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ACCESS POLICY
The Record Office makes available to all the written heritage of the counties of Leicestershire and Rutland and the City of Leicester. Access exists within the framework of resources, legislative requirements and preservation needs. The Record Office aims to facilitate and extend access by understanding user needs and finding alternative ways to make the information available. 

NOTES:
1. 
Written Heritage: this includes both original and printed material held by the Record Office which may be in any format including electronic.

2. 
Makes available: This policy assumes that records will be open to the public unless a specific reason exists to deny access. Researchers denied access will, in all cases, have reasons fully explained. Records may be accessed in a number of ways including personal consultation during public opening hours, provision of surrogates (e.g. microform, digital media) or research undertaken by a third party. The Record Office aims to provide choices, where possible, in how information is made available.

3. 
Researchers: This term is intended to include all users and potential users of the records. Statistical information may be gathered about the profile of researchers; however, access will not depend on purpose, subject or quality of research or frequency of use of the service. Researchers may be personal visitors or remote users.

4. 
Resources: The Record Office functions within available resources of budgets, space and staffing. Access to records exists within this framework. 

5. 
Legislative requirements: Access to certain classes of records may be governed by legislation such as the Data Protection Act (1998) and the Freedom of Information Act (2000). Provision of copies is also subject to legal controls. The owners of documents may have agreed specific controls on access as a condition of deposit.

6. 
Preservation needs: The first duty of the Record Office is to ensure the long term preservation of the material in its custody. Access may need to be restricted if harm to the records would result but will only be refused as a last resort.

February 2009
�





THE RECORD OFFICE FOR LEICESTERSHIRE, LEICESTER & RUTLAND


Long Street, Wigston Magna, Leicester, LE18 2AH


Tel : (0116) 257 1080      Fax : (0116) 257 1120


Email : recordoffice@leics.gov.uk 











