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SCREEN HERITAGE UK COLLECTION ASSESSMENT TOOLKIT

The Screen Heritage UK Collection Assessment 
Toolkit has been created to assist all holders of 
moving image material in the UK to care for and  
use their collections better. It offers two 
complementary processes: 

The Significance Assessment Process will help 
you understand and express your moving image 
(mi) collections’ meaning and value for a variety of 
audiences and their importance in the context of your 
wider archival and object collections.

The Collections Review Process offers a quick, 
effective approach to assessing current levels of 
care and management and to reviewing how your 
collections are used now and their potential for use 
in the future. 

Using these tools will you will produce:

sub collections or your mi collection as a whole
 

and potential of your mi collection in a clear  
visual format

Used together these tools will help you identify  
‘hot spots’ for intervention and investment of 
available resources and will highlight those 
elements of your collection that can most engage 
new public audiences. 

This toolkit was commissioned by London’s Screen 
Archives: The regional network and delivered by 
heritage and museum consultant Caroline Reed 

partnership with teams from four pilot museums 
and archives: The British Postal Museum & Archive, 
The Goldsmiths’ Company Library, National 
Maritime Museum, and Hillingdon Local Studies 
Archives and Museums. This toolkit is one of 
a series of guides commissioned by London’s 
Screen Archives to support organisations which 
hold moving image material but which do not have 
specialist moving image expertise: all of these are 
available to download free of charge via  
www.londonsscreenarchives.org.uk.

The toolkit was created with support from Film 
London and from the Revitalising the Regions 
strand of the Screen Heritage UK programme, 
a Partnership between the British Film Institute, 

archives, to safeguard the future of the UK's 

Assessment criteria were inspired by the 
Collections Council of Australia’s Significance: 
a guide to assessing the significance of cultural 
heritage objects and collections (published 2001, 
2nd edition 2009). 

See: 
home 

The same basic model underpinned the SHUK 
Guidelines for Assessment for Significant 
Collections used as part of a national assessment 
in 2008.

Assessment and Collections Review Processes are 

for museum collections assessment and review 
developed by Caroline Reed and a team from 
University College London for Renaissance East. 

Benefits for your organisation:

 
and how they might be used

strategy, resource allocation and funding bids 
for collection management, rationalisation  
and development 

importance to your governing body, managers 
and funders

Benefits for the sector:

with a resonance for specialist or local users, 
for the sector, individual regions or networks 
and for a national or international audience

and distribution of collections

development, resource allocation, funding bids 

INTRODUCTION
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SCREEN HERITAGE UK COLLECTION ASSESSMENT TOOLKIT

All the tools you need to use the Screen Heritage UK Collections 
Assessment Toolkit processes in your organisation can be downloaded 
from: www.londonsscreenarchives.org.uk.

Collections Review Process

You will need:

Usage Grid – PDF

The Grid presents a set of criteria to help you 
assess and score both current and potential 
usage of the material you are assessing.

Collections Management Grid – PDF

The Grid presents a set of criteria to help you 
assess and score the current level of collection 
management provision being offered to the 
material under review. Its purpose is to provide 

that will give you an immediate ‘snapshot’ and 
pinpoint areas for intervention.

Collections Review Survey Form – 
MsOffice Word document

logging system to help you capture scoring 
 

It includes a small space for notes.

Collections Review Notes Form – 
MsOffice Word document

This form is provided in case you need to 
record more detailed information as you work 

individual items or about key reasons for the 
scores given.

Collections Review Datasheet –  
MsOffice  Excel spreadsheet

The datasheet enables you to present typed 
up data from the Collections Review Survey 
Form in an easily readable spreadsheet 
format. Two formats of the datasheet are 

version provides for scores recorded on the 

spreadsheet.

Significance Assessment Process 

You will need:

Significance Assessment Grid – PDF

The Grid poses a series of prompt questions 
within a structured framework. The questions 
will help you explore what your organisation 
already knows about the material you are 
assessing and what that might mean in terms 

Statement of Significance Template – 
MsOffice Word document

The Template helps you capture the key 
thought processes stimulated by using the 

a succinct ‘Statement’ that summarises and 
presents all the available evidence about the 

single item, sub collection or whole collection.

A Note on Using These Tools

These tools have been developed with help 

archives and are designed to be used without 

put off by the number of documents required 
or the seeming complexity of the grids – the 
tools are easier to use in practice than they 

guidance and suggestions for how to adapt 
the processes to your own organisation and 
needs, plus case studies offering more detail 
of how this has worked in practice. If you 
would, however, like someone to assist you in 
getting started, to work with you on carrying 
out these assessments or to provide further 
mi specialist advice, please contact London’s 
Screen Archives and we will be happy to put you 
in touch with a suitable consultant and/or your 
local Regional Film Archive. 

THE TOOLS
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SCREEN HERITAGE UK COLLECTION ASSESSMENT TOOLKIT

The Significance Assessment Process is 

‘thinking tools’ to help you explore and express your 
collections’ meaning and value:

Significance Assessment Grid (blue)
Statement of Significance Template (blue)

Used together, the Significance Assessment 
Grid and the Statement of Significance 
Template support you to:

collections

context of your wider collections

undertake further research and consultation

into a succinct, credible and convincing 
Statement of Significance.

The tools can be used to develop Statements of 

or your whole mi collection. The process does not 

team through a series of thought processes that will 
give them a clear, evidence based understanding of 

the organisation and to a range of users. 

Any organisation using the process to inform a 

could develop its own scoring system based on the 
programme’s strategic priorities around collection 
and audience development. Any scoring system 

inform irreversible decisions e.g. around disposal, 
needs to be not only transparent, but ‘future proofed’ 
– taking account of any potential future changes in 
organisational or user interests and priorities.

The Significance Assessment Process – Benefits And Applications 

 

 
www.collectionslink.org.uk/revisiting-collections 

 
Collections Review Process

 
funding bids

www.mla.gov.uk/what/raising_standards/
designation

THE SIGNIFICANCE  
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SCREEN HERITAGE UK COLLECTION ASSESSMENT TOOLKIT

The Significance Assessment Grid 

The Grid consists of a series of prompt questions. 

organisation, it can be helpful for a group of 
colleagues with different perspectives on the 
collection to run through the questions together. 
Use the questions to explore what you know about 
the material you are assessing and what that might 

This information might come from contextual 
paperwork, related archives or objects elsewhere in 
your collection (or someone else’s!) or be intrinsic 
to the item itself. You will be surprised by how much 

material that can’t currently be viewed safely on 
your available equipment.

The questions are grouped under six  
column headings:

You are asked to consider not just what you know 
about these aspects of the material, but also how 

are asked to summarise the ‘key points’ – and then 

different perspectives: 

The letters / numbers simply provide a grid reference 
to help you record your thought processes on the 
Statement of Significance Template.

THE SIGNIFICANCE  

This chart is included here as an illustration only. 
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SCREEN HERITAGE UK COLLECTION ASSESSMENT TOOLKIT

The Columns

This invites you consider how the original purpose 
of the material, the people involved in its production 
and the chain of ownership that has brought it to your 

 

funding or support and any proactive collecting 
policy that informed the decision to acquire

This should be used to consider the material in 
relation to other examples in publicly accessible 
collections (i.e. rather than in private ownership). 

 

 
 

 

 

Here you are invited to consider the aesthetic appeal 
of the material and also the power of its visual and/or 
sensory impact:

 

D Condition/Completeness 

The purpose of these questions is not to generate 
a condition statement, but rather to draw out what 
the current condition of your mi material might reveal 
about its history of use – and decide whether that 

 
we acquired it tell us about it’s changing history  

E Historical Meaning

Your responses to the questions asked here are 
likely to be informed by the thinking you will have 
already done about ‘Provenance/Acquisition’, ‘Rarity/
Uniqueness’, ‘Condition/Completeness’, as well as by 

the material, both in terms of its format and its content. 
You should consider what external consultation 
you might need to do if you are to understand the 

individuals and community groups:

period, person, family group, event, place, activity 

This prompts you to think about the material’s 
potential for use both within and beyond your own 
organisation. For this exercise you need to put 
rights issues to one side. If you decide that it is 
important that the material should be seen and 
used, rights issues can almost always be adequately 
researched and resolved (See Screen Heritage UK 
Introduction to Moving Image Copyright at www.
londonsscreenarchives.org.uk).

generation, business or product development 

7
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SCREEN HERITAGE UK COLLECTION ASSESSMENT TOOLKIT

The Rows

As noted above, although numbered, the sequence 
of the rows is not intended to be read as hierarchical 

having any greater weight than ‘local’, ‘community’ or 
‘organisational’ or vice versa – that is for you to decide.

1 Key Points

This invites you to identify and consider key, 

material so that you can then review these as they 

2 National/International

This will include material of outstanding 
international quality or research potential either 
because of its format, its content or its condition. 

particular type of material; it might be material 
recording or associated with key events, themes 
and people in UK and international history.

3 Regional Or Cross-Regional

Before looking at this row, you need to develop an 

to mean by ‘regional’ in this exercise. Consider 
whether for you the ‘region’ might be a county or 
a group of counties, or a geographical area that 
straddles county and political boundaries. 

You will want to consider e.g. whether the material 

social, economic or cultural objectives, community 
cohesion or sense of place.

what you wish to mean by ‘local’. This could be a 

boundaries or population distribution. It might 

boundaries. It could mean the catchment area 
(within say a 20, 30, 50 mile radius) for users who 
regard your organisation as representing their area 

For some services, e.g. a countywide museum or 
archive service, there may be several meanings  
for ‘local’. It could mean the whole county or several 

The terms ‘community’ and ‘group’ are used here 
to include a wide variety of demographic, cultural, 
faith or other groupings within our society. It could 

through their ethnicity, faith, sexuality, mental or 

working or life experience e.g. a particular migrant 
workforce, former workers at a particular site or 
trade, etc. The group could be a community with 
strong, current local representation or dispersed 
more widely across the region and/or beyond. It 

 
an aspect of your collections.

of a direct relevance and meaning within the 
context of the organisation itself, its building or its 
immediate environs, its collections or collecting 
policy. Each organisation may also need to consider 
any parent body of which it is a part – e.g. local 
authority, university, National Trust etc.

8
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SCREEN HERITAGE UK COLLECTION ASSESSMENT TOOLKIT

 

 

 

The Statement Of Significance Template

The purpose of the Template is to help you bullet 
point the key thought processes stimulated by using 
the  and develop a 
succinct ‘Statement’ that summarises and presents 
all the available evidence about the current and 

collection or whole collection. The Statement 
should be written in such a way that it can stand 
alone and express your understanding of the 
material’s meaning and value to your organisation 
itself and to a range of audiences. If appropriate, the 
Statement will demonstrate how the material might 
support the use and interpretation of other items in 
your collection

How to use the Template

9

As you work through each box on the Grid, you 
need to bullet point your responses to the prompt 
questions in the relevant space on the Statement of 

ACQUISITION – 1 KEY POINTS) will be bullet 
pointed in the A1 space on the Template table  

ACQUISITION as completed by one of our  
pilot archives: 

A Provenance / Acquisition

1 Key Points A1 Commissioned by the Gc From Realist Films,  
directed by Basil Wright

2  National/ International A2 Of international significance as directed by a Well-
Known Director.

3 Regional A3

A4 Shows Goldsmiths’ Hall – significant for the  
City of London

5 Community A5

Commissioned by the Company, and shows the Hall. 
As well as the film itself GC holds an extensive file of 
correspondence relating to the commissioning of the 
film, discussion of proposed content etc. and including 
still photographs of filming in the Hall.

Assessment Summary

THE SIGNIFICANCE  
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As you reach the end of each table on the 

bullet points and use them to draft a short narrative 

this as you work your way through the Grid and the 
Template will help to make sure that you ‘weight’ the 
bullet points you have made accurately and capture 
the essence of your thinking about this aspect of 

completed assessment summaries or notes for 

you have written assessment summaries in each 
table you can just drop them into the Statement of 

you the basic outline of your statement. It should be 

any duplication and making sure that key points are 
emphasised and expanded as necessary.

If you are working as a group on the bullet 
pointing, you need to choose a ‘scribe’ to note the 
bullet points, to make a few agreed notes in the 
Assessment Summary box capturing key points 

to review.

Further Research and Consultation

As you consider the questions on the Grid it 
will become clear that you may need to consult 
other colleagues, or people from outside your 
organisation who have specialist knowledge, 
experience or cultural understanding of the type 
of material you are assessing. You may need to 
research internal records about the acquisition of 
the material. It is helpful to capture these thoughts 
as you go along in the Further research and 
consultation section provided at the bottom of the 
Template. When you have had time to carry out 
the required research and consultation you will be 
able to return to the Template and adjust your draft 
statement accordingly.

10
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SCREEN HERITAGE UK COLLECTION ASSESSMENT TOOLKIT

Using the Significance Assessment Process  
in your Organisation

Getting started

Points to consider

11
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SCREEN HERITAGE UK COLLECTION ASSESSMENT TOOLKIT

Introduction And Overview

The Collections Review Process uses:
Usage Grid (green)
Collections Management Grid (yellow)
Collections Review Survey Form
coded to match the Grids)
Collections Review Notes Form
Collections Review Datasheet (created as a 

light’ colouring system) 

Unlike the , 
the Collections Review Process is a score based 
data analysis system. The collection under review 
is divided into individual , ‘scored’ by 
comparison with criteria outlined on the Usage Grid 
and the Collections Management Grid. Scores are 
logged on the Collections Review Survey Form. 

provides an easily presented overview of survey 
 

up ‘hot spots’ for intervention. 

The Collection Review Process can be used on a 

a large mi collection distributed across a number of 

storage areas. It can also be used for a much more 
detailed analysis – looking at a small collection item 
by item. The scale and resolution you choose will 
depend on your organisational objectives.

The Collections Review is a . 
Practically, this is a series of discussions and physical 
investigations through which you are guided by the 
tools (documents) listed above. The outcome is a 

your mi collection in a clear visual format. This will be 

and the interventions required. 

Most of the work will be done in your store, but you 
will also need to look at your current documentation. 

Firstly, review units are assessed for their current 
and potential usage using the Usage Grid and the 
scores are entered into the Collections Review 
Survey Form. This can be done at a desk or in the 
stores themselves.

Secondly, review units are assessed in accordance 
with the criteria laid down in the Collections 

 and these scores too are 
entered into the . 
This can be done simultaneously with the usage 
assessment and is designed to be carried out in the 
stores themselves.

Lastly, after the assessments are complete, the 
scores from the Survey Form are entered into the 

 for analysis. This 

and potential of your collection. This enables you 

rapidly to identify ‘hot spots’ for intervention,  
either for conservation or greater exploitation. 

More detailed guidance on each of the tools and 
completing the review process follows below. 

12
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SCREEN HERITAGE UK COLLECTION ASSESSMENT TOOLKIT

The Collections Review Tools

Document 1: The Usage Grid

The Grid takes you through a thinking process that 
will help you score your Review Unit against the 
following criteria:

A Popular Appeal 

Highlights ‘iconic’ or ‘star’ objects with recognised 
broadcast, media, online, interpretive appeal or 
potential

Assesses how useful material is / might be to 
support organisational and other learning priorities 

Assesses how important material is / might be to 

D Significance

This gives you the opportunity to record an indicative, 

carried out

Assesses current opportunity for public engagement 
with the material

Unlike the , 
the Collections Review Process is a score based 
data analysis system. The collection under review 
is divided into individual , ‘scored’ by 
comparison with criteria outlined on the Usage Grid

The scoring system for this Grid is:

0 UNKNOWN: This indicates a need for further 
research before any decisions are made about the 
material’s preservation / retention – especially 
where there are resource implications

2 HIGH

4 LOW

13

This chart is included here as an illustration only. 
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The Collections Review Tools

Document 2: The Collections Management Grid

The Collections Management Grid aims to provide 

give you a snapshot of the current level of collection 
management provision being offered to each Review 
Unit in your survey. It is not seen as a substitute 
for more comprehensive mixed media collection 

and Archive Council’s Benchmarks in Collections 

collectionslink.org.uk/collections_care/benchmarks) 

but the information it provides should be immediately 
useful to your organisation and will inform any more 
detailed work you may choose to do later. 

Review teams should refer to the advice and 
information given about the care, storage, 
management and use of mi collections in the Screen 
Heritage UK Moving Image Collections Handbook 
to help them assess Usage and Collections 
Management of the material under review.

The Grid takes you through a process that will help 
you score your Review Unit against the following 
criteria:

F Security / Emergency Planning

Room and storage unit security, alarm systems and 
emergency preparedness

Storage unit and packing materials, stores 
management and physical protection

H Environmental Management

Management of the store environment including 

pollution, cleaning and pest control

I Inspection / Preservation Planning

Inspection regime and procedures for managing and 

copying for preservation and access

K Ownership / Rights

Ownership and rights status

Completeness, depth and accessibility of catalogue 
information 

The scoring system for this Grid is:

1 EXCELLENT

3 FAIR

4 POOR
This chart is included here as an illustration only. 

 
www.londonsscreenarchives.org.uk.



SCREEN HERITAGE UK COLLECTION ASSESSMENT TOOLKIT

15

This chart is included here as an illustration only. 
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The Collections Review Tools

Survey Form and Collection Review Notes Form

The Collections Review Survey Form provides 

storeroom) where using a laptop for direct data entry 
may not always be convenient. The Survey Form 
provides a small space for adding notes on each 
Review Unit. 

A simple Collection Review Notes Form is also 
provided in case you need to record more detailed 

or low scores. 
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This chart is included here as an illustration only. 
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The Collections Review Tools

 
to present typed up data from the Collections 
Review Survey Form in an easily readable 
spreadsheet format. 

Two formats of the datasheet are provided (in 

recorded on the survey form to be automatically 

 (The colour coding is automated using the 
‘Conditional Formatting’ function in Excel 2007 – 
earlier versions of Excel lack this function and the 

2003 version of the spreadsheet can be provided for 

what you have discovered about your Collections 
Management and Usage:

at the ‘poor’ end of the scale, and Usage Grid 
scores at the ‘low’ end

the ‘high’ end

Grid, indicating that more research work needs to 
be done

This makes it easy to spot anomalies – e.g. where 
the ‘supports learning’ score is ‘very high’ (green), but 
the ‘public engagement’ or ‘documentation’ score is 
‘very poor’ (red). The colour system will also highlight 
variations in management or use between individual 
Review Units in the same store – or across a number 
of storage areas.

the spreadsheet should be updated – providing an 
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The Collections Review Tools

Using the Collections Review Process in your 
Organisation - Getting Started 

1. Planning your project

The Collections Review Process is designed to  
be conducted fairly intensively over a reasonably 
short period by a small, dedicated review team.  

considering a major review for a large collection, it 
is advisable to develop a dedicated staff / volunteer 
team for the whole Process and you will need to 
allocate adequate time in team members’ workplans.

We recommend that as part of your planning for 
the Collection Review Process you convene a 
small steering group from staff and volunteers 
representing curatorial, outreach, education, 
exhibition, preservation and cataloguing 
perspectives. You might also wish to include current 
and potential users. There are many different ways 
in which mi material can be shown and used and 

as many viewpoints as possible.

The group will need to set the parameters for 
the process and agree on objectives: Is this to 

Setting your objectives will help you determine 
who should be involved in the review, what storage 
areas / collection types are to be reviewed and at 

Review Units in each storage space to be reviewed.

The group should consider the Usage and 
Collections Management Grids used in the process 
and decide:

on the two Grids;

You may need to look especially carefully 
at the Usage Grid and agree any necessary 

circumstances and organisational objectives.

2. The Review Team

The Collections Review Process works best when 
carried out by a small team of people who have had 
at least a basic introduction to the handling, care and 
management of moving image collections. Review 
team members do not have to be mi specialist 

content of the mi collection under review. As part 

essential to ensure that the team will have some 
access to support from colleagues and/or external 
advisers who do have that expertise and who can 

might need in order to make informed judgements 
about both material’s preservation requirements and 
its potential for use.

The review team need to know what to look out for 
– and when to ask for specialist advice. The Screen 
Heritage UK Moving Image Collections Handbook 
provides a useful reference guide. The team will need 
be systematic and economical with colleagues’ and 
external advisers’ time e.g. noting queries as they go 
and presenting them to their specialist advisers at 
pre arranged reporting points. 

3. Choosing your Review Units

For a swift, low resolution, whole collection review, 
a single Review Unit could be as large as a whole 
bay of racking, or even a whole storage room. For a 
thorough, high resolution review of a small collection, 

vary according to the nature of the collection and 
the time available for review. For example, a large 
collection (e.g. 10,000 items) could be quickly 
assessed in the course of just a few days if it is 
reviewed on the basis of storage location, where 

1000 items) could be reviewed in the same time 
period with greater resolution, where the Review Unit 
is a single shelf within a bay of racking.

As a general rule, you should aim to achieve the 
highest resolution possible in the time and with the 
staff resources that you have available.
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Some Practical Tips

 

 

to be major differences between the ‘scores’ for 
individual items within the unit. For example, a single 
shelf within a store may contain multiple copies of a 
commercial video of no particular relevance to the 
collection, but also unique amateur footage of vital 
importance to a particular community group. It might 

cans, but also a decaying reel that could be nitrate.

Because of this it is important not to ‘average’ the 
score for the unit, but instead to ‘weight’ the score 

the scoring system works differently for each of 
the two Grids:

The Usage Grid requires that you apply the highest 
rating (with’1’ as high) that could be applied to any 
single item within the Review Unit to the whole 
Review Unit. This locates and highlights potential 
‘star’ items in the collection. For example, in a shelf 
of 20 items, 17 of the items may have little potential 
for use in learning and are ranked at level ‘4’, whereas 
three of the items have recognised potential for 
use in National Curriculum based activities and are 
ranked at level ‘2’. In this instance, the whole shelf 
receives a rank of ‘2’. You can use the notes section 
on the Collections Review Survey Form and the 

complementary Collections Review Notes Form to  
jot down the individual titles or reference numbers  

Conversely, the Collections Management Grid 
requires that you apply the lowest rating (with ‘5’ 
as low) that could be applied to any single item 
within the Review Unit to the whole Review Unit. 
This ensures that any important items at risk from 
unsatisfactory collection management will be 
highlighted. For example, if a shelf contains 12 items 
and 10 of these are in good condition and rated as 

two items rate as a ‘5’ (very poor) and need urgent 
attention, the whole Review Unit is to be rated as 
‘5’. Again, use the notes section on the Collections 
Review Survey Form and the complementary 
Collections Review Notes Form to record the 
individual titles or reference number of the key items 
requiring attention.
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Final Note

filmlondon.org.uk and let us know how the toolkit has worked for you. Thank you! 




