APPENDIX 2

Tyne & Wear Archives Service

Electronic Records Strategy

Objective

To ensure the systematic management of electronic records falling within the archives service’s collection remit according to international standards and best practices and in a cost-effective way.

The archives service faces a number of challenges

· To identify records worthy of continuing preservation

· To receive those records into the archive either physically or virtually – “capture”

· To ensure their continuing preservation

· To ensure their continuing integrity

· To provide access to them

What are electronic records?

Electronic records are business information in digital format that need to be preserved and made available for various reasons:-

· Continuing business use

· Legal requirements

· Research or historical value

· Accountability

They may be found in many different formats including corporate information systems and databases, document management systems, e-mail, intranet, websites, individual PC systems and unstructured documents, legacy systems and removeable media such as floppy disks and backup tapes.

Both the media and the systems may already be obsolete.

Answering the challenges

Tyne & Wear Archives Service has responsibility for the archives of the five districts of Tyne & Wear, which will become increasingly electronically based, as well as receiving gifts or deposits of records from other organisations and individuals, which are also increasingly likely to contain digital material.

Ideally the archives service would be involved at the earliest stage in identifying records needing continuing preservation, ensuring that relevant metadata was created to enable continuing identification, integrity and access, and putting in place arrangements for the records to be captured for the archive.

Ideally also the records would emanate from a single unified electronic records management system.

Unfortunately, in view of the archives service’s relationship with the five supporting authorities and external donors and depositors neither of the above is likely to be the case.

A strategy to capture, preserve and make accessible data from a variety of business systems is therefore essential.

Proposal

A hybrid strategy is suggested:-

The archives service will need to acquire its own repository for electronic records in the form of a server where records received from external donors or depositors having no further interest in them can be housed, along with their associated metadata. This server would be linked to the user interface(s) through which controlled access to the data would be provided.

Other records would continue to be held in archive servers within the creating authorities. Again these would be linked to user interfaces by which the archives service would provide access to the data. In some cases the data might later be transferred to the archives service’s own repository, but this would not be eseential. The archives service would work with the creating authorities to ensure the identification of appropriate records, their tagging and their continuing preservation, as well as the identification of records that do not need to be preserved.

Action

The archives service will make contact with records managers, ICT professionals or other appropriate officers in each of the five contributing authorities to begin to identify those classes of electronic records of continuing archival importance.

The archives service will initiate discussions with each of the authorities to determine their willingness and the feasibility of continuing to hold the master data within the individual authority and a timetable for providing access to it via the archives service.

The archives service will identify the additional resources required to provide storage for external data deposited or donated, as well as access to all the data.

