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Guide to the deposit of Public Records at the Somerset Heritage Centre 

 

The Somerset Heritage Centre (SHC), Taunton, has been appointed as a Place of 

Deposit for Public Records by the Lord Chancellor. Under s.4(1) of the Public 

Records Act (1958) records which are of a strong local interest are best made 

available within the context of a local archive service are to be deposited at the SHC.  

The SHC is managed by the South West Heritage Trust (SWHT) on behalf of 

Somerset County Council. 

 

National guidance produced by The National Archives is available at 

http://www.nationalarchives.gov.uk/documents/archives/A_brief_guide_to_transferrin

g_Records_of_Local_Interest.pdf.  

 

These guidelines provide specific details for the deposit of records, and should be 

read prior to deposit. 

 

Step one: Contact the SHC 

 

Before depositing records at the SHC please contact us by telephone on 01823 

278805 or email somersetarchives@swheritage.org.uk. We will need to know the 

creating body of the records, the depositor, the type of records, the covering dates, 

an approximate quantity and an anticipated date of deposit. 

 

We will then assess if the records are eligible for deposit at the SHC and if so, we 

will email you an Excel spreadsheet for you to use to list the documents which are to 

be deposited. 

 

 

Step two: Appraising and selecting your records 

 

We prefer documents to be appraised by the creating body, as you have a better 

understanding of your organisation and its key issues. Guidelines on what records 

should be deposited at the SHC, retained by the organisation or destroyed, can be 

found via the above link to The National Archives’ guidance. 

 

As a general rule we do not accept duplicates, or bills/receipts/bank statements. If 

you have duplicated items, please select the ‘best’ copy for deposit with us; an 

exception to this is if you have an annotated copy and the annotations add to the 

historical context/importance of the record. 

 

http://www.nationalarchives.gov.uk/documents/archives/A_brief_guide_to_transferring_Records_of_Local_Interest.pdf
http://www.nationalarchives.gov.uk/documents/archives/A_brief_guide_to_transferring_Records_of_Local_Interest.pdf
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If you are unable to appraise your records, this can be carried out by SHC staff for 

an hourly fee, we would also charge for the confidential destruction of records not 

selected for permanent retention. Please see Appendix 1 for our table of fees. 

 

 

Step three: Sensitivity review 

 

Records must undergo a sensitivity review before they can be transferred to a place 

of deposit. Reviewing records for sensitivity ensures that records are made available 

to the public as soon as possible, subject to any exemptions permitted by the 

Freedom of Information Act.  Full details can be found in The National Archives’ 

guidance.  

 

Prior to deposit you will need to identify and provide information on any Freedom of 

Information or Environmental Regulation exemptions that should be applied and 

which would restrict access. The Data Protection Act also needs to be considered for 

records containing personal information. 

 

In our cataloguing template we will ask you to: 

 

 Specify which exemption number applies, to which record, and on what 

grounds the exemption should be applied 

 State a date to review this decision. 

 

 

Step four: listing your records 

 

We ask that records are catalogued prior to deposit.  When first contacting us, we 

will provide you with an Excel spread sheet to list your records.  Please return this 

completed spreadsheet to us at least a fortnight before deposit, this is so we can 

ensure that all items are eligible for deposit at SHC and so that we can follow up any 

queries relating to the information provided.  Please ensure that all fields are 

completed. Guidance on completing the Excel spread sheet can be found on the 

second tab in the document. General guidelines are as follows: 

 

 When cataloguing the records, please ensure that the original records are 

easily identifiable and linked with your list, if necessary insert paper labels into 

volumes to show their reference numbers. We will allocate final reference 

numbers once the documents have been deposited, having ensured that they 

fit within existing collections held at SHC.  

 The records should be catalogued in a logical order, for example minutes for a 

certain committee, or registers for a particular court should be placed adjacent 

in the list, in chronological order.  
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 Please provide the full title of the records, without abbreviations.  

 Please box the records in accordance with the catalogue, for example the 

items which are allocated draft number 1 should be in box one. Clearly mark 

the boxes with details of their covering numbers. 

 

If you need further advice to complete the spread sheet please contact us. Once we 

have received the completed catalogue we will contact you to confirm a date of 

deposit, or request amendments or additions to the catalogue. 

 

If you are unable to list your records yourself, this can be carried out by SHC staff for 

an hourly fee.  Please see Appendix 1 for our table of fees. If the listing guidelines 

are not followed and the supplied catalogue needs considerable editing by us, we 

will charge for the time taken to do this. 

 

Step five: Physically preparing your records 

 

All records need to be prepared properly to ensure their long term survival. We use 

specific archive grade boxes, folders and papers for the packaging of our archives, 

we will therefore package the records for you. We will, however, need to make a 

charge for the time taken to do this, please see Appendix 1 for our table of fees.  To 

make this process quicker and easier please ensure that: 

 

 Steel paperclips are replaced with solid brass paperclips. 

 Metal work, such as bulldog clips, and file retainers are removed. 

 All plastic, plastic wallets, polypockets, binders, etc. are removed. 

 All elastic bands should be removed. 

 Remove post-it notes which are blank, that have been added through the 

review/transfer process or contain only unimportant administrative or 

‘housekeeping’ information. Only leave post-it notes which contain important 

information. 

 Loose material is secured, so that nothing is lost. 

 Do not use any form of self-adhesive tape of self-adhesive tag hole 

reinforcers. 

 Do not try to repair any records yourself. If records are badly damaged, 

please make a note of this in the notes field in the cataloguing spread sheet. 

 Please retain any file covers, if damaged tie loosely with string or legal tape. 

 Thermal paper must be photocopied. Thermal paper was used in early 

photocopiers and fax machines, it can be identified by its shiny smooth 

surface, which often shows grey/silver marks where the paper has been 

creased. The text on thermal paper often fades so the information needs to be 

captured before this happens. Keep the original thermal paper in the file with 

the new photocopy before it. 
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 Remove items from lever arch folders or ring binders. If there are labels or 

information on the folders, photocopy this information and place at the front of 

the bundle of papers and tie loosely with string or legal tape. 

 

If placing files in boxes for transfer, please make sure each box is clearly labelled 

with its contents, for example: Box 1 files 1-6, Box 2 files 7-18. 

 

 

Step six: Delivering the records 

 

Please contact us prior to delivery. We will arrange a date convenient for both of us, 

for preference, if possible, we ask for a delivery on Monday morning.  

 

Upon arrival we will complete a Temporary Receipt for Deposit, and will check that 

the records have been prepared correctly. We reserve the right to turn away records 

if the aforementioned guidelines have not been adhered to.  Any records which are 

refused through non-adherence to these guidelines will need to be re-submitted once 

the correct processes have been followed. 

 

If you are unable to deliver the records to SHC, they can be collected by SWHT staff 

for an hourly fee, which includes travel time to and from SHC. Please see Appendix 

1 for our table of fees. 

 

A Memorandum of Understanding for the Care of Public Records will need to be 

signed by both the depositing body and the SWHT.  This sets out the terms for 

storage, preservation and access relating to the deposit. 

 

 

Public Records less than 20 years old 

 

These guidelines relate to Public Records which are over 20 years old, if you wish to 

deposit more current Public Records with us, please make a written request, 

describing the type and quantity of records you would like to deposit, and we will 

decide on a case-by-case basis if the records can be deposited with us. We would 

charge an annual fee for the storage of Public Records less than 20 years old and 

will require a Memorandum of Understanding to be agreed, as to the access and 

management of these records. We may also charge for requests for information from 

these records from or on behalf of the creating body. 

 

 

Appendix 1 - Table of Fees 

 

Appraisal of records £34 per hour 
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Destruction of appraised records £3 per bag of papers (c. 0.0526 m3)) 
£3 per box of volumes (c. 0.0263 m3) 
£3 per bag of mixed media (c. 0.0526 m3) 
 

Cataloguing records  £34 per hour 
 

Packaging of records £34 per hour, plus the actual costs of archive 
grade materials 
 

Collection of records £45 per hour, which includes travel time and 
mileage expenses 
 

Research relating to Public Records 
less than 20 years old 
 

£34 per hour 

 


