Tap into Bath Collection Description Database:


Explanations of field labels and examples of content

Collection
	Title
	The official title of the collection

	
	e.g. American Museum in Bath


	Description
	A free text description of the collection. Aim for one paragraph on main points about collection.

	
	e.g. A costume collection of fashionable dress for men, women and children from the late 16th century to the present day. The collection includes early dress before 1800, 19th century dress, modern dress and dress accessories including gloves and underclothes. The modern collection contains examples of 20th century British designers and the work of leading designers from Europe, the United States and Japan. A rare aspect of the collection is the Dress of the Year scheme.


	Physical characteristics

Repeatable field
	The format or type of materials held in the collection. If you have a large number of material types, please indicate significant types only.

Please indicate as many item types as are relevant.

Freetext comma separated list

	
	e.g. Books, serials, electronic databases (Bath University Library)
e.g. Coins, sculpture (Roman Baths record)


	Size
	The size of the collection

Where possible give numbers for each item type held.

Freetext short statement (under 255 characters)

	
	e.g. 150 examples of gloves (Museum of Costume, Spence Coll.)
e.g. 27,220 specimens (BRLSI Natural History Collection record)
e.g. 10,500 books, 30 serials (American Museum in Bath Library)


	Audience
	The target audience of the collection – the groups you expect to visit and use your collection. Suggested terms are: general public, schools, 16+ study, undergraduate, research, professional

Please indicate all relevant audience types

Structured – choose from predefined terms in database

	
	e.g. General public, research (BRLSI record)
e.g. Degree level study, research (University of Bath record)
e.g. 16+ study (City of Bath College record)
e.g. General public, school visits, research (American Museum in Bath)


	Concept

Repeatable field
	One or more subject terms associated with the collection; there should be at least one subject term for your collection but there is no upper limit to the number of terms that can be used.

Some terms have been included in your draft description. Please indicate any further topics or alternative terms that are relevant to your collection. Please indicate if any terms currently listed appear to be inappropriate.

Choose from drop down A-Z list in database.  Administrator can add more terms to the list in the database.

	
	e.g. Glass blowing and making (Aqua Theatre of Glass record)
e.g. Baths, Roman (Roman Baths record)


	Object

Repeatable field
	Significant object(s) in the collection. Not all collections will contain such objects.

Please indicate any significant object(s) in your collection.

Free text statement.

	
	e.g. Deathmask of Isaac Pitman (Pitman collection record)
e.g. Conestoga wagon (American Museum in Bath record)


	Name

Repeatable field
	Names of people and organisations associated with the collection

Please indicate as many significant names as appear relevant. If possible note area of relevance e.g. architect, artist, original collector 

Choose from drop down A-Z list in database.  Administrator can add more terms to the list in the database.

	
	e.g. Isaac Pitman (Pitman Collection record)
e.g. John Wood (architect) (Royal Nat. Hosp. for Rheumatics Diseases)
e.g. Mr Bowler’s Business (alternative title of Museum of Bath at Work)
e.g. Norris and Sons (Museum of Bath at Work record)


	Place

Repeatable field
	Names of places associated with a collection.

Please indicate as many significant places as appear relevant

Choose from drop down A-Z list in database.  Administrator can add more terms to the list in the database.

	
	e.g. United States of America (American Museum record)
e.g. East Asia (Museum of East Asian Art record)
e.g. Fonthill Abbey, Bath (England) (Beckford’s Tower & Museum)


	Time

Repeatable field
	Time period associated with the collection

Please indicate as many significant times as appear relevant

Choose from drop down A-Z list in database.  Administrator can add more terms to the list in the database.

	
	e.g. Roman period (Roman Baths record)

e.g. Georgian period (No. 1 Royal Crescent record)


	Strength

Repeatable field
	An indication of specific strengths of a collection. Please indicate topic plus one or more of the following terms:
     local interest, regional interest, local significance, regional 
     significance, national significance, international significance

Please indicate as many strengths as appear relevant.

Strength topic is free text, strength ‘level’ is pre-defined.

	
	e.g. Glassblowing: local interest (Bath Aqua Theatre of Glass record)
e.g. Costume: local interest, national significance (Museum of Costume)


	Language

Repeatable field
	Language of items in the collection

This relates to collections with printed and manuscript texts

Language is selected from pre-defined drop-down A-Z list of ISO languages.

	
	e.g. English, French, German, Italian (Bath University Library record)
e.g. English (American Museum in Bath Library record)


	Identifier
	There are no identifiers at present for the collections described in Tap into Bath. Please ignore this field.


	Type
	This field uses a set of predefined groups from the collection description schema (see list of terms at end of document). The project team will assign terms based on information in the collection description.

Select from predefined list based on RSLP terms.

	
	e.g. Collection.Library.Text (Bath University Library record)
e.g. Collection.Museum.Physical Object (Roman Baths record)


	Sub-collection

Repeatable field
	A sub-collection is a specific part of a collection, defined by factors such as its size, subject (e.g. botany), material format (e.g. texts), creator of items (e.g. named painter) or provenance (e.g. donated by a named person).

Where the sub-collection is sufficiently significant, a separate record is created and this field is used to link the records.

Where the sub-collection does not merit it’s own collection record, information can be recorded in either the Description or the Note field in the main collection record.

If there are no sub-collections this field is left blank.

Some collections have no sub-collections, some have only a few, while others have several. Please indicate as many as appear relevant.

N.B. The database automatically populates this field with title information from records which list this collection as their super-collection

	
	e.g. Pitman Collection (Bath University Library record) [This contains a large amount of material on shorthand, originally collected by Isaac Pitman, so separate record is also created.]

e.g. Dunscombe Bridge Collection: over 150 china dogs (Victoria Art Gallery record) [No separate sub-collection record; brief details are in the record for Victoria Art Gallery.]


	Accumulation date range
	Period over which collection has been accumulated or collected.

Some collections were put together over a period and then not added to (closed date range such as 1950-1970).

Others started collecting at a specific date and are still adding to the collection (open date range such as 1900 onwards).

Please indicate the appropriate dates for your collection.

Free text statement

	
	e.g. 1963 onwards (Museum of Costume record)
e.g. 1568 to 1904 (Bath Record Office, Chamberlain’s Accounts record)


	Contents date range
	The earliest and latest dates of items held in the collection.

For some collections the date(s) of earliest item(s) are known but new items just published or created are still being added (open date range such as 1900 onwards).

For some collections both earliest and latest items are known and items or pieces outside this range are not added (closed date range such as 1950-1970).

Free text statement

	
	e.g. 1800 onwards (Museum of Costume) [Earliest item made c.1800  but latest date not fixed as new items added each year under Dress of the Year scheme]

e.g. 1897-1983 (Museum of Bath at Work, Harbutt’s Collection) [Correspondence and publicity materials dated during these years]


	Super-collection
	The collection being described is part of another collection. This field is used when creating the descriptions of sub-collections to link them to the record for the holding collection.

Some collections are not part of other collections, in which case this field is left blank.

A collection can only have one super-collection.
Select from an automatically generated list of all other collections in database

	
	e.g. Bath University Library (in Pitman Collection record)


	Described collection
	This field is only used when a record is created for a catalogue. (Catalogues are collections of surrogate records for actual items.) Tap into Bath is not creating separate records for catalogues, so this field is left blank.


	Associated collection
	Details of a collection(s) with some connection to the collection being described. The associated collection may, for example, be on the same subject, or originally collected by the same person, or it may have items on loan from the collection being described.

Freetext statement.

	
	Stothert & Pitt collection at the Bristol Industrial Museum. See website: www.bristol-city.gov.uk/mus/bim (Museum of Bath at Work, Stothert & Pitt sub-collection record).

A larger store of items on Harbutt’s Plasticine Ltd. is held in Freshford. (Museum of Bath at Work, Harbutt’s sub-collection record)

National Museum of Wales (BRLSI, Natural History Collection record, items are on loan to National Museum of Wales)


	Associated publication
	Publication(s) directly connected to the collection. This may be a guidebook, or other description of the collection, or a work based on study of the items in the collection. 

Freetext statement

	
	‘Pitkin Guide to Bath Abbey and the Heritage Vaults Museum’. Bath: Unichrome, 1997. (Bath Abbey record)

Guidebook available (suggested text where guidebooks are updated or reprinted regularly)

Rev. C.W. Shickle “Ancient Deeds”. Bath: Bath Record Society, 1921 (Bath Record Office, Charters & Deeds Collection record)


	Accrual status
	Is this collection still being added to? How does this collection add material – by purchase and/or donation? 

Freetext statement (limit 255 characters)

	
	e.g. New stock is purchased each year and suitable donations accepted (Bath University Library record)

e.g. New stock is occasionally purchased and suitable donations accepted. (suggested text)

e.g. Suitable donations accepted (suggested text)

e.g. No additions since 1904 (Bath Record Office, Chamberlain’s Accounts sub-collection record)


	Legal status
	The legal status of the collection. 

Please indicate as appropriate (privately owned, independent museum, charitable trust, local authority service, NHS Trust, higher education institution, commercial organisation, etc.)

Freetext statement (limit 255 characters)

	
	Local authority service (Bath and North East Somerset Libraries record)

Charitable trust (Bath Postal Museum record)

Commercial organisation (Bath Newspapers record)


	Custodial history
	Details of who has had custody of the collection, prior to its current ownership or administration.

Freetext statement

	
	e.g. The main collection was the creation of Doris Langley Moore, who gave her famous private collection of costume to the city in 1963. (Museum of Costume record)

e.g. Pieces collected by Brian McElney form the basis of the collection. (Museum of East Asian Art record)


	Access control
	Who can use this collection (Note that opening hours, admission charges, disabled access etc. are in Location section)

Free text statement 

	
	e.g. General public during normal admission hours, school visits and individual researchers by appointment (Museum of Costume record)

e.g. All NHS staff working in the locality may join the library. Members of the public are welcome to use the library by arrangement with the librarian. (Royal United Hospital record).


	Note
	Any information not held in other fields

Free text statement 

	
	The Librarian will attempt to answer enquiries made by post, phone or email, but cannot help with quiz-type questions. If emailing an enquiry, please include your postal address. (American Museum in Bath Library record)

The Grade 1 listed Tower was designed in 1825, completed in 1827 and underwent a major restoration in 1997-2000. (Beckford’s Tower & Museum record)


	Catalogue

Repeatable field
	Is there a catalogue available? In what form?

Free text statement

	
	e.g. Web OPAC (Bath University Library record)
e.g. An on-line database holds details and image of some items (Victoria Art Gallery record) [Partial catalogue only]

e.g. Online catalogue available via Somerset Archive and Record Service at http://www.somerset.gov.uk/archives/dservea/ (Bath Record Office record)
The Jenyns herbarium and the 'Plantae Bathonienses' have indices. A card index has been compiled for the other material. A computer catalogue has been compiled for the Broome herbarium, and approx. 6600 British and European specimens. (BRLSI, Natural History Coll.)


Location: Details of the physical location of the collection

N.B. All fields are free text

	Location name
	The name of the building in which the collection is located, if appropriate

	Postal address
	Full postal address of the building

	Postcode
	

	Country
	

	Locator
	URL of home page for collection

[include http://]

	Access conditions
	Hours of opening, admission charges, accessibility for disabled users. These will be in a standard order.

Provision of children’s activity materials, enquiry services, audio guides

	
	Example texts

Opening hours: Tuesday to Sunday all year except 25 and 26 December. Tuesday-Friday 10.00 to 17.30; Saturday 10.00 to 17.00; Sunday 14.00 to 17.00. Closed Mondays, with the exception of some Bank Holidays.

Admission: Free (although donations encouraged)

Admission: For current charges contact the museum.

Accessibility: Wheelchair access and adapted toilet facilities for disabled visitors but there is no lift in the building. 

Other features: Guided tours available for groups of ten or more by prior arrangement. A charge is made for this service - telephone or e-mail the Curator; +44 (0)1225 477232 jon_benington@bathnes.gov.uk for further details and bookings. 

A series of free ‘Art on Thursdays’ workshops are also available for blind and visually impaired visitors – contact gallery directly for details.

Audio guides available in English, French and German

Study facilities available. Appointments should be made at least 1 week in advance via the Keeper of Collections: Tel +44 (0)1225 477232 or email katharine_wall@bathnes.gov.uk  

Behind the scenes ‘Store Tours’ available showing how paintings, drawings and prints are catalogued and cared for. Thursdays 2004: 12 February, 11 March, 22 April, 20 May, between 10:30-11:15, and 15:00-

	See also
	


Collector: Details about the person(s) who collected the materials

N.B. All fields are free text

	Name
	The name of a personal collector, or a named person within an organisation responsible for collecting materials.

	Organisation
	The name of an organisation collecting materials or the organisation employing a named person to collect items.

	Role
	The role within an organisation of a named person employed to collect items.

	Tel. no.
	Leave blank if not applicable, or details not to be made public

	Fax no.
	Leave blank if not applicable, or details not to be made public

	Email address
	Leave blank if not applicable, or details not to be made public

N.B. make sure there are no spaces or invisible carriage returns at the end of the email address or the database will not recognise it as valid

	Biography/history
	Details of named person or organisation.


e.g. Name: Doris Langley Moore Biography: Doris Langley Moore was a designer, collector and historian of fashion. (Museum of Costume record).

Owner: The person(s) or organisation(s) who currently owns the collection. This may not be the same as the Collector or Administrator.

N.B. All fields are free text

	Name
	The name of a personal owner.

	Organisation
	The name of an organisation owner.

	Role
	Leave blank.

	Tel. no.
	Leave blank if not applicable, or details not to be made public

	Fax no.
	Leave blank if not applicable, or details not to be made public

	Email address
	Leave blank if not applicable, or details not to be made public

N.B. make sure there are no spaces or invisible carriage returns at the end of the email address or the database will not recognise it as valid

	Biography/history
	Details of named person or organisation.


e.g. Name: Bath and North East Somerset Council Biography: Formed from split up of Avon local authority, which was itself an amalgamation of Bath City Library, Bristol Libraries, and parts of Somerset County Library and Gloucestershire County Library.
 Administrator: Details of the person who is in day-to-day charge of the collection

N.B. All fields are free text

	Name
	Can either name the person or leave blank and use Role field if the person is employed by an organisation.

	Organisation
	The organisation employing the Administrator.

	Role
	The role (job title) of the person employed by the organisation

	Tel. no.
	Include when known

	Fax no.
	Include when known

	Email address
	Include when known

N.B. make sure there are no spaces or invisible carriage returns at the end of the email address or the database will not recognise it as valid

	Biography/history
	Leave blank, not usually relevant for administrators.


e.g. Name: Colin Johnston Organisation: Bath Record Office Role: Archivist
NOTES:

Type field terms:

Type: Collection / Catalogue / Finding Aid / Index

Curatorial environment: Library / Museum / Archive / Internet

Content: Text / Image / Sound / Dataset / Software / Interactive resource / Event / Physical Object

Policy and/or Usage: Special (theme, e.g. Wordsworth, carpet industry) / Subject / Form (materials in same form, e.g. slides) / User (for a specific group of users) / Working (for a project or exhibition, that is then disbanded)

The distinction between the three fields containing date or time period information.

	Time
	The time period that is the subject focus of a collection

	Accumulation
	The period over which the materials were collected

	Contents
	The period during which the materials were created
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