
1 
 

 
South West Heritage Trust 

Guidelines for Depositing Digital Records  
 
1.  Introduction 
 
Digital records need to be deposited and cared for in the same way as physical records.  
Preserving digital records provides different and new challenges from paper records.   
A specialised digital preservation system is needed for their long-term care and to make 
them available for public use.  These guidelines explain which types of digital records we can 
currently accept for long-term preservation in our digital preservation system. 
 
2.  Types of records  
 
In general, you can deposit the same kinds of records in digital format as would be the case 
in paper format, such as the records of estates, local government and local societies, etc.  
Decisions about what records we accept are set out in our acquisitions policies for Somerset 
and Devon, which can be found on our website.  However, there are currently some 
restrictions in the formats of the digital records we can accept into the archive. 
 
2.1 Data 
 
We accept records on: 

• Hard drive 

• Portable hard drive 

• USB (memory) stick 

• SD card 

• DVD 

• CD 

• 3¼” Floppy disk 

We cannot accept: 

• 5¼” floppy disks 

• 8” floppy disks 

• Zip disks 

• Obsolete computer formats such as 
magnetic cards or data cassette 

 
2.2 Oral history recordings 
 
We welcome oral history recordings, but please refer to our Oral History Deposit guidelines 
when preparing your records for transfer; these can be found on our website.  Please note 
that recordings without signed licence agreements cannot be accepted.     
 
2.3 File formats  
 
We accept most common formats: word-processed and text files, spreadsheets, emails, 
PDFs, etc.  Our digital preservation system can also identify and preserve many different file 
formats and can recommend which format would be best for longer term preservation and 
for user copies.  
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However, where possible we request that records are created in ideal formats: 
 

• Image files: Please save images in TIFF format (at resolution 300dpi or greater).  We 
also accept JPGs and, in some circumstances, RAW files. 

• Audio files: Please save files in WAV format; otherwise MP3 (not Windows Media 
Player).   

 
Linked databases are highly problematic to store in the long-term.  This is because the links 
are broken when the database is updated to a newer format for long-term preservation.  It 
is possible to preserve the raw data, but not the links.   
 
Proprietary formats 
We do not have the funds to acquire software licences to look after records which are 
stored in specialist proprietary formats, such as family history software programs, and so we 
cannot accept such records.  However, if the program has an export routine, it may be 
possible to save the information in another format which we can accept (e.g. csv file, PDF).   
 
ZIP files 
Please transfer records to us in an uncompressed format – not as ZIP files.  This is because 
file compression loses bits of data, and so makes faults more likely in the future.   
 
Password protected files 
If any files are password-protected please make sure that you give us the password in 
written form, making sure that upper and lower case characters are included correctly.   
 
2.4 Specialist Archive Repositories 
 
There are some archive repositories which specialise in caring for certain types of digital 
material.  In these cases we will direct you to deposit records with them rather than with 
ourselves.   
 
Film 
Except in rare cases, we do not accept film or video material.  This should instead be offered 
for deposit with the South West Film and Television Archive in Plymouth.  Please see their 
website for details: www.swfta.co.uk   
 
Where we have previously arranged the deposit of digital material and you have discussed it 
with us in advance, please see the notes below about the media we can and cannot accept: 
 
 
 
 
 
 
 
 

http://www.swfta.co.uk/
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We can accept records on: 

• Hard drive 

• Portable hard drive 

• USB (memory) stick 

• DVD 

• CD 
 

We cannot accept: 

• Mini digital video cassette tapes (often 
used in old camcorders)  

• Betamax video 

• Film reels  

• Magnetic tape 

• VHS video 

• Cassette* 

• Mini-disc* 

• Vinyl record* 
* These records must be digitised before being transferred to us.  If the records are of 
particular importance we may consider digitisation.  This would be assessed on a case-by-
case basis, due to the file transfer costs, and we may ask for a contribution towards this 
cost.  Please contact archives staff to discuss options if you have records of these types 
which you would like to deposit.  
 
Archaeological records 
Digital archaeological records should be deposited with the Archaeology Data Service (ADS) 
at the University of York.  Please see the ADS website for details: 
www.archaeologydataservice.ac.uk 
 
Websites 
Websites are collected by the British Library’s Web Archive.  You can request that a website 
be collected (the technical term is “harvested”); you do not have to own the website to 
make a request.  Information about the Web Archive can be found at www.bl.uk/collection-
guides/uk-web-archive and the website nomination form at 
www.webarchive.org.uk/ukwa/info/nominate 
 
3.  The deposit process 
 
3.1 Before depositing 
 

• Please contact us when you are first considering depositing material to talk to an 
archivist.   
 

• Please make sure that the version you intend to deposit is the final version – we are 
not able to replace a deposited digital record with a more ‘up-to-date’ version.   

 

• Please prepare a list of the digital records you will be depositing.  This should include 
a list of the documents included on the disk/drive, which matches file names.  An 
example list can be found in Appendix A.  We aim to catalogue our collections, 
working to a cataloguing priority scheme.  The more information you can give us 
about the records, the quicker and easier it is for us to catalogue them.   
 

• Please contact us at an early stage if you are planning a project which will create 
digital records which you hope to deposit.  This will help to make sure that your 
project’s records are created in formats and with software which will be suitable for 

http://www.archaeologydataservice.ac.uk/
http://www.bl.uk/collection-guides/uk-web-archive
http://www.bl.uk/collection-guides/uk-web-archive
http://www.webarchive.org.uk/ukwa/info/nominate


4 
 

long-term preservation.  Your project budget will need to include some financial 
provision for the deposit of the records.  For more information, please see our 
Heritage Projects Guidelines.   
 

3.2 During deposit 
 

• When you deposit the records, we will fill out a form with you about the records to 
provide contextual information.    When making a deposit you must permit the South 
West Heritage Trust, or any successor body, to store, migrate, copy and rearrange 
the records for the purpose of digital preservation. 
 

• Please do not delete your copies of the files until we have verified that there are no 
problems with the deposited copies and we have successfully transferred the 
records to our digital preservation system.  Once you have received the accession 
receipt you can safely delete your copies. 
 

3.3 After depositing 
 

• We can return your carrier media to you after deposit but this may take up to three 
months.  This is because digital records have to undergo various processes before 
they can be uploaded to our digital preservation system.  Please make sure that we 
have your postal address and be aware that there will be a charge to cover postage 
costs.  If you do not want the storage media returned to you, we will confidentially 
destroy it on your behalf.   

 

• The deposit will be accessioned and, if possible, catalogued.  A receipt will be sent to 
you letting you know the accession and reference codes.  If cataloguing has been 
completed we will send a copy of the catalogue description.  The catalogue will also 
be available on the Somerset or Devon Archives online catalogue. 

 

• The records will be cared for in our digital preservation system.  The data will be kept 
securely on servers within the United Kingdom, with a tape backup copy. The system 
will make user copies of the data and, if necessary, make another copy of the record 
in the format recommended for long-term preservation (e.g. TIFF for images rather 
than JPG).  The original record in its original format will always be kept.   
 

• If the appearance of the carrier media is significant (such as a CD with a printed face 
or insert) the relevant items will be photographed, and those photographs will form 
part of the ongoing contextual information about the item. 

 
4.  Providing public access to records 
 
Records will be made available to the public via the computers in our searchroom unless 
there are restrictions on use (e.g. Data Protection considerations).   
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5.  Legal considerations 
 
The South West Heritage Trust has procedures in place to ensure information restricted 
under the Data Protection Act, 2018, is not made available to the public.  To find out more, 
please see our Statement of Policy for access to records restricted under the Data 
Protection Act, 2018, and the Freedom of Information Act, 2000, available on our website.  
Please be aware that the version of the digital item deposited with the South West Heritage 
Trust will be the master copy of the record.   
 
Please also note that we cannot return digital material once it has been deposited.  
Although it is possible to delete records from our systems, it is expensive for us to do so and 
backup copies may remain.   
 
Digital preservation systems are developing rapidly and these guidelines will be reviewed 
annually to ensure that they remain up to date. 
 
 
Version: 1  
Last updated November 2018 
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Appendix A: Example List of Digital Records for Deposit 
 

• If the file structure looks something like the below: 
 

 
 

• The accompanying list should appear like this: 
  

Filename Contents File type 

1998-2000 Parish council minutes, Jan 1998-Oct 2000 Microsoft Word 
 

2000-2003 Parish council minutes, Nov 2000-Jun 2003 Microsoft Word 
 

2003-2005 Parish council minutes, Jul 2003-Sep 2005 Microsoft Word 
 

2005-2007 Parish council minutes, Oct 2005-Dec 2007 Microsoft Word 
 

2008 Parish council minutes, Jan 2008-Dec 2008 Microsoft Word 
 

 


