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Collection Information Policy
Policy Aims
This policy describes the information which will be collected and provided about accessions.  It is supported by the Inter-relationships section of the Collection Management Policy and the Collection Information sections of the Collection Development Plan.
Collection Information

Information on accessions is collected from depositors/donors and intermediaries to complete all mandatory elements of ISAD(G) including legal status, access legislation, intellectual property rights and physical condition.  Additional information contributed by users, including volunteers undertaking item level listing and indexing, and from public appeals will be checked by staff to ensure accuracy.  Instructions will be provided in the accessioning procedures.  Information, whether collected at the point of accession or later, will be added to the CALM entry once validated. Notice of new acquisitions will be made public at the earliest opportunity and through the most appropriate channels.  
Details of depositors who are private individuals will not be disclosed to a third party without their permission although such details may be held in the Archives in accordance with the terms of the appropriate current legislation.
Finding Aids
Collection Level descriptions will be prepared for receipt and added to CALM for each accession as a minimum.  Small accessions (10 items or fewer) will be item listed on receipt. All catalogues will be made available on-line. A copy of the finding aid will be sent to the depositor.
Collections will be catalogued directly into CALM and will conform to ISAD(G) mandatory elements.  Accessions will be prioritised for item-listing on receipt using the prioritisation guidelines approved by the Glamorgan Archives Joint Committee in March 2013 and reviewed quarterly for relevance.  
The backlog of uncatalogued collections will be assessed and prioritised using a broader version of this adapted to considering series. User demand, identified from production slips, will be factored into prioritisation. The priorities will be reviewed regularly by management team and updates in response to the changing political or funding landscape.
Restrictions including closure periods

There is an assumption of open access; information on all accessions will be made available subject to legislation relating to privacy in public collections and to agreed restrictions on private collections and having due regard to conservation requirements.  
Deaccessioning
From time to time it may be necessary to review the Collection and in particular to sample large series or to remove items and series no longer regarded as archival. Detailed listing may reveal material which falls outside our Collecting Policy for which alternative locations will be sought. Full records will be maintained of such process.  Any depositors concerned will be fully informed and permissions obtained in advance.  The catalogue will record the process for the benefit of future users.
Funding

Funding for cataloguing in line with identified priorities is sought from external grant awarding bodies.  Sorting, detailed listing and cleaning may be carried out by non-professional staff and work experience volunteers under supervision as a development activity.  These tasks will form part of the cataloguing plan and regularly reviewed.
Partnerships

The Archives is committed to working in partnership to survey, acquire, promote and list new material.
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