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Foreword

ISO (the International Organization for Standardization) is a worldwide federation of national standards 
bodies (ISO member bodies). The work of preparing International Standards is normally carried out 
through ISO technical committees. Each member body interested in a subject for which a technical 
committee has been established has the right to be represented on that committee. International 
organizations, governmental and non-governmental, in liaison with ISO, also take part in the work. 
ISO collaborates closely with the International Electrotechnical Commission (IEC) on all matters of 
electrotechnical standardization.

The procedures used to develop this document and those intended for its further maintenance are 
described in the ISO/IEC Directives, Part 1. In particular, the different approval criteria needed for the 
different types of ISO documents should be noted. This document was drafted in accordance with the 
editorial rules of the ISO/IEC Directives, Part 2 (see www​.iso​.org/​directives).

Attention is drawn to the possibility that some of the elements of this document may be the subject of 
patent rights. ISO shall not be held responsible for identifying any or all such patent rights. Details of 
any patent rights identified during the development of the document will be in the Introduction and/or 
on the ISO list of patent declarations received (see www​.iso​.org/​patents).

Any trade name used in this document is information given for the convenience of users and does not 
constitute an endorsement.

For an explanation on the voluntary nature of standards, the meaning of ISO specific terms and 
expressions related to conformity assessment, as well as information about ISO’s adherence to the 
World Trade Organization (WTO) principles in the Technical Barriers to Trade (TBT), see the following 
URL: www​.iso​.org/​iso/​foreword​.html.

This document was prepared by Technical Committee ISO/TC 46, Information and documentation, SC 10, 
Requirements for document storage and conditions for preservation.
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Introduction

This document is based on ISO 11799 and BS 5454:2012. It is intended to be used with ISO 11799 and 
ISO/TR 19815.
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Information and documentation — Collections 
management for archives and libraries

1	 Scope

This document provides guidance and recommendations in the planning, implementation, maintenance 
and improvement of the preservation of archive and library collections through:

—	 recommendations and guidance for preservation planning and ongoing management of physical 
collections in archives and libraries;

—	 procedures for managing collections in the stacks, research and reading rooms, conservation 
facilities and while on exhibit and during transportation.

—	 guidance and recommendations for appropriate enclosures and containers for archive and library 
collections.

This document applies to preservation of archive and library physical collections of institutions and 
volumes small and large. It applies to all collections housed by an institution; their own collections 
and deposits or loans from other institutions. Some information on digital collections, born digital and 
digitized, for conservation is included for reference.

This document also applies to collections that are being managed by governmental agencies.

This guidance is intended for collections that are being preserved for long-term use.

Collections intended for long-term use need to be managed to mitigate many risks that can cause loss, 
including catastrophic loss from fire and floods, risks of vandalism and theft, to instability of materials, 
including acetate film and acidic paper. Collections management addresses the risks from a holistic 
perspective. It is recognized that compromises are necessary based on, among other factors, the 
quantity of collections in archives and libraries. The compromises can be managed when the factors 
of use, significance, vulnerability of the collections and the expertise and best practices from several 
fields are included in the decision-making process.

This document covers specifically the operations required to manage the collections environment 
that are relevant to the preservation policy and plan of the institution. This includes the monitoring 
of climate stability, control of exposure to light, preventive cleanliness measures and cleaning of the 
collections storage areas.

The conservation treatment of individual items within the collections is not covered in this document.

2	 Normative references

There are no normative references in this document.

3	 Terms and definitions

For the purposes of this document, the following terms and definitions apply.

ISO and IEC maintain terminological databases for use in standardization at the following addresses:

—	 IEC Electropedia: available at http://​www​.electropedia​.org/​

—	 ISO Online browsing platform: available at http://​www​.iso​.org/​obp
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3.1
accessioning
action of adding document (3.8) or group of documents to the collections of an information and 
documentation organization

[SOURCE: ISO 5127:2001, 4.1.2.16, modified.]

3.2
archival-quality material
material that does not cause harm or reduced life expectancy when in contact with other items (3.16)

[SOURCE: SAA Glossary — A Glossary of Archival and Records Terminology]

3.3
archive
organization or part of an organization responsible for selection, acquisition, preservation (3.21) and 
availability of one or more archives (3.4)

[SOURCE: ISO 5127:2001, 3.1.02]

3.4
archives
records of the same provenance accumulated by an organization or person in the course of the conduct 
of affairs and preserved because of their enduring value

[SOURCE: ISO 5127:2001, 3.1.01]

3.5
collection
gathering of documents (3.8) assembled on the basis of some common characteristics without regard to 
their provenance

[SOURCE: ISO 5127:2001, 3.1.07]

3.6
conservation
intervention techniques applied to prevent, arrest or delay deterioration (3.7) of a document (3.8)

[SOURCE: ISO 5127:2001, 6.1.03]

3.7
deterioration
gradual degradation and possible ultimate destruction of materials arising from damaging inherent 
properties or interaction with environmental influences

[SOURCE: ISO 5127:2001, 6.1.13]

3.8
document
recorded information or material object which can be treated as a unit in a documentation process

Note 1 to entry: Documents can differ in form and characteristic.

[SOURCE: ISO 5127:2001, 1.2.02]

3.9
dry-stamping
embossed mark for security
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3.10
hazard
source of potential harm

[SOURCE: ISO Guide 73:2009, 3.5.1.4]

3.11
memory organization
institution involved in the collection (3.5) and preservation (3.21) of cultural information, such as 
a library (3.17), archive (3.3) or museum that is itself together with its collections, established as a 
permanent entity

[SOURCE: ISO 27730:2012, 3.6]

3.12
holdings
totality of materials in the custody of an information and documentation organization

Note 1 to entry: Holdings includes all types of materials kept in archives and libraries regardless of their physical 
format, mainly books, manuscripts, files, maps, seals and graphic collections and other documents consisting of 
paper, but also parchment, papyrus, films, photographic materials, audiovisual recordings, magnetic and optical 
media and materials such as stone, metal, wax, textiles. (Partial source ISO 11799)

[SOURCE: ISO 5127:2001, 3.1.13, modified — Note 1 to entry has been added.]

3.13
collections management
activities to stabilize materials for long-term storage by placing materials in appropriate housings and 
environments

Note 1 to entry: Collections management includes ensuring materials are in containers, that the documents are 
supported within containers and that fragile documents have individual enclosures for additional protection.

Note  2  to entry:  Collections management also includes all aspects of the storage environment, including 
temperature, humidity and shelving.

[SOURCE: Partial source SAA Glossary — A Glossary of Archival and Records Terminology]

3.14
collections maintenance
actions taken to prepare collections for storage and for use (e.g. packaging)

3.15
housing
actions to enclose collections in packaging (3.19) before they are placed in storage

Note 1 to entry: Housing is an action in collections maintenance.

3.16
item
archive or library item
smallest intellectually indivisible unit (e.g. a letter, memorandum, report, photograph, sound recording, 
book, graphic or map)

[SOURCE: ISO 5127:2001, 2.1.13, modified.]

3.17
library
organization or part of an organization the main aim of which is to facilitate the use of such information 
resources, services and facilities as are required to meet the informational, research, educational, 
cultural or recreational needs of its users

[SOURCE: ISO 5127:2001, 3.1.03]
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3.18
ownership mark
unique identifying mark made on each item (3.16) by the owner

3.19
packaging
layer of protection for items (3.16)

Note 1 to entry: Examples include a box, folder and envelope.

Note 2 to entry: Packaging should protect the items from light and pollutants. It also provides some protection 
from physical damage, pests and moderate changes in temperature or humidity.

3.20
powder-coating
protective and decorative coating formed by the application of a coating powder to a substrate and 
fusion (and curing if necessary) to give a continuous film

[SOURCE: ISO 8130]

3.21
preservation
all measures taken including financial and strategic decisions to maintain the integrity and extend the 
life of documents (3.8) or collections

[SOURCE: ISO 5127:2001, 6.1.01]

3.22
preventive conservation
measures and actions aimed at avoiding and minimizing future deterioration (3.7), damage and loss

Note 1 to entry: Generally indirect measures or actions.

[SOURCE: EN 15898:2011, 3.3.5, modified.]

3.23
radio frequency identification
RFID
electronic device used for security and tracking

3.24
record
document (3.8) created or received and maintained by an agency, organization or individual in 
pursuance of legal obligations or in the transaction of business

[SOURCE: ISO 5127:2001, 2.2.1.08]

3.25
reformatting
action to create a copy with a format or structure different from the original especially for preservation 
(3.21) or access

[SOURCE: SAA Glossary — A Glossary of Archival and Records Terminology]

3.26
restoration
actions taken to return a document (3.8) which has suffered deterioration (3.7) or damage as closely as 
practicable to its original state

[SOURCE: ISO 5127:2001, 6.1.04]

﻿

4� © ISO 2017 – All rights reserved

Full document details: ISO TR 19814-2017

http://avadocuments2026.com/doc/iso-tr-19814-2017
http://avadocuments2026.com/doc/iso-tr-19814-2017


﻿

ISO/TR 19814:2017(E)

3.27
reversibility
quality of a conservation (3.6) treatment (3.31) which would allow the document (3.8) to be returned to 
its pre-treated state without damage

Note 1 to entry: Ethical principle within conservation; often difficult, but a consideration in the decision-making 
before treatment.

3.28
risk
effect of uncertainty on objectives

Note 1 to entry: Risk is often characterized by potential events and consequences or a combination of these.

Note 2  to entry: Risk is often expressed in terms of a combination of the consequences of an event (including 
change in circumstances) and the associated likelihood of occurrence.

[SOURCE: ISO 31000:2009, 2.1, modified.]

3.29
risk management
coordinated activities to direct and control an organization with regard to risk (3.28)

[SOURCE: ISO 31000:2009, 2.2]

3.30
storage area
area of the information and documentation organization where the collections are kept under controlled 
conditions

3.31
treatment
direct action carried out on an item (3.16) or collections for conservation (3.6)

3.32
vulnerability
intrinsic properties of something resulting in susceptibility to a risk (3.28) source that can lead to an 
event with consequence

[SOURCE: ISO Guide 73:2009, 3.6.1.6]

4	 Preservation in collections management

4.1	 Collections management practices

4.1.1	 General

Preservation planning and policies are fundamental to the mission and strategic plan of preserving 
collections in archives, libraries and other cultural institutions. Collections management is integrated 
into the goals and objectives of the institution through preservation policies and preservation planning.

Written collections management procedures are essential to achieving the preservation plan in archives 
and libraries, ensuring consistency of procedures followed by staff throughout the institution.

Scientific and technical exchanges with other sectors of heritage preservation are advisable to avoid 
redundant preservation activities.
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4.1.2	 Training of staff

All staff responsible for the preservation and use of collections in archives, libraries and other cultural 
institutions should be informed about their role and the principles of preservation of the materials and 
types of collections in their care.

Each employee should be instructed and trained in the implementation of the collections emergency plan.

Those responsible for supervising others in the care of collections should have dedicated training in 
collections management to define the preservation needs of collections, define priority actions and to 
prepare and implement a preservation plan.

This training may include knowledge of heritage legislation, the standards that apply to the preservation 
of the collections in their care, the doctrine and professional preservation techniques and practices.

The training and experience of the staff should be relevant to the types of materials in the collections 
and significance of the collections. The training and experience should include techniques for individual 
and collective treatments of the appropriate collections. Training in chemical or biological health risks 
from treatment of collections should also be included.

Continuing training regarding preservation should be included in the preservation plan.

4.1.3	 Training of external users

The public, contractors, volunteers and others who handle collections items should be provided with 
simple information and/or training on preservation and guidelines for handling collections. This may 
be done through signage or information provided where collections are being handling.

4.2	 Preservation policy

4.2.1	 General

Formal preservation policies are fundamental to collections management. The purpose of the 
preservation policies is to ensure that all staff and managers are aware of their preservation responsibility. 
Preservation policy guides all staff and managers in appropriate actions that ensure the preservation 
of collections based on specialized knowledge provided by the preservation profession. Guidance that 
accompanies the policy may explain impacts and consequences of deviation from the policy.

Preservation policies may include: regulations for security and handling of collections, exhibition 
and loan regulations, transportation regulations, operational rules for collections storage locations, 
including policies related to cleaning. Additionally, decisions about acquisition, transfer and loans and 
conservation should adhere to the preservation policy of the institution.

NOTE	 Policies that avoid smoking, eating and drinking in any area where collections are stored or used is a 
primary restriction. Smoking leaves tar and nicotine deposits. Food and drink attract insects and rodents, leave 
residues that cause surface contamination and pose a direct threat to the collections and equipment if spilled.

4.2.2	 Documenting policies and procedures

Written collections management procedures are essential to achieving the preservation plan in archives 
and libraries by ensuring consistency of procedures followed by staff throughout the institution. It is 
advisable that these procedures are documented in policies or guidance and maintained permanently.

Preservation documentation should include decisions made that may impact the preservation of the 
collections.

The documentation should specify the date, the name of the person taking the decision and under which 
authority the procedures of recording, transfer, loan, preservation or conservation are taken.
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The record of actions that impact the preservation of the collections may include:

a)	 documentation of receipt/accessioning/cataloguing, location transfers, or deaccessioning decisions 
according to institutional policy or regulations;

b)	 documentation of conservation treatments and preservation actions, including treatments for 
mould or disinfestations and loans and exhibition times and locations for individual items;

c)	 documentation of preservation actions including environmental data, specifications for materials 
used in contact with collections.

4.2.3	 Record and transfer of ownership

Information relevant to the acquisition or transfer of collections is kept in a file relative to the 
collections.

All items being received into the collections should be inventoried, clearly identified and described, 
with condition information about its state of preservation and location information.

Pre-existing numbers, shelf locations, or inventory numbers should not be removed.

The identification and the description of a document should use the rules and controlled vocabularies 
relevant to the institution.

Significant items received into the collections, based on the mission, historical or acquisitive value 
should be identified and provided with appropriate condition assessment and security protection.

It is recommended that significant items be transferred with a signature in any movement or transfer 
of responsibility.

A list of these significant items may be maintained in a secure location for emergency response planning 
and to ensure that security protections are maintained, with the list jointly verified annually, or when a 
change in management occurs.

It is recommended that heritage collections be regularly inspected and inventoried in whole or in part. 
This may be combined with a condition assessment.

The inspection, or inventory, should be endorsed by at least two people.

4.2.4	 Ownership marking

4.2.4.1	 General

It is advisable that institutions prepare written documentation of policies on ownership marking 
unique identifying marks on each item and provide training to all staff who work with the collections.

Traditional collecting practices have often included ownership marking of items. The two reasons given 
for ownership marking are to deter theft and to establish ownership if the item is recovered.

Ownership marking is advisable, particularly for high use items or items with a risks such as commercial 
value, items being sent out of the institution on loan and may be required by national regulations.

Options for permanently marking paper-based items include embossing, punching or perforating and 
ink stamping. Many institutions mark ownership by stamping with indelible ink on the edge or use 
electronic strips inserted in the spine or text block for theft deterrence for use with exit monitoring. 
Electronic strips inserted into collections have additional concerns related to adhesives used and the 
potential for damage to the book structures if inserted into the spine.

It is recognized that the resources required for ownership marking at the item level in an archive or 
library may be extensive.
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There are significant costs associated with marking all collections in an archive or library. It is advisable 
to consider all options for providing appropriate security.

4.2.4.2	 Placement of ownership marks

Ownership marking, primarily for theft deterrence, requires careful consideration. The ownership 
mark should be indelible to be useful; this is difficult to achieve. The placement of the mark requires 
consideration and training, so as not to potentially deface an item. It is not recommended to stamp rare 
or unique collection items with ink. Consulting preservation specialists is advisable.

Placement of the ownership mark is a balance between attempting to deter theft, by making it difficult 
to remove the mark, without defacing or detracting from the preservation and purpose of the item. 
If the mark is too close to the edge it is easily removed by trimming or removing a part of the item. If 
the mark is placed close to, or over the text or writing, it may obscure or detract from the information 
contained in the document.

Ownership marking should be visible and legible.

To limit handling of items, the ownership mark should be located in the same position for each type of 
item for ease of inventory.

It is advisable to avoid marking on repaired areas or handling zones.

The ownership marking should not damage the item.

Different types of ownership marking may need to be used for different types of supports or containers.

If ownership marking on the item would deface or devalue the original, the ownership marking may be 
applied to the container, on an attached tag or on a bookmark.

Photographs of the item with its inventory number may be taken as additional documentation.

Stamping is type of ownership marking and facilitates claims for return if the item is recovered after 
a theft.

The two systems commonly used in archive and library collections are

—	 an embossed mark that indicates ownership and

—	 ink mark that will not bleed if exposed to water or other solvents, that is resistant to fading and 
has no components that would have adverse effects on paper substrates. It is recommended that 
pigment/ink conform to ISO 11798.

Another form of property control includes the use of barcodes. The barcode has graphically encoded 
digital data that allows rapid identification when the barcode is scanned.

A barcode attached to an item can be linked to the identity of the item. The barcodes reader can be used 
for inventory control and can be used to transfer item-level control information avoiding the errors 
inherent in repeated manual data entry.

Radio frequency identification (RFID) tags may be used in some libraries. The RFID tags are attached 
and linked to the identity of an item. The RFID signal is used to identity items using radio waves when 
transported through the reader and can be used to track locations of items. This process facilitates the 
inventory during collection movement or transport and may be attached to containers. An RFID tag can 
be used as an anti-theft device if a reader is located at exterior exits.
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4.3	 Preservation planning

4.3.1	 General

It is advisable to carry out an assessment and document hazards and vulnerabilities of the site and the 
building and any mitigation in place at the beginning of any preservation strategy.

Documenting preservation planning and policies, access policies, security planning, fire prevention 
and planning for emergencies, response and recovery in the event of a disaster are all parts of the 
preservation plan.

The list in 5.3.2 provides guidance to identify general areas that require consideration. No site is 
completely free from hazards, but when planning for preservation of collections, the probability and 
extent of hazards causing loss or damage to collections can be assessed and taken into account.

Preservation planning, collections management, preservation and facilities management are 
collaborative and cooperative activities within an institution.

4.3.2	 Avoidance of hazards

When planning a collections management strategy, the preservation risk assessment will document 
the hazards to or vulnerabilities of the collections and the likelihood of each of the hazards. The 
preservation risk assessment should lead to preventive conservation measures being implemented to 
minimize the loss or damage to an acceptable level.

Hazards fall into one of three categories:

—	 those which result in the sudden loss of, or extensive damage to collections (e.g. the collapse of the 
building, fire, flood and biological or radiological contamination);

—	 those which can result in obvious damage to the collections (e.g. insect or rodent attack);

—	 those which do not result in obvious visible damage but which can cause irreparable long-term 
damage (e.g. exposure to dust and polluted air).

An assessment is advisable for hazards associated with the following:

a)	 subsurface road, rail or similar-sized tunnels, or other such sites that are liable to subsidence or 
landslides;

b)	 flooding (whether of natural or man-made origin);

NOTE	 Flooding is a considerable hazard. It is therefore advisable to carefully consider sites that are 
above the 100-year flood level which are allegedly free from the risk of flooding. Consideration should be 
given to changes in flooding risks based on climate changes, development and ground water table.

c)	 sites or areas used for the storage or processing of highly flammable materials (e.g. petrochemicals, 
explosives, paint and tires), at risk from fire or explosions, or at risk from water or chemicals used 
to deal with such hazards;

d)	 elevated roadways, railways or tramways;

e)	 nuclear power stations, plants or other radioactive facilities;

f)	 airports and their associated flight paths;

g)	 overhead high voltage power lines and substations; or

h)	 defence establishments;
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i)	 adjacency to a place or a building used for the storage or processing of perishable foodstuffs, a 
waste management facility or similar such site that may particularly attract rodents, insects and 
other pests;

j)	 adjacency to an incinerator, working quarry, open cast mine, cement works, stone crushing plant or 
other such installation emitting harmful gases, smoke, dust, etc.;

k)	 in an area where the air is known to be polluted, for example, from industrial processes;

l)	 building exposure to heat and strong winds that affect temperature, air infiltration and site 
microclimate.

4.3.3	 Preservation risk management cycle

The steps necessary from preservation planning to implementation and ongoing to further cycles 
include:

a)	 establish the purpose of preservation from the institutions aim, mission, mandate and legislative 
regulations;

b)	 gather documentation and data necessary to understand the current situation or conditions;

c)	 analyse the hazards, vulnerabilities and risks outlined in 5.3.2;

d)	 decide on next steps, including determining priorities for action;

e)	 take action, experiment and implement the most successful actions;

f)	 monitor and assess results to ensure that intended results are obtained;

g)	 monitor and maintain and communicate results.

In order to be successful in carrying out the preservation management cycle (see Figure 1), a team of 
staff with a variety of expertise areas provides leadership, however consultation and communication 
with all staff is necessary for the preservation of the collections.
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Figure 1 — Preservation management cycle

Other preservation risk assessment, planning and strategy methodologies have been included in the 
Bibliography as references.

4.3.4	 Documentation for preservation planning

The preservation plan should include a summary of the documentation that accurately describes the 
mission and authorities that govern the preservation and use of the collections as stated in legislation, 
regulation or through historical precedent.

The architecture, construction characteristics and materials used to construct the collections storage 
areas, if documented, are important to understanding the risks and preventive preservation measures 
that will be used for collections management. Additionally the condition of the infrastructure, 
installed equipment and any site characteristics should be documented. If documentation does not 
exist, an inspection, or building condition report can be used for documentation, particularly for 
existing or historic buildings. This documentation is particularly useful for the collections emergency 
preparedness and response planning as part of the preservation plan.

Documentation of collections condition at the collection level should include assessments, surveys and 
documentation of any preventive or conservation operations, reproductions or digitization.

The successive states of preservation of a document may be described in a collection or item level dossier 
that documents the appearance of the item, any research or analysis carried out relevant to condition 
or materials and mention the former and recent damages noted and documentation of time spent on 
exhibition. The preservation dossier may be identified with the same unique identifier connected to the 
item to which it refers and may be maintained in the archive accession record or library catalogue.
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4.4	 Emergency preparedness and response plan for collections

4.4.1	 General

All archives, libraries and other cultural institutions should have an emergency preparedness and 
response team and a plan for preparing and responding to emergencies.

The emergency preparedness and response plan should be adapted to the institution, to its environment, 
its collections and should be reviewed and updated, as necessary, but at a minimum, annually.

The collections emergency preparedness and response plan is a key component of an integrated 
preservation plan. The plan will need to coordinate with the facilities/building management, personnel 
safety and emergency preparedness planning.

It is advisable that the collections emergency preparedness plan be coordinated with local authorities, 
civil protection and emergency responders. The heritage emergency preparedness plan should be 
included in local and national risk management planning.

4.4.2	 Emergency preparedness plan

The collections emergency preparedness and response plan is a defined set of actions to prevent and 
mitigate risks to the collections and describe actions to be taken in the event of a disaster designed to 
limit the effects of an emergency event on the collections.

The emergency preparedness plan should define and describe these actions taking into account a 
location-specific risk assessment, considering the causes and impacts of the highest risks and include 
priorities based on the collections types and significance.

The emergency preparedness plan should specify an organization chart of the responsibilities and roles 
and include:

—	 contact information at all times for those who are on the organization chart;

—	 the procedures to be followed by each role, the actions that need to occur;

—	 the information needed for action;

—	 any partnerships with other responders;

—	 location of resources and the spaces required during and after the disaster event.

The collections emergency preparedness and response plan should be disseminated as required for 
implementation and each recipient should be updated as often as the plan is updated.

It is advisable to provide an orientation and training session to familiarize all participants in using the 
emergency preparedness plan. The training is recommended to be repeated annually.

It is advisable that the emergency preparedness plan integrates actions required to resume normal 
activities.

The emergency preparedness plan for recovery of digital collections and records related to all 
collections should define how the data can be accessed from one of the back-up copies, regularly 
updated and preferably maintained off-site.

4.5	 Security of archive and library collections

4.5.1	 General

Protection of the premises and collections where archive and library collections are stored, used 
and exhibited is fundamental to management of collections. The aim is to avoid and block theft and 
vandalism of the collections.
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The security plan should specify the risk assessment that has been completed, the appropriate risk 
management strategies and the plan for implementing risk prevention procedures and response to 
incidents.

A security system for archive and library collections includes linked, integrated subsystems of 
organization procedures, physical barriers (e.g. walls, doors, locks, fences, etc.) and surveillance, 
monitoring and alarms (e.g. guards, video, motion detection) for control and notification.

A security plan for the collections and the conditions for its implementation should be clearly defined.

The security plan applies to building and collections all hours, all days and all year.

A clear chain of command for notification should be defined to expedite decision making and respond 
to issues.

The security plan should specify the monitoring and notification for all hazards (e.g. damage from 
storms, entry of unauthorized persons, etc.).

The security plan should also specify requirements for continuity of security during emergencies and 
disasters (e.g. civil disturbance, earthquake, etc.).

The security plan should include requirements for all places and times when/where collections are 
present including during conservation, processing, cataloguing, exhibitions, functions and events, 
during building maintenance and renovations and during transportation and loan to other institutions.

The security plan should be reviewed periodically and updated to reflect changes in risks and 
conditions, personnel and procedures.

If a security company is contracted to provide protection, the requirements, written procedures and 
training need to be comprehensive, explicit and clear, including all responsibilities and roles for normal 
and emergency operations.

If monitoring is off-site, response time should be specified in the contract with the security company.

If contractually possible, it is advisable that guards be supervised by internal staff.

4.5.2	 Security plan

Documentation for security plan includes written organizational measures for the movement of people 
and collections.

The security plan includes rules and procedures for security guards and other categories of staff, 
both internal and external contractors and for the public and provides different levels of clearance for 
each space.

Entry and exit of persons should be registered and traceable. Registers for entry and for document 
identification and documents for conservation contribute to the security of the collections and thus 
prove the ownership, the presence and integrity of a document.

All functions and categories of staff who handle the collections should be involved in the preparation of 
the procedure document for security and its implementation.

It is advisable and may be required, to check the integrity of the collections periodically through 
inspection and/or inventory.

4.5.3	 Security during transport and loan

Transfers of collections for any purpose, including movement between internal locations and off-
site facilities should be documented. While in transfer, the collections should be accompanied by 
a descriptive list of items, an inventory. The information in the documentation should include the 
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