.1 – Minimum requirements
The minimum requirements for the documentary Archive are the inclusion of the following:

· Project brief
· Completed specification, Written Statement of Investigation (WSI) or project design as agreed with the HER 
· Final report or publication

· Any specialist reports

· Excavation records, including plans, photographs, context records and other recording sheets

· Correspondence relating to the archive
The above material may also be included in the digital archive as an additional copy.
Policy 2.6.2 – Archive materials
Paper used in the production of the Archive should be acid-free and of a high lignum content. The Depositor removes all rubber bands and clips from the Archive prior to deposition unless where they are made from stainless steel or brass. 

Policy 2.6.3 – Document packaging
The documentary archive is packaged using the size and nature of boxes or containers specified by the Museum (see Section 1.5).
Photographic prints, x-rays and negatives are packaged in archival quality inert polyester sleeves or acid free paper/card enclosures (as agreed with the Museum) before storing them in the specified boxes or containers.

Any oversized items that belong to the documentary archive that cannot be packaged using the specified boxes or containers must be packaged in such a way as has been agreed with the Museum prior to deposition.
Policy 2.6.4 – Number of copies
The Archive contains two hard and one electronic copies of any final reports produced as part of the project. 
2.7 
Preparation of the object archive

Policy 2.7.1 – Condition of objects
All finds submitted as part of the Archive must be stable, clean and securely packaged. 
Where objects require conservation to allow for long-term storage, conservation will take place prior to the deposition by a suitably qualified professional. Such conservation work is the responsibility of the Depositor. 

Policy 2.7.2 – Internal order
The Archive will be sorted and packaged in groups of material type, and will be in context number order.

Where an Archive consists of a collection of individual groups with distinct accession numbers, the archive will be firstly in the order of the accession numbers, then in the order of material type and the context numbers.
Packing must take account of the weight, fragility and conservation needs of the objects.

Policy 2.7.3 – Packaging materials
All packaging and storage materials used in the production of the Archive are of archival quality and inert, including the use of acid-free cardboard boxes to store objects and groups of objects. 
Acid-free tissue paper and inert, polythene foams are used to buffer objects before placing them into standard-size archive boxes (see Section 1.5 for dimensions) for deposition.

Policy 2.7.4 – Small finds and fragile objects
All small finds and any fragile objects will be packaged individually either in a grip-seal bag or a clear polystyrene case depending on their required level of protection. 
Small finds should be stored according to material type and Registered Find number order.

Where the object requires controlled micro-environmental conditions, a hydrating or dehydrating silica gel cushion will be packed into the air-tight container.
All ferrous finds are x-rayed as part of their processing and copies of the results are included in the Document Archive.

Policy 2.7.5 - Costs
The cost of appropriately packaging and preparing the Archive for deposition in accordance with this policy must be met by the Depositor in full. 

Where the Museum finds that packaging does not fulfil the policy standards, it reserves the right to not to accept the Archive or to levy an additional charge to cover staff time and material costs involved in addressing any shortcomings. 
2.8
Preparation of the digital archive

Policy 2.8.1 – Digital formats
Museums throughout the region use a variety of different software in the curation of digital information. Where museums accept digital copies of the Archive, the Archive is deposited only in the formats which have been specified by the Museum as detailed in Sections 1.8 – 1.9. Museums will normally only accept digital copies of the archive if the requirements in Appendix 6 are met.
Policy 2.8.2 – Digital copies
All digital information must be provided as two archival grade copies as detailed in section 1.8.

Policy 2.8.3 - Inventory
Any information provided in a digital format is securely attached to hard-copy inventory that lists the name of the files including their format and a short description of the file contents. The inventory carries the date of when the digital archive was compiled.
Policy 2.8.4 – Duplication of information
Any file submitted in digital formats will also feature as part of the documentary archive and prepared as detailed above. No part of the project archive will be submitted solely in digital format, unless this was previously agreed with the Museum. 

Where the Depositor has agreed that a specific part of the Archive can be submitted solely in digital format, the digital archive is labelled clearly with the following: “No hard copy submitted”
Appendix 1: Project Initiation Form Template
	Project name:

 
	HER Reference:



	
	Unique Site Code:



	Main contact person
	

	Contractor
	

	Address      


	

	Telephone
	

	Fax           
	

	Email        
	

	Project Manager:
	Contractors site code:

	Site Details

	Site Name:

Address:

National Grid Reference:
	□ A copy of the Written      

    Scheme of Investigation,    completed specification or project design is attached

	Size of area to be investigated:                    m2 
	Planning reference:

	Brief description of the proposed development:



	Land Owner(s) and contact details:


	
	Developer and contact details:
	

	Brief description of the site, the expected archaeology and its significance:

Type of Fieldwork (please circle): evaluation/ excavation/ watching brief/ survey

Date of Site expected (please circle): Prehistoric / Roman / Medieval / Post-Medieval

Type of Site expected (please circle): Rural / Urban / Industrial / Cemetery

Conservation & Storage Problems Anticipated

Waterlogged material anticipated:   YES/ NO

Bulk environmental samples anticipated:   YES/ NO

Bulk industrial/kiln waste products anticipated:   YES/ NO

Building materials/architectural fragments anticipated:   YES/ NO
Comment



	Please describe any extraordinary conservation needs that might be necessary for the Archive:

 


	Archive 

	Anticipated volume of material including documentary archive to be deposited,: 
m3.
	Proposed deposition milestones:
What?                                                By when?

	Proposed sampling strategy:
	□ Field work starts 
	

	
	□ Field work completed
	

	
	□ Mid project review of deposition
	

	
	□ Post excavation work completed
	

	Electronic archive to be deposited with ADS or similar organisation (yes/no):
	□ Title of transfer secured
	

	
	□ Deposition
	

	Please describe what public or stakeholder consultation you are planning as part of this project:



	On behalf of the depositor, I confirm that we intend to offer this Archive to this museum as the most appropriate depository according to pre-published Collections Development Policy. I have read and understood the museum’s deposition guidance policy. The archive will be prepared in accordance with said policy including full transfer of title and the payment of the relevant deposition charge.
Date: ________          Name: _______________        Job Title: ___________________

Signature: _________________________________



Appendix 2: Assignment of Copyright Form Template 

	This assignment of copyright is effective from    _______________ (Date).


	Notice of Copyright Assignment

I, [insert name of copyright holder] the “Depositor”, of [insert organisation and address], in consideration of the sum of £1 (one pound Sterling), which has been duly discharged, hereby irrevocably assign to, [insert name, organisation and address] my copyright (with the exception of moral rights) in [insert deposition details inc site name, National Grid Reference number, and date of investigation] the “Work”, absolutely throughout the world for the full period of copyright and all renewals, revivals and extensions thereof.

I warrant that I own the Intellectual Property Rights [Intellectual Property Rights means patents, Trade Marks, trade names, design rights, copyright (including rights in computer software and moral rights), database rights, rights in know-how and other intellectual property rights, in each case whether registered or unregistered and including applications for the grant of any of the foregoing and all rights or forms of protection having equivalent or similar effect to any of the foregoing which may subsist anywhere in the world] in the Work, images or any other art or information created by the Depositor or on its behalf or otherwise used in relation to the Work, or have secured the necessary consents in the instances where I do not own the Intellectual Property Rights.

I warrant that the Work will be original and will not infringe the Intellectual Property Rights belonging to any third party.

The Museum shall retain the ability to change, alter or amend the Work, and only where reasonably practical credit the Depositor in association with the Work



	Assigned by

Signed……………………………………..

Print name…………………………………

Position……………………………………

Organisation………………………………

Date……………………………………


	Assigned to

Signed………………………………………

Print name…………………………………

Position……………………………………

Organisation………………………………

Date…………………………………………


Appendix 3: Mid-Project Agreement Template
Part 1: Information Review
	Project name: 


	HER Reference:



	
	Unique Site Code:



	Main contact person
	

	Contractor
	

	Address      


	

	Telephone
	

	Fax           
	

	Email        
	

	Project Manager:
	Contractors site code:

	Site Details

	Size of area to be investigated:                     m2 
	Planning reference:

	Changes to the original development planned:


	Land Owner(s) and contact details:
	
	 □ Copies of relevant interim reports are attached


	Please give an update on the current state of securing transfer of title for the Archive:



	Additions and changes to the description of the site, the expected archaeology and its significance:

	Please state the nature and method of any conservation work that is taking place as part of the project:


	Archive 

	A copy of the documentary archive will be offered to the following Historic Environment Record:
	Revised deposition milestones:
What?                                                       Date?

	
	□ Post excavation work completed
	

	
	□ Title of transfer secured
	

	
	□ Deposition
	

	Please describe the onsite sampling strategy:



	Please describe any public or stakeholder consultation that has taken or will be taking place as part of the project:



	On behalf of the depositor, I confirm that we intend to offer this Archive to this museum as the most appropriate depository according to pre-published Collections Development Policy. I have read and understood the museum’s deposition guidance policy. The archive will be prepared in accordance with said policy including full transfer of title and the payment of the relevant deposition charge
Date: ________          Name: _______________        Job Title: ___________________

Signature: _________________________________


Part 2: Specialist Report summary – page 1
	Project name: 


	HER Reference:



	
	Unique Site Code:



	Depositor:
	

	Specialist Contractor:
	

	Museum:
	

	Site Description 

	Aims and objectives of research

	What research questions were asked as part of this commission?

	What research methodology was used?

	What recommendations were made regarding retention and disposal and further analysis on the material?



Part 3: Retention Policy Agreement template – page 1

	Project name: 


	HER Reference:



	
	Unique Site Code:

	Depositor:
	

	Museum:
	

	In what way does the site contribute to wider research questions or regional research priorities?

	What specific research questions are associated directly with the project?

	Statement of significance and key discoveries:

	Who was consulted in order to establish the significance of the site? And how were these stakeholders involved in the project?

	How will the results of this project be published?



	Based on the information given above, it was agreed that the following material will be retained for deposition and, therefore, form the Archive: 
(Please note: where materials for retention include samples, details of the sampling technique and ratios must be included in the above description)


Part 2: Retention Policy Agreement template – page 2
	Project name: 


	HER Reference:



	
	Unique Site Code:



	Depositor:
	

	Museum:
	

	Please describe the method of disposal of any materials from the project which are not retained:



	The following is a list of objects / collections that are of particular significance and should be considered for museum display: (Please include, where appropriate, reference to potential reconstruction of objects from the Archive)

	The following is a list of objects / collections that will be removed from the Archive (e.g. to supplement a type series):



	Please state the number of standard archive boxes (as per Section 1.5) that will hold this material at the point of deposition including the documentary archive:
	Based on given estimates the deposition charge will be: 

 

	Please describe any material, including the dimensions and weight, that will be deposited but will not be stored in standard boxes:


	

	Have any special arrangements regarding the deposit of the Archive been agreed?
(If ‘yes’, please describe here)


	

	This retention policy has been agreed on behalf of the project contractor and depositor by

Name: ________________________________

Job title: _______________________________

Signature: _____________________________

Date: _________________________________


	This retention policy has been agreed on behalf of the Museum accepting the Archive by

Name: ________________________________

Signature: _____________________________

Date: _________________________________

The following accession number has been assigned:



Appendix 4: Completion Form Template

	Project name: 


	Accession No.:



	
	HER Reference:



	
	Unique Site Code:



	Contact person:
	

	Contractor
	

	Address      


	

	Telephone
	

	Fax           
	

	Email        
	

	The Archive
	□ A full inventory of the Archive is attached

□ The Archive is accompanied by a full transfer of title

□ The Archive is accompanied by an assignment of copyright



	Please confirm that the agreed retention policy has been applied
	
	

	Which HER holds a copy of the documentary archive?
	
	

	Has a digital copy of the archive been deposited with a suitable repository, for example ADS?
	
	

	Number of standard size boxes (as per Section 1.5)
	
	

	Please describe any material that has been deposited in other than standard-size boxes
	

	Please describe the level of specialist input in the development of the Archive
	

	Please give a brief summary of the significance of the project and the key discoveries made during any associated excavation:



	On behalf of the depositor, I confirm that the Archive has been prepared according to the museum’s deposition guidance policy. I also understand that in the case that the Museum finds shortcomings in the way in which this Archive has been produced that mean that the policy has not been appropriately implemented, the costs of addressing such shortcomings will be my responsibility.
Date: ________          Name: _______________        Job Title: ___________________

Signature: _________________________________


	On behalf of the museum, I confirm that the Archive has been received according to the museum’s deposition guidance policy. I also confirm that in the case that the Museum finds shortcomings in the way in which this Archive has been produced that mean that the policy has not been appropriately implemented, the costs of addressing such shortcomings will be the responsibility of the depositor.
Date: ________          Name: _______________        Job Title: ___________________

Signature: _________________________________


Appendix 5: Completion Form Checklist

	Project name: 


	Accession No.:



	
	HER Reference:



	
	Unique Site Code:



	Contact person:
	

	Contractor
	

	Address      


	

	Telephone
	

	Fax           
	

	Email        
	

	The Archive

□ Project Initiation Form submitted
□ Mid-Project Agreement completed

□ Specialist Report submitted (       number)

□ Retention Policy Agreement completed
□ Project Completion Form submitted
□ Assignment of Copyright submitted
□ A full inventory of the Archive is attached

□ The Archive is accompanied by a full transfer of title




Appendix 6: Digital Archive Repository Requirements
Context
A trusted digital repository is one whose mission is to provide reliable, long-term access to managed digital resources to its designated community, now and in the future. Good practice guidance is available under policy 2.1.3. Whatever the overall infrastructure, to meet expectations all trusted digital repositories must:

Securing the archive

· Ensure the data is deposited with sufficient information and metadata and in such formats that it may be reused
· Have an explicit mission in the area of digital archiving and promulgates it
· Accept responsibility for the long-term maintenance of digital resources on behalf of its depositors and for the benefit of current and future users 

Rights Management

· The Use of due diligence to ensure compliance with legal regulations and contracts including, when applicable, regulations governing the protection of human subjects
· Manage rights issues
Ensuring long term preservation and access

· Apply documented processes and procedures for managing data storage and have a plan for long-term preservation of its digital assets 

· Ensure that archiving takes place according to explicit workflows across the data life cycle 

· Assume responsibility from the data producers for access and availability of the digital objects 

· Ensure that the technical infrastructure explicitly supports the tasks and functions described in internationally accepted archival standards like OAIS (ISO 14721:2003) the Open Archival Information System
· Demonstrate fiscal responsibility and sustainability

Allowing and managing reuse of the data

· Ensure that the data user complies with access regulations conforms to and agrees with any codes of conduct that are generally accepted in the community, and respect the applicable licenses of the data repository regarding the use of the data
Respondents to the questionnaires from all three principal groups of stakeholders recommended addressing the variability of guidance for the preparation and deposition of archives. A number referred to the desirability of region-wide standards and requirements for the preparation and deposition of archaeological archives. In an era in which most archaeological contractors are working in a number of collecting areas and museums for their part are taking archives from a number of different contractors, this would seem a sensible way forward to improving quality and consistency.


(Patrick Ottaway 2010 - Section 14.7)
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