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1.1.1. Abbreviations

	Acronym / Abbreviation
	Description

	ATL
	Alexander Turnbull Library

	ATL DPP
	Alexander Turnbull Library Drawings Paintings & Prints

	ATL G
	Alexander Turnbull Library General Collection

	ATL NZ&P
	Alexander Turnbull Library New Zealand & Pacific

	ATL PA
	Alexander Turnbull Library Photographic Archive

	DNW
	Dorothy Neal White Collection

	ESTC
	English Short Title Catalogue

	GLC
	General Lending Collection

	GSC
	General Serials Collection

	MSS
	Manuscripts

	NCC
	National Children’s Collection

	NLNZ
	National Library of New Zealand

	NZC
	New Zealand Collection

	SLG
	Senior Leadership Group

	SYNZ
	Services to Young New Zealanders

	The Framework
	The Collection Protection Framework

	The Library
	The National Library of New Zealand

	TLP
	Turnbull Library Pictures
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2. Introduction

2.1. Purpose of the Collection Protection Framework

2.1.1. The purpose of the Collection Protection Framework (the Framework) is to ensure collections are appropriately protected at all times.

2.1.2. The framework sets out:

· Over-arching principles and requirements that apply to all aspects of collection protection e.g. governance, assurance, management of risk

· Principles specific to the storing, moving, accessing and exhibition/display of a collection.

2.2. Context

2.2.1. The Framework provides for the ongoing care and protection of all current and future national Library collections. In association with its supporting documents, the Collection Protection Framework is intended as a comprehensive guide to all aspects of how the integrity of the collections will be maintained.

2.2.2. The Framework recognises that protection methods must be adaptable to the dynamic environment in which the collections exist. As technological and other advances, occur:

· The number of formats to be held within collections will increase. 

· The solutions for protecting collections will improve and develop.

2.2.3. The Framework recognises that Collection Protection includes physical protection, as well as appropriate cultural protection or tikanga.

2.3. Scope

2.3.1. The Framework applies to all collections held by the National Library. 

2.3.2. The Framework applies to all activities relating to collections, including storing, moving, accessing and exhibiting/displaying a collection.

2.4. Related documents

2.4.1. The Framework sets out the high-level policies applicable to collection protection. 

2.4.2. The Framework does not repeat existing policies, procedures or standards, but lists them in the appropriate sections within the Framework.

2.4.3. Key Library documents relevant to collection protection include:

· National Library Preservation Policy 
http://www.natlib.govt.nz/about-us/policies-strategy/our-policy-about-preservation 

· National Library Conservation Guidelines for implementation of the Preservation Policy
http://www.natlib.govt.nz/catalogues/library-documents/conservation-guidelines 

· National Library Te Kaupapa Mahi Tahi
http://www.natlib.govt.nz/about-us/policies-strategy/tkmt 

· National Library Access Policy 
http://www.natlib.govt.nz/about-us/policies-strategy/our-policy-about-access 

2.4.4. Principles for the care and preservation of Maori materials / Te Mauri o Te Mātauranga: Purihia, Tiakina!

2.4.5. National Library Copying Guidelines http://www.natlib.govt.nz/catalogues/library-documents/copying-guidelines 

· Disaster Preparedness Plan: Collections and Records, 2007 Revision, Volume 1: Immediate Response 

· Disaster Preparedness Plan: Collections and Records, 2007 Revision, Volume 2: Salvage and Recovery

· Risk Management Policy

· The Risk Management Framework

2.5. Application of the Framework

2.5.1. The Framework sets out high-level principles and guidelines for protection of the collections.

2.5.2. It is expected that any operational changes, special projects or one-off events, will have more detailed documentation developed that sets out how the affected collections will be protected.

2.5.3. An example of how the Framework, and other more detailed documents relate to each other, is set out in the diagram below: 
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2.5.4. Ownership of the Framework

2.5.5. The Manager, Preservation is accountable for ensuring the Framework remains current and applicable to all of the Library’s collections, and is considered the ‘owner’ of this document.

2.6. The Framework change control process

2.6.1. Any changes to the Framework, and its associated documents, will be controlled by the Manager, Preservation. There are two types of changes:

· Minor changes

· Significant changes

2.6.2. The Manager, Preservation will decide whether a proposed change is significant or minor.

2.7. Minor changes

2.7.1. Minor changes may include:

· Corrections to spelling and grammar

· Updating locations for reference documents or standards

2.7.2. If a minor change is made, the version is updated by a sub-point (e.g. from version 1.1 to 1.2), the document control panel is updated, and the most current version published on the intranet and stored in CLIO as a corporate record.
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2.8. Significant changes

2.8.1. Significant changes will include: 

· Changes to any content or wording where meaning or intent alters.

· Insertion of new, or deletion of existing, reference documents or standards.

2.8.2. The Manager, Preservation will ensure that appropriate consultation occurs for any proposed significant change, before making a recommendation to the ATL Chief Librarian and the Director, Content Services that the change, and updated version be approved. This may include consultation with the Guardians / Kaitiaki.

2.8.3. If a significant change is made, the version is updated by a whole point (e.g. from version 1.2 to 2.0), the document control panel is updated, and the most current version published on the intranet and stored in CLIO as a corporate record.
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2.8.4. Document Management 

2.8.5. The Framework is a controlled document.  This means, it will only be made available in hard copy or in pdf format, to ensure that changes cannot be made outside the formal change control process.

2.8.6. The Framework will be available to all Library staff via the intranet and stored in CLIO as a corporate record.

2.8.7. The signed copy of each version will be held in a hard copy file that reflects the CLIO file. The hard copy file will be held by the Manager, Preservation.

3. Legislative and strategic context

3.1.1. The mandate for the protection of collections is set out in the National Library of New Zealand Te Puna Matauranga o Aotearoa Act 2003, in the following clauses:

	Clause #
	Description

	7
	The purpose of the National Library is to enrich the cultural and economic life of New Zealand and its interchanges with other nations as appropriate, -

(a) Collecting, preserving, and protecting documents, particularly relating to New Zealand, and making them accessible for all the people of New Zealand, in a manner consistent with their status as documentary heritage and taonga;



	12
	The purposes of the Alexander Turnbull Library are – 

(a) To preserve, protect, develop and make accessible for all the people of New Zealand the collections of that library in perpetuity and in a manner consistent with their status as documentary heritage and taonga;




3.2. Strategic context

3.2.1. The National Library Statement of Intent states the vision of the Library is that; 

New Zealanders are connected with information important to all aspects of their lives.

3.2.2. To do this the Library has identified outcomes:

· New Zealand’s documentary heritage and taonga is nurtured

· New Zealander’s access to information is facilitated

· Relationships are fostered and advanced

3.2.3. Each year the Library identified a number of interventions to achieve these outcomes. The Framework should be used to ensure all interventions are planned and is managed in such a way as to ensure all collections are appropriately protected to the expected standards at all times. 

4. Principles

4.1.1. The principles underpinning the Framework are:

	Enduring
	The Framework enables proper protection of the collections now and in the future.

	Utilises existing NL policies
	The Framework refers to existing policies, standards, specifications and tools where these are suitable for ongoing use.

New material will only be created where the existing documents are insufficient for the enduring purpose of the Framework.

	Reflect good practice
	International improvements in collection protection practices will be monitored and incorporated into the Framework.

	Compulsory
	Appropriate protection of the collections is of paramount importance to the Library.

The Framework sets out required structures, processes and standards - these must never be considered as ‘optional’.

	Comprehensive
	The Framework will be updated to ensure it is useful in any situation where collection protection is a consideration.

	Independently Assured
	The Framework is an independently assured document. Independent review will be sought before any major revision is approved and published.


5. Governance and management

5.1.1. Governance and management structures and mechanisms relating to collection protection are informed by:

· The legislative framework for the collections within the Library.

· The Library’s corporate and operational structures and policies.

5.2. Roles and responsibilities

5.2.1. The table below sets out the roles and responsibilities relating to the governance and management of collection protection:

	Role
	Key responsibilities / activities

	Chief Executive / National Librarian
	Overall accountability to the Minister (and people of NZ) for the protection of the Library’s collections.

Ensures that appropriate policies, structures, responsibilities and procedures are in place to effectively protect the Library collections.

Ensures that the collections are protected at all times.



	Chief Librarian ATL 
	Responsible for ensuring ATL Collections are protected to the expected standards at all times, including;

· Everyday operations and library activity

· Projects that involve the Collections

· Special exhibitions, loans and events

Review and approve the Framework.

Complete the Collection Protection Monitoring Report to the Chief Executive / Chief Librarian, for own areas of responsibility.



	Director, Content Services
	Responsible for ensuring the General Collections, DNW Collection and Susan Price Collection are protected to the expected standards at all times, including;

· Everyday business and normal operating

· Projects that involve the Collections

· Special exhibitions, loans and events

Review and approve the Framework.

Complete the Collection Protection Monitoring Report to the Chief Executive / Chief Librarian, for own areas of responsibility.



	Director, Services to Young New Zealanders
	Responsible for ensuring the Schools Collection are protected to the expected standards at all times, including;

· Everyday business and normal operating

· Projects that involve the Collections

· Special exhibitions, loans and events

Review and approve the Framework.

Complete the Collection Protection Monitoring Report to the Chief Executive / Chief Librarian, for own areas of responsibility.



	Manager, Preservation
	‘Owner’ of the Framework and accountable for ensuring it:

· Remains current

· Reflects international standards of good practice; and 

· Is applicable to all relevant collections within the library.

Provides independent advice to the Chief Librarian ATL, and Director Content Services as to whether specific solutions (e.g. a container) or plans (e.g. a plan for a one-off event) affecting the collections, will meet the Framework standards.



	Conservators
	Provide advice and updates for the Framework as approved by the Manager, Preservation.

Provide advice to library managers and staff as to whether specific activities or solutions meet the Framework’s principles and criteria.

Provide support, and undertake highly technical activity, required to ensure collections are appropriately protected, handled and preserved.

Be familiar with, and adhere to, the Framework.



	Curators
	Each Curator is responsible for the safety and protection of their collection.

Curators ensure the Framework is properly applied to the management and care of their particular collection, including during:

· Everyday operations and library activity

· Projects that involve their collection

· Special exhibitions, loans and events

· Be familiar with, and adhere to, the Framework.



	Managers and Team Leaders
	Responsible for ensuring the Framework is properly applied to the management and care of collections within their area of responsibility, including during:

· Everyday operations and library activity

· Projects that involve their collection

· Special exhibitions, loans and events

· Be familiar with, and adhere to, the Framework.




6. Categorisation of collections and objects

6.1. Purpose of categorisation

6.1.1. Collections, and objects, within the National Library have differing levels of importance or significance, based on a combination of values and information, including (but not limited to); tikanga Maori, aesthetic, historical, cultural, ethnological, technological, social and spiritual. 

6.1.2. The level and type of collection protection activity required will vary, depending on the nature of a collection – the high-level categories set out in this section will help to ensure the appropriate level of protection activity is being consistently applied to each collection.

6.1.3. This section describes the categories that form the basis for collection protection planning, management and assurance. They are important reference points for the application of collection protection standards and the development of detailed protection plans relating to specific projects or activities.

6.2. Application of the categories

6.2.1. For detailed operational or project planning and management, it is critical that the various collections are treated appropriately and consistently. The use of the categories within the Framework will make this easier to achieve. Some examples are listed below:

· Planning a major relocation of the library involves detailed planning for the protection of collections during the packing and moving processes.  Standards will be developed, and signed off by the appropriate manager, that informs how each collection should be managed. For example, the level of detail required to ensure protection of Departmental Assets may be different to Heritage Collections and Taonga. Another example relating to the same project could be that the packing standards may set out different security requirements for collections at level 1(highest security), than collections at level 4(lowest security).

· The security level of the collection may inform design of a new location or storage facility for that collection.

6.2.2. Having the categories already developed and approved at this level, enables detailed processes and plans to be developed in a consistent way for a variety of situations.

6.3. Category types

6.3.1. This section provides two types of categorisation; Heritage Collections and Taonga and Departmental Assets; and Security Classification.

6.3.2. Heritage Collections and Taonga and Departmental Assets

6.3.3. Broadly, the collections within the Library can be divided into two main categories:

· Heritage Collections and Taonga – collections that are owned by the Crown and must be either ‘held in perpetuity’ or ‘permanently retained’ by the Library.

· Departmental Assets – collections that have been purchased by the Library and have no contractual or legislative mandate specific to that collection.

6.3.4. The following collections are classified as Heritage Collections and Taonga:

· All Alexander Turnbull Library Collections – these are located within Wellington and Wanganui, to be ‘held in perpetuity’.

· The Dorothy Neal White Collection – located within Wellington, to be ‘permanently retained’.

· The Susan Price Collection – located at Susan Price’s residence in Wellington, to be ‘permanently retained’. It is expected that this collection will be moved to the Wellington Library facility in the future.

6.3.5. Because of their Heritage Collection and Taonga classification, these collections will often attract more extensive collection protection measures than the General Collections. However, the level and type of collection protection may vary for each Heritage Collection and Taonga, depending on a range of things, including the collection’s security category and supervision category.

6.4. Security classification

6.4.1. The security classification is one of the key elements that inform how a collection can be appropriately stored, accessed, exhibited / displayed (including how readily an item will be loaned or transported) and moved.

6.4.2. Security classification definitions, and how these apply, are set out in the table below:

	Security Classification
	Description
	Applicable Collections

	One

(Highest)
	This is the highest security level that applies to any collection within the Library.

A collection is determined as security level one if it meets both of the following factors:

· A Crown-owned collection that must be held in perpetuity; and
· The Collection has a very high monetary value (relative to other collections).


	ATL Special Printed Collection.

Specific items within other ATL collections that have very high (relative) value – refer to the most recent ATL Valuation of Collections.

	Two
	A collection is determined as security level two if it meets the following factor:

· A Crown-owned collection that must be held in perpetuity.


	ATL published and unpublished collections (excluding the Special Printed Collection and surrogate material).

	Three
	A collection is determined as security level three if it meets the following factors:

· Is a Crown-owned collection that must be permanently retained; and/or
· Items are difficult to replace
	NZ & P material within the General Collections.

The Dorothy Neal White Collection.

The Susan Price Collection.

The Corporate Art Collection.



	Four

(Lowest)
	This is the lowest security level that applies to any collection within the National Library.

A collection is determined as security level four if it meets one or more of the following factors:

· Surrogate material that can be replicated 

· Published items (i.e. not unique)

· Is generally replaceable


	Surrogate material - where the Library holds the originals.

The General Collections.

The Schools Collection.


7. Assurance

7.1.1. Provision of assurance to the Minister, and people of New Zealand, that the Library collections are appropriately protected is a critical measure of the Library’s performance.

7.1.2. Collection protection assurance must be 

· Intrinsically built-in to everyday operations as well as one-off activities and processes affecting a collection.

· Independently reviewed and verified.

7.1.3. An assurance body, specific to the ATL collections, called the Guardians / Kaitiaki, is mandated by government to independently verify the ATL Collections are being protected to the agreed standards at all times.

	The National Library of New Zealand (Te Puna Matauranga o Aotearoa) Act 2003 states that:

The Guardians are responsible for assuring the people of NZ that – 

a) the collections of the Alexander Turnbull Library are held in perpetuity and

b) those collections are  - 

   i) provided with separate and suitable accommodation; and 

   ii) preserved, protected, developed and made accessible for all the people of New Zealand in a manner consistent with their status as documentary heritage and taonga; and

c) the character of the services distinguishing the Alexander Turnbull Library as a research library is maintained.


7.2. Assurance relationships

7.2.1. There are two types of assurance working from the detailed level through to the Minister:

· Internal assurance – this works through the Library’s standard reporting lines

· External assurance – this includes assurance reviews undertaken by Independent Assurance consultants and ATL assurance to the Minister via the Guardians / Kaitiaki.

7.2.2. The diagram below illustrates how assurance is provided through the internal and external mechanisms:
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7.3. Independent Assurance

7.3.1. Independent Assurance provides an objective, independent opinion on the protection of the collections.

7.3.2. Independent Assurance can be sought by:

· the Chief Executive / National Librarian 

· the ATL Chief Librarian 

· the Guardians / Kaitiaki

· the Director, Content Services 

· the Director, Services to Young New Zealanders.

7.3.3. An Independent Assurance review may be initiated because:

· The requesting manager is seeking independent assurance that the Framework is providing appropriate and ‘accepted good practice’ standards for the protection of the Library’s collections.

· The requesting manager is seeking independent assurance that the Framework is being applied appropriately and standards are being complied with for one, some or all collections.

· The requesting manager is seeking specific, independent assurance that the collections are being appropriately protected during periods of operational change, one-off events or major projects (e.g. building renovation).

7.3.4. An Independent Reviewer should:

· Be fully independent

· Not be conflicted

· Be appropriately qualified

7.3.5. Any report or advice provided by an Independent Review or Quality Assurance process should also be made available to those working with the collections that were part of the independent review process. This is to:

· Allow for a response to any concerns raised.

· Provide information, advice and feedback that will assist with the improvement of collection protection plans and activities.

· Ensure required remedial action occurs in a timely manner.

7.3.6. An Independent Assurance report or opinion should be provided directly to the requesting Manager / Group.

7.4. Monitoring and reporting

7.4.1. Monitoring and reporting on collection protection is a key part of assuring the Chief Executive / National Librarian that the collections are being appropriately protected to the expected standards at all times.

7.4.2. The ATL Chief Librarian is responsible for updating the ATL Collection Protection Monitoring Report to the Chief Executive / National Librarian and the Guardians / Kaitiaki each quarter.

7.4.3. The Director, Content Services is responsible for updating the Collection Protection Monitoring Report for the Dorothy Neal White Collection, Susan Price Collection, and General Collections, to the Chief Executive / National Librarian each quarter.

7.4.4. The Director, SYNZ is responsible for updating the Collection Protection Monitoring Report for the Schools Collection, to the Chief Executive / National Librarian annually.

7.4.5. The frequency of reporting during times of exceptional circumstances (e.g. a major building renovation) will be determined by the Chief Executive / National Librarian.

7.4.6. The Collection Protection Monitoring Report template is attached as Appendix One.

7.4.7. The ATL Chief Librarian, Director, Content Services and Director SYNZ will determine how the collection protection reporting processes within their own areas of responsibility will operate.

8. Preventive Conservation for Collections

8.1. Aim of Preventive Care of Collections

8.1.1. The aim of preventive conservation is to minimise deterioration and damage to collections through identification and management of risk. Preventive conservation also aims to minimise the need for potentially invasive, often expensive and time-consuming conservation treatments. 

8.1.2. Preventive conservation takes a ‘whole collection’ approach to ensuring collections are protected in the present and for the future and potentially draws on knowledge from materials science, building science, chemistry, physics, biology, engineering, systems science and management and requires involvement of almost all staff at some level. 

8.1.3. Deterioration and damage to collections can be broadly classified as being caused by chemical and physical factors, which interact often exacerbating the chemical deterioration and/or physical damage. Preventive conservation seeks to minimise/slow the impact of these factors, which include:

· Ageing of materials – essentially natural chemical deterioration over time

· Extremes of temperature and relative humidity

· Fluctuations in relative humidity

· The action light and &UV

· Mould, insect and rodent attack

· Handling

· Use

· Wear and abrasion

· Pollution – internal & external – gaseous and particulates

· Vibration

· Water

8.1.4. Thus preventive conservation aims:

· To provide collections with stable environments in storage, while on display, in transit and while in use.

· To protect collections from physical damage through appropriate support, housing and handling.

· To be ready to respond appropriately to events that put collections at risk through identification and management of risk, including disaster response planning. 

· To ensure that a holistic organisational approach is taken so that all staff and collection users are trained to appropriate levels for their interaction with and/or management of the collection or individual items.

8.1.5. Policies, Standards and Guidelines Framework

8.1.6. National Library Conservation Guidelines for implementation of the Preservation Policy http://www.natlib.govt.nz/catalogues/library-documents/conservation-guidelines have been drawn up to protect the collections of the Alexander Turnbull Library and the National Library of New Zealand.

8.1.7. These guidelines provide standards for collection stewardship under local New Zealand conditions.

8.1.8. The Conservation Guidelines have been prepared with reference to British Standard: BS5454: 2000 Recommendations for the storage and exhibition of archival documents. Other standards are also noted in the Conservation Guidelines under the heading References to Conservation Standards. 

8.1.9. Other standards and guidelines are available that are useful reference points for materials held in the NLNZ collections. (The following list is not exhaustive and will require revision for relevance and currency annually): 

8.1.9.1. Image Permanence Institute (http://www.imagepermanenceinstitute.org/index.shtml): 

· IPI Media Storage Quick Reference

· The IPI Storage Guide for Acetate Film

· The Storage Guide for Color Photographic Materials

· New Tools for Preservation: Assessing Long-Term Environmental Effects on Library and Archives Collections

8.1.9.2. BS 4783 Series of standards dealing with Storage, transportation and maintenance of media for use in data processing and information storage.
· Significance - A Guide to Assessing the Significance of Cultural Heritage Objects and Collections (http://www.collectionsaustralia.net/sector_info_item/5) Collections Australia Network
8.1.10. It is important that the Collection Protection Framework and the Conservation Guidelines are updated appropriately in line with developing knowledge in the conservation profession and in the context of NLNZ collecting and collection stewardship
9. Management of risk

9.1.1. Management of risk is a key element of providing assurance that the collections are appropriately protected at all times.

9.1.2. The assessment and management of risk also forms a key part of planning and managing collection protection activity.

9.1.3. Alignment with corporate risk management standards and processes is critical, because collection protection risk is a part of the Library’s overall risk profile. 

9.1.4. The Library’s risk management policy and framework are based on the AS/NZS 4360 Recommended approach to Risk Management.

9.1.5. The Library has two documents that should be referred to for detailed information on the identification and management of risk. These are:

· National Library of New Zealand Risk Management Policy

· National Library of New Zealand Risk Management Framework 

9.1.6. To assist staff and managers to apply the Library’s risk management policy and framework to collection protection, some additional information is provided in this Framework.  

· Roles and responsibilities in the identification and management of risk to collection protection.

· Examples of collection protection risk consequences 

· Examples of collection protection risk likelihood 

9.1.7. Roles and responsibilities – identification and management of risk

	Role
	Key responsibilities / activities

	Chief Executive / National Librarian
	Overall accountability to the Minister (and people of NZ) for the protection of the Library’s collections.

Is assured that collection protection risks are being appropriately identified and managed for all collections within the Library.

Receives the quarterly (or more frequent if required) report that has updated collection protection risk registers attached.

	Chief Librarian ATL 
	Responsible for ensuring that collection protection risks are being appropriately identified and managed for the ATL collections and that the collection protection risk registers reflect appropriate risk management activity.

	Director, Content Services
	Responsible for ensuring that collection protection risks are being appropriately identified and managed for the General Collections, DNW Collection, and Susan Price Collection. Ensures the collection protection risk registers reflect appropriate risk management activity.

	Director, SYNZ
	Responsible for ensuring that collection protection risks are being appropriately identified and managed for the Schools Collection. Ensures the collection protection risk registers reflect appropriate risk management activity.

	Manager, Preservation
	Provides advice and support to the Library managers responsible for the identification and management of collection protection risk.

Ensures risk management activities are appropriate and ‘fit for purpose’; raises concerns with the ATL Chief Librarian, Director, Content Services and Director SYNZ where necessary.

	Facilities Manager
	Undertakes disaster management and recovery role as set out in the Disaster Preparedness Plan (CLIO #253966 & #253967)

Provides facilities-related advice and support to the Library managers responsible for the identification and management of collection protection risk.

	Conservators
	Provide advice and assistance with the identification and management of collection protection risk.

Provide advice to library managers and staff as to whether specific activities or risk mitigation solutions meet the Framework standards.

Provide support, and undertake highly technical activity, required to ensure collections are appropriately protected.

	Curators
	Responsible for ensuring the risk register for their own collection is updated and reviewed at least quarterly (more often if required by ATL Chief Librarian or Director, Content Services).

Ensures the mitigation activity they have described in the risk register is occurring and ensures the activity is effective, in terms of collection protection, by having it regularly reviewed by the appropriately qualified person.


9.1.8. Risk Consequences

9.1.9. The Library’s risk identification and management process requires an analysis of ‘risk consequences’.  The table below sets out examples of collection protection risk consequences, to assist with the practical application of the Library’s framework in the collection protection context.

9.1.10. The risk consequence rating refers to what the consequence will be if the risk eventuates.

	Rating
	Consequence, or impact on, a collection

	1

Negligible
	Damage, if it occurred at all, would be of an extremely slight or minor nature.

No, or extremely minor, remedial or repair activity would be required (taking no longer than 1 hour).

The damage and/or the required minor conservation treatment has no impact on the item’s/collection’s significance (for example; tikanga Maori, cultural, monetary, spiritual, or historical value) or provides an opportunity to improve significance through treatment.

Or
Damage may be significant and permanent but the object/s are due for disposal within the next 12-24 months and therefore of no real importance.



	2

Low
	Minor damage may occur that could be relatively easily remedied or repaired, with no permanent impact on one or more of the following:

· The significance of the object or collection or on any of the values that contribute to its significance.

· The functionality of the object.

· The object’s availability for access.

The conservation treatment can be done within current operating budgets and would take no longer than 2-5 hours.

Library personnel have the capability and capacity to undertake the appropriate remedial activity without affecting significance.

Or

Damage may be significant but the object/s have low value and can be replaced within current operating budgets.



	3

Moderate
	Some damage may occur that would require remedial activity resulting in a minor, but permanent impact on one or more of the following:

· The significance of the object or collection or on any of the values that contribute to its significance.

· The functionality of the object.

· The object’s availability for access.

The conservation treatment can be done within current operating budgets, but would take from 5 to 50 hours.

Library personnel have the capability and capacity to undertake the appropriate remedial activity without affecting significance.

Or
Damage is significant but the object/s can be replaced – may require additional budget to achieve replacement or replacement may be difficult.



	4

High
	Permanent impact on one or more of the following:

· The significance of the object or collection or on any of the values that contribute to its significance.

· The functionality of the object.

· The object’s availability for access.

Would result but may be reduced through remedial or repair activity so that the object/s will remain useable.

The cost of remedy or repair may be considerable or have considerable impact on other programmed work taking 50 – 300 hours to complete conservation.

Specialist skills required to undertake the necessary repair or remedial work may not be available within the Library.

Or
The object/s will be damaged beyond salvaging; replacement will be achievable, but extremely difficult and costly.



	5

Extreme
	The object/s will be damaged beyond salvaging and replacement is not possible.

Extensive and highly specialised complex treatments would be required to make the item/collection useable.

The damage and/or the required conservation treatment will permanently and irreversibly, negatively impact on the item’s/collection’s overall significance (e.g. tikanga Maori, cultural, monetary, spiritual, historical etc value).

Or

The number of object/s that will be affected is high and therefore the cost and effort to replace and /or repair will be outside the Library’s current annual operating budget – cost will need to be spread over several years.




9.1.11. Likelihood

9.1.12. The Library’s risk identification and management process requires an analysis of ‘likelihood’ of an event occurring.  The table below sets out examples of collection protection risk ‘likelihood’, to assist with the practical application of the Library’s framework in the collection protection context.

9.1.13. The ‘likelihood rating refers to an analysis of how likely it is that the risk will occur or eventuate. 

	Rating
	Likelihood

	1

Rare
	This would only occur in exceptional circumstances; or

Considered a ‘once in 25 years or longer’ event; or

Data indicate that no occurrences have been recorded in the NLNZ.

This has never been heard within other similar institutions.

There are no influences that are beyond the Library’s control.

	2

Unlikely
	Has only been know to, or would only occur in exceptional circumstances; or

Data indicate that this has only occurred in the NLNZ no more than once in 5-10 years or, where more frequent, the cause has been treated.

There are some external influences beyond the Library’s control.

	3

Possible
	This has been known to happen in similar circumstances and could occur in this situation; or

Data indicate that this has occurred in the NLNZ no more than once in 3-4 years; or

There is uneasiness that external influences, or unusual operating circumstances, will degrade the Library’s normal collection protection controls.

	4

Likely
	Is known to often occur in similar circumstances and will probably occur in this situation; or

Data indicate that this has occurred in the NLNZ every 12-24 months or where treated, has not resulted in a long-term solution; or

There is a strong suggestion that external influences will significantly degrade the Library’s normal collection protection controls.

	5

Almost certain
	Is known to nearly always occur in similar circumstances and is expected to occur in this situation; or

Data indicate that this has occurred in the NLNZ at least once a year and previous treatment of the cause has not guaranteed that it will not recur; or

It is known that external influences will render the Library’s normal collection protection controls ineffective.


9.1.14. Overall evaluation of collection protection risk

9.1.15. The overall evaluation of a risk that has been identified combines the Consequence rating with the Likelihood rating. 

9.1.16. The highest overall rating to any identified risk to the protection of a collection is reported in the Collection Protection Monitoring Report.

9.2. Collection protection risk register

9.2.1. There will be a risk register for each collection within the Library, focussed solely on collection protection.

9.2.2. The risk register for Heritage Collections and Taonga must be reviewed and updated at least quarterly, and more frequently during special circumstances (e.g. a one-off project or event).

9.2.3. The risk register for each collection should be attached to the Collection Protection Monitoring Report to the Chief Executive / National Librarian.

9.2.4. The risk register would normally be reviewed as part of any Independent Quality Assurance process.

10. Collection protection in a disaster

10.1. Overview

10.1.1. The protection of collections in the threat, or event, of a disaster is fully described in the following documents:

· Disaster Preparedness Plan: Collections and Records, 2007 Revision, Volume 1: Immediate Response.

· Disaster Preparedness Plan: Collections and Records, 2007 Revision, Volume 2: Salvage and Recovery.

10.1.2. It is the responsibility of every manager who either:

· recruits a fixed term or permanent employee; or

· contracts a provider or supplier who will have personnel present within a Library collection storage site;

who will be working directly with the collections, to ensure that the new employee/s or contractor/s are appropriately familiarised with what is expected of them in the event they discover the threat of, or actual, disaster.

10.1.3. Every manager, Curator and Conservator is responsible for ensuring that the Disaster Preparedness Plan is being effectively implemented within their area of responsibility. 

10.2. Disaster Preparedness review

10.2.1. The Disaster Preparedness Plan Plan will be reviewed and updated at least annually.

10.2.2. Disaster Preparedness, from a collection protection viewpoint, must be considered in all operational and one-off project planning situations.

11. Storing a Collection

11.1. Purpose

11.1.1. This storage policy describes how the physical integrity of National Library collections will maintained by using storage environments, methods and materials appropriate to the collection and the format of items in the collection.

11.1.2. It covers storage of collections in their permanent locations and during periods of relocation to temporary or new permanent locations.

11.1.3. It aims to embed an awareness of the factors in storage environments that can contribute to the deterioration of collection items and ensure that steps are taken to minimise their impact.

11.2. Storage principles and related policies

11.2.1. Storage of collections will comply with the http://www.natlib.govt.nz/catalogues/library-documents/conservation-guidelines National Library Conservation Guidelines for implementation of the Preservation Policy
 

11.2.2. All collections benefit from storage in environmental conditions that:

· Limit the onset or speed of chemical reactions that cause deterioration or damage

· Limit physical damage from fluctuations that cause physical changes in materials

· Limit exposure of sensitive materials to chemical and particulate materials that will chemically or physically react with them 

11.2.3. To comply with the National Library Conservation Guidelines for implementation of the Preservation Policy
http://www.natlib.govt.nz/catalogues/library-documents/conservation-guidelines the key principles at the core of storage approaches for Heritage Collections and Taonga are:

· Provision of stable environments at appropriate temperature and relative humidity values for particular collection materials, wherever possible. 

· This will usually require the separation of storage and work in research areas where collections are generally stored at temperatures below those that are comfortable for people sitting for work. 

· See National Library Conservation Guidelines for implementation of the Preservation Policy
http://www.natlib.govt.nz/catalogues/library-documents/conservation-guidelines
· Provision of air filtering to minimise the impact of gaseous and particulate pollutants (see table noted above). 

· Exclusion of UV radiation from storage areas wherever possible, with particular focus on total elimination of wavelengths below 400nm.

· Minimising exposure to visible light whenever light is not required in the storage area. 

· Regular housekeeping to reduce dust build-up which could lead to deterioration and/or formation of micro-climates

· Integrated Pest Management

· Gradual conditioning of items coming in and out of different storage environments e.g. between cold store and reading room. This may impact on delivery times for material ordered by readers.

· Selection of storage furniture that will not off-gas volatile organic compounds (VOCs).

· Selection of storage materials that meet appropriate archival standards for the particular collection material being housed and which provide support appropriate to the storage method and the collection format. 

· All staff accessing the collections in storage are trained in appropriate handling of collection materials.

11.2.4.  To comply with the National Library Conservation Guidelines for implementation of the Preservation Policy
http://www.natlib.govt.nz/catalogues/library-documents/conservation-guidelines the key principles at the core of storage approaches for General Collections and the Schools Collection are:

· Provision of stable environments at appropriate temperature and relative humidity values for particular collection materials, wherever possible. 

· Minimising exposure to visible light whenever light is not required in the storage area. 

· Regular housekeeping to reduce dust build-up, which could lead to deterioration and/or formation of microclimates.

· Integrated Pest Management.

· Selection of storage materials that meet appropriate archival standards for the particular collection material being housed and which provide support appropriate to the storage method and the collection format. 

· All staff accessing the collections in storage are trained in appropriate handling of collection materials.

11.3. Storage security standards

11.3.1. Management of access to storage areas will be determined by the security levels defined at 4.3.2 and by the degree to which storage environments may be compromised by repeated access. The latter consideration much be considered in particularly for cold storage areas or where particularly vulnerable or sensitive collection items are stored. 

11.4. Storage care supervision

11.4.1. Application of appropriate supervision levels will be determined by the care and handling levels defined at 4.4.2. and the security levels at 4.3.2.

11.4.2. Additional supervision may be required if the persons accessing the collection items have not had training in the appropriate handling techniques and/or support and handling aids are not available.

12. Moving a collection

12.1. Purpose

12.1.1. This section of the Collection Protection Framework aims to embed awareness of the issues to be considered when moving a collection or individual collection items within the Library, for exhibition or loan purposes, for storage rationalisation or for large-scale relocation projects. 

12.1.2. To underline that Preventive Conservation principles should be applied to the management of the collections in transit, as with collections in storage, on display and in use. 

12.2. Principles and Issues

12.2.1. When collections or collection items are moved for whatever reason, levels of uncertainty about exposure to risk and instability of collection environment are potentially introduced; this is especially the case if they are travelling out of their normal environment and/or for loan to another institution.

12.2.2. Sound risk identification, assessment and treatment is required as part of the planning phase of any move. 

12.2.3. Risk identification for a move must take into account that 

· Collection items will not be static during the moves phase and this introduces additional factors that can contribute to, particularly, physical damage.

· Collection items are likely to be subject to more handling than is usual. 

12.2.4. Planning is vital in any move. The level of planning and the documentation of planning processes and decisions will range in complexity from the minimum for moving single items within the Library for access purpose, for example; to more complex and more regulated for loans; to very full planning of work flows and roles and responsibilities and contractual documentation for collection moves.

12.2.5. Planning processes must take into account the key principles at the core of storage approaches (9.2.3), levels of security (4.3.2) and of supervision (4.4.2). 

12.2.6. It is accepted that in the case of loans, during moves, or in the event of third party storage, items or collections will be temporarily in the care of another institution or a contractor. Where this occurs the NLNZ will prepare specifications or loan agreements setting standards for collection protection and will monitor these either through regular checks or exhibition/loan condition reporting. 

Removing collections from their normal environment to another temporarily may involve compromise on some of the environments and care standards. Planning should include a clear framework outlining non-negotiables and areas where compromise might be achieved if necessary, with supporting evidence. This should be based on risk management frameworks.

13. Accessing Heritage Collections and Taonga

13.1. Purpose

13.1.1. To raise awareness of the need for collection protection measures when collections are accessed and to highlight key areas for attention.

13.1.2. To underline that Preventive Conservation principles should be applied to the management of the collections when they are accessed, as with collections in storage, on display and in transit. 

13.2. Principles and Issues

13.2.1. When collections or collection items are accessed for research, handling is inevitable as is exposure to light. Collections are also removed from stable storage conditions, where they exist, and taken to reading rooms where the presence of people has an impact on environmental control

13.2.2. There is also potential for physical distortion of materials that are particularly susceptible to temperature and relative humidity changes between controlled storage areas and less well controlled public or semi-public spaces (for example vellum covered books, vellum text blocks, composite materials such as silver gelatine photographs and film).

13.2.3. There is greater potential for security breaches and vandalism (wilful damage) as well as accidental damage when collections are in use. 

13.2.4.  Thus it is important that:

· Staff and users/readers understand and employ appropriate handling techniques.

· http://www.natlib.govt.nz/catalogues/library-documents/conservation-guidelines National Library Conservation Guidelines for implementation of the Preservation Policy
 

· Other library resources publicly available include: http://www.bl.uk/aboutus/stratpolprog/ccare/collectioncarevideos/index.html
· Handling aids and supports are available where required.

· Readers are made aware that collection protection issues may result in delays to delivery of items and may require that they are supervised when using collections.

· Collection items are returned to their storage areas as soon as possible after use to minimise risk of exposure to light, to less stable environments and to maximise security.

· Particular attention is given to security and supervision when collections are accessed.

· Open access Reference Collections are also maintained. The security of these collections is maintained through application of a security system and staff supervision.

13.2.5. Collections are also accessed for copying and the production of surrogates. Please refer to the following: http://www.natlib.govt.nz/catalogues/library-documents/copying-guidelines National Library Copying Guidelines  

14. Access to General Collections and Schools Collection

14.1. Purpose

14.1.1. To raise awareness of the need for collection protection measures when collections are accessed on and offsite and to highlight key areas for attention.

14.2. Principles and Issues

14.2.1. When collection items are accessed onsite or offsite, handling is inevitable.   Collection items are also removed from stable storage conditions, where they exist, and lent to libraries and schools or taken to reading rooms where the presence of people has an environmental impact.

14.2.2. There is also potential for physical damage to materials as they move between controlled storage areas to less well controlled public or semi-public spaces within the Library or to libraries and schools outside the organisation.

14.2.3. There is greater potential for security breaches and vandalism (wilful damage) as well as accidental damage when collections are in use.

14.2.4. Thus it is important that:

· Staff and users/readers understand and employ appropriate handling techniques.

· Collection items are appropriately stowed when using the telelift to deliver to the Reading Room.

· Collections items too large or too fragile for the telelift are hand-delivered to the Reading Room

· Appropriate packing is used to send collection items to libraries and schools.

· Schools and Libraries are advised of appropriate packing for return of collection items.

· When appropriate special conditions are agreed prior to a collection item being lent

· Particular attention is given to security and supervision when collections are accessed.

14.2.5. Open access Reference Collections are also maintained.   The security of these collections is maintained through application of a security system and staff supervision.

15. Display / exhibition of a Collection

15.1. Purpose

15.1.1. To raise awareness of the need for collection protection measures when collections are on display and to highlight key areas for attention.

15.1.2. To underline that the Preventive Conservation principles should be applied to the management of the collections when they are on display, as with collections in storage, in use and in transit. 

15.2. Principles and Issues

15.2.1. When collections or collection items are on display they are exposed to light, may be framed and hanging on walls, in display cases or possibly free standing in a room. Collections are also out of their stable storage conditions and in areas where the presence of people has an impact on environmental control.

15.2.2. Exhibition planning and preparation must take into account the key principles at the core of storage approaches (9.2.3), levels of security (4.3.2) and of supervision (4.4.2) in the context of http://www.natlib.govt.nz/catalogues/library-documents/conservation-guidelines National Library Conservation Guidelines for implementation of the Preservation Policy
 

15.2.3. Particular attention should be given to mitigating risks associated with:

· Exposure to light and the sensitivity of the items on display to light. 

· Very sensitive materials include watercolours, textiles, lignin containing papers,

· Moderately sensitive materials include oil paintings; bone and horn; and furniture. 

· Local environments within display furniture 

· Security.

· Food and drink in exhibition areas during events.

· Exhibition preplanning to allow time for paints and new exhibition furniture to off-gas. 

16. Appendix One – Collection Protection Monitoring Report

	Collection
	Curator
	Current location/s
	Activity planned or underway
	Highest ranked risk/s
	Comments and significant issues
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