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1. Executive Summary

During the on-site visit at the Geological Survey of Ireland (GSI), I surveyed the records in the archives and in the various record rooms of each department. In surveying the records, I examined the type of records and made an estimation as to the amount of archival material that was held in each room. I also talked to the members of staff who were in charge of the records and the archives regarding the type of material and the value of the material that was in each area, as well as how they were stored.

Over the course of my survey, I found that the GSI holds a wide range of material, including maps, files, reports, books, volumes, photographs, digital material and tapes. I also found that there was no coherent archival policy in place in the GSI. Some departments’ records were more organised than others, with the relevant staff members knowing what was held in their storage rooms, while others did not know. There is also a shortage of space in many of these storage areas, including the designated archives area, which is putting pressure on each department. Petra Coffey is doing great work in the archives, but she is only part-time. More person days are needed to get the GSI’s archives into shape.

Having surveyed and examined all the material and data that I gathered on the records of the GSI, I recommend that an archivist be hired by the GSI. Once an archivist is hired, an archival policy can be developed by the GSI. However, before this is implemented, the archivist must re-organise the archive room with new shelving and a produce a new finding aid. Once this is done, the archivist can appraise each section’s records, remove any archival material to the archives and destroy non-archival material. This will all be done in conjunction with the various heads of sections. Once all the rooms have been sorted, an archival policy can be developed and this will feed into the development of a records management policy for the GSI. 

Fiona Kearney, Archivist

January 2008.

2. Introduction

Eneclann Limited was engaged by the GSI in November 2007, following a meeting between Laura Magnier, Eneclann, and Petra Coffey and Sarah Gatley of the GSI, to conduct an assessment of the current state of the GSI’s archives and produce a step-by-step plan for the archives’ future. The project began in December when Fiona Kearney, archivist, spent some days on site at the GSI.

The Geological Survey of Ireland, founded in 1845, is the national Earth Science Agency. It is responsible for providing geological advice and information and for the acquisition of data supporting this purpose. The GSI produces a range of products, including maps, reports and databases, and acts as a knowledge centre and project partner in all aspects of Irish geology. A division of the Department of Communications, Energy & Natural Resources, the GSI is a recognised repository of the National Archives, under the National Archives Act 1986, section 14. It has a statutory responsibility for the records of its own organisation as a part of the government, as well as under the National Archives Act, 1986. The GSI, being a repository of the National Archives, has a responsibility to ensure that its records are maintained to archival standards and to make certain that these records are made accessible to the public. 

3. Methodology

The archivist spent four days on site at the GSI in Beggar’s Bush Barracks. During this time she explored and assessed each location where archives are held at the GSI headquarters. The records held by the GSI are very fragmented. They are stored in various rooms throughout the building and each section within the GSI has its own file room. The nature of these rooms varies from section to section with some of the rooms well organised and other rooms unorganised. A comprehensive survey of the holdings was undertaken by the archivist and, from that, a description of the materials and storage locations are given below under headings noting Size, Material, Environmental Conditions, Preservation Status, Security, Order and Recommendations. An assessment of the current archival services offered to the public will also be given. From the findings, the archivist designed a detailed development plan, based on standard archival practice, international standards (such as BS 5454 and ISO 15489) and relevant legislation.
4. Findings

	Archives Room – Basement

	Size
	c. 500 files

c. 400 maps

c. 400 DuNoyer paintings and drawings

c. 500 books, volumes and journals

c. 100 cassette tapes and CDs

Non-archival items including fossils, bust heads,

       equipment and other artefacts

	Material
	Correspondence files, letter books, maps, paintings and prints, books, volumes, journals, government circulars, grey cover reports, general files.

	Environmental Conditions
	The room is clean and secure. The room is fire proof; although this function is not working at the moment, but is in the process of being fixed. The temperature and humidity in the room are ideal, though this will need to be monitored to record and take measures against fluctuation. The room is not vulnerable to rodents and there are pest control measures in place.

	Preservation Status
	All items are in boxes and covered on shelves, in filing cabinets and in map cabinets. The books are stored horizontally. The majority of the material is in good condition; while there are some volumes that need limited conservation work, these are being stored in ideal conditions.

	Security
	The room is locked and only accessible by the staff in the archives section. Access needs to continue to be restricted to the authorised key-holder.

	Order
	The majority of the items are indexed and are included in the existing archives catalogue. However, there is newer material in the archive, which has yet to be catalogued. The library books are also catalogued in a separate list.

	Recommendations
	The temperature and humidity of the room needs to be monitored. In the event that it needs to be controlled, equipment, such as a fan or dehumidifier, will need to be installed. Shelves will have to be added to the archives room to ensure more space is available for the material. This will involve disposing of the filing cabinets and presses that are currently in the room. A new finding aid will also have to be produced, as the current catalogue is arranged by location. This arrangement is not ideal, as it means there is no room for expanding the catalogue. In other words, many of the filing cabinets are now full and the various series would be fragmented in the future. Moreover, should the GSI move its archives to a new location, the existing list would be an unwieldy control mechanism. Importantly, the new list will allow the GSI to adhere to ISAD(g), the International Standard of Archival Description. Uncatalogued items will also need to be included. Items will also need to be stored in archival boxes. The books that are in the archive would not be stored here under optimum circumstances. However, valuable books could be stored here, as the environmental conditions are favourable to them. If space were available elsewhere under the correct conditions, the books could be stored there. Overall, however, the archive room is well organised and maintained. 


	B-18 – Exhibition Room

	Size
	c. 400 items

	Material
	Files, volumes, books, journals, exhibition material, samples of rocks and minerals and slides.

	Environmental Conditions
	The room, while not demonstrating ideal conditions, is good. It is not very clean, owing to the presence of particulate matter (such as dust) and non-archival material being stored in the room alongside the archives. 
The temperature is too warm for archival material but this could be regulated with the aid of air conditioning or a fan.

	Preservation Status
	All the material is stored in filing cabinets, shelving, and cabinets. The material is in good condition. The material is not vulnerable to rodent or pest infestation. 

	Security
	The room is locked and the key appears to be on a master set for the whole building. Access is restricted to the staff of the GSI, who have to request the key to enter the room. The room is in the basement and contains no windows. 

	Order
	The files in the filing cabinets are all identifiable, as they are labelled.  The volumes and journals are all identifiable. The exhibition material is stored loosely around the room in boxes on top of the counter.

	Recommendations
	The material in the room needs to be appraised and identified as archival or non-archival. The archival material should be moved to the archive to be listed and stored there. The non-archival material should be disposed of. This would help create space in the room. Exhibition material could be stored in the space vacated by the other material. If archival material is to continue to be kept here, the room’s temperature must be regulated and it must be thoroughly cleaned. We would stress, however, that all archival material should be stored together, under optimum conditions.


	Storage Room in Basement

	Size
	c. 300 items

	Material
	Files, reports, volumes, stationery.

	Environmental Conditions
	The room is dirty. It is very cold. It is likely, owing to the window, that the room is very hot during the summer time.  However, if the temperature fluctuates, it can be controlled. There is evidence of insects, such as spiders, in the room.

	Preservation Status
	The material in the room is in good condition. However, some of the material could become damaged, owing to the way it is stored. Some of the items are not on shelves and they should be put on them. There is a large window in the room where natural light comes in. This could damage some of the documents if the sun is very bright and shining in the window. Putting UV sheets on the windows can control this. 

	Security
	The room is locked. Security staff holds the key.

	Order
	Some of the items are identifiable, as the boxes are labelled. The material is stored haphazardly on the shelves. Some of the material is stored on the floor and on top of cabinets, as there is no space on the shelves. 

	Recommendations
	This material in this room needs to be appraised and the archival material needs to be removed to the archive and the non-archival material needs to be destroyed. Once the material has been moved or destroyed this will leave more room available in the room to use exclusively as a stationary storeroom or as a file room. The room should also be cleaned and a UV sheet should be put on the window. If the room is going to be used as a file room, the temperature should be controlled and monitored.


	Ground Floor – Cabinets in Hallway – D. Burdon & Speleological Material

	Size
	c. 2000 items

	Material
	Books, journals and loose documents, theses.

	Environmental Conditions
	The cabinets are wooden with glass fronts and are not environmentally controlled. The cabinets are clean. However, the temperature and humidity in the cabinets would fluctuate on a continual basis. Artificial lights overhead the cabinets are shining on the books (artificial light, as well as natural light may damage archives). There are also pipes running over the cabinets, which could be a cause of concern if the pipes leaked.

	Preservation Status
	All the items are on shelves. They all appear to be in good condition. Books are stored vertically (archival principles would hold that bound volumes of archives and rare books should be stored horizontally to minimise damage). There is no evidence of pest or rodent infestation.

	Security
	The cabinets are locked. Access to the cabinets is granted to the staff in the customer centre.

	Order
	The books are labelled and arranged by topic or country. They are clearly identifiable. The journals are organised by the type and topic.

	Recommendation
	The material belonging to D. Burdon needs to be appraised. Any archival material needs to be identified and removed to the archive. The non-archival material can be retained where it is, or else moved to the library. If a storage area for books has been identified, they can be moved here. The speleological material can be stored where it is. These are clearly for reference purposes and do not contain any archival material.


	Customer Centre – Portlock Library

	Size
	c. 100 items

	Material
	Books and journals.

	Environmental Conditions
	The cabinets containing the Portlock Library are wooden with glass fronts and are not environmentally controlled. The cabinets are clean. However, the temperature and humidity in the cabinets would fluctuate on a continual basis. Lights over the cabinets are shining on the books. The room is clean. It has a normal temperature, which probably fluctuates with the heating and natural light. There is a great deal of natural light entering the customer centre, which is almost certainly affecting the books. No evidence of pest or rodent infestation.

	Preservation Status
	All books appear to be in good condition. The books in the Portlock Library are susceptible to fluctuating temperature and humidity. They are being stored vertically.

	Security
	The cabinets are locked. The cabinets are not accessible at the present because the keys are lost.

	Order
	The books are organised by topic and country. The Portlock collection is organised by topic and country.

	Recommendation
	A locksmith should open the cabinets for the Portlock Library, as the keys have been lost. The books should be examined and removed to the archive if they are valuable. Basic conservation work should be carried out on the books. The books and journals should continue to be maintained as they are, but thought should be given to environmental controls (particularly with regard to light, heat and temperature). If a library catalogue could be produced for the books, it would ensure that the books are indexed and searchable.


	Marine and Geophysical Section – Room in centre on 3rd Floor

	Size
	c. 700 items

	Material
	Data reports from the sea-bed mapping project, reports and digital material from 1999 to present day.

	Environmental Conditions
	The room is clean. The temperature in the room is normal, but would need to be monitored to ensure that the data in the digital disks is not destroyed (modern media, such as computer disks, require even cooler and drier conditions than paper archives). There is no evidence of pest or rodent infestation.

	Preservation Status
	All the material in the room is in very good condition.

	Security
	The room is not locked, but access to the room is only available by GSI staff. However, it should be locked and the key only given to designated key-holders.

	Order
	The material in the boxes is dated and all are clearly identifiable.

	Recommendation
	The temperature and humidity of the room should be monitored. If it needs to be controlled, a fan and a dehumidifier should be used. A finding aid could be produced, so that it is clear what is being stored in the room and where. The digital material should be monitored and transferred to new digital data, if and when required.  


	Marine and Geophysical Section – Room in centre on 1st Floor

	Size
	c. 500 items

	Material
	Reports from marine cruise pre-1999, tapes, sheets, maps, books, and files.

	Environmental Conditions
	The room is clean. The temperature in the room is normal. There is no evidence of pest or rodent infestation.

	Preservation Status
	All the material in the room is in good condition. However, some of the data is on tape that may not be readable anymore (it is imperative to migrate data regularly, as technology is changing so quickly).

	Security
	The room is locked. Access to the room is available to the staff in the Marine and Geophysical sections. 

	Order
	The material is labelled and identifiable. The files are labelled. Some of the material is on the floor.

	Recommendation
	The material in this room needs to be examined and the archival material needs to be identified. The material that is non-archival should be destroyed. A machine that can read the electronic data needs to be identified and if the material is to be kept, the data can be transferred to new technology. Material should be removed from the floor.


	Minerals Section – 3 Rooms on 2nd Floor

	Size
	c. 4,500 items

	Material
	Maps, files, microfilm, reports and journals.

	Environmental Conditions
	The three rooms are clean. Two of the rooms enjoy very good environmental conditions. The temperature and humidity are very good. The third room’s temperature is normal. There is no evidence of pest or insect infestation.

	Preservation Status
	The material in the rooms is in boxes, on shelves, or in cabinets. They are in good condition. Many of the documents have been scanned and are on the Document Management System.

	Security
	The rooms are open and do not appear to be monitored. The rooms need to be locked and the key should only be given out and returned if people need to access the rooms. If material is removed, this borrowing should be included in a register.

	Order
	The material in the three rooms is all listed and identifiable. There is an Access database for these files. This is searchable and provides a location for all the files in the boxes. The map cabinets are also identified by area. 

	Recommendation
	Ideally, all this material would be transferred to the archive. However, owing to lack of space in the archive and the excellent filing system here, the material could remain where it is. In the long run, if the archive was to be expanded, these files should be removed to the archive. As these files are on the DMS, there should be no need to view the original files. The database should be continued and updated regularly when new files are added to the collection.


	Cartography – 1st Floor Storage Room

	Size
	c. 5,000 items

	Material
	Maps and files

	Environmental Conditions
	The room is relatively clean. The temperature in the room is quite cool. However, this needs to be monitored closely.

	Preservation Status
	The material in the room is in good condition. Some of the larger maps are being flattened as they had previously been rolled. There is no evidence of rodents or pests in the room. The room is not fire proof.

	Security
	The room is locked. The key is maintained in the Cartography Department. Access to the room is limited, owing to the lack of knowledge of the existence of the room.

	Order
	Some of the maps in this room are organised. However, this would be by country and not by individual map. The files that are in the room are identified on the cover of the box files.

	Recommendation
	The maps in the room should be identified and indexed. If some of the maps are considered to be archival, these should be removed to the archives. As some of the maps are from various countries, it has to be decided whether to keep these or not. If they are to be kept, they could continue to be stored in this room. An index to these maps could be produced and they could be used as reference material. The files need to be identified and if they are archival they should be removed to the archive and the non-archival material should be destroyed. The room should be cleaned on a regular basis.


	Bedrock Programme – Room on 3rd Floor

	Size
	c. 3,000 items 

	Material
	Maps, files, indexes, theses, notebooks, reports, photographs.

	Environmental Conditions
	The temperature in the room was too hot.  This can be monitored and a cooler can be introduced to control the temperature.  The room was not very clean. There is no sign of any pest or rodent infestation. There are no windows in the room, so light was from hanging overhead lights.

	Preservation Status
	The material was in good condition. Some of the maps in the map cabinets were glued onto cardboard and some of the hanging maps were becoming frail. 

	Security
	The room is not very secure. It is open. This room is for the Bedrock staff that uses the maps for reference purposes. However, anyone can access the room.

	Order
	The majority of the hanging files are labelled. The six-inch maps are numbered. There are files and maps on the floor and on top of cabinets that are not organised. 

	Recommendation
	All the files need to be appraised and those deemed archival need to be removed to the archive. The non-archival files need to be destroyed. The maps need to be indexed and a finding aid produced for reference purposes. While archives continue to be stored here, security must be tightened up. 


	Quaternary/Geotechnical Programme – Room in 4th Floor

	Size
	c. 1,000 items 

	Material
	Maps and files.

	Environmental Conditions
	The temperature in the room was average.  This can be monitored and a cooler can be introduced to control the temperature.  The room was clean. There is no sign of any pest or rodent infestation. There are no windows in the room so light was from hanging overhead lights.

	Preservation Status
	The material was in good condition.  

	Security
	The room is not very secure. It is open. This room is for the Quaternary/Geotechnical staff who use the maps for reference purposes. However, anyone can access the room.

	Order
	The maps are in map cabinets and appear to be organised. 

	Recommendation
	An appraisal of the maps and files in this section needs to take place. If there is archival material in the room, it should be moved to the archive. The non-archival material should be destroyed, or else remain in the room, if used for reference purposes. While archives continue to be stored here, security must be tightened up.


	Current Archival Service Offered by the GSI

	Current Service
	At present the GSI can offer only a limited service to the public, even though they are required, under the National Archives Act, 1986, to provide access to all the material in the archives. A researcher can make a request to view archives via e-mail. Sarah Gatley receives the request and she then passes the request to Petra Coffey. Petra will find the material that the researcher wishes to see, or else will have them come to the archives and look through the finding aid themselves. She will then get the document for the researcher and allow them view it in her room. Sometimes the researcher will request information and Petra will also do this research. 

While it is extremely encouraging that there is access to the archives, the service that is being currently offered by the GSI it is not ideal. 

	Viewing Room
	Researchers currently look at archival material from the archives room in Petra’s room. Here the researcher can look at the material while Petra supervises them. The room is clean and secure. The temperature in the room is good. The windows in the room are covered with a blind. There is a possible cause of leakage in the room, but this has been temporarily solved with work due to take place on the building to rectify the problem. 

	Recommendation
	A new policy should be introduced allowing for easier access to the archival material held by the GSI. This will ensure that they are fulfilling their obligations under the National Archives Act, 1986. Producing a new finding aid to the archives will make finding documents easier. The finding aid could be put up on line and researchers could pre-order the documents that they wish to view, before they come into the archive. A different area could be identified to view the archival material. This could be possibly done in the visitors’ centre (although not if the environmental conditions remain as they are now) and specific days could be designated to view the archival material, by appointment. Basic training would be provided to the staff of the visitors centre on the handling of archival material. The archivist could also be available for consultation with the general public, who come into the visitors centre. 


5. Recommendations 

The recommendations of the report take into consideration the fact that the GSI is a recognised repository of the National Archives. Section 10. 1 states that “all archives in the custody of the National Archives or held elsewhere in accordance with this Act shall, subject to such regulations as the Taoiseach may from time to time make, be available for public inspection”. The report suggests that the GSI take a step-by-step approach to developing and expanding their archive service. Each step will include approximate costings. 

 Step 1

	Hire an Archivist

	On a permanent full time basis (depending on experience)
	€ 31,320 – 56, 238 per year

	On a short term contract (for example, for two years)
	€31,320 – 56,238 per year

	On a project basis from a consultancy firm (for a specific time frame, e.g. three months for the different stages)
	€295 per day


Step 2

	Rearrange the Archive Strong Room – two different stages

	A. This involves the removal of some of the furniture, i.e. the filing cabinets and presses, from the archive and replacing them with shelves. (These can either be purchased or use existing shelves in the GSI). 
	( Use of existing staff to help with the removal of furniture and moving in of existing shelves. 

( € 10,000 for new shelving (approx)

( € 5,000 for archival material (i.e. archival boxes, folders, tape)

	B. This involves the rearranging of the archival material. A new finding aid will be produced, and this can be done on a searchable database (such as Microsoft Access). This database will also allow for the addition of new material to various sections.  The uncatalogued material that is in the archive room will be listed and archived. The material that is in files boxes should be transferred to archival boxes. 
	€ 31,320 – 56,239 – archivist’s salary




Step 2 can be done as part of the job role of the full time archivist, the short-term contract archivist, or the project archivist. If doing step 2 as a project, this would take approximately 6 months for 2 archivists or 3 months for 4 archivists. This is to ensure that all the material in the archive is listed to ISAD(G) standards. ISAD(G) is the General International Standard for Archival Description and provides general guidance for the preparation of archival descriptions. Archival descriptions identify and explain the context and content of archival material in order to promote its accessibility.

Step 3
	Appraisal of rooms that have been identified in findings

	This step would involve going through each room that has been identified in the findings and appraising the records in the room.
	

	A. Appraise the records in B-18 and in the storage room in the basement. Once the archival records have been identified, these will be moved to the archives and listed. The remaining records can be destroyed. The staff whose records are being appraised will be consulted throughout the process.
	This can be done as part of the work of the archivist or as a separate project. 

	B. Appraise the records in the D. Burdon collection and in the Portlock Library. If any of these are archival they should be removed to the archives. However, if they are not, they are still an important collection for the GSI, so they should be stored in better conditions for the long-term preservation of the books.
	This can be done as part of the work of the archivist or as a separate project.

	C. Marine and Geophysical Section. The file rooms belonging to this section should be appraised. If records have been identified as archival, they should be moved to the archive and listed. As some of the records are from the seabed mapping project, these should be maintained where stored and a list produced of what is stored in the room.

Once this has been done, the files that are stored in offices can be appraised. This could also begin the process of appraising records that will be used to develop a record and document management system for the GSI.
	This can be done as part of the work of the archivist or as a separate project. However, the appraising of records for a Records Management Policy does not need to take place at this time; it can wait till a later date.

It would take approximately 4 person months to appraise the records in the file rooms and the offices and to list the archival material. 

	D. Central Administration. The records of this section should be appraised. If any archival material is identified, they should be moved to the archives and listed. The records that are here could also be appraised for the development of a records and document management system.
	This can be done as part of the work of the archivist or as a separate project. This would take approximately two person months, depending on the existence of archival material.

	E. Minerals Programme. This section is very well organised. An appraisal of how the records are stored and listed can be conducted. Advice on how to continue this should be given. Owing to the environmental conditions and the continued use of the records, they should be maintained in the rooms in which they are currently stored. The environment conditions should be monitored and adjusted as appropriate.
	This can be done as part of the work of the archivist or as a separate project.

This would take approximately one person month.

	F. Bedrock Programme. The file room in the Bedrock section needs to be appraised. The archival material that has been identified needs to be moved to the archives, where it will be listed. The non-archival material can be destroyed. If maps are used for reference purposes they should be maintained here (although, ideally, the originals should be conserved in the archives with a high quality facsimile for consultation at this location). The material in the offices in the Bedrock section then needs to be appraised.
	This can be done as part of the work of the archivist or as a separate project. This would take approximately six person months.

	G. Cartography. The cartography map room needs to be appraised. Those maps that are deemed archival should be moved to the archives. Maps that are not deemed archival need to have a decision made on whether they should be retained or destroyed. 
	This can be done as part of the work of the archivist or as a separate project. This would take approximately two person months.

	H. Quaternary/Geotechnical Section. The file room needs to be appraised. Again if any archival material is identified, it should be removed to the archives. If material is to be retained for reference purposes, high quality facsimiles could be produced. 
	This can be done as part of the work of the archivist or as a separate project. This would take approximately one person month.

	I. Groundwater Programme. The files in this section need to be appraised. If any are archival, they should be moved to the archives. The non-archival material should be destroyed. 
	This can be done as part of the work of the archivist or as a separate project. This would take approximately one person month.


Once these stages in Step 3 have been concluded, the current archival files held by the GSI will have been listed. Those files that are older than thirty years can be made available to the public. The files that are to be disposed off will require the authorisation of the Director of the GSI and the National Archives, in the form of a Destruction Certificate. This is in accordance with the National Archives Act, 1986. The files that are to be closed from public inspection will be marked and access to them will only be available to the staff of the GSI. 

Step 4

	Develop new Archival Service for Public 

	This step will involve introducing a new policy for the viewing of archival material. With the production of a new finding aid that can be put on-line, this will allow researchers to identify the material they wish to access before they attend the archive. Specific days for viewing material can be identified and appointments can be made for these days. If possible viewing of the archives should be moved to the visitors centre with the staff there trained in the handling of archival material. They will provide the necessary supervision that is required when the archival material is being viewed. 
	This step will take approximately 1 week. Once the archive has been fully established the finding aid can be put on-line and access provided to the public. This will be part of the archivists work and included in their salary. If a consultancy company is hired, the days that they are working for the GSI will be the days that access will be available to the public for viewing the material.

€ 31,320 – 56,239 per year for an archivist or approximately € 60,000 for consultants.


Step 5
	Develop a Records and Document Management System 

	This step will involve an audit of the functions of the GSI, the current file management procedures, interviewing staff, and a further examination of where records are stored. Arising from the development of the archives there will be knowledge of the records that have been maintained on a permanent basis. Consultation with the IT staff will also give an insight into the electronic infrastructure of the GSI and the existing DMS. From this process a retention and disposition schedule will be developed.
	This step will take approximately six person months. This can be done by the archivist, or, as a project by a consultancy company.

€ 31,320 – 56,239 per year for an archivist or approximately € 60,000 for consultants.


Step 6
	Maintaining the Archive and Record and Document Management System

	This step involves the maintaining of the archive and record and document management system. This can be done by the full time archivist, the contract archivist (with renewal of contract on annual basis), or by a consultancy firm. This will mean that the records are available for public consultation and that current records are being captured in the record and document management system. This ensures that the statutory obligation of the GSI under the National Archives Act, 1986 is met and that future records are captured at the moment of creation and kept for the required length of time before being archived or confidentially destroyed in line with legislation and best practice.
	€ 31,320 – 56,239 – This will be part of the daily work of the archivist. 

If a consultant company is hired they can attend weekly on a part time basis and an annual review can be done on the record and document management system. 


Appendix A: Recommendations on the Storage of Archives

Fire Protection:

To protect against fire, the structure of the archive building and strong rooms should be designed to provide 4 hours of fire resistance against a fire occurring either inside the building, in any adjacent compartment of the building or nearby. Internal/external walls, floors, ceilings and doors between single rooms and compartments and between storage and other areas of the building should be constructed so as to prevent fire (and water and/or smoke) from spreading into a neighbouring unit. 

All openings, including ducting, in fire resistant walls should be effectively fire resistant and stop smoke to the same degree of fire resistance as the walls that contain them. No door should have a grille or other opening that would allow the passage of air. Any doors or shutter assemblies should be self-closing in the event of a fire.  All stairways lift shafts, ventilation risers and other vertical openings that might act as flues for fire, smoke or toxic gases should be enclosed by walls, partitions, dampers or doors of material with an appropriate fire resistance. The GSI Fire Officer should conduct a fire safety audit to ensure the facility meets the above requirements. Fire extinguishers should be made available and staff strained in their proper use.

Water-Damage

To protect against water damage drains should be fitted with one-way valves to prevent water backing-up into the repository. A maintenance review should be conducted at regular intervals and close attention paid to the condition of drains and down pipes. A record of these checks should be kept, as a means of recording conditions and identifying any potential sources of water damage. Spring is the best time of year to conduct such a review, as the amount of rainfall and leaf debris is an advantage when inspecting drains for damage or clogging.

Dust and Pollutants

To protect against dust and pollutants materials in walls and ceilings should be non-combustible. Materials, paints and coatings that will minimize the emission of harmful substances (such as smoke and soot in the event of fire, and acidic gases and volatile organic compounds arising through the gradual degradation of the materials), should be chosen in the strong room. Floors and floor coverings should be hard wearing, they should not be easily chipped and should be easy to clean, non-slippery, light-coloured and of a material that deadens sound.

To protect against damage by pests all points of entry, e.g. for wiring, should be sealed against vermin, insects, air infiltration and dust. If there are operable windows they should be fitted with appropriate filters or screens to prevent the entry of pests into the repository. Doors should be installed to fit tightly in their frames.

Metal and Mobile Shelving
All shelving should be fabricated from commercially available carbon steel. To prevent the spread of dust concrete floor surfaces should be sealed where mobile shelving is to be used. Mobile shelving should not be installed directly on to compressive floor coverings. BS5454 states that to assist air circulation, there should be a minimum gap of 25 mm between units.

Windows

A repository should not have windows. If however windows are provided they should be small, inoperable, barred and glazed with strengthened glass. Direct sunlight should not enter the repository as light can cause damage to archival holdings particularly older and more vulnerable material. The windows should be at least double glazed with an ultraviolet filter incorporated in the glass or provided as a screen. In addition, shutters or blinds should be used whenever possible. Alternatively, in converted buildings, windows should be blocked up. Roof lights should never be installed in a repository.

Ceilings

BS5454 recommends that false ceilings should be avoided as they create voids that are difficult to clean and provide surfaces where infestation can occur undetected and indeed where fire can spread.

Lighting

Exposure to light damages documents. The damage is cumulative, depending upon the intensity of the light and the duration of the exposure. For these reasons and also in the interests of energy efficiency, lights should be switched off either manually or automatically when not required and large storage areas should, if necessary, be divided into separate lighting zones. There should be switches outside the repository to isolate the electrical circuits that serve the repository. BS5454, 8.2.3 recommends tubular fluorescent lamps for repositories:

…they should be of high frequency, preferably be dimmable, fitted with diffusers and positioned along the length of each aisle and gangway. The positioning and operation of lamps should be so planned that aisles, when in use by staff are not left in shadow (8.2.3)
Care of Archives in Exhibition 
Best practice while ideal, is not always achievable or practical as it can require expensive display equipment, fibre-optic lighting and dedicated security staff.  However, it is essential that the archivist: 
· Ensures the light, humidity and temperature levels in the exhibition cases are monitored and their details recorded.  Each display cabinet should contain a dial or electronic hygrometer showing the level of relative humidity inside the cabinet (this should be within a range of 55%-65%)

· Ensures that equipment is adequate for archival needs, in other words that it does not actively prevent preservation (as rusty equipment would, for example).

· Considers the use of inexpensive equipment to promote archival preservation like silica gel, preservation mounting board, portable temperature and Relative Humidity display cards and so on.

The following are some of the companies who deal with archival supplies and may be of use for all areas of the archives, not just exhibitions –

http://www.conservation-by-design.co.uk/

http://www.nordplan.co.uk/
http://www.gresswell.com/
http://www.ryderbox.co.uk/
http://www.bruynzeel.co.uk/
http://www.norsemandirect.com/

The only archival supplier, to our knowledge, in Ireland is Advance Handling 2000 Ltd., IDA Business Park, Southern Cross Road, Bray, County Wicklow. Their telephone number is (01) 2867917.

Appendix B: Temperature and RH Controls, according to best practice 

	Medium


	Temperature (C
	Relative Humidity %

	Paper and Parchment


	
	

	Frequently handled material
	16-19 (+/-1)
	45-60  (+/- 5)

	Less frequently handled material
	13-16  (+/-1)
	40

	Modern Media
	19
	40 (+/- 5)

	Magnetic Tape
	19  (+/-1)
	40 (+/-5)

	Photographs 


	
	

	Black and white
	18
	30-40

	Cellulose nitrate
	11
	30-40

	Colour
	2
	30-40

	Film/Moving images


	
	

	Black and white (safety)
	16
	35

	Black and white (nitrate)
	4
	50

	Colour
	-5


	30


Recommended temperature and relative humidity controls as set out in BS5454

Appendix C: Sample Authorisation for Destruction of Records Form

Geological Survey of Ireland

Authorisation for Destruction of Records Form

Office:

Destruction Date:

Classification
Record Series Title(s)
Date Range


Destruction Method:

I certify that the above listed records are no longer required for the regular course of business and may be destroyed as prescribed under the Geological Survey of Ireland Records Retention and Disposition Schedule.

Signature 1:
  Date:


(Directorate/Faculty Records Representative)

Print Name:
  Position:


Signature 2:
  Date:


(RM Policy Group Representative) 

Print Name:
  Position:








� General International Standard Archival Description, 2nd ed, 2000, p. 7
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