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Historic England

ADAPt: Review & Consultation

§ Data holdings
§ Internal practice/tools
CErY § External practice/tools
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HE Data Management Toolkit

Data Management Image Guidelines

§ Project Management and Archive Checklist § Image Capture guidelines
§ Data Transfer Agreement § Image Flowline

§ Data Management Plan § Image Metadata Index

§ Evaluation Decision Tree

§ Selection and Appraisal Criteria

§ *NEW?* Data Calculator Folder Templates

File Creation

§ File Format Standards Metadata Forms and
§ File-naming Conventions Library

§ Guidance: Preparing reports for deposit

§ Guidance: How to create a PDF/A-1a/b

§ Guidance: Databases and Spreadsheets
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ADAPt Procedures

In summary, staff should:

* Produce a Data Management Plan (DMP)

 Follow the standard file naming procedure

o Store files in appropriate and recognisable locations
* Regularly add metadata to digital files

« Continually review data in accordance with the Selection &
Appraisal Policy

e Maintain contact with the Archaeological Archives Team.



ADAPt File-naming Convention

General format

o File format is made up from up to six elements: Identifier-Event-
Function-Product-Status-Version

o File name elements are to be divided by a hyphen

o MNo spaces are to be used within file name elements e.g.

CloseSpacesUseCamelCases

Elements
Identifier: ‘HE' prefixes project numbers

Event: Codes for events within a project are provided by the
Archaeological Archives Team. The formatis ‘year of event’ and a
sequential letter.

HE490-2012a gnd HE490-2012b for an evaluation followed by an
excavation. If a file contains data from all events, leave blank

Function: A short CamelCase description of file contents which describes.

Any extended notes in Comments tag in file metadata.
Product: Use for supporting products, i.e. a report diagram.

Status: The stage the file has reached in its life cycle. Set list of terms:
Reports and report products:

o Delete Temporary copy of file to be deleted

o Backup Backup copy of file

o Draft Working copy of a file

o Final Final copy of file

Databases and Spreadsheets:

o Active Database - records still being added to/edited

o Reference Database- recordsstable

Version: For drafts two digits prefixed with v, i.e. v01 and onward
Interim changes and comments identified by initials after current version
number, i.e. vO1LHS. Final versions include only the necessary digits.
HE490-2012a-EvaluationReport-draft-v0

Reports
Function examples:

ProjProposal ArchiveSumRep Technigue/MateriglAssRep

PD UPD Technigue/MateriglAnIRep
InterimRep FinalReport Technigue/MateriglAncillaryRep
Report Products

Function: Name of the report the table or image supports
Product: Name of the supporting product
HE5785-2014b-GlassAssRep-Diagram3-Draft-v01

Databases and Spreadsheets

Function examples: Brief description of file contents:
ContextsFinds | RechNumaAllocUsed | BoxList
AnimalBone Orig0bjectRecords | AnlSampleRecords

Any extended notes in Comments tag in file metadata
HE490-2012a-DatabaseTables-Active-v01

Images
Site/Original Photography
Identifier-RecordNumber: HE4584-12523

Scanned Site Drawings
Identifier-sheet: HE4584-5heet103

Scanned Context/Sample/Small Find Sketches
Identifier-Context/Sample/Small find number: HE4584-56481

Specialist Images
Identifer-Technique-RecordNumber: HE4584-SEM-RecordMumber, HE-
HE4584-Xray-RecordMumber
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File naming convention

File name elements are to be divided by a hyphen / dash
No spaces are to be used within file name elements

Projectidentifier-Function-Product-Status-Version
e.g.HE5785-GlassAssRep-Draft-v01l

HE5785-GlassAssRep-Diagram3-Draft-v01



AR Classification

Text

ADS -
prefer/recg/accept

Preferred

Accepted

Accepted

Accepted

Accepted

Creation format Version
Microsoft Word

plain text files n/a
Hypertext Markup

Language

Macro enabled Microsoft
Word Document OOXML

Rich Text Format

Digital Archiving Protocol

Preserve Creation format.

Preserve Creation format

Preserve Creation format

Preserve Creation format

Preferably convert to .docx
files but can preserve creation
format

Extension

.doc/.docx

Ixt

.html/htm

.docm

rtf

Additional
Documentation

software, version and
platform

text encoding
Software used in

creation, doctype with
HTML schema

Software and version

Archive format Version
Microsoft Word

plain text files n/a
Hypertext Markup

Language

Macro enabled Microsoft
Word Document OOXML

Rich Text Format

Comments

Access format

Adobe Portable
Document Format (*)

Adobe Portable
Document Format (*)

Adobe Portable
Document Format (*)
Adobe Portable

Document Format (*)

Adobe Portable
Document Format (*)

Ext.

.docx

xt

.html

.docm

rtf

Version  Ext.

PDF
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|O1-Help|—| DataManagementToolkit |

_|
_|

—{ ProjectManagementToolkit ‘

]

| 02-ProjectManagement

IntrasisGuidance |

Morphe |

sjn) Yoys

ProjectProcedures |

older Structure

ProjectDesign

| 03-Resources |—| BackgroundResearch |

|{14-Investigation}—| Technique/Material |

05-Assessment

i StaffAdministration PositionDescriptions |
[ UpdatedProjectDesign | | Training |

Data

i

Report

Technique/Material

06-Analysis

Data

:

|

Technique/Material

07-Dissemination

|

Report |—| SupportingProducts
Data
Report —{supportingProducts

08-GraphicsWorkArea

09-ArchiveManagement

10-OtherintrasisBackups

SupportingProducts

Folder Descriptions

Pre-existing or commissioned datasets
supplied hefore the archaeological
investigation for use in project.

If the research involves the creation of
primary data use this folder

Alter folder name to descriptive title

Alter folder name to descriptive title

Copies of plates, diagrams and tables
used in report

Copies of plates, diagrams and tables
used in report

Alter folder name to descriptive title,
make new falder for each product

Copies of plates, diagrams and tables
used in report



Pr1381
; 01_Help
, 02_Projman
, Correspondence
, Finance
| HealthAndSafety
| Logistics
| Meetings
. ProjectDesign
, ProjectManagementToolkit
 ProjectProposal
, StaffAdministration
, UpdatedProjectDesign
, 03_ProjectResources
| BackgroundSpatialData
/ DocumentaryResearch
J IntrasisAnalysisLookup
, PricrData
, 04_Investigation
. Datasets
, Images
J SiteArchiveCompletion
; 05_Assessment
, AssessmentIntrasisBackup
| AszessmentReport
, Template Technique or Material
) 06_Analysis
, Termplate Technique or Material
, 07_Dissemination
| PressReleaseMarch2016
, Template Product

, SupportingProducts
, 08_GraphicsWorkirea
, 09_ArchiveManagement
, 10_OtherIntrasisBackups

-~

Mame

) 01_Help

J 02_Projman

, 03_ProjectResources

, 04 _Investigation

) 05_Assessment

, 06_Analysis

; 07_Dissemination

, 08_GraphicsWorkArea

; 09_ArchiveManagement
 10_OtherIntrasisBackups

Date modified

22/05/2015 15:49
22/05/2015 15:49
22/05/2015 15:49
22/05/2015 15:49
22/05/2015 15:49
22/05/2015 15:49
30/03/2016 13:53
21/10/2015 09:00
28/05/2015 11:28
18/09/2014 09:25

Type

File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder

File folder

Size
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Project Mumlwer
Project Name

Aulhos(s)
Origination Date:

Intellectual Froperty

Documant if any data i not Histonc England Copyright and how this will b& managed, any
restrictons on the use of the dats. Laample: O dats.

Standard text The dote and reparts ereated by any sefemal spedialists will be Historie England
Cogyright: this will he managed thrmugh their sontmets

[kila STOrge

Revisens)

Date of last rewvision
Project stages
covered

Storage and Backup

Document ary devistion from the use of the FC network and Site Procedures for becking up dets snd
transfer to network.

Edmadard Text Derka mall b stored ar the FC betanrk and during crcresbion will be managed in line
with Brigject Bracedures o backing up dat and trenger o netwark

Warrsion
Status
Summary of Changes

File Name/Location
Related Polides

Please dacument ary deviation fram ADAPE List any other relevant funder, instiotianal,
departmental or group policies on data management, daka sharing and daka security. Some of the
inlarmation you give in the remainder of the DMP will be determined by the content of athes
policias, f 5o, poantilink to them hare.

Acoess and Security

Documant ary devistion from the wse of the I network 1o provide access to data and any sacurity
massures réquired, including the use of Sharepoint

Sleadard Teal Dode will be mode ovaifoble fo Bhe profecd eam throwgh e FC Network, There ore no
sevurity isues

Selection and Preservation

Data Collection/Creation

Data o b
Collected/Created

Specily what data will you collect ar create. indicate what type of data, formats youwr data will likely
be (eg. Word Dotuments, Excel Spreadshests, inlads) and valwme, Outline and justify any deviaban
from ADARE in cheodce of format and consider the Implications of data format and data volumes In
Brrem o ol e age | B kup and aciew

Preservation Plan

Dncument what data will be preserved and the repositaries far the archiae

Standard Text: The physieal archive, documentary and meteriall will be trengfer fo Hhe OO In
additian any a copy af any digitel filss they wish fo rrorive will also be trasfiemed’ to them The
docurneniory erchive will conlain any bavd copy delo reporls the reposilory wish lo receive.

The digitol imoge and text arclhive will be archived with the fMA and the Introsis datoset will be
archived with the A0S, Al other crchiving decisions will be mode in discussion with the CHA ot UWPD
shage

Data Sharing

Stardord feal Inlrasis will be ihe recovdling sysdem wisd on site. Images will be crealed oaording lo
Hondards sel owl in ADAPL gnd [he bnbrosi Suick cwrrenlly ouldabing the Recoviding Monwal AN
fils formats cractad well meet the standards set outin ADAPE Drowangs will be created by hand on
palyester drawing film, using 4H Stardder Mars lumageeph pensils and searned in by the
Archaralagioal Archives Tram af sondard's set awt in ADAPE mnd site sketches will be soarned fo
sondards sel oul in ihe Inlross Guidance.

The documeniony archive will consist of

Trexf Viious Wird Dacuments, including Prajeed Bewgn, Aveevimenf Rrparfs, Sife Archie
Carmpirtian Brpord

Databases: mdrasis dotaset oll doto genevated duning site archive completion and cesassmant wall ba
talef i b introsis dlmdwhose

Irmagpes. Howd copy drawings, digifol imoges, incuding x-rayd, site pholography, sconned drawings, &
200,

Data Sharing Plan

Documant ary sddition to the dissemination of the data, other than depasition with the repository,
HER and publicaticn Condder haw this may be affected by file types. sive complexity and sensitivity
af the dala. Consider how dala will be shared wilth externals during the projedt (e, these wha can
not sccessthe FC network).

Standard Text The dota genersted fram this praject will be made publisally evailoble thrawgh the
digital repasitories. Avereness of the work will be mised theough publcatian, and o

with the HER and EHA Excovelion Index.

[kilan Sharing
Restrictions

Dotwment ary restrctions on the uie of the data after project comaletion.

Soeadard Fexl There are noresdnchions o0 the vee of this delo ofter project complebon.

Resparibililies and Resownoes

Responsibilities

Docemant ary devistion 1o the responsibdities s&t out in ADAPT
Stondard Text: The Projact Monoger and Archaeclogica! Archives Curodor are résponsible for énsunng
e daabar maragrmert plan i follawerd

Horew Dl il b

Docurment dandards and methodologies wied, gualily assurance processes. Document any devislion

Rrsomprones

Consider any resources needed Lo deliver the plan, e.g. sofbware, hardware, technicsl experbive ali.
Where dediceted resources sre needed, these should be outlined and pustified.

Stondard Text: Resources reguined o deliver this plon ore covered by stondard Mistorc England
srurees mnd the prajeed design The aands of depoitian of the meohive aee areeeed by fhe Hiadoeic
Frigland wluroge and digital doroge grant

Collected/Created Freem ADAPE on version cantral, lile naming. folder struckure and usage
standond fext The dato wall be created coconding Becording Adanwcl, Wbrosis Guidande, and AW PE

Relations if the data collection was derbeed in whale or In part from published or unpublished sources,
whether printed or machime resdable, please give referemcesto the origina material, Please ghve
detail of where the sgurces are held and bow they are identified there [eg. by scoeision number | If
the collecticn is dermed from cther sources phease ndicate whether the dats représents complete
or partial transcription/copy and the methodology wsed for ks computerisation. Chearhy state
whether the data represents a clear enhancement of this presious dataset

Dorumentation and Metadata

Metadata Document any dewviation from ADRPE
Standord text: Metadsts will be created to the standard setout in ADAPT

Dacumee nitation Describe the types of decumentation that will accampany the data to help secondaryusers
understand and reuss it

Ethical and Legal Compliance

Diata :.e:mit‘! l5s0es Docurment if thers are any isPues such & Does the deta need 1o be embargoed to protect the

sigeds)? s some of the dats protected under dats protection legislation? Does the detaset contain
carnmereially s mitive data? D lail hew any fawee s ace b be deall wilh
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The Project Design

Description of the project
Project name

Summary description
Background

Research Aims and
Objectives

Business Case
Project scope
Interfaces

Project review

Resources and programming
Project Team structure
Method statement

Stages, Products and Tasks
Ownership

Risk Log

Budget



Data Management

Data Management Plans
Data management plans should cover the following:

 Description of the data to be collected / created WHAT

« Standards / methodologies for data collection HOW
and management

 Ethics and Intellectual Property concerns or LEGAL
restrictions

 Plans for data sharing and access SHARING

o Strategy for long-term preservation PRESERVATION

-/[archaeologydataservice.ac.uk
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In the Beginning...

The Project Design

Description of the project
Project name

Summary description
Background

Research Aims and
Objectives

Business Case
Project scope

Interfaces @m

Project review

Resources and programmiag
Project Team struc
Method statement

Stages, Products and Tasks
Ownership
Risk Log x

Budget
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Data Management Plans

§ Data Collection/Creation

8 Documentation and Metadata

§ Ethical and Legal Compliance
§ Data Storage

§ Selection and Preservation

§ Data Sharing

§ Responsibilities and Resources
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The DMP and the Toolkit

What data will you collect
or create?

§ What type, format and
volume of data?

§ Do your chosen formats
and software enable
sharing and long-term
access to the data?

§ Are there any existing data
that you can reuse?

How will the data be
collected or created?

§ Standards and
methodologies

§ Structure, folder and file
naming

Version control
§ Quality assurance

wn
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The DMP and the Toolkit

What data will you collect How will the data be
or create? collected or created?
§ What type, format and § Standards and
volume of data? methodologies
§ Do your chosen formats § Structure, folder and file
and software enable naming
sharing and long-term § Version control

access to the data? §

§ Are there any existing data
that you can reuse?

Quality assurance
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Success
Data Creator NO Access to. Database

|dentified and data entry resourced

New type of data not previously recorded

Recording system updated (before initiation)
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Success

Business Case: “This will create a really
Important resource’...

Products: “The images will not be preserved”
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DMP 2.0

Data-Collection/Creationx

Data--to-be-
Collected/Created"]
H

Specify-what-data-will-you-collect-or-create.Indicate-what-type-of-data, formats-your-data-will-likely-
be:(e.g.-Word-Documents, Excel-Spreadsheets, Intrasis)-and-volume.-Qutline-and-justify-any-deviation-
from-ADAPt-in-choice-of format-and-consider-the-implications-of-data-format-and-data-volumes-in-
terms-of-cost, storage,-backup-and-access.d

Techniguent

FTIRH
Conservation-Photographst
Computed-Radiographyt
Computed-TomographyH

X-ray-Fluorescence-(XRF)-analysis)H

Possible-X-ray-Defraction-(XRD)H
Human-Remains-Assessmentt
Charcoal-Assessmenttd

ReportH

1/

Formatx

FTIR-machinery-creates-industry- standard-RAW-files.-Currently-

the-only-way-to-archive-these-is-as-conversion-to-PDF/A1-A.-0
Tiffd
Diconde-filesH

This-will-create-RAW-data,-images-and-3D-modelx
XRF-Spectra-Data-saved-as-Comma-Separated-Value,-required-
images-can-be-saved-as-tiffd
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the-only-way-to-archive-these-is-as-conversion-to-PDF/A1-A.-H
Recorded-into-Intrasis-databasen
Recorded-into-Intrasis-databasen

Microsoft-WordH

Quantityts
o e
I e
o o
o e
i e
o o
I e
I e
I e




M Historic England

| essons learned

§ Excellent tool to ensure consideration of
all the implications of data creation

§ Opportunity to plan and adapt current tools
§ Centralise and document these decisions
§ Best practice and a good habit

§ You can still lie to yourself...



