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Pembrokeshire Archives and Local Studies:

Collections Care and Conservation Policy
1. Introduction
1.1 Pembrokeshire Archives and Local Studies aims to preserve, conserve and make available archives and related documentation pertaining to Pembrokeshire, regardless of media and date, in line with its Collections Management Policy and its Collections Development Policy.
1.2 The service recognises the importance of sound preservation practice if collections are to be accessed and enjoyed now and remain discoverable in the future.

1.3 Pembrokeshire Archives and Local Studies is committed to maintaining the collections within its care to the highest standards possible and practicable in accordance with current best practice and professional guidelines.

1.4 The service has a well-equipped conservation studio that will continue to be developed during the life-time of this policy and investment will continue to be made in line with available resources to ensure that the studio remains equal to the task of archive conservation.

2. Policy aims
2.1 To define the framework within which all collections care and conservation takes place
2.2 To make clear the strong inter-relationship between all areas of collections care and conservation

3. Scope of policy
3.1 This policy is one of a suite of documents designed to support the long-term maintenance of, and physical and intellectual access to, the collections contained within the service.  As such, there is considerable overlap between policies and thus it should not be read in isolation.  The policies of particular relevance are listed at the end of this policy.
4. Glossary of terms
4.1 Collections care: refers to the management of all risks to the collections, including those intrinsic to the collections themselves by virtue of their composite materials, other collections stored in close proximity, physical forces, theft and vandalism, dissociation, fire, water, pests, pollutants, light, incorrect temperature and incorrect humidity (including unacceptable fluctuations in environmental controls).
4.2 Conservation: involves the direct application of remedial treatment and preventative measures designed to decelerate material deterioration and to promote the physical preservation of, and accessibility to, an item or collection.

4.3 Digitisation: includes the various processes used to achieve production of an electronic version of a hard-copy or analogue item.  Material that can be digitised includes books, maps, plans, drawings, manuscripts, prints, film and sound recordings, negatives, slides and microform.  The resulting electronic copy may be used as a surrogate.

4.4 Preservation: involves the use of non-intervention measures for the protection of an item.  Such measures include the maintenance of appropriate environmental conditions and storage facilities, the provision of suitable and appropriate packaging and the non-alteration of the fabric of an item by use of chemicals and/or repair techniques.  Preservation pro-actively seeks to prevent damage occurring and thus reduces the risk of the requirement of costly intervention methods of conservation.

4.5 Surrogacy: is the process whereby a copy of an item is put in the place of the original thereby reducing the risk to the original while still making the informational content of the item available for research purposes.

5. Collections care and conservation: general principles
5.1 All risks to collections will be assessed by the most appropriate method and measures put in place to control identified risks where relevant and practicable.

5.2 The aim always will be to stabilise and preserve the original physical item where it is damaged or at high risk of damage during storage and/or use.

5.3 All conservation practice will be undertaken within an ethical framework to ensure that the intrinsic nature of the item being conserved is not altered and that recognised professional standards are adhered to.

5.4 No attempt will be made at restoration.  Any material introduced will be distinguishable in order to avoid the possibility of compromising or falsifying the original material evidence.

5.5 All processes will aim to preserve the integrity of the original item.

5.6 All items will be individually assessed and only the minimum treatment sufficient to stabilise the item[s] will be undertaken.

5.7 No action will be taken that precludes future examination, treatment or analysis.

5.8 Every effort will be made to ensure that all materials and procedures used for preventative or remedial treatment will meet British and/or International standards and/or current conservation requirements for suitability of purpose so as to avoid introducing harmful components to documents, users (including researchers and staff) and the environment.  Adherence to these standards will also maximise the efficacy of any work undertaken.

5.9 The three-dimensional nature of an item will be retained and the original format and appearance preserved wherever possible.

5.10 Where large numbers of documents are received in to the service in poor physical condition treatment priorities will be assessed within the general conservation programme.  Assessment is made by a team of people whose judgement is based upon fixed criteria including the physical condition and stability of the item, the expected frequency of use, the existence of copies and the item’s intrinsic historical value.

5.11 Members of the conservation team are expected to work to best practice procedures and to keep up to date with continuing professional development.

5.12 Budgetary considerations will determine the extent and nature of any conservation programme.  External funding for specific projects will be pursued where this is considered appropriate and where any resulting funding is commensurate with the investment of staff time to secure the finance.
6. Collections care and conservation: preventative measures
6.1 Preventative measures will be taken to minimise the risk of damage: documents will be packaged, stored and handled in a manner designed to reduce both chemical and mechanical damage as far as possible.
6.2 Where an item or collection is at risk of damage due to high demand and/or poor condition, the information will be made more accessible wherever possible by the provision of a surrogate copy such as a digital or microform image.

6.3 The service will maintain an emergency plan which will be regularly updated.  Staff skills in emergency procedures will be reviewed and training given where appropriate at regular intervals.

6.4 Pembrokeshire Archives and Local Studies has a Security Policy which greatly assists in the reduction of risk to the collections within the service’s care and all reasonable measures are taken to ensure that no emergency incident occurs.

7. Collections care and conservation: remedial treatment
7.1 No written evidence will be concealed or removed and no missing text will be “filled in”.

7.2 All repairs will be detectable, but not obtrusive.

7.3 Sympathetic materials will be used for repair to avoid stresses and distortion, working on the principles of “like with like”.  Every effort will be made to ensure that any new materials added in the course of remedial work are reversible.

7.4 A full conservation record will be kept of all conservation treatment applied and will be made available for perusal where required.

8. Environmental monitoring and control, storage and integrated pest management: general principles
8.1 The archive repository was designed to conform to the British Standard on the Storage and Exhibition of Archives – BS5454.

8.2 The Building Management System (BMS), which monitors the air-conditioning, security and fire detection and suppression systems, is maintained and regularly serviced.  All these systems are designated critical systems on the BMS such that notification is given if a fault is detected.

8.3 Items suffering from serious mould damage or which are in a volatile format will be isolated until appropriate action can be taken.

9. Environmental monitoring and control, storage and integrated pest management: preventative measures
9.1 The repository is kept clean and tidy via a regular cleaning programme and daily visual checks designed to reduce the accumulation of dirt and thus the conditions necessary to attract pests and mould.

9.2 Documents are stored in an atmosphere where the temperature and relative humidity are controlled and constantly monitored thus mitigating the risk of creating the necessary conditions to attract pests and mould.

9.3 All items accepted into the service via the formal accessions process will be assessed as to their physical condition.  This assessment includes checking for pest and/or mould infestation with consequent isolation if necessary.

9.4 All members of staff are encouraged to be pro-active in document care and to bring to the attention of the conservation team any item[s] in need of treatment.

9.5 There is an integrated pest management (IPM) system in place designed to detect and monitor pest and mould activity and to eradicate infestations should these occur.

9.6 Documents are packaged according to their physical needs and stored appropriately.  Whenever possible secondary packaging made of archival grade materials will be provided for original items or stored in suitable cabinets the better to protect the documents.

9.7 All staff offices and the public areas are cleaned regularly to reduce the risk of pest infestation and food and drinks are not permitted in high-risk areas.

10. Document handling
10.1 All members of staff are trained in acceptable document handling, packaging and marking techniques.  This training is subject to an annual review undertaken at the appropriate staff meeting.
10.2 Staff will actively promote researcher awareness of proper document handling techniques at all times.
10.3 Pembrokeshire Archives and Local Studies will regularly review the methods used to disseminate good document handling techniques and amend these where relevant and necessary.

10.4 Appropriate equipment will be provided in the research room for the support of documents during use.

10.5 Initial document handling training will be given for volunteers at the start of any volunteer project or work experience placement.

11. Condition surveys
11.1 The better to understand the condition of the service’s collections and thus to inform priorities for any conservation treatment a bi-ennial condition survey will be undertaken based on best practice models.  This survey will inform the service’s preservation and conservation programme and identify priorities within the collections.

12. Security
12.1 Pembrokeshire Archives and Local Studies recognises that good security measures are vital to ensure the safe-keeping of the archives within its care.

12.2 The service will seek at all times to maintain security levels commensurate with the requirements of the collections held.

12.3 The Security Policy should be read for greater details on the service’s commitment to security.

13. Public access and the creation of copies
13.1 Pembrokeshire Archives and Local Studies acknowledges the fact that material held for permanent preservation is placed at risk every time it is released into the public domain.

13.2 The public domain includes members of the public using the service for research purposes as well as those involved in volunteer projects, work experience placements, and loans and exhibitions programmes (where original material is borrowed from the archive).

13.3 In addition, it is recognised that the process of making copies whether by photocopier, scanner, camera (in the form of still photography) or motion filming can have a detrimental effect on material.

13.4 Pembrokeshire Archives and Local Studies service seeks to support research and access to material for personal fulfilment and intellectual gain.  For this reason the service has in place a series of policies that create a terms of operation framework for the service.  Adherence to these policies provides a strong foundation designed to mitigate the risks to which the collections are exposed when placed in the public domain.
13.5 The pertinent policies are as follows:

13.5.1 Collections Management

13.5.2 Security

13.5.3 Digitisation

13.5.4 Digital Preservation

13.5.5 Reprography

13.5.6 Exhibitions and Display
13.5.7 Loans

13.5.8 Public Access

13.5.9 Media

14. Scrutiny
14.1 It is intended that this policy will be open for viewing and comment.
15. Review
15.1 From date of adoption this policy will be reviewed every five years or sooner if any major changes occur in service delivery that will have an appreciable effect on its contents.
Appendix: Standards and Guidelines
Supporting standards
PAS197:2009 Code of practice for cultural collections management

PAS198:2012 Specification for managing environmental conditions for cultural collections

BS5454 and PD5454:2012 Guidance for the storage and exhibition of archival materials

BS4971:2002 Repair and allied processes for the conservation of documents – recommendations

BS1153 Recommendations for the Processing and Storage of Silver Gelatine Type Microfilm

Guidelines
The National Archives Standard for Record Repositories 2004

Benchmarks in Collections Care for Museums, Archives and Libraries 2011

A Self-assessment Checklist, The Council for Museums, Archives and Libraries, 2002
The Control of Substances Hazardous to Health (COSHH) Regulations is observed for the handling and storage of substances covered by the Regulations
Best Practice Guideline 4: Preservation and Conservation: A guide to policy and practices in the preservation of archives, Chris Pickford, Jonathan Rhys-Lewis and Jerry Weber, 1997 Society of Archivists

IFLA Principles for Care and Handling of Library Material, Ed. E P Adcock, 1998 National Preservation Office recommendations
European Confederation of Conservators-Restorers’ Organisations (E.C.C.O.) Professional Guidelines
Principles and Ethics in Archival Repair and Archive Conservation Part 1: The Principles of Archival repair and of Archival Conservation, A D Baynes-Cope, Journal of the Society of Archivists Volume 15 No 1 Spring 1994 pp 16-17
Summary of Professional Standards and Professional Judgement and ethics The Institute of Conservation (ICON)
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