Appendix 2

Conservation / Preservation Programme Priorities

A combination of the following elements will be used to prioritise conservation and preservation work for the Conservation Section during 2003 – 2004.

1) PRESERVATION SURVEY (NPO)

A survey carried out by the Conservation Manager, using a system devised by the National Preservation Office, identified three important concerns that are affecting the whole archive collection and urgently need addressing. 

· Surface dirt

There is a considerable amount of dust lying on documents, boxes and shelves, a large part of which is due to the building work carried out in the Discovery Museum. Almost every item on every shelf that isn’t boxed needs cleaning. This obviously includes items produced in the Search Room and for Education Groups. 

Action = Cleaning programmes for documents and shelving in the storage areas and all produced items.
· Secondary protection

A large proportion of the archives collection is stored without any protective covers or wrappers, especially maps and plans

Action = Repackaging programme / Phase boxing programme.
· Old packaging needs replacing with new archival quality materials.

· All items should be suitably packaged after cataloguing.
· A programme to phasebox all small to medium size volumes. 

· Suitable storage

Many Items are stored on inappropriate size shelves. Long plans overhang, plans and volumes are too tightly packed and small items are stored on large shelves. 

Action = Re / locations programme
There is a continuous need for shelf space to locate new deposits. The relocating of items can make more economical use of existing space.

An important factor to consider, in relation to the above three concerns, will be the replacement of the Halon gas fire extinguishing system with water sprinklers during 2003 and the potential risk of water damage from accidental discharge to unprotected items.

2)
SEARCH ROOM STATISTICS

The production of documents in the Search Room is easily monitored if all recording procedures are followed correctly. Using the following information and entering it onto a database will allow the Conservation Manager to identify user demand for individual documents and collections.

Action = Productions database.
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The value of a productions database will be a quick and easy way to identify what is being used in the whole collection. Frequently used items can be monitored for any deterioration and over use. Frequency will also highlight candidates for microfilming.

2.1 Annual document production statistics 

These identify the collections that are most frequently used by the general public. These figures only identify the collections used and not individual items. Parts of some collections are more popular than the whole. An accession that shows high usage might only have a very small percentage of its individual items produced. Demand can be high on indexes and other finding aids.

TOP 10 USED ACCESSIONS 2002

The table below lists the ten most popular accessions produced in the Search Room and how often they were used.

Position
Accession
Productions
Details

1
T186
247


2
MD.NC
88


3
T311
82


4
359
43


5
PA.NC
42


6
UD.GO
40


7
T150
39


8
T17
36


9
1061
30


10
CB.TY
30


2.2 Production slips.

Document production slips are kept and filed by the General assistants after the item has been returned to storage after use. These slips identify individual items that have been produced. If kept up to date they can show what percentage of our holdings is actually used.

As a security measure they also record when and by whom it was last used.

2.3 Duplicate production slips. 

Every time an item is used the last production slip is kept. All previous slips are passed onto the Conservation manager. This gives a record of how frequently an individual item is used.

2.4 Unfit production slips.

Keeping and filing “unfit slips” identifies requested items that are physically unfit or unsuitable for production but might be in regular demand.

· Popular collections

· Church registers.

· School records.

· Shipping records.

· Building plans.

· Magistrates Courts.

· Licensing registers.

· Quarter Sessions.

· Wartime civilian causalities lists.

· Finding aids and indexes.

· Special interest
· City Charters.
· Chamberlains accounts.
· Anything unique / famous / important.
· Photographic / Artist ( Horton, Forsyth, Philipsons, Swan, Wood)

2) Staff input

· Conservator = physical condition assessment, recommended conservation treatment, historical/artistic importance. Preservation survey. Suitability for copying. Recommendations for packaging and storage.

· Archivist = historical and general importance. New accessions, reclassification, listing accessioning and cataloguing. Use of the Calm system. Conservation reports cards.

· General assistants = Knowledge of usage. Condition of items produced. Filing production slips.

· Archives assistants = Knowledge of usage. Condition of items produced. Keeping Search Room statistics.

· Education officer = Group visits. Exhibition use.

Work programmes for the next year

1.
Cleaning programmes for:

· Volumes

· Maps / plans

· Boxes, external and internal.

(Everything produced) 

· Shelving, desks etc.

2.   Re-packaging programmes:

· Packaging

· Re-boxing and relocating

3.   Reprographics:

· Microfilming programme priorities.

4. Conservation / Preservation:

Target collections and individual items that are popular or have special interest or importance.  

Notes

· Archives Priority System.
This is a database for prioritising the cataloguing programme.

Top Ten Priorities.

Assignment
Title
Score

0001
Port of Tyne Authority
127

0847
Newcastle City Council; Administration
114

0110
English Industrial Estates
110

0601
Inland Revenue
108

0511
Crew Lists
105

0136
Northern Rock Building Society
102

0694
Sunderland Hospital
102

0731
Hospital of the Blessed Virgin Mary
102

0018
Miscellaneous circuits
102

0058
Oswald
101

Action = Consult with Archivists.

· New accessions

It has become the general practice to bring all new deposited collections straight into the archival storage areas without inspection.  

Conservators inspecting all new potential deposits either on-sight or in-house can recommend conservation treatment, cleaning and packaging and appropriate storage methods. New accessions need to be processed quickly. Archivists & Conservators can collaborate to make collection available as quickly as possible.

A procedure is needed to sort, clean, package, list, treat, number, survey, and locate. 

Action = Procedure for inspecting all new collections.

· Microfilming programme.

A continuous programme of filming is needed to target the most frequently used collections and individual items to restrict the use of original documents. This will save on unnecessary conservation treatment.

Digitisation programme should be treated similarly.

Action = Keep everyone concerned informed on any potential items for microfilming and what is already in the programme.

· Reprographics

A large amount of conservation time is spent preparing items for copying.

Anything “suitable” may be requested for copying by photocopying, plan printing, photography or scanning. 

Developing an in-house reprographics service would reduce the amount of conservation work necessary to prepare an item to withstand transportation and copying. Additionally items would not need to leave the building, improvements in supervision can be made and better handling encouraged.
Action = Additional resources needed initially.

· Education room 

There is a selection of documents that are regularly used by the Education Officer. Conservators can prepare all items to be produced for group visits. Cleaning, boxing, encapsulating, refurbishing, etc. All will improve the presentation of items. Handling guidance can also be given.

Action = Consult with Education Officer.

· Exhibitions / outreach / public relations
Conservator’s time will be needed to prepare and frame exhibits. 

Action = Additional resources needed initially
· Embargoed items by date. 

Date embargoes can restrict the access to certain documents from 30 – 100 years. Immediate conservation treatment may still be necessary for long term preservation.

Action = Consult with Archivist.

· Plan for relocation to a new archives building.

When the Archives Service eventually relocates it will be important to prepare and package everything for transportation if damage is to be kept to a minimum. 

Action = Plan ahead. A lot of work will be required. 

· Ongoing projects

The productions database will only identify the documents used by staff and the public, but not the remainder of the collection. It is easy to ignore this category. Anything can be a candidate for project work. 

Action = Information from the previous elements can be used to identify some projects. A decision will have to be made on the merits of other proposed projects. 

· HLF funding.

Action = Need to know what money is available and identify suitable projects.
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