
DELAVAL DELVINGS
VOL I : issues 1 to 10

87 Pages for OG DD
Contents pages
Contributor pages?
43 pages appendix

VOL II: Issue 11 to 20
142 page for OG DD
Contents pages
Contributor pages
49 pages appendix

VOL III: Issue 21 to 30
144 Pages for OG DD
Contents pages
Contributor pages?



specify 
whether 

loaned or 
donated

Entry date 
is when it 
arrives in 

the sphere

Catalogued
date and 

cataloguer

Add NRO code 
or any other 

reference code

Ask elspeth
for 

permission

Although 
maybe just 
cataloguing

date

Possible
hide 

doner

Where am I going 
to put you in a 

place that is 
updatable and 

accessible?



RESEARCH ROOM

Text

Audio

Videos

Photos

bound

Large

Loose

Transcripts
Summaries

Delaval
Delvings

Maps

Ring 
binders

stuff

Reports

Posters

MagazinesBooks

Scrap-
Books

Photo
Albums

Ring 
binders

research

Index cards for 
bound items

Contents 
summaries 
in the front 

or on the file

Delaval 
Delvings

Index

Index cards
for OH clips

What are 
the future 

categories?

device

Physical items 
do fall under 

collection 
policy

not allowed
to plug 

things in

third 
parties: 
vimeo

sound
cloud

How did 
you upload 

to the 
tablets?

not allowed
to store 

WAV and 
MP4 files

Index cards
for videos



Publications

NT reports

Films

Students Research

Delaval Delvings

Photographs

Scans

oral historiesiPads

Shelves

Sharepoint

Hard drives / 
memory cards

Transcripts - 
letters

Maps & Plans

Emails

Paintings

Research 
Documents

Surveys & Reports

Reference files

Transcripts -
 bills etc.

GDPR!!!

Not done the emails in the Estates & Gardens Research Folder

Printed, available on my volunteering
copies on sharepoint

on tablet, maybe youtube,
Originals stored on hard drive

on tablet, maybe printed
copies on sharepoint

on tablet, maybe printed
copies on sharepoint

maybe on tablet or mp3 player
originals on hard drive
or in third party archive

Photoalbum and tablet?

Collection store book?
 scan available on sharepoint

Bookshelf research room

on tablet, maybe printed
copies on sharepoint

on tablet, maybe printed
copies on sharepoint

on tablet, maybe printed
copies on sharepoint

on tablet, maybe printed
copies on sharepoint

Sharepoint. Access not necessary

on tablet, maybe printed
copies on sharepoint

on tablet, maybe printed
copies on sharepoint

Scenarios
Donate into archive on site 
Donate into archive off site 
(digitally)
Donate into archive off site 
(analogue)
Volunteer indexer
Researcher

OH
videos
documents (analogue)
Documents (digital)

Researcher finds new information



Just an email 
no document 
at all and this 
needs to be 

kept FOREVER

Collections folder 
with two 

collections. Que? 
(assume 

sharepoint's fault)

SDH research 
doc catalogue 
does not link 
to anything in 

SharePoint

Catalogue file 
has files and 
folders that 

are not 
catalogues

a research 
folder in a 

research folder 
in a research 

folder

might be 
the 

Sharepoint 
migration

Historic 
Images 

folder one 
images

Conservation 
and 

knowledge are
all in one 

place. Why?

Folder labeled Seaton 
Delaval Hall & Delaval 
collection (nationally 

held NT research, 
photographs taken by 
Alice Baines July 2021)

None of the
files are 

labeled or 
catalogued

Feels like there
might be need 

for different 
levels of 
access

Buff coat 
buff coat. 

Many empty
folders

duplicates
galore!

Rogue oral history
with zero 

permissions and 
no idea who the 

interviewer is

Ta DA! 
empty 
folder

E
V

E
R

Y
T

H
IN

G
 IS

 T
E

M
P

O
R

A
R

Y
!!

YOU ARE NOT 
ALLOWED TO 

HAVE WAV 
files on 

SharePoint

Qs for Gareth

What is the advice around presenting 
audio in exhibitions or installations?
Are sites allowed to purchase hard drives 
to store films and audio?
Alderley Edge project has a micro site?
OHMS!!!



CuratedStuff at NT, how they get it, and how they protect it 

Category One: Old Physical Stuff (chairs and paintings)
accession policy √
collection development policy √

Category Two: Digital surrogates (photographs and other data)
No accession
No protection
Where do I store it? (not on a hard drive)

Category Three: NT info (projects and reports)
Not an archive item (yet)
Mixed up with not archivable material
ARMS used to support this (people stop updating)
Retention period ends and then what?

Category Four: Volunteer Research
Not an archive item (yet)
No storage or protection
Ongoing

Category Five: Born digital heritage (oral history)
Not allowed on SharePoint if WAV file or MP4
Where?
Zero protection



Understanding how to create a farm to table oral history culture at Seaton Delaval Hall 

GROW HARVEST GROCERY SHOP COOK SERVE

What knowledge/stories/information do 
people want to discover, capture, or 
make?
What knowledge/stories/information do 
people already discover, capture, or 
make?

What do they value? Who values what?

How do they discover, capture or make 
this knowledge/stories/information?

What is missing from what people are 
discovering, capturing or making?

How does this new 
knowledge/stories/information become 
part of the wider pool of knowledge?
Who do people give this new 
knowledge/stories/information too? How 
do they do that?

MAINTAIN
How do you harvest in a way 
that allows good access?

How do people access the knowledge 
pool? How do they navigate the knowledge 
pool?

How do they wish they could navigate the 
knowledge pool?

What do they want to use to navigate the 
knowledge pool?

What are the pros and cons of a digital 
access to the knowledge pool? What are 
the pros and cons for an analogue version?

MAINTAIN
How do we maintain the point of 
contact for harvesting? Is it part of 
a job description?

How do we know when we are 
OVER harvesting? Is there criteria 
for harvesting?

MAINTAIN
How do you maintain the access 
system to the knowledge pool?

How do people reuse 
knowledge/stories/information from the 
knowledge pool?

How would they like to reuse 
knowledge/stories/information from the 
knowledge pool?

How could staff, volunteers, and visitors 
reuse knowledge/stories/information from 
the knowledge pool? Do they have 
different ways can reuse?

How can the reuse 
knowledge/stories/information be 
presented?

Is there an option for a feedback loop that 
brings us back to grow...?

STATEMENT FOR PLACEMENT OUTPUTS

Hopefully this placement will give a closer experience 
of the community and culture at Seaton Delaval Hall to 
answer some of the questions below.

OUTPUT Description Benefit for PhD

Design for indexing system

Designing an indexing system that can easily be 
searched and point people in the right direction of 
knowledge or material. And can also be very easily 
added to by people with a variety of digital skills.

The process of designing an indexing system in collaboration with the 
staff and volunteers will give insight into how knowledge is valued, 
accessed and used by the different arms of the Seaton Delaval Hall 
community. It will also show the digital skill level within the Seaton 
Delaval Hall community and therefore their ability to maintain the 

system. Hopefully the system will allow for easier locating and 
accessing materials which is step one in reusing materials (the main 

aim of the PhD).

Prototypes of curated audio 
content

Developing prototypes for curated audio content 
using oral history recordings. For example sound 

walks or interpretations in other mediums.

These prototypes will not necessarily directly lead to a new product 
being developed but will function as a source of inspiration for those 

within the Seaton Delaval Hall community who wish to use oral history 
recordings.

Prototypes of visitor 
reacting on recordings

Developing prototypes for ways to present visitors 
with oral history recordings and allowing them to 

react or even curate themselves.

These prototypes are a little closer the original brief and might show 
how you create a feedback loop of listening to oral history and then 

recruiting new people for oral history recordings.

How to oral history booklet
Creating an how to guide to oral history. Updating 

the older version and making it a little more 
digestible.

The current NT guide to collecting oral history is not very focused on 
archiving so hopefully this can be changed. It will also be interesting to 
get people's feedback on this and see if it might spark a reflection on 

current NT oral history policy.

Oral history recordings Restarting the collecting of oral history interviews

The process of arranging, recording, transcribing and archiving these 
oral history recordings has so far been very helpful in developing my 
understand of the design opportunities and barriers within the oral 

history process.

volunteer



Cons

Third Party 
Website

Location

SharePoint

SD cards 

Tablets

Pro Cons NOTES

Secure Maintained 
by 

microsoft

needs 
permission 
to access

cannot 
store 

large files

Data 
protection

is a fan

technically 
dependant on 

microsoft's 
security

Hannah James Louwerse

not 
connected 

to a 
network

stable
might 

become 
obsolete

need to 
keep careful

track of 
them

not 
allowed

not 
allowed

limited
space

cannot 
have loads 

of super 
large files

easy to
access

easy 
accessible

not 
completely

private

is it 
allowed

link 
rot

not on 
our 

servers



Touchpoint

Touchpoint

Touchpoint

Gain point

Pain point

Touchpoint

Touchpoint

Touchpoint

Touchpoint

Touchpoint

Touchpoint

Stage 1 Stage 2

Pain point

Gain point

Team C

Team A
Team B

Team D

Donor
wishes to donate a 

history of POWs at SDH

Application Acceptance Indexing 

Staff at Visitor Welcome 
hand over donation 

application form

Donor
fills in application form

(conservation) Staff 
evaluate donation 
application form

Donor
receive research room 

acceptance form

Staff
inform donor of their 

decision to either 
reject, accept into 
research room, or 

accept to be protected

Donor
has questions about the 
form and contact staff

Staff
answer questions about 

form and process

Donor
hands in form together 

with donation

Staff
receive item via email 

and index it

Research Room Vol
Gets access to file and 

gives to researcher. 
because no 

restrictions have been 
logged it item has 

been printed off and 
added the research 

room. index is 
updated

Used

there is a 
blockage 

here
Hannah James Louwerse

donation forms 
need to be kept 

securely on 
sharepoint

Hannah James Louwerse

if the Trust wants 
to put it in an 

archive they need 
to consult the 
archive first

Hannah James Louwerse

Researcher
wishes to access 
research room

Staff
send over researcher 

agreement form

Researcher
signs agreement form

Staff
stores agreement 

securely

Researcher
works in research room 

and wants to access 
history of pows file

the research room 
volunteer handles the 

request of the 
researcher once they 

have cleared the 
research agreement

Hannah James Louwerse



TO DO DOING DONE

Research
room 

sketches

Index 
Elspeth's

stuff

Mock up of 
Collection 
comment 

book

Timelines
concept 
drawing

Map 
concept 
drawing

Photograph
roll

Get text for
illustrations

Talk to 
research 

group folk plus
Rose with her 

index

Find lit on 
using 

volunteers 
for OH

Type up 
notes on 

chat with Jo
Digitise 
banquet

songs

annotate 
oral history

info NT

community
research 

day notes...

Get access
to 

sharepoint

get 
tapestry  
audio to 

play

Set up oral 
history 

interview with 
tina's mother 

in law

get hold of 
research 

group 
discription

Write blurb 
for vol 

temp check

What the 
files in the
East Wing

Maybe set 
up another 

meeting 
with lucy?

Make 
soundbook

Get 
banquet

songs

Select 
stories to 

be 
illustrated

Located 
Delaval 

Dialogues

Email 
Anna and

Anna

Write 
intro/meeting
set up emails

investigate
ARMS

Explore 
acorn for file
naming and 

retention

Make 
poster/flyer

for SDH 
talks

Mock up SDH
character 

quartet game

start 
writing 
sound 
walks

analysis of 
sharepoint

Find out more 
about 

encryption in NT
and contact 

Gareth Crinnion

Make a mind 
map of stuff to

go into the 
research room

Make a vol
role for 

indexing

Track 
down Joan

Douglas

Track down
David 

Anderson

Track 
down 

old vicar

Email Val
check email
with susan

Find different
oral history 
projects in 
the trust

Email 
rainham

Gareth? What 
are the rules 

for presenting 
audio in the 

hall?

Fill 
BOX

Test 
tapestry 
room set 

up
email Anna 
about the 

gossip 
tours

Write 
scenarios 

for research 
roomillustrate

research
room

JO 
MEETING

PREP

Tapestry
room 
audio

where did the 
photos come from?

ASK SUSAN!!!

Archive at 
northumberland 

archives
WHERE DOES THE
COPYRIGHT GO?

make 
index 
cards

make 
donation 
flow chart

update
SDH KI

Make 
summary

Vicar David

Make 
summary

Val

What is the 
difference 
between 

digital and 
intangible?Email 

Heather

GDPR 
EMAILMake 

examples 
of donation

system

Write 
copyright

form

Send 
Copyright 
form to JoEmail 

tall 
ships

Reformat 
flowcharts

Talk to 
susan 
about 

sharepoint

Find 
quotes 
for DD

Think about a 
design fiction for 
the institutional 

memory found in 
OH recoridngs

ARCHIVE 
COPYRIGHT!

Make OH
interview 
adverts

Summary 
of 

discoveries 
for lucy

Donation 
acceptance 

form

Research 
Room 

SharePoint

Process 
for 

donation

Process 
for 

indexing

Process for the
handling of 

already 
donated 
material

Expand 
research room
volunteer role 

description

GET 
TABLETS

Get articles 
from Val 

petter and 
X Send 

donation 
forms to be

checked

check donation 
flowchart and add 

instructions to endings 
AND edit forms to fit

Write storage
report for IT

check 
copyright

in DD

add disposal / 
change of use 

to research 
room

contact sue
from NA 

about 
trainingsummaries 

research 
room 

sharepoint

Make 
presentation 
for leads and 
conservation

send out 
copyright

forms

grab 
guidebooks

from VW

Contact 
jacilquien 

about 
contributors

chat to 
anna tallon 

about 
paper

Film 
mp3 

player

update 
copyright

form

Research
Room 
report

do 
already 
got stuff

make 
examples of 
Sharepoint 

items

email andy
names for 

DD

Research 
explanation

sheet



TO DO DOING DONE

Research
room 

sketches

Index 
Elspeth's

stuff

Mock up of 
Collection 
comment 

book

Timelines
concept 
drawing

Map 
concept 
drawing

Photograph
roll

Get text for
illustrations

Talk to 
research 

group folk plus
Rose with her 

index

Find lit on 
using 

volunteers 
for OH

Type up 
notes on 

chat with Jo
Digitise 
banquet

songs

annotate 
oral history

info NT

community
research 

day notes...

Get access
to 

sharepoint

get 
tapestry  
audio to 

play

Set up oral 
history 

interview with 
tina's mother 

in law

get hold of 
research 

group 
discription

Write blurb 
for vol 

temp check

What the 
files in the
East Wing

Maybe set 
up another 

meeting 
with lucy?

Make 
soundbook

Get 
banquet

songs

Select 
stories to 

be 
illustrated

Located 
Delaval 

Dialogues

Email 
Anna and

Anna

Write 
intro/meeting
set up emails

PROTOTYPES

Speaker

Reaction book

Confession toilet.
plays oral history 
as if it is a sound 
booth. People 
can write on the 
walls

Sound walk
Illustrated stories
Radio play?

Interpretation

Feedback loop
Talks like Liz does

curtain twitchers
People "nosying" into 
busy

investigate
ARMS

Explore 
acorn for file
naming and 

retention

Memory Bank Locations
My Volunteering

Delaval Delvinges (Rose Wilson maybe making an index)
The Resource

Woodhorn
Contents of wet room aka room E17 (not catalogued)

REMEMBER YOU CANNOT DOWNLOAD OR PLUG 
ANYTHING INTO THE NT SYSTEMS OR COMPUTERS IT 
HURT THEIR FEELINGS 

Make 
poster/flyer

for SDH 
talks

Mock up SDH
character 

quartet game

start 
writing 
sound 
walks

analysis of 
sharepoint

Find out more 
about 

encryption in NT
and contact 

Gareth Crinnion

Make a mind 
map of stuff to

go into the 
research room

Make a vol
role for 

indexing

Track 
down Joan

Douglas

Track down
David 

Anderson

Track 
down 

old vicar

BOUT 
S. 

WHAT 

Email Val
check email
with susan

Find different
oral history 
projects in 
the trust

Email 
rainham

Gareth? What 
are the rules 

for presenting 
audio in the 

hall?

Fill 
BOX

Test 
tapestry 
room set 

up
email Anna 
about the 

gossip 
tours

Write 
scenarios 

for research 
roomillustrate

research
room

JO 
MEETING

PREP

Tapestry
room 
audio

where did the 
photos come from?

ASK SUSAN!!!

Archive at 
northumberland 

archives
WHERE DOES THE
COPYRIGHT GO?

make 
index 
cards

make 
donation 
flow chart

update
SDH KI

Make 
summary

Vicar David

Make 
summary

Val

What is the 
difference 
between 

digital and 
intangible?Email 

Heather

GDPR 
EMAILMake 

examples 
of donation

system

Write 
copyright

form

Send 
Copyright 
form to JoEmail 

tall 
ships

Reformat 
flowcharts

Talk to 
susan 
about 

sharepoint

Find 
quotes 
for DD

Think about a 
design fiction for 
the institutional 

memory found in 
OH recoridngs

ARCHIVE 
COPYRIGHT!

Make OH
interview 
adverts

Summary 
of 

discoveries 
for lucy

Donation 
acceptance 

form

Research 
Room 

SharePoint

Process 
for 

donation

Process 
for 

indexing

Process for the
handling of 

already 
donated 
material

Expand 
research room
volunteer role 

description

GET 
TABLETS

Get articles 
from Val 

petter and 
X Send 

donation 
forms to be

checked

check donation 
flowchart and add 

instructions to endings 
AND edit forms to fit

Write storage
report for IT

check 
copyright

in DD

add disposal / 
change of use 

to research 
room

contact sue
from NA 

about 
trainingsummaries 

research 
room 

sharepoint

Make 
presentation 
for leads and 
conservation

send out 
copyright

forms

grab 
guidebooks

from VW

Contact 
jacilquien 

about 
contributors

chat to 
anna tallon 

about 
paper

Film 
mp3 

player

update 
copyright

form

Research
Room 
report

do 
already 
got stuff

make 
examples of 
Sharepoint 

items

email andy
names for 

DD

Research 
explanation

sheet



Memory Bank Locations
My Volunteering

Delaval Delvinges (Rose Wilson maybe making an index)
The Resource

Woodhorn
Contents of wet room aka room E17 (not catalogued)
Some of Elspeth's list of contents of blundles

East Wing
Estate office files (some were borrowed from woodhorn 
by Lord Hastings) (has a catalogue)

Larder Library (filing cabinate, location unknown)
has a small  e- index by Julie called SDH research 
spreadsheet
a volunteer made an odd catalogue book
contained (according to elspeth)

research files
country life mag etc.

Julie's office
photographs by Philip Henderson
copies of photographs by Tom Allen (leigh might know 
location)

Research group
Graeme Young (chair)
Jaquilin Watson (delaval delvings)

John Seymour's living archive church of our lady
Elspeth's work

Where are 
the 

research 
boxes?

What/where
are elspeth's

coloured 
binders?

DON'T THINK ABOUT 
OLD LOCATIONS. 
JUST LOOK AT WHAT 
WE HAVE GOT NOW!



Research Room/Vol kitchen Ideas

SDH characters Top trumps / quartet
Timeline
Catalogue comment book
Fact map
Talks



staff

access?How do the
staff get 
access?

Indexing policy

Indexed and fully accessible by all in the research room

Indexed and accessible by emailing a person

Not indexed

Indexed but closed

1

2

3

4

What makes
something 
fit in each 

level?

E

Level 3
Indexed but closed
Basic descriptive information on the material is available 
but full access is not allowed. This might be because the 
owner decided to close the item for a set amount of time 
or there is some level of confidentially.

Oral histories
might fall in 
this category

Some  ego 
documents

Level 2
Indexed and access via staff
Basic descriptive information on the material is available 
and material is accessed by contacting a member of 
staff. This might be because the storage of the particular 
material is difficult or some one might need to grant 
permission first.

Level 1
Indexed and available in Research room
Basic descriptive information on the material is available 
and material can be found in the research room either 
analogue or digitally.

Need to 
make 

examples



Indexing system

INPUT

old new

Extraction

vols

staff

Make things!Does 
location 
matter?

Analogue 
options for 
those who 

want

An archive 
record 

sheet exists

There is stuff that 
is historical and 
other things that 
are too  current. 
Might be a data 

issue.

Are there 
different 
levels of 
access?

What 
about 

visitors?

How do the
volunteers 
get access?

Do we capture 
haw certain things

are made? If so 
how? (oral 

histories maybe...)

Who do the 
volunteers 
send their 

new stuff to?There is a lot of 
letter should they 

be index in one 
big file instead of 

individually?

Make an
indexing

policy

How do the
staff get 
access?

When does 
something 

become NT's 
responsibility?

Who will 
index the
old stuff?

How does
this work 
digitally?

To Do
- Indexing policy
- Stuff for research room
- Archive sheet
- archive email (?)
- Input workflows



In�u�  Fl���h���

ave some NEW 
material!"

What access 
level is it?

Fill archive form

Input in hidden 
index/archive

Input in indexLEVEL 2, 3, 4

LEVEL 1

Make 
available in 

the research 
room

LEVEL 4

Add contact 
personLEVEL 3

Maybe a
specific 
inbox

or does this 
step allow for 
review? (that 
seems like a 
lot of work)

Should this 
always be 

analogue??

Destroy archive 
form

Add archive 
form to 

analogue 
folders?

LEVEL 2

Material assumed to 
be ok for access in 

research room
(digitally or 
analogue)

Material only 
accessible to staff 
(maybe for now)

Or can 
we skip 

this step?

Because some 
people can 

input directly 
into index?

Ex��ac����  Flo��h���

Look in hidden index

Look in public index

Are you 
staff or 

volunteer

staff

staff & volunteer

What level 
access does 

it have?

Find in 
research 

room

LEVEL 4

Email 
contact 
person

LE
VEL 3

Are you 
staff?

no access

no

yes

Have access



Make things
and record stuff

Do you need 
more context for 
an archival item?

Is someone 
retiring?

Oral history at NT

How to do oral history
Oral history quality control policy (intangible heritage policy)

Qs 4 Elspeth

Who was Jos Oxley?
What is the Dolphin Jos Oxley talks about?
John Bryers?
William Falla?

HOW TO OH @ NT

Whatcha 
gonna do

with it?

planning
the 

interview

after the 
interview

the 
interview

organising 
interviews

paper
work

local 
training 
partner

equiment

Check 
your 

archive

crit

Listening
session

one data 
management

chills with 
archive

train 
vols

find 
vols

What 
is OH?

WHERE 
ARCHIVE?

supporting
research

staff 
member

Transitional
interviews

Oral 
history 

projects

WHY OH @ NT

Stories

Maintenance

Historiography

How 
heritage 

sites can use 
oral history

Donor
wishes to donate a 

history of POWs at SDH

Application

Staff at Visitor Welcome 
hand over donation 

application form

Donor
fills in application form

(conservat
evaluate 
applicati



To write list
Oral history hub trail report
Sound walk maker trail report
Regional intangible and digital 
heritage co- ordinator job 
description
Site meeting with regional 
intangible and digital heritage co- 
ordinator
Oral history project guide
Object meta data collection policy
Transitional oral history (humans 
and objects)

Sound Walk Maker Jig 
audio

Puzzle
pieces

clip 
sound

add to 
my walk

scan for 
recordings

multiverse

echo
your 
ghost 
guide

oral 
histories

hub

List of Design fictions

Intangible and digital 
heritage co ordinator

Annual NT IT workshop

Digital Hygiene training

too 
much 
input

Feedback
loop

moving 
modern 

docs to the 
archive

Ground
up

Dustbin management
Leaving the
trust Oral 

History

Object 
Meta data 
collection 

policy

Oral 
History
project 
policy

digital 
hygiene

is it 
NHLF?

third 
party

Third 
parties

project

DIY

climate disaster



RESEARCH ROOM (SHOPPING) LIST
RESEARCH ROOM (SHOPPING) LIST

RESEARCH ROOM (SHOPPING) LIST

Published items
Get Delaval Dialogues Printed
OH summaries with permission
Organisational materials (posters etc. The BALTIC rule)
Play with Tablets
Get permission for third party hosts

Person is 
not 

identifiable

person is 
identifiable 

and alive

Research 
Room 

Donation 
Acceptance 

form

?

Move it 
move it 
move it

Donation 
acceptance 

form

Donation 
Application 

Form

hoop 
jumpingTimingForm

Person is 
identifiable 

but dead

Purpose

If people want 
to donate 

something to 
the hall

Work out
whether 
valuable

GDPR for
contact 
details

Archive 
Donation 

Acceptance
form

When 
donation has 

been accepted
to research 

room (or copy)

When donation 
has been 

accepted to be 
protected by NT

Accepting 
donation and 

arranging levels of
access and 

therefore location

When donation 
has been 

accepted to be 
protected by NT

GDPR for research
purposes, 

Copyright if 
necessary, access 

restrictions

GDPR for research
purposes, 

Copyright if 
necessary, access 

restrictions

Copyright can 
be fully given 

or restricted to
research room

Copyright can 
be fully given 

or restricted to
research room

Research 
Agreement

For people 
who wish to 

use the 
research room

The terms and 
conditions of 
the research 

room

GDPR for researcher
but also getting the 
researcher to agree 
to uphold GDPR and

copyright rules

Is the research room
exempt under the 
research exception 
section in teh data 

protection act ?

Need to 
put a 

retention 
on data



The ����r��en� ���da��� d��u��n� ‘Ex�e�t���� to C���r���t: Lib����es, Ar��iv�� ��d Mu����s’ 2014 s�a��s:
“Lib����es, ar���v��, mu����s a�� g����ri�� ��e �b�� �o m��� �op��� o� �l� �y�e� �f ���at��� �or�� �n ���ir 
co���c��o�s, in ����r �o �r����ve ���m ��� fu���� ge����ti���, w�e� �t �� �ot ����on���y ��ac����b�e �� 
pu��h��� a ��p���em���”.



Is this a copy of 
an original item 

(transcript)
or one of many 

(published item)?

Similar 
items?

Collection

NO

N
O

YE
S

We cannot fully 
protect this item.

Would you still 
like to donate?

YES

NO

NOT 
DONATED

YES

Is it digital 
or 

Analogue?

DIG
ITAL

ANALOGUE

External 
Archive

Copy on 
research room 

devices

Are you happy 
for it to 

entered into 
the collection?

NO

NOT 
DONATED

YES

Are you happy 
for it to enter 
an external 

archive?

YE
S

NO

NOT 
DONATED

Is it 
furniture 

etc.?

YES

Would you be 
more comfortable 

to have the 
material closed for 
a specific amount 

of time?

YES

N
O

NOT 
DONATED

Are you happy for 
NT to collect 

metadata 
(photograph and 

measure) your 
item?

NO

YE
S

Surrogate collection 
storage place (does 

not exist ATM so 
probably SharePoint)

Can we store 
their name 

and contacts?
GDPR

Is it research 
or your own 
intellectual 
property?

YES

Are you happy to 
sign over 

copyright and 
allow full access to 

your material?

NO

NO

YE
S

Are you happy 
for it to enter 
an external 

archive?

YE
S

NO

NOT 
DONATED

Are you happy 
for copy to be 

available in the 
Research 

Room?

YES

External 
Archive

NO

Digitised at 
External 
Archive Copy on 

research room 
devices

Are you happy 
for copy to be 

available in the 
Research 

Room?

YES

Digitised at 
External 
Archive

NO

External Archive 
and access 

limited

Log location in SDH Index

Log locations in SDH Index

Log location in SDH Index

Log locations in SDH Index

Log location in SDH Index

Log location in SDH IndexDo we already 
an exact 

version of it?

NOT 
DONATED

YES

NO

Similar 
items?

YES

NOT 
DONATED

NO

NO

Is it digital 
or 

Analogue?

DIGITAL

ANALOGUE

Are you happy for 
it to be hosted on 

a third party 
website 

(unlisted/private)?

YES

NO
NOT 

DONATED

Is it research 
or your own 
intellectual 
property?

YES

Are you happy to 
sign over 

copyright and 
allow full access to 

your material?

N
O

NO

YE
S

Are you happy 
for it to be 

handled in the 
research 

room?

YES

N
O

NOT 
DONATED

Are you happy 
for it to be 
available in 
Research 

Room?

YES
Third party 

website

On the 
Research Room 
Shelves (or East 
Wing Archive)

Log location in SDH Index

Log locations in SDH Index

What is the 
file size?

Large file
(video, audio, high quality 
scans and photographs)

Smaller file
(low quality scans and 

photographs, texts)

NO

NOT 
DONATED

Do we 
need to get
copyright 
for this?

Are you happy for 
it to be hosted on 

the Research 
Room's 

SharePoint?

YES

NO

NOT 
DONATED

Research 
Room 

SharePoint

Log location in SDH Index

NOT 
DONATED

START

Donation Flowchart (not NT opperational documents)

Currently 
physical 

photographs fall
under collection

items

Log location in


