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Accessions to Repositories Guidance and FAQs  

What is Accessions to Repositories?  

The Accessions to Repositories programme is the annual survey of records received 

by collecting archives during the previous calendar year.  

Information gathered during the accessions survey is used to update records and 

record creator information within Discovery. Following completion each year, the 

results are published on static webpages at 

http://www.nationalarchives.gov.uk/accessions/.  

This guidance is essential for anyone contributing to the programme, as each year 

we make some changes which may affect how you contribute, including what we ask 

for and when. This year we have also published specific guidance for local authority 

Places of Deposit reporting public records of local interest. You will have been 

contacted if this specific guidance is relevant to your archives service but for your 

information, the guidance is available to download from our accessions project 

webpage:  http://www.nationalarchives.gov.uk/archives-sector/accessions.htm. 

Contacting us  

 

For more information or assistance with completing the survey, please contact 

Archives Sector Development at asd@nationalarchives.gsi.gov.uk. Information about 

contacting the team can also be found on our website: 

http://www.nationalarchives.gov.uk/archives-sector/ask-question.htm.  

 

Accessions information was previously incorporated into the National Register 

of Archives and the Manorial Documents Register. Do these resources still 

exist? 

The National Register of Archives was closed in October 2014, following its complete 

integration into Discovery. The original Manorial Documents Register (MDR) was 

closed at the end of October 2015. This content has also been integrated into 

Discovery but the MDR continues to have its own dedicated landing page at: 

http://discovery.nationalarchives.gov.uk/manor-search. Your accessions information 

will be used to update and extend record creator information and record details in 

Discovery.  

 

Discovery is still in development. What impact will this have on the survey in 

the future?  

Our current priority is the development of tools enabling contributors to update 

existing and future descriptions themselves in Discovery. In the future, we will seek 

http://www.nationalarchives.gov.uk/accessions/
http://www.nationalarchives.gov.uk/archives-sector/accessions.htm
mailto:asd@nationalarchives.gsi.gov.uk
http://www.nationalarchives.gov.uk/archives-sector/ask-question.htm
http://discovery.nationalarchives.gov.uk/manor-search
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to change the ways we receive and process your accessions data. You can find 

more information about our plans to extend Discovery’s content on our website 

http://www.nationalarchives.gov.uk/archives-sector/finding-archives.htm.  

This is likely to take a number of years to complete and we will work with contributors 

at the appropriate time to develop better ways of taking in accessions data to 

improve the process for all concerned.  

 

What information is collected for the Accessions to Repositories survey?  

Our focus has traditionally been the survey of manuscript material, but this has been 

expanded to include material such as photographs and audio-visual records. This 

includes born digital material.  

We are unlikely to include material which is not considered archival, for example 

copies of newsletters, publications etc. unless they have been annotated or form part 

of a larger accession.  

 

Why is the survey conducted?  

We conduct the survey and use your information to:  

 update and extend Discovery’s coverage of other archives’ records. Discovery 

includes information widely available about collections which have not yet 

been catalogued but may still be of research interest 

 provide an evidence base for our work leading the archives sector, including 

tracking the location of manuscripts and records we identify as part of our 

Sales notification programme http://www.nationalarchives.gov.uk/archives-

sector/cultural-property.htm, tracking public records, and maintaining the 

Manorial Documents Register within Discovery 

 analyse collecting patterns and trends, highlighting topical themes in subject-

based digests, which are reproduced in a number of learned journals and 

newsletters  

 publicise the interesting and exciting stories behind the collections that find 

new homes in archives every year 

 monitor the accessioning of public records which have been transferred from 

certain transferring bodies in the context of the shift to the 20-year rule from 

the 30-year rule (note this only affects certain archives for which there is 

separate guidance)  

 

 

http://www.nationalarchives.gov.uk/archives-sector/finding-archives.htm
http://www.nationalarchives.gov.uk/archives-sector/cultural-property.htm
http://www.nationalarchives.gov.uk/archives-sector/cultural-property.htm
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Why take part?  

 If you already make content available via Discovery, Accessions is an 

important way of keeping this information up to date. 

 The Accessions to Repositories website is a powerful research tool. 

Contributing your accessions information enables researchers and other 

archivists to see your collections alongside records on similar themes held in 

over 300 other archives, aiding and encouraging them to make new 

discoveries.  

 Over 6 million visits were made to Discovery in last year and the number of 

users visiting the descriptions of records held by other archives is increasing. 

So Discovery really does open up your collections to new and diverse users.  

 The information we gather through accessions is used to promote the work of 

other archives, for example we regularly blog about collections and 

communicate with users and the archives sector about what has emerged 

annually.   

Who takes part?  

We invite repositories known to be actively collecting beyond their own institutional 

records.  

I don’t seem to be on the invitation list, how can I take part?  

If you usually take part in our survey but have not received an invitation by the 

middle of December, please contact us.  

If you do not normally receive an invitation but wish to take part in the survey, please 

contact us. 

How do I submit accessions information?  

You can submit your accessions information using the MS Excel template included 

with the invitation email, using “Accessions to Repositories” in the subject line.  

When do you need this information?  

We are asking contributing archives to make their returns by 31st January 2016. 

This will allow us sufficient time to process and analyse the information gathered.  

In addition, this year it will enable us to ensure that funding can be provided to local 

authority Places of Deposit receiving public records from certain transferring bodies. 

See our website for more information http://www.nationalarchives.gov.uk/archives-

sector/20-year-rule-and-records-of-local-interest.htm. Note that not all places of 

deposit will be affected by this as it depends on the type of public records they 

receive but you can contact us to check your status.  

 

http://www.nationalarchives.gov.uk/archives-sector/20-year-rule-and-records-of-local-interest.htm
http://www.nationalarchives.gov.uk/archives-sector/20-year-rule-and-records-of-local-interest.htm
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Do I have to use your template?  

Using our template helps us to process your information. Please contact us if this 

presents a significant problem. 

This year some places of deposit will be invited to submit information in addition to 

that listed below. All archives will have been sent the appropriate guidance when first 

invited to take part in the survey this year.  

We ask that all returns include the following details: 
 

 Repository name 

• ARCHON number – this can be found by searching Find an Archive 

http://discovery.nationalarchives.gov.uk/archives-home, (formerly the ARCHON 
Directory). If your page needs updating please fill out our online form 
http://www.nationalarchives.gov.uk/contact/contactform.asp?id=21. 

 Creator of records – this should include full name, dates, epithet (for example 

occupation), descriptor and/or function for any entities (corporate bodies, families 

or individuals) that created the records. The more detail we have will help us to 

disambiguate creators, verify and add information to our resources and link 

between related collections.  

 Summary description of records – brief information about the records, including 

specific dates if different to covering dates – this description can include types of 

records, e.g. minutes and correspondence, and format. 

 Covering dates– these are the covering dates for the whole collection. 

 ISAD (G) reference number and/or accession reference  

 Quantity  - this is the total amount of records for the whole collection. 

 Whether the deposit is an addition to an existing collection in your repository – if 

yes, please provide the reference number. 

 Whether you consider the collection to be particularly significant– if yes, please 

let us know. You can supply more information in the email to us when sending us 

your return. 

 Catalogue link, if available – this should be a permanent URL. This is a web 

address that will consistently point to your specific information resource such as 

an entry in an online catalogue. 

We recognise that with newly accessioned material which is un-catalogued, not all 

details about the creator or nature of the records may be known. If exact details or 

dates have not been identified, please give an approximation e.g. personal records, 

20th cent. If our team has difficulties interpreting the content of your return, we may 

contact you to ask for more information.   

What if we have not received any deposits this year or have not had the 

capacity to complete a return?  

Please let us know what your situation is by contacting us as soon as possible.  

http://discovery.nationalarchives.gov.uk/archives-home
http://www.nationalarchives.gov.uk/contact/contactform.asp?id=21


5 
 

What happens after I submit my return?  

Your return will be acknowledged by a member of the Accessions Team within five 

working days. If you have not received a response within this time, please contact 

us. 

Your return will be logged on our system, and the information is then added to 

Discovery by the team. The accessions editor will have an overview of the 

information gathered during the survey and incorporates relevant accessions in the 

thematic digests. Once this process is complete, the results will be published online 

at http://www.nationalarchives.gov.uk/accessions/.  

 

What criteria do you use to select entries for the published Accessions 

survey?  

Although the majority of accessions information is used to update Discovery, we will 

only select entries for the published Accessions survey based on the following 

criteria:  

1. Is there an identifiable creator of the records? As most material for Accessions is 

added to Discovery with an associated record creator, any material not suitable for 

indexing is unlikely to be incorporated into the published survey, unless it is clearly of 

significant historical value and has been described in the return accordingly. 

Discovery considers a creator to be a corporate body, family or person. This is why 

some material like individual items or unsourced material cannot currently be added 

to Discovery or published in the Accessions survey.  

2. Will the material be used for a thematic digest if included in the Accessions 

survey? One of the benefits of Accessions is being able to flag up new collections to 

interested groups. Potential interest can strengthen/weaken the case for inclusion. If 

we think that one of the groups or journals that we distribute digests to would have 

particular interest in the material this gives us extra justification for including it. Not all 

accessions will feature in a digest and some may be highlighted in multiple digests, 

depending on the subject matter.  

3. Additional deposits are added to the Accessions survey only if the material is 

significant enough to merit a separate mention e.g. a very long run of records. Many 

repositories receive additions to existing collections annually and therefore we do not 

alert users to these routine additions in the same way. We use this information to 

update Discovery but would not highlight this in the published survey.  

4. Accruing series are treated like additional deposits as most local authority record 

offices will report further accessions of certain bodies, such as parishes, parish 

councils, coroners' records. Again, unless there is a compelling reason to the 

http://www.nationalarchives.gov.uk/accessions/
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contrary these will be added to Discovery and not included in the published 

Accessions survey.  

5. Short date range of records: this also supports exclusion, especially when in 

combination with the above criteria, e.g. Beekeeping Society additional records, 

2006.  

6. Nonconformist marriage registers: their evidential value is slight given that they 

exist in duplicate and all the information is also held by General Register Office 

(GRO). They should be noted for Discovery but not included in the Accessions 

survey.  

7. Transferred local authority records where the repository is essentially taking in the 

records of the parent authority will usually be excluded.  

8. Unless anonymous records are of exceptional interest, or have unusually early 

dates, we would not normally highlight them in Accessions.  

Why have you missed some of our important collections?  

This is probably because we have applied one or more of the above selection 

criteria. We are also reliant on the information you supply, and so if a description is 

not substantial enough to give us the information we need, it is difficult to make an 

informed assessment of what your collections are or of their historical significance. 

Where possible we will try to clarify the information you have supplied, but with large 

returns it is not always possible.  

Can I indicate significant and additional collections?  

Yes, please do. When using our template, use the appropriate columns to highlight 

any significant and/or additional collections.  

Notifying us of significance helps to ensure we are highlighting accessions which are 

of particular importance or interest to you/your researchers. This can include a 

deposit you are likely to communicate about externally or that you would be happy 

for us to publicise in our communications around the survey. Another reason to 

include this field is to give archives the opportunity to flag records that they are keen 

to ensure end up featuring in the published survey. This is because we apply certain 

criteria when selecting records to add to Discovery, for example it is very rare for us 

to include a single item or copies unless it is of real significance or historical value, or 

in the case of copies, is the only known version of a record to survive. 

Is it possible to update our entries when the Accessions survey has closed for 

the year or to add missed entries to previous Accessions listings?  

Unfortunately, we are only able to correct minor errors to previous years’ listings as 

the survey is published once as a series of static web pages. However we are able 

to update Discovery with your previous years’ listings and further details if a 
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collection becomes catalogued. Please contact us to discuss errors in your entries 

on the Accessions survey pages. 

Please note that due to peaks in workload, it can take us longer to turn around new 

lists we receive at certain times of the year. 

How do I keep information about my collections up to date? 

It is helpful for us to know when the information you have supplied has been 

changed or updated, so we can keep Discovery up to date. Please tell us about 

changes to your catalogue URLs, catalogue reference numbers and if more accurate 

dates or record content information become available. It is also useful to know about 

any de-accessioned records.  

The development of Discovery will eventually change the ways in which archives can 

update their content, visit our website http://www.nationalarchives.gov.uk/archives-

sector/contributing-to-our-resources.htm for more information.  

Again, for more information or assistance with completing the survey, please 

contact Archives Sector Development at asd@nationalarchives.gsi.gov.uk. 

Information about contacting the team can also be found on our website: 

http://www.nationalarchives.gov.uk/archives-sector/ask-question.htm.  
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