Care of Sound Recordings
Most sound-carrying materials gradually disintegrate over time.  Recordings are subject to both chemical and mechanical damage.  Lacquer discs are unstable and have a relatively short life while wax cylinders and many shellac discs deteriorate more slowly.  The rate of deterioration is influenced by the way recordings are handled and the conditions in which they are stored.  The following information will help prolong the life of valuable sound recordings. 

Environment

A clean, dust-free environment away from sources of heat, sunlight and strong magnetic fields (magnetic tapes) should be maintained, but the most important factor is to provide a stable environment without rapid changes in temperature and humidity.

Magnetic Tapes

These include audio reel tape and cassettes, videotape and computer tape.

Care and Handling

· All tapes should be handled with care as they are easily damaged by physical and magnetic forces.

· Avoid exposing tapes to direct sunlight and keep them away from heat sources.

· Keep tapes away from magnetic field sources such as speakers, televisions and magnets.

· Avoid violent vibrations or shock.

· Avoid stacking tapes.

· Avoid touching tape with your fingers.

· Do not leave tapes out of their containers when not in use.  This includes leaving tapes in or on the tape recorder.

Storage

· Store cassettes and videotapes in rewound condition.

· Store reel tapes "tails out" (with the end of the tape at the beginning of the reel, that is, in the "played" state) at an even tension such as the "play" tension on a tape recorder.

· Shelve tapes upright in individual boxes.

· Replace damaged boxes and spools.

· Keep the storage environment free of contaminants such as food, drink, smoke and dust.

· Magnetic tape is sensitive to rapidly changing climactic conditions.  The climate must be stable and ideally kept at about 18 to 20 degrees Celsius and 40 percent relative humidity.

Discs 

These include lacquer discs, 78 rpm shellac discs, vinyl discs and compact discs.

Care and Handling

· Remove any manufacturer's sealed cellophane wrapping from the disc as the tension of the wrapping may warp it.

· Avoid touching the grooves with your fingers.  Handle discs by label and outer edges only.  Ideally, clean cotton gloves should be worn.

· Replace damaged or mouldy record jackets and inner sleeves.  

· Keep discs in their jackets or enclosures when not in use.

· Do not expose discs to physical hazards. These include sources of heat, direct sunlight, uneven surfaces or the floor.

· Clean dirty items before putting them into storage.  Discs should be cleaned with a soft, clean cloth working in a circular motion in the direction of the grooves. CDs should also be cleaned with a soft clean cloth but from the centre of the disc to the outer edge.

Storage

· Store discs in archival (acid-free) sleeves and jackets. The inner sleeve opening should be at the top.

· Store discs vertically on shelves with rigid dividers between them at 7 to 10 centimetre intervals to support the discs and prevent slipping and slanting.

· Keep the storage environment free of contaminants such as food, drink, smoke and dust. 

Wax Cylinders

Wax cylinders are very fragile and handling should be kept to a minimum.  They are susceptible to mould growth and should be kept in constant cool and dry conditions.

Other publications in this series include:

Care of Family Collections, Care of Books, Repair of Books,Care of Artworks on Paper, Care of Photographs. 


These can be accessed from the National Library’s website at http://www.natlib.govt.nz/services/get-advice/preservation/preservation-help
For further information contact the National Preservation Office, Te Tari Tohu Taonga, National Library of New Zealand PO Box 1467, Wellington 6140, tel:  (4) 474 3000.  

For information on conservators, see the website of The New Zealand Professional Conservators’ Group: http://www.conservators.org.nz
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