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Introduction

Aberdeen has the oldest and most complete archive of any Scottish city or town.
Indeed, its oldest records are recognised by the United Nations Educational, Scientific
and Cultural Organisation (UNESCO) as being of outstanding cultural importance to
the nation. Given the ease with which modern records can now be created and the
different media on which they are stored, an Archival Transfer and Acquisition Policy
will help ensure the continuity of this archive for the future and will enable the Council
to:

e Provide evidence for its actions.
e Support openness and transparency.
e Promote community engagement through learning and research.

The Archive will not seek to represent any particular historical, political, religious or
other viewpoint in its acquisition of records, but to reflect as objectively as possible all
aspects of the City’s past and present.

Why Do We Need A Policy?

The Council has a statutory obligation under the Public Records (Scotland) Act 2011
to ensure that all of its information and records are managed appropriately. This
includes making proper arrangements for the archiving of the authority’s public
records.

By linking this policy to the Corporate Information & Records Lifecycle Management
Policy and by defining the records which the Archive seeks to collect, an integrated
approach to the management of information from creation through to transfer to the
Archives will be achieved.
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What Does This Policy Cover?

This policy applies to records in all formats. It defines the scope of the records that
Aberdeen City Archive aims to preserve and make accessible to the public, in
accordance with current legislation, directives and national guidelines, as follows:

Those records of Aberdeen City Council and its predecessors, relating to its
core functions and statutory duties.

e Records received by gift, purchase, temporary or indefinite loan of individuals,
families, estates, societies, organisations, institutions, industry and business
which are of legal, historical or cultural significance and which relate to the City
of Aberdeen.

e Records deposited by the Keeper of the Records of Scotland under his charge
and superintendence.

e As a service jointly funded by Aberdeenshire Council, the Archive also has a
parallel duty to collect, preserve and make publicly available the records of the
City’s neighbouring authority and its preceding bodies.

In some cases, records held by Aberdeen City Archive may fall outside this policy.
Such records may be de-accessioned to ensure the most appropriate use of
space and resources.

Where records are de-accessioned, appropriate arrangements will be made for
their disposal: they may be transferred to a more suitable repository, sold,
returned to the original owner, or destroyed. For deposited material, the owner's
consent will be obtained before any action is taken.

Acquisition Priorities
Our acquisition priorities are to:
o Ensure the systematic and timely transfer to the Archive of those non-current
records held by Council services considered suitable for permanent

preservation. The primary tool for identifying these records will be the
Corporate Records Retention and Disposal Schedule.
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o Acquire records from private individuals and organizations that will increase
the range and depth of the collections held by Aberdeen City Archive.

« Acquire those records of Aberdeen City Council’s predecessor authorities that
are currently held in other archive services.

Transfer and Acquisition Criteria For Records From Within
Aberdeen City Council

Before acquiring records from services within Aberdeen City Council, the Archive
requires that:

e All records must be non-current and relate to Aberdeen City Council, its
partner organisations, or preceding bodies.

e The records must be covered by the Corporate Records Retention and
Disposals Schedule or otherwise be judged by the City Archives to have
archival value.

e The physical condition of the records will be such that it will not result in the
Archives incurring excessive conservation costs.

e The Archive has the facilities to be able to care for the records properly in
terms of storage in suitable environmental conditions and with regard to the
ability to access the media on which the records are stored.

e Services transferring records to the City Archives shall assist the Archive staff
as far as possible in terms of providing background information about the
records and their subject matter.

e The depositor is authorized to transfer the records and signs a deposit
agreement.

e The Archive will not normally accept three-dimensional artefacts, and will
usually advise that they be referred to Aberdeen Museums and Galleries.
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Transfer and Acquisition Criteria For Records From Bodies
External To Aberdeen City Council

Before acquiring records from individuals or organisations external to Aberdeen City
Council, the Archive requires that:

The records must relate to the City of Aberdeen. The Archive does not collect
records that relate to areas outside the City and unless there is a local
connection, such records will be transferred to the appropriate repository.

When advising potential depositors, the Archive will draw attention to the
existence of other repositories with similar or overlapping interests, to ensure
that material is offered to the most appropriate institution.

All records be non-current.

The depositor is authorized to transfer title to material and signs a deposit or
gift agreement.

The Archive has the facilities to be able to care for the records properly in
terms of storage in suitable environmental conditions and with regard to the
ability to access the media on which the records are stored.

Its authenticity and archival value can be demonstrated.

The physical condition of the records will be such that it will not result in the
Archives incurring excessive conservation costs.

The Archive will accept records in all media, although film and video may be
more appropriately stored at the Scottish Screen Archive.

The Archive has the facilities to be able to care for the records properly.

The Archive will not normally accept three-dimensional artefacts, and will
usually advise that they be referred to Aberdeen Museums and Galleries.

The records should be free of legal burdens or excessive access restrictions,
(such as lengthy closure periods during which the records cannot be made
available to the public) and which would diminish their research potential.
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o The records either become the property of the Archive by gift or purchase or its
responsibility as an indefinite loan.

How will we make this happen?

Overall governance and strategic responsibilities for this policy are assigned to the
Head of Legal and Democratic Services. All activity relating to this policy and related
improvement programme will be monitored, actioned and reported on to the Head of
Legal and Democratic Services and the Information Management Governance Group
Policy. Information Asset Owners and Administrators will be responsible for ensuring
all staff understand and act in accordance with their responsibilities outlined in this
policy by completing a statement of internal control as part of the annual update to the
Corporate Risk Register.

Approval of Policy

This policy will be reviewed annually in conjunction with the Corporate Information
Management Strategy and Information and records Lifecycle Management Policy to
ensure that it meets business and accountability requirements and measurable
standards of good practice.



