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Introduction


In an ideal world, all material created for television would be preserved. In reality, of course, this is not a practical or even necessarily desirable prospect. Financial, operational and technical restrictions will influence the amount and nature of material retained. In these circumstances, selection of material for retention must be subject to a consistent policy to ensure that no material of potential value is discarded. I am going to cover,

· The reasons for a policy,

· The requirements of the policy,

· The scope of material covered by this policy  

· Selection Criteria

· Timescales for Review
· Disposal of the Material and finally,
·  Application of the Policy

Reasons for a Selection Policy

There is increasing awareness of the significance and value of television archives.
The perceived value of archives to both the creator or owner and society is putting archives in the media spotlight

The amount of reuse and diversity of forms of reuse is growing all the time.

However, the amount of programme material being created, together with the complexity of storage, processing and preservation is drawing attention and concern to the high costs of maintaining television archives.

Therefore it is essential to implement a Selection policy that will support the efficient and effective management of a Television archive. If well drafted, it will explain and justify the size, nature and costs of the collection to the parent organisation. 
Requirements of the policy

It is essential that the Policy represents and reflects all aspects of value and potential usage of the archive. It must be seen to represent the needs of the organisation in the short term and cultural heritage in the longer term
The policy must be thorough and well-thought out so that it will withstand challenge from those who are new to the debate or have other priorities (possibly financial) 

It must be consistent, both across different genre of output and over time.

It must demonstrate cost/benefit to the funders of the archive

The policy must be understood and endorsed by the parent organisation – you must ensure that key people and users within the organisation are given the opportunity to contribute to and comment on the policy. You need them to support it!

 The ultimate responsibility for the application of selection policy must be clearly established - usually by the Archive

Finally the policy should be seen to be reviewed at regular intervals to ensure relevance and confidence.

Scope of Material Covered
All types of programme material should be covered by the Selection Policy.
 Although the emphasis in some archives will be on transmitted programmes, it is essential that untransmitted material should be considered for preservation, especially in the areas of news and factual programmes
 It is important to preserve regular samples of complete days of programme output, as well as regular examples of presentational/promotional and commercial material (advertisements).

It is important to recognize the difference between copies of programmes, or parts of programmes, as they were completed for transmission and copies of programmes as they were actually seen by the audience, such as would be obtained by recording them off-air or off-transmission. These will have different values to different sorts of archives and different reuse potential
 Not having the rights to something is not an automatic reason to destroy it.  A broadcasting company could offer it to a National Archive.

A major principle of preservation is that master copies should be retained only for further copying and that duplicates on appropriate formats should be available for operational purposes, such as viewing or transmission. Discrete inserts within programmes (e.g. individual news stories) should be treated in the same way.

VHS-copies should be kept as a record of the actual transmission for as long as company policy or national law or regulations impose.

Selection Criteria

To permit policy to be formulated, developed and systematically applied, it is necessary to establish a set of selection criteria.

There are many different reasons why material should be retained for preservation and these will vary according to the type of archive. In a broadcasting organization the main reason for retention will be potential re-transmission of the material, in whole or in part, and research for future programmes or corporate analysis. In all cases, though, it is important that the reason for retention of individual programmes and items be identified and recorded.

A list of selection criteria may be as follows:

· Actuality material of historic interest in all fields.

· Actuality material as a record of a place, an object or a natural phenomenon.

· Interview material of historic importance.

· Interview material indicative of opinions or attitudes of the time.

· Fictional and entertainment material of artistic interest.

· Fictional and entertainment material illustrative of social history.

· Any material, including commercial and presentational, illustrative of the development of televisual practices and techniques.

In most, if not all cases, transmitted material should always be kept

Selection criteria for untransmitted material should take account of the historic value of the material (the importance of an individual interviewed or a situation recorded); the uniqueness of certain irreplaceable images (such as a city before a catastrophe or ethnologically important material); the uniqueness of material omitted from transmission for reasons of censorship or taste; the exceptional quality of certain images; and reuse potential, either as stock-shots or for possible re-editing of the programme

Timescales for Review

Periodic ongoing reviews of material already selected will be valuable fro financial, operational and editorial reasons. This is particularly necessary if more rushes are retained as a result of the use of new technological developments and under pressure from the need to re-cycle tapes.

An optimum time to review is at initial broadcast and again at five years after the first production – At this point one has the benefit of a reasonable degree of hindsight to be able to make useful decisions. Other key factors and milestones fro review are – when the format becomes obsolete; when the material begins to deteriorate; or when the exploitation rights lapse.

Application of the Policy

Although the ownership or responsibility for the Policy should be clearly with the Archive, there are different ways in which the Selection Policy should be applied to the content:

· By the Library/ Archive, either an individual or a committee

· By a group of experts from with in the organisation

· By a group of experts from outside the organisation

· Or a combination of these.

 However, any committee decision making process is almost bound to be slow, beaurocratic and therefore less acceptable to a busy broadcasting organisation

More that one criterion may well apply to some output and these reasons for retention should be recorded in the archive database.

The archive always has the sovereignty over the selection of material. This means that the archive decides if the material is for limited or unlimited storage. The archive can also override the decisions of editorial staff to destroy.

The needs of the following areas of activity must be reflected in the application of the Policy:

· Programme makers

· Broadcasting

· Corporate History

· Sales

· Legal 

· National Heritage

Disposal of Materials

The other side of the issue is appropriate disposal of material that is NOT required for long term retention.

If the organisation owns the Rights in the programme material, it would be useful to offer material that is no longer required for their own purposes to offer to a State or national or specialist archive.

If however, the material was purchased or acquired, then it should be offered back to the original rights owner and if refused or untraceable to the national archive.

Finally, if not required by any of these organisations the material should be destroyed to prevent any illegal reuse.

National archives will obviously take a longer term view and will not be concerned with the operational considerations of broadcasters. For this reason co-operation between broadcasters and national archives can result in the preservation of material which may otherwise be discarded.

Conclusions

A policy for selection of television programme material is essential for the efficient and effective management of an archive.

However to ensure its successful application the Policy must be,

Owned and sponsored

Communicated

Understood

Endorsed

Reviewed regularly

And finally, it is important to ensure the preservation of related documentation and stills connected with programmes and programme material being preserved. Where these are the responsibility of different parts of the organization, there must be liaison to ensure it happens.
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