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Pembrokeshire Archives and Local Studies:

Collections Information Policy
1. Introduction
1.1 Pembrokeshire Archives and Local Studies recognises the crucial role that good collections management plays in ensuring that archives held today are appreciated and accessible now and remain discoverable and available in the future.  A fundamental element of this is the maintenance of accurate documentation to support archival integrity and provenance.  This information is captured at two main stages during the management process:
1.1.1 at the point of acquisition, and

1.1.2 through the cataloguing process
1.2 Additionally at various later points efforts are made to maintain accurate records that support the maintenance and accessibility of the collections.
2. Policy aims
2.1 To confirm commitment to achieving best practice in collections information management
2.2 To explain the current situation regarding collation of collections information 
2.3 To recognise legacy issues regarding collections information in relation to a) depositors and donors and b) cataloguing
2.4 This policy is one of a suite of documents designed to explain and support physical and intellectual access to, and control of, the collection contained within the service.  As such, it should be read in conjunction with the following policies in particular: Collections Management, Collections Development.
3. Current practice
3.1 Accessioning

3.1.1 All material received into the service is accessioned.  This consists of completion of an entry in a hard-copy accessions register and a deposit form.

3.1.2 Information captured at the point of deposit via the accessions register includes the following elements:
3.1.2.1 Accession number

3.1.2.2 Collection reference (sometimes added in later at point of cataloguing if not known at time of deposit)

3.1.2.3 Contact details of the depositor/donor

3.1.2.4 Nature of the collection including brief description of the material

3.1.2.5 Date of receipt into the service

3.1.2.6 Notes – this section is used to record briefly the terms of receipt, e.g. gift, loan, purchase, transfer, and the extent of the collection

3.1.3 Additional information is recorded on the accessions form and includes:

3.1.3.1 Any depositor-imposed restrictions or closure periods

3.1.3.2 Material context information where appropriate or required

3.1.3.3 Permissions regarding reprography and copying rights – this is not applied universally

3.1.3.4 Authority to dispose of material falling outside the remit as contained within the Collections Development Policy.

3.1.4 The current accession form does not make specific reference to digital material and its requirements, but it does allow for metadata to be recorded.  The service intends to develop procedures for dealing with digital material in line with the service’s developing Digital Preservation and Digitisation policies.
3.1.5 Following completion of the accession form, which requires signatures from both parties, a copy is given to the donor or depositor for his or her personal records.

3.1.6 It is not current practice to expect or require potential depositors/donors to provide lists of the material being placed with the service.  However, where this has been done the service will use the lists to inform cataloguing of the collection and will retain any identifying information in the form of previous reference numbers to ensure continuity of access and maintenance of intellectual control.

3.1.7 Accessions information is also recorded on CALM.

3.1.8 The accession number given to a collection is unique, but where accruals occur the main collection reference will remain the same.

3.1.9 Pembrokeshire Archives and Local Studies completes the annual accessions return to The National Archives to enable up-to-date information to be recorded on the National Register of Archives.

3.2 Cataloguing

3.2.1 In 2003 Pembrokeshire Archives adopted the proprietary software CALM as its method of cataloguing collections.  All current cataloguing is put directly on to CALM and made available to the public via the on-line catalogue.  A programme of retro-converting all hard-copy catalogues has been underway for some years.  It fell into abeyance during the preparatory period for the relocation to the new building, but approximately 95% of all hard-copy catalogues have been inputted on to CALM.  The majority of the remaining material is awaiting re-listing prior to being inputted due to poor initial cataloguing.
3.2.2 The service still retains hard-copy catalogues of both historic and current collections which are housed in the research room.

3.2.3 The service seeks to catalogue in line with the fundamental multi-level description rules as outlined in ISAD(G), viz.

3.2.3.1 Description from the general to the specific

3.2.3.2 Information relevant to the level of description

3.2.3.3 Linking of descriptions

3.2.3.4 Non-repetition of information

3.2.4 The service captures the following elements within the cataloguing process:
3.2.4.1 Reference number

3.2.4.2 Title

3.2.4.3 Creator

3.2.4.4 Covering date[s]

3.2.4.5 Level of description

3.2.5 In addition, the extent of the collection is recorded.  Historically this was applied sporadically: current practice records extent if there is more than one item in the collection.
3.2.6 It is not the general practice of the service to create box lists of collections, preferring instead to dedicate sufficient time to visit the collection once, although it is acknowledged that this restricts access to collections if the material cannot be worked on for a longer period of time.

3.2.7 Pembrokeshire Archives recognises the value of applying terminology consistently in order to facilitate access and achieve successful search returns when using the electronic catalogue as part of the research process.

3.2.8 To achieve consistency with place names the service has used as its base-line the authoritative two-volume work by B G Charles The Place Names of Pembrokeshire.

3.2.9 In addition, the historic hard-copy subject index follows a prescribed structure.  This is complemented by the search capabilities of CALM.

3.2.10 The service is aware of and intends to explore the use of nationally and internationally recognised cataloguing standards and naming conventions including:

3.2.10.1 The International Standard Archival Authority Record for Corporate Bodies, Persons and Families (ISAAR(CPF))

3.2.10.2 The National Council on Archives Rules for the Construction of Personal, Place and Corporate Names
3.2.10.3 The UK Archival thesaurus (UKAT)
3.2.11 The service’s web site has a link to the catalogue and the public access computer terminals in the research room have a short-cut link to all the research resources that are available including the catalogue.
4. Legacy issues
4.1 Accessioning

4.1.1 Pembrokeshire Archives acknowledges the existence of legacy issues in relation to some of the earlier collections acquired by the service.  Not all collections were given unique accession numbers in the early years of the service’s existence.  This has made it difficult in all cases to identify date of deposit details for some material although attempts have been made to rationalise collections as far as possible.  In some cases it has not been possible to identify legal ownership of records due to the lack of supporting paperwork.  Pembrokeshire Archives will work to try and reduce the amount of insufficient accessioning information held on earlier collections within the repository so as to lower the risk of loss of intellectual control over the material.
4.2 Cataloguing

4.2.1 In relation to cataloguing where created catalogues pre-date the development of recognised structures and procedures it is acknowledged that the catalogues reflect this lack.  This has in part been addressed by the retro-conversion of the manual catalogues since a conscious effort was made at the time of inputting to re-organise catalogue structures in line with the mandatory elements of ISAD(G).  Hard-copy catalogues have not generally been altered due to the amount of work this involves.

4.2.2 The Collections Development Plan will seek to address these issues in a managed work programme over a period of time.

5. Maintaining contact
5.1  The value of maintaining good relationships with depositors and donors, both actual and potential is vital if the collections information record is to remain current and thus accurate.

5.2 The service welcomes all information given at the time of deposit or donation and occasionally seeks further information from members of the public who have an interest in or connection with the collection.

5.3 The service has identified its main depositors and maintains regular communication with these groups.  Where alterations are found to be necessary these are inputted on to CALM.
6. Collections information and the Data Protection Act
6.1 Pembrokeshire Archives and Local Studies is mindful of its responsibilities under the Data Protection Act and seeks at all times to comply with privacy legislation.  Thus no hard-copy catalogue contains the personal details of the person depositing material: a programme of redaction was carried out in order to safe-guard personal data contained in historic catalogues.

7. Cataloguing priorities
7.1 Cataloguing priorities are identified within the Collections Development Plan and are based on size, perceived demand, conservation needs and staffing capacity to deliver.  Funding streams will be sought whenever and wherever this is feasible and practicable.
8. Scrutiny
8.1 It is intended that this policy will be open for viewing and comment.
9. Policy review
9.1 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.
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