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The purpose of this report is to 
outline the work of the 

Archive Service during the period 
December 2019 to February 2020 

 

 
 
1. Table of fees and charges 
 
 Members are asked to note the revised table of fees and charges from April 

2020 which is attached at Appendix 1 
 
2. Use of the Service 
 

Statistics for December 2019 to February 2020 
 

The number of members of public using the Service on-site, December 2019 to 
February 2020, was 1,134 and the total number reached by the Service on and 
off-site was 1,209. 

 
Number of on-site visits at Swansea, Neath and Port Talbot 1,134 (1,344) 
(figures in brackets represent the same quarter last year), comprising: 

 
Swansea 681 (882) 
Neath 256 (231) 
Port Talbot 15 (17) 
Group visits 182 (214) 
 
Number in audiences for off-site visits 75 (355) 
Number of pupils reached by the Education Service 71 (151) 



Numbers reached at special events 0 (65) 
Total numbers reached on and off-site 1209 (1,764) 
 
Number of documents issued in Swansea 2034 (2,109) 
Number of documents issued in Neath 111 (162) 
Number of post and email enquiries dealt with 366 (333) 
 
Number of hits to the Archive Service website 2,889 (3,182) 
Number of hits to the online catalogue 1,587 (317) 
Number of hits to WGAS catalogues on Archives Hub 17,158 (18,801) 
Number of hits to NAS catalogues on Archives Hub 787 (n/a) 
Number of page views on Ancestry 152,441 (139,701) 

 
3. Archives Accreditation 
 

As members will be aware from the previous meeting, the Archives 
Accreditation Panel made the award of Accreditation provisional upon a series 
of actions to be undertaken by November 2020.  One of these was for the 
Service to review its policies in order to create a single coherent policy 
framework.  A new unified policy for the management of the archive collections 
will be brought to a future meeting of the Committee.  In the meantime, all those 
policies which will need to remain separate have been reviewed and updated 
and are attached at Appendix 1.  
Members are requested to approve all the revised Archive Service policies 
attached at Appendix 2. 
 

4. Archives Card 
 
In February, the Archive Service helped to pilot the new Archives Card which 
was launched across England and Wales at the beginning of March.  The 
Archives Card represents a significant step forward for archive users, a single 
ticket which provides access to over forty archives (including nearly all of the 
local archives in Wales).  The Card is administered by the Archives and 
Records Association, is sponsored by the website Ancestry and has received a 
generous grant from Welsh Government agency MALD for its contribution to 
the archives sector in Wales.  The new resource is fully bilingual for the public. 

 
5. Service outreach 
 
 Exhibitions and events 
 
 The Archive Service loaned out the following exhibitions during the quarter. 
 

‘Jewish Refugees in South Wales 1933-1945’ at the NPT official 
ceremony marking Holocaust Memorial Day, Princess Royal Theatre 
Port Talbot 
‘Celebrating Swansea’ at Pentrehafod School Swansea (section relating 
to refugees) for their Holocaust Memorial Day commemorations 
‘Swansea: 50 years of city status’ at Terrace Road Primary School 
Swansea 



 
Publications 
 

 Using the remaining funds in the Publications Reserve, the Archive Service 
reprinted a 1994 publication of the former Swansea City Archives, ‘The Three 
Nights Blitz’.  It was one of the most popular Archive Service titles and had long 
been out of print.  The reprinted book was launched in the archives in February 
with an introductory talk by the author Dr John Alban on the 79th anniversary of 
the third night of the Blitz on the town. 
 
Education Service 
 
During the quarter, sessions have been delivered to the following primary and 
secondary schools either on-site or in the Archives: 
 

Gowerton Primary 
 
Three sessions were also delivered to students of Swansea University and one 
to students of the University of Wales Trinity St David. 

 
6. Professional meetings and partnership working 
 
 During the quarter, Archive staff have attended the following professional 

meetings, and have taken part in partnership work, as follows: 
 

 South Wales Record Society Committee 
 Working group meetings for the Archives Card (by teleconference) 
 Working group on the renewal of the contract for online publication of the 

Welsh parish registers (by teleconference) 
 
 Archive staff provided career guidance to students during a morning session 

at the Swansea University Careers Fair in February. 
 
 The County Archivist attended an evening ceremony to celebrate the 80th 

anniversary of Glamorgan Record Office (now Glamorgan Archives) and the 
tenth anniversary of its new building in Cardiff.  He presented retiring 
Glamorgan Archivist Susan Edwards with a gift from colleagues in Archives 
and Records Council Wales. 

 
 The County Archivist also attended in Margam Orangery the dining-out of the 

retiring Lord Lieutenant and former chair of this Committee.   The Lord 
Lieutenant asked that his gratitude be conveyed to all members for the gift 
presented by them at the last Committee meeting. 

 
7. Archive Service logo 
 
 The Archive Service has refreshed its logo in recognition of the change to the 

Neath Port Talbot Council logo (the Archive Service logo uses the colours of 
its two parent authorities) and the protocol in both authorities now being for 
Welsh language to appear before English in bilingual text. 



 
 
8. Accessions of archive collections 
 
 A comprehensive list of archives received during the period December 2019 

to February 2020 is attached for information at Appendix 3. 
 
 
Contact Officer: Kim Collis, County Archivist 
Tel: 01792 636760   
Email: kim.collis@swansea.gov.uk  
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APPENDIX 1 
 

 
CHARGES FROM APRIL 2020 

 
 

 
Research INCLUSIVE OF VAT 

Commissioned research- individuals £30.00 per hour (£15 per half hour) 

Commissioned research- companies £50.00 per hour (exclusive of VAT) 

Family History training session £10.00 per hour 

Quick search £5.00 

Photocopies INCLUSIVE OF VAT 

A3 and A4 photocopies from documents/printout 
from microform 

60p 

Printout from PC 20p 

A3 or A4 scan (printout, sent by email or placed 
on Dropbox) 

£2.50 per image 
 

Microfilm printouts and document copying (A3 and 
A4) (orders sent by post) 

60p per sheet, £6 minimum charge 

Certified copies £10.50 

  

Special or bulk orders: prices available on request 

Reproduction fees: publication INCLUSIVE OF VAT 

Non-commercial publications, articles for journals, 
theses 

No charge, but a free copy of the 
publication will usually be requested 

Books and periodicals- b/w- world rights £65.00 

Books and periodicals - colour- world rights £130.00 

Books and periodicals - b/w- English language 
rights 

£32.50 

Books and periodicals - colour- English language 
rights 

£65.00 

Reproduction fees: broadcast EXCLUSIVE OF VAT 

Rostrum filming in the searchroom £105 per session (up to half day) 

Broadcast of archive film footage or archive stills 
– Wales TV, single channel (one-off use) 

£5.00 per second 

Broadcast of archive film footage or archive stills 
– UK TV (Licensed for re-use over 5 years) 

£10.00 per second 

For more complex broadcast reproduction fees our terms and rates follow those of the 
National Screen and Sound Archive of Wales 

Swansea Hereditary Freedom certificates INCLUSIVE OF VAT 

A3, supplied only to eligible candidates £50.00 

  

Talks and school sessions  

Speaker fee for talks (evening talks only) £25.00 

School session delivered in the Archives No charge 

School session delivered at the school £50.00 per class session 



APPENDIX 2 
 

ARCHIVE SERVICE REVISED POLICIES FOR APPROVAL 
 
 

 

SECURITY POLICY 

 
 
1. Context of the policy 
 
West Glamorgan Archive Service (WGAS) is a joint service for the Councils of the City 
and County of Swansea and Neath Port Talbot County Borough, reporting to the West 
Glamorgan Archives Committee. 
 
WGAS is based in Swansea Civic Centre and operates an additional service point at 
the Neath Mechanics Institute.  WGAS provides a professional service to donors, 
depositors and users of archives in accordance with national standards of access to 
archives, in particular the Archives Accreditation Standard. 
 
WGAS publishes information about its performance in the form of an annual report 
available through its web pages on the Swansea Council website.  It also provides 
annual statistical returns to the Chartered Institute of Public Finance and Accountancy 
and annual lists of its accessions to The National Archives. 
 
This policy forms part of a suite of Archive Service policies as published on the Archive 
Service web pages on the Swansea Council website.  Hard copies are also made 
available in the archive searchrooms. 
 
 
2. Purpose of the policy 
 
An important part of the work of WGAS is ensuring the security of the archives it holds, 
both while they are in storage and when they are in use. This policy sets out the 
procedures WGAS has in place to ensure the security of its holdings and the 
information recorded in them. 
 
 
3. Security of the strongrooms 
 
The archives held by WGAS in Swansea Civic Centre are stored in environmentally-
controlled and monitored strongrooms to which unsupervised access is granted only 
to members of WGAS staff.  They can be accessed only from areas of the building 
which are not open to the general public.  Unsupervised access to strongrooms by 
maintenance and security personnel or contractors is not permitted.  The strongrooms 
are fitted with an intruder alarm system. 
 



The archives belonging to the Neath Antiquarian Society which are managed by 
WGAS on behalf of the Society are stored in environmentally-monitored strongrooms 
to which unsupervised access is only granted to WGAS staff and a restricted number 
of Neath Antiquarian Society Committee members.  Unsupervised access to 
strongrooms by maintenance and security personnel or contractors is not permitted.  
The strongroom is fitted with an intruder alarm system. 
 
Keys to strongrooms in both premises are kept securely at all times. Access to keys 
outside office hours is allowed to designated out-of-hours key-holders only. 
 
 
4. Reader registration 
 
WGAS participates in the Archives Card reader’s ticket scheme, which is administered 
by ARA Commercial, a branch of the Archives and Records Association.  A reader’s 
ticket (full ticket or day pass) is required for the use of original archival material in either 
of the WGAS premises. 
 
Registration for an Archives Card can be commenced online from any location, 
however a card is only issued on production of two forms of ID taken from a list of 
acceptable documents.  The process follows closely UK government guidelines for 
identity verification. 
 
 
5. Security measures in the searchroom 
 
Public access to archives is provided only in the archive searchrooms in Swansea and 
Neath while under continuous supervision by a member of WGAS staff.  Conduct of 
researchers is subject to the searchroom regulations (see appendix). 
 
Lockers are provided in the reception area both in the Civic Centre and the Neath 
Mechanics’ Institute. Researchers are required to place their bags and coats in these 
and retain the key for the duration of their visit, to ensure the security of both the 
archives they consult and their own belongings. 
 
Researchers must fill in a document request slip for each document they wish to see. 
The request slips must carry the researcher’s name and reader’s ticket number, legibly 
written, along with the reference number of the document.  
 
Documents retrieved by WGAS staff are produced for consultation in the searchroom 
only. Under no circumstances are researchers permitted to remove documents from 
the archive searchroom.  The archivist on duty reserves the right to refuse to produce 
documents for any researcher whom he or she considers to present a risk to their 
security. 
 
Where documents are issued on loan for exhibition and display it will be only to another 
museum or archive with a similar level of security, as set out in the WGAS loans policy. 
 
 
  



6. Volunteers, contractors and temporary staff 
 
All volunteers taken on by WGAS will complete an application form, giving the names 
of two referees, as set out in the WGAS Volunteers Strategy.  Volunteers and 
temporary staff working in the archives will not be allowed unsupervised access to the 
strongrooms or the strongroom keys. 
Contractors employed by WGAS will not be allowed unsupervised access to the 
strongrooms. Where access to the strongrooms is required, a member of staff will 
accompany and supervise them. 
 
 
7. Protection and disposal of personal or sensitive information 
 
Archives that contain personal information of living people (or those who are presumed 
may still be alive, judging from the date range of the records) will be dealt with 
according to the terms of the General Data Protection Regulation 2016 and the Data 
Protection Act 2018..  
 
Records which fall within the scope of data protection legislation are usually identified 
as such in the archive catalogues, however the archivist on duty has discretion to 
withhold any record for this reason, or allow access on the basis of a data protection 
waiver signed by the researcher.  Such a waiver commits the researcher not to record 
or reproduce any personal information as a result of their access to the document. 
 
Documents received by WGAS which are not judged to be worthy of permanent 
preservation will be disposed of confidentially, as set out in the Appraisal of 
Documents Policy. 
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LOANS POLICY 

 
 
1. Context of the policy 
 
West Glamorgan Archive Service (WGAS) is a joint service for the Councils of the City 
and County of Swansea and Neath Port Talbot County Borough, reporting to the West 
Glamorgan Archives Committee. 
 
WGAS is based in Swansea Civic Centre and operates an additional service point at 
the Neath Mechanics Institute.  WGAS provides a professional service to donors, 
depositors and users of archives in accordance with national standards of access to 
archives, in particular the Archives Accreditation Standard. 
 
WGAS publishes information about its performance in the form of an annual report 
available through its web pages on the Swansea Council website.  It also provides 
annual statistical returns to the Chartered Institute of Public Finance and Accountancy 
and annual lists of its accessions to The National Archives. 
 
This policy forms part of a suite of Archive Service policies as published on the Archive 
Service web pages on the Swansea Council website.  Hard copies are also made 
available in the archive searchrooms. 
 
 
2. Definitions used in the policy 
 
Deposit: a transfer of documents to WGAS on permanent loan, whereby ownership 
still resides with the depositor. 
Depositor: the legal owner of documents transferred to WGAS on permanent loan. 
The depositor may be an individual or an organisation. 
Donation: a transfer of documents to WGAS as a gift, whereby WGAS becomes the 
legal owner. 
Donor: person or organisation who transfers archives to WGAS as a gift. 
 
 
3. Purpose of the policy 
 
As outlined in its security policy, WGAS does not permit its searchers to borrow 
archives, or to take them out of the searchroom for any reason.  However, there are 
situations where documents are temporarily transferred to other institutions or to the 
original owner.  This policy outlines the appropriate arrangements in each of these 
scenarios.  
 
Depositors of documents (or their agents) may withdraw documents they have 
deposited with WGAS, as outlined in WGAS Conditions of deposit.and strictly by prior 
arrangement. 
 



Donors of documents do not have the right to withdraw documents they have donated. 
However, in exceptional circumstances, permission to withdraw them temporarily  may 
be given, subject to the same conditions imposed upon depositors. 
 
One purpose of this policy is to outline the methods by which documents may also be 
loaned to other institutions on a temporary basis for the specific purposes outlined 
below. 
 
4. Arrangements for temporary withdrawal of documents by a depositor 
 
Withdrawal of documents by depositors must be by prior arrangement with WGAS.  
Any agent acting on behalf of a depositor must bring written instructions from the 
depositor, naming the agent and the purpose for the loan  WGAS will require proof of 
identity.  A loans request form will be completed, stating the purpose for withdrawal, 
the conditions under which the documents will be kept, and a date for their return.  
WGAS reserves the right to refuse a request to loan documents if it is deemed that 
this will result in their irreversible damage. 
 
 
5. Arrangements for temporary transfer of documents to other institutions 
 
Documents may also be transferred by WGAS to other institutions on a temporary 
basis for the specific purposes listed below. WGAS must be satisfied that the 
documents will be conveyed and kept in secure conditions that will not be detrimental 
to their long-term preservation: 
 
a. Conservation: documents that require conservation, may be transferred to an 

approved conservator.  A conservation worksheet will be completed for each 
document, giving details of its condition and required treatment.  

b. Copying: documents may be transferred temporarily to an institution or private 
company for specialist copying. In the case of deposited collections, the 
permission of the depositor will be sought before proceeding. 

c. Cataloguing: if a collection is to be catalogued as part of a collaborative project 
at another institution, it may be transferred on a temporary basis, subject to 
WGAS being satisfied with the storage conditions and security arrangements. In 
the case of deposited collections, the permission of the depositor will be sought 
before proceeding. 

d. Display: in exceptional circumstances, documents may be transferred to other 
institutions for display purposes. WGAS must be satisfied that the documents will 
be kept in conditions that are sufficiently secure and which will not be detrimental 
to the preservation of the documents. In the case of deposited collections, the 
permission of the depositor will be sought before proceeding. 

 
 
6. Loan conditions 
 
In this section, “recipient” means the person to whom the documents are loaned, and 
who takes responsibility for them once they have been removed from WGAS. 
 



a. The recipient will complete and sign the relevant loans form outlining the 
circumstances for the loan. 

b. The recipient will take responsibility for the documents while they are in their 
custody. 

c. The recipient will undertake to transport and keep loaned documents in secure 
conditions, where the environment is not such as is likely to cause damage and 
deterioration. 

d. The recipient will ensure that documents are returned by the due date. If they are 
required for longer, the recipient will inform WGAS and set a new date by which 
they should be returned. 

e. WGAS should be informed if the recipient intends to transfer the documents to a 
third party. Similar conditions to the above should be imposed upon the third 
party. 
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Appendix 
 

Searchroom Regulations 
 

 Readers wishing to consult original documents must be in possession of a valid 
reader's ticket. This is not transferable and should be presented at each visit to the 
Archive Service. Registration for a reader's ticket constitutes an agreement to 
abide by these regulations. 

 Readers may not smoke, drink or eat in the searchroom. 

 Only pencil may be used for making notes in the searchroom. 

 Bags and briefcases must be placed in the lockers at reception. 

 Documents must not be written upon or marked in any way, and readers must not 
lean on any document or place upon it any book, paper or other document or item. 
Tracings may be made by arrangement with the staff, who may specify the way in 
which they are made. Readers observing damage to documents should report it to 
the Archivist. 

 The issue of documents is at the discretion of the Archive staff. Documents must not 
be taken from the archive searchroom. Documents which are no longer required 
by the reader should be returned to the Archive staff. All documents should be 
returned to the staff by 4.45pm (6.45pm on Tuesdays). 

 Not more than one bundle or file, or 3 volumes, may be in use at any one time. Where 
a reader is issued with loose documents in a bundle or file, these items must be 
retained in their proper order and kept in their folder. Similar conditions apply to the 
issue of photographic material. Before issue, these papers or photographs will be 
counted and checked by staff who will likewise check them on their return. 

 In consideration for other readers, the archive searchroom must be kept as quiet as 
possible. Readers are asked not to make or receive mobile phone calls in this area. 

 Photocopying is undertaken at the discretion of the Archive staff. Photocopying will 
not be permitted where there is a risk of damage to documents or where copyright 
is reserved. Except in cases where copyright is reserved, readers can use a 
camera to photograph documents, provided the relevant copyright declaration form 
is completed. While readers may refer to and quote freely from most documents, 
permission to reproduce documents, maps and pictorial material in publications 
should be sought in writing from the County Archivist, for which there may be a 
charge. 

 
  



 

ACCESS POLICY 

 
 
1. Context of the policy 
 
West Glamorgan Archive Service (WGAS) is a joint service for the Councils of the City 
and County of Swansea and Neath Port Talbot County Borough, reporting to the West 
Glamorgan Archives Committee. 
 
WGAS is based in Swansea Civic Centre and operates an additional service point at 
the Neath Mechanics Institute.  WGAS provides a professional service to donors, 
depositors and users of archives in accordance with national standards of access to 
archives, in particular the Archives Accreditation Standard. 
 
WGAS publishes information about its performance in the form of an annual report 
available through its web pages on the Swansea Council website.  It also provides 
annual statistical returns to the Chartered Institute of Public Finance and Accountancy 
and annual lists of its accessions to The National Archives. 
 
This policy forms part of a suite of Archive Service policies as published on the Archive 
Service web pages on the Swansea Council website.  Hard copies are also made 
available in the archive searchrooms. 
 
 
2. Definition of terms used in the policy 
 
Community: The community served by WGAS includes the residents of the City and 
County of Swansea, residents of Neath Port Talbot County Borough, and other UK 
and overseas residents. They may or may not make personal visits to WGAS 
premises. They may contact WGAS by post, email or telephone. 
 
User: WGAS users include any person who uses any kind of service provided by it, 
and includes casual or marginal users of the service as well as established users. 
 
Researcher: A researcher is someone using WGAS for research, including potential 
and future researchers. 
 
Stakeholder: WGAS stakeholders include its parent authorities, donors and 
depositors of records, partner organisations, users of the service and potential users 
who form part of our target audiences. 
 
 
3. Purpose of the policy 
 
WGAS has prepared this Access Policy in line with the principles and provisions of the 
Archives Accreditation Standard.  It is also to be read in conjunction with other WGAS 
polices, strategies and service plans. 



 
This policy outlines the principles which will ensure all WGAS stakeholders are aware 
of their rights and responsibilities in relation to access to the services which WGAS 
provides. 
 
 
4. General principles of the policy 
 
a. WGAS shall aim to serve its community as effectively and efficiently as possible 

within its allocated annual budget and any additional funding received for specific 
projects. 

b. WGAS shall aim to serve all of its community, devising a range of services 
appropriate to the community’s stated or implied needs. It will not discriminate 
against any member of its community.  WGAS welcomes donations and deposits 
of archival material from all of its community, in line with its Collection Policy. 

c. The constitutional framework, operation and leadership of WGAS is transparent 
and communicated through a variety of means.  It is made clear therein who 
manages the Service, and how they can be contacted.  All staff are clearly 
identifiable and are fully trained to undertake their jobs, or are supervised 
trainees. 

d. Historical records are collected and preserved by WGAS on the general 
understanding that they will be made accessible to all who wish to use them for 
study and research, subject to any relevant legal restrictions or preservation 
issues. 

e. WGAS aims to encourage as much access by researchers to primary source 
material as is compatible with the permanent preservation of unique and 
irreplaceable material. There should be a presumption of openness.  Any 
restrictions on access, along with the reasons for these restrictions, are clearly 
communicated to users. 

f. Some of WGAS’s services function through processes in which the user is an 
active participant and in which he or she has responsibilities as well as rights 
(such as when providing public access to original archival material).  WGAS shall 
communicate clearly these responsibilities to users when and where appropriate. 

 
 
5. Providing on-site access 
 
WGAS provides an on-site public service for its community from its headquarters in 
Swansea Civic Centre and from its service point in Neath.  Access to original 
documents held by WGAS is provided in the archive searchroom at Swansea Civic 
Centre.  Access to original documents held by the Neath Antiquarian Society is 
provided in the archive searchroom in the Neath Mechanics Institute. This service is 
managed by WGAS with the assistance of the Neath Antiquarian Society. 
 
Practical information on how to access WGAS facilities is made widely available to the 
public both in hard copy and online.  Researchers are required to register for an 
archive reader’s ticket prior to accessing original archival material in either of these 
two locations. Information on both the registration process and the documentation 
required to register is made available to the public online and in hard copy. 
 



Archive Service staff are available at each service point to supervise and assist 
researchers in the use of original, facsimile and surrogate material.  Finding aids are 
provided in the form of detailed handlists and indexes, which are also available in a 
searchable form online. 
 
Rules and procedures for the use of the searchrooms in each service point are clearly 
displayed. By registering as a user of WGAS, researchers agree to abide by these 
rules and procedures.  In these rules, the Archive Service makes clear to users their 
responsibility to assist in ensuring the long-term preservation of archival materials.  
The Archive Service also requires all service users to treat other users and Archive 
Service staff with consideration. 
 
At both service points, individual users can obtain information on the use of archives 
for research, and view a range of resources relating to the area covered, in facsimile 
or surrogate form.  The Archive Service also welcomes visits from external groups, 
including local societies, schools and universities. 
 
When welcoming individual users or visiting groups, the Archive Service provides 
physical access, signage and on-site facilities which are compliant with the Equalities 
Act 2010 and with the current rules and guidelines of its parent authorities.  WGAS 
has a feedback mechanism for receiving comments and complaints from users at both  
 
WGAS participates regularly in the Archives and Records Association’s UK National 
Survey of Archive Users in order to gauge levels of user satisfaction with its service. 
 
 
6. Outreach and engagement work and remote access to the service 
 
The Archive Service aims to reach out to potential users of the service through special 
events in order to develop our user base, in line with targets outlined in the WGAS 
Audience Development Plan. 
 
The Archive Service recognises that not all its users wish, or are able to visit one of 
the service points in person. Basic enquiries about Archive Service holdings are 
therefore welcomed by telephone, post and email. A research service is available 
where remote users have more in-depth queries, and a reasonable charge is made 
for this service  The Archive Service aims to respond to all written enquiries within 10 
working days. 
 
The Archive Service makes information on the service provided, including details of 
opening hours, locations and collections held, available on its web pages on the 
Swansea Council website.  WGAS provides remote access to its catalogue on its 
website and also through partnership working with the Archives Hub. 
 
 
7. Access restrictions  
 
The Archive Service has a limited number of research spaces, and on busy days it 
may not be possible to accommodate everyone wishing to use the facilities within the 



research area. Advance bookings can be made, and details of how to make a booking 
are made available to the public. 
 
The Archive Service strives to provide copies of archive materials when requested. 
Where copies cannot be made, the reasons will be fully explained to the user. 
 
Archives that contain personal information of living people (or those who are presumed 
may still be alive, judging from the date range of the records) will be dealt with 
according to the terms of the General Data Protection Regulation 2016 and the Data 
Protection Act 2018..  
 
Records which fall within the scope of data protection legislation are usually identified 
as such in the archive catalogues, however the archivist on duty has discretion to 
withhold any record for this reason, or allow access on the basis of a data protection 
waiver signed by the researcher.  Such a waiver commits the researcher not to record 
or reproduce any personal information as a result of their access to the document. 
 
The Archive Service endeavours to provide access to new deposits as soon as 
possible after receipt. Collections are added to a cataloguing programme which is 
subject to change according to the demands of the service. Collections will not usually 
be made available to researchers until they are fully catalogued. 
 
 
8. Fees and charges 
 
On-site personal access to the collections is free of charge, although a fee is charged 
for photocopies and scans provided on request. A table of fees and charges is 
advertised in WGAS searchrooms and on the WGAS web pages on the Swansea 
Council website.  The use of a camera for recording personal research is free of 
charge. 
 
Current service charges are outlined in a Fees and Charges notice which is updated 
and re-issued annually at the start of the financial year.  These charges are publicised 
to users through notices in all service points and through the Archive Service website. 
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POLICY ON THE USE OF 
ARCHIVES BY THE MEDIA 

 
1. Context of this policy 
 
West Glamorgan Archive Service (WGAS) is a joint service for the Councils of the City 
and County of Swansea and Neath Port Talbot County Borough, reporting to the West 
Glamorgan Archives Committee. 
 
WGAS is based in Swansea Civic Centre and operates an additional service point at 
the Neath Mechanics Institute.  WGAS provides a professional service to donors, 
depositors and users of archives in accordance with national standards of access to 
archives, in particular the Archives Accreditation Standard. 
 
WGAS publishes information about its performance in the form of an annual report 
available through its web pages on the Swansea Council website.  It also provides 
annual statistical returns to the Chartered Institute of Public Finance and Accountancy 
and annual lists of its accessions to The National Archives. 
 
This policy forms part of a suite of Archive Service policies as published on the Archive 
Service web pages on the Swansea Council website.  Hard copies are also made 
available in the archive searchrooms 
 
2. Media research 
 
Media researchers are welcome to visit the Archive Service to undertake research at 
any time during normal opening hours. All media researchers must register for a 
reader’s ticket and abide by the searchroom regulations like other service users. 
 
While WGAS staff can provide help in highlighting collections and relevant indexes, 
they are unable to undertake research themselves other than through the advertised 
research service. Details of this service can be found on the WGAS web pages on the 
Swansea Council website.   
 
WGAS welcomes discussion of ideas for future projects, be they printed articles, online 
resources, or radio and television programmes. These initial enquiries should be made 
as far in advance as possible.  WGAS requires advance notice of the intended use of 
original documents in filming. It is advisable for the production team to discuss 
requirements at least 2 weeks prior to the intended date of filming.  Accurate 
references for the documents to be filmed are required at least two days in advance. 
 
3. On-site filming in the archives 
 
Onsite filming in the archives should be undertaken during normal office hours. If 
filming needs to be undertaken outside office hours, permission should be sought from 
the County Archivist and an additional out-of-hours facility fee will be charged. Out-of-
hours filming will be dependent on the availability of staff. 
 



The security and safety of the documents is a priority. Documents will only be 
produced for filming where risk of damage is minimal.  Handling of documents should 
be kept to a minimum and. documents should be handled with care before and while 
filming takes place.  The documents should not be subjected to excessive heat, and 
cold lights should be used wherever possible. 
 
Filming will be supervised at all times by West Glamorgan Archive Service staff.  All 
filming must be stopped if requested by Archive Service staff, and WGAS staff reserve 
the right to withdraw documents from filming if they believe them to be at risk of 
damage. 
 
In the case of onsite filming, it is advisable for a member of the production team to visit 
the archives premises in advance of filming in order to ascertain its suitability as a 
location.  Accurate references for the documents to be filmed are required at least two 
days prior to filming. These can be ascertained by liaising with Archive Service staff. 
 
Permission of the owners of the documents to be filmed must be obtained in writing 
prior to filming. WGAS will seek the necessary permissions on behalf of the company. 
The charge for this will be included in the facility fee.  It is the responsibility of the 
media company to ensure that subsequent use of the material filmed does not infringe 
any copyright conditions. 
 
Where researchers visiting WGAS may be shown on film, relevant permissions must 
be obtained from the individuals concerned. 
 
It is the responsibility of the media company to ensure it has adequate insurance to 
cover filming / photography on WGAS premises. 
 
An agreement to abide by the conditions outlined in this policy must be signed in 
advance of filming. Filming will not be permitted without a signed agreement. 
 
4. Fees and acknowledgements 
 
A facility fee will be charged to media companies or bodies undertaking filming at 
WGAS. Details of fees and charges are advertised on the WGAS web pages on the 
Swansea Council website.   
 
The facility fee includes the cost of hiring the premises, staff time, use of utilities, the 
use of documents and the professional expertise of staff.  Invoice payment details 
must be provided in advance of filming.  The facility fee must be agreed in advance. 
 
Local radio or newspapers will not normally be charged a facility fee, unless requests 
have a significant commercial application or require extensive staff input.  
 
Correct acknowledgement of WGAS is required in the resulting regardless of whether 
a fee is charged.  WGAS should be informed of the intended date/s of transmission of 
the programme. 
 
 

Policy dated March 2020, for review by March 2025 



APPENDIX 3 
 

ACCESSIONS OF ARCHIVES 
December 2019-February 2020 

 

Creator/originator Description Dates Extent Reference number 

Private deposit Group photograph showing 
Gorseinon Chamber of Commerce 
(Llwchwr Grocers) on a trip tp British 
Canners Ltd. (Wye Valley Preserves) 
Hereford 

8th July 1954 1 item  

City and County of 
Swansea 

Craigcefnparc Primary School class 
photographs, 2015-2016; Year Book, 
2019-2020 and nursery school 
portfolio, 2011 (includes class 
photographs)  

2011-2016 6 items  

Dyffryn Clydach 
Community Council 

Copies of 'Ymlaen’ – newsletter of 
Dyffryn Clydach Community Council 

2017-2019   

Undeb Bedyddwyr Cymru Newsletter Winter 2019 2 leaflets  

Southgate County Club Minutes 2002-2025 1 file  

Roy Kneath Collection St Theodore's, Port Talbot parish 
magazines, 1905-1931; Welfare Hall 
Cinema, Fforestfach film distribution 
despatch notes, 1960-1970 

 1 bundle; 4 vols D/D Z 837 

Roy Kneath Collection Bundle of aerial photographs 
(Meridian Airmaps Ltd and Hunting 
Surveys Ltd) 

1963-1966 1 bundle D/D Z 837 

Private deposit Group photograph showing ministers 
and deacons of Trinity Chapel, 
Glanmor Park Road, Swansea 

c.1950 1 item  

Neath Road School, 
Morriston 

Album of photographs showing 
pupils, staff and the school building 

1920 1 vol.  

Bethel, Capel yr 
Annibynwyr, Sgeti 

Burial registers and register of 
purchase of grave plots (loan for 
copying) 

1847-2018 4 vols (facsimile 
made) 

D/D Ind 16/2/1-4 



Creator/originator Description Dates Extent Reference number 

St Paul's, Sketty: Women 
on Wednesday Church 
Group 

Accounts 1989-2019 1 box  

Finance Act 1910 Map 
images 

Photographs of the Finance Act 1910 
Map Sheets  

1910-1915 1 CD ROM  

Private Deposit Records of Swansea Men and 
Women who served during WWII 

2010s 7 envelopes  

Royal Institution of South 
Wales 

RISW newsletters 2019; AGM, 2020; 
Swansea Museum 2030: ideas for 
discussion, 2019 

2019-2020 5 booklets  

Photographs Photographs of groups of smelters at 
the Bryngwyn Works; photographs of 
class and teachers at Gorseinon 
Boys' School; photograph of 'KRFC' 
(?Kingsbridge Rugby Football Club) 

1920s-1930s 7 photographs  

Private deposit Certificate recording the planting of a 
row of 15 trees in the name of Mrs R. 
Britz, Swansea at the Winston 
Churchill Forest, Galilee, Israel 

May 1966 1 item  

Private deposit Ephemera relating to the Swansea 
Hebrew Congregation including 
newspaper cuttings; order of events 
at the Holocaust Memorial Evening, 
Port Talbot, 2004; polaroid 
photographs of Swansea Hebrew 
Congregation cemetery 

c. late 1990s - 2008 1 large envelope  

Private deposit Liberal Social Club and Institute (St. 
James Crescent, Swansea) minutes  

1977-1983 4 vols  

Peter Hall Video Collection Videos: Donald Richard Bowen, 
WW2 Veteran; Clydach Art Gallery 
open evening; Brief History of 
Policing in Swansea (film and 
PowerPoint presentation). 

2020 4 digital files D/D Z 717/64-66 

Private deposit Records of the West Wales Rugby 
Football League including year 
books; bye laws and minute book 

1920s-1940s 1 envelope  



Creator/originator Description Dates Extent Reference number 

City and County of 
Swansea 

50th anniversary of Swansea's city 
status: commemorative New 
Testament and Psalms 

2019 1 vol.  

Private deposit Copies of photographs of children at 
Ynys-y-Plant Children's Home, West 
Cross, Swansea  

1959-1960 1 envelope  

Private donation Photographs of Swansea, including 
the North and South Docks, High 
Street, Weaver's Building, old 
Guildhall, Palace Theatre, Maritime 
Quarter and Leisure Centre 

1979 18 photographs D/D Z 586/6/1-18 

Penrice Estate Various documents including labour 
accounts, correspondence, records 
relating to repairs to estate properties 
and supply of materials, and Oxwich 
School 

1850s-1890s 1 crate  

Llanrhidian Higher 
Community Council 

Minutes and agenda Feb. 2020 1 file  

Photographic material Three photographs of the Mumbles 
Railway 

1960s 3 photographs  

Private donation Two copies of 'Swansea Harriers 
1962-1987' by Dil Robbins 

2020 2 vols (duplicates) D/D Z 1088/1  

Pennard Parish Hall Minutes of Management Committee 2013-2018 1 file  

Anonymous deposit Geological maps c. 1870 9 plans  

Private donation MA dissertation by Sara Fox entitled 
'The late 18th and early 19th century 
landscape at Middleton Hall' (refers to 
the artist and cartographer Thomas 
Hornor) 

2014 1 vol. Thesis 3 

Clive Reed Collection Records relating to Swansea Canal, 
coal mining, Pontardawe, social 
history, photographs and documents 

19th-20th cent. 1 bag  

St Ciwg's Church, 
Llangiwg 

Bishop's Transcripts and registers, 
1672-1812; clergy, 1662-2019; 
indices of bmd, 1662-2019 

1662-2019 1 vol.  

 


