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Pembrokeshire Archives and Local Studies:
Public Access Policy
1. Introduction
1.1 Pembrokeshire Archives and Local Studies is based in a new fit-for-purpose building within the county town of Haverfordwest.  The collections created over time constitute a considerable body of evidence useful to a broad range of research interests, supporting, amongst other things, educational attainment, personal enrichment, accountability and the due process of law by evidencing past transactions.
1.2 The service seeks always to develop access to the collections while working to the defined purpose of its Mission Statement, viz. to:

1.2.1 provide responsible access to the county’s rich and often unique archival heritage;
1.2.2 ensure that it is preserved, conserved and maintained to the highest standards, guidelines and best practice;

1.2.3 take active steps to engage with people of all ages and backgrounds;

1.2.4 maximise the collections’ potential to inspire, illuminate and connect people.
1.3 This policy is one of a suite of policies designed to promote responsible access to the archive collections and should be read in conjunction with these policies.  Its development is based upon the Public Services Quality Group: A Standard for Access to Archives.
2. Policy aims
2.1 To highlight the provision of access within Pembrokeshire Archives and Local Studies;
2.2 To explain how access is promoted to the public by the service;

2.3 To explain constraints upon access due to legislation, depositors’ loan criteria  and conservation requirements
3. Scope of policy
3.1 This policy covers access in its broadest sense. Thus it includes:
3.1.1 on-site access via the use of the research room and/or contact through group visits and talks and,

3.1.2 remote access whether that is through use of the paid research service, external talks, social media or the service’s on-line resources via its dedicated web pages.
4. Provision of on-site access
4.1 Pembrokeshire Archives and Local Studies seeks to encourage the maximum possible access to the collections both in the form of original material, and through the use of surrogates where appropriate, via the research room.  Best practice guidance and the service’s related policies on collections management including the Collections Care and Conservation Policy and the Security Policy will be adhered to.
4.2 Access to original materials will at all times be under the supervision of members of staff who are able to provide guidance, assistance and oversight.

4.3 The service adheres to its internal Cultural Services Quality Standards – Archives and Local Studies document when dealing with all members of the public.  This is the service’s customer charter which covers: staff attitudes including friendliness and helpfulness; physical facility standards; timeliness of document retrieval; guidance and assistance; and professional preservation standards.

4.4 The service welcomes communication concerning access and service delivery either on site or remotely by telephone, e-mail, social media, web site and/or written correspondence.
5. The Disability Discrimination Act 1993 and access
5.1 The service recognises the importance of access for those with a wide range of needs and has sought to accommodate as far as reasonably practicable as wide a range of access needs as possible including the provision of:

5.1.1 several height-adjustable tables within the research room to accommodate wheelchairs and mobility restricted individuals;

5.1.2 the provision of large open spaces for ease of manoeuvrability;

5.1.3 a wheelchair-friendly reception desk;

5.1.4 height and back adjustable chairs;

5.1.5 chairs with arms to assist individuals with lower limb weakness;

5.1.6 a reception desk induction loop device;

5.1.7 clear, plain signs;

5.1.8 large print topic lists and information sheets (available on request);

5.1.9 uncluttered spaces free of extraneous information; and

5.1.10 specialist support materials such as magnifying glasses, ergonomic keyboards and mice, and wrist rests.
5.2 All members of staff have received training from relevant disability group organisers including lip reading experts and the authority’s disability awareness team in how to deal sensitively and appropriately with members of the disabled community.
6. Provision of off-site access

6.1 Pembrokeshire Archives and Local Studies recognises that not all people have the time, the ability or, in some cases, the inclination to visit the service in person.  In order to accommodate such people the service seeks to develop and operate methods that suit their needs.  Off-site access is currently available in the following forms:
6.1.1 research and digital imaging service.  A facility for which a fee is payable, this service operates within the County Council’s corporate guidelines for responding to correspondence, viz. to reply within 15 working days, as laid down in the Council’s Putting our Customers First document.
6.1.2 on-line catalogue encompassing almost 100% of the catalogues held within the authority;

6.1.3 web site hosting information including how to access the service, the facilities that are available, FAQ, location details, information leaflets for download, registration forms and related information and on-line payment method;

6.1.4 over-the-telephone payment for remote services;

6.1.5 social media interaction;

6.1.6 external talks to community groups (a fee is payable for this service).
6.2 Pembrokeshire Archives and Local Studies is committed to embracing new technology to raise access to the collections via surrogates displayed on the internet.
7. Location and access
7.1 Physical access to the Archives is enhanced by its location at the centre of the county.  The building has easy road access with reserved car parking located adjacent to the main entrance which includes two specific disabled parking spaces.  The location is also on a regular bus service route which operates from both railway and bus stations within the town.  In addition, there is a taxi service from both locations.
8. Social inclusion and access

8.1 Access to the archives and local studies service is free at point of entry in the public research room.  No person is excluded on the basis of financial status.  Copying services do attract payment fees, but access to the information within the repository carries no fee.
8.2 The service subscribes to various on-line resources, notably family history sites, the better able to facilitate research by all sectors of society.
8.3 The service recognises the right of all communities to have access to and enjoy the county’s documentary heritage regardless of race, religion, gender, sexual orientation, age or political persuasion.

9. The Welsh language and access
9.1 Pembrokeshire Archives and Local Studies acknowledges the value of the Welsh language and respects the right of those people wishing to communicate through the medium of Welsh to do so.  The service has the skills base to deal with most general spoken enquiries through the medium of Welsh on a day-to-day basis, but recognises that additional skills would be beneficial to extend the reach of Welsh language provision to Welsh language researchers and those groups operating through the medium of Welsh.

9.2 The service has access to the County Council’s translation service for all written correspondence received through the medium of Welsh and treats correspondence in both English and Welsh with parity.
9.3 Web page content is also treated with parity wherever possible, the principle being that what is available in one language must be available in the other and released at the same time.  The exception to this is the on-line catalogue which is a proprietary programme available in English only.  This is recognised as a weakness and steps are being taken to address this.

9.4 Bi-lingual signs are provided within the office and promotional material is also bi-lingual.

10. Promotion and extension of access

10.1 Pembrokeshire Archives and Local Studies actively seeks ways to promote and extend access to the service and its collections.  To this end the service offers one late night opening per week as well as regular Saturday opening hours to accommodate potential researchers unable to visit the service during normal office hours on a Monday to Friday pattern.  In addition, the service employs a variety of promotion methods which include the use of:
10.1.1 the service’s web pages;

10.1.2 internal and external talks, tours and exhibitions;

10.1.3 attendance at community open days and promotion events;

10.1.4 all Wales / UK audience development activity;

10.1.5 print resources, and

10.1.6 social media.

10.2 The service is committed to increasing the availability of material in surrogate format in order to extend the ability to manipulate and exploit the content for educational and/or informational purposes while preserving the physical and intellectual integrity of the original.  The goal is to make such surrogates available via the internet.
10.3 Pembrokeshire Archives and Local Studies seeks to ensure that all information regarding location and opening hours is available for view on the web pages and that it is updated in a timely fashion where necessary.
11. Restrictions on access

11.1 Pembrokeshire Archives and Local Studies seeks at all times to operate within an environment and expectation of openness to the greatest extent possible.  Whenever possible, access to original material will be provided in recognition of the fact that it is an inspirational learning resource.

11.2 Most of the material held by the service is available for research without any access restrictions.

11.3 However, there are certain circumstances when it may be appropriate, obligatory or necessary to restrict access to material.  These circumstances may be due to any one, or a combination, of the following:

11.3.1 legal issues such as data protection legislation;

11.3.2 depositor placed restrictions, or

11.3.3 issues relating to the physical condition of an item.
11.4 The service acknowledges, and at all times will respect, the access related legal issues pertaining to archive material contained in the data protection, freedom of information, environmental information regulations and electoral reform legislation.  The protection of personal data in particular is of paramount importance and must be respected.
11.5 Whilst the service does not actively encourage the deposit of material with depositor restrictions placed upon it, there are occasions where such deposits may be accepted especially if there is a risk of permanent loss of the material.  Where such access related constraints exist and have been agreed to, the service will conform to the restrictions at all times.  Where these restrictions are historical the service will seek to engage with depositors to negotiate removal.
11.6 The service cannot put at risk material in a fragile state and so there are occasions where access related issues regarding the physical condition of certain archives may preclude access to them.  Where this arises a surrogate of the material will be offered where this exists.  Every effort will be made to conserve the original material at risk at the earliest opportunity within the capacity of the service and budgetary constraints.

11.7 Additionally, the service does not usually allow access to uncatalogued material.  The service has a relatively small cataloguing backlog and seeks to prioritise collections in line with its cataloguing plan.

11.8 Where issues of access arise these are clearly communicated via the web pages, on-line catalogue, information in hard-copy schedules and staff interaction with researchers.
11.9 Where closure periods have been placed on records they will be regularly reviewed with a view to providing access as swiftly as possible.
11.10 Where an access issue arises this will be immediately communicated to the researcher directly by a member of staff together with an explanation and suggested alternative to the document in question if available
12. Copying and reproduction

12.1 Access to copying of archives within the provision of legal, depositor or conservation restrictions will take place under staff supervision at all times.  There is charging for copies.  These charges are clearly communicated on the web pages and by signs in the research room.  Further information is available in the Reprography Policy.
13. Performance management

13.1 The service participates in the Archives and Records Association national visitor surveys and reviews the resulting data to assess performance against this policy.
13.2 Comments both in the research room via our comments book and on social media are both invited and welcomed.  These provide additional opportunities for feedback.
13.3 Verbal comments made to staff are fed back to line management.

14. Compliments and complaints

14.1 As part of Pembrokeshire County Council the service comes under the remit of the authority’s compliments and complaints procedures.  Information on both is available on-line together with contact details of the appropriate officer.
15. Corporate guidelines

15.1 Pembrokeshire Archives and Local Studies works to the County Council’s Putting our Customers First document.
16. Management

16.1 The Archives and Local Studies Service is effectively and professionally line managed to ensure effective, responsive and maximum access to its collections with the best possible stakeholder experience.
17. Scrutiny

17.1 It is intended that this policy will be open for viewing and comment.
18. Policy review
18.1 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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