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Introduction
The Novium (formally known as Chichester District Museum) is governed by
Chichester District Council with headquarters at East Pallant House,
Chichester. The Museum’s collections are divided into four main areas,
Geology, Archaeology, Ethnography and non-British Archaeology and Social
History. The archaeology collection at The Novium is already substantial. New
acquisitions should relate to the current Collecting Policy (Appendix 1) and
Collecting Area (Appendix 2 and 3).
This document sets out the requirements governing the deposition of
archaeological archives with The Novium by persons or organisations
undertaking any action likely to generate such an archive (hereafter the ‘Unit’).
See Appendix 12 for the deposition requirements for voluntary
community archaeology projects.
Archaeological archives (hereafter ‘archives’) consist of all archaeological
material (not withstanding section 3, below) recovered during archaeological
activities. They also consist of all photographs (including digital photographs),
transparencies, written and drawn records and digital data (hereafter
documentary archive). For the purposes of this document, existing and future
final reports are also included.
It is important to note that these procedures will not address every aspect of
the deposition process and archive requirements. To attempt to achieve this
would be unrealistic and would produce an unwieldy document. For this
reason it is crucial that there is a clear dialogue between the museum and the
unit at every stage of the production of the archive. Museum staff are willing to
visit the unit and unit staff are welcome to visit the museum when required. It
should further be noted that while clear communication undoubtedly aids the
deposition process it does not negate the need for the museum to check the
archive when it is deposited.
1. Notification
Where an archive will be generated, it is the duty of the Unit to notify The
Novium at the earliest opportunity. This should normally occur before
work has begun on site.
The Novium accepts appropriately excavated, recorded and presented
archives relating to archaeological activities within its collecting area
(Appendix 2 and 3). In order to standardise this process, The Novium has a
Notification Form and a Transfer and Deposition Form (Appendix 5 and 6).
The Notification Form should be completed, in as far as is possible, at the preexcavation stage, and sent to the relevant Officer responsible for archaeology
at The Novium. There may be circumstances when there is an unavoidable
delay in contacting The Novium – e.g. with salvage or emergency recording,
but an early notification will aid the deposition process. A separate Notification
Form should be completed for each distinct archaeological site. The Novium
will copy the Notification Form for its files and return the original, marked with
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an accession number, for the entire archive. This number should then be
quoted in any subsequent reports and correspondence. It should also be
marked on all elements of the archive (see sections 4 and 5 below).
The Novium Museum will charge a £75 Notification charge (exclusive of
VAT). This is essential to defray the administrative and staff costs associated
with the provision of an accession number and the support made available to
guide the Unit through the deposition process. This will be in addition to any
storage charge described in Appendix 11.
Unit staff are encouraged to contact the Museum to arrange a meeting on site
or at the Unit, if a particularly large or significant archive is expected to result
from fieldwork. If any problems are anticipated or if the Unit is new to the area
such a visit is also recommended.
The Novium should be advised in writing at the earliest opportunity of any
unexpected developments, which might materially affect the scale and nature
of the anticipated archive. It should also be supplied with any press releases
etc., and would expect its part in the project to be acknowledged. Where
client confidentially is required, it should be clearly stated and the consequent
limitations placed on The Novium should be clearly defined.

2. Transfer of Title
In English Law, all material collected during archaeological activities, apart
from Treasure and human remains, belongs to the landowner. The finds can
therefore only legally be transferred to The Novium with the written
permission of the landowner. It is the responsibility of the Unit to obtain
this permission.
Where landowners are prepared to give written permission for the transfer of
title, Units should notify them at the outset that the intended repository for the
archive is The Novium. However final written permission can only be
requested at the completion of a project. An inventory of the archive must
accompany this request. Where there is no response to the request, The
Novium may decline to accept the archive until the matter has been
resolved.
Where the landowners wish to retain some finds, The Novium may be
prepared to accept the remaining material. In such cases, lists of what is held
where and by who should be provided, along with a photographic record of
the material retained.
Where the landowners withhold permission for transfer of title, the Unit should
still employ an accession number, and deposit a copy of the documentary
archive with The Novium.
The Novium cannot accept material on long-term loan. Short-term loans for
display purposes will be considered.
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3. Selection, Retention and Disposal
In view of limited storage space and its associated cost, The Novium
encourages the minimising of archives prior to deposition, commensurate with
good archaeological practice. The documentary archive must describe the
policy of the collection and retention of finds both during and post-excavation
and particular sampling strategies. Records of all discarded material should
be kept and deposited as part of the documentary archive.
Material not normally deemed suitable for deposition is described in the
museum’s Selection, Retention and Disposal Guidelines (available as a
separate document).

4. Packaging
The Novium reserves the right to refuse material that has not been
appropriately packed. It is the responsibility of the Unit to ensure that the
correct materials and containers are used and the containers are not
overfilled. Please see Walker (1990) and Watkinson and Neal (1998) for the
correct approach and to ensure that items are packed with due regard to
stability and fragility. The Novium will delay acceptance of material until it
is packed correctly.
The correct specifications for boxes, containers, bags and packaging are
outlined in Appendix 8.

5. Numbering and Labelling
It is of vital importance for future research that all parts of an archive can be
associated with the site to which they belong. This is best achieved by
ensuring that all parts of the archive are named and numbered. This includes
finds, drawings and slides as well as their containers such as bags and boxes.
The Novium is prepared to accept the use of the Unit’s site code on these
items, instead of its own accession number, provided that the accession
number is also employed as appropriate.
The best way to ensure
concordance is by discussing matters with The Novium at the earliest possible
stage, and following the guidelines set out in Appendix 8. The Novium
reserves the right to decline material, which has not been marked
appropriately.

6. Conservation
It is presumed that only first-aid and analytical conservation work will be done
before deposition. If work for display purposes is required, it should be
agreed in advance with The Novium. Such work should be carried out by
suitably trained and qualified staff, and copies of the processes should form
part of the documentary archive.
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If a conservator employed by The Novium is required to do the work, then
they should be involved at the earliest possible stage. Charges will generally
apply.

7. Documentary Archives
At the very least the documentary archive should be prepared to the minimum
acceptable standard as defined by English Heritage (1991), the Museums and
Galleries Commission (1992) and Brown (2007).
Copies of all records, both at the excavation and post-excavation stage,
should be included. Post-excavation records should avoid unnecessary
duplication. The Novium should be informed of any restrictions (e.g.
copyright) that may govern the use of any parts of the documentary archive.
The requirements for presenting the documentary archive are detailed in
Appendix 10.
7.1 Written records
Illegible or unclear records will not be accepted for deposit. Waterproof and
lightproof ballpoint or rollerball pens (e.g. Uniball Micro deluxe) or pencil must
be used and all records must be clearly marked with site name, site code and
date.
Recycled paper has a short lifespan and is not recognised as permanent for
archive purposes. Where papers need to be fastened together this should be
done using plastic treasury tags or plastic paperclips. Metal fastenings of any
sort should not be used.
The Museum accession number, along with the site name and code, should
be marked in black indelible ink on each:




Plan and oversize sheet not fitting into a clam shell box
Slide carrier for colour slides
CD/DVD (on the central hub where no data is stored)

7.2 Photographic records
Negatives, contact prints and original photographs should be provided in
suitable acid-free archival sleeves. Digital photographs should be recorded on
archival standard gold CD-R or DVD-R. All slide mounts, sleeves and jewel
cases should each be marked with the Museum accession number and site
code. Slide mounts should each be labelled with a unique number which links
the slide to the archive – this must be in the following format: [accession
number] / [film number] . [slide number]
Photographs should be stored in archival envelopes. Photographs should be
classified by type of media, with negatives, prints, transparencies, x-rays and
others categorised separately. Each photograph should be marked on the
back with the Museum accession number and the Unit site code, object
identifier (if appropriate), film and frame number using a soft pencil. Each
envelope must be marked with the Museum accession number.
Procedure for the Deposition of Archaeological Archives
Version 7
March 2021
Next due for a full review March 2022

7

All metal objects (excluding modern finds and lead alloys) MUST be
accompanied by X-Rays processed to archive standards deposited with the
site archive.
All photographs should be accompanied by a photographic index.
7.3 Digital records
Where digital files exist, they should be supplied as part of the documentary
archive. All digital files should be IBM PC compatible. Digital image files
should comply with the following requirements:
Digital images should be in both TIFF and JPEG format on separate gold
archival standard CD’s. Drawing files must be supplied in ASCII DXF (drawing
interchange format) and in PDF format on separate gold archival standard
CD’s.

8. Transfer and Deposition of the Archive
The transfer of the archive should not occur until the final report has been
written, and all material is ready for inclusion. For the purposes of deposition
the “final report” is deemed to be the final publication (whether grey literature
of not) that is produced by the unit and relates to the site in question. The
process should employ the Transfer and Deposition Form (Appendix 6). An
inventory should be produced which includes a detailed list of all boxes, files
and containers and their contents. This should be checked, signed and
retained by both parties, as part of the deposition process.
The Unit and the Museum may mutually agree a period following deposition
which will give the Museum the opportunity to check that the archive has been
deposited in satisfactory condition (according to the terms of this document).
During this period any failure of the archive to meet the standards laid out in
this document remains the responsibility of the Unit to rectify. The intention is
to enable depositions at Fishbourne Roman Palace Collections Discovery
Centre to be as efficient as possible, without the need for every element of an
archive to be checked before it is formally accepted. The date of the end of
this period should not be more than one year from the date of deposition and
is to be noted on the Transfer & Deposition Form (termed “Archive to be
checked by:” on the form and to be struck through if this option is not used).
The Unit can assume that it is no longer responsible for any problems
encountered with the archive if it is not contacted by the Museum by the end
of the agreed period.
The Unit should ensure that The Novium is named as the ultimate destination
of the archive in all final reports.
The cost of transporting the archive and insuring it while in transit is the
responsibility of the Unit.
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Deposition must be in person by an employee of the Unit and not by post,
courier or any other third party.

9. Publications
The Novium must be sent a copy of any publication relating to a site or finds
where the archive is, or will be, held by The Novium. Such publications should
acknowledge The Novium’s curatorial role in the project, ideally with reference
to the appropriate accession number. It is also essential that publications
provide a concord between numbering systems presented in any detailed
report and the objects as presented as part of the archive.

10. Storing the Archive
The Novium will levy a one-off charge at the point of notification and of
deposition (Appendix 10). This will contribute towards the entry costs of the
archive into the Museum and enable The Novium to provide




accessioning, cataloguing and storage of the archive.
storage in appropriately secure and environmentally controlled
premises.
access for researchers.

These deposition procedures are based on those used by Hampshire
County Council Museums and Archive Service (version 1:4), October
2005 and those used by Oxfordshire Museums Service as of 19 th
October 2005.
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APPENDIX 1
The Novium – Collections Development Policy
The following is an abridged and summarised version of the full collecting
policy of The Novium (formally known as Chichester District Museum). For the
full text, please contact The Novium :“The Museum will collect material mostly (but not exclusively) from
excavations, from the present administrative area of Chichester District and
that part of the Arun District which lies to the west of the River Arun (see
Appendix A). This collecting area will remain in force until such time as a
further review of collecting areas across Sussex has taken place. Any
changes to the collecting area will be updated in this Collections
Development Policy.
Material of all periods of time from the Palaeolithic to the near-present will be
collected including artefacts, animal and human skeletal material supported by
excavation archives, where the material derives from an excavation. Soil and
other organic and environmental samples will not be collected unless it is
assessed and analysed. Unassessed and unanalysed samples will not be
accepted. Waterlogged wood will not be accepted except in very exceptional
circumstances. Fieldwalking finds will not be accepted in an unsorted or
unassessed state.
Archaeological archives deposited as a result of developer-funded
archaeology (and those volunteer excavations in which a fee is paid to
participate) must ensure funding for the excavation includes the costs of
remedial conservation, proper packing, basic documentation necessary for the
production of a paper archive, preparation of the archive for publication, and
publication costs as appropriate. Only archives conforming to the Procedure
for the Deposition of Archaeological Archives will be accepted in to the
collection.
Acquisition of archaeological material will not occur if it is believed that the
item was recovered by the intentional and/or unauthorised destruction of an
archaeological site or that it was acquired without the permission of the
landowner or occupier.
With regards to human remains, depositors should note that reburial is their
responsibility; but the Museum must receive as part of the archive a record of
the material and details of the location of the reburial site.
The Museum will also collect archaeological objects and archaeological
archives in accordance with the association criteria (section 4.5 below).
In summary, the Museum will collect:
a. only material to which the donor has valid title;
b. only material without restrictive conditions;
c. only material that has been legally obtained
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APPENDIX 2

Chichester District collecting area map for archaeological archives
The collecting area of Fishbourne Roman Palace – comprising a 1 mile radius
around the Palace site – is indicated by the circle.
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APPENDIX 3
Current West Sussex collecting area map for archaeological archives
(based on collecting areas agreed by the Sussex Curators’ Group
Working Party in June 1987)

NB The collecting areas of Winchester and Hampshire have been
amalgamated into a single collecting area under the Hampshire Cultural Trust.
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APPENDIX 4
COLLECTING AREAS BY PARISH (WEST SUSSEX)
Please note these collecting areas can only be enforced with the agreement
of the relevant landowners. On occasion, a landowner may express a
preference for an archive recovered from their land to be deposited with a
museum other than that suggested above. While not ideal from a collections
management point of view, such wishes will be respected.
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APPENDIX 5
The Novium - Notification of Fieldwork Form
Please photocopy the Notification Form on the page that follows as and when
needed, and return to The Novium to request an accession number.
Where an archive will be generated for deposition, please notify The Novium
at the earliest opportunity by submitting a completed Notification Form. A
separate Notification Form should be completed for each distinct
archaeological site.
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NOTIFICATION FORM
To be completed by Unit
Site Manager:
Unit Tel. No. :
Unit E-mail:

Unit Name:
Unit Address:

Commencement Date:

Expected Deposit Date:

Site Name:

Unit Site Code:

Parish:

English Heritage Code (if known):

Grid reference:

Planning Application Number:

Type of Fieldwork (delete as
necessary):

Type of Site (delete as necessary):

evaluation / trenching / watching brief /
fieldwalking / excavation / building
survey/other

Prehistoric / Roman / Medieval / PostMedieval

If other, please provide details:

Quantity of material expected
(estimate numbers for each type, see
Appendix 4 for more detail)

Waterlogged material: yes/no
If yes, please provide details:

Finds boxes:

Conservation problems anticipated:
yes/no
If yes, please provide details:

Archive boxes:
Declaration

I hereby agree to adhere to the requirements for deposition of the archive named
above as specified in The Novium’s Deposition Procedure Version 7, and The
Novium’s Selection and Retention, Version 1.
Signed:
Date:
Position Held:
To be completed by Museum
Museum accession number:
Signed:
CHCDM:

Position Held:
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APPENDIX 6
The Novium - Transfer and Deposition Form
Please photocopy the Transfer and Deposition Form on the page that follows,
as and when needed. This form must be completed and submitted at the point
of deposition.
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TRANSFER AND DEPOSITION FORM

To be completed by Unit and Museum
Site Manager:

Unit Name:
Unit Address:

Unit Tel. No. :
Unit E-mail:

Commencement Date:

Expected Deposit Date:

Site Name:

Unit Site Code:

Number of archive boxes:

Inventory:

yes/no

Number of cardboard boxes:

Entry form:

yes/no

Number of plastic boxes:

Landowner’s consent letter:

yes/no

Number of unboxed finds:
Description:

Archive to be checked by (date) – strike through if not used:
Signed (for Unit):
Signed (for Museum):
To be completed by Museum
ARCHIVE RECEIVED IN SATISFACTORY CONDITION
Signed:

Date:

Position:

*Charge:
Invoice sent:

Paid/agreed:
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APPENDIX 7

Selective Retention
The Novium Museum has adopted the Selection, Retention, Disposal
Guidelines produced by the Archaeological Working Party, a sub group of the
Sussex Museums Group. This document describes material not normally
suitable for deposition with the museum and is available as a separate
document.
Where these guidelines recommend disposal or retention, this relates
specifically to the archaeological research potential of an item or assemblage.
Importantly, museums need archaeological material for uses such as social
history, teaching and display, so finds with low archaeological research
potential may still justify retention. Material deemed suitable for disposal
according to these guidelines may therefore warrant retention for other
reasons. It is therefore important for a clear and open dialogue to be had with
the museum so that such material can be isolated.
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APPENDIX 8
Requirements for packaging finds
All items to be transferred should be boxed; exceptions for very large items
can be made, please contact The Novium to discuss individual cases.
Finds should be boxed according to material in context number sequence.
Within this box sequence, the following types of material should be separately
packaged (in individual crystal boxes with cut-out plastazote inserts if
necessary) and clearly identified.
All small finds
All fragile finds
Metal finds whose object type is recognisable, with the exception of
nails.
Worked organic objects whose type is recognisable or whose
decoration is diagnostic.
Illustrated pottery
Tile: well-preserved examples, diagnostic types, decorated and/or
glazed types
Flint tools, flintwork and waste
Bones of animals unusual to the site
Pottery: whole, nearly whole or reconstructable pots and diagnostic or
decorated sherds.
Where an entire archive (excluding documentary archive and metal finds) is
small enough to be deposited in a single standard cardboard box, material
types can be boxed together. In such cases metal finds and documentary
archive should still be deposited separately.

Bags
Re-sealable polythene bags with white ‘write-on’ panels should be used and
should be appropriate to the size of object(s).

Cardboard Boxes
Material should be packed, wherever possible, in cardboard boxes with lids
80mm in depth. The standard box size used at The Novium is:
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170mm high, 440mm long and 220mm wide.

They should be constructed from 1900 micron archival boxboard and stitched
with brass

Plastic Boxes
All metal finds and some smaller non-metallic finds should be placed in clear,
sealed, plastic (Stewart ®) boxes. The objects should be accompanied, as
appropriate, by silica gel and humidity indicator cards. Loose silica gel must
be contained in sealed, pierced polythene bags of the type described above.
Please note that the self-indicating blue silica gel is now considered a
hazardous substance and an alternative should be used.
The standard plastic box size used at The Novium is 80mm high, 235mm long
and 170mm wide. Larger items should be packed in boxes measuring 125mm
high, 260mm long and 260mm wide.
Advice on suppliers of suitable packaging materials is available on
request.
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APPENDIX 9
Requirements for marking, numbering and labelling finds
Although an accession number should be obtained from The Novium by a Unit
before a project is started, The Novium does not insist that this number
appears on every find and element of the archive. The Unit’s site code can be
employed instead, provided that the accession number appears on all boxes,
bags and labels. The best way to ensure concordance will be in discussion
with The Novium.
Bags
The white ‘write-on’ panel on each bag should be marked in permanent ink
with the following core information:
Accession number
Site name and code
Context number
Material code
Small finds number (where applicable and in a triangle)
This information should be duplicated on a polyethylene (tyvek ®) label inside
the bag.

Cardboard Boxes
All boxes should contain a temporary label (placed inside the box not affixed
to the box) with the following core information:
Accession number
Site name and code
Context number(s)
Material code

Plastic Boxes
The same guidelines apply to plastic boxes as to standard cardboard boxes.
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Material Codes
A
AO
B
C
CA
CBM
DB
FC
F
G
HB
I
L
M
MO
OM
P
PL
SH
SBM
SL
ST
WB

documentary archive
organics
bone
coins
copper alloy
ceramic building material (brick, tile etc)
daub
fired clay (including clay pipes)
flint
glass
human bone
iron
lead
miscellaneous (including samples)
mosaic flooring and tesserae
other metals
pottery
plaster
shell
stone building material
slag
stone
worked bone

Advice on suppliers of suitable labelling products is available on
request.
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APPENDIX 10
Requirements for presenting the documentary archive
Packaging requirements
All site records and post-excavation records (excluding photographic and
digital records) should be stored in acid free A4 (or appropriately sized, but no
larger than A3) file folders, tied with archival tying tape and placed in acid-free
clam shell boxes. File folders should not be overfilled – approximately 50
sheets being a recommended maximum per folder. Sheets should be grouped
according to record type.
Sheets larger than A3 should be ready for storage in vertical plan chests,
mounted on file hanging strips. Our plan chests use suspension tape that can
be obtained from Preservation Equipment Limited (product code 510-8FD4) or
by contacting The Novium.
Photographic records
Negatives, contact sheets, prints and slides should be inserted into filing
cabinet hanging sleeves and placed in the appropriate clam shell box.
Photographs should be stored in archival envelopes and placed in the
appropriate clam shell box.
Digital data
Where practicable, digital data should be printed and deposited as hard copy
as well as on disk. Only data stored on CD ROM are acceptable. Disks should
be stored in jewel cases. All computer files should be IBM PC compatible. The
current database packages used by the Museum are MODES, Microsoft
ACCESS and Microsoft EXCEL. Text files should be presented in Microsoft
WORD and ASCII format. Image files should be in TIFF or JPEG format.
Microfilm record
If the archive has been microfilmed for NMR purposes, a copy should be
included with the deposition.
Marking, numbering and labelling
Clam Shell Boxes
All boxes should contain a temporary label (placed inside the box not affixed
to the box) with the following core information:
Accession number
Site name and code
Material code A
List of contents
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File Folders
Each file folder should be labelled with a polyethylene (tyvek®) label in
permanent ink (attached to the tying tape) showing the:
Accession number
Site name and code
Material code A
List of contents
Additionally, the accession number, along with the site name and code should
be marked in permanent ink on each:
plan and oversized sheet not fitting into a clam shell box
microfiche packet
slide carrier
archival photograph envelope
CD jewel case
Photographic archive
Slide mounts should be marked with the site code and a running number.
Photographs should carry site code, accession number and publication
reference numbers, as appropriate.
Digital data
Disks should be marked with the site code, accession number and a
description of content. Details of the hardware and software used to generate
the record should also be included.
In the case of images, the type of camera and lens needs to be recorded on to
the archival CD and its case prior to submission to Chichester District
Museum.
Disks used should be gold-standard archival CD’s. The following information
should be recorded both on the CD case and directly on to the CD using a
suitable permanent marker pen:
Site Code:
Site:
Accession Number:
Photographer & Camera Type :
Date :
Description of content:

Advice on suppliers of suitable packaging and labelling products is
available on request.
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APPENDIX 11
Storage Charge
In addition, a deposition charge of £75 per box will be made per box, for
boxes of bulk finds, small finds and paper archives boxes alike. This is
intended to defray the costs of long-term storage of archaeological archives.
Please allow the museum one month to review and accept the deposition as
up to standard before it is officially accepted. All charges here exclude VAT. If
a depositor is concerned about the charges to be applied to their archive they
are advised to contact the Collections Officer for clarification before
deposition.
This one-off payment has been essential in defraying the costs of long-term
storage of archaeological archives, as well as the associated administration
and staff time involved in the cataloguing and accessioning of archaeological
material, and The Novium will be continuing this practice by levying a one-off
charge at the point of transfer.
Please note the museum reserves the right to charge for equipment and staff
time should an archive be deposited in noncompliance with the terms,
conditions and standards laid out in this document.
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APPENDIX 12

Community voluntary archaeology projects affiliated with Chichester
District Council
Any community volunteer archaeology projects, organised and administrated
by, or via, Chichester District Council are exempt from the deposition charge.
However, any finds or reports deposited with the museum as a result of these
volunteer archaeology projects are expected to adhere to every other criteria
set down in the Deposition Policy with regards to notification, transfer of title,
the selection, retention and disposal of finds, packaging and labelling. The
quality of the archive on deposition in terms of its presentation is expected to
be the same as that of a commercial archaeology unit. The Museum reserves
the right to decline material not presented to an appropriate standard, as laid
out in the Deposition Policy.

Community voluntary archaeology projects not affiliated with Chichester
District Council
The deposition of finds and documentary archive produced as a result of
archaeological activities by community archaeology projects and/or by
voluntary archaeology societies are valued by the Museum.
However, organisers of archaeology projects run by voluntary organisations or
societies not affiliated to Chichester District Council, are encouraged to
discuss the issue of deposition with The Novium at the earliest possible
opportunity in order to discuss any discount or wavering of fees that may be
appropriate. The decision to waive the deposition is at the discretion of the
Museum.
The same conditions regarding notification, transfer of title, the selection,
retention and disposal of finds, packaging and labelling are expected. The
quality of the archive on deposition in terms of its presentation is expected to
be the same as that of a commercial archaeology unit. The Museum reserves
the right to decline material not presented to an appropriate standard, as laid
out in the Deposition Policy.
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