
 
 
Record Transfer Survey for local bodies 2016:  
Survey questions 

This version of the survey is intended to help you plan your response to the record transfer survey.  
 
Please complete and submit the survey online. 
 
 
1. Your organisation 
 
1. Which organisation are you reporting for? * 

 

 

 
(Give your local organisation’s name, not the name of your parent Whitehall department or agency e.g. 
Cambridge Magistrates’ Court, not HMCTS)  
 
Examples: Birmingham Magistrates’ Court, Cumbria Coroner Area, HMP Bristol, Solent NHS Trust 

 

2. Which category best describes the organisation(s)/body to which you belong? * 
 

Prison, remand centre, secure training centre or young offender institution  

Coroner’s court  

Magistrates’ court  

National Health Authority, NHS Trust or Foundation in England  

Health Board or NHS Trust in Wales  

Clinical Commissioning Groups  

 
Your organisation may hold records of other organisations, such as predecessor, amalgamated or defunct 
organisations - if this is the case please include those records as part of your overall record holdings, and 
identify these other organisations or bodies in question 3 below. 
 
3.  Please list any other organisations whose records are also covered by this report. 
 

 

 

 

 
  

https://r1.surveysandforms.com/ef3pub0a-e4238hc8


2. Your contact details 
 
Please note: your personal details will not be published on our website, but we may need to contact you for 
additional information 
 

1. First name *  

2. Surname *  

3. Job title *  

4. Email address *  

5. Contact telephone number *  

 
 
3. Your records 
 
The information you provide about your records will be published and subject to the Freedom of Information 
Act. 
 
In all cases: 

• quantities are of non-digital records, expressed in linear metres 
• years are calendar years 
• record date is defined as the latest date of any part of the record 
• include records of defunct/predecessor organisations unless they are held on behalf of another 

current organisation by agreement. 
• NHS organisations must not include patient records. 

 
Where providing the quantity of records, please use a numeric figure only. 

If you do not know the answer to a question please leave ‘0’ in the box, and provide further explanation in 
the explanatory comments box in question 8. 
 

 Enter the number of 
linear metres 

1. What is the quantity of records held by your organisation/court/institution 
on your premises, or held by a third party on your behalf (e.g. a storage 
contractor) for the period prior to and including 1984? Do not include any 
records already held at a Place of Deposit. * 

 

2. What quantity of records for the period prior to and including 1984 has 
NOT yet been reviewed to ascertain whether they should be selected for 
historical preservation under the Public Records Act? *  

 

3. What quantity of records for the period prior to and including 1984 has 
been transferred to Places of Deposit during 2016? * 

 

4. What quantity of records do you hold for the period 1985-2004? Do not 
include any records already held at a Place of Deposit. *   

 



5. What quantity of records for the period 1985-2004 has NOT yet been 
reviewed to ascertain whether they should be selected for historical 
preservation under the Public Records Act? * 

 

6. What quantity of records for the period 1985-2004 has been transferred to 
Places of Deposit during 2016? * 

 

 
 
7. Which Place(s) of Deposit did you transfer records to during 2016? If you did not transfer records to a 

Place of Deposit, enter '0' and explain further in the comments box.   
 

 

 
Examples: Essex Record Office, Cambridgeshire Archives, Manchester Archives and Local Studies 
 
8. Use this box to explain: 
 

• any assumptions on which your estimate is based 
• if you have accurate figures for only part of your records (for example, those in a particular business 

unit, or those in commercial storage) 
• if your organisation’s previous response in the 2015 survey was an estimate, what audit or survey 

activity you have undertaken since then to arrive at the present estimate 
• why you have given the value ‘0’ to any of the fields in questions 1-7 above * 

 

 

 

 

 

 
Prison Example: ‘Although we may hold some records for this period inherited from our predecessor, HMP 
Blankshire, we have answered 0, as this is a new organisation and we have not yet carried out any audit of 
our records to check whether this is the case’. 

NHS hospital Example: ‘Our response of 155 linear metres is based partly on an audit of records in our HR 
and finance departments undertaken for purposes of IGT 604 in 2013, and partly on estimates given by 
heads of other departments in response to a questionnaire circulated in response to this survey’. 

Coroners’ Court Example: ‘The figure we have given includes about 30 linear metres held by the county 
record office as part of the council’s support for the coroner: we have not yet discussed with them which of 
these records will be permanently preserved under the Act’. 

Magistrates’ Court Example: ‘In our 2015 response, we only included records currently in the court offices. 
Since then, we have checked some records stored in the old court building basement, which have been 
added to this year’s total. There was no change to the quantity of records held in our offices during the 
year’. 
 


