
Conditions for the Acceptance of Archaeological Archives

[INSERT General introduction and other museum guidance here].
1. Depositing digital archives with a Trusted Digital Repository
Museums that are not specialist digital media repositories are advised to ensure that their digital archives are stored in trusted digital repositories (Brown, 2007). The Museum does not have the expertise, capacity or resources [DELETE/AMEND AS APPROPRIATE] for the long term preservation and curation of born-digital data resulting from fieldwork projects.

Therefore, the [INSERT NAME] Museum is working in partnership with the Archaeology Data Service (ADS) to ensure the long-term preservation and curation of digital material from excavations. From XXXX 201X, all briefs for archaeological work issued by [INSERT LOCAL HISTORIC ENVIRONMENT TEAM NAME(S) HERE] will include a condition requiring digital archives to be deposited with ADS. 

Deposition with a subject-specific, open repository, not only secures information for posterity, but increases the exposure of data to relevant audiences, increasing the likelihood of discovery and re-use. This maximises the public benefit ethos embodied within the National Planning Policy Framework. Furthermore, long-term preservation to enable the discovery and re-use of data is now a recognised and desired outcome for project funders including Research Councils, the Heritage Lottery Fund, and National Heritage Agencies. 
2. Content and Coverage

All born digital material should be included in the digital archive (Brown 2007, CIfA 2014). Content of digital archives will reflect the significance of the heritage asset(s), under investigation, in general this will be reflected in the intensity of investigation conducted. 

For example, open area excavations or excavations of deeply stratified remains will often record significant archaeological remains, and involve the production of a rich digital archive encompassing material including, but not limited to, excavation and post-excavation reports, specialist (e.g. finds and environmental) databases, digital photography, plans, sections and maps (CAD/GIS), context databases and matrices. Equally, investigations yielding little or no significant archaeological features or finds will generate fewer of the aforementioned categories of data. You should be clear on the appropriate content and coverage of your collection and plan for deposition accordingly.
3. Digital Archive Preparation

A summary of the digital archiving process can be found in Figure 1.
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3.1. General Guidance

The content of the digital archive should be appropriate to the nature of the investigation and guidance provided by [INSERT NAME] Museum. In in the absence of direction from the [INSERT NAME] museum, current professional best practice as stipulated by CIfA (CIfA 2014) and the ADS should be used as applicable. For datasets where the content of the archive is unclear, or where data types are not covered by that guidance, those depositing data are urged to consult [INSERT NAME] Museum and the ADS. Archives should be prepared for deposition with the ADS in accordance with their Guidelines for Depositors and with reference to their Guides to Good Practice where appropriate.
3.2.  Data Management Planning

The Museum offers no specific guidance for data management planning and readers are at liberty to choose their preferred methods. Good data management will ensure the security, longevity and access to/understanding of data from capture/creation to deposition with an archive repository. It will also ensure the smooth transition of material from archive creator(s) to a suitable repository.

As a bare minimum, digital storage media should be kept in conditions that minimize risks of damage, deterioration, loss or theft. Digital files should be regularly backed up throughout the course of a project. [INSERT NAME] Museum strongly advise that the ADS and guidelines regarding software, formats, metadata and file naming are consulted to prior to files being created/captured, in order to minimise any further work required to prepare your digital archive for deposition with the ADS at the end of the project.
Version control must be maintained so that it is possible to identify the most up to date version of a file (only the most up to date/correct version of files should be deposited). Duplicate and poor quality files (for example poor focus/light or duplicate digital photographs) should be weeded out before transfer to the ADS. 

3.3. Selection, Retention and Discard Policy

All deposits should be checked for duplicate or draft versions of files, and these should be removed. Poor quality and/or duplicate images should not be deposited. Where any further selection and retention strategies are planned in relation to digital archives, agreement with [INSERT NAME] Museum and the relevant HER/Planning Archaeologist will be required.
3.3.1. ‘Negative’ Archive

Where sites result in an archive of limited research benefit or re-use potential (for instance where no features or finds are recovered), and it is proposed to discard the digital archive material, this should be agreed with [INSERT NAME] Museum and the relevant HER/Planning Archaeologist if applicable.
A grey literature report should still be deposited through OASIS. 

[INSERT any other requirements regarding no-feature-no-find archives here] 

3.4. Licencing, Copyright and IPR

You should establish ownership and copyright of your data at project outset, and obtain any written consents necessary for you to be able to sign the ADS deposit licence. Copyright of digital data handed to the ADS is retained by the copyright holder, but depositors must grant the ADS a non-exclusive license to preserve and distribute a collection. Work cannot start on digital preservation until a deposit licence is signed, and this can cause delays to projects in extreme cases.
Copies of the ADS Deposit License can be found here under the downloads section http://archaeologydataservice.ac.uk/resources/attach/ads_licence_form.pdf 
To maximise the value and re-use potential of collections, the ADS recommends that users agree that their data be distributed under a creative commons attribution licence (CC-BY) https://creativecommons.org/licenses/by/4.0/ 
3.5. Data Protection

Ideally, you should ensure that any digital data transferred does not contain personal information. If this is unavoidable, it is your responsibility to ensure you are compliant with the General Data Protection Regulation (GDPR) and all fair processing notices have been given (and/or, as applicable, consents obtained). See https://ico.org.uk/for-organisations/guide-to-the-general-data-protection-regulation-gdpr/ for details on GDPR. 

4. Depositing with ADS 
To find out how to deposit data visit http://archaeologydataservice.ac.uk/deposit.xhtml 

The ADS staff are available to consult with potential depositors by e-mail or telephone during office hours (9-5 Monday to Friday). For estimates / quotes please email: collections@archaeologydataservice.ac.uk  for general help, help@archaeologydataservice.ac.uk 

4.1. Fees and Charges 

Potential depositors should consult the ADS Guidelines for Depositors for information about depositing as early as possible during a project, preferably at the tender stage so that digital archiving costs can be accommodated in project timescales and budgets.

Details of the ADS Charging Policy are on their website: http://archaeologydataservice.ac.uk/advice/chargingPolicy.xhtml 

A costing calculator for small projects (fewer than 300 files of standard types) is available at: http://archaeologydataservice.ac.uk/easy/costing 
5. References

Brown, D., 2007. Archaeological Archives: A Guide to best practice in creation, compilation, transfer and curation, Reading: Institute of Field Archaeologists on behalf of the Archaeological Archives Forum.

CIfA, 2014. Standard and Guidance for the Creation, Compilation, Transfer and Deposition of Archaeological Archives, Reading: Chartered Institute for Archaeologists.

The Archaeology Data Service, 2015. Guidelines for Depositors. [Online] 

Available at: http://archaeologydataservice.ac.uk/advice/guidelinesForDepositors.xhtml

[Accessed 04 05 2018].
� INCLUDEPICTURE "http://archaeologydataservice.ac.uk/resources/images/attach/ADS_check_list_large.jpg" \* MERGEFORMATINET ���


Figure � SEQ Figure \* ARABIC �1�: Summary of the Digital Archiving Process









[image: image2.jpg]PLANNING STAGE

Create a Data Management Plan (DMP)

Establish the data types you will produce during your project
Decide on the file formats you will use

Contact the ADS about your deposit or consider using ADS easy

Ascertain archive costs and include them and preparation time in
tender/funding bid

Determine all metadata requirements

000000

DATA COLLECTION STAGE

Put secure backup systems in place (remember to regularly backup data)

Ensure all project members are aware of DMP and are following the same
procedures

Collect data (remember to regularly review data)
Use file structure and naming rules determined in DMP
Collect required file-level metadata using ADS templates

Collect and record any licenses/copyright required

POST ANAYLSIS STAGE

Carry out selection and retention strategy
Tidy data — check file-level metadata, file formats, file structure, file names

Prepare any accompany documentation — i.e database relationships, code
lists

Prepare project-level metadata D

Sign deposit license D

Transfer dataset to ADS




