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1. Introduction
The Milton Keynes Museum (referred to in this document as the museum) is governed by the Milton Keynes Museum Trust. 
Milton Keynes Museum collections total just over 60,000 items, the core collections include: rural crafts such as cobblers, tinsmiths and blacksmiths tools, and large agricultural tools; significant items from Wolverton Works including the employee record cards, bath house, unique hand-painted carriage crests, and the biggest steam tram to be built anywhere in the world; domestic social history items including a street of shops, with the actual shop-fronts from the area’s towns and villages; Victorian furniture and musical and scientific instruments including a working polyphon and a Wimshurst Machine, and a static electricity generator. 
Additional collections include natural history specimens, local archaeology, archives, and 20th century artefacts including a caravan relating to the local traveller community. The Museum, as a partner with Connected Earth, also holds a collection of telephones from outside of the Milton Keynes area. In particular, artefacts related to Switching, Networks and Transmission form part of the collection along with artefacts which help to interpret these and provide context. 
In addition to the pre-existing collection, social history (including costume), natural history, and art collections, and archaeology from the Milton Keynes Council will also be brought over and accessioned into the museum.
New acquisitions should relate to the current collections development policy (Appendix 1).
2. Notification
It is the duty of the Unit generating the archive to notify the Milton Keynes Museum at the earliest opportunity. This should normally occur before work has begun on site.
The Milton Keynes Museum accepts appropriately excavated, recorded, and presented archives relating to archaeological fieldwork carried out on sites within the collecting area (Appendix 1).
Units are encouraged to contact the museum to arrange a visit, either at the museum or the unit.  Once the decision to undertake fieldwork has been made, a standard Notification Form (Appendix 2) should be completed and sent to the Archaeological Curator and Collections Conservator at the Milton Keynes Museum, by post or email. A member of staff at the Unit must sign the form, agreeing to the terms of the Contract (Appendix 3). Any deposited archives must be according to these procedures. 
Each distinct archaeological site should have its own Notification Form, and the form should be completed and sent to the museum before work begins on site. Any parishes included should be entered on the form. The Milton Keynes Museum understands that in special situations- such as salvage or emergency excavations and recording, it will not be possible to send in a form early. 
If there is a subsequent phase at the same site, new Notification Forms will be needed unless the onsite numbering sequence (for contexts, special finds, etc.) is continued. This is to avoid future confusion of the archives. If the archives will form a single continuous sequence, and be published and deposited as a single site, then the same accession number can be used, and a new form is not required. The museum should be notified of the expected increase in size of archive, and the updated deposition date.
The Notification Form will be copied and returned with a unique museum accession number, which will serve for the entire site archive. The Unit will use this code on all digital and paper records, subsequent correspondence, reports and publications concerning the site, and must mark finds and packaging with it.
The Museum should also be advised in writing at the earliest opportunity of any unexpected developments which may affect the deposition.  This may include a change in the scale and nature of the archive. It should also be supplied with any press releases etc., and would expect its part in the project to be acknowledged. Where client confidentially is required, it should be clearly stated and the subsequent limitations placed on the Museum should be clearly defined.
3. Contract
Transfer will be conditional upon the fulfilment of the conditions of the Contract, and the correct presentation of the archive.
The Contract links the Museum’s agreement to accept the archive with the correct presentation of the archive as below, and with the Unit’s agreement to the following terms:
· to pay Museum charges, as mutually agreed, within one calendar month following invoice. The charges will be those current at the time of transfer, not the time of notification (Appendix 4).
· to return the signed Transfer of Title for the paper archive.
· to provide the landowner’s Transfer of Title for the finds at the time of deposit.
· to ensure that general photographs of the site are included in the archive.
· to provide the Museum with a full hard copy of all existing and future final reports for the site.
· to provide the Museum with digital files as described below.
· to deposit the total archive at once, and not to extract type series, teaching collections etc., except by special agreement with the Museum in advance.
· to mark core information on packaging as specified (Appendix 7) and to mark all bulk finds.
· to provide specialist advice concerning retention, as specified below.
· to ensure that the Milton Keynes Museum is named as the ultimate destination of, and public contact for, the archive in any publicity, and that the Museum’s accession number is referred to in all publications.
4. Transfer of Title
In English law, all material collected in archaeological projects (except material covered by the Treasure Act 1997 and human remains) belongs to the landowner. Therefore, finds can only legally be transferred to the Museum with the written permission of the landowner.
The Unit must provide a signed Transfer of Title form transferring the documentary archive to the Museum. Normally, the Museum would expect copyright to be transferred as part of any deposit, but in the case of archaeological archives containing illustrations and/or photographic material, an exception will be made allowing the Unit to retain copyright of the images, provided that the Museum is allowed to use them for any purpose under licence and acknowledging the Unit. The Museum will not make any copyright licence charges to the originators of material that has been transferred for its use in publications/displays, etc.
Units should notify landowners, when they first contact them about the project, that the authorised repository for the archive is the Milton Keynes Museum, and obtain their agreement in principle to deposit. However, final permission cannot be elicited until site work is completed. At this point the Unit should again contact the landowner with final details of the transference to the Museum including a Transfer of Title form (Appendix 5) and a detailed list of finds for their inspection. The landowner should sign and date two copies of the form, retaining one copy, and returning the other copy to the Unit, to be included with the documentary archive when it is transferred. If no reply is received within three months, the archive can be transferred to the Museum, although replies received subsequently should be forwarded. Attempts to contact landowners to obtain permission to transfer should be documented in the archive, in the event of no reply being received.
Please note that the Museum cannot accept deposits on long-term loan, permanent loan, or short-term loan.
Shared Title
The division of site archives is strongly discouraged. In such a case as the landowner chooses to retain some finds, a clear list of material kept by the landowner must be included in the archive. The Museum can choose whether to accept the remaining material. If the landowner has decided from the outset of the project to retain all finds the notification procedures should still be followed, although there will be no need to obtain Transfer of Title to the finds. The documentary archive should still be transferred to the Museum at the end of the project.
5. Selection, Retention, and Disposal
The Milton Keynes Museum encourages Units to rationalise archives prior to deposition, in-line with good archaeological practice. This is due to limited storage space and costs. Records of all discarded material should be kept and deposited as part of the documentary archive. The documentary archive must also include the policy of collection and retention of finds during and after excavation, and sampling strategies. 
6. Numbering, Labelling, and Coding
It is quintessential for future research that all parts of an archive can be associated with the site to which they belong. This is best achieved by implementing optimal practice in numbering and labelling all parts of the archive. This includes finds, drawings, slides, and paperwork, as well as their containers. Milton Keynes Museum accepts the use of the Unit’s site code alongside the accession number provided by the Museum. 
	Finds
Small finds ought to have a unique numbering system for the entire site, covering all areas, trenches, and excavation seasons.
The following materials must be bagged or boxed separately and clearly labelled on the outside of the container:
Metal finds: which are recognisable; with the exception of nails, fragments, and scraps which do not need to be registered individually
	Worked organic objects: which are recognisable or have diagnostic decoration
Ceramic vessels/sherds: whole/nearly whole, diagnostic, decorated, or have been illustrated
	Tile: well-preserved, diagnostic types, decorated, or glazed
	Flint: tools, flint work, and waste
	Bone and fossil: rare or uncommon animals/specimens
The museum should be informed of any sampling procedure proposed to be adopted on site, and a written report should be provided with the archive to itemise any material not retained.
Any specialist studying material e.g. bone, ceramic, should be made aware of the importance of labelling any useful information regarding the material on the bag. 
Samples removed from small finds in the course of non-destructive specialist analysis, such as resin-mounted metal sections, should be submitted with the archive. Method of packaging and labelling can be decided by the specialist, or advice can be sought from the Museum. 
Destructive analysis should be accompanied by a full record and photo of the object, as well as all relevant information regarding the analysis. The museum should be notified of any destructive analysis that will be taking place.
All finds must be deposited in self-seal polyethylene finds bags on which the following core information is written in black indelible ink: Accession Number, site code, site name, context, material (e.g. pot, iron), object name, and small finds number in triangle (Appendix 7).
The Museum accession number, along with the site name and code, should be marked on each:
· Plans and oversize sheets
· Microfiche packets
· Slide carriers for colour slides

Coding Bulk Material
Please use the following lettering system for designating bulk materials:
	B		bone
	CBM		ceramic building material
	CP		clay pipe
	FC 		fired clay
	F		flint
	FLOT		floatation samples
	G		glass
	HB		human bone
	P		pottery
	PL		plaster
	SH		shell
	SL		slag
	SS		soil sample
	ST		stone
	W		wood
Bulk materials should also be designated by time period, using numerical values (1,2,3, etc) for the periods of datable material.
For example:
2004.58.P is bulk pottery from the site with accession number 2004.58.
2004.58.P1 could be Roman pottery
2004.58.P2 could be Medieval pottery
2004.58.P3 could be Post-Medieval.
The number designations (P1, P2, P3) are relative to material from each specific site, and are not absolute, so P1 will not always be Roman, just the earliest dated pottery from that site. In case of only a single phase of datable material, no number is needed, so in an archive that only included medieval pottery, only the designation P would be used.
7. Conservation
Conservation should be built into the planning, fieldwork, finds assessment, research, publications, and deposit requirements.
If the Unit does not have a conservation specialist, it is recommended to establish an early liaison with a conservator, in order to facilitate and support conservation throughout the project.  Conservation treatments and advice can be sought from the Milton Keynes Museum. 
All conservation work should be carried out by either an ICON accredited conservator, or a conservator working towards accreditation.
Planning
Conservation is expected to be factored into the early stage in project planning, and be included in the standard Notification Sheet sent to the museum. 
Fieldwork
Conservation advice should be sought and followed for storage and packaging during excavation, as well as retrieving sensitive artefacts. First aid for finds should be followed on-site.
Finds Assessment
A digital inventory of finds should be made available at the earliest opportunity, and all small finds should be seen by a conservator. All metalwork, with the exception of nails should be x-rayed. Obtaining x-rays of the metalwork and a written assessment of the condition of the finds are extremely helpful to the planning of the post-excavation programme. No cleaning or treatment needs to be undertaken at this stage, but a proposal may be put forward for selective cleaning and other measures designed to meet publication goals as well as those required by the Museum prior to deposit.
	Research
 Investigative conservation and stabilization of sensitive materials must have an agreed plan and confirmed funding. Adequate packaging for long-term storage, or for transporting fragile material to and from specialists, can be provided at this stage. The conservator should provide a basic record of treatments applied, such as cleaning, joining or consolidation. This, as well as the X-rays, is one of the documents that will be required by the Museum.
	Publications
The site publication should include a brief conservation statement. This should describe the general condition of material found, as well as detailing the process for selecting finds for interventive and investigative conservation.
	Deposit Requirements
 The Museum expects that-
· First aid for finds and analytical work is completed prior to deposition
· Objects still retained in their concretions (where the concretion does not negatively affect the stability of the material) must be accompanied by documentation identifying the object, shape, and measurements by other means, such as x-rays
· Finds are correctly packaged
· Finds can be handled and are in a stable condition in normal storage conditions. For instance, that waterlogged materials can only be accepted in a dry state. Exceptions include metals requiring low humidity storage, and items too weak to withstand normal handling
· Finds are accompanied by x-rays, conservation records, unpublished specialist reports and digital records (Appendix 7)
Conservation work proposed for display purposes as required by the archaeological contractor or the developer should be agreed in writing with the Museum, and that all interventions are fully recorded and accompanied by ‘before’ and ‘after’ images.
Originals of all photographs, drawings, x-radiographs, and laboratory notes must be deposited with the site archive.
As stated in Archaeological Archives (Brown, 2007), most metal objects retained with the archive must be recorded by x-radiograph, with some exceptions, including gold and lead, objects too thick to be x-rayed effectively, modern finds, or every example of a large homogenous assemblage (e.g. nails). 
8. Packaging
Please see Walker, Guidelines for the preparation of excavation archives for long-term storage (UKIC, 1990) and Watkinson, First Aid for Finds (UKIC, 1998) for the correct approach, and to ensure that items are packed with due regard to stability and fragility.
The Milton Keynes Museum reserves the right to refuse material that has not been appropriately packed. It is the responsibility of the Unit to ensure that the appropriate materials and containers are used, and that containers are not over-filled. The Museum will delay acceptance of material until it is packed correctly. The correct packing materials are outlined below:
Bulk Boxes
 All bulk finds must be placed in acid free cardboard boxes conforming to the Museum's standard specifications. Only boxes of these sizes will be accepted. Special arrangements can be made for skeletal material and other large items.
 The standard box specifications are as follows:
· Acid-free brown cardboard rigid box and full depth lid, plain, and joined with brass wire stitches.
· External dimensions (lid), full size: 420x 220 x 170 mm, with rectangular lugs on inside of the long side of the lid 
It is preferred that bulk finds are divided up in boxes according to material, rather than find context, and boxed separately. A supplier of boxes is given in Appendix 9. 
Plastic Boxes
Metal finds should always arrive in the Museum in sealed plastic Stewart or Lock ‘n’ Lock boxes containing active silica gel, the size of which should be dictated by the objects that they are to contain. As a rough guide the silica gel should half fill boxes.
Overcrowding and crushing metal finds in the boxes must be avoided and the objects should be buffered from contact with the gel itself by being in separate, re-sealable polythene bags.
It is preferred that orange/green indicating silica gel be used. Blue/pink gel should NOT be used, due to health & safety concerns over the dye used in the gel.  Indicating silica gel is preferred over non-indicating silica gel. If non-indicating silica gel is to be used, it must be mixed with at least 10% indicating silica gel.
Polythene Bags
Only re-sealable polythene bags with write-on panels should be used. The bag sizes should be dictated by the size of the objects that they are to contain. Material in paper bags, or in non-re-sealable bags with or without separate fasteners, will not be accepted. 
Fragile material such as metals and worked organic material should be placed in pierced bags which may be padded with acid free foam or acid free tissue. Small Stewart boxes or crystal boxes may also be used. The information should be written on the boxes.
Objects in smaller boxes should be laid on a bed of crumpled acid-free tissue paper (if organic) or within a closely fitting block of white polyethylene foam (‘Plastazote’), which has been cut out to house the object. The object must be held lightly against the lid so that it can be clearly seen. When possible, one finds label should be placed the bottom of the box, facing outwards, below the tissue or foam, so that it can be seen from the back. The boxed object should then be bagged. 
	Labels
All finds packing must be labelled with the Museum accession number.
All labels must be written in permanent ink. 
Boxes must be labelled with permanent ink on one end. The information must be written on as sticky labels and not directly on the box. 
Where possible, all objects should be stored in an appropriate sized bag. Where not possible (for materials such as large or odd-shaped stone, pottery, or CBM) these must be labelled using a heavy-duty paper/tyvek label tied or fastened securely around the object with string.

	Other Materials
Foam must be closed-cell polyethylene, white in colour (eg Plastazote).  Plastazote should be used for object cut-outs and support.  
Tissue paper must be acid-free and unbuffered, and should not be used with metalwork. 
Bubble-wrap should not be used in direct contact with small finds but can be used to bulk out boxes. 
Unboxed Items
All items to be transferred should be boxed, with the following exceptions: exceptionally large items, e.g. a section of lifted mosaic, lengths of original worked timber, or exceptionally large pieces of worked or sculpted stone or plaster. All worked stone that will fit in a box must be boxed.
If possible, please construct boxes for ceramic, metal work, bone, and fossil that is large or odd-shaped.
Large, unboxed items must be labelled with a waterproof label, permanent ink and a strong polyester cord.
Environmental Samples
 We are unable to accept waterlogged environmental samples, except in special conditions. In which case, the samples should be stored in sealed containers of phenoxytol (phenoxetol).   These containers should be labelled as for plastic boxes above. Also see Guidelines (SMA, 1993) as above (for suppliers see Appendix 8). Otherwise, environmental samples should be deposited having been floated and sorted.
Hazardous Materials
 Deposition of hazardous materials must be notified in advance. Milton Keynes Museum reserves the right to refuse entry of an archive if such materials have not been safely treated and packaged and are not accompanied by a full COSHH assessment, giving details of control measures including action to be taken in the event of accidental spillage or release.
Where safe alternatives exist, hazardous materials of Class II risk must not be used – this particularly applies to blue/pink self-indicating silica gel, which will not be accepted as a packing material.
Human Remains
 Any human remains that are retained as part of the permanent archive should be treated sensitively, with respect, and according to national guidelines. They should be boxed so that each identifiable individual is within a separate container. Where only a small amount of remains come from a number of individuals, it is acceptable to deposit them in individual smaller boxes within a large box. 

9. Documentary Archive
The archive should be prepared to at least the minimum acceptable standard defined by the Archaeological Archives Forum (Brown 2007), English Heritage (1991), and following guidelines detailed by UKIC (1992).
Copies of all records compiled during the project must be included, whether as text, drawings, photographs, videos, or microfilm. Post-excavation records, such as site phasing details, interpretative plans, artefact analyses, conservation records and publication drawings must be included, as must documentation of the project strategy and sampling strategies applied to the site and finds. All boxes and folders must be marked with the Museum accession number and the Unit site code, as should all documents, context sheets, etc. The Museum must be informed of any restriction of copyright that may pertain for parts of the archive.
Site and post-excavation records should be stored in archival quality, acid free, flat document cases with dimensions of either 387 x 260 x 76 mm or 387 x 260 x 44 mm (for details of suppliers see Appendix 8). Within the cases, documents and photograph envelopes should be held in archival file folders, and the Museum accession number, site code, and site name, should be written on a sticky label attached to the box on in a standard format (Appendix 7) using a permanent marker. This information should be marked on one side and one end of every box. The first box must include a list of contents for the documentary archive and a clear list of all the finds in the artefact archive, and lists of those which may have been retained by landowners or otherwise dispersed. 
No drawings/plans larger than A4 should be included in the archive boxes. They must not be folded/rolled for long term storage. All site plans and section drawings larger than A4 must be suitable for storage in A0/A1-sized vertical plan chests, and should be mounted on file hanging strips with spacing between 2 pairs of mounting holes of 30cm.  Small A3 or A4-sized drawings may be presented in archival storage sleeves or acid-free card folders mounted on hanging strips.  All cases, folders and envelopes must be marked with the Museum accession number; all documents should be marked with the accession number and the Unit site code. 
Bound Report
  Please include the number of pages of the report, and a summary at the front. 
Written Record
 Illegible or unclear records will not be accepted for deposit. Please ensure that all written records are completed using waterproof and lightproof pens and pencils. All records must clearly be marked with the site name, site code, and date.
Photographic Record
Negatives, contact prints, and slides should be deposited in archival quality cabinets and hanging sleeves. All slide mounts and sleeves must be marked with the Museum accession number and site code. Slide mounts should be labelled with a unique number which links the slide to the archive in the following format:
[accession number] / [film number] . [slidenumber]
Site photographs should include a scale, north arrow, and a letter/number board with the site code and context number/s. Object photographs should include a scale, north arrow (if photographed in the ground), and a label with the site code, context number/s, and small find number (or on a board if in the ground).
Full details of all photography must be recorded and indexed in a photographic register as part of the written record for deposition.
Photographs should be stored in archival envelopes. Each photograph should be marked with the Museum accession number and the Unit site code. See below for digital images.
All iron small find objects that are left in their concretions must be accompanied by archival standard X-rays. 
Microfilm Records
 Microfilm copies can be included in the archive, each uniquely numbered. Please state the total number of fiche sheets per site. Each fiche packet or wallet should be numbered with the project accession number.
Copyright
 The Museum must be informed of any restriction or copyright that may apply to the archive. A license allowing retention of copyright to the documentary archive by the Unit, but permitting usage by the Museum, is incorporated into the deposit contract (Appendix 3).
10. Digital Archive
The digital archive consists entirely of digital data. Examples include CAD files, databases, digital photographs, geophysical and other survey data, GIS files, images, spreadsheets, text files, and 3-D data. All born digital material should be included in the digital archive.
The Museum will not act as a permanent digital archive so the Unit should ensure that a digital archive is stored at a recognised trusted digital repository, such as ADS (Brown 2007). This should be figured into the beginning of project planning.
The documentary archive should include a hardcopy itemised list of the digital archive, and details about where it is stored, including any reference numbers/codes, as well as file formats/software types which will be helpful when accessing it. 
The museum will accept CD/DVD ROMs containing digital data, as part of the documentary archive, which may be useful to researchers/staff when accessing the archive, but this will not be held on regularly backed up servers, and there will be no monitoring of formats which may change. This is NOT a substitute for proper digital archiving. Files supplied to the museum must be PC compatible, with details of the software and hardware used to generate the files.
All digital data files (including text files) should be in a format that provides for long-term accessibility of data, preferably one of the following:
· An XML file, together with a Schema or DTD against which the file is valid
· an ASCII comma-delimited format (CSV) file; the first row of the file must explain the data recorded in the other rows, i.e. it must contain the field names/column headings
· a digital text files (e.g. written reports) must be supplied either in RTF or ASCII text format, as well as in their native format, eg. MS Word
Digital image files should comply to these requirements:
· photographic images should be in either TIF or JPG format (if JPG, the compression ratio should not be so high as to seriously degrade image quality); images should not normally be created at higher resolution than 300ppi, nor should they be larger than required for a standard 6” x 4” print, unless there is good reason for doing so
· drawing files must be supplied in ASCII DXF (drawing interchange format)
For any site archive containing more than 20 registered finds, the Museum would like to receive where possible a digital file recording the details of all registered finds and bulk boxes. The format of all digital files must be agreed in advance. This could be in the form of a spreadsheet in CSV format consisting of one line (record) per bulk box, plus one record per registered find, including illustrated and/or reconstructed pottery and any unboxed items. The first field/cell will consist of the Museum accession number, and each record should also contain the following:
· the simple name of the box’s contents or of the registered find (e.g. pottery, brooch)
· the material (e.g. stone; pottery)
· the date/period of the item
· dimensions
· number of items
· site context
· the identifying specialist
· publication (if any)
Simple names are provided by the MDA Archaeological Object Thesaurus (MDA 1997), which can be accessed on-line at http://www.mda.org.uk/archobj/archcon.htm.  The archive may not be accepted if these files are incomplete or inaccurate. 
Where specialists have been employed to record pottery and bone as well as individual small finds and other classes of material, copies of any digital files created must be deposited with the digital archive. This is for Museum identification purposes only and the author/specialist retains the copyright.
The paper record must remain intelligible independent of the computerised record.  Essential site details must be held as hard copy, and printouts should be provided of computerised files where practical.  All printouts for archival purposes should be on good quality paper and clearly marked with the Museum Accession number, site code and date and the corresponding digital file name.
It is good practice that ALL projects should be digitally archived, at a suitable repository, but the Milton Keynes Museum is not able to enforce this. If a project is not to be digitally archived at a recognised repository, then all born digital material (such as digital images and word processed files) must be provided in archival quality hardcopy. No archive material should be in digital format only, as both format obsolescence, and physical survivability of storage media are not appropriate for long term archiving.
11. Pre-Deposit Selection and Disposal Requirements
The Museum, as the formal repository for excavated material undertakes in principle to preserve deposited archives.
However, total collection and deposition may not be practical for either excavator or repository, nor may it enhance the scientific value of the archive. Excavators are advised to observe the guidelines of the Society of Museum Archaeologists on Selection, Retention and Dispersal of Archaeological Collections (1993) in their collection and retention strategies.
The site archive must detail the sampling strategies of, the policy towards, and all material the subject of, any non-collection or disposal in whatever manner, both during excavation and post-excavation work.
The Archaeological Curator and Collections Conservator would be pleased to discuss retention strategies with excavators at any stage of a project. Please contact the Museum to discuss retention criteria guidelines if large quantities of building or other particular materials are expected from an individual site.
Museum Deposit Retention Strategies
 The Museums aims to retain indefinitely archaeological archives as deposited, but it reserves the right to dispose subsequently of material; this would not normally be before a period of at least five years from either the deposit at the museum, or the publication of the archive has elapsed. 
Any such disposal would observe as a minimum standard the Society of Museum Archaeologists guidelines as noted in the Selection, Retention and Disposal of Archaeological Collections (1993) or subsequent national standards, and would be in accordance with the Museum’s Collections Development Policy (Appendix 1).
Any materials would be offered for educational use before disposal, or to suitable registered museums in the site locality.
Disposal of material would be published in the appropriate journals.
Excavator Collection, Selection, and Retention Strategy
Any selection/retention strategy should be discussed with the Museum, prior to its implementation on a site.  The deposited archive must describe the policy of the collection and retention of finds both during and after excavation, and particular sampling strategies adopted or specialist recommendations. 
Total collection and deposition is recommended, EXCEPT for
Unstratified Material
The following material, from unstratified contexts does not need to be transferred to the Museum, but should be documented in the archive.
· ceramic building material (other than decorated or stamped brick or tile)
· stone building material (other than moulded /decorated stone)
· un-worked animal bone 
· shell 
· any 19th to 21st century material unless complete and/or unusual, or of specific importance to the site
Stratified Building Material
· stonework; catalogue but discard all worked building stone other than stones with traces of moulding, paint, graffiti or masons’ marks, and type stones, which should be deposited. For stonework from church sites, please liaise with the church authority before discard (other than redundant church sites). General rubble should be recorded and discarded
· ceramic; catalogue all material. As a minimum, type samples of large groups should be retained, as should all stamped or decorated fragments, or any pieces illustrated or specifically referred to in the report. Note that pieces with animal footprints/marks should be considered as stamped.
In-Situ Building Material
· tiled floors
· large amounts of mosaic or painted wall plaster; for large areas, please liaise with the Milton Keynes Museum and the County Archaeologist to devise a policy for recording in situ and/or preservation, or for lifting and retention. Any material specifically illustrated or referred to in the report should be retained.
· stone walls/structures; Deposit only samples (ie 300-500g) of mortar, or opus signinum, and catalogue worked stones, depositing only designated type stones, and moulded pieces.
· tile/brick; catalogue and discard, other than stamped or decorated fragments. Post-medieval brick/tile; Deposit two samples (exemplars) from each significant structure, subject to the same restrictions as above.
· waterlogged wood; please liaise with the Milton Keynes Museum and the County Archaeologist to devise a policy for recording in situ and/or preservation, or for lifting and retention. 
Industrial Waste
· kiln waste/dumps; catalogue and discard, depositing sample, and any re-constructible waster pots.
· slag; collect, record, and sample for deposit.
Unworked Material
· flint; discard, other than prehistoric burnt flint, which should be weighed and a sample retained.
· marine mollusc; catalogue and discard, unless part of a sample of a large dump.
Analysis Samples
· residue; may be deposited but unanalysed samples only deposited with demonstrated potential for further research.
12. Deposit
Please give the Museum at least 4 weeks’ notice for deposit, deposition will then be done by appointment.  For large deposits, more time may be required to prepare for the material.
Units must not transfer partial site archives. The transfer must not occur until all material is ready for inclusion. Retention by units of type series samples from the site should only occur in consultation with the Museum, and should be obtained from material that might otherwise have been omitted from the archive according to the Retention guidelines (see below). The site archive should detail any material that was destructively analysed or otherwise omitted.
Before deposit the Museum should receive a site-by-site itemised list of bulk boxes, archive boxes, finds boxes, plan rolls and oversized/unboxed individual items. There should also be an itemised list of the small finds, if any, packed in each box (please include in each box with multiple finds, a copy of the relevant section of this list), with boxes and finds numbered as above. This will form the basis for the Museum’s charge. 
An invoice will be sent to the Unit following the Museum ascertaining that the archive is acceptable. Current charges (2020-2021) are detailed in Appendix 4, but are subject to annual review. The unit will be invoiced at the current rate at the time of deposit, not the time of notification.
The Unit is responsible for providing transport, and for the safe-keeping of the archive in transit.
Please expect to assist us with shelving boxes and stonework, and please bring additional assistance for large deposits.
Requests by the Unit for information and the loan of files and finds for academic and publication purposes after deposit are always given priority.
If the archive is discovered to be incomplete, or not deposited in accordance with these procedures, it will be the responsibility of the Unit to collect the material from the Museum and rectify the problem. The site will not be deemed to have been archived satisfactorily until it has been re-deposited in the Museum in full accordance with these procedures.




Appendix 1: Collections Development Policy		
Name of museum: Milton Keynes Museum


Name of governing body: Milton Keynes Museum Trust

Date on which this policy was approved by governing body:  October 2019

Policy review procedure: The collections development policy will be published and reviewed from time to time, at least once every five years.

Date at which this policy is due for review: October 2024

Arts Council England will be notified of any changes to the collections development policy, and the implications of any such changes for the future of collections. 
1. Relationship to other relevant policies/plans of the organisation:

1.1. The museum’s statement of purpose is:
Our vision is to create a unique, welcoming and inspirational museum that captures the passion and spirit of the inhabitants of Milton Keynes; a museum that plays an active role in the lives of the city today and in the future; a museum that is a centre of excellence to all visitors and scholars. A museum that embraces change with ambitious future plans.

Our mission and purpose is to inspire and encourage people to learn about and enjoy the heritage of Milton Keynes and to foster pride in the community, by engaging actively with the museum’s collections, buildings and grounds.  We will do this through encouraging an appreciation, awareness and understanding of the heritage of the people of Milton Keynes.

1.2. The governing body will ensure that both acquisition and disposal are carried out openly and with transparency.

1.3. By definition, the museum has a long-term purpose and holds collections in trust for the benefit of the public in relation to its stated objectives. The governing body therefore accepts the principle that sound curatorial reasons must be established before consideration is given to any acquisition to the collection, or the disposal of any items in the museum’s collection.

1.4. Acquisitions outside the current stated policy will only be made in exceptional circumstances.

1.5. The museum recognises its responsibility, when acquiring additions to its collections, to ensure that care of collections, documentation arrangements and use of collections will meet the requirements of the Museum Accreditation Standard. This includes using Spectrum primary procedures for collections management. It will take into account limitations on collecting imposed by such factors as staffing, storage and care of collection arrangements. 

1.6. The museum will undertake due diligence and make every effort not to acquire, whether by purchase, gift, bequest or exchange, any object or specimen unless the governing body or responsible officer is satisfied that the museum can acquire a valid title to the item in question.

1.7 In exceptional cases, disposal may be motivated principally by financial reasons. The method of disposal will therefore be by sale and the procedures outlined below will be followed. In cases where disposal is motivated by financial reasons, the governing body will not undertake disposal unless it can be demonstrated that all the following exceptional circumstances are met in full:

· the disposal will significantly improve the long-term public benefit derived from the remaining collection
· the disposal will not be undertaken to generate short-term revenue (for example to meet a budget deficit)
· the disposal will be undertaken as a last resort after other sources of funding have been thoroughly explored
· extensive prior consultation with sector bodies has been undertaken 
· the item under consideration lies outside the museum’s established core collection
2. History of the collections

2.1. The collections of Milton Keynes Museum comprise items found in farms and factories, closed down to make way for the development of the new town, which were collected and preserved by the Stacey Hill Society in 1973. The material held relates to the social history of Milton Keynes and surrounding areas (within a 15 mile radius of Central Milton Keynes) including parts of south Northamptonshire and north Buckinghamshire from the 1800s to the 1970s. Originally known as the Museum of Industry and Rural Life, Stacey Hill, the name was later changed to Milton Keynes Museum in order to reaffirm its status as the Museum of Milton Keynes as well as attempting to shift the focus away from being purely a specialist rural industry museum.  A key figure in this transformation was the Director, Bill Griffiths, a visionary whose aim was to create a family-friendly hands-on museum, which, within reason, allows all objects to be handled.  In 2017 work began to build two new galleries at the museum, one to tell the story of ancient Milton Keynes and the other the story of the new town.  The need for contemporary collecting was recognised as a priority and work began to bring the collections up-to-date.  In addition, in 2019 responsibility for the Milton Keynes Council owned collections will be transferred to Milton Keynes Museum from Bucks County Museum.  This includes archaeology, social history, art and natural history.  These collections will be integrated into the main collection, and the entire collection will be jointly owned by the museum and the council.

3. An overview of current collections

3.1 Not including the additional council material, Milton Keynes Museum’s collection consists of over 60,000 items.  The core collections include: rural crafts such as cobblers, tinsmiths and blacksmiths tools; large agricultural tools and equipment including tractors, a threshing machine and William Smith steam ploughing equipment; an elevator, full range of ploughs, wind pump and horse gear all from E&H Roberts Ironworks, once at the heart of nearby Deanshanger; significant items from Wolverton Works including the employee record cards, bath house, unique hand-painted carriage crests, and the biggest steam tram to be built anywhere in the world; domestic social history items including a street of shops, with the actual shop-fronts from the area’s towns and villages; Victorian furniture and musical and scientific instruments including a working polyphon and a Wimshurst Machine, a static electricity generator, made for Wimshurst by his technicians. 

3.2 Additional collections include fossils, archaeological remains and natural history specimens along with 20th century artefacts including a caravan relating to the local traveller community. In addition to this, as a partner with Connected Earth, the Museum holds a collection of telephones from outside of the Milton Keynes area. In particular artefacts related to Switching, Networks and Transmission form part of the collection along with artefacts which help to interpret these artefacts and put them into context. 

3.3 Milton Keynes Museum looks after the archive collection of Ray Bellchambers, a local councillor and member of the Milton Keynes Development Corporation Board, and archive material relating to Wolverton Works including employee information cards, site and carriage plans, ledgers, and photographs. The Museum also looks after paper-based objects and photographs that are not archival, but have informational and exhibition value

3.4 In 2019 the MK Council collection will be transferred from Bucks County Museum to Milton Keynes Museum.  This consists of Archaeology, Natural History, Social History and Art.

4. Themes and priorities for future collecting 

4.1. Future collecting will continue to focus on the social history of Milton Keynes and the surrounding area (within a 15-mile radius of central Milton Keynes) from prehistory through to the present day.

4.2. Future active collecting will focus on the following:

· Active pursuit of geological, archaeological or natural history specimens which help to put Milton Keynes into context within the wider area;
· Active pursuit of social history artefacts relating to the people of Milton Keynes from the 1970s to the present day; 
· Active pursuit of telephone artefacts in particular those related to Switching, Networks and Transmission.


4.3. Currently the museum views every item in its collection as accessioned.  The nature of the museum is to be hands-on, with open displays in room settings.  Handling is encouraged and fragile items are placed in inaccessible areas to protect them.  Over the next five years, the museum will begin a process of separating its collection into two, or more, distinct collections:  

· An accessioned collection – this will contain items of significance to Milton Keynes.  This material will not be on open display or handled by members of the public.  
· A using/handling collection – this will consist of items that are appropriate to the stories we are telling but do not necessarily have a local connection.  They can be handled freely and when damaged beyond repair will be disposed of and replaced with an alternative.  This collection will include items such as our musical instruments which are maintained and restored to ensure that they are in working condition.  Whilst care will be taken to ensure their integrity they will not be held to the same standard of conservation as the accessioned collection and restoration will be permitted. 

5. Themes and priorities for rationalisation and disposal

5.1 The museum recognises that the principles on which priorities for rationalisation and disposal are determined will be through a formal review process that identifies which collections are included and excluded from the review. The outcome of review and any subsequent rationalisation will not reduce the quality or significance of the collection and will result in a more useable, well managed collection. 

5.2 The procedures used will meet professional standards. The process will be documented, open and transparent. There will be clear communication with key stakeholders about the outcomes and the process.

5.3 Since the fire in 1995 which destroyed the majority of the Museum’s collections, there has been an over-collecting of many artefacts, in particular the industrial and agricultural machinery and tools, in some cases over 50 of the same item. The Museum was originally the Museum of Social and Industrial life, but since the fire, the emphasis on the Museum’s collecting has changed.  Despite this, prior to accreditation, the Collections Development Policy had remained the same.  This resulted in the industrial and agricultural objects being overrepresented.  In many cases these items have not been cared for appropriately resulting in the deterioration of condition and disassociation of related parts.  The priority over the next five years is to continue the rationalisation and disposal of these artefacts, in order to make the collections more manageable.  This has begun with those items in poor condition and will then look at those over-represented within the collection.

5.4 Additional disposals of material will be considered where the following criteria apply: 
· Items have been damaged or have deteriorated beyond the Museum’s ability to repair them;
· Items are discovered to pose a threat to health and safety; 
· Items have been identified as spoliated during the Nazi, Holocaust and World War II period; 
· Items have been subject to a request for repatriation or restitution. 

5.5 Where disposal is being considered this will be carried out in accordance with the disposal procedures, outlined below in section 16.  The Museum will also be guided by the MA code of Ethics and Museums Associations ‘Disposal Toolkit’, 2008.

5.6 As the collection is separated items will be deaccessioned from the accessioned collection and transferred to the using/handling collection.   Decisions to do this will be made at the acquisitions and Disposals committee.
6. Legal and ethical framework for acquisition and disposal of items

6.1 The museum recognises its responsibility to work within the parameters of the Museum Association Code of Ethics when considering acquisition and disposal.
7. Collecting policies of other museums 

7.1      The museum will take account of the collecting policies of other museums and organisations which collect in the same or related areas or subject fields. It will consult with these organisations where conflicts of interest may arise or to define areas of specialism, in order to avoid unnecessary duplication and waste of resources.

7.2 Specific reference is made to the following museum(s)/organisation(s):

· Abington Museum (Northampton)
· Amberly Museum and Heritage Centre (Connected Earth -Sussex)
· Avoncroft Museum (Connected Earth-Worcestershire)
· Bedford Museum (Bedford)
· Bletchley Park (Milton Keynes)
· Bucks County Museum (Aylesbury)
· Cecil Higgins Museum (Bedford)
· Central Museum (Northamptonshire)
· Cowper and Newton Museum (Olney, Milton Keynes)
· Living Archive (Milton Keynes)
· Manchester Museum of Science and Industry (Connect Earth-Manchester)
· Milton Keynes City Discovery Centre (Milton Keynes)
· Museum of London (Connected Earth-London)
· National Museum of Scotland (Connected Earth-Edinburgh)
· Northampton Museum (Northampton)
· The Old Gaol Museum (Buckingham)
· Porthcurno Telegraph Museum (Connected Earth- Cornwall)
· Science Museum (Connected Earth-London)

7.3 Joint acquisitions agreements:
7.3.1 The Council Collection will be merged with the museum collection and the entirety will be jointly owned by both bodies.
7.3.2 In the transfer of the Milton Keynes Council Collections from Bucks County Museum to Milton Keynes Museum the following agreements were reached:
· Any collections containing material relating to Milton Keynes and Buckinghamshire would not be split.  Instead the collection would sit with the organisation which has responsibility for the majority of the material
· The bulk archaeology would remain at Bucks County Museum, with the exception of MKAU material and Magiovinium site.  New large deposits would be placed with Bucks County Museum until such time as Milton Keynes Museum has appropriate storage.
8. Archival holdings 

8.1. Milton Keynes Museum looks after the archive collection of Ray Bellchambers, a local councillor and member of the Milton Keynes Development Corporation Board, and archive material relating to Wolverton Works including employee information cards, site and carriage plans, ledgers, and photographs. The Museum also looks after paper-based objects and photographs that are not archival, but have informational and exhibition value
9. Acquisition

9.1 The policy for agreeing acquisitions is:  All offers of donation are referred to the Collections Officer.  These are collated and assessed for relevance to the collection and existing representation in the collection and recommendations made An Acquisitions and Disposals Committee has been created which meets monthly.  On this committee are: two representatives from the Board of Trustees; two representatives from the volunteers with an understanding of the needs and use of the collection; the Museum Director and the Collections Officer.  At these meetings all offers are discussed and decisions made on their suitability and if they should be acquired.


9.2 The museum will not acquire any object or specimen unless it is satisfied that the object or specimen has not been acquired in, or exported from, its country of origin (or any intermediate country in which it may have been legally owned) in violation of that country’s laws. (For the purposes of this paragraph ‘country of origin’ includes the United Kingdom).

9.3 In accordance with the provisions of the UNESCO 1970 Convention on the Means of Prohibiting and Preventing the Illicit Import, Export and Transfer of Ownership of Cultural Property, which the UK ratified with effect from November 1 2002, and the Dealing in Cultural Objects (Offences) Act 2003, the museum will reject any items that have been illicitly traded. The governing body will be guided by the national guidance on the responsible acquisition of cultural property issued by the Department for Culture, Media and Sport in 2005.
10. Human remains

10.1 As the museum holds or intends to acquire human remains from any period, it will follow the procedures in the ‘Guidance for the care of human remains in museums’ issued by DCMS in 2005.
11. Biological and geological material

11.1 So far as biological and geological material is concerned, the museum will not acquire by any direct or indirect means any specimen that has been collected, sold or otherwise transferred in contravention of any national or international wildlife protection or natural history conservation law or treaty of the United Kingdom or any other country, except with the express consent of an appropriate outside authority.
12. Archaeological material
	
12.1 The museum will not acquire archaeological material (including excavated ceramics) in any case where the governing body or responsible officer has any suspicion that the circumstances of their recovery involved a failure to follow the appropriate legal procedures.

12.2 In England, Wales and Northern Ireland the procedures include reporting finds to the landowner or occupier of the land and to the proper authorities in the case of possible treasure (i.e. the Coroner for Treasure) as set out in the Treasure Act 1996 (as amended by the Coroners & Justice Act 2009).
13. Exceptions

13.1 Any exceptions to the above clauses will only be because the museum is: 

· acting as an externally approved repository of last resort for material of local (UK) origin

· acting with the permission of authorities with the requisite jurisdiction in the country of origin

In these cases, the museum will be open and transparent in the way it makes decisions and will act only with the express consent of an appropriate outside authority. The museum will document when these exceptions occur.
14. Spoliation 

14.1 The museum will use the statement of principles ‘Spoliation of Works of Art during the Nazi, Holocaust and World War II period’, issued for non-national museums in 1999 by the Museums and Galleries Commission. 
15. The Repatriation and Restitution of objects and human remains

15.1 The museum’s governing body, acting on the advice of the museum’s professional staff, if any, may take a decision to return human remains (unless covered by the ‘Guidance for the care of human remains in museums’ issued by DCMS in 2005), objects or specimens to a country or people of origin. The museum will take such decisions on a case by case basis; within its legal position and taking into account all ethical implications and available guidance. This will mean that the procedures described in 16.1-5 will be followed but the remaining procedures are not appropriate.

15.2 The disposal of human remains from museums in England, Northern Ireland and Wales will follow the procedures in the ‘Guidance for the care of human remains in museums’.
16. Disposal procedures

16.1 All disposals will be undertaken with reference to the Spectrum primary procedures on disposal.

16.2 The governing body will confirm that it is legally free to dispose of an item. Agreements on disposal made with donors will also be taken into account. 

16.3 When disposal of a museum object is being considered, the museum will establish if it was acquired with the aid of an external funding organisation. In such cases, any conditions attached to the original grant will be followed. This may include repayment of the original grant and a proportion of the proceeds if the item is disposed of by sale.

16.4 When disposal is motivated by curatorial reasons the procedures outlined below will be followed and the method of disposal may be by gift, sale, exchange or as a last resort - destruction.

16.5 The decision to dispose of material from the collections will be taken by the governing body only after full consideration of the reasons for disposal. Other factors including public benefit, the implications for the museum’s collections and collections held by museums and other organisations collecting the same material or in related fields will be considered. Expert advice will be obtained and the views of stakeholders such as donors, researchers, local and source communities and others served by the museum will also be sought.

16.6 A decision to dispose of a specimen or object, whether by gift, exchange, sale or destruction (in the case of an item too badly damaged or deteriorated to be of any use for the purposes of the collections or for reasons of health and safety), will be the responsibility of the governing body of the museum acting on the advice of professional curatorial staff, if any, and not of the curator or manager of the collection acting alone.

16.7 Once a decision to dispose of material in the collection has been taken, priority will be given to retaining it within the public domain. It will therefore be offered in the first instance, by gift or sale, directly to other Accredited Museums likely to be interested in its acquisition.

16.8 If the material is not acquired by any Accredited museum to which it was offered as a gift or for sale, then the museum community at large will be advised of the intention to dispose of the material normally through a notice on the MA’s Find an Object web listing service, an announcement in the Museums Association’s Museums Journal or in other specialist publications and websites (if appropriate). 

16.9 The announcement relating to gift or sale will indicate the number and nature of specimens or objects involved, and the basis on which the material will be transferred to another institution. Preference will be given to expressions of interest from other Accredited Museums. A period of at least two months will be allowed for an interest in acquiring the material to be expressed. At the end of this period, if no expressions of interest have been received, the museum may consider disposing of the material to other interested individuals and organisations giving priority to organisations in the public domain.

16.10 Any monies received by the museum governing body from the disposal of items will be applied solely and directly for the benefit of the collections. This normally means the purchase of further acquisitions. In exceptional cases, improvements relating to the care of collections in order to meet or exceed Accreditation requirements relating to the risk of damage to and deterioration of the collections may be justifiable. Any monies received in compensation for the damage, loss or destruction of items will be applied in the same way. Advice on those cases where the monies are intended to be used for the care of collections will be sought from the Arts Council England

16.11 The proceeds of a sale will be allocated so it can be demonstrated that they are spent in a manner compatible with the requirements of the Accreditation standard. Money must be restricted to the long-term sustainability, use and development of the collection.

16.12 Full records will be kept of all decisions on disposals and the items involved and proper arrangements made for the preservation and/or transfer, as appropriate, of the documentation relating to the items concerned, including photographic records where practicable in accordance with Spectrum procedure on deaccession and disposal.
Disposal by exchange

16.13 The nature of disposal by exchange means that the museum will not necessarily be in a position to exchange the material with another Accredited museum. The governing body will therefore ensure that issues relating to accountability and impartiality are carefully considered to avoid undue influence on its decision-making process.

16.13.1 In cases where the governing body wishes for sound curatorial reasons to exchange material directly with Accredited or non-Accredited museums, with other organisations or with individuals, the procedures in paragraphs 16.1-5 will apply.

16.13.2 If the exchange is proposed to be made with a specific Accredited museum, other Accredited museums which collect in the same or related areas will be directly notified of the proposal and their comments will be requested. 

16.13.3 If the exchange is proposed with a non-Accredited museum, with another type of organisation or with an individual, the museum will place a notice on the MA’s Find an Object web listing service, or make an announcement in the Museums Association’s Museums Journal or in other specialist publications and websites (if appropriate). 

16.13.4 Both the notification and announcement must provide information on the number and nature of the specimens or objects involved both in the museum’s collection and those intended to be acquired in exchange. A period of at least two months must be allowed for comments to be received. At the end of this period, the governing body must consider the comments before a final decision on the exchange is made.
Disposal by destruction

16.14 If it is not possible to dispose of an object through transfer or sale, the governing body may decide to destroy it.

16.15 It is acceptable to destroy material of low intrinsic significance (duplicate mass-produced articles or common specimens which lack significant provenance) where no alternative method of disposal can be found.

16.16 Destruction is also an acceptable method of disposal in cases where an object is in extremely poor condition, has high associated health and safety risks or is part of an approved destructive testing request identified in an organisation’s research policy.

16.17 Where necessary, specialist advice will be sought to establish the appropriate method of destruction. Health and safety risk assessments will be carried out by trained staff where required.

16.18 The destruction of objects should be witnessed by an appropriate member of the museum workforce. In circumstances where this is not possible, e.g. the destruction of controlled substances, a police certificate should be obtained and kept in the relevant object history file. 





Appendix 2: Notification Form
	MILTON KEYNES MUSEUM
TRANSFER OF ARCHAEOLOGICAL ARCHIVES 

	NOTIFICATION OF FIELDWORK

	To be completed by the Unit

	Unit Name:

Unit email address for return of form:


	Unit Address:



	
	Site Manager:

	Site Name:
	Commencement Date:


	Unit Site Code:

	Expected Deposit Date:

	Parish:


	SMR Code:

English Heritage Code:


	Grid reference:

	Planning Application Number:

	Type of Fieldwork (delete as necessary): 
evaluation / trenching / watching brief / 
field walking / excavation / building survey
	Type of site expected (delete as necessary): 

Prehistoric / Roman / Medieval / Post-medieval

	Quantity of material expected (estimate numbers for each type to nearest 5 full box equivalents):
Archive boxes:	
Finds boxes:
Plan rolls :
	Waterlogged material: yes/no

Conservation problems anticipated:

	I have read and agree to abide by the Procedures for Notifying and Transferring Archaeological Archives of Milton Keynes Museum, and agree to the contract documented therein
	Signed for Unit:

Date:

	To be completed by Museum

	Museum accession number:

MILSH :
	Signed for museum:

Job title:

Date:








	DEPOSIT OF ARCHIVE

	To be completed by Unit

	Number of paper archive boxes:


Number of finds boxes:


Number of Stewart boxes:


Number of rolls of plans:


Number of unboxed finds:
	Description:
	Itemised box list:			yes/no

Unit’s TOT for documentary archive:	yes/no

Landowner’s TOT:			yes/no/n.a.

Digital archive included:		yes/no

Slide lecture set included: 		yes/no

Fiche included:			yes/no

Core information on finds bags:	yes/no

Retention advice included:		yes/no


	Charge:

Invoice sent:		      Paid/agreed:

	Signed (for Unit):
                         
Signed (for Museum): 

	To be completed by Museum

	
ARCHIVE RECEIVED IN SATISFACTORY FORM  yes/no
					

	Signed for museum:

Job title:	

	Date:










Appendix 3: Copy of Contract Between the Excavating Unit and the Museum
MILTON KEYNES MUSEUM
TRANSFER OF ARCHAEOLOGICAL ARCHIVES CONTRACT
This contract is between Milton Keynes Museum (Milton Keynes Museum Trust) on behalf of the Milton Keynes Council and the notifying archaeological unit, and concerns archaeological fieldwork at the site detailed on the Notification of Fieldwork form.

Milton Keynes Museum agrees to accept the archive for permanent storage, access and dissemination, so long as the criteria below are fulfilled.
The notifying archaeological unit agrees to supply all, or as many as relevant parts of the archive as follows:
· itemised list of contents of boxes
· for the finds: Transfer of Title form signed and dated by the developer/landowner
· for the paper archive: Transfer of Title form signed and dated by the Unit
· copyright licence
· core information appearing on all finds bags and boxes
· digital archive to appropriate recognised digital repository 
· retention advice for classes of finds as specified in Deposit Procedures
and also agrees to supply Milton Keynes Museum with a copy of any future publication relating to the site that it may produce or be responsible for producing, or to offset the cost of purchase of any such publication.






Appendix 4: List of Charges, April 2020-April 2021
The Museum will normally request a one-off storage charge for each archaeological archive received. The charge for 2022/2023 is £78 for a standard Museum box of finds of 0.013 m3, but will be reviewed from time to time. There will be an annual 5% increase on box charges. The charge will also be applied per standard documentary archive box, and plan sheet pack (a single rolled plan sheet will not incur a charge). Larger than A4 drawings/plans must NOT be included within paper archive boxes.

Reconstructed vessels in special boxes larger than standard sizes will be charged as per a standard box. We do not wish to see reconstructed vessels broken down again to avoid a higher box charge.

Other large boxed or unboxed items will be charged by the standard box equivalent amount of shelf space they occupy.

No separate charge is made for plans/illustrations that are mounted for hanging files. 

The rate applied will be the rate at the time of the deposit of the archive. This storage grant covers the entry costs of the archive into the Museum and enables the Museum to provide the following:

· accessioning of finds and integration of unit-generated cataloguing into Museum collections and databases

· storage in appropriate levels of security and environmental control

· accessioning and storage of documentary archive

After initial deposit procedures, future on-costs of curation, research, display and interpretation of archives deposited in accordance with these procedures will be borne by the Museum.

The Museum reserves the right to refuse to accept an archive submitted in incorrect box sizes. If it does accept such an archive, the Unit will be additionally invoiced for the cost of the correct boxes, and staff time for re-boxing.

Appendix 5: Transfer of Title Form
	
MILTON KEYNES MUSEUMSheet
of

McConnell Drive, Wolverton, Milton Keynes, MK12 5EL
	Form No:  E

	
	Accession No: MILSH:

	Received from:
Address:


Email:
Telephone:
	Owner (if different):
Address:


Email:
Telephone:

	DESCRIPTION OF OBJECT(S): (note obvious damage and any related information e.g. when and how it was used who used it etc.).  Continue on a new sheet if necessary.

















                                                                                                                                  

                                                                                                                                Total no of items:                                                                                                                 

	REASON FOR ENTRY (tick as applicable, sign and date)
· Gift – I give the object(s) listed above to the museum’s governing body
· Sale – I am selling the object(s) listed above to the museum’s governing body for £………………..
· Loan – I am lending the object(s) listed above to the museum’s governing body for a period of ……………….. 
· Identification – I leave the object(s) listed above for identification 
I confirm that the information given on this form is correct to the best of my knowledge and belief, and that I accept the terms and conditions stated overleaf
Signed:                                                                                                                                      Date:

	ADDITIONAL AGREEMENT - GIFTS AND SALES ONLY (tick as applicable, sign and date)
· I, the owner, confirm that I have undisputed title to the object(s) listed above, with full power to transfer said title to the museum’s governing body.  
· I, the depositor acting on behalf of the owner(s), confirm that the owner(s) have undisputed title to the object(s) listed above, with full power to transfer said title to the museum’s governing body and that I am authorised by the owner(s) to act on their behalf to that effect.
The title in the object(s) listed above, and subject to the conditions overleaf, is hereby transferred to the governing body of the museum.
Signed:                                                                                                                                      Date:

	MUSEUM SIGNATORY
Receipt of the object(s) listed above is hereby acknowledged.
Signed:                                                                                                                                      Date:

	RETURN OF THE OBJECT(S) TO THE OWNER (tick as applicable, sign and date)
I, the owner/ owners representative, acknowledge the return of the object(s) listed above in a satisfactory condition following:
· Identification                    End of the loan period
· The museum’s governing body declining to accept the donation/loan/purchase
Signed:                                                       Countersigned (for museum):                                    Date:


Conditions of deposit for items entering the museum
GENERAL
The museum will care for all items in its custody at the same level that it takes for its long-term collections.  The museum shall have no liability for any destruction, loss or damage to the items(s) listed overleaf, however caused, unless the result of the gross negligence or wilful default of the museum’s governing body, employees or agents.
When item(s) are left at the museum for whatever reason the MIDDLE part of the form will be given to the depositor as a receipt.  This must be presented when the item(s) are returned to the owner or their representative.  Both it and the top copy of the form will be signed to indicate the item has been returned in satisfactory condition and each party retains their copy.  If a representative of the owner is sent they must have suitable identification for the owner.  
The contact details provided overleaf of the donor and depositor will be retained by the museum and stored in a secure location indefinitely.  This will be in accordance with the museum’s privacy policy. 
No valuation indicated verbally or written on this form at the time of deposit will be admitted by the museum.  
LOANS, ENQUIRIES AND IDENTIFICATIONS
Neither the museum’s governing body, nor its officers or employees, can accept any responsibility whatsoever for an opinion that may be expressed on items submitted for examination.  Opinions may be given to the owner of an item or to the representative of the owner.
Museum staff are not authorised to give valuations, to assist in the disposal of private property, or to express opinions regarding the merits of business firms.
It is the depositor’s responsibility to collect item(s) described overleaf and left for identification within FOUR weeks of confirmation they have been identified.  In the event of the item(s) not being collected within that period, the museum’s governing body reserves the right to dispose of the item(s) as it thinks fit after a period of FOUR months from the date of the form.
This form acts as a first receipt for material offered for loan.  Loans are never accepted for an indefinite period, but may be renewed.  Additional agreements for loans may be in place and if so an additional form will be used.
ACQUISITIONS
The museum has a collecting policy which limits those items it may acquire.  Not all offers of loans, gifts or sales can be taken up.  If the museum’s governing body does not accept such an offer, the owner will be advised in writing.  In the event of items not being collected within FOUR months of the date on this form, the museum’s governing body reserves the right to dispose of the item(s) as it thinks fit.
In the case of acquisition by the museum’s governing body of the item(s) described overleaf by gift or sale, the owner transfers to the museum’s governing body absolute ownership of those items, without condition.  The museum’s governing body undertakes to hold the item(s) in trust for use by its museum for its purposes and in accordance with those provisions of the Museum Accreditation Scheme and Museum Association’s code of ethics.  In addition, the owner (or their representative) acknowledges that the museum will capture, store, edit and transmit any information associated with the item at the point of acquisition or thereafter in line with the museum’s privacy policy.
SPECIAL CONDITIONS
If special conditions, additional to the above, are agreed between the museum and the owner/depositor these shall be recorded on this form or, if necessary, on a separate sheet, to which the owner/depositor and an authorised museum representative must both be signatories.  Where relevant, these might include assigning or licensing copyright of other intellectual property rights held by the owner to the museum’s governing body.

TOP – MUSEUM FILE
MIDDLE – DEPOSITOR/OWNERS RECEIPT  
BOTTOM - MUSEUM OBJECT












Appendix 6: Transfer of Copyright in the Archive to the Museum
Milton Keynes Museum
Copyright of archive
Deposit of an archive with the Museum is understood to be in order to preserve the material and information for posterity and to make it available to others to study and use. As such, it is important that there are as few restrictions on its use as possible. The deposit of the archive must therefore be accompanied by a fully completed copyright licence. No restrictions will be placed on the originators of the material with regard to publication of images, etc.
	──────────────────────────────────
COPYRIGHT LICENCE

The 1
licences Milton Keynes Museum or its successor body or individuals or organisations approved by Milton Keynes Museum or its successor, at no charge, to research, study, display, copy, publish and provide public access to the excavation archive, including photographs, plans and drawings and, where relevant, the accompanying finds, recovered by 1
during fieldwork at the site(s) known as 2
and deposited with Milton Keynes Museum, for a period of 150 years or the term of copyright, whichever is the longer.
The 1
maintains the right to be identified as the author of the work.
Signed
Title
Organisation
Date
	──────────────────────────────────
1 insert the organisation name here   	2 insert the site name here
Appendix 7: Required Labelling Information
Sample spreadsheet file for recording finds information

	Museum Accession Number
	Box no.
	Site Code
	Context
	Object no.
	No. of items
	Weight (g)
	Material
	Date 
	Simple Name

	2004.58
	Fe1
	FLMK 02
	4008
	
	1
	
	iron
	unknown
	nail

	2004.58
	Ca1
	FLMK 02
	5008
	1
	1
	
	copper alloy
	Romano-British
	brooch

	2004.58
	M1
	FLMK 02
	1
	
	1
	19
	animal bone
	unknown
	animal bone

	2004.58
	F1
	FLMK 02
	303
	320
	1
	20
	flint
	undated prehistoric
	worked flint



	Required Information for Bulk Boxes and Finds Bags
Examples of labelling on boxes and on bags for pottery, animal bone, human bone, flint (all boxes and bags must display the site code and the museum accession number).
Please follow the diagrams on the following pages for labelling instructions.


Deposit Labelling
	BULK BAG
	
	BULK BAG
	

	
	
	
	

	


MK105 (001)

MILSH.2016.14 BONE, ANIMAL 
PIG, SHEEP, DOG


MILSH.2016.14


	
	

MK105 (001) 

POTTERY 
ROMAN


MILSH.2016.14. P2

 

	
	
	
	

	SEPARATOR BAGS WITHIN BULK BAG FOR SPECIALIST 
IDENTIFIED PIECES
	
	SMALL FINDS BAG
	

	
	
	
	

	




MK105  (001) ^1


POTTERY SAMIAN 
decorated ware

MILSH.2016.14.P3    
	
	




MK105  (001) ^1 


BONE COMB FRAGMENT 4TH C.


MILSH.2016.14

	
	
	
	



Bulk and Paper Archive Box Label Format Samples
	

MILSH:2016.14.P1



MK105 (001)



Bancroft Villa



POTTERY (Iron Age)

	



      (blank space on label for museum use)

	











Appendix 8: Supplier Recommendations
Silica Gel
	Baltimore Chemicals Ltd
Eghams Court, Boston Drive		
Bourne End					
Bucks  SL8 5YS

	tel
fax
email
web
	01628 531900 
01628 531100 
Baltimore@btinternet.com 
www.baltimorechemicals.co.uk

	Gee-Jay Chemicals Ltd
16 Gosforth Close
Sandy
Bedfordshire  SG19 1RB	
	tel
fax
email
web
	01767 682774 
01767 692409 
sales@geejaychemicals.co.uk 
www.geejaychemicals.co.uk



Humidity Strips
	Sud-Chemie UK Ltd	
Suite 3, Richmond House
Gadbrook Business Centre
Northwich, Cheshire  CW9 7TN	
	tel
fax
web
	01606 830800 
01606 836408 
www.s-cpp.com  



Cardboard boxes for bulk finds
	
	
	

	G Ryder & Co Ltd 
Denbigh Road 
Bletchley 
Milton Keynes
MK1 1DG


	tel
fax
	01908 375524 
01908 373658



Cell-Aire Foam and General Packaging
	Conservation Resources UK Ltd 
Unit 2, Ashville Way, Off Watlington Road
Cowley, Oxford, OX4 6TU

Units 1, 2 and 4 Pony Road
Horspath Industrial Estate
Cowley, Oxon OX4 2RD

(archival document cases: 387 x 260 x 76mm: Code 15103; 387 x 260 x 44mm: Code 15101)

	tel
fax
web
	01865 747755
01865 747035
www.conservationresources.com

	Sunset Packaging Suppliers Ltd
Unit 4, Witan Park
Station Lane
Witney, Buckinghamshire  OX8 6FH

	tel
fax
	01993 776641
01993 779834

	Bloomfields Supplies Ltd
Unit 1, Northbrook Road
Gloucester
Gloucs GL4 3DP

	
	

	MacFarlane Group
Units 1 and 2, Wykeham Industrial Estate
Winnall
Winchester, Hants  SO23 7RX

	tel
fax
web
	01962 84477
01962 852580
home.macfarlanegroup.net

	Preservation Equipment Ltd
Vinces Road
Diss
Norfolk  IP22 4HQ
	tel
fax
web
	01379 647400
01369 650582
www.preservationequipment.com



Plastazote
	Kewell Converters Ltd



	tel
fax web

	01737 771758
01737 769732
www.kewell-converters.co.uk


	Polyformes Ltd
Cherrycourt Way, Stanbridge Road
Leighton Buzzard
Bedfordshire  LU7 8UH
	tel
fax
email
web
	01525 852444
01525 850484
info@polyformes.co.uk
www.polyformes.co.uk



Polyester Sleeves
	Secol Ltd
Howlett Way
Thetford
Norfolk  IP24 1HZ
	tel
fax
web
	01842 752341
01842 762159
www.secol.co.uk



Also: Conservation Resources Ltd (above), Preservation Equipment (above)
Filing cabinet storage wallets
	Nicholas Hunter Ltd
Unit 8, Oxford Business Centre
Osney Lane, Oxford OX1 1TB
	
	



Plastic Boxes
	Stewart Plastics Ltd
Waddon Marsh Way, Purley Way
Croydon
Surrey  CR9 4HS
	tel	020 8686 2231 
email	info@stewartcompany.co.uk 
web	www.plastichousewares.co.uk
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