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Warwickshire County Record Office 
 

Acquisitions and Disposal policy 
 
1  Governing body 
 
  Warwickshire County Record Office forms part of the Heritage and Culture, 

Warwickshire within the Localities and Community Safety business unit of 
Warwickshire County Council 

 
    Warwickshire County Council’s record-keeping responsibilities are 

undertaken jointly by Warwickshire County Record Office and the Records 
Management Service.  Warwickshire County Record Office acknowledges the 
Records Management Policy for Warwickshire County Council. 

 
2 Contact details 
 
 Warwickshire County Record Office 

Priory Park 
Cape Road 
Warwickshire County Council CV34 4JS 
 
Telephone:  01926 738959 
Fax:    01926 738969 
Email:  recordoffice@warwickshire.gov.uk 
Website:  www.warwickshire.gov.uk/countyrecordoffice 

 
3  Statutory position 
 
 Warwickshire County Record Office endeavours to abide by all current 

legislation impacting on the management of archives1, including the following. 
 

Public Records Acts, 1958 and 1967 
 
Local Government (Records) Act, 1962 
 
Local Government Act, 1972 (ss 224-229) 
 
Parochial Registers and Records Measure, 1978 (amended 1992) 

 
 In addition to the above, Warwickshire County Record Office acknowledges 

legislative access regimes such as the Freedom of Information Act, 2000, the 
Data Protection Act, 1998, and Environmental Information Regulations, 2004. 

 
4 Official external recognition 
 
4.1 Warwickshire County Record Office is appointed as a place of deposit for 

public records outside the National Archives: Public Record Office.  The 
current Public Records (Places of Deposit) instrument is attached as 
appendix A, and gives details of classes of public record which Warwickshire 

                                                           
1
 In this policy, the word archives is used as follows:  “records which have been created by 

individuals or institutions in the course of their life or work in order to record an event or 
transaction and which are worthy of permanent preservation because of their evidential, 
administrative or historical importance”. 
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County Record Office is authorised to hold. 
 
4.2 Warwickshire County Record Office is recognised by the National Archives: 

Historic Manuscripts Commission as meeting the Standard for Record 
Repositories, and by the Master of the Rolls as a repository for manorial and 
tithe documents under the provision of section 144A (7) of the Law of 
Property Act 1922, and section 36 (2) of the Tithe Act 1936, as amended by 
section 7 (1) of the Local Government (Records) Act 1962. 

 
4.3 Warwickshire County Record Office has been designated by the Bishop of the 

Diocese of Birmingham as diocesan record office for those Anglican parishes 
lying within the Diocese of Birmingham and the County of Warwickshire, with 
the exception of those parishes lying within the City of Birmingham itself, but 
including those within the Metropolitan Borough of Solihull. 

 
4.4 Warwickshire County Record Office has been designated by the Bishop of the 

Diocese of Coventry as diocesan record office for the Anglican parishes lying 
within the Diocese of Coventry and the County of Warwickshire. 

 
4.5 Warwickshire County Record Office acts as official place of deposit for those 

Anglican parishes which fall within the Diocese of Gloucester and the County 
of Warwickshire by arrangement with the Diocese of Gloucester and the 
diocesan record office, Gloucestershire Record Office. 

 
Mission statement and priorities 
 
5 Mission statement 
 
5.1  Warwickshire County Record Office collects, preserves, catalogues and makes 

available to the public, records of significance to the study of Warwickshire and 
its people.   

 
 
 
To achieve this, we will 
 

 seek out and acquire historic records relating to the County 
  

 ensure the permanent preservation in usable condition of archival material by 
provision of appropriate storage, security, conservation,  repair and surrogacy 
programmes 

  

 provide public access to the records both in their original form and virtually and 
facilitate their use through on-site and indirect access to trained and qualified 
staff, finding aids and information resources 

  

 encourage and make provision for educational use of the service’s  collections 
and expertise, raising educational attainment levels amongst younger people 
and promoting the contribution of archives to lifelong learning to the community 
in general 

 

 raise awareness of the importance of archives in developing a sense of place 
and self for communities and individuals, thereby enriching people’s lives 
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 undertake and encourage the dissemination of information from the records to 
the widest possible audience 

  

 publicise and promote the nature and value of the County Record Office and 
the services it provides 

  

 to act as the corporate memory of Warwickshire County Council by 
encouraging and supporting the management of the County Council’s records 
  

 to meet all relevant statutory obligations and professional standards, and to 
support Warwickshire County Council’s corporate priorities  

 

 to manage record office resources in the most efficient and environmentally 
sustainable manner to achieve the above 

 
 
6 Geographical area   
 
6.1 Warwickshire County Record Office will acquire material from within, or 

relating to, the administrative county of Warwickshire as at 1 April 1974.  
Subject to the overriding principle that the integrity of archival groups should 
normally be preserved as far as possible and practicable, the record office will 
not acquire records relating to places outside Warwickshire unless they have 
a close connection with the area.   

 
6.2 Warwickshire County Record Office recognises the collecting policies of local 

authority archive repositories in the cities of Birmingham and Coventry, and 
the Shakespeare Birthplace Trust Record Office in Stratford-upon-Avon, all of 
which fall within the boundary of the historic county of Warwickshire.    We 
also recognise the existence of specialist repositories within the county.  
Warwickshire County Record Office seeks to avoid competition, conflict and 
duplication of effort, and aims to work closely with all interested parties to 
ensure that records are placed in the most appropriate home.  Records 
originating from or relating to Sutton Coldfield before its transfer to 
Birmingham City Council in 1974 are likely to have strong Warwickshire 
connections, and we would welcome negotiations with Birmingham City 
Archives over the appropriate place of deposit for any documents offered to 
either repository which fall into this category. 

 
6.3 Warwickshire County Record Office acknowledges the current lack of 

provision for archives for the Metropolitan Borough of Solihull, which formed 
part of the administrative county of Warwickshire until 1st April 1974.  
Warwickshire County Record Office will continue to collect pre-1974 records 
from, or relating to, Solihull, or where the integrity of existing collections would 
be compromised were complementary material not accepted.   Warwickshire 
County Record Office will continue to contribute to discussion on how to 
address the anomalous situation arising from the lack of provision for post-
1974 Solihull records. 

 
6.4 Warwickshire County Record Office will not actively encourage the deposit of 

records primarily relating to or arising in areas outside the current boundaries, 
unless there are exceptional circumstances and the agreement of any other 
interested archive authority has been sought. 
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7 Subject area 
 
7.1 Warwickshire County Record Office exists primarily to safeguard the records 

of Warwickshire County Council, but also collects more widely.  In addition to 
records acquired under statute (see 3. above), the service welcomes 
accessions from other organisations, businesses, non-conformist churches, 
other places of worship, clubs, societies, families and individuals within 
Warwickshire. 

 
7.2 The archives service will not seek to represent any particular historical, 

sectarian or other viewpoint in its acquisition of records, but to reflect as 
objectively as possible all aspects of Warwickshire’s past and present. 

 
 
8 Archival media and genres held 
 
8.1 Archives may be accepted in a range of formats, including paper, parchment, 

electronic or other digital media, microform, photographic, film or audio tapes.   
 
8.2 Records are accepted by the County Record Office when they are deemed by 

the Head of Heritage and Culture (Archives) to be of sufficiently high 
evidential or historical value as to merit permanent preservation.  Semi-
current records will not usually be accepted, except where special 
circumstances make this desirable, such as where public records are offered 
in advance of their expected date of transfer.  In such cases, the record office 
reserves the right to charge for storage and retrieval.  The record office also 
reserves the right to appraise semi-current records, subject to Operational 
Selection Policies (OSPs) issued by The National Archives and other relevant 
appraisal guidelines. 

 
8.3 In the case of electronic, digital media and audio tapes, the record office will 

develop policies to ensure the long-term management, preservation and 
access arrangements for such media.   

 
8.4 Where the format of archives requires specialist knowledge or facilities for 

storage or access, such as electronic, digital or audio-visual media, 
Warwickshire County Record Office will explore, if appropriate, the possibility 
of transferring materials to or working in partnership with a more appropriate 
repository, and will do so having consulted with relevant bodies and 
individuals. 

 
8.5 Printed materials, including books, newspapers and pamphlets will be 

acquired by Warwickshire County Record Office where they are judged to be 
likely to support the use of its archive holdings by researchers or staff.   

 
8.6 Warwickshire County Record Office will seek to acquire copies of documents 

held in other repositories if they relate closely to the existing holdings or to the 
acquisition policy. 

 
8.7 Warwickshire County Record Office aims to provide access to information 

about and copies of items from its collections to on-line users as well as those 
visiting the service in person. 

 
8.8 Warwickshire County Record Office will work in close co-operation with 

Warwickshire County Council’s Records Management Service to ensure the 
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systematic transfer of official records to its safekeeping.  The two services will 
work together to ensure the appropriate management and preservation of, 
and access to, Warwickshire County Council’s digital records and archives. 

 
8.9 Warwickshire County Record Office will not normally accept three-

dimensional artefacts unless they have a special relationship with the 
associated archives held.  Artefacts will normally be directed to the 
appropriate museum on the advice of Warwickshire County Council’s 
Museum Service. 

 
8.10 Warwickshire County Record Office will work in close co-operation with 

Warwickshire County Council’s Museums and Libraries to facilitate the 
transfer of archival material to the County Record Office where appropriate.  
The record office will also foster positive relationships with other museums 
and community groups within the county of Warwickshire in order to ensure 
that archival material is deposited with the most appropriate repository. 

 
9 Methods of acquisition 
 
9.1 Warwickshire County Record Office acquires records by gift, purchase, 

bequest, transfer and/or loan.   
 
9.2 Warwickshire County Record Office will evaluate archive collections prior to 

donation or deposit, and reserves the right to refuse, return or recommend the 
destruction of any material not deemed to be appropriate for permanent 
preservation. 

 
9.3 The office will not normally accept archives and records which are of a 

particularly specialist nature, requiring skills or equipment beyond the office’s 
resources to preserve, exploit or interpret. 

 
9.4  Warwickshire County Record Office has only very limited financial resources 

at its disposal for the purchase of documents, and wishes to avoid 
encouraging both the sale of historic documents in general, and contributing 
to the inflation of the market value of historic documents. 

 
Where purchase of documents is contemplated, Warwickshire County Record 
Office will seek to work in partnership with other agencies (such as the 
Friends of Warwickshire County Record Office, and local and national grant 
awarding bodies).  Warwickshire County Record Office will only purchase 
records  

 if there is no other more suitable repository interested in acquiring them 

 which meet the criteria set out elsewhere in this policy 

 which are of significance to the county’s history and heritage 

 which complement the service’s existing holdings 
 
9.5 Acquisitions purchased with the assistance of grant aid will be held subject to 

the terms and conditions of bodies from whom such aid has been received, 
provided these do not conflict with the spirit of our own terms and conditions.  
Where such a conflict exists, Warwickshire County Record Office will 
negotiate with a view to resolving any issues giving rise to concern. 

 
9.6 All archives and records received by the County Record Office will be 

processed in accordance with current accessioning procedures which record 
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information about the nature and provenance of the material in question. 
 
 
10 Disposal policy 
 
10.1 Warwickshire County Record Office accepts the principle that there should be 

a strong presumption against the disposal by sale of any documents in their 
ownership.   

 
10.2 Warwickshire County Record Office has authority to transfer records to a 

more suitable repository if it is considered that the documents would benefit 
from relocation. 

 
10.3 Records which the County Record Office decides are not worthy of 

permanent preservation will, in accordance with the depositor’s wishes as 
expressed in the written deposit agreement, either be returned to the 
depositor, transferred elsewhere or destroyed. 

 
10.4 The County Record Office reserves the right to retrospectively review its 

holdings against its relevant selection criteria, and dispose of material which 
is not worthy of permanent preservation, subject to securing any necessary 
permissions. 

 
11 Public availability 
 
11.1 Warwickshire County Record Office will systematically supply copies of its 

finding-aids to depositors and the National Register of Archives.   
 
11.2 Warwickshire County Record Office is already, and will continue to be, a 

contributor to the Access to Archives programme.  The record office will also 
consider participating in future initiatives of this kind. 

 
11.3 Warwickshire County Record Office is committed to providing hard copy and 

electronic versions of its catalogues in its searchroom and on its web pages 
respectively.  Please refer to the WCRO access policy for more information 
about access issues. 

 
12 Date of statement 
 
12.1 This policy statement was prepared by the Head of Archive Service in 

November 2003, and approved by Warwickshire County Council’s Cabinet in 
June 2004.  It was reviewed and updated in April 2009, March 2014 and May 
2017. 

 
12.2 It is due for review in April 2019, or sooner if substantial legislative or 

administrative changes so dictate. 


