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Foreword

The purpose of these recommendations is to enable an
archive repository to be built, or converted, to the highest
standards that present limiting factors allow. They are
intended for the guidance of archivists, architects,
designers, contractors, engineers and others concerned
with the planning, construction, equipment and
maintenance of an archive repository.

These recommendations are based upon the nature of the
records or archives that will form the bulk of the
repository’s contents, These records or archives may be

in the traditionai media, such as parchment, paper or.
printed books, or in photographic or electronic rmedia.
Their essential characteristics are that they are irreplaceable,
are in authorized custody, and are to be preserved either
permanently or for a very long time. The recommendations
_are framed to create and maintain the conditions of

storage that these characteristics reguire.

Although these recommendations have been made as .,
specific and as comprehensive as passible, the committee
responsible for drafting them is well aware that some
questions require more detailed and specialized advice
for their solution, that many can be fully answered only

a,

9. Climatic conditions

10. Lighting h

11. Packing

12. Archival materials other than paper and
parchment

13. Exhibition

Appendices

A. Drawers for rolled documents
B. Packing materials and methods
C. Ancillary equipment

D. Cleaning

in the context of local conditions and that to others no
entirely satisfactory answer has yet been found. That is
why this British Standard takes the form not of a
mandatory specification, but of recommendations that

are based upon wide practical experience and are offered
with full understanding of the difficulties and limitations
that will inevitably influence any individual scheme.

The recommendations are arranged, for convenience, in
thirteen clauses and four appendices under distinct
headings. Where specific matters are unavoidably treated
under two or more of these headings, cross references

are supplied. All the clauses are, however, interdependent
and the recommendations should be read and used as a
whole.

Properly used and understood, these recommendations will
heip all those concerned in any way with the storage of
archives to define their tasks much more clearly than
hitherto; to find the answers to some of their questions;

to foresee those other questions that are less easily '
answered: and to arrive at'more satisfactory solutions of
problems so local and particular that no general rules or
advice can entirely cover them, ’
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Recommendatlons for

The storage and exhibition of archlval documents

1. Scope

These recommendations apply to the long-term storage of
archival documents in restricted access and give guidance
on the display of such documents in exhibitions. They do
not apply to the storage of such documents in open access
or to the temporary storage of such documents, e.g. in
reception or fumigation rooms or in a department of
conservation. g *

2. References

The titles of the standards publications referred to in this
standard are listed on the inside back cover.

3. Definitions

For the purposes of this British Standard the following
definitions apply.

3.1 aisle. The principal route through a storage room for
the passage of people and trolleys, providing access to
gangways.

3.2 archives. Documents preserved, without limit of time, -
by the persons responsible for the transactions of which
such documents are the records, or by their successors or
appointees, in their own custody, and normally in the
arrangement in which they were created or recelved

3.3 bay. A unit of shelving, which may be either single-
sided or double-sided. A smg!e -sided bay consists of a ..
number of shelves supported by uprights or upright
frames, the whole being accessible from the front face
only. A double- sided bay consists of two single-sided
bays joined back-to-back, each accessible from its front
face.

3.4 custody. Documents in custody are those that remain
in their office of origin or in the care of that office’s
appointee or SUCCESSOT. :

3.5 document. A combination ofa med|um and the
information recorded on or in it, which can be used for
censultation, study or evidence. The compilers of these
recommendations have had particularly in mind single
leaves of paper, membranes, maps, plans, working .
drawings, volumes, files, rolls, punched cards, punched
tape, magnetic tape, photographic negatives and prints,

“cinematograph film, microfilm, microfiche, and gramo-

phone and phonograph recordings.

3.6 fire resistance. The ability of an element of building -
construction to satisfy, for a stated period, some or all

of the criteria specified in BS 476: Part 8, namely resistance
to collapse (Stablllty) resistance to flame penetration
{integrity} and resistance to excessive temperature rise

on the unexposed surface {insulation). .

 "Offices prowded for processing, repair, study and ex A ibi

‘ iAe

3.7 gangway. A subsidiary passageway between runs,
leading from an aisle and affording access to the shelves

for the withdrawal or replacement of documents.

3.8 membrane. A single skin of parchment or veilum

3.9 Munsell value. The estimated lightness of any surface
colour on ascale of 10 equal sensation intervals extending
from ideal black {value = D) to ideal white (value = 10)

as specified objectively for values from 1 to 9 in the
Munsell Atlas (see BS 4727: Part 4: Group 02},

3.10 packing. The operation by which decuments are
wrapped or otherwise enclosed in containers ready for
storage. : ‘

3.11 records. Documents generated in the course of a
transaction and forming part of that transaction. The term
is also extended by some writers to include such documents
when they are preserved in custody {see 3.2}.

3.12 repository. A place of storage for documents, so

constructed and maintained as to prevent damage, decay
and unauthorized access, and to furnish, for archival

» documents, proper conditions of custody. ,

3.13 run. Two or more connected bays of shelving,
which may be either single-sided or double-sided, joined
end-to-end. '

3.14 tungsten filament lantern. An apparatus in which
the light from a tungsten filament is controlled by lenses,
mirrors and screens to produce a sharply defined and:
avenly distributed beam of fight, the apparatus having ,
the facility for accepting filters to control the colour or
intensity of the light, including heat-absorbing filters,

3.15 tungsten filament spothght A spotlight in which
the silvered rear surface 3! a tungsten filament electric
light bulb is used to produce‘a beam of light that is neither
uniformly distributed nor sharply defined.

4. Site of building

The repository should be sited on ground not liable to
subsidence or fiooding, whether from natural or man-

“ made causes (e.g. burst water mains), readily a*cess;b|e

and |arge enough to accommaodate all foreseerble exten
sions. (For fire precautions see 7.4. ) S “

5. Structure and material of bulldmg

5.1 General. The repository and associated offices”
should preferably be in a purpose-built detached building
or, if they form part ¢ of a larger bu1|d|ng, in a self-
contained unit. Basement accommodatmn where water
may accumulate is unacceptable. The design of buildings
'is regulated by legislation. The recommendations given

in 5.2 10 5.8 deal on!y with the specml requirements of

reposnones and are subordinate to Ieﬂﬁgumlésnts .

_. n o{ documents, and for admmlstranve wo k ard repository staff,

v 1(21 1368
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5.2 Load distribution. The mass and distribution of the
_potential load of documents and of static or mobile
shelving should be taken into account in the design of the
repository. Mabile shelving can impose particularly high
floor-loading. Evenly distributed loads exerting a force of
11 kN/m? are normal, but when these |loads are trans-
ferred via wheels to floor tracks they create much greater
point loads, Manufacturers' advice should be sought in the
early stages of planning if mobile shelving is considered.

5.3 Drainage. Provision should be made for controlled
egress of water accumulated in the repository during

fire fighting.

5.4 Fire resistance. Fire resistance (see clause 7) should
be taken into account in the design of walls, floors,
ceilings and door assemblies,

55 Floors. Floors should be hard-wearing and should
neither cause dust nor be easily chipped, they should be
easy to clean, non-slippery, light-coloured (see 10.4), and
of a materjal that deadens sound. They should be level,”
unintetrupted by steps, door sills, heating grilles or mats,
in order to allow easy passage of trolleys. Where a change
in floor tevel is unavoidable, ramps should be provided.

56 Doors )

' 5.6.1 Width. Doors should be not less than 900 mm wide,
to allow adequate space for the passage of loaded trolleys. '

6.6.2 Structure. Doors should be close-fitting, but should
not require a sill that wouid impede the passage of trolleys.
The structure and fittings of doors shouid be resistant to
unauthorized access.

5.6.3 Locks. Doars leading out of the closed-access area
should be fitted with locks that may be opened from the |
inside without a key but can be opened from the outside
only with a key {see also 6.2.2}.

6.6.4 Self-closing doors. Doors should be self-closing but
capable of beéing kept open to allow unlnterrupted passage
when necessary. Smoke-control doors shou'd never be
fixed in the open position unless an automatic closing
device is fitted {see also 7.5.4 and 9.4}

5.7 Air condltlomng The design of the repository shou1d
take account of the need for full air conditioning {see
‘clause 9).

5.8 Storage space. The shape and dimensions of the
rooms in the repository should be determined by the need
to provide maximum storage space, subject to fire
regulations and to ease of withdrawal and replacement of .
documents. The minimum ceiling height should be

2600 mm; this applies also to landings, gallenes and
similar structures overhanglng the storage area.

fx

6. Custody and secui;ity

6.1 Documents in custody, Documents stored in archive
repositories are irreplaceable. As the authenticity of
archives can often be established only by proof of
unbroken custody, they require maximum protection
against theft, unauthorized alteration, and casual
damage or disturbance caused by inexpert or careless
handling. A repository should be used only for the

- storage of documents, and its equipment should be
restricted to what is essential for that purpose.

6.2 Access. In order ta maintain unbroken custody of
archives, there should be no unsupervised access to any
rooms |n Wthh thev are stored. Means of access to a

" possibility of entry by unauthorized persons and to

_if the storage area is large and documents are constantly

repository {doors, windows, lifts, staircases, ventilating
shafts, etc.} should therefore be designed to exclude the

ensure that even the normal maintenance staff of the
building can gain access only under proper supervision, '
Engineers' installations and controls for air conditioning,
ventilation, heating, electricity, water supplies or drainage
{including rainwater pipes) shouid neither be housed
within a repository nor be so situated that they are
accessible only by passing through it.

6.2_.1 Windows. Ideally, in the interests of the preservation
of archives, a repository should have no windows. However, .

being moved, windows shouid be provided for the benefit
of staff. These windows should be small, unopenablie,
barred and glazed with strengthened glass. There should
be no roof lights. - o

6.2.2 Doors, All doors should be strongly constructed ancl’
equipped with thief resistant locks {see BS 3621} of a type

for which the issue of keys can be strictly controlled. No+
door of the repository should be an external door of the '
building or epen into any part of the building to which
the public has normal access. Emergency escape doors
from the repository should be desmgned to,open only from®
inside and should open on to an escape route’ (SEc, g
5.4 and 7.5.4.) ‘

7. Fire precautions W
7.1 Legtslataon Fire precautions are the subject of -~
riational legislation and local bye-laws, The, ¢ansiruction
of buildings has to comply with bunlc{mg regulatluns wh:ch
far example, define the limits of floor area, the height .
and cubic capacity of fire compartments and the fire . 3
resistance of walls and doors. Fire precautions should be
discussed with the fire authority and fire insurers, Legal -
requiremehts have, of course, to be met and experts such
as fire engineers and fire consultants should be asked to
advise about particular problems. This clause draws
attention to matters that are important in planning fire
precautions for a repository.

-

‘

7.2 Protection of contents. Repositories do not"t'JsualIv
offer a high risk of fire hut, because of their irreplaceable
contents, fire precautions should be more stringent than
those for other buildings having a similar level of risk, Fire
precautions should be designed to protect the contents
and structure of the repository from damage caused by
fire-fighting operations, as well as to ensure the safety of
staff and to limit the fire to its source.

7.3 Smoking. Smoking in the repository.should be
prohibited at all times,

7.4 Site. The possibility of fires or explosions in adjacent
buildings, or in adjacent parts of the same building, and the
risk of damage from water or chemicals used to deal with
such fires or expiosions should be taken into account

when the site of the repository is chosen. The repository
should be within a short attendance time of a fire brlgade
{See also clause 4.) -

7.5 Structure, The repository, which should preferably

be a detached building {see 5.1}, should be so designed that

a fire can, if necessary, be limited to its source for at least . .
four hours. Expert advice shauld be sought about the ‘
appropriate fire resistance for walls, door and shutter

assemblies, glazmg, floors, ceilings, ra.,f and supporting

columns of the reposntory Methods for d erm|nlng
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