Tales from the River project Collection Accession Form 

1. Donor/depositor/lender (or their representative) [see page 2 of form for explanation of all the questions]
	
	Received from:
	On behalf of (if different)

	Name:
	
	


Position:

	
	
	

	Organisation:
	
	


Address:

	
	
	


Telephone number:

	
	
	

	Email address:
	
	


2. Content of accession

Title:

	
	


Date created or dates covered:

	
	


Amount of material, number of items, or quantity and storage formats:

	
	

	Brief description:

	


Physical Condition:

	
	


Any further information:

	
	


3. Permissions: do you agree we can: 
	Transfer to other archives, including to Suffolk Archives?
	Yes/No

	Destroy if unwanted, for example if a duplicate?
	Yes/No

	Or would you like us to return if unwanted?
	Yes/No


4. Access Restrictions

	Are there any conditions of access?
	Yes/No

	If yes, please give details:
	


5. Copyright

	Did you create the document/item?
	Yes/No

	Do you own copyright in this item? 
	Yes/No/Don't know

	Do you agree to pass control of copyright in the material to the Tales from the River BFER project? 
	Yes/No


6. Terms and dates of accession

	Is this a gift or donation? 
	Yes/No 
	Is this a temporary loan?  (See page 2)
	Yes/No 

	Date of accession:
	
	Date by which loaned items will be returned:
	


7. Declaration
	I, the depositor/owner, have read and understood the conditions for the donation or loan (See page 2).


Signature:


Date:

	
	


Print name:

	
	
	
	


Date:

	
	

	Print name:
	
	
	


7.1 Return of loans only

	
	
	
	


Date:

	
	


Print name:

	
	
	
	


Date:

	
	

	Print name:
	
	
	


————————————————— [Tales from the River BFER project use only] ——————————————————————
	Reference number
	TR202  /    /0
	Date of accession/loan
	   /     /202
	Item status/location
	


Create Ref. No. as e.g. TR2021/IR/003 [volunteer initials] [00x+number of item volunteer takes in] Date in format: dd/mm/202x         

The project

Tales from the River is a lottery funded project that is collecting stories and memories, photos, films, documents, maps and information about outdoor swimming and all sorts of other recreation in, on or by the Brecks rivers and other waters. The stories we uncover and collect will build a history of these activities in the area. As well as sharing stories, extracts and other materials during the project, , we might share all or part with other projects or suitable local history societies, and we will compile everything and send it to Suffolk Archives so that people can look at it into the future.

The Tales from the River project is part of The Brecks Fen Edge & Rivers Landscape Partnership Scheme (BFER), supported by the National Lottery Heritage Fund.

Find out more about the project, https://www.imogensriverswims.co.uk/blog/os-brecks-2/tales-from-the-river-project-outline/, and download an Info Sheet, https://www.imogensriverswims.co.uk/blog/wp-content/uploads/2021/09/Info-Sheet-Oral-History-Tales-from-the-River-BFER.doc 

Contacts
Project lead Imogen Radford imogen36@googlemail.com; BFER bfer.admin@suffolk.gov.uk, office address: Brecks Fen Edge & Rivers LP, The Carnegie, Cage Lane, Thetford IP24 2DS; 01473 265600.

———————————————————————————————————————————————

This is the form to complete when someone donates or loans materials to the project. This could include photos, maps, documents or other items. Here is an explanation of the questions we ask and some conditions for the donation or loan. (The numbers respond with the numbers on the form on page 1.)

1. We need to keep your contact information while we hold the materials, in case there are any issues so we can come back to you, and so that we know who has donated or lent the items. We will keep all personal information about donors or lenders appropriately and securely and will not pass it on to third parties beyond the project or BFER in line with GDPR (data protection) legislation.

2. We keep a list of everything that is donated or lent to us.

3. We need to ask you for permission to transfer it to other archives, including to Suffolk Archives. Sometimes we, or they, end up with duplicate items or items that are unsuitable for the collection. We need your permission to destroy unwanted items or to try to return these to you.

4. Conditions of access to any sensitive material or personal information about you or another person in these documents or records could include removing the names or the full names, or placing conditions on when they would be available to the public for up to 30 years.
5. We would like to know who created the document or item. This is particularly important if we are going to be digitising and using the copy of the material, and if it came from an organisation. We need to know if you own the copyright in this item, if possible. Agreeing to pass control of the copyright to the Tales from the River project will allow the project to use and reproduce the original material and digital copies indefinitely for the purpose of archiving in the public interest. In addition, the project, BFER or the National Heritage Lottery Fund might use it or extracts from it in various ways including in an exhibition, educational materials, publication or broadcast, online or in social media, or for research. It then allows the project, together with the answer to question 3., to pass it to Suffolk Archives at the end of the project.
6. Some items will be given to the project to keep, while others will be loaned to digitise and return no later than three months after you lend them, or by an agreed date. If appropriate we will give a digital copy to the lender, as well as returning the original item. We will take care of the item while we have it, but cannot be liable for loss or damage to the item while in our custody. The digitised version will be used by the project and will eventually be archived with the other material at Suffolk Archives, where it will be available for view under their access procedures.
7. We will need you to declare that you understand the conditions and agree to them. We will also ask for a signature when we return loaned material. Someone representing the project will also sign the form.
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Please get in touch if you have any questions  – see contacts above – 
or ask the volunteer who discusses this with you.
PAGE  
2
______________________________________________

Tales from the River Collection Accession Form

