Labelling & Marking Policy                                                                   
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THE ROYAL AIR FORCE MUSEUM’S POLICY FOR THE LABELLING AND MARKING OF ARTEFACTS


DEFINITION AND PURPOSE

1. This document defines policy for the application of an identity number to an artefact, the purpose of the number being to link the artefact to its associated documentation. In the course of an artefact’s history other numbers will refer to it (for example transaction numbers); however, only the identifying number will be applied to the artefact. The identifying number could be an entry number or an accession number; the format of these numbers is outlined in the numbering policy.

2. Material from the Library collection will be marked permanently in accordance with standard library practice.

3. The terms temporary and semi-permanent are used in this policy to describe the longevity of marking methods used. Definitions of their use are to be found in the Museum’s Labelling and Marking Procedure (RAFM/DCM/2/6/15/2).
PRINCIPLES TO BE OBSERVED

4. The following principles will guide the decision on marking and labelling:

a)
Permanence. The chances of accidental removal of the label/mark from the artefact must be extremely low.

b)
Long-term reversibility. It must be possible for a label or mark to be removed from an artefact, even after 50-100 years.

c)
Care of the artefact. Neither the materials applied to the artefact nor the way in which they are applied must risk significant damage to the artefact.

d)
Risks to staff. The health and safety risks to staff must either be insignificant, or easily managed. The management of such risks must comply with the Museum’s health and safety policy.

5. In interpreting the above principles the balance to be struck between security and reversibility will be appropriate to the legal status of the artefact. If the Museum does not own the artefact, temporary methods will normally be used. If the Museum owns the artefact, or if the lender of a long-term loan has given permission, semi-permanent methods will normally be used.

6. The preferred method is marking on the artefact itself, wherever possible. If a number cannot or should not be marked onto the artefact, it will be written onto a label instead. The label will contain only the same information as would normally be marked onto the artefact. Any other information which is to be recorded will be written on a separate label.

7. The method used, and the location of the mark or label, will be that indicated by the guidelines in the Museum’s Labelling and Marking procedure (RAFM/DCM/2/6/15/2). If the guidelines do not cover the type of artefact involved, or recommend a method which would breach the principles above, the curator responsible for the sub-collection will select a method and location which meet the principles and inform the Museum Registrar.

LABELLING AND MARKING OF GROUPS AND PARTS

8. Parts of an artefact or members of a group of artefacts will normally be separately marked. However, where this would require the marking of over 20 related artefacts, they may be securely packaged and the packaging marked as indicated below. When such items are removed from that packaging for display, they will be marked in accordance with paragraph 9d below.

WHEN TO LABEL/MARK ARTEFACTS

9. Artefacts will be labelled or marked under the following circumstances:

a) When an artefact that is not part of the Museum’s collection enters the Museum, an entry number will be allocated and temporarily marked. Alternatively the artefact may be securely packaged and the entry number temporarily marked onto the packaging.

b) When an artefact is accessioned into the main Museum collection, an accession number will be allocated and semi-permanently marked.

c) Artefacts entering the Museum as loans lasting more than six months will be temporarily marked with an accession number, unless the lender gives permission for a semi-permanent method to be used.

d) Whenever an accessioned item which bears no accession number, or which bears only a temporary one is to be loaned out for display or research, or put on display in the Museum, it will be marked using the appropriate semi-permanent method.

10. It is the responsibility of the person creating the accession record to label or mark the artefact using the appropriate method the same day as they make the relevant accession record. All artefacts will be marked at the site of their accessioning, be that Hendon, Cosford, Stafford, or an off-site storage location. Where permanent marking has to be carried out at a different site, a temporary label will be attached to the artefact by the person creating the accession record.

REMOVAL OF NUMBERS
11. When a loan-in leaves the Museum, when an artefact held under the terms of the Entry policy (RAFM/DCM/2/6/4/1) is returned to its owner, or when an artefact leaves the collection permanently (that is when it is disposed of) all numbers must be removed. In the Library, standard library practice will be followed, that is, the books will be stamped “withdrawn”.

12. When an artefact held under the terms of the Entry policy (RAFM/DCM/2/6/4/1) is accessioned into the permanent collection, any entry number will be removed before the accession number is applied.
13. If an artefact is reaccessioned with a new number, the old RAF Museum accession number should not be removed.
RETROSPECTIVE LABELLING AND MARKING
14. Artefacts from the accessioning backlog, when accessioned, will be marked with an accession number, as will those which have been accessioned but are currently unmarked.

LABELLING AND MARKING OF PACKAGING
15. Where artefacts are packaged for storage, the packaging will be marked with the numbers of all the artefacts it contains. Where large numbers of artefacts are packaged, number ranges, summarising the contents, will be used.

16. Where artefacts are packaged for transit to an external body, for example for loan-out or for conservation, additional detail may be written on the outside of the packaging, such as directions to handlers to keep one face vertical. Details of such requirements will be outlined in the appropriate procedure.

EXCEPTIONS TO LABELLING AND MARKING POLICY

17. Any exception must be authorised by the Keeper of the relevant curatorial department, in consultation with the Registrar, and will be notified in writing to the Curator of the sub-collection.
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