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HER Disposals Policy (Template)

Introduction
The [XXXXX] Historic Environment Record (HER) serves as an information resource on the historic environment within the geographical area covered by [insert authority type and name]. It is primarily a computer based record. Details of how its information can be accessed by direct enquiry or online can be found at [Link to Access and Charging Policy or insert title and date of relevant document]. 
The HER is not seen as an appropriate repository for original archive material (for example historic maps and documents or unpublished archive generated during the investigation of archaeological sites or historic buildings). Likewise it does not collect or hold archaeological artefacts or other antiquities. Recommendations as to suitable repositories for material of this nature are outlined below.     
HER Reference Collection
Whilst it is not a repository for original archive or artefacts the HER does presently maintain a selected collection of reference material. This consists of books, maps, photographs and other sources which are used on a day-to-day basis in the work of the HER. This can be either in the compilation of new computer records, the enhancement of existing data or to underpin advice or enquiry responses.   
The contents of this reference collection are listed within a catalogue which also details current storage location, copyright, licensing and any restrictions regarding reproduction. This catalogue is held by the HER at [XXXXX].   

At some future stage it can be envisaged that the material comprising this collection may be digitised and fully accessible (ideally through the computerised HER itself). Whilst acknowledging this as a desirable goal the HER will, however, retain a reference collection until such time as its relevant content has been processed into the HER database (or is digitally available elsewhere) and all paper and hard copy material has been appropriately archived.    
Disposals Policy 
For fieldwork projects the archaeological archive, including paper archives and finds and digital material, should be deposited with the relevant collecting museum and/or digital archive repository (see below for full list). A copy of the fieldwork report must be submitted to the [XXXXX Archaeology Service] for eventual inclusion in the HER database. 

Photographic archives will also normally be submitted to the relevant collecting museum along with the paper archives. 

The following museums/repositories take archaeological material in [XXXXX]
· [XXXXX  Museum]
· [XXXXX Heritage Centre]
Individuals who find objects should contact the local Portable Antiquities Scheme Finds Liaison Officer [Insert e-mail address]. Current details regarding the initiative as a whole can be obtained from http://www.finds.org.uk/ .

If the object is defined as treasure, the finder must contact the coroner, in accordance with the Treasure Act 1996. (This can include Prehistoric base-metal assemblages in addition to gold or silver objects and coins).

