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Pembrokeshire Archives and Local Studies:

Collections Development Policy
1. Introduction

1.1 Pembrokeshire Archives and Local Studies is a Welsh unitary local authority archive and local studies service.  Its parent authority is Pembrokeshire County Council.

1.2 Initially the archive service was created as Pembrokeshire Record Office by a minute of the Records Committee meeting, a committee convened during the tenure of the first Pembrokeshire County Council, in January 1963

1.3 On 1st October 2014 following a departmental restructure the former Local Studies Library Service was amalgamated with the Archive Service to form Pembrokeshire Archives and Local Studies.

1.4 The collections within the service have been developed since its inception and now represent a considerable body of evidence to support the collective memory of Pembrokeshire communities encompassing business, social, industrial, topographical, local, family and official, i.e. local authority, history.  There is no comparable organisation in Pembrokeshire that has this breadth of information within its care.

1.5 Pembrokeshire Archives and Local Studies recognises the value of this collection and seeks to augment the collection by all relevant methods appropriate to the capacity of the service.

1.6 The Collections Development Policy is one of a suite of documents created to support collections management and should be read in conjunction with these other documents.

1.7 In 2013 The National Archives introduced the Archive Service Accreditation Standard, a broad ranging, far reaching process designed to assess the service against specific areas and which each service recognised as an approved Place of Deposit must achieve.

1.8 This policy takes into account the recommendations made in guidance material issued by The National Archives.
2. Policy aims
2.1 To explain why and how Pembrokeshire Archives and Local Studies collects, preserves and maintains material relevant to its collecting remit.
2.2 To explain how the service supports other communities and groups within Pembrokeshire and further afield to maintain collections created during the course of their function and/or administrative roles.

2.3 To recognise formally the vital role played in good archive management by the creation, adoption, usage and regular review of sound acquisition and disposal principles.

2.4 To define clearly the area of acquisition of the service and the scope of material acquired by the service.
2.5 To clarify the scope of the material not routinely acquired by the service.

2.6 To explain how material acquired by the service is managed following acquisition

2.7 To define the terms of disposal work undertaken by the service.

2.8 To give clear guidance on access to the material once acquired by the service.

2.9 To support the service’s mission statement to: a) provide responsible access to the county’s rich and often unique archival heritage; b) ensure that it is preserved, conserved and maintained to the highest standards, guidelines and best practice; c) take active steps to engage with people of all ages and backgrounds; d) maximise the collections’ potential to inspire, illuminate and connect people.

3. Acquisition area
3.1 Pembrokeshire Archives and Local Studies routinely collects material that falls within:

3.1.1 The geographic and administrative county of Pembrokeshire as defined by the Local Government Act 1888 until its demise in 1974,

3.1.2 The corresponding geographic and administrative area under Dyfed County Council between 1974 and 1996 constituted under the Local Government Act 1972,

3.1.3 The geographic and administrative county of Pembrokeshire from 1996 to the present day constituted under the Local Government (Wales) Act 1994.
3.2 In addition, for ecclesiastical records the service seeks to acquire material that:
3.2.1 Falls within the agreement with the Representative Body of the Church in Wales 1976, the area covered by the Archdeaconry of St Davids, parts of the deanery of Cemaes and Is-Aeron in the Archdeaconry of Cardigan and some parishes in the deanery of St Clears in the Archdeaconry of Carmarthen.

4. Scope of acquisition

4.1 Pembrokeshire Archives and Local Studies collects material in order to maintain information worthy of permanent preservation and make it available to as wide an audience as possible within the boundaries set by responsible access.

4.2 The collection contains material dating back to the 12th century.  However, the majority of the collection is more modern than this and comes forward to the present day.  It is recognised that much of this material still requires a certain skill set if the information is to be managed and exploited fully as an historical and evidential resource.
4.3 The remit for collecting categories is intentionally broad so as to encompass as wide a range of historical and societal interest as possible.  However, the single biggest contributing group to the collection held is that of solicitors, largely consisting of legal papers concerning land transactions and family estates.

4.4 The material ranges from paper and parchment, by far the greatest proportion of collections held, to digital and other formats including audio-visual, photographs, negatives and plate glass negatives.

4.5 It is recognised that different types of material can require differing types of care and Pembrokeshire Archives and Local Studies is committed to ensuring that the best possible collections care is adopted by the service.

4.6 It is acknowledged that historically some materials have been acquired for which the necessary equipment to make the material available is lacking, the rationale behind collection being to prevent permanent loss of the material.  The service will take steps to make up this lack either through acquisition of the necessary equipment or by seeking to transfer the contents of the material into a format which can be supported by the service.

4.7 The service acquires material from the following sources:

4.7.1 Pembrokeshire County Council and its predecessor authorities

4.7.2 Parish, community and town councils and other local authority bodies such as district councils
4.7.3 Records emanating from Bridge Commissioners, Highway Boards, Rural Sanitary Boards and water authorities

4.7.4 Records offered for deposit under the terms of the Public Records Acts 1958 and 1967 including those of the coroners’, magistrates’ courts, police, health and other Public bodies

4.7.5 Records deposited with the Clerk of the Peace including quarter sessions, enclosure awards and parliamentary plans

4.7.6 Parochial registers and records from the diocese of St Davids part of the Church in Wales

4.7.7 Non-conformist denomination registers and records

4.7.8 Community groups, social groups, political and pressure groups, volunteer organisations, businesses, charities, families and individuals whose work contributes to an understanding of Pembrokeshire’s history or creates a record of life in Pembrokeshire today

4.8 The service will seek to acquire material captured on a wide range of media including paper, tracing paper, parchment, photographic paper, photographic negatives (including plate glass negatives), CDs, DVDs, audio and video tapes, films and computer generated files stored on disks, flash drives and external hard drives.  However, where the necessary equipment to be able to access the information on the media is lacking, these items may be referred to a more suitable repository.

4.9 In addition, the service seeks to acquire secondary source material which supports the mission statement.  This material is made available to the public via the research room and includes:

4.9.1 Printed works including books and pamphlets on local and family history

4.9.2 Photographs, postcards and prints

4.9.3 Ephemera

4.9.4 Newspapers

4.9.5 Maps and plans

4.10 The service will undertake all acquisition without prejudice to any individual view point, seeking only to reflect as broad a range of Pembrokeshire’s history and thus identity as possible.

4.11 Items that are in better condition or have better provenance may be collected to replace items already in the collections.  Any item[s] disposed of will be disposed of in accordance with the stated policy guidance on disposals.

5. Method of acquisition of material

5.1 Pembrokeshire Archives and Local Studies acquires material by various means including:

5.1.1 By donation, including bequests (both archives and local studies material)

5.1.2 By purchase (mainly local studies material, rarely archives)

5.1.3 By deposit, i.e. on loan (mainly archives material)

5.1.4 By formal transfer from Public bodies under the terms of the Public Records Act 1958 (archives only)

5.1.5 By formal transfer from its parent authority (archives only)

5.2 The service relies on potential donors and depositors coming forward to offer material for preservation and safe-keeping.  It is recognised that this is an area that needs to be addressed in order to ensure that material is not lost to posterity and that there is a broad representation of material collected to reflect Pembrokeshire’s communities and the activities that take place within the county.

5.3 Potential material for preservation is assessed against specified criteria in order to ensure relevance of a collection to the service’s collecting remit.

5.4 Where the material falls outside the collecting remit of the service other more suitable places of deposit are suggested where possible.

5.5 The service has in place procedures to document receipt of a collection in order to show as far as possible provenance and ownership.

5.6 The service will not normally charge for preserving and maintaining material on deposit but does reserve the right to request financial contributions from depositors for the care of their records in certain circumstances.  Further details of the circumstances under which financial recompense may be required are to be found in the Terms of Deposit document.

6. Co-operation with other collecting bodies

6.1 Pembrokeshire Archives and Local Studies service will aim to co-operate with other bodies in Pembrokeshire holding their own records or maintaining special collections relating to a particular subject so as to encourage the preservation of the material and access to and use of it.

6.2 The service will seek not to compete with other archive services in Wales but will work co-operatively to ensure the best place of deposit for material deemed worthy of permanent preservation.

6.3 In the event of a conflict of interest arising in relation to archive acquisition with an external organisation, the service will seek advice from professional archive bodies such as The National Archives and where necessary will appoint an independent arbiter to expedite a satisfactory resolution.
7. Material outside the scope of acquisition

7.1 Pembrokeshire Archives and Local Studies will not routinely seek to collect material that falls outside the defined acquisition area.  The exception to this will be where a collection that pertains to the defined area of acquisition strays outside these geographical boundaries.  In these instances a judgement will be made on a case by case basis as to the appropriate course of action, i.e. either to split the collection and re-locate the extraneous parts to a more fitting organisation or to maintain the collection as a whole within the service.  If the latter option is followed a copy of the ensuing catalogue in either hard-copy or electronic format will be made available to the external organisation.  The principle of archival integrity will be the guiding one in these circumstances.

7.2 The service will not routinely collect duplicate material or photocopies of originals unless there is good reason to do so, e.g. the whereabouts of the original is unknown, or is unlikely to be received for permanent preservation, or there is risk of permanent loss to the county of the item[s], or the material is of strong local historical value.

7.3 The service will not routinely collect 3-D objects or artefacts more readily associated with museum collections management unless there is a compelling reason to do so, e.g. there is an intrinsic link with the artefact and a documentary collection held within the service that aids interpretation either of the artefact or the written archive.  Exceptions to this arrangement will be where the storage of the 3-D objects or artefact[s] in the repository would adversely affect either their own long-term preservation or that of the archives.  Members of the public wishing to deposit artefacts and 3-D objects will be directed to the authority’s Museums Service in the first instance.

7.4 The service does not acquire born-digital archives, e.g. web pages and dynamic ICT documents such as spreadsheets, as the infrastructure is not currently in place to ingest these documents.

7.5 Items that require long closure periods are not usually actively sought as this conflicts with the service’s goal of open access to the information.  However, where the restriction is in order to comply with the requirements of the Data Protection Act then exceptions will be made on a case by case basis.

8. Collection development

8.1 Pembrokeshire Archives and Local Studies recognises that there are gaps in its collections, most notably in the area of digital collections, but also business records and non-conformist chapel records.  The collections development plan seeks to address these issues by prioritising work programmes such that over a defined period of time these gaps will have been reduced wherever possible.

8.2 The service will continue to work with existing depositors and donors to ensure that material continues to be added to the collections.

8.3 The service will work to maintain the accrual of material from its parent authority, public bodies and key stakeholders including ecclesiastical records from the Church in Wales.

8.4 The service via survey work will seek to identify areas where the collections are deficient and, through formal and informal routes, will seek to create working partnerships with groups and communities in order to safe-guard collections that may be at risk.

8.5 The service will seek to raise awareness of the activity of the archive and local studies service as a collections care centre.

8.6 The service will liaise with other collecting bodies to ensure that working relationships flourish and networking opportunities are maximised for the benefit of the collections.

8.7 The service will participate in national debate and fora concerning collections to ensure the best possible long-term care for collections.

8.8 The service will continue to purchase new local and family history book stock to support interpretation of the collections and enrich the user experience of the collections.

8.9 The service will take into account limitations on collecting imposed by such factors as staffing, expertise, storage, care of collection arrangements and potential for use.

9. Retention and disposal/de-accessioning
9.1 It is the general practice of the service not to de-accession material once it has been accepted via the formal accessioning route: the preference is to refuse material before it is accessioned.

9.2 However, it is acknowledged that historically some material has been acquired that falls outside the current acquisition policy and as such could merit review with the possible outcome of de-accessioning.

9.3 It is recognised that de-accessioning is a time consuming process and so there is a general presumption against de-accessioning material not owned by the authority due to the complexity of locating the current owner and the high likelihood of failure to secure permission to de-accession.

9.4 Pembrokeshire Archives and Local Studies adheres to a strong presumption against the disposal of collections by sale except in very specific circumstances and the sale of collections formally accepted via the service’s acquisition procedures is not adopted under any circumstance.

9.5 Where material is not considered to be archival such as printed and published items or where there are multiple copies readily available elsewhere these items may be offered for sale.

9.6 Where items are offered for sale this will be done in order to make effective use of resources, viz. avoidance of duplication, adherence to principles contained in this policy or the re-investment of funds to help sustain and develop the service.

9.7 Where material has been acquired either by, or with the assistance of, grant funding the service undertakes to abide by any terms and conditions stipulated by the grant funding body regarding disposal.

9.8 Where material ceases to be part of the formal acquisition policy, i.e. if there is an appreciable change to the collecting remit, the service reserves the right, in conjunction with the owner where appropriate, to consider the re-location of this material to a more appropriate repository.

9.9 At the point of acquisition the service will seek to identify any material that forms part of the collection that falls outside the acquisition criteria.  It will be made clear at the time of transfer to the service that any material falling outside the acquisition criteria will not be preserved.  Where such material is found after acquisition one of two courses of action will be followed:

9.9.1 The material will either be offered back to the depositor or donor or,

9.9.2 It will destroyed or disposed of by a method commensurate with the content of the material and with the permission of the donor or depositor.

10. Public access to acquisitions

10.1 Public access is covered in the Public Access Policy.  However, the service strives to ensure that:

10.1.1 Once catalogued, and subject to any legitimate restrictions, the material is routinely made available to researchers via the public research room during opening hours;

10.1.2 The service is free at point of delivery, costs being for copies, use of image capturing devices and paid-for research only;

10.1.3 The security and integrity of the material is ensured via the implementation of a reader registration system, document tracking for original items and constant staff invigilation during opening hours;

10.1.4 An atmosphere conducive to research is maintained for the benefit of all on-site users of the service.
11. Scrutiny

11.1 It is intended that this policy document 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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