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Pembrokeshire Archives and Local Studies:

Loans Policy
1. Policy aims
1.1 To explain the terms and conditions for items loaned to Pembrokeshire Archives and Local Studies by depositors

1.2 To explain the terms and conditions for items loaned by the service to third parties and sections of the parent authority

1.3 To make clear the grounds for agreement and refusal to loan material
2. Loan agreements between depositors and Pembrokeshire Archives and Local Studies
2.1 The service accepts that the agreements made between itself and all depositors are fundamental to the safe-keeping of the items on long-term loan, forming the backbone of access to the material once formally accepted into the accessions system.  To this end the status of archive material received needs to be agreed at the outset of the loan arrangement.
2.2 The service will follow the principles outlined below:

2.2.1 Pembrokeshire Archives and Local Studies will seek to reduce confusion in the terms of deposit for both the service and the depositor.  Thus material offered on “permanent loan” by a depositor will not be accepted since this is a contradiction in terms and gives rise to issues of interpretation.

2.2.2 The service will encourage the long-term loan of material, i.e. loan without a termination date.

2.2.3 The service will not encourage loan of material with a defined termination date for the loan, although reserves the right to pursue this form of deposit if it is in the interests of the service’s acquisition criteria.

2.2.4 The service recognises that privately deposited material may be subject to the terms of the Freedom of Information Act and so seeks to make depositors aware of the implications of this act on the deposit of records.

2.2.5 The service recognises that privately deposited material may be subject to the terms of the Environmental Information Regulations and so seeks to make depositors aware of the implications of these regulations on the deposit of records.

2.2.6 The service recognises that privately deposited material containing personal material about identifiable living individuals will be subject to the Data Protection Act and so seeks to make depositors aware of the implications of this act on the deposit of records.

2.2.7 All closure dates on material applied by virtue of current privacy laws must be respected.  However, where a depositor seeks to apply access restrictions based on other considerations, the implications of such closure on general accessibility to the information under the Freedom of Information Act will be explained.

2.2.8 The loan agreement will make clear the reasonable rights and entitlements of the depositor and the service including a) the decisions reserved to the depositor and those assigned to the archives and local studies service; b) permissions and access restrictions; c) cataloguing, copying and repair work; d) loans to third parties; e) temporary return to the depositor; f) permanent withdrawal of the items by the depositor or his or her heirs; g) copyright permissions and ownership.

2.2.9 The loan agreement will include:
2.2.9.1 The date of deposit
2.2.9.2 The identity of the depositor and the owner of the items if different from the depositor

2.2.9.3 The identity of the repository

2.2.9.4 The description of the item[s] being placed on deposit including the nature and extent of the material

2.2.9.5 The list of authorisations reserved to the depositor and those assigned to the repository, including those pertaining to data protection and copyright legislation

2.2.9.6 Services to the depositor

2.2.9.7 Storage and maintenance of the material

2.2.9.8 Access and use by the public

2.2.9.9 Access and use by the repository

2.2.9.10 Terms of withdrawal

2.2.9.11 Method of maintaining currency of contact information
2.3 Pembrokeshire Archives and Local Studies’ Terms of Deposit has further details.
3. Loan agreements between Pembrokeshire Archives and Local Studies and third parties
3.1 Pembrokeshire Archives and Local Studies does not actively encourage the loan of material from the repository to third parties for any reason, preferring to provide good quality surrogate copies in the form of digital images or photocopies wherever possible.  However, where the loan of original material is approved by the depositor the following points must be adhered to:
3.1.1 No item is to leave the site without proof of permission from the depositor in the form of written evidence (which includes the depositor’s address and signature) being seen by the archivist on duty.

3.1.2 A copy of the permission will be taken and placed on file.

3.1.3 Photographic evidence of the condition of the item[s] being removed together with a condition survey will be captured before removal from site and placed on file.

3.1.4 All packaging associated with the item[s] being removed must remain with the item[s] to be used for re-packaging upon return to the site.

3.1.5 A loan agreement between the person or organisation borrowing the item[s] and the service will be signed prior to removal from site, the terms of which are to be considered as binding on the borrower.  A named signatory must be clearly identified on the loan agreement together with his/her address and a contact telephone number.

3.1.6 A date for the item[s] return must be noted or, where not possible, a review date agreed.

3.1.7 Upon return of the item[s] a return condition survey will take place to assess the physical condition of the material before being returned to the repository for safe-keeping.  Where appropriate photographs will be taken as evidence of the returning condition of the material and placed on file.

3.1.8 A reasonable period of notice for temporary removal is to be given (generally not less than two weeks’ notice) to allow for the preparatory work for release to be completed.

3.1.9 All material removed from the care of the repository becomes the sole responsibility of the person or organisation borrowing the material and remains so until it is placed in the repository following completion of the return condition survey.

3.1.10 Where material is being borrowed for exhibition purposes the service reserves the right to visit the exhibition to ensure that the criteria agreed to in the loan agreement are being met.  Where it is considered that the loan agreement terms are not being met and where this is to the detriment of the item[s] being displayed, the service’s representative reserves the right to have the item[s] removed from display.  The Exhibition and Display Policy has more details.
3.1.11 Should the material be returned damaged the depositor will be notified and the service will not be liable for the damage incurred while out of its possession.
4. Grounds for agreement and refusal to loan material
4.1 Agreement to loan material will only be with the written consent of the depositor and following the completion of the relevant loan paperwork.
4.2 Where Pembrokeshire County Council is the owner of the material it may decide not to allow the loan if in doing so it will cause harm to the item[s] or where it may bring the reputation of the authority into disrepute or may impugn its position in any way.
5. Supporting paperwork
5.1 This policy is underpinned by a series of supporting paperwork, viz.
5.1.1 Standard loan agreement between the service and depositors;

5.1.2 Terms of deposit of records;

5.1.3 Guidelines for the removal of material for loan;

5.1.4 Standard loan agreement between the service and third parties;

5.1.5 Standard loan agreement between the service and local schools
5.2 Further information is available in the service’s Exhibitions and Display Policy together with its associated guidelines.

6. Scrutiny
6.1 It is intended that this policy will be open for viewing and comment.

7. Policy review
7.1 From date of adoption this policy will be reviewed every five year or sooner if any major changes occur in service delivery that will have an appreciable effect on its contents.
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