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Pembrokeshire Archives and Local Studies:

Media Policy
1. Media statement
1.1 Pembrokeshire Archives and Local Studies houses a considerable body of information which evidences past events thus supporting understanding of the past and assisting in informing both the present and the future.  This can be of immense value to media companies, enriching programmes and igniting interest that lasts long after the programme has been broadcast.
1.2 The service is committed to increasing interest in, appreciation of and an appetite for accurate historical research and interpretation.  The service therefore welcomes approaches from media companies where this will help to deliver this commitment and/or assist in promoting awareness of the archive and local studies service.
2. Policy aims
2.1 To define the terms of operation between the service and media companies.
2.2 This policy is one of a suite of documents designed to explain and support physical and intellectual access to the collection contained within the service.  As such, there is considerable overlap between policies and thus it should not be read in isolation; of particular relevance are the Public Access Policy and the Community Engagement, Outreach and Promotion Policy.
2.3 Throughout this policy the terms “image[s]” and “imagery” are taken to refer to both motion and still imagery.
3. Contacting Pembrokeshire Archives and Local Studies
3.1 All media approaches should in the first instance be addressed to the Archives Manager who can be contacted on record.office@pembrokeshire.gov.uk .  Research requests must be made at least two weeks in advance.  Letters should be addressed to Pembrokeshire Archives and Local Studies, Pembrokeshire Archives, Prendergast, Haverfordwest SA61 2PE.  In the absence of the Archives Manager enquiries should be addressed to the Archivist.  Approval of any media visit will be at the discretion of the Archives Manager who will liaise with the County Council’s Press Office.
4. Pre-filming research visits
4.1 Pembrokeshire Archives and Local Studies has a research room available for all members of the public to use during opening hours.  Members of research staff working on behalf of media companies are welcome and are encouraged to visit during these hours.  Members of the service’s staff on duty will seek to assist with research enquiries as far as is reasonable and practicable, but this will be in line with general assistance offered during opening hours.  If research is required from the service then this will be subject to payment of the relevant research fee.
4.2 All members of the media research team must register as researchers and hold a valid reader’s ticket.
4.3 The service will endeavour to ensure that any publicly accessible item within the collections is also available to the media company for research purposes.

4.4 The service will endeavour to ensure that any publicly accessible item within the collections is made available to the media company for reproduction subject to the relevant permissions being secured.

4.5 The service requires advance notice of the intention to film at Pembrokeshire Archives and Local Studies.  A minimum of two weeks’ notice is required to ensure the availability of the room and the material required.  The exception to this is current affairs programmes when the service will endeavour to accommodate short-notice requests for filming.  However, this will always be subject to capacity and resourcing considerations.

4.6 To ensure the greatest efficiency during filming it is recommended that a member of the production team visits the site to assess suitability of the venue and to gain familiarity with the location.

4.7 Where material is required for filming, accurate references are required at least three days in advance of the scheduled filming date: the service’s on-line catalogue is available to assist with this.
5. General handling principles
5.1 Pembrokeshire Archives and Local Studies service has in place measures to ensure as far as possible the longevity of the material within the collection: the security and physical safety of the collection is the priority of the service.  All researchers are required to abide by these measures.  The following measures are particularly important:
5.1.1 No food or drink is allowed anywhere where there is archival material on display
5.1.2 Pencils only are allowed near archival material

5.1.3 No adhesive substances are allowed in close proximity to the documents (including gaffer tape)

5.1.4 All document support equipment including book rests, cushions, weights and protective materials must be used when advised by the professional staff

5.1.5 Material must be handled with care and respect at all times and all handling must be kept to a minimum
5.2 Any additional advice given in relation to filming must be respected at all times by the filming crew and researchers working on behalf of the media company.
5.3 The service reserves the right not to produce any items that are deemed to be in too poor a condition upon inspection.
6. Filming/photography of archives
6.1 Original material being used in the course of filming or photography will be on display for the minimum amount of time possible.
6.2 No original document will be subject to excessive heat.  Lighting must be used for the shortest period of time possible and cold lighting should be used for preference.

6.3 Creation of images will generally take place only within the premises of the service, preferably in the research room.  The use of any other location within and without the premises must be agreed beforehand and will be at the discretion of the Archives Manager.

6.4 The service reserves the right to withdraw material from filming if it appears to be at risk.

6.5 Access to non-public areas by media companies will be with the permission of the Archives Manager and they will be accompanied at all times.

6.6 Filming will only take place in non-public areas of the service by agreement, and a member of the archive and local studies team will be present at all times.

6.7 Original material must always be accompanied by a member of staff or an agreed representative.  Where items are removed from the premises for filming the media company must comply with the terms of the Loans Policy and the relevant sections of the Exhibition and Display Policy.

6.8 Filming will generally take place during normal office hours, i.e. Monday to Friday between the hours of 9:00 and 17:00.  Requests for filming outside these times may be considered, but may attract an additional fee to cover caretaking costs.

6.9 Members of the service will advise on the correct handling and positioning of archival documents and will place documents for filming.

6.10 The service is obliged to respect any and all filming and/or copying restrictions placed upon a collection by the owner of the records.

6.11 Items must not be placed on top of each other for artistic effect.

6.12 All filming must stop at the request of a member of staff.

6.13 Any interviews conducted with members of staff will be with the prior approval of both the Archives Manager and the County Council’s Press Office.
7. Permissions and responsibilities
7.1 Where permission for filming and/or copying is required from the owners of material it is the responsibility of the media company to secure all permissions required including those pertaining to copyright.

7.2 Permission must be secured before filming takes place.

7.3 Permission to reproduce material must be in writing and a copy of the permission must be lodged with the service as a record of the permission being granted.

7.4 Any publication of material is solely at the risk of the media company involved.

7.5 Where filming may include researchers to the office relevant permissions in writing must be obtained.  It is the responsibility of the media company to secure such permissions and a copy of the permissions must be seen by the archive service and a record made to this effect.

7.6 As a general rule Pembrokeshire Archives and Local Studies will not sign away blanket rights to imagery created during the course of filming to a media company.

7.7 The media company will be required to complete a service filming agreement, without which filming will not be permitted to take place.
8. Acknowledgments
8.1 Acknowledgements must be made to the archive and local studies service.  The correct acknowledgement is as follows:
8.1.1 Pembrokeshire Archives and Local Studies, part of Pembrokeshire County Council

8.2 Additionally, the appropriate acknowledgement must be made to the owners of the material and/or the copyright owner if required.

9. Fees
9.1 Fees will be charged to media companies or organisations filming archives in line with the Fees and Charges Policy.

9.2 Fees will also be charged for any consultancy work, programme input or preparation.
9.3 All fees must be paid prior to the commencement of filming.

9.4 Where preparatory conservation work is required in order to make material available for filming the cost will be borne by the media company.  Costs will be communicated to the media company prior to any work being undertaken and all work will be assessed on a case by case basis.
10. Programme transmission and copies
10.1 Pembrokeshire Archives and Local Studies should be informed of the date[s] of programme transmission[s] and a copy or copies of the DVD or other relevant format should be sent to the service.
11. Scrutiny
11.1 It is intended that this policy will be open for viewing and comment.
12. Policy review
12.1 From date of adoption this policy will be reviewed every five years or sooner if any major changes occur in service delivery that will have an appreciable effect on its contents.
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