INNOVATIVE
RESEARCH
IN AFRICA

The British Institute in Eastern Africa

Archives and Collections Policy

Purpose

This policy outlines guidelines relating to the use and management of the archives of the British
Institute in Eastern Africa (BIEA) at its research centre in Nairobi. It specifies the conditions of
access and process for researchers, the process and requirements for collections, and
guidelines for staff.

Context

BIEA does not seek to acquire new archives and collections. Many researchers supported by or
associated with BIEA will be required to deposit materials collected in the course of the research
with the designated authority in the country where the research takes place and/or with a data
archive designated by the research funder. Where there are no statutory or other requirements
for deposit elsewhere, BIEA encourages researchers to find suitable alternative repositories for
research material.

In exceptional circumstances BIEA may take in new may consider requests to archive research
material, as noted below. Such requests must be the Research Committee.

BIEA does hold some material relating to past research projects. Where possible, this will be
transferred to other repositories, as noted below. Where that is not possible, BIEA is responsible
for the proper care of the material.

BIEA'’s archive consists of the following types of materials:

o Core archaeological data that includes photographs, sketches, maps, slides and videos,
monographs, field notes and samples.

« Documentation on historical events in the greater Eastern Africa region including reports,
briefs, recordings, films, photographs and slides.

¢ Anthropological materials that include ethnographic data, interview recordings, field
notes, films.

e A collection of historical maps that show geographical areas, including topographic
features.

o BIEA records relating to the organization’s history, personnel and activities (note that
most of these records are currently held in the BIEA UK archives, see the BIEA records

policy).

Management

The BIEA archivist/librarian is responsible for the management of the archives, overseen by the
BIEA Kenya Director. The archivist/librarian works with the BIEA Kenya Director to ensure
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compliance with this policy and to report on the development and use of the archive every six
months, for review by the BIEA Director, Research Committee and Council.

Compliance

The archive and related digital projects are to be managed with reference to the BIEA Archives
Policy, the BIEA Data Protection Policy and the BIEA Records Policy. They are to be
maintained in compliance with relevant legislation and regulation in Kenya, including Kenyan
and UK Copyright law, Data Protection legislation, as well as any relevant contractual
obligations based on agreements with depositors and partners.

Access and permissions

The BIEA is committed to equitable access for researchers to the archive, while ensuring the
preservation of materials and adherence to data protection laws. We accept requests from
researchers affiliated to any university at any level, including from undergraduate students. We
may also accept requests from independent researchers, depending on the details of their
request. All research must be for non-commercial purposes. The process is as follows:

e The researcher must send a written request via the website or must write to
archivist@biea.ac.uk. The request must specify the affiliation of the researcher; the aims
of their research project; the materials they are interested in, and when they would like to
access materials. The request may be granted or declined based on prevailing
circumstances, for instance, if the materials are yet to be catalogued, are sensitive or
fragile.

e Ifthe request is accepted, the researcher will visit the BIEA in Nairobi at the agreed time
and will be given an opportunity to consult the materials either in an available room or
the BIEA Library.

e All researchers using the archive will be required to sign an undertakine to adhere to the
BIEA Data Protection Policy. This will ensure that they have a legal basis for their use of
the data and are compliant with UK, EU GDPR and Kenya Data Protection legislation.

e The BIEA digital collection is accessible online and may be used for non-commercial
purposes provided that the users acknowledge the source and respect copyright. This
means that a user wishing to copy the image and share it in a publication or on the
internet will usually need the permission of the copyright owner, either the researcher
named in the collection or (where the researcher is deceased) the BIEA.

e Physical archive materials may not be copied by staff or researchers without permission
from the BIEA Kenya and BIEA Director, with decisions to be informed by respect for
copyright and other intellectual property rights and data protection. Where permission is
granted, researchers must ensure that copying does not damage the archive material.

¢ BIEA archive materials are not available for loan or exhibition without formal requests
and permissions of the Research Committee acting on the recommendation of the
Director and Kenya Director.

Preservation
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The BIEA is committed to the preservation and digitization of its archive collection where
appropriate in so far as copyright and data protection laws permit, and to the publication of
selected archive materials via the Archaeological Data Service.

Preservation strategies include:

¢ Identifying and managing risks to the archives.

e Ensuring archive storage facilities and archive packaging are maintained to a high
standard and replaced where necessary.

e Ensuring that the archivists have appropriate expertise and knowledge to maintain
records and promote conservation, and to support digitization where relevant.

e Limiting use of and access to archives to researchers and the BIEA archivist/librarian.

¢ Ensuring that archive spaces are cleaned carefully and with attention to the preservation
of materials.

e Ensuring that the handling policy (below) is provided to researchers in advance of their
access to the archives.

Digitization
The priorities for digitization include notable archaeological collections, and the preservation of
materials that rare and vulnerable to degradation. In selecting materials BIEA will consider the
following:
e Actual or potential research demand
e The condition and physical characteristics of the original
e Ownership of and rights in the material: NB the digital rights and ownership of materials
digitized by the BIEA on behalf of partners or other institutions will be subject to a
contractual agreement specifying the terms for their maintenance and hosting by the
BIEA.
e The complexity and length of projects, cost and the likelihood of obtaining funding
e The availability and quality of descriptive metadata
e Sustainability including the potential for secure storage and the long-term preservation of
digital products.

Digitization decisions are informed by one or more of the following aims:

o To preserve fragile and vulnerable materials

e To widen and improve access to resources for researchers

o To lower BIEA’s carbon footprint by reducing the need to travel to consult archival
materials.

Donations

The BIEA archives are principally reserved for the storage of materials collected in previous
research projects. Donations of new material from BIEA-funded research or researchers will not
normally be accepted as researchers are expected to make use of other repositories wherever
possible. Collections may in exceptional circumstances be accepted for storage and cataloguing
in the BIEA archive on the following conditions:

Donors must submit a donation proposal for the institute archive, specifying the nature of their
association with the BIEA, the scope of the collection, the storage requirements, the terms of
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future access and any funds available to support the archiving, and explaining why it is not
possible to deposit this material elsewhere.

e The proposal will be reviewed by the Research Committee to establish the relevance
and feasibility of the proposal.

o If the donation is accepted, the researcher/their representative will be required to
sign a deed of transfer of the materials to BIEA archive.

The BIEA reserves the right to reject the donation if the collection does not meet their guidelines
or exceeds the storage capacity. Note that the BIEA will not accept any collections including
human remains.

Returns

The BIEA has returned archives and archeological materials of value for countries and
communities in the region to relevant national and local museums and authorities, in line with
the principles of the African Union Charter for African Cultural Renaissance (2006). This policy
of returns will continue to be pursued where relevant.

Handling materials

Staff and researchers are expected to handle materials carefully with attention to the following
requirements:

e Ensure that hands are clean and dry and that no lotions, food or drink is brought into the
archives space or in contact with archival materials.

e Pencils, not pens should be used for notes while in the archives.

e Gloves should be worn when handling slides, photos and particular archaeological
materials

e Turn pages carefully, avoiding touching text or images directly.

o Keep materials in their original folders and order. Do not rearrange items.

e Do notlean on, fold, trace, or mark any items.

Changes to this policy

This policy is dated 31 March 2026. BIEA may review and update this policy from time to time to
reflect changes in law, regulatory guidance, or organisational practices. Where material
changes are made, BIEA shall take reasonable steps to notify affected individuals, including by
publishing a notice on its website or through other appropriate communication channels.

Please contact staff for further questions or clarifications at archivist@biea.ac.uk

EASTERN AFRICA UNITED KINGDOM

A: PO Box 30710, GPO 00100, Laikipia Road, Kileleshwa, Nairobi, Kenya A: 10 Carlton House Terrace, London SW1Y 5AH

E: office@biea.ac.uk E: office@biea.ac.uk

BIEA KENYA [NGO number OP/218/051/93248/274] Company number: 03341342 [Registered charity number: 1061622]

British Institute in Eastern Africa (www.biea.ac.uk)


mailto:archivist@biea.ac.uk

