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THE ROYAL AIR FORCE MUSEUM’S POLICY FOR ACQUISITION OF ELECTRONIC RECORDS


INTRODUCTION

1. The RAF Museum may acquire information and images in digital form for the Collection.  In addition some electronic records may have images embedded in them or even be full multi-media projects.  This policy states how such records may be acquired.

THE MEDIA

2. Electronic records can be received on storage media (CD-ROM, floppy disk etc.) or as attachments to an e-mail message.

ACQUISITION

3. Where the electronic record is a copy of an original item such as a photograph, the Museum will seek to acquire the original or to make a copy in a more traditional format. In some cases, such as word-processed text, the Museum will simply print the document and accession the hard copy.  Only where these methods are not feasible will records be acquired in electronic form.

4. Electronic records are covered by the Museum's Acquisition and Disposal Policy in the same way as physical media, and must meet the criteria laid down in Paragraph 4 of the Policy. All such acquisitions must be approved by the relevant Keeper.  The criteria in the Acquisitions and Disposal Policy and the Collecting Statement must be applied as strictly as possible to prevent a flood of acquisitions.

5. The method of acquisition will be deemed to be by Copy unless the files are acquired on a physical storage medium.

THE ARTEFACTS

6. Some types of electronic record, such as word-processed text, can be printed and the resulting document treated as any other paper-based artefact. In other cases, such as databases and multimedia CD-ROMs, extracts can be printed but an essential characteristic of the record - the ability to manipulate data - is lost. In such cases the Museum will preserve the record in electronic form.   

7. Although electronic images can be printed onto a number of paper types, at present few would meet any criteria of image permanence or quality.  Image files will therefore be preserved in an electronic format. 

ENTRY PROCEDURE

8. The standard entry procedure will be followed, whether the records are received as an attachment to an e-mail or as files on storage media such as floppy disks and CD-ROMs.

TRANSFER OF TITLE

9. Records which are acquired by copying do not require a Transfer of Title Form, but the ownership of any copyright or other rights must still be recorded. This information should be recorded in the relevant department’s acquisitions file and noted in the relevant CMS records. Where the Museum acquires storage media (disks, CD-ROMs etc.) containing electronic records the standard Transfer of Title Form will be used.

ACCESSIONING

10. Print-out from electronic records will be accessioned in the same manner as any other document. Where the record is to be preserved in its electronic form the electronic form will be accessioned.

11. Electronic records will be copied to a central repository, to which access will be severely limited, on the Museum's network. The only changes allowed to the file will be the replacement of its original file name with its accession number, and conversion to one of the file formats specified in Appendix A to this policy.  The original name and file type will be recorded in the accession record. 

12. The central repository will be backed-up in accordance with the Museum's IT Policy.

13. A copy of each image file will be made which meets the standards set by the Imaging Working Group.  This copy will be used for incorporation in the Collections Management System (CMS) record.  It will be renamed if necessary to accommodate the requirements of the CMS as identified by the Imaging Working Group.

14. Where non-image records such as databases are acquired, a read-only version of the file will be created for routine use and placed on the server. If it is not possible to access this file directly from the CMS the CMS record should include sufficient information to enable users to access it.

15. Databases and images in multi-media products may include provisions to prevent them being copied to the network.  It must be decided, therefore, whether they are "beyond the Museum's capabilities to store or conserve in a manner consistent with their value or condition" and thus subject to Paragraph 8 of the Acquisition and Disposal Policy. Where the decision is taken to acquire material which cannot be copied to the network the items will be stored by the appropriate curatorial department, if necessary on a dedicated machine. 

CONSERVATION AND PRESERVATION

16. The steps outlined above and the existing procedures for backing up data held on the servers will, it is hoped, ensure the preservation of the electronic records.  The storage media on which the files were originally acquired will also be preserved as they are relevant to the history of the records and - while they remain readable - they provide a further back-up copy.  Repeated usage, poor materials and hardware/software obsolescence may eventually render them unreadable. The need to preserve the original storage media beyond this point will be reviewed and disposal may be appropriate.

DISSEMINATION OF COPIES OF DIGITAL FILES

17. This section deals with copies of all digital data format in the Museum's collections.

18. If a digital image file is required for private study, black and white copies may be printed out and supplied by the normal postal service: this is the equivalent of photocopying a print.  Information about copyright must also be supplied. The image will have a copy of the RAF Museum logo clearly visible.  Later developments of protection may include watermarking.

19. Data may only be extracted in digital form from a database for private study purposes: the customer must sign an agreement not to pass electronic copies of the data to third parties, and to acknowledge in any citation both the compiler of the data and the RAF Museum. Where data is required for other purposes, the customer must seek permission from compiler of the data before the data is extracted.

20. The supply of digital files for commercial use will be considered at a later stage when E-commerce becomes a practical proposition through the Museum's website. 
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APPENDIX A

FILE FORMATS FOR LONG-TERM STORAGE OF ELECTRONIC RECORDS
File formats will be changed to avoid the risk that they will no longer be supported, using the following list of formats identified in Public Record Office guidelines on electronic records:
Text

PostScript or Portable Document Format (PDF)

Images

Tagged Image Format (TIF)

Hypertext

SGML

Databases &

Delimited file formats such as comma-separated 

Spreadsheets 

variable

Note: The Arts & Humanities Data Service has produced a set of guidelines on "Managing Digital Collections" which indicates that most of the above formats are also recommended, and adds MPEG for moving images.
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