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Collecting Area & Other Limitations 
 
Within the constraints of staffing and storage space, the East Riding of Yorkshire Council’s 
Museum Service (hereafter ERYMS), will collect material from within the current 
boundaries of the East Riding of Yorkshire. Prospective depositors of Archives must 
bear in mind pre-existing collections from this area at other locations, notably The British 
Museum, The Yorkshire Museum and Hull Museums Service. ERYMS supports where 
possible the practice of keeping all the material from the same archaeological site at one 
repository. 
 
 
Liaison & Planning 
 
It will significantly aid ERYMS in its decision whether or not to accept an Archive, if it is 
actively involved as the field project evolves. This involvement would include appraising the 
Museums Service at an early stage as to the nature of the fieldwork and its likely duration. It 
may also be necessary to hold a review meeting with the excavation unit, to discuss 
progress and any significant changes in the nature of the field project e.g. upgrading from a 
trial trench to a full scale excavation.  
 
Completion of an Archaeological Archive Checklist (see Appendix 1) will greatly assist 
liaison between the field unit and the Museums Service. Close links with the Humber 
Archaeology Partnership (or any successor body), as well as with the East Riding of 
Yorkshire Council’s Planning team would also be beneficial. 
 
Accession numbers 
 
ERYMS normally prefers to allocate these post excavation and as near as possible to the 
period when the material is actually to be deposited. Issuing an accession number does not 
of itself automatically mean we will physically accept the archive – this can only be 
determined at the point deposition is imminent, due to storage limitations 
 
Ownership 
 
In the event of an Archive being deposited with ERYMS, the excavation unit will be required 
to complete museum documentation transferring ownership of the Archive to the Museums 
Service. This will take the form of an Artefact Record Form and an attached schedule. It is 
anticipated that the excavation unit will previously have agreed all necessary ownership 
issues with any relevant landowners. 
 
The Museum Service’s rights to use the paper/digital excavation archive in subsequent 
museum displays, research projects and publications is also assumed to be part of the 
transfer of ownership process – though the depositing excavation unit can also naturally 
continue to use the material in its own future publications if it so desires (a copy of which 
for our reference library would be appreciated.  
 
Cataloguing / public access 
 
The Museums Service will normally create a catalogue record for each archive deposited 
with it within one year of deposition, using our Mimsy XG collections Management system. 
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Sample images may also be attached to the catalogue record, along with the digital 
excavation report (if the file size makes this practical) and specialist reports.  
 
Selected fields from the Mimsy XG database are automatically updated to our publicly 
accessible database (‘East Riding Treasures Online’) every 24 hours. Confidential 
information such as landowner’s details are held on Mimsy, but are not published to the 
website. 
 
The Museums Service will allow bona fide researchers access to deposited archives (both 
paper and paper/digital) on the understanding that all use will be appropriately 
acknowledged in any publication. 
 
Documentation, packing & Storage of Archives 
 
A copy of the excavation archive (paper or digital) should be deposited with the finds. In 
view of our limited storage space, the Museum Service encourages a move towards entirely 
digital records in line with Historic England’s recommendations following the Mendoza 
review (March 2018). All archives should be appropriately packed and a list of contents 
included. 
 
The ERYMS will normally expect Archives to be packed to current professional standards. 
Proposed packing arrangements should be discussed by the Contractor and a representative 
of the ERYMS at a review meeting, or confirmed in writing. 
 
Deposition Charge 
 
A one-off storage charge will be levied in the case of all professional excavations and other 
field work which result in an archive (finds and/or documentation) being deposited with 
ERYMS. The deposition charge as of 1st April 2009 is £70.00 per standard box (18” x 12” x 
6”) or equivalent. Where archives were allocated an accession number prior to the above date, 
the old rate of £14.48 per box will apply. 
 
This charge is designed to cover any short-term improvements required to the packing of 
the Archive, as well as longer term curation. The Council may occasionally agree to waive 
this charge at the discretion of the Museums Service - for example, in the case of amateur 
fieldwork. 
 
Transport 
 
The expense of transporting the Archive to ERYMS premises will usually be borne by the 
Contractor. 
 
Storage Location 
 
Archaeological material is currently stored at Sewerby Hall Museum and Art Gallery  
and at the Treasure House in Beverley. Less sensitive material is stored in the basement 
archaeology store at Sewerby. 
 
ERYMS will determine by discussions with the excavation unit which would be the most 
appropriate storage location for the archive, taking into account its size and composition. 
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Disposal 
 
The ERYMS reserves the right to refuse to accept an Archive, if it feels that there are 
insufficient resources to cope with it. See Appendix 2 for our pre-deposition disposal 
guidelines. If the ERYMS feels unable to accept an Archive, then the excavating unit should 
approach another Accredited Museum/National Museum. In the first instance this should be 
the Hull Museums Service. 
 
ERYMS may also refuse to accept material where there is doubt as to the ownership of the 
Archive, or where there is clear evidence that the Contractor has violated Council / 
National Planning regulations; for instance by failing to consult the Humber Archaeology 
Partnership (or any successor body) before undertaking the fieldwork. 
 
The Museums Service regularly conducts audits of all of its collections in order to ensure 
that they are relevant to its current Collections Development policy. These audits may 
result in the rationalization or disposal of material where this is deemed appropriate for 
curatorial reasons. The rationalisation/disposal process will be governed by the Museums 
Association Code of Ethics, the ACE Accreditation Standard, our Collections dEvelopment 
policy, the ‘Guidance on the rationalization of Museum Archaeology Collections (English 
Heritage / SMA, 2018) and the Museum Service’s own Disposal Framework (2017). All such 
disposals will be handled in a transparent and ethical fashion. 
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Appendix 1: Field Project Checklist 
 
Name of Field Unit:     
Duration of fieldwork: 
 
Contact name & job title: 
 address: 
 phone  nr.: 
 fax: 
 e mail: 
 
Site name & locality:     
Grid ref: 
Site code:     Type of fieldwork: 
Brief description of site:      
 
Period of site: 
 
Quantity of material  
(estimated number of standard boxes – 18x12x6” -  or equivalents) 
 
1.  Individual finds 
 
  Metals  ferrous 
    non ferrous 
    precious 
  Coins/tokens 
  Glass 
  Ceramics: pottery 
    other 
  Stone 
  Flint 
  Minerals, semi precious stones etc. 
  Bone, antler, ivory, horn 
  wood 
  leather 
  textiles 
  waterlogged material 
  other (please specify) 
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2. Bulk finds 
  Metals: ferrous 
    non ferrous 
    slag 
  Glass 
  Stone 
  Flint 
  Ceramics: pottery 
    other 
  Wood 
  Leather 
  Textiles 
  Building materials 
  (brick, tile, tesserae etc.) 
  Bone:  animal 
    human 
  Plant remains 
  Soil samples 
  Other (please specify) 
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3. Site Records 
 
  Paper (approx. number of A4 pages): 
 
  Plans & drawings (number of tubes) 
 
 
  Photographs, slides, negatives etc.: 
 
  Microfiche: 
 
  Computer disks (number & format): 
  (PC format data only useable on Windows 
  Windows 7 / Windows 10). 
 
  Other (please specify): 
  

 
Appendix 2: Guidelines for sampling/disposal of archaeological material prior to 
deposition in museums 
 
 This document is intended as a guide for any contractors wishing to deposit 
archaeological archives with East Riding of Yorkshire Council’s Museums Service, whether at 
Sewerby Hall Museum & Art Gallery, the Treasure House in Beverley, or any other 
Museums service repository. The key purpose of the document is to avoid the need for 
subsequent “thinning out” of archives by the Museums Service, by setting out clear criteria 
as to which material from archaeological fieldwork can be discarded prior to deposition. 
ERYMS wishes to work closely with excavation units and with appropriate finds specialists 
to ensure that important material is retained for future study. On the other hand, staff and 
storage space are both limited and difficult choices have to be made in order that priority is 
given to material which might be displayed or be of interest to future researchers. 
 
1. Documenting disposal of material 
 
1.1 The final fieldwork report by the contractor should include a summary of the types 

of material disposed of prior to deposition at the museum. 
1.2 The disposal process should be fully documented. Any notes, drawings, photographs 

etc., relating to this process, should be included in the final archive deposited with 
the museum. This is particularly critical in cases where the majority or all of the finds 
discovered during fieldwork, fall within the categories outlined in this document as 
not normally being accepted by the Museums Service. 

 
2. Categories of material 
 

As per our Collections Development policy, we no longer accept paper only 
archives i.e. fieldwork which produces no small finds at all. You may submit a 
digital copy if available. Exceptions may be made in such cases as architectural 
surveys of standing buildings where there is a substantial photographic element 
to a paper archive. 
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2.1 Building material (brick, tile, mortar, stonework, daub, unpainted plaster etc.) 
 

Following study and production of the site report, it is expected that most of 
this material would be discarded prior to deposition. Single “type” specimens 
may be retained, particularly where decorated or marked e.g. painting, graffiti, 
stamps, masons marks. 

 
In the case of ecclesiastical sites, arrangements for the retention of all 
historically significant stonework should be made with the appropriate church 
authority. ERYMS will not normally accept this material, due to constraints 
on storage space. 

 
2.2 Industrial material 
 

Kiln material and waste products from pottery production: Following study and 
publication, it is expected that most of this material would be discarded prior 
to deposition. Small samples may be retained, particularly in the case of 
unusual vessel types. 
 

  Metal working waste products. Need only be collected where it occurs in 
  substantial quantities in one place, particularly where it is associated with 

actual metal-working facilities. Following study and publication, it is expected 
that most of this material would be discarded prior to deposition. Small type 
samples may be retained. 

 
2.3 Flint & stone 
 

Unworked flint, flint waste flakes and unworked stone should not be 
deposited. The presence (and quantity) of burnt flint on a site should be 
recorded prior to it being discarded. 

 
2.5        Shell 
   

Unworked single shells should not be deposited. Where large deposits e.g. 
middens are involved, small samples may be deposited, but the bulk of the 
material should be discarded after recording. 
 

2.6 Pottery & other ceramics 
 

The focus for deposition of material with the museums service should be on 
diagnostic pieces such as rims/bases and decorated pieces. Large quantities of 
body sherds, particularly of common Romano-British / Medieval / Post 
Medieval types should be fully recorded and then discarded before 
deposition. 
 
Prehistoric  pottery (Neolithic / Bronze Age) and fabrics from other periods 
known to be uncommon in the East Riding e.g. Samian ware, should always 
be retained. 
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Modern (19th century and later) ceramics should generally not be deposited, 
unless there are unusual / complete vessels. 
 
For large quantities of clay tobacco pipes, retention of type samples, along 
with complete specimens and decorated pieces is preferred. 
 

2.7 Animal bone 
 

Animal bone should generally not be deposited, except for unusual 
specimens or sample specimens exhibiting butchery marks. 
 

2.8      Human remains 
 

Consideration should be given to the reburial of human remains once post 
excavation study has been completed. Whilst ERYMS may be able to accept 
single burials (subject to any legal restrictions applicable) it is unlikely we will 
be able to accommodate entire cemeteries. 

 
2.9 Glass 
 

The focus for deposition of material with the museums service should be on 
diagnostic pieces such as rims/bases and decorated pieces. Large quantities of 
undiagnostic sherds should be fully recorded and then discarded before 
deposition. 
 
No modern (19thc or later) window or vessel glass should be deposited, 
except for complete/near complete examples of unusual forms. 

 
2.10 Environmental samples 

 
Unprocessed samples should not be deposited. 

 
2.11       Leather & other organics 
 
  All pre 19thcentury material should be retained. 
 
 
 
 
2.12     Textiles 
 
  All pre 19th century material should be retained. 
 
2.13      Coinage 
 

Post 1900 base metal coins should not normally be retained. Trade tokens of 
local origin should always be retained. 

 
2.14      Charcoal 
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  Should generally be retained. 
 
2.15        In general, Modern artifacts (19thc and later), should not be deposited except 

where unusual. 
 
The above list is not exhaustive and may be modified on a case-by-case basis, 
depending on the contents of an individual archive. 
 
 
3. Definitions 
 

“Archive” is taken to include all finds and records intended for deposition with a 
museum. 

 
4. Review period 
 
 This document will be reviewed after three years. 
 
For further information on how to deposit archives with our service, please 
contact Dr. David Marchant, Museums Registrar, on 01482 392771, or e-mail 
david.marchant@eastriding.gov.uk 

mailto:david.marchant@eastriding.gov.uk

