	


Appendix C

Policies

	


C.
Policies

C.1.1
Purpose

The purpose of this policy is to outline a set of requirements for the preservation of digital records of long-term/archival value

· To preserve and provide continued access to digital documents and records 

· To ensure that preserved digital documents and records are authentic

· To protect the physical media from damage and deterioration by ensuring proper environmental controls are in place

· To provide ongoing methods to ensure that hardware and software are updated as required to ensure accessibility and usability of the records

C.1.2
Scope

This policy applies to all digital records systems created and managed within UNPO name. UNPO Archives and Records Management programmes are authorized to establish and issue standards, policies and procedures for the effective management and preservation of digital records records within the context of the legislative environment under which the UNPO operates.

C.1.3
Statement of Benefits

The implementation of a digital archive programme results in a number of benefits: 

· To support the digital archive programme

· To develop a digital preservation strategy; 

· To ensure and enforce accountability

· To ensure digital records are available for current and future use

C.1.4
Statement of Responsibility

Maintaining and providing access to digital records of long-term and archival value over time is a shared responsibility. Establishing and operating an effective digital archive programme and good business practices is best achieved through a multidisciplinary approach.  

UNPOs shall make effective use of the necessary range of expertise available throughout the organization. Effective teams would include individuals with expertise in archives and records management, information technology, data and information management, business system analysis and design, auditing, risk management, and law. 

C.1.5
Review Process

Business units and ICT units designing or modifying information systems shall consult with the IRAM representatives at the start of these projects to discuss archival and records management requirements. 

C.2
Draft Digital Preservation Policy

C.2.1
PURPOSE 

The purpose of this policy is to state and communicate the principles that guide the digital archive programme activities of UNPO name. 
C.2.2
CONTEXT

Records of long-term value and archival records themselves now include increasing numbers of electronic records with special preservation requirements. The concept of both current and long-term accessibility, purposes for preservation and the need to keep users informed of the effects that preservation actions may have on the records are issues which need to be reflected in UNPO policy. This digital archive policy has been developed in accordance with existing similar policies from the archival and preservation community. 

C.2.3
AUTHORITIES 

The authorities governing this policy are: Add in the appropriate authority which this policy supports - 

C.2.4
DEFINITIONS 

The terms used in this document are specific to this policy and are defined in Appendix B. 

C.2.4
ROLES AND RESPONSIBILITIES 

· Approves the digital archive policy on the advice of the Management Board of UNPO. 

· X leads in the development and implementation of the digital archive policy and reports to Y. 

· All business unit managers implement the policy in their areas of responsibility as appropriate and advise X of the impact of the digital archive policy on those areas of responsibility. 

· UNPO name places considerable importance on the physical nature and condition of those records selected for permanent preservation so that it is able to ensure access both in the present and the long term. This is particularly important with those records, which are technology-dependent. 

· UNPO name also endeavours to influence records creators to incorporate preservation measures within their workplaces, particularly for technology-dependent records. UNPO is responsible for the preservation elements of the UN’s metadata standard. In some instances long-term preservation may be delegated to records creators or appointed places of deposit, with UNPO providing advisory and monitoring functions. 

· The staff and managers of business within UNPO name assist in implementing the digital archive policy as appropriate to their roles and responsibilities.

C.2.6
POLICY PRINCIPLES 

Preservation is a fundamental responsibility through which UNPO name ensures the continuing availability and authenticity of the archival and long-term records that it holds in trust for to meet present and future business and research requirements. UNPO name recognises that preservation is a pervasive function and will ensure that it is integral to all activities from records creation to disposition; every staff member will play a part. 

All types of records will be valued according to their qualities and worth as archival records, rather than the nature of their media. All types of records will be preserved in a manner appropriate to their technical characteristics. 

UNPO seeks to take a leading role for digital archive preservation. Its role includes the development of expertise, the implementation and dissemination of standards and techniques and the promotion of the value of archival preservation within the UNPO.

Different preservation paradigms may apply to electronic records. Preservation of the information content of the record, and preservation of an appropriate technology for accessing that content, are separate but interdependent activities.

All conservation treatment, in whatever format, will be undertaken with the intention of preserving the maximum degree of evidential value and with the minimum impact on the authenticity of the record. 

C.2.7
POLICY REQUIREMENTS 

·  Digital Preservation Planning and Strategy

· The UNPO will produce a digital preservation strategy which will guide plans and actions that reflect the scope of its mandate, identify all key results from development and implementation of the strategy, and plan resources accordingly.

· The UNPO department will co-ordinate all digital preservation planning in consultation with other functions of UNPO. Departments should be aware of the possible impact of their activities on the preservation of records. The UNPO department will work closely with other relevant departments in relation to records held outside UNPO

· Departments must consult with the UNPO Department when planning any projects which might have an impact on the preservation of digital records. The UNPO department will audit UNPO service delivery and project development to ensure conformance with stated UNPO digital preservation policies. 

C.2.8
Preservation Management of Collections

· All new members of IRAM staff will be given digital records preservation training, and appropriate refresher training will be provided. 

· Preservation management includes: • advice and training on digital record and digital archive programmes to address issues such as • custody and security • reformatting • records format standards (i.e. physical attributes/best practice) 

· UNPO will apply The Standards: Archival masters for technology-dependent records will receive the same priority as archival records, with a descending scale of rigor applied to other types of copies, with reference copies intended to be used freely and replaced as needed. 

· Accommodation, Security and Environment

· UNPO will seek to ensure appropriate and secure accommodation for all its digital holdings, wherever they are stored, processed or used. 

· Appropriate accommodation includes environmentally controlled and monitored space, enclosures that conform to archival standards, security, pest management, and disaster preparedness.

· UNPO recognizes that the split arrangement for accommodation of its holdings constitutes a risk to its holdings that must be actively assessed. It also affects departmental workflow, resources and record access. The work plans and procedures of all operational areas must acknowledge the risk of this transport and implement appropriate measures, including security measures, to reduce it and its effects wherever possible. 

C.2.9
Disaster and Emergency Preparedness 

UNPO will update and maintain a Business Recovery Plan, consisting of procedures and list of volunteer staff, to protect its holdings by responding to emergencies (e.g. fire, flood, power failure, pest infestation, growth of mould, vandalism, accident). 

In a disaster or an emergency, the first priority will be the safety of people, followed by immediate action to rescue or prevent further damage to the records. Depending on the immediate threat, emergency response and recovery actions will take precedence over all other UNPO activities. 

C.2.10
Copying

Preservation copying will employ techniques and materials tested for longevity and cost-effectiveness which requires appropriate technology-dependent copy media. 

Electronic records are not limited to a single physical instance, and may be copied in a manner, which is indistinguishable, and fundamentally identical to the original. Furthermore, copying does not present any risk of damage or deterioration to the original (unless the storage medium itself is fragile). Copying of electronic records may be carried out to meet requirements for media refreshment, security, disaster recovery and access. In addition to copying, new versions or manifestations of an electronic record may be created through migration for preservation purposes. These may be created to improve the accessibility or usability of the original record, or in response to technological changes, which threaten the accessibility of the record through obsolescence. Due to the nature of changing technological dependencies, this is likely to be an ongoing process throughout the life cycle of the record. Decisions on the disposition of all copies or manifestations of an electronic record (including the original) must take into account their viability and authenticity. 

Customer copying, in digital form, will also entail, as for all electronic records, preservation maintenance through repeated cycles of migration of the whole body of digitized record, together with its metadata. For all copies kept by UNPO, specific reference to the archival record must be maintained for research, access, preservation, and control purposes. The copyright must be observed. 

C.2.11
Conservation Treatment 

Preservation and Conservation actions taken on behalf of all records in UNPO will be in accordance with nationally recognized and agreed ethical and technical standards. 

Conservation treatments for electronic records may encompass both the physical medium (e.g. rewinding, cleaning) and the intellectual content (e.g. migration). 

Migration as a conservation treatment is intended to ensure the continued meaningful existence of electronic records by replacing the obsolete archival record with a new digital version. Migration also entails managing the risk of information loss by assessing technological change and preserving contextual information or metadata that might be lost during data migration. Migration must also include continuous maintenance of the history of migrations as part of the metadata associated with the record, which will be made available to the user. 

C.2.12
Access

Whenever documents are produced to either readers or staff, this will be done in accordance with nationally recognized and agreed standards. 

C.2.13
Preservation Research and Training

UNPO will use tested and known methods for the preservation or conservation of the digital records.

C.2.14
MONITORING X

Will provide periodic assurance to the UNPO on the operation of preservation controls 

C.2.15OTHER DEPARTMENTAL POLICIES 

The digital archive policy will be reflected in all departmental policies that have a direct or indirect impact on the holdings of UNPO or on the resources assigned to preserve them and to ensure their accessibility. This policy will be amended as circumstances warrant. 

C.2.16
COMMUNICATION OF THE POLICY

This policy will be communicated to all managers and staff of UNPO via the intranet as well as presentations, and will be made available to the public on the UNPO website at Website address.
The communication process will be reviewed on an annual basis. 
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