CIDOC Archaeological Archives Standard

International Committee for Documentation of 
International Council of Museums (CIDOC)

[image: image1]
[image: image2.jpg]



Produced by the ICOM/CIDOC Archaeological Sites Working Group

Version 1, July 2016
Editors: Paul Adams, Duncan Brown
, Philip Carlisle, Stephen Stead, Tanja Watson and Jonathan Whitson Cloud
Copyright: 2016 ICOM/CIDOC Archaeological Sites Working Group
CONTENT
21
CONTENT


42
FOREWORD


63
INTRODUCTION


73.1
Intended audience


73.2
Scope


83.3
Purpose of archaeological archives


83.4
Definition


103.5
Pre fieldwork preparation


10
Preserved Archive preparation


103.6


113.7
Transfer process


124
SELECTION PRINCIPLES


145
THE ARCHAELOGICAL ARCHIVE STANDARD


145.1
Metadata


145.2
Archive Summary


155.3
Archive Inventory


155.4
Archive Bibliography


155.5
Indexes


176
THE DOCUMENTARY ARCHIVE


176.1
Narrative textual material


176.1.1
General


186.1.2
Physical


186.1.3
Digital


196.2
Structured textual material


196.2.1
General


206.2.2
Physical


216.2.3
Digital


226.3
Visual material


226.3.1
General


236.3.2
Physical


246.3.3
Digital


276.4
Security Copies


316.5
THE MATERIAL ARCHIVE


316.5.1
Sorting


316.5.2
Terminology


316.5.3
Storage Unit identification:


326.5.4
Bulk Finds


336.5.5
Registered Finds


346.5.6
Human Remains


356.5.7
Specimens


446.5.8
Appendix D: Suggested Structure of the Documentary Archive


456.6
Narrative Texts


456.7
Structured Texts


456.8
Visual Material











































FOREWORD
Following the recommendations of this document will facilitate the development of an ordered and accessible archive. This standard is largely based on the Guide to Best Practice produced in the UK by the Archaeological Archives Forum (AAF) (Brown 2011). However, this standard can be applied to archives generated in any state or country. Each material type has a full list of all recommendations even if this means repetition.
Stephen Stead (Chair)

Archaeological Sites Working Group

“The usefulness of an archaeological archive is conditioned by its completeness, stability and accessibility… All aspects of the archaeological process affect the quality of the resulting archive… Ensuring the security and stability of the archive is a continuous process and a universal responsibility… A project has not been completed until the archive has been transferred successfully and is fully accessible for consultation.” (CIfA Standard and Guidance for the creation, compilation, transfer and deposition of archaeological archives, 3.1: Preamble, CiFA 2014)

INTRODUCTION

1. 
The nature of archaeological archives has changed dramatically since the early 1990s. 
 The distance travelled in the long journey to respect for the cultures and states in which archaeology is carried out and the explosive emergence of the digital realm have combined to force a step change in the expectation of what constitutes an effective and ethical archaeological archive deposition. 


A number of excellent national and local standards have already been produced by large and small organizations, giving both strategic and practical guidance on the creation, preparation and deposition of archaeological archives. The aim of this standard is to outline the common international requirements.


Intended audience
The standard is aimed at:-

i] practitioners who recover, create, preserve and manage the outcomes, both material and documentary, of archaeological projects
ii] creators of local, regional or national standards who wish to harmonize with international best practice.

Scope
The standard focuses on the information required to access the preserved archive and not on the terminology used within it.
Where appropriate the standard makes recommendations about the environmental conditions that particular media or materials may need for long term preservation.
Where they exist, local, regional or national standards and legal frameworks may supplement these best practices. For these please consult local resources.
Purpose of archaeological archives

Archaeological projects generate records that help users comprehend the results. Some projects, like excavations, are destructive processes and therefore the subsequent archive is the only evidence remaining of the archaeology encountered. It is vital, therefore, that the archive facilitates future research, particularly by those with no direct involvement in the original project. 
To support this purpose, a general principle is that all archive elements should be universally accessible. However it is recognised that access to some elements may require restrictions, for example culturally sensitive material. Such elements should be highlighted in the Archive Summary and have their own index prepared.
Definition
A distinction is made between the working project archive and the preserved archive.
A working project archive contains all the documentation and physical items gathered during an archaeological project. Examples of archaeological projects include desk based research, survey,  excavation and analysis of physical items. It can usefully be divided into the Documentary Archive and the Material Archive. 
The Documentary Archive includes, for example, written material, drawings, photographs, video, x-radiographs and remote sensing data sets whether analogue or digital. 
The Material Archive includes recovered items such as artefacts, ecofacts, industrial by-products, human remains, sieved material and scientific specimens. 
The preserved archive comprises those elements selected from the working project archive for curation beyond the duration of the project.
Different elements of the preserved archive, both Documentary and Material, require different long term storage conditions, which will necessitate their separation. One of the primary tasks of archive documentation is to identify the location of the various elements. Subsequent access to the archive as a whole will depend on this documentation.
A key difference between the working project archive and the preserved archive is that the responsibility for the maintenance of location information of archive elements will transfer from the archive creator to the archive.







Pre fieldwork preparation


Before any archaeological project commences it is imperative to establish how the archive will be organized and selected, and where it will be deposited for long-term preservation. Consult with the repository regarding their policies on preservation (digital and physical),  levels of availability and access to users. Terms and licensing conditions may also need to be considered. Check what national codes of conduct, documentation principles and best practice may need to be followed. The schemas for identifying the constituent elements of human skeletal and tissue remains and registered finds should be selected.
If external specialists are involved in your project, specify what best practices, standards, terminology and formats should be used to deliver consistent data. (e.g. IfA 2009)
Preserved Archive preparation
Creation of the Preserved Archive
Transfer process

Text about transfer process here
In some countries the written consent of the landowner to have any finds (from fieldwork on their land) placed in a local repository must be obtained. In such instances it is advisable to seek landowner consent before the onset of fieldwork and if that is not possible then as soon as possible afterwards, when the quality of the finds assemblage has been established.  

Museums and other archive repositories should have ownership of any archive that is deposited with them and may also have copyright, sole or shared, over the documentary archive. It is important to ensure that this is in line with the current legislation within the country within which you are operating.

Safety/Virus: Check that all files are free of viruses before archive deposition.

SELECTION PRINCIPLES

Archaeological projects collect and produce some material that may not be worthy of including within the project archive. Examples include duplicate or blurred digital photographs and some finds. 
The preserved archive is created from the project archive through the selection of material for long term preservation. A selection process should be applied to both the documentary and material components of the project archive, with the aim of creating a resource that: 

· reflects fully the extent and character of the project 

· includes all records and material that has the potential to inform further research

· includes all material that accords with the collecting policy of the curating institution.

The selection process should be aimed at producing a project archive that will allow future users to fully re-examine and interpret the site from which the archive material is derived, whilst avoiding duplication and the inclusion of materials not relevant to the understanding of the site. Draft or interim materials, such as early versions of reports, may have significant differences to later versions. Assess whether these materials need to be archived as well.

Whilst developing a selection process it is important to take into account the collecting policy of the museum with which it is intended to deposit the archive. Equally important is the need to ensure that the selection process takes into account local and national research strategies. 

Therefore the responsibility of deciding the selection of what material is to be retained should be developed with full consultation between the project team and the archive repository curator. 
Material that has 
Documentation: Some specimens (e.g. Carbon 14) may be destroyed during analysis, in such instances the keeping of documentation is especially important; all data derived from these specimens must be deposited. 

Selection criteria and procedures must be fully documented and this documentation included within the project archive. (D.H. Brown 2011)
CONSISTENT TERMINOLOGY THROUGHOUT
All files that are ‘born digital’ (i.e. created in a digital format) should be considered for inclusion in the digital archive. Files created by digitising hard copy originals, such as record sheets entered into a database, should be retained to enhance the interoperability of the archive. <DHB Job to add examples>
The Documentary Archive

The preserved documentary archive must contain:

· all original records that have no duplicates, such as pencil drawings made on site

· documents or digital files that are not superseded by subsequent versions, for example final drafts of reports

· indexes or catalogues to the contents of the preserved archive. 

Documentary items that may be excluded from the preserved archive include:

· photocopies of original documents that are in the archive

· general correspondence that will not inform an understanding of the project

· poor quality photographs for which a better version exists, for instance as a result of ‘bracketing shots’ in the field

· documents or digital files that have been superseded by later versions.

The Material Archive

A selection strategy for the material archive must be agreed as part of the project planning process. This will set out the criteria for selecting finds for the preserved archive and the appropriate degree of recording required for objects that will not be selected. It may be agreed, for example, that fragments of plain clay pipe stems will not be selected for archive but their quantity, by weight and fragment count within each contextual unit, and possibly the diameter of the stem and the bore, might all be recorded prior to de-selection. This will ensure that all finds will be collected during fieldwork and dispersed only after recording to an agreed standard has taken place, thus ensuring that there is the potential for further study.

The selection strategy must be agreed with appropriate representatives of the institution that will curate the preserved archive. Some objects recovered during fieldwork may be of interest outside the scope of the project, for instance commercial containers, such as milk bottles, that bear the names of local tradespeople. The whole of the material archive must therefore be assessed prior to selection in order to agree what is to be selected for the preserved archive, what is to be retained for use in other ways, such as handling collections or teaching material, and what is to be dispersed, disposed of or destroyed.

A selection strategy must also contain a procedure for disposing of material that has not been selected. This may include offering objects to other potentially interested parties, perhaps for use in training but there must be a clear process for the destruction or re-burial of objects that are not required elsewhere.
THE ARCHAELOGICAL ARCHIVE STANDARD
The primary organizational principle is that an archaeological archive will be divided into distinct documentary and material components. Not all projects will produce a Material Archive but all will produce a Documentary Archive. 


The archive will be managed in a manner that minimises the risks of damage, deterioration, loss or theft.
The archive will be managed in a manner that optimises access, retrieval and utility.
Ownership, copyright and intellectual property rights to the archive materials should be established at the beginning of the project. Arrangements for the transfer, or licensing, of these rights to the final repository should be agreed at the earliest possible juncture. Elements for which such transfers or licences are not possible should not form part of the archive.
1.1.1.1.1 Metadata 

A minimum requirement is a CRM-Core (CIDOC 2010?) compliant metadata record for the preserved archive as a whole. Where possible, CRM-Core compliant records should also be prepared for individual elements or subsets of the archive, particularly digital assets.

Compulsory elements of metadata for the preserved archive are

1. the project identifier 

2. the date that preserved archive compilation was completed

3. the compiler (organisation and/or individual/s) of the preserved archive

This preserved archive metadata will form the basis of the metadata compiled by the receiving repository. 
Archive Summary
Every archive must include a summary report describing the project background, when it was carried out, by whom, the location of the site/area, and the results identified. The summary should include a description of the archive contents highlighting elements of particular significance or interest. Culturally sensitive materials with access restrictions should be noted in the summary.
1.1.1.1.2 Archive Inventory
An archive inventory must be created for the whole preserved archaeological archive. 
It consists of two elements:


A] Archive Contents List


B] Storage Unit Index.

The Archive Contents List details how much of each type of material is included in the archive. This includes both the Documentary Archive and the Material Archive. The Archive Contents List for the Documentary Archive must include the quantities of digital assets that form part of the Archive. This forms a checklist for the receiving institution to verify that the transfer of the archive is complete. See Appendix A for an example of a blank Archive Contents List.
The Storage Unit Index details in which Storage Unit each part of the Documentary and Material Archives are stored. This will need to be completed once the final storage locations of each Storage Unit are known. See Appendix B for an example of a blank Storage Unit Index.
A copy of both these elements should be available in each location that a part of the archive is stored.
1.2 Archive Bibliography

The archive bibliography should document all the manuals and standards referred to during the development of the project archive. 
Procedural manuals for each of the major phases of project archive development including, Creation/data gathering, Analysis, Compilation, Transfer should exist. Where these are formally published then full references to them should be included in the Structured Textual Material archive. Where they are unpublished then copies should be included in the Narrative Textual Material archive.
Standards may include controlled vocabularies, data standards, archive repository deposition standards and, indeed, this standard.
Individual specialist reports may have their own bibliographies, these do not need to be replicated within the archive bibliography.
1.3 Indexes
Appropriate indexes must be created for each constituent element within the archaeological archive (See Appendix C for examples). 
These form the finding aids for items that are included in the preserved archive.
Typically to access a particular item within the preserved archive the combination of the appropriate index and the archive inventory will enable the correct storage unit to be selected.
A separate index will be required for culturally sensitive materials with access restrictions.
THE DOCUMENTARY ARCHIVE
The documentary archive usually contains: 

· Narrative textual material, where the meaning is in the narrative (e.g. correspondence, reports, narrative catalogues, specifications, management material, manuals, day books, records and notes)
· Structured textual material where the formatting conveys part of the meaning (e.g. indexes, tables, databases, spreadsheets, tabular catalogues)
· Visual material where the format conveys all the information (e.g. negatives, prints, hand-drawn plans, transparencies, x-radiographs, contact prints, finds drawings, sketches, moving images, models, plaster casts, reconstructions, maps and spatial depictions)
· These can be manifested in both physical and digital formats.
1. Narrative textual material
2. General
Ordering: 

Organise materials of the same type and format in a consistent, logical order or sequence (e.g. sequence correspondence in chronological order, group digital specialist reports in ODT format in the same directory).

Methodology:

All project records should be produced following a consistent methodology. The documentation of the methodology should be included in the archive or be referenced in the archive bibliography.
Project Identifiers: 
Mark all elements (pages or files) with the project identifier (e.g. site code) and, where pre-issued and required, the archive repository’s collections management identifier (often called the accession number).
Documentary Archive Terminology: 
Consistent terminology must be used when documenting both the content type (i.e. visual material, narrative and structured text) and format (e.g. manuscript, PDF) used for each element of the documentation.  
1.3.1.1 Released material: 

Copies of all narrative textual material released as part of the project should be included with the archive. This would include site reports, interim notes, specialist reports and online resources.
3. Physical
Storage of paper: 

Do not fold documents. 

Store documents flat in acid-free, dustproof cardboard boxes.

Paper is best stored in darkness, with the temperature fixed between 13° and 19° C. 

The ideal relative humidity is a fixed point (constant) between 45% and 60%.
Archive materials: 
Use suitable packaging materials that will protect the records.

High quality paper or card should be used. Photocopies and recycled paper have a short life-span and therefore should be avoided. Archival paper has neutral or mildly alkaline pH and a longer life-span. 

Do not use adhesive or adhesive tape of any kind. Bundles of materials may be secured with archival quality ribbon.
Archival stable ink and printing processes should be used.
1.3.1.2 Remove metal fastenings as these may corrode and damage records. 
1.3.1.3 Index:

An index of narrative textual material will be required. It will comprise of a list of all the documents present in the archive. Each included document should have full details of any different versions of the same document that are included in the archive; this is useful to show the evolution of a piece of narrative textual material. 
The index will always contain the following common metadata:-

· Title of the item of narrative textual material
· Creator of the item of narrative textual material
· Date of creation of the item of narrative textual material
See Appendix C for examples.
4. Digital
1.3.1.3.1 Storage:
It is essential to save digital data in the preferred format of the archive repository. File formats should be non-proprietary, archive-ready, open formats whenever possible. The data they will represent should be agreed with all parties during the project preparation phase.
Digital material should be stored on servers that are managed as part of an actively curated digital environment (<Uni of Leicester, museum digital preservation standards DigPresCoali ADS insert references here you peasant>).

The storage of data on transfer media, such as discs or external drives, is not appropriate as they are not suitable for long-term preservation.

1.3.1.3.2 Documentation: 

Create a digital archive index which contains the file structure, names, creation date (CHECK ADS STANDARD AND REFERNCE IT) HASH CODES.
1.3.1.4 The full digital provenance of the digital archive must be documented. This will include process metadata, software and algorithm versions, dates, personnel, the data dictionary (i.e. field descriptions) and the meaning of any codes or abbreviations used.
1.3.1.5 Consistent data element naming conventions should be used (eg always call the field for the excavators name “Excavated by” not a mixture of “Digger”, “Excavator” and “Excavated by”.
1.3.1.6 Develop a file naming convention that includes project identifier, item identifier, the content and file version numbers. Follow the guidance on the use of controlled characters when formulating filenames. The underscore character (“_”) is the recommended separator and should be used instead of spaces and hyphens. Remember that some operating systems are case sensitive. This naming convention should be rigorously enforced and regular quality control processes applied. 
5. Structured textual material
1.3.1.7 General
1.3.1.7.1 Ordering: 

Organise materials of the same type and format in a consistent, logical order or sequence (e.g. sequence context record sheets in numerical order, group spreadsheets in ODS format in the same directory).

1.3.1.7.2 Methodology:

All project records should be produced following a consistent methodology. The documentation of the methodology should be included in the archive or be referenced in the archive bibliography.
Project Identifiers: 
Mark all elements (pages or files) with the project identifier (e.g. site code) and, where pre-issued and required, the archive repository’s collections management identifier (often called the accession number).

1.3.2 Documentary Archive Terminology: 

Consistent terminology must be used when documenting both the content type (i.e. visual material, narrative and structured text) and format (e.g. index card, CSV, XML) used for each element of the documentation.  

1.3.3 Standards:

All standards used in the preparation of the archive should be identified in the archive bibliography. Where the standard is not formally published a copy should be included in the narrative textual material element of the archive.

All project records should be produced to a consistent format. 

The format and content of recording forms will vary between organizations and countries but all should include:

· the project identifier

· the record identifier

· the date the record was completed

· the creator of the record

1.3.3.1 Released material: 

Copies of all structured textual material released as part of the project should be included with the archive. This would include site catalogues, specialist analysis tables and online resources. 

1.3.3.2 Physical
1.3.3.2.1 Storage of paper: 

Do not fold documents. 

Store documents flat in acid-free, dustproof cardboard boxes.

Paper is best stored in darkness, with the temperature fixed between 13° and 19° C. 

The ideal relative humidity is a fixed point (constant) between 45% and 60%.
1.3.3.2.2 Archive materials: 

Use suitable packaging materials that will protect the records.

High quality paper or card should be used for original structured textual materials. Photocopies and recycled paper have a short life-span and therefore should be avoided. Archival paper has neutral or mildly alkaline pH and a longer life-span. 

Do not use metal fastenings as these may corrode and damage records. If they are present remove during preservation archive compilation.
Do not use adhesive or adhesive tape of any kind. Bundles of materials may be secured with archival quality ribbon.
1.3.3.3 Archival stable ink and printing processes should be used.
1.3.3.4 Indexes:

The following indexes will normally be required:-

Context number index
Specimens index
On-site samples (e.g. soil collected for sieving or flotation)
· Other structured textual types, where present, will also require indexes.

Structured textural material indexes will always contain the following common metadata:-

· Unique identifier of the item of structured textual material
· Creator of the item of structured textual material
· Date of creation of the item of structured textual material
See Appendix C for examples.
6. Digital
1.3.3.4.1 Storage:
It is essential to save digital data in the preferred format of the archive repository. File formats should be non-proprietary, archive-ready, open formats whenever possible. The data they will represent should be agreed with all parties during the project preparation phase.
Digital material should be stored on servers that are managed as part of an actively curated digital environment (<as above insert references here you peasant>).

The storage of data on transfer media, such as discs or external drives, is not appropriate as they are not suitable for long-term preservation.

1.3.3.4.2 Documentation: 
Create a digital archive index which contains the file structure, names, creation date (CHECK ADS STANDARD AND REFERNCE IT) HASH CODES.
1.3.3.5 The full digital provenance of the digital archive must be documented. This will include process metadata, software and algorithm versions, dates, personnel, the data dictionary (i.e. field descriptions) and the meaning of any codes or abbreviations used.
1.3.3.6 Consistent data element naming conventions should be used (eg always call the field for the excavators name “Excavated by” not a mixture of “Digger”, “Excavator” and “Excavated by”.
1.3.3.7 Develop a file naming convention that includes project identifier, item identifier, the content and file version numbers. Follow the guidance on the use of controlled characters when formulating filenames. The underscore character (“_”) is the recommended separator and should be used instead of spaces and hyphens. Remember that some operating systems are case sensitive. This naming convention should be rigorously enforced and regular quality control processes applied. 
7. Visual material
1.3.3.8 General
1.3.3.8.1 Ordering: 

Organise materials of the same type and format in a consistent, logical order or sequence (e.g. sequence visual materials on drawing film in numerical order, group digital visual materials in TIFF format in the same directory).

1.3.3.8.2 Methodology:

All project records should be produced following a consistent methodology. The documentation of the methodology should be included in the archive or be referenced in the archive bibliography.
Project Identifiers: 
Mark all elements (pages or files) with the project identifier (e.g. site code) and, where pre-issued and required, the archive repository’s collections management identifier (often called the accession number).

1.3.3.8.3 Identification of the item:
1.3.3.8.4 All visual materials should carry their own unique identifier. 

Identification of the Subject:
All visual materials should include a means to identify the subject(s) within the depiction. Examples include a caption board showing the site code and item number in a photograph, a clapper board with site code and date at the start of a video and the object number on a drawing of a find.
Where this is not possible, for instance general site photographs or legacy materials where this has not been done, ensure that the subject can still be adequately identified using the normal external metadata and indexes.
Where appropriate they should also include a scale, a legend and/or a means of location/orientation.
Documentary Archive Terminology:
1.3.3.9 Consistent terminology must be used when documenting both the content type (i.e. visual material, narrative and structured text) and format (e.g. slide, negative, PDF, MP4) used for each element of the documentation.  
1.3.3.9.1 Standards:

All standards used in the preparation of the archive should be identified in the archive metadata. Where the standard is not formally published a copy should be included in the narrative textual material element of the archive.
1.3.3.10 Released material: 

Copies of all visual material released as part of the project should be included with the archive. This would include photographs, plans, graphs, plots, drawings, cartographic materials and online resources. Ensure all the originals of the visual materials used in released materials are included in the archive; for example the original ink drawing of an object.
1.3.3.11 Physical
1.3.3.11.1 Storage of paper: 

Do not fold or roll visual material. 

Store visual material, flat in an acid-free container.

Paper is best stored in darkness, with the temperature fixed between 13° and 19° C. 

The ideal relative humidity is a fixed point (constant) between 45% and 60%.
Storage of drawing film:
Store drawing film flat (even if transported rolled), and in dark, dust-free containers. 
Remove self-adhesive drawing hangers before archiving.
Drawing film is best stored with the temperature fixed between 5°C and 10°C. 
The ideal relative humidity is a fixed point (constant) between 45% and 60%.
1.3.3.11.2 Storage of photographic media:

Separate the different types of photographic media, according to their storage requirements.

Negatives and x-radiographs are best stored in archive quality, acid-free paper envelopes within dustproof, archival print boxes or cabinets. 
Acid-free polyester sleeves or hangers are also acceptable. Do not use PVC based materials.
Negatives and x-radiographs are best stored with the temperature fixed between 15°C and 18°C. 

The ideal relative humidity is a fixed point (constant) between 30% and 40%
Prints are best stored in acid-free paper enclosures or polyester sleeves within dustproof, archival print boxes or cabinets with the temperature fixed between 10° and 19° C. 

The ideal relative humidity is a fixed point (constant) between 40% and 60%.

Colour transparencies are best stored in dustproof, archival print boxes or cabinets with the temperature fixed ideally between 0° and 2° C but for practical purposes a fixed point between 5° and 10° C is acceptable.
Note that photographic material may need to be acclimatised when moving between storage and handling areas if the temperatures vary greatly.

1.3.3.11.3 Archive materials: 

Use suitable packaging materials that will protect the records.

High quality paper, card or film should be used for original visual materials. Photocopies and recycled paper have a short life-span and therefore should be avoided. Archival paper has neutral or mildly alkaline pH and a longer life-span. 

Do not use metal fastenings as these may corrode and damage records. If they are present remove during preservation archive compilation.
Do not use adhesive or adhesive tape of any kind. Bundles of materials may be secured with archival quality ribbon.
1.3.3.12 Archival stable ink and printing processes should be used.
Photographic materials (negatives, transparencies and prints) must be processed to archival standards. 
1.3.3.13 Indexes:

The following indexes will normally be required:-

Drawing index

Photographic index

Other visual material types, where present, will also require indexes.

All visual material indexes will contain the following common metadata:-

· Unique identifier of the item of visual material

· Appellation/identifier of the subject(s)

· Type of representation (e.g. excavation section, plan, object, transparency, negative)

· Creator of the item of visual material
· Date of creation of the item of visual material
See Appendix C for examples.
1.3.3.14 Digital
1.3.3.15 Storage:
It is essential to save digital data in the preferred format of the archive repository. File formats should be non-proprietary, archive-ready, open formats whenever possible. The data they will represent should be agreed with all parties during the project preparation phase.
Digital material should be stored on servers that are managed as part of an actively curated digital environment (< as above insert references here you peasant>).

The storage of data on transfer media, such as discs or external drives, is not appropriate as they are not suitable for long-term preservation.

1.3.3.16 Documentation: 
1.3.3.17 Create a digital archive index which contains the file structure, names, creation date (CHECK ADS STANDARD AND REFERNCE IT) HASH CODES.
1.3.3.18 The full digital provenance of the digital archive must be documented. This will include process metadata, software and algorithm versions, dates, personnel, the data dictionary (i.e. field descriptions) and the meaning of any codes or abbreviations used.
1.3.3.19 Consistent data element naming conventions should be used (eg always call the field for the excavators name “Excavated by” not a mixture of “Digger”, “Excavator” and “Excavated by”.
1.3.3.20 Develop a file naming convention that includes project identifier, item identifier, the content and file version numbers. Follow the guidance on the use of controlled characters when formulating filenames. The underscore character (“_”) is the recommended separator and should be used instead of spaces and hyphens. Remember that some operating systems are case sensitive. This naming convention should be rigorously enforced and regular quality control processes applied. 

8. 
9. 
10. 
11. 
12. 
13. 
14. 
15. 
Photographs:
Should be created as native (to the camera make and model) RAW then archived as both RAW and TIFF. JPEG is not acceptable as either a format for creation or archiving. Archive image files should be uncompressed Baseline 8 bit per channel TIFF v.6 files of not less than 25MB (without interpolation). The files should be flattened (i.e. not contain image adjustment or other working layers introduced in post-production by image processing software). 
16. 
a. 
b. 
c. 
17. 
18. 
19. 
· 
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1. 
2. 
3. 
4. 
5. 
6. 
THE MATERIAL ARCHIVE 
The principal aims of documenting the Material Archive (including ordering and labelling) are to secure the objects; facilitate retrieval; relate them to the site and its structure as well as relate them to the documentary archive and its structure.

The Material Archive can be divided into three categories: 

Bulk Finds are recovered items that occur in relatively large quantities on site and are composed of materials that do not require either special recording during recovery, or highly controlled storage conditions. Examples are animal bone, ceramics and slag.

Registered Finds are items usually recorded individually during recovery. Examples are coins and other metal objects, glass, leather, stone tools, textile, wood and worked bone. These have often been known as Small Finds. Samples such as mortar fragments, soil columns or sediment cores that have been selected for preservation will be archived as registered finds. Registered finds often require storage in controlled conditions of humidity and/or temperature.
Human Remains include skeletal and tissue remains or objects incorporating them. These will need to follow separate procedures to the rest of the finds recovered in the field.
Specimens are created during analysis. Examples include microscope slides of botanical remains or thin-sectioned ceramics or polished fragments of materials analysed by x-ray fluorescence or scanning electron microscopy.
1.3.3.21 Sorting 

1.3.3.22 The driving principle for sorting the Material Archive is the storage requirements of the different classes of material. Examples of such classes of material include: ceramic (divided into the material types pottery, brick, tile, pipe clay); metals (copper-alloy, iron, lead); precious metals (gold, silver); stone (basalt, flint, slate); organic materials such as animal remains (bone, horn, antler); human remains. 
1.3.3.23 Terminology

Consistent terminology must be used when documenting the material archive (e.g. always use copper alloy, rather than a combination of copper alloy, bronze, Copper Alloy and copper-alloy; always use fragment rather than fragment, shard, Shard and sherd).
Storage Unit identification:
It is recommended that a single sequence of Storage Unit identifiers is used. For example if Bulk Finds are stored in Storage Units 1 to 27 then Registered Finds would be stored in boxes starting with Storage Unit 28. It is therefore most convenient if all the material archive is packed before assigning Storage Unit identifiers.
1.3.3.24 Bulk Finds
1.3.3.25 Methodology
:

Bulk Finds from each context must be sorted and packed by material type (e.g. animal bone, pottery, brick). Each package (e.g. polythene bag) will only contain finds of the same material type from the same context. Their weight and fragment count should be recorded in the Bulk Finds Index. Quantification provides a useful means of assessing the size of the Bulk Finds assemblage and thus the resources required for analysis and reporting. In its final form the Bulk Finds Index will also include the final Storage Unit Identifier.
1.3.3.26 Object identification:

Each item in the Bulk Find category should be marked or labelled with the project identifier (e.g. site code) and, where pre-issued and required, the archive repository’s collections management identifier (often called the accession number) together with recovery information, such as the context identifier or grid square.
1.3.3.27 Ordering:

Once sorted and packed by material type and context, Bulk Find packages in each material type are ordered by context identifier for inclusion in storage units. Do not pack robust materials such as brick in the same storage unit as more vulnerable materials such as pipe clay. 

1.3.3.28 Packing

1.3.3.29 Storage:
1.3.3.30 Each Storage Unit (box, pallet etc.) should be identified within the overall logical sequence.  Each Unit must be marked with the project identifier, Unit identifier, material type and the range of context identifiers contained within it; e.g. Project A, Box 1 will contain animal bone from contexts 1 to 99; Project A, Box 2 will contain animal bone from contexts 100 to 150; Project A, Box 3 will contain pottery from contexts 1 to 99 and so on.
1.3.3.31 Indexes:

All finds should be indexed so as to facilitate retrieval from storage. A Storage Unit Index (commonly known as a Box List), in either paper or digital form, should indicate what each uniquely numbered Unit contains, in terms of material types and context identifiers and where in the store it can be found (room, row, rack, shelf numbers). It is recommended that Individual Unit Content Lists are generated from the Storage Unit Index and be included in each Unit. Changes to the Storage Unit Index must be replicated in the Individual Unit Content Lists and vice versa.

1.3.3.32 Registered Finds
1.3.3.33 Methodology
:

Registered Finds should be characterised by material class (e.g. ceramic, metal, organic material) and object type (e.g. bead, bottle, brooch, buckle, basket, boot). A Finds Register detailing the Registered Find Identifier and material class or type will have been maintained during fieldwork. This Register will be extended to form the Registered Finds Index by including further details of the material type, the object type, context and storage unit identifier.

Some Registered Finds may have individual Registered Finds Records created for them. This additional, extended record may include dimensions, cross references to conservation records and other documentation (e.g. x-ray or photograph identifiers and lab reports) and more detailed descriptions.
Composite objects, i.e. those formed of more than one material type, should be characterised initially by the most risk sensitive material component. For example a knife with an iron blade and a bone handle would be initially characterised as having a material type of iron because iron is at greater risk of decomposition and so its storage requirements are pre-eminent.
1.3.3.34 Object identification:

All objects should be marked or labelled with the project identifier (e.g. site code) and, where pre-issued and required, the archive repository’s collections management identifier (often called the accession number) and their Registered Find Identifier.

1.3.3.35 Ordering:

Once sorted by material type Registered Finds are ordered by their identifiers for inclusion in storage units. 

1.3.3.36 Packing

1.3.3.37 Storage:
Registered finds of different material types (not classes) should be packed in separate Storage Units. Each Storage Unit (box, pallet etc.) should be identified within the overall logical sequence.  Each Unit must be marked with the project identifier, Unit identifier, material type and the list of Registered Find identifiers contained within it; e.g. Project A, Box 28 will contain iron objects 12-14 & 63; Project A, Box 29 will contain copper-alloy objects 9-10 & 36-62; Project A, Box 30 will contain worked animal bone objects 11, 15-21; Project A, Box 31 will contain glass objects 1-8, 22-35 and so on.
1.3.3.38 Index:

All finds should be indexed so as to facilitate retrieval from storage. A Storage Unit Index (commonly known as a Box List), in either paper or digital form, should indicate what each uniquely numbered Storage Unit contains, in terms of material types and Registered Find Identifiers and where in the store it can be found (room, row, rack, shelf numbers). It is recommended that Individual Unit Content Lists are generated from the Storage Unit Index and be included in each Unit. Changes to the Storage Unit Index must be replicated in the Individual Unit Content Lists and vice versa.

1.3.4 Human Remains

1.3.4.1 Methodology:
Human remains form a distinct material class similar to registered finds within the material archive. They require respectful handling and storage. 

In many jurisdictions laws and guidelines exist, or are emerging, that govern the handling, storage and use (e.g. study, exhibition) of human remains (Marquez-Grant, Fibiger 2011) and in all cases these should be followed for the jurisdiction in which the archive is to be held. Other jurisdiction’s rules may have applied while the human remains formed part of the working project archive. 

Where no relevant law or guidelines currently exist the following minimum standards should be applied.

1.3.4.2 Object identification:

A schema for identifying the constituent elements of human skeletal and tissue remains will have been established prior to the project commencing. Human remains should be labelled with the project identifier (e.g. site code) and their unique Human Remains Identifier.

Human remains should never be marked with identifiers or other marks directly. Rot-proof labels should be attached with archival twine.

1.3.4.3 Ordering:
Once sorted into skeletal and tissue material, human remains are ordered by their identifiers for inclusion in storage units.
1.3.4.4 Packing
1.3.4.5 Storage:

Skeletal and tissue material will need to be stored under different preservation conditions. Human remains should be stored in a specially designated place or places within each preservation environment. These places should be clearly marked as designated Human Remains Store(s). All human remains should then be stored in these areas.

Some cultures may wish to consecrate the Human Remains Store(s) as part of the long term deposition of remains from their culture.

Human remains or objects incorporating human remains (e.g. musical instruments, jewellery or funerary vessels) must not be mixed in storage units with other classes of Material Archive.
All storage units holding human remains should be clearly marked.
1.3.4.6 Indexes:

All human remains should be indexed so as to facilitate retrieval from storage. A Storage Unit Index (commonly known as a Box List), in either paper or digital form, should indicate what each uniquely numbered Storage Unit contains, in terms of material types and Human Remains Identifiers and where in the store it can be found (room, row, rack, shelf numbers). It is recommended that Individual Unit Content Lists are generated from the Storage Unit Index and be included in each Unit. Changes to the Storage Unit Index must be replicated in the Individual Unit Content Lists and vice versa.

The index should contain an indication of the estimated date of death of the human remains.
1.3.4.7 Risk

Appropriate personal protective equipment (PPE) should be worn when handling human remains. Human remains where death occurred over 100 years ago are assumed to pose little risk to those coming into contact with them. However where death occurred less than 100 years ago or where the human remains are especially well preserved (e.g. having been frozen, interred in sealed lead containers or submerged in acidic water) some residual risk of transmittable disease may still exist. 
1.3.4.8  Specimens
1.3.4.9 Methodology
:

Specimens should be characterised and packed by analytical technique (e.g. thin-sectioning x-ray fluorescence, scanning electron microscopy). 
The approach and unique identifier should be recorded in the Specimens Index. In its final form the Specimens Index will also include the final Storage Unit Identifier. 





1.3.4.10 Object identification:

All specimens should be marked or labelled with the project identifier (e.g. site code) and, where pre-issued and required, the archive repository’s collections management identifier (often called the accession number) and their Specimen Identifier.
Ordering:
Once sorted by analytical technique, specimens are ordered by their identifiers for inclusion in storage units. 

1.3.4.11 Packing

1.3.4.12 Storage:
Specimens prepared using different analytical techniques should be packed in separate storage units. Each storage unit should be identified within the overall logical sequence.  Each Unit must be marked with the project identifier, Unit identifier, analytical technique and the list of Specimen Identifiers contained within it; e.g. Project A, Box 42 will contain thin section slides PROJA/TS01-23; Project A, Box 43 will contain scanning electron microscopy specimens PROJA/SEM01-06 and so on.



1.3.4.13 

Indexes:
All specimens should be indexed so as to facilitate retrieval from storage. A Storage Unit Index (commonly known as a Box List), in either paper or digital form, should indicate what each uniquely numbered Unit contains, in terms of sample approaches and Sample Identifiers and where in the store it can be found (room, row, rack, shelf numbers). It is recommended that Individual Unit Content Lists are generated from the Storage Unit Index and be included in each Unit. Changes to the Storage Unit Index must be replicated in the Individual Unit Content Lists and vice versa.
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Appendix D: Suggested Structure of the Documentary Archive
Text here please
Narrative Texts
· Project Documentation: e.g. Project Initiation Documents, Written Schemes of Investigation, Project Briefs; Method Statements
· Licences

· Published materials

· Unpublished reports
· Secondary documentary sources
· Journals, Diaries and Daybooks
· Correspondence
· Publicity material

· Methodological manuals

· Other
Structured Texts
· Indexes, Catalogues and Lists
· Recording Forms

· Primary record forms
· Synthetic record forms
· Controlled Vocabularies: e.g. word lists, thesauri
· Project Accounts
Visual Material

· Primary drawings

· Synthetic drawings: e.g. phase plans, 3D models
· Photographs

· Negatives

· Prints

· Transparencies

· X-radiographs

· Microform (fiche)
· Video
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Examples of an archaeological project are desk-based assessment, environmental impact assessment, architectural survey, watching brief, evaluation, excavation, field walking survey, geophysical survey, environmental sampling, aerial reconnaissance, lidar survey, measured survey, rectified photographic survey.
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A: Publication Report


A: Site Data: Diary/ Field notes/ Day notes
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B: Site Data: Survey Reports


B: Site Data: Catalogue of Drawings
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C: Finds Data: Primary Finds Data


C: Finds Data: Synthesised Finds Data


C: Finds Data: Specialist Reports


C: Finds Data: Box & Bag lists





D: Catalogue of Photos/ Slides/ Videos/ X-Rays





E: Environmental/Ecofact Data: Primary Records
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�How?


�My suggestion ...


�This edit began with the aim of losing the word interoperability here!


�Maybe move methodology above ordering?
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