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[bookmark: _Toc216709383]Introduction

[bookmark: _Int_SqOaciSW]Gwent Archives collects, preserves and makes accessible archives relating to the old administrative county of Gwent.  We are committed to providing the broadest access to the collections and our services and to maintaining high standards of customer services.     

[bookmark: _Int_8TxeIZ2e]We aim to provide access to people from all sectors of the community in ways which meet and go beyond its statutory obligation to eliminate unlawful discrimination.  We aim to make its Collection accessible to people in all areas but in particular to people in the five local authority areas we serve.

[bookmark: _Toc216709384]Onsite Access

Gwent Archives provides access to its Collections in the research room at,

The General Offices
Steelworks Road
Ebbw Vale
NP23 6AA

[bookmark: _Int_rhwsHyMv]Gwent Archives welcomes anyone who wishes to find out more about the historic county of Gwent and its people, who want to volunteer with us or would like to deposit records at Gwent Archives. Access via Gwent Archives research room is free. Booking a place in the research room is not usually required, however we do recommend booking in advance in order for staff to check the availability of records and prepare documents for your arrival. 

Information on booking a place in our research room, how to prepare for your visit and what to expect when you arrive can be found on the Visiting Us page of our website. Guidance on visiting Gwent Archives and using our research room can be found under Resources and Guides on the Gwent Archives website. Further information can be found in our Disability Access Policy. All visitors are very welcome to contact Gwent Archives to discuss individual requirements and can be sure that staff at Gwent Archives will do everything possible to provide access and ensure a positive experience 


[bookmark: _Toc216709385]Security

To protect our unique and irreplaceable collections for future generations security measures are in place, these include:
· Signing up to the Archive Card scheme
· Locking bags and coats in the locker room 
· Agreeing to abide by our rules and regulations
· Staff invigilation of the Research Room


[bookmark: _Toc216709386]Looking after the records

Staff will be proactive in monitoring use of the archives and will intervene where necessary to provide advice on handling materials including use of book supports, cushions, weights and other equipment.   Where documents are in a poor condition the conservator may be called upon to take remedial action or to assist in making the document accessible.  Surrogates or alternative resources may be recommended if the item is too fragile to be used. For more information, please view our Collections Care Policies at https://www.gwentarchives.gov.uk/en/about-us/policies-and-strategies/.  

[bookmark: _Toc216709387]
Making copies

Copies of original documents can be made by self-service photography using the customer’s own camera or by using our in-house digitisation service, providing the document is in good condition, that copyright legislation permits the taking of copies and that the depositor has agreed to copies being taken. Copyright Declaration forms will be distributed by staff and must be signed where appropriate. Customers will also need to pay any associated fees and charges. Full details of our Fees and Charges can be found on our website linked here: https://www.gwentarchives.gov.uk/en/fees-and-charges/. 

[bookmark: _Toc216709388]
Unacceptable Language

Gwent Archives is aware that some of our older collections contain unacceptable language, terminology or descriptions which may be considered offensive, discriminatory or inappropriate today. We are actively working to identify these occurrences, and we invite any researcher who notices a previously unidentified example to notify staff to allow us to add appropriate explanations.


[bookmark: _Toc216709389]Access Restrictions

We aim to make the collections as open as possible, but there are certain instances where access may be restricted. Gwent Archives aims to make any access restriction clear in the collection catalogue; and staff are actively working towards this. However, collections catalogued in the past may not have always included this information. We invite any of our customers to contact us to check if there are closure periods applicable to any records they wish to view, and staff will always inform researchers of closure periods when documents are preordered or when they are requested in our research room.
 
If items cannot be issued, staff will:
· Explain why it cannot be issued
· Suggest other suitable sources or alternatives for use
· Where possible, advise on how to apply for permission to view the item 

There are several reasons why customers may not be able to access items:

1. [bookmark: _Toc930032753]Legal reasons

The Freedom of Information Act 2000 grants the right of access to information held by public bodies, such as the County (Borough) Councils within the Gwent area, local Community Councils, hospitals, etc. 

The Data Protection Act 2018, the UK’s implementation of the General Data Protection Regulation (GDPR), outlines the data protection principles which need to be followed. It also outlines your rights under the act, including access to your own personal data.   Because of this Act access is restricted to some records held by Gwent Archives to protect the information of the people named within them. It is presumed that a lifetime lasts 100 years, therefore Gwent Archives restricts access to these records until the end of a person’s lifetime.

Further information on closure periods can be found in our Guidance on Access to Restricted Records Archives | Gwent Archives  Please find the link to the guidance towards the bottom of the webpage. .



2. [bookmark: _Toc703542785]Donors and Depositors

Many of the collections in our care are owned by private individuals or organisations and very occasionally the owner of the items may have requested a fixed period of closure before they can be used. 


3. [bookmark: _Toc2098259267]Preservation

Documents arrive at Gwent Archives in all sorts of conditions, and some are too fragile for continued use by researchers. To ensure that the Collection is available to future generations, access needs to be provided in a sustainable way. Therefore, the needs of access must be balanced against the needs of preservation as detailed in the Gwent Archives Collections Care and Conservation Policy.  Access to some items may be restricted if they are too fragile and further use would cause damage to the item.


4. [bookmark: _Toc379604812]Uncatalogued Collections

Access to catalogued collections is provided on demand, as the content is known and any closed or fragile items have been identified.  Collections that have not yet been catalogued can still be requested, though 7 working days’ notice in advance of a visit is required to allow staff to review the contents of the collection for personal or sensitive information and to assess its physical condition.


[bookmark: _Toc1817448025]     5.   Digital Records

Gwent Archives holds a growing collection of digital records, which are managed and preserved in a digital preservation system.  These are mostly uncatalogued, and members of the public wishing to view digital records are requested to contact Gwent Archives with 7 working days' notice of their visit so that the content can be checked.


[bookmark: _Toc216709390]Engagement

We deliver engagement activities across Gwent, with children, young people, families, community organisations and life-long learners.    These take the format of formal learning, such as workshops, lectures and talks, as well as informal activities such as historical walks and creative activities.   We aim to maximise the use of partnerships to enhance opportunities for access. 

[bookmark: _Toc216709391]Enquiries and Digitisation

We also provide an enquiries service as well as a digitisation service for those unable to visit. Information about our collections and our services is always given free of charge, whilst copies and / or searches involving access to original archives, microfilm, websites or secondary sources will be charged.   Charges are given in our annual Fees and Charges document at https://www.gwentarchives.gov.uk/en/fees-and-charges/. We aim to respond to all enquiries within 10 working days. 

[bookmark: _Toc216709392]Online Access

In addition to onsite access at The General Offices, we aim to make information available online:

· information about our collections will be available via our online catalogues and indexes as well as in online resources and research guides
· information on our collections, services, resources, facilities and events will be available on our website. The website will be reviewed regularly to ensure the accuracy of information
· We will use social media (currently Facebook, Instagram, YouTube, X and Bluesky) to highlight our collections and stories from the archives and to provide up to date news and promote events. Please see our social media Policy at https://www.gwentarchives.gov.uk/en/about-us/policies-and-strategies/.  
· We will work in partnership with other archive services and commercial organisations to make popular collections available online
· We will use online platforms for creative engagement with our collections and our services, including engagement activities and videos

[bookmark: _Toc216709393]Volunteering

Gwent Archives supports volunteering placements both on-site and online. Information on our volunteer policy can be found at https://www.gwentarchives.gov.uk/en/about-us/policies-and-strategies/, and volunteering opportunities are publicised on our website and social media platforms. Projects for volunteers to take part in remotely are being developed for those able or who wish to contribute from home. Those interested in this are requested to contact Gwent Archives for more information about current projects.

[bookmark: _Toc216709394]Staff

[bookmark: _Int_NQHswbG5]Access to the collections is provided by our friendly, knowledgeable and experienced staff.   We treat all customers with equity, courtesy and respect and make every effort to make interaction with us a positive and pleasant one.   We are very happy to advise on the collections, our rules and procedures as well as how to access the collections in person or remotely.


[bookmark: _Toc216709395]Feedback, Comments and Complaints

To assist in ensuring Gwent Archives is responsive to user demand, feedback and reacts to any issues systems for recording user feedback are in place:

· Comments cards are available in the Research Room
· Evaluation is carried out during events
· Gwent Archives participates in visitor and distance user surveys undertaken by the Archives and Records Association
· Gwent Archives uses the comments and complaints procedure of Torfaen County Borough Council, our Host Authority
[bookmark: _Toc216709396]
Review

This policy was approved by Gwent Archives Joint Committee in December 2025.  It will be reviewed in December 2028 or sooner if circumstances dictate.
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