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Summary 

Headlines 
The Archives and Cornish Studies Service is committed to providing access to 
the records we hold wherever possible.  In a small number of cases, however, 
access to items may be restricted.  This policy outlines the reasons for these 
restrictions and ways in which people can request access to information from 
such records. 

Distribution - who needs to be aware of this policy 

Archives and Cornish Studies Service staff 

Cornwall Council members, officers and stakeholders 

The National Archives  

 

Context 

Background - why this policy is needed 

The Archive and Cornish Studies Service is the local authority archive for 
Cornwall.  It is recognised by the National Archives as a Place of Deposit for 
public records for Cornwall and the Isles of Scilly.  The service is also appointed 
as the Diocesan Record Office for the Diocese of Truro.  In addition to acquiring 
records in accordance with these statutory and official roles, the service 
acquires archival material relating to a diverse range of individuals, 
communities, organisations and events to ensure that information on the 
history and life of Cornwall is recorded, preserved and made accessible for 
study.  Through its library collection it provides a central repository for material 
concerning Cornwall and the Cornish including printed books, pamphlets, 
journals, newspapers, photographs and audio visual material.   

In 2019, the service moved to the new Kresen Kernow building. 

 

 

Objectives - what the policy aims to achieve 

This policy outlines restrictions on access to records and how researchers can 
obtain information from such records. 

Scope – what the policy covers 

The policy covers the analogue and digital collections held and managed by 
Archives and Cornish Studies Service.  
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Policy details  

People can use most of the original documents and volumes held by Archives 
and Cornish Studies Service on site at Kresen Kernow or by ordering copies.  
There are a small number of documents that we cannot provide access to in the 
usual way which we refer to as being restricted. 
 

This will apply when: 

- A document is fragile and handling it could cause more damage, depending on 
its condition we may offer a surrogate copy; ask people to use specialist 
equipment such as gloves or a protective sleeve whilst they are viewing the item 
or request the user makes an appointment to give us time to  prepare the item. 
 

- The item is in a format we are unable to provide access to at this present time 
as we do not have the appropriate equipment or skills, for example, audio-visual 
material on magnetic tape. 
 
- There is a statutory or legal reason that prevents open access to the 
document. Please see Records restricted for legal or statutory reasons section 
below for further details. 
 
- A collection is un-catalogued and we do not know what it contains or if any of 
the items contain sensitive or confidential information. 
 
- The owner has requested that it is not available for research for a period of 
time or it should not be copied. 
 
Our online catalogue will indicate if access restrictions apply to an item or 
collection of records.  We are improving this information at present so users are 
advised to contact the Service before visiting so restrictions can be checked. 
 
If a researcher has identified a document they wish to view which is marked 
restricted we will ask them to provide us with the reference number and 
information regarding why they wish to view it.  Wherever possible we will 
make arrangements for people to access information. 
 
Records restricted for legal or statutory reasons 
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Sometimes we have to restrict access to original documents to comply with 
legislation, particularly the Data Protection Act 2018 which relates to sensitive 
or confidential information about people who might still be alive.    

These records are generally restricted for 100 years and include records relating 
to individuals created by: 

• Courts 
• Hospitals 
• Police 
• Local Authorities 
• Schools 
• Community organisations 
• Religious organisations e.g. parish or Methodist churches 
 
The closure term normally runs from the last date in the record.  Therefore, a 
document that covers the period 1903-1948 and is closed for 100 years will be 
under restricted access until 1 January 2049. 

The legislation provides clauses which allow access to records in certain 
cases.  For example, people have a right of access to see their own 
records.  People may also be able to view records for statistical analysis of 
historical sources, providing they agree not to use this in a way that might cause 
distress to those concerned or inform decisions relating to them.  If this 
restriction applies people will be asked to complete an Access to Restricted 
Records form. 

Management 
Policy management 

The Archives and Cornish Studies Service is the public record office for Cornwall 
under the Local Government Act, 1972 and the Local Government (Records) Act, 
1962.  We hold official and public archives of Cornwall Council and local 
authorities and are appointed a Place of Deposit for public records by the Lord 
Chancellor under s.4(1) of the Public Records Act 1958.  We are Accredited by 
The National Archives; also by the Master of the Rolls for the deposit of 
manorial and tithe records.  We are nominated by the Bishop of Truro as the 
Diocesan Record Office for Diocesan and parish records. 

Under the Local Government (Records) Act 1962, we may accept privately 
owned records by way of gift, purchase or, in cases where the owner wishes to 
retain ultimate ownership, long-term loan (‘deposit’).  We hold deposited 
records for the benefit of the public subject to our terms and conditions. 

The Archives and Cornish Studies Service is responsible for implementing and 
managing this policy. 
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Evaluation and review  

Review: 2023 

 

Document information 

Contacts 

Sally Weston, Archive Services Manager, Archives and Cornish Studies Service 

Alternative formats 

If you would like this information in another format please contact: Cornwall 
Council, County Hall, Treyew Road, Truro TR1 3AY 

Email: comments@cornwall.gov.uk    Telephone: 0300 1234 100   

www.cornwall.gov.uk 

Please consider the environment. Only print this document if it cannot be sent 
electronically. 
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