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RECORDINGSE AND MACHINE-READABLE DOCUMENTS and 1967, the lines on which arrangements should be made for carrying out their
Status under the At ., v N . . 95 responsivilities for the trestment of their records. A Provishonsd Guide was
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apegnpix & Chuldelines for selection of records for permapent
;}r@@@rv&ﬁ@n‘ THE GRIGO CQMMEWEH:

2. ‘The provedures and arrangements deseribed in this Guide follow broadly

 proposals made by the Committer on Plepertmental Becords (the Grige

ommittes) in s Report published in July 1934 [Cmd. 9163] The Commities,

“under the chairmanship of Sir James Grigg, was set up in 1952 after Sgures

appEngax 3 Public Records Act, 1938, s4(6): reguisitioning
vecurds from the Public Becord Office,

appENmY ¢ Lord Chancelloc’s Office Beiter to Batablishment provided by Departments of the bulk of their nom-current records and eslimates
Offlcers of 10 Decomber 1958 of the guantity which would be preserved had shown thet existing arrangements
both for reviewing and siorage of records wers Bmadequate, The recommonda-
AppENINX 1 Public Hecords Act, 1958, s.38): transfer to Scottish tions of the Committes were subsequently sccepted by the Government; and
Record Offics, certain of the proposals were put in hand forthwith by administrative action.
An Act (the Public Records Act, 1958} to effect the necessary lepal changes

arepnenx £ The Use of Hayves Repository, became operative on 1 Jenusry, 1939,

APPENDNX F. A Select Bibliography.
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I, THE PUBLIC RECORD OFFICE s

UNDER THE PUBLIC RECORD OFFICE ACTS, 1838~1898

3. The Public Record Office (PR was establizhed in 1838, under the headship
of the Master of the Rolls; to provide for the preservation of the Public Records
‘in one place and g better custody” and o allow their free use, ‘so far as stands
with their safety and integrity, and with the public policy ‘of the realm’. Tis
seope, ovginally fmited to records of specified record offives, lepal offices and
courts, was extended in 1832 by an Order in Counell made under the Act 1o *all
recornds belonging to Her Majesty deposited in any office, court, place or custody”
other than those mentioned in the Act.

4, In order to prevent the Dffice from being encumbered with worthless
documents s Act of 1877 suthorised the Master of the Rolls to make Rules
for the disposal of such documents, schedules of which were, afler appro
by the Master of the Rolls and the head of the Department concerned, to be I
before Parbament. Tt was amended by a short Act of 1898,

UNBER THE PUBLED RECORDS ACTE, 1938 and 1967

3, The ensciments referred (o in the preceding paragraphs were repealed by
the Public Records Act 1938, This Act (5.1) places the PRO gnder the Lord
Chaneellor, and gives him a general responsibility for supervising the cars and
preservation of all public records (not only those in the PROY. A Keoper of
Public Records is appointed to administer the Office under him (5.2}, Other
muin provisions of the Act deal with the selection and transfer hy Departments,
under the guidance of the Kesper, of records for permanent preservation (8.3},
the disposal by destruction or other means of those not required for preservation
{5.3}, the appoiniment of places of deposit other than the PRO (3.4}, and acoess
by the public to the records (3.5 A definition of what are *public records’ for
the purposss of the Act is included (510 and Ist schednié).

6. An Act of 1967 reduced feom 50 to 30 vears the period for which records
must have been in existence befors they can normally be made available for
public inspection.

FUNCTIONS OF THE OFFICE

7. The primary Dapction of the PRO as a place of deposit for public records §
to receive from Government Departments, Courds, Tribunels and other bodies
subject to the Public Becords Acts those of their records that must be per-
manently kept, and 0 hold them for official use. 3t thus 8ls in relation (o other
Drepartments the role of 2 ‘common service” Department. Hs further fmiction
gt hold and moke available these records for research by members of the
pualebic,

8. Thew Muctions invelve the mainteosnee ofe—

{1} arrangements for ensuring the safety of vecords transfereed e
repositories {at Chascery Lane and Portugal Street, WOC2, and Ashridge,
Herts) where they can be housed as secursly as possible: s conservation
service to resipre decayed or damaged documents 1o n usable condition;
{2 arrangements for ensuring the svallabibity of the records:—logical and
arderly classification; adegumte listy and indexes; production of documents

2

1o government departments on requisition for offivial use, or to the public
using the various Search Rooms; lssue of centified coples of documents f or
legal purposes; the sale of microfilms, Xerox prints and other photographic
copies: production of information from the secords in response o official
gnd other Inguiries; issue of publications based on the records; o museom,

They are carled out by the Records Services and Puoblications Division, of
which the Deputy Keeper of Public Records is in charge.

9. The functions of supervising and co-ordinating arvangements for disposal,
selection and trenster of records as well as other aspects of records ndminisira-
ton referred (o in this Guide are the rosponsibility of the Becords Administration
Frivision, under the Records Administration Officer. The dutiss of this Division
includs those of providing the following services

{1} guidance by Inspecting Officers, cach in laison with a number of
Departments;

{2) an intermedinte repository at Hayes, Middiesex, where accommodation
can be allocated to Departments for the sale-keeplog and sorting of their
ponecureent vecords.

0. A short scoount of the origin and history of the PRO and a deseription of
its holdings sre given in Guide fo the Contents of the Public Record Office. This
i published in three volumes, and comprises, ¥ol 1 Legal Records {1963},
Yool, 11 State Papers and Departrental Records (1963} and Vol, I Docements
Transferred 1960-66 (1968}, Much information about the PRO snd Hs activilicg,
including tables of departmenial transfers and statistics showing the use of the
records by members of the public, will be found in the published Awweal Repory
af the Keeper of Public Revords, Departmental Record Officers can order these
publications through thelr Clerks of Stationery.
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IiI. SELECTION AND DISPOSAL ARRANGEMENTS: ORGANISATION
STATUTORY RESPONSIBILITICS e EARGRS G '

11, The fundamental principle laid dows by the Grigg Conmumittee for the
disposal of departmental recordsis that the responsibility for the selection and
transfer to:the PRO of records worth preserving rests onsDepartments them-
selves, but the PRO is responsible-for co-ordisating the arrangements and for
supervising, on behalf of the Government as a whels, the way in which they are
carried out By Departments. The 1958 Aot accordingly imposes a ' duty on
‘every person responsible for public records’ fo ‘make arvangements for the
selection of those records which ought to be permanently praserved and for
their safe-kesping’; and requires that these duties shall be performed “under the
guidance of the Keeper of Public Records and the said Keeper shall be respon-
sible for co-ordinating and supervising all action taken’. & Jetter dated 10
Dievember 1958 from the Lord Chancellor's Offices to Establishment Officers (o
Appendin C) explained: the maln statutory. responsibifities -of Departments fo
their records,

12, The chief featurss of the reviewing procedures dealt with in detail in the
following section of this Guide, are as follows—

{1} AYl papers and other records of which the useful life can be predeter-
mined shounld be given fixed relentivn periods; snd instructions for their
disposal should be included in Diposal Lisrs. (See paras, 17-20)

{2 Registered Bles {other than those in series which can be included in a
Disposal List) and some kinds of unregistered fles which need individual
consideration should be subjected to o Frss Review five vears after the
date of the last paper on any file. Those not considered of any value for the
Dlepartment’s own purposes will be destroved immediately. The respon-
sibility for decisions at this stage rests with the Departiment, but the PRO
is concerned in seeing that the Review is properly carried out, {See paras.
2933,

{3) Records retained at the First Review will come up for a Second Review
25 vears after their creation. The decision whether they are worth pressrving
permanently s 8 joint one, made by the Department and the PRO together,
and on historical as well as on administrative grounds, (See paras, 34-41).

{4} For purpose of review the unit is the file and not the individual paper;
and the date of Second Review is governed by the earliest paper on the file,

{5} ‘Particular instance’ papers—i.e. groups of documents dealing with the
same subject, but consisting of papers or files sach relating to a different
porson, body or place—are subject to special arrangements. (See below
para. 52).

DEPARTMENTAL RECORD OFFICERS

13, In each Department a Departmental Record Officer {(DRQY) iz responsible
for the care of the Department’s records from the time when they are created or
received until they are disposed of, either by destruction or by transfer to the
PRO. B is important that be should control &l papers-—not only those which
are registered—in the headguarters of the Department, in regional and local
offices, and in other out-stations, His control should extend also to photegraphs,
cinematograph Blms, sound recordings and machine-readable records. He has
the responsibility for deciding, in consuliation with the user staff concerned,

4

which records can be included in a Disposal List for automatic destruction afler
predetermined periods and which records it ds necessary for the Department to
retain for its own purposss after the Flrst Review, Jointly with an Inspecting
Officer from the PRO he has responsibility for conducting the Second Review,

14, It will depend on the circumstances of the individual department how the
DIRO may best be fitted into its organisation. His work impinges closely on that
of the Clief Registrar, Soms Departments combine the two posts in one officer,
suitably underpinned, while others prefer to have separate officers, Inn Treasury
Ietter to Fatablishment. Officers dated 17 May 1956 which gave Departments
authority to appoint, DROs it was recommended that the status of the DRO
should be st Jeast egoal to that of the Chief Registrar.

15, Departments are required to inform the PRO of an impending change af
their DPRO. At least once a year the PRO prepares a new directory of DROs;
eopies may be oldained on regquest,

PR BECORDS | ADMINISTRATION - DIVISION

& The Records Administration Officer, assisted by two Principal Assistant
Keepers, directs the work of this Division of the PRO. Five Inspecting Officers
{10} are zach responsible for maintaining laison with DROs in a group of
Departimenis, and s sixth has specinl responsibilities for scmmxgc and fech-
nological records, These IOs are supported by Executive snd Clerical staff,
who advise vecords staff in departments on lsting and arrangements for the
transfer of records,
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1V, SELECTION AND DISPOSAL ARRANGEMENTS:
REVIEWING PROCEDURES

DHSPOSAL LIST

17. A Dispossl List {formerly termed a *Clagsified List’) should inchude details
of unregistered papers (such as sccounting records, attendance books, forms aic)
as well 85 registered papers of » standard type which do not vary from year to
year, and all other kinds of records which tan be destroyed without forther
serutiny after sgreed retention periods,

18, The Disposal List need not be confined to records which are ta be destroyed
afier fixed periods. Departments should consider the valoe of & Disposal List
which sets out a complete programme for dealing with all its records, giving
dirsctions Tor disposal of each kind or series not only by automatic destrnction
but by normal review and other procedures. For example, disposal instructiony
can be: ‘Destroy after 3 years'; ‘Consider at First Review’; "Alter 3 years move
to Haves, destroy after 3 years’; "Destroy after § years, subject o sample’;
‘Presarve permanently’, ste.

19, A DRO should reach agresment with the IO on all items in a Disposal List;
and the should scrotinise the List each year to snsure that it is brought up fo
gate by the addition of new material and that disposal instructions are revised
A5 NEUESSREY.

20, Incompiling and vevising Disposal Lists it 35 mecessary to consider the value
for research purposes of taking suitable samples of case files and other particnlar
instance papers which have no long-term administrative valug,

REGISTERED PAPERS

21, The guality of a Depariment’s records selected for preservation is directly
Hinked to the effectiveness of s Repgistry systern, Much depends, therefore, on
close Buison betwesen the Clief Registrar and the DRO, whose inierests are
complemeniary, The Chiel Registrar’s concern is to provide departmenial officers
with speedy access to papers, which requires that these are kept in 2 good
shysical state and stored in an orderly mapner 50 thet they can resdily be
traced. The DRO' concern i3 to see that Reviews are systemabically carrisd out,
o s b reduce the bulk of records in his custody, while ensuring thal ne papers
likely to be required for permanent preservation are destroyved.

32, From the standpoint of subsequent reviewing of the records, thece nre
three fundamental reguirements of registey practive:
{1} that alf papers created in, oF recpived into, the Department that reyuire
registration are brought within the registry system;
{2} that file titles are accurate, each Tully reflecting the contents of the file;
£3) that the span of & file is limited to a mayimum of five years®
43, The cover of every file should state {1} the year in which it was opened and
{2} the date ot which it was closed. The laiter governs the date of First Review

and, if the fle i later selected for permanent preservation, the date of public
aceess: the former date detevmvings when the serond Beview will take place,

*Eyetniled ndvics is given in the manual Reglury Services, aed by the Managoment Bervires
Drivizion of the Civil Service Depariment.

&

24, To assist reviewing it is the practice in some Departments (o require aclion
officers to indicate at PA. stags the lkely fuare of the papers the file conlains,
recommending either 8 short or 2 long Wom rgsmmi@n: Some Depariments fuve
incorporated on their file covers 2 disposal grid for this purpose. Buch a sysiem
has the advantage that the views of the Branch need not be sought five years
Inter, by which time the officer originally v\rmmnmme iy not e in post. Such
markings on the fle cover st P A stage are intentded to give gridance 1o reviewing

siaff at First Review stage; and may give useful indications of long-term valos for
consideration at Second Review.

a6 A yecent development is for Registries to eanmark papers of sphemeral
yalue when the fle iself is crealed. 11 is recommended that such papers are
placed in separate thin covers under the registered system and retained only fora
troited period, ofien no mors than one vear after the conclugion of the business
{see Treasury DEO fetier 2 OM 0902 of 1 May 1968), These series of
ephemeral fles should be included in the Disposal List.

96 Omee a file has been closed and given a First Review no further papers may
be placed on it These should be placed in a new file, with adequate cross-
plerenees.

=7 O3id files must under no circumstances be re»mgigzmmd under a later dite.
Registries have sometimes been requested by officers in Hranches to do this, in

grder to secure that old papers stili required shall remain available. The DEO

should see that any officers making such requests are refarred to him, so that he
cam concert with them ANy DECEsShry precautions to engure that none of the
papers is destroyed in the course of review.

28, Once a new file is opened it should not have older material placed on i,
A erossreference to the earlier .Rle, or exceptionsily, a photovopy should
suffice,

FIRET BEVIEW

9, ‘The sbicct of the First Review s to enable all files not considered of further
value for & Department's own purpeses 1o be destroyed, while snsuring that no
papers likely 1o be required for permunent proservation are destroved., Since the
First Review takes place, i’ general, not later than 3 years ~s&fmr the date of t&}&
Intest paper on & file, it is most convenient to store files in the date order in
which they have been pit away. {ther gfrmthfwdﬁg such as storing files in date
order of repistration’ with' subsequent identification of those due for Fist
Review by a periodic check of mumerical slips, or even the files themselves, may
sometimes be necessary but are more time-consuming. I o pumerioal sequence
fing 1o be followed the use of eptoured markess o indicate the year of First

Review can save time: Discussion with the H0 on these points will prove h%ig}i‘ni_,

0. Though the date recommended for First Review is 3 years after the fles
have passed out of active use, strict uniformity is not essential. A DRO wishing
to vary the normal date of First Review should discuss bis proposal with the IG,

41, Ad this stage the veviewer i deciding whether the record s likely to be
reguired any longer for the depariment’s use. He must constantly bear 10 roing
that ‘departmental purposes’ include the possibility of the file being m{gmmﬂ asa
precedent or 85 & pnide 1o action if similar clrcumstances arse in the future, e
he st guard agninst destroying papers simply becsnse those aclivilies of the
department which they record have ceased. 1n some depariments the reviewer

will have the guidance of disposal recommendations made by action officers at
PA stage (see above para. 24},

7
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32 The 10 will satisfy himself that the right halance is. being struck at First . there is a statutory ban in the applicable legisiation op the disposs! of doonments

Review by inspecting samples of the ‘material being discarded as wall ag by : of earlier date than the year 1800,

makmgﬂ test checks of the records relained: A DRO should: find helpful the ; ' ol
comparisons which the 10 can make between retention standards in differsnt f 40.  Although there may be & routine arrangement for eliminating the THost
departments. To retain too much unreasonably increases the costs of storage gbviously ephemeral material from files at PA stage, many files contain at
nd the problems of Second Review. If. on the other hand, files have been Second Review stage various papers, such as letters making engagements hiad
wronglully discarded, the DRO' attention will'be drawn to this when papers : identical copies of a memorandum, which could well be sliminated. The 10 will

subsequently needed for administrative or other purpoges - discuss with & DRO the feasibility of stripping these papers from Sles before
Purposes are not forthcoming. they are transferred to the PRO. Such an operation iz generally. unprofitaie

33, The disposal of records rejected at review is discussed below {paras. 45-49), unless it can be restricted to the removal of easily identified types of paper,

41, Alter Second Review the files selented for permanent preservation will be

SECOND . REVIRW
listed, processed and transferred to the PRO {see Bection VI below), though

3. Al files retained at First Review for further departmental use will be : isies 3 y : ;
: ) iy e ; , ‘ provision i3 made for those records which a Depariment needs to retain for
:??jﬁg;ei %%ﬁ%ﬁ%ﬁ%gg%ﬁ%ﬁi? ?ﬁéa%ﬁfgggamgﬁmm in 8 Second R&W%W " administrative purposes (paras. 43-44), The disposal of records rejected at
G ] : WOrt preserving permanen ‘ ew 15 discusse Aras. 45 44,
on historical as well as administrative grounds. s gm 4 “ review is discussed below (paras. 45 49
33, This Second Review will normally take place 25 vears from the date when ; BEVIEWS FOR SENSITIVITY

A2, With the introduction of the 30-vear rule in 1968 some Brepartments have
und that various series of records, selected for permanent preservation, o
which access might be allowed after 50 years, could not astomatically be made

the files were opened, By then comparatively few files will stitl be: needed fo
Min}mastmtwe use, and it will he possible, while Srst-hand knowledge: of the
business recorded by the files is stll available, to look at them in petspective,

Htmay be practicable to undertake a Second Review of certain sevies earlier than P available to the public at 30 vears without further seyotiny. Much thme in these
25 years, and in some cases there are advantages in dealing with blocks of years cases can be subsequently saved il during the Second Review those ftems for
together, To delay Becond Rﬁmp\&f much beyond 25 years leaves too small which it might be necessary for the Department to seek approval for extended
margin of time for subsequent listing and provessing of records which will be : closure are noted, so that any problem of access can be setthed at wn carly stage,
apen to inspection when they are 30 vears old, ' £See para. 86

36, A DRO will nead to discuss with his 10 the most appropriste methods for

their joint review. In some cases both officers can work side by side on an RETENTION  OF SELECTED RECORDS DUE FOR TRANSFER

accumulation, In others the dzzm;&mmﬂai reviswers, duly briefed, will begin 43.  Records selecied for preservation should be transferred o the PRO, or
making the selection and the 10 will return to examine both the series of files appointed place of deposit, a8 soon after Second Review stage as possihle
garnmarked for preservation and those recommended for destruction sod also to {sge para. 66 below) and in mmple time for making them avatiable o the public
h'eﬁp reach a d;emsamn on doubtful cases.  Under no clroumstances should when 30 years old. Tf, however, there are records which Departments need 1o
discarded material be sent for destruction without the agreement of the 10, ' retain for administrative purposes or other special reasons they may apply to
37 Appendix A to this Guide suggests some uidelines for use in decidi . the Lord Chancellor, through the Records Administration Officer, for his
appraisal criteria which can be appiiﬁ% to the sel e%tima of records for Wﬁiﬁ;ﬁgg% approval of their retention under the proviso in 5.3(4) of the 1958 Aot )

preservation. In Eaa"g;e:: szpartmmm where the DRO may nol himgelf participate 44, . DROs should nots that powers of retention are not to be soughi in cnses
in the d@ﬁmied examunation of files at Second Review, he should draw up 8 set of where temporary requisition of records from the PRO would suffice {para. 67}
mstructions as specific as possible, based ou the principles set out in Appendiz 4, Before granting bis upprova! the Lord Chancellor generally requires departments
for the use of his staff of reviewsrs, Such instructions, kept np-to-date, shounid be , to zend o the PRO g list of the records to be retained, and approval when given

. will be subject to periodic review and such conditions as the Lord Chancellor

comprehensive and should make clear the special administrative requirements
'+ considers appropriste. One condition may be that suitable arrangemends are

of the D;apaym;em and the special historieal significance of its records. Different

sety of instructions may be needed for records of particular ‘branches or for . made for poblic socess to the records fetninnd.

particular classes of records, The extent to which a detailed examination of !

every file is possible will depend on circumstances, DISPOSAL OF REIECTED RECORDS

38. For its part the PRO needs 1o ensure that no records of  histories : 45, Rejection of records st o Review does not mean that they must be destroved
imporiance escape the net, and that records not worthy of permanent preserva- $ if' » continuing need to keep therm for departmental purposes has been estahe
ton are not retained at Second Review, The Records Administration Officer ; lished; but any records pot required for prrmanent preservation which are not
or one of his Principal Assistant Keepers visits Diepartments from fime to Sme ; smmedistely destroyed should be assigned a definite destruction date and noet
fo appraise the standards of reviewing with the aim of achieviog the right put aside for indefinite retention. The destruction date will usually he expressed
balance, : T ' in torms of & calendar date or the lapse of a definite period of ?ﬂg? but it will
39, All records created before the year 1660 must, under 5,303 of the 1 . sometines be necessary to rgﬁam {ﬁm&rmtm;rf te the m:a:mr‘s:mm of a future event
be &@Eﬁmﬁd fm‘;.pmmmﬁmo %Es&ywiii __c:mmm,%aiy} th mé %R{:}ss- ng&i&iﬁ; which will make further retention of the records UBTRCEISRTY,

octasion Lo review material such ss collections of old muniments of title. In the 46, The 1958 Act provides {s.3(6)) thal subject to the Lord Chancellor's
case of records relating to Sootland or Northern Irelsnd (see paras. 81 and ¥ approval rejected records may be disposed of in some way other than destruction,

L=

WITNO001013_0008



The geoeral rule is thet if doouments are worth keeping they will be preserved
in the PRO or some other place appointed by the Lord Chancellor (see paras,
7750 below), and that the remainder will be destroyed. Oceasionally, however,
it 13 appropriate to present records not selected for preservation to particuiar
imstitutions which have expressed o desire 1o have them, The Lord Chancellor's
approval is required in any such case, and should be sought through the Records
Administration Officer.

47, The reviewing arrangements should include provision for keeping a check
on the quantity of paper sent for destruction, The quantity can be recorded in
terms of either the linear foot-run of shelving cleared or the tonnage of waste
redeased. The former method is likely to be the more accurate, buf it may be
found useful to maintain some record of the weight if only by way of & test
check. It bas been found by experiment that records of normal type oceupying
080 feet of shelving weigh about 1 ton Each January DROs are asked to send
returns of the qoantity of unwanted papers sent for destruction in the previous
year,

48, The Annual Report of the Keeper of Public Revords includes particulars
of the quantity and ngture of records transferred to the PRO and also of the
guantity of papers destroyed in Departinents.

49,  Bince disposal of waste paper (and other material used for records) is one
of the ‘comman services” performed for all Government Departments by HM
Statiopery  Office, documents should be sent for destruction through  that
channel, In the London ares the Stationery Office itself normally srranges for
destruction, and alse in those provincial areas served by its branches: elewhere
i delegates this Punction to the local Head Postmaster, but the collection of
"restricted” waste is in all cases carried out by the Department of the Environ-
ment in official vehicles, The Stationery Office does not assume responsibility,
however, Tor the disposal of waste released by offices and authorities whick,
though under the Crown, are not part of the departmental organisation of the
Central Government, e.g., local Courts and MNatona! Health Bervice Hospitals.
They are free to make such arrangements a8 are convenient to them, as are alo
those nationalised industries and other non-Government orpanisations whose
papers have been declared by the Aot to be ‘public records’. *Secret waste’ must
be shredded in accordance with security instructions. When a Department can
safely classify records as below ‘resiricted” Jevel and their bulk makes it finap-
cintly worth while, it should Hepose of them as ‘open® waste (which s sold for
dispossl without any safeguards, and could be exported), '

EPECIMEDS OF MATERIAL DESTROYED

3. In some cases DROs will be required to send to the PRO a few specimens
of categories of records which are to be destroved. Such specimens ace intended
to ilhestrate both the form of the records snd the mamner in which they were
used, These specimens are not to be confused with the taking of representative
selections or statistical or other samples of Particular Instance Papers or of other
kinds of records.

i

¥, SELECTIQN AND DISPOSAL ARRANGEMENTS: RECORDS
M SPECIAL CATEGORIES

1. In some Departments there are classes of papers which, becawse of their
importancs, thelr confidentiality or the use towhich they are put, may from time
to timne meguine spectal arrangements to be made Dor thelr review. Where there
is & Secret Begistry, where Private Office papers are separately repistered or whers
papers relating o contenets, legal business or legistation have 2 special impor-
tance attached to them, it may not be possible to review them in sccordance
with the system adopted: for ordinary papers, and the DRO will have to devise
special arrangements for them. The important point is that they should not
sseape the control of the DRO, who smst make i his business 1o seek them out
and arrange with the officials responsible that either the departmenial records
stafl will review them in an approprinte way or the officiels themselves will
ubiect them o regular review on lnes agreed with the DRO and his 1O, Some
f the examples mentioned sbove can be deslt with under the novmal reviewing
plan, particulardy if they are registered. 11 is not the sctual nature of a group of
papers that distinguishes it as a “special catepory’, but the fact that the Depart-
ment has o need for official porposes to treat I differently from the rest of its
recoreds.

FRIVATE OFFICE PAPERS

32, Particulnr attention is to be paid (o papers scoomulating in the Private
Offices of Ministers, to ensure that those which sre public records are subjectod
to the approved procedures. Intmost Departments Private Offtce papers are
duly registered, but g DRO must maintain close Haison with his Minister's
private seoretaries, to ensure the segregation of private correspondence: from
official papersso that when o Mindster relinguishes office thedisposal of his papers
is in accordance with the recommendations of the Grigg Committes, A DRO
should make g polnt of discussing srrangements whenever ministerial changes
are imminent, A TRO should mantain simdlar Baison with the private seoretary
o the permanent head of his Department to make serangements for the proper
disposal of the Permanent Becretary’s Private Office papers,

CABINED PAPERS

53 Boshould be noted that when g General Election results in a steaight party
change (3 in 1951, 1964 and 1970, Cabinet Papers of the outgoing Government
are by o long-established rule immediately returned to the Cabinet Office. This
does not, bowever, apply to those coples of individun) Cabinet Papers which
have been allowed to be placed on departmental files,

SECURITY-CLARSIFIRD RECORDS

54, Becurity-classified records should be subject to the normal reviewing
procedures, BEach Departmental Becurity Officer is required to maintain Haison
with his DRO for making arssogements for the declassification and downe
groding of seeurity-classified records, in sccordance with the relevant chapter of
the manual Security in Government Departments and subsequent amendiments
o it by DSO letters.

PAPERE. DF THMPORARY, COMMISSIONS AND COMBMITYEES
55 The Dstractions for the Gutdanee of Becretories of Temporary Comgrissions

1
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and Cammitiees issued by the Civil Service Department meguires each Seorsiary
te report the existence of his Commission or Commitice to the PRO so that
arrangemenis can be made as early as possible for the disposs! of the records.
Since most of these bodies are linked with g particular Department, 2 DRO &
advised to keep abreast of developments and to discuss problems which may
arise with his 10,

PRIMTED AND CIRCULATED PAPERS

36, Where papers have originated within 2 Government Dlepartment, the set
maintained, for example, by the Secretary of a departmenta! commitiee or by
the branch responsible for issaing the papess, should be regarded as the *original®
for retention purposes. With this in mind Bstablishment Oificers should reqguire
the Secretary of every departmental commitice o veport #3 existence to the
DRO. Other vopies, whether in the Department of origin or another Department,
will not need to be kept for longer than they mre required for sdministrative use,
Organisations with an extensive network of loeal branches, which distribute
duplicated papers widely, can effect economies in storage in local offices by
designating points at which a set of such papers will be maintained for reference
purposes within a given ares, enabling the other sets to be discorded gt
sarhier date,

51 A DRO should give carsfol thought to the disposal of printed and oireu-
lated papers of International Orpanisations. A distinction should b drawn
between (1) papers from such bodies sent to the Department *for {nformating
{e.g. the many papers issued by the International Labour Uffiee, Geneve, which

are sent to the Department of Employment and Productivity), and {2) papers

which accroe in & Department as a resalt of departmental representation on the
iternational body concerned {e.g, United Nations materia} held by the Foreign
and Commonwealth Gfficel, There is a slrong presumption that those in {2) will
he selected for permanent preservation, With regard to those in {1} the 10 will
be able to advise the DRD whether or not they may be destroved once the
Department’s interest in them has svaporated,

38, A DRO should ensure that s standard set i maintained of any printed or
duplicated compilations (sach as codes of procedure and organisation charts)
issued by his Department, together with subsequent amendments. Thess should
be treated as 8 record set and sar-marked for transfer to the PRO. Poblished
matter shouid be treated on its own merits: recoed vopies of books and wehaical
pamphiets sold through HMSO are not required by the PRO, since they will he
available in copyright lbraries; but it is desirable that sets of anaual reports
and copies of the Reports of Roval Commissions should Be i the PRO with
the records to which they relate.

DEFARTMENTAL LIBRARIES

3%, There is no guestion of regarding the normal contents of & Departmental
Library as coming within the scope of the Public Records Acts, ACDRG shoubd,
however, ensure that original manuscript or typeseript material, often bound
m volumes, relating to particolar activities of the Prepartment, does pot get
placed i{zg the Library for reference purposes unless it duplicates material already
raviewed, ’

MAFE, PLANS AND DRAWINGS

60. Maps, plans and d‘mwiszgs: which: accomulate in great qmmiz}? in gsome
Departiments, may requirs special treatment. They may, though stored apart
because of their size and physical make-up, be in fact annexes {0 porticular files,

9 re

In that case reviewing presents no special problem: they come yp individuslly
for review with the related Slo. Dtherwise, an od hoe arrangeinent wilf bave {o be
made 10 suit the special vircumstances of sach case, Tt may not be practicable
for individual jterms to be brought up for review on reaching a certain age; in
which: case recourse might be had fo 8 peneral review. of the whole series at
regular intervals. Again, some Departments which create great gquantities of
maps, plans or drawings have been authorised to adopt a policy of Slming,
gither in microfilm or microfiche, in order to save office space and facilitate the
multiplication of copies, Here {(if the sories includes muterial worthy of pre-
servationd it may be best to dispense with individual review, keep the whods set
of microphotographs and destroy the original documents, provided the micro-
Bl s of accepted ‘archival gquality’. A DRO should bear in mind that either the
flm’s future should bé determined when it is made, so that it is properly
processed, o the original maps and plans must be re-Bimed and provesyed o
archival standards before the originals are destroyed, IF the former course is
wdopted and the flm is much vsed, & pegative should be created a1 onge and
used for making copies for the Department’s use; the master negative could
then be transferved to the PRO.

PERSOMNAL RECORDS OF STARF

61, Consultation between the Treasury, the PRO and Departments on uniform
tetention periods for personal files, resulted in the jssue of Tremsury Establish-
ment Cireular No, 2/61. This categorises the novmal types of personal records
and distinguishes (1} those of ‘ephemeral’ interest from {2} thoss of "lasting’
interest. For {I}—minor records usually relating 1o a specific event or perigdom
retention for not more than five vears afier the events to which they relate is
advised; in the case of lemporary employees at peak periods, it need not be for
more than one year, Files in (2) have a long administrative life geared 1o the lif
and career of the individual officer concernad. For established staff they should
be kept for 85 years from the officer’s date of birth, or for fve venrs after his
death, whichever is later. The personal files of noteworthy officers will be singled
out for permanent preservation; this is a matier for decision between the DR
and the IO,

PARTICULAR INSTANCE FAPERS

6. These are groups of papers with a common subject matter, though sach
relates to a different person, body or place, such as series of returns, applications,
case papers and registers of particulars, These papers are excluded from First
Review, at which only a record’s administrative value is considered, for the
reason that while each individual paper may be of little importance by iself,
ken together, or by way of a sample, they may provide broad information
about historieal, secial and economic trends, Following a recommendation of
the Grigg Report, a namber of accumulations of Particular Fnstance Papers ware
considered by a Commities under the chairmanship of the Records Adminis-
tration Officer, made vp of 10z and other members of the PRO, o member of the
Central Statistical Office and the DRO and other appropriate representutives of
the Department concerned. The work of the Particulor Instance Paper Com-
mittes is continued by way of nther, less formal methods of comsubiation, which
take into account the need to consider a wider range of studies and differont
technigues of research which may involve increased interest in records of this
kind, The PRO will therefors, whenever it appears necsssary and practicable,
consult informally with appropriate historians, economists, sovial suientists and
other specialists before deciding how to deal with any series of Particular
Instance Papers.
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63, A DROshould draw his 10 attention to any class of records which BEpPears
to fall within the category of Particular Instance Papers. In drawing np Disposs]
Lists he should especially be on the look-out for new series of case files and new
types of forms and seturns engendered by fresh legislation (including subordin.
ate legislation) within his own Department, and also for the existence of material
of this kind in machine-readable form. ‘ :

-

PAPERS RELATING TO TRANSFERRED OR OBIOLETE FUNCTIONS

64, A DRO should make a particular point of notifving his YO as soon as it is
known that a function or functions of the Department will be transferred to
another Department or organisation, or that an activity carried on by the
Drepartment or an activity of some other body connected with its work is to be
wound up, It is at such times that records are Tkely to be destroyed or irretriev

ably scattered, and special arrangements will wsually be nesded to ensure that
they are properly treated.

MEW BUODMES

63. The stams of the records of every new non-departmental orpanization
should be decided ot the time when it Is being established. I it is being set up by
statute, the matter can be put beyond further doubt by including in the legisla-
tion a'specific statement to the effect that the records will be Public' Records
{as in the Post Office Act, 1969, Clause 73); or alternntively that they will not be
subject to the Public Records Acts, When o non-departmental orpauvisstion
whoie reconds are not to have the status of Public Records takes over functions
praviously assigned to a Government Department, it is usual for the new
organisation to be lont cuerent files relovant to those functions. A TIRO should
ensitre the return of such papers to his custody,

L

¥1 TRAMSFER*

DATE OF TRANIFER

&6, BSince records are in gepneral open o public inspection when 30 years obi,
transfors io the PRO should iake place as soon after Second Review s possible,
or, if not sablected to normal review procedures, at lesst two or three years
before they become thirty years old, DR Os are asked to co-operate in maintain-
ing, so far as possible, a regular fow of records to the PRO.

AWAILABILITY 1O HEF&RTMCE:MS AT THE PRO

&7, Records held by the PRO {or other place of deposit appointed by the Lord
Chancellor) are, under s.4(6) of the 1958 Act, temporarily returnable at the
guest of the Department which deposited them, or its suceessor, They are not
atfable to any other Departments, except by special arrangements with the
depositing Diepartment, The PRO can produce such records speedily, providing
the requisition armangements, detalled in Appendix B, are followed,

&8, Becords recalled on reguisition most not be aliered in any way snd no
papers may be removed from or added to flkes. A DRO remains responsible
for records on requisition and these should not be passed from one section of a
Diepartment {0 another without his approval, DROs sre asked fo peturn ree
guisitioned records as soon as departmential nesds have been met.

TAEING RECORDE ON CTHARGE AT THE PHRO

&%, A scheme should be agreed with the PRO for the arrangement into "classes”
of the various series of papers which it has been decided to preserve, whether or
not immediate transfers are contemplated in every case. This will secure con-
sistency of arrangement, tithing and description when transfer aciuslly tekes
place {para. 735

. All projecied transfors shonld be discussed at an sarly stage with the 30
and when a joint decision bas been resched, the DRO should make formal
spplication to the PRO to receive the records. This application, incorporating &
statement of full particulars, should be made on 2 specially printed Form {known

¥ as “The Blus Form®), obtainable from the PRO. After ensuring that the records

are in 2 reasonable state of repair, and that they bave beon arranged, packed,
Inbelled and Hsted in the approved manner, the 10 will arrange for thelr removal,

71, A DRO should supply particalars about the contents of every now class of
records and sbout chenpes in the contents of acorving classes, prior fo the
transfer of the records, fo enable descriptions to be added, and amendments
made, to the Guide to the Comtents of the PRO.

72, Provision should also be made al the same tme for ransmilting 1o the
PRO any departmental registers and indexes which would provide the public
using the PRO search rooms with vaefnl mesns of reforonce 1o the records, or
which may themselves contain information of significant value,

8 & geparate punphiet. The Preparation of Becords for Teansfer, gives detadled advice for
records staf engaged in Heting, packing and Iabeling,

' £
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ARRANGEMENT OF RECORDS AT THE PRO

73 Records transferred to the PRO are arranged in ‘classes’ each of which iz
identified by » code consisting of one or more letters follawed by 8 number
{e.g. F&; FOITL; EDT). Class codes with the same alphabetical element may be
used for yecord classes with some common factor {e.g. thoss which hawve
originated in, or have been transferred from, the same Depariment, its pre-
decpssor o it suceessor); but frequent changes in the organisation of govErD-
mont, the transfer of fusctions and the consequent movement of records from
onge Hepartmm}t o another, make it pecessary to adopt arbifrary coding in
nuany cases, Within a class each unit {e.g. a vidume, file, or other assembiv of
documents, which can be produced to the department or to the public separately)
has a ‘piece number’ {e.g. F6/75; FOITI/3937; EDT3Z). When o Department
wishes to requisition one of its translerred records the appropriate relerences
gj}ummmzfa from a copy of the PRO list held by the Department) shonld always
& quoted,

74, The coding and title of any new class will be decided by the PRO. Where 2
series of papers already has 8 distinctive departmental name, this will be used,
i possible; as its PRO class-title, Difficultics ahout classification can largely
avorded by early consultation betwesn DRO and 10,

LISTING

75, When records are transferred the PRO must be provided with a list of them,
Lists ave required so that it is at once clear which records have been transmitted
o PRO custody; that departmental requisitions, under precise refersnces, can
be easily met; and that oace the records are open to inspection members of the
public in the search rooms have in their hands acourate finding-aids. Many of
these Hsts are reprodeced for sale o libraries all over the world, The value of o
standard form of Hst cannot be overstressed, for the PRO has to cater for vast
sumbers of records from many different sources. Conformity to the standard
does not make the task of Hsting any more difficult, but it does require olose
consuliation with PRO staff. When bsts are in preparation, thersfore, thers
should be close laison. The YO will arrange for puidance in this work and
should always be shown specimen pages of the dralt list, Detailed advice is
given In The Preparation of Records Jor Transfer.

FACKING AWD LABELLING

78, The most satisfactory and economical method of packing records for
trunsfer is to put them in container-board boxes, in which they can be kept free

¥

from dust nnd damage from handling. The PRO should always be consulted ¢

about prcking and labelling, and will supply labels for the class codes and pece
pumibers, as well as the *Closed Uatil . . . lnbels, The latter provide the means of
ensuring that closed records are not made available in the search rooms; and
Diepartments are urged to state clearly and securately on this label the vear in
which any record will be opened to public inspection. Boxes must be grdered
from HMSO in conformity with PRO speifications. Detailed advice is given in
The Preparation of Records for Trangfer.

PRESERVATION IN PLACES OTHER THAN THE PRE v

77, - The 1938 Act provides (5.4(1}) that, if it sppears: to. the Lord: Chuncellor
that & place outside the PRO affords suitable facilities for the safe-keeping and.
preservation of records and their inspection by the public, he may, with the
sgreement ol the awthority who will be responsible for records deposited in that
place, appoint it as a place of deposit ascrespeoty any olass of public records

16

selected for permanent presecvation. HBut, before exercising this power of
appointment, he has w consolt the Minister or other person, if any, who appears
to him to be primarily concerned, (s.4(4)). He may also direct that pubdiz
records shall be transferred from the PRO fo a place of depasit so appointed o
from such a place of deposit to the PRO or agnther place of deposit {54033}

78. - Before appointing a place of deposit the Lord Chancellor reguires to b
assured that ‘saitable facilities” can be provided there for the safe-kesping and
the public. inspection: of documents. A PRO . officer appointed to mamiain
lialson with places of deposit for public records inspects the premises and reporis
on the facilities avaflable. 8o far as storage accommodation is concerned, he
has 1o be satisfied that it Is reasonably secure against loss or damage through
deprodation, damp or fire. As to consoliation of records by the public, the Act
{5.5(5) enjoins the Lord Chancellor 1o reguire arrangements to be made
comparable (o those made in the PRO. He therefore expects the place of deposit
to-be able to provide accommodation in which the records san be inspected, to
supervise searchers working there, and to produce readily any record which the
public are entitled to see. Adequate catalogues and means of reference should
Iso be available to the public in respect of nil material which is open to inspece
on. Copies of all such catalogues or means of reference should be supplied o
the PRO,

79, Appointments of places of deposit have been confined 1o cases where the
records concerned are €1 records of certain courls or certain semi-independent
kooal boedies which are primarily of local interest; or {3} records of certain
government depariments, agencies or similar bodies which provide facilitics
for public access {o their records and have established g ease, normally on
grounds of research need, 1o continve to hold their records beyond thirty vears;
or (3} records demanding ceriain tochnical faciliies for which the Lord
Chancellor considers a place of deposit other than the Public Record OfFce can
best serve the public interest,

8 The first of the catepories described in the sbove porngraph includes
various classes of departmental records which, when selected for preservation,
may be more soitably kept in a local authority record office than in the PRO.
Axn example {8 the records of hospitals which were taken over by the Minister
of Health under the Mational Health Service seherne, and are now the respon-
sibility of the Secretary of State for Social Services. The Public Records Act
1938 provides machinery for the Jocal deposit such regords, but Jocal
custodians who consider they have records suitable for depositing locally
srust always involve the DRO atan early stage, since the Department’s approval
iy necessary: and the PRO must also be informed, so that the merts of each
sase can be considered before & recommendation is made 1o the Lord Chancellor,

SCOTTISH RECORDS

81, Under the Public Records {Scotland) Act, 1937, records relating
‘exclusively or mainly 1o Scotland” may be transmitted by Government Breparte
ments to the Scottish Record Office at Edinbusrgh; and the Public Records At
1958, is kept in harmony with that enactment by 5.3(8), which provides that #
shall not be unlawiul for the person responsible for any ‘pubie record” o
transmit it to the Keeper of the Records of Scotland or the Public Record Office
of Morthern Irsland. (It should be pointed out here that records of any Govern-
ment Department or body which is wholly or mainly in Scotland, are'by the st
schedule, paragraph 2023(n), of the Act of 1958 excluded from the definition of
public records within the meaning of that Act). If the operations of his Prepart-
ment cover Scotland, o DIRO shouwld consider the desirability of transferring

¥
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pecords mf it pfﬁmﬁ there to the Scottish Record Office and consult the memor-
andum given in Appendix.

MORTHERN IRISH RECORDS

82, The position as regards public records relating to Northern Ireland is
similar. There i3 provision under & Morthern Freland enactment-the Public
Revords- Act, 1923—for the deposit in the Public Becord Office of Morthern
Ireland at Belfast of not only "Northern Ireland reconds’ (that is to say, records
of nrganisations with respect to which the Parliament of Northern Ireland has
power to make laws), but also “Dmperial records™—by. which is mennt records
apperiaining to Morthern Ireland. The Public Records Ast, 1958, is ket in line
with that enactment both by 5.3(8), noticed in the last paragraph, and by 5.13(1),
which declares it to be lawful for any Government Department or other bosdy
or person having the custody of public records relating to Novthern Ireland to
trapsmit them to the PRO of Northern Treland. I therefore o Department’s
antivities extend to Northern Treland, the transfer of records of its branches there

to the PRO ot Belfast should: be considered. and: similar action taken to that

advised mutatis mutandis for Scottish records, given in Appendix C.

14

YIL PUBLIC ACCESE TO THE RECORDS

"THIRTY-YRAR RULE

B3, Belore 1959 the availability of records in the PRO to members of the public
was & matier for the disoretion of the Department which transferved them, and
the access rules laid down by individes! Depacbments varled considerably,
though-the PRO was able to achieve some mensure of uniformity, The Gripg
Committes, however, recommended a general rulde by which all Departmental
records should be opened to public inspection alter 50 vears and this was
implemented by section=3(1) of the 1938 Act. By the Public Records Aot 1967,
30 years replaced 50 vears with offect from 1 January 1968, As » result records,
other than those to which the public had acoess befors their transfor to the PRO,
are not available to public inspection until they have besn fn existence for 30
years, but the Lord Chancellor is empowered to prescribe o looger or shorier
srdod than 30 vears with the spproval or at the reguest of the Minister or other
wson primarily concerned,

B4, The effect of this is that there iz no restriction, alter fransfer, on the
imspestion of records previously available to the public; by which & meant
material generally available thet could have boen seen in, say, the search room
of the Companies Registration Office, or that, like the Sessional Papers of
Colonial legislatures, is koown to have been available in published form; bt
this does not apply to documents which at some time some particular members
of the public have been given special permission fo see. Records in the PREG
which had not been made generally svailable to the public before thelr transfer
are opened to inspection 30 vears afier their creation, unless the Lord Chancelior
has prescribed a different period. The period, be it 30 vears or more or less, must,
where a file or other “nssembly’ of papers of different dates & concerned, run
fpursuant to s10(2) of the 1958 Act) from the date of the lstest paper. For
example, 8 fike opened in 1930 and not closed untit 1940 wonld not bocomes open
o inspection wotll Jenoary 1971 Hence the Importance of Chiel Registrars and
DROs ensuring that the span of 8 fe is Hmited at the most to 5 yvears.

VARIATIONS TO THE RULE

B5  Cases where a shorler period than 30 vears is appropriste vsunily ocour

when the Department wishes for some reason to make records available to the
ublic immediately afier transfer 1o the PRO. In such cases the Lovd Chancellor
a5 preseribed a period of vears, or even months, so short as to have the effect

of permitting immediate sccess, For example, vnpublished evidencs submitted

to Roval Commissions is genernlly made available 1o the public in the PRO on

the doy on which the Commission’s Report is published.

86, In introduocing the Public Records Bl in 1967 the Lord Chaneellor
mentioned categories of records for which it bad been necessary to presoribe
periods of closure longer than 50 years. In the light of experience of the operation
of the 3byear rule the Loed Chancellor in 1970 approved the following defini-
tions of the categories of records for which he has approved extended slosure:
{1} Buceptionally sensitive papers, the disclosure of which would be contrary
o the public inlerest whether on security or other grounds {including the
need to salppuned the Revenue).
{2} Docwments contnining information supplied in confidence, the dise
closure of which wobld or might constitute » breach of good faith,

i9
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{3} Bocuments costaining information abomg individuals, the disclosure of
which would cause distress or embarrassment to Hiving persoms or their
immediate degcendants,

&7, Applications to the Lord Chancellor for variation of the normal acoess
rule should be made through the Beoords Administration Officer, who may wish
to examine the records conerned in order to provide information reguired by
the Advisory Council on Pablic Records to which the Lord Chancellnr refers,
whenever this- is practicable, all questions of public atoess 10 records, The
application, together with any comments made by the Advisory Council, is
subsequently forwarded to the Lord Chancellor; and, if he approves, he fssues
an Instrument ander 3,501 of the 1958 Act, a3 smended by 5.1 of the 1967 Act.
These Instruments sre not published, but are available for inter-departmental
KB,

88. Liepartments should bear in mind that the basic policy with regard 1o
disclosure is that all records which it is practicable to open. to the public are
made available when 30 years vld, A Department can easily acguire a reputation
among histotjans for restricting access through unnecessary caution and this
may fead to Parlamentary Questions or adverse comment in the Press, DRO:
should always eaplore the possibilities of seeking a notional closure of materi
and permitting sccess to thoss who sigs an undertaking ot the PRO not to make
public any “sensitive’ information about individnal persons,

B9, Under the 1958 At records which could not be opened a1 3 voars were
generally closed until 100 years. Since the 1967 Act introduced the I-veur rule,
periods of either 50 or 75 years have been proseribed in most eases, according
to the degres and nature of their sensitivity.

90.  Departmental files may often contain copies of minutes and correspondence
sent for mformation by other departments. It is unneceasary for the departmental
reviewers normally to bother the originating department about problems of
sensitivity in such papers. If papers for a particulsr grea of policy, or even an
individual paper, are candidates for closure on grounds of political or come
mercial sensitivity, the originating department should inform other Departments
likely to have related malerial, Any doubtful points shonld be referred to the
Records Administration Officer. When it appears necessary the PRO will
arrange meetings of DROs from departments with related interests to discss
problems of sensitivity, and the provedures for dealing with security-classified
documents (see para. 54 above),

81, Records in the PRO which have not yet reached the age at which general
aceess to them will be permitted may nevertheless, under 5.5(4) of the Act, he
produced for inspection by 5 person who has obtained sperial authority in that
behalf glven by an official accepted by the Lord Chancellor as qualified to give it
A letter from the Establishrment Officer or an officer delegated by himn for this
purpose is regarded as sufficient avthority to the PRO to give such speciad nocess,
Some DROs may find it more convenient (o requisition the records concarned
and allow an individual special access in their Departments.

92. Axcess to records in places of deposit, comparable with that for records in
the PRO, is afforded by virtue of s.5(5) of the 1958 Act,

ACCESE YO RECORDE T DEPARTMENTS )

83, Some Departments are uodler pressure by individual members of the public
b permit them to inspect, for ressarch or other purposes, records on some
particular subject of a date too recent for them to be due for transter to the
PRO or even for them to have been reviewed. There is penerally o disposition

HY

to treat such requesis as sympathetically as possible, and in some cases the
naturs of the Department’s work enables it to follow the liberal policy which the
Fulton Report recommends In paras, 277-280. Other Departments, Tor reasons
of security or confidentinlity, cannot entertain them, Tf such a request Is referred
o him, 8 DRO will be well advised {o bear in' mind that allowing one person to
see records will often lead o others making similar requests which are difficult
to refuse; and that the granting of & request by one Department may embarrass
other Departments by establishing a claim to refer to allied records of the same
date, Moreover, the checking of files for suything of & secret or confidential
nature i often & troublesome business and the physical separation of such
maberial can be diffioult.

94, Departments may. always safeguard themselves by requiring privileged
searchers to submit 3 typescript of any material they wish to publish. DROs
should warn such searchers that cerfain of the records may be destroved
mhsm:g;ﬁngy and that new references will be given to the records later transferred
to the PRO. v

%
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VI PHOTOGRAPHS, CINEMATOGRAPH FILMS, SOUND
RECORDINGS AND MACHINE-RBADABLE RECORDS

STATUS UNDER THE ACT

95, The position under the Public Records Act of photographs, cinematograph
films, svund recordings and machine-readable records beld by Departments is
covered by the interpretation clause; 5. 1001) declares that in the Act ‘records’

includes not onby written records but records conveving information by any
other means whatsoever,

PHOTOGRAPHS

96, 5till photographs will be dealt with under the same arrangements as writlen
records; that is 1o say, the decision which are 1o be preseyved will be taken by
the Department congerned in consultation with the appropeiste Y0, and tho
selected for preservation will be transmitted to the PRO,

DINEMATOGRAPH FILMS

97, The Grigg Report zecommended that records in the form of cinematograph
fim that are within the sphere of interest of the Imperial War Museum should
continue 10 be sent there, Other Government filmg which are to be preserved
pgrﬁn;&gg{%nﬂy would be handed over to the Nationsl Film Archive, as apent of
i 5t W

8. Imstructions for the reporting, review and transfer of deparimental film
holdings were issued by the Treasury in a Jetier fo Establishment Officers of
1 Avgust 1938, Those selected for preservation go to the Bmperial War Museum,
if they illustrate any aspect of the two World Wars, other operations in which
Commonweslth forces have been engaged since August 1914, and other subjects
primarily of military interest. Otherwise they go to the Nationa! Film Archive
under an sreangement agreed by the Keeper of Public Records with the British
Film Institute under 820830 of the Act, which authorises him to make arrange-
ments for the separate housing of films and other records which have (o be kepl
umder special conditions,

89, The procedure for reporting, review and transfer iz as follows, Departments
should send to the PRO in duplicate particulars of 28 flms, a8 and when they are

made, 50 that an carly assessment can be made of thelr value and instructions *

issued for the dsposal of those which are obviously of only short-erm useful-
ness. & printed form (supplies of which can be obtained from the 10} should be
used for this purpose, uniess a different mode of furnishing the particulars has
been specially sreanged, I it is considered windesivable that any mformation at
all should be disclosed of 2 “security-classifed” flm, sieps should nevertheless be
taken to keop particodars of it on record within the Department, These arrange-
ments are designed 1o ensure that Bhms will, as soon as they are no longer
reguired for departments! use, either be destroyed or, if selected for preservation,
sent forthwith to the Imperial War Museum or the Mational Film Archive,
PROs should bear in mind the possibility tha! deparimental requirements may
be met by relaining for use one or more projection copies, while transforring
af the carliest moment to the Museum or the Archive 3 master copy of a fim
selected for preservation, Le. sither the original negative, o positive duping print
ot & duplicate negative. 11t is cssential for Departments to retain master material

%%

in addition to projection coples, 1t is important 1o ensure that the flm is stored
in the best possible conditions of temperature and bhumidity, Advice on the
technica! aspects of fim storage should be sought through the PR,

106, The sslection arrangements agreed with-the Imperial War Musoum are
a8 follows, Films will be reported by Departments (o the PRO graded in three
wategories, vz, ‘A’ {worthy of preservation}, B {possibly worthy of preservation
~depending on the amount of similar material already kept), and *C inot
worth preserving), The PRO will forward one copy of the form to the Tmperial
War Museum for appraisal, The Mugsenm will inform the PRO of its verdict on
each film; this will then be passed on ag 2 recommendation to the Department,
after the PRO hos done any cross-checking necessary to elminate duplcation,
establish ownership of masier material, sle,

101, A different procediive has been agreed with the MNational Film Aschive,
Mo indtial deparimental grading is asked for, but Departments should indicate
on report forms sl relevant information which will assist in evalpation. The
PRO will forward one copy to the Archive. Consulintions will then take place
between the Department, the PRO and the Archive with a view to prading the
me and making joint recomumendations o the approprinle Nabional Film
rebive Selection Commitice (normally the Mistory or the Sclence Selection
Committes). The PRO, and if necessary the Departiment, will be represented ot
the meeting when the Committes makes its decision.

BOUNE RECORDINGS

132, These will be dealt with under the same arrangements as writien records,
But the possibility of thelr extended wse in the future led the Grige Commities
1o advise that developments in this field should be watched. At present they are
only exceptionally used by Departments for other than ephemeral purposes;
and it will be possible in most cases (o dispose of them summarily 2t an early
date by thelr inclusion on 8 Disposal List, Special care is however necessary (o
prevent the physical deterioration. of any sound recordings which may have
long-term value; and, in particudar, the lonpevity of those in the form of magnetic
tape i uncertain, IF therefore, any sound recordings are held which are thougint
to be candidates for preservation, their existence should be reported withow
delay, 3o that advice can be obtained aboul thelr safe keeping.

MACHINE-READARBLE RECORDS

103, The increasing use of the computer hag led 1o the problem of selection and
preservation of public reconds in the form of magnetic tapes and other machine-
readable media. The technical problems of preserving information of this kind
and ensuring is continuing readability in the long term are belng studied by the
PROG and the Civil Service Departmnent. Meanwhile 8 is necessary for DROs
o discuss with 103 the permanent value of data recorded on magnetic tape, and
tn take steps to ensure that sefected material is kept vnder the best possible
sonditions.
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APPENDIX A

{IUBUELINES FOR SELECTION OF RECORDS FOR PERMAMENT PRESERVATION

In considering which records should be preserved permanently it is necessacy o
establish appraisal oriteria which are applicable to o particular Depariment or 1o
particolar kinds of records {see para. 37). These criteria should take into secount
not only the value of records for the long<erm purposes of government or of
the Department but also thelr value for much wider resesrch needs. The
following general descriptions of the main kinds of papers which should be kept
mmézmgmiy are interwled ps geidelines for use in deciding detailed appraisal
standards.

1. Papers colating to the origing of the Department; #s organisation sn
staffing; its Pupctions: its dissolution, {(Office notices, orpanisation charts, and
standerd set of all HO guides and nstructions to out-stations aod repions!
offices, or bodies with which the Department iz in rogular contact, may be as
imporiant as files which relate o these maiters),

2. Copies of anpual and other reports.

3 Princips! policy papers. These will include papers relating to the prepsration
of legislation snd statutory insiroments; submissions to a dMinlster or senior
official and papers to the Cabinet or to 8 Uabinet Commities, togather with all
earlier drafls.

4, Belaotive papers relating to the implementation of policy and to changss of
pokicy.

3. Sets of minutes and papers of alf Deparomental Copunitters and working
parties. In the case of inter-deparimental coniitees; the st of the Departiment
which provided the Secretary will be the record set foy permanent preservation,

6, Dmia shout what the Deperiment accomplished.

7. Papers relating to obsolete activities or investipations, or to abortive schemes
of the Department,

£, Papers cited in, or poted a5 consilied in connexion with, official histories,

9. Evidences of rights or obligations of or agalnst the Crowre—title to property,
claims for compensation not subject to a tme Hmit, formal {nstroments soch as
awards, schemes, orders and sanctions.

1. Papers relating to 2 well-koown poblic or international svent or couse
eéfébre, or {0 other svents which gave rise to inlerest or conlroversy on the
nutional plane,

11, Papers which relate directly or indirectly to trends or developments in
political, social, economic or other felds, parteularly if they contain un-
pubdished statistival or financial data covering o long period or a wide area.

&

12, Papers relsting 1o the more imporient aspects of scientific or techniesl
pesearch and development,

13, Papers containiog matiers of significant regiosal or local interest on which
it is unrensonable to expect that evidence will be available loeally, or comprising
synopses of such information covering the whole country or a wide area.,
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APPEMDIX B

Pusrsc Recorps Act, 1958, sd(6
Regummomneg ReConos oM THE Puptic Rocorp OFsce

L Diepartments will fornish the PRO with the names {and specimen signatures)
of those officers who are authorised to sign requisitions for records. 1t is ree
quested that the panel of suthorised signatories be kept 1o a limited nygmber, and
that any changes in it be potified immediately 10 the PRQ.

2. Records cannot be requisitioned by 3 Depsriment other then the one by
whom they were transferred to the PRO, or itz suooessor, without o written
authority from that *parent’ Departiment. This may be in the form of a stanting
authority for a certain group of records,

3. A requisition is to be completed and sent to the PRO for each recorn
required. Tt should be addressed o ‘Departmental Reqguisitions, Public
Record Office, Chancery Lane, London, WO2° Reguisitions must be made o
on the tickets provided by the PRO for this purpose. The PRO reference for the
document should be entered on the tioket: no Nirther reference is needed,

4. When records are despatched, they will be accompanied by receipt tickats,
These are to be signed and returned immediately.

3. Records requisitioned are normally despatched by the Interdepartmental
Despaich Service (IS, but aliernative arrsngements can be made if the
Departraset’s Office is pot included in this service,

& If any record is required urgently, a tolephoned demand before £ D, 10
Chancery Lane {to 01-405 0741, extension 48) or for records stored at Ashridge
{to 044-284 2441} can be accepied, provided that a requisition ticket is des-
patehed as soon as possible afterwards to confirm it

% When records are roturned to the PRO, they are to be sceompanied by
return vouchers, books of which are provided by the PRO for this purpose.
After checking at the PRO, the individual receipts (see para. 4 above), will be
sent back to the Department as an acknowledgment of the safe return of thel
records,

§. Further supplies of requisition tickets and return books may be obtaiped
fronn “Departmental Requisitons’ at the PRO,

9. Mo record held on requisition from the PRO should be altered, added to or
amalgamated with any other records. I, exceptionally, an nlteration is con-
sidered necessary, the PRO should be consulted before i1 s made,

i), The PRO anouslly sends to Departments Hsts of the records which they
have had out on requisition for a considerable time, asking that, if & is not
desired to retain them in the Department for a further period, they should be
rofurned to the PRO. A DRO shoold satisfy himsell that the records retained
are still physically in Ws department, and that there is & continuing need for
them,

6

APPENDIX ©

Lord Chancellor's Offics,
. House of Lords,
Reference: E47/22, London, 5.W.1

§0 Diecember 1958

Drear Establishment Officer,

FUBLIC RECORDS ACT, 1958
The Public Records Act, 1958, which is larpely based on recommendations of
the Grigg Commitiee on Departmental Records (Cmd, 9163), will come into
force on the Ist January, 1959,

The Act transfers from the Master of the Rolls 1o the Lord Chancellor the
sponsibility for the direction of the Public Revord Office, and gives him &
general responsibility for carrying out the provisions of the Act and for supLL-
vising the menasures to be taken under it for the safe keeping of public records
and the preservation of thuse which are to be kept permanently (s, 1{1)).

3. Under the Lord Chancellor’s direction the ¥eeper of Public Records will
have charge of the Public Record Office (3.2(1)). Application for the Lord
Chancellor's direction or approval, whers required by the provisions of the A,
should be made through the Keeper of Public Records. The Lord Chancelior
has announced his intention of appointing Sir David Fvans, 082, D.LITT, to
this post.

Selection and Disposal of Public Records

4. The Act places the responsibility on Governmest Departments and other
organisations within the scope of the Act for making arrangements for selecling
those of their records which ought 10 be permanently preserved and for keeping
them in proper conditions {8.3(1)) 1t further requires these arrangements to be
carried out under the guidance of the Keeper of Public Revords, who is TEERO~
sible for co-ordinating and supervising the work of sclection {s.3(2.

50 A statutory duty to provide Tor the elimination of records no longer worth

y keeping is substituted for the discretionary destruction schedule procedur
" permitied by the Public Record Offios Acts, 1838 to 1898, which are repenled

by the Act of 1988,

6. In dischorging his duties under s.3(2) {see para. 4 above), the Keeper of
Public Records will follow the procedure recommended by the Grrigg Commities,
the principal feature of which is that papers receive First and Second Reviews,
Ttiwsll be recalled: that this procedure is caleniated to secure greater speed and
economy in the work of selection as well as to improve the guality of the
material preserved and to ensure that the Public Record Office receives it in 2
regular and orderly fashion,

1. The exercise of every Diepartment’s tesponsibility under the Act is to be in
the hands of o’ Departmental Record Officer, responsible to the Establishment
Officer for controiling the disposal and knowing the whereabouts of all its
rexords. These Officers should, as requested by the Treasury’s letter of the 17th
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May, 1936, already be in post, and engaged in the preparatory work of planning
the introduction of the new procedure and clearing off arrears of weeding, The
Records Administration Officer and Tospecting Officers at the Public Record
Office are responsible for overseeing these operations on behalf of the Keeper
of Public Records. The programme for this preparatory work should be agreed
in each case with the Inspecting Officer assigned to the Department, As sach
Department is ready {o introduce the new reviewing procedure, the Inspecting
Officer will join with the Departmental Record Officer in taking the final
decision as to what documents should be permanently preserved, and will help
him fo superintend the peneral arrangements. This procedure is described in
detail in the Guide for Departmental Record Officers, which has been circulated
to Departments in a provisional form and will be followed in due course by a
definitive text.

& Some Departments have made substantisl progress in planning thelr
programmes in consultation with the Inspecting Officers; in a few cases, indeed,
the backlog of weeding has been cleared and the new reviewing procedurs is
working, The five-year trausitional period allowed by the Grigg Report will
have expired at the end of 1961 and those Departments which have not ¥
made much progress should now press on.

9. The Act Jays down that documents selected Tor preservation shall be sent
to the Pablic Record Office not later than 30 years afier their creation: but that
their transfer may, for administrative or other special reasons, be postponed
with the Lord Chancellor’s approval (8.3(4)). A proposal by & Department 1o
retain documents wnder this proviso should in the first instance be discussed
with the appropriste Inspecting Officer. It is obvious that some Departments,
which are still working over their papers, will have records which are eventually
to be transferred to the Public Record Office, but which, though 30 vears old,
have not yet been reviewed. In such cases the Lord Chancellor’s approval for
é@f@tgwm of transfer oced not be sought before the end of the transitional
period.

10, The Act provides that the documents in 2 fle are to be treated for the
purposes of the Act as bearing the date of the latest docoment (5. 10{2)). This s
intended as a safeguard against the premature transfer and subsequent opening
to public inspection of papers filed with documents of earlier date, But, il applied
te fles covering too wide s span of years, it could delay vnduly public access to
papers more than 50 years old and also obstruct the working of the new review
ing procedure; The Public: Record Office will advise Departments to provide
for the regular closing of fles when they reach = certain age.

i1, Records which are not suitable for preservation should be sent for destruc-
ton as soon as they cease to be reguired for administrative purposes. The
disposal of Government waste of this kind is the concern of H.M. Stationery
Office which should be consulted about destroying documents otherwise than
under the normal arrangements provided by them. Any mode of disposal other
than destruction—for example, preseotation to an academic institution or an
overseas Governmen{—requires the approval of the Lord Chancellor (5.3(6).

12. Records of a Department or body which is wholly or mainly concerned
with Scottish affairs or which carries on is sctivities wholly or mainly in Scotland
are excluded {rom the definition of public. records {para. 2(2)(a} of the First
Schedulel, and the 1938 Act does not apply to them. However, public records,
as defined in: the Act, which relate exclusively or muinly to Scotland or o
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Novthern Ireland may lowlolly be transferred to the Scottish Record Dffics
o the Public Record Office of Northern Ireland, as the case may he {2.3(8) and
s.12(1)3. Mevertheless the Lord Chancellor will, in future, have a statutory
responsibility for all public records and, to ensure thot transfers of public
records to Beotland and MNorthern Ireland are poverned by agreed and con-
sistent principhes, be wishes Departments to seek the concurrence of the Public
Recopd Ofice, whose officers are in close touch with the Record Offices in
Edinburgh and Bellust, before transferring records to either plnce.

The Deposit of Public Records Lovally

13, The Lord Chaneellor can authorise the transfer of public records to places
other than the Public Record Office, I it is thought that, for some renson such
ag their technical nature of their special local interest, they would be more
suitably preserved there (5.4(1)). The Public Record Office should be consulted
about proposals to make such translers, since the Lord Chancellor’s consent
will depend on his being satisfied that the proposed place of deposit is suitable
and that the suthority respoosible for it agrees. In genersd, the Lord Chancellor
will be prepared to constder favourably applications for the deposit locally of
ublic records of local organisations.

Reguisitioning of Public Records

14, Public records transferred to the Public Record Office or other appointed
place of deposit will be temporarily roturned i the Department by whom they
were transferred reguines them again {8.4{6%).

Aveess o Public Records

13, The Act provides that records transferred shall be open to inspection by
the public when 30 vears old undess the transferring Department and the Lord
Chancellor agree that access shall be given st an earlier or later age (.50
This does not apply to documents which have been open to inspection befors
transfer; they will continue fo be open after transfer regarvdless of their age.

16, Access can be withheld or made subject 1o special conditions to be agreed
with the Lond Chancellor, i the transferring Department considers that for
reasons of confidentiality this is desirable (5.5(2)).

17, I Departments about to transmit records wish that the normal arrange-
ments for public access to documents 50 vears old should not apply to thos

 recopds, they should consult with the Puble Recond Office, 3o that the Lord

Chaneellor’s approval may be obtalned for the special arrangement desired,
In the case of records afready in the Public Record Office the Departmenis
severally concerned have been asked by the Secretary of the Pablic Record Office,
in u letter of the 13th November, to notify the Public Record Office if they
cannot agres to the public being given access to any of them,

I8, This letter is addressed to all Departments {other than the Scottish Depart-
menis) and to certain of the organisations listed in Part 1T of the Table in the
First Schedule to the Act, Tt is not being sent to the bodies and establishments
listed in Part T of that Table; the responsible Departments are, therefore,
requesied to communicate with them.

¥ours sincerely,

{Signed} Home Bocos-Rovre
The Bstablishment Offcer,
i)
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R B R Bad VBN ALD, A

Orerarion o Pusiie Recorps Acy 1938, 5. 3B Transesn 1o
Scorrsy Rocorn OFRce

This memorandum, frst issued by the PRO, 7 QOctober 1960
{Ref, 212i3), relates to documents which ars puble secords within
the definition laid down by the Public Records Act 1938, but which,
as records relsting exclusively or msinly 1o Scotland, could under
the Public Records {Scotland} Act 1937, 5.5(1) and the Public
Becords Act 1958, 3.3(8), be ansmitted to the Scotlish Record
Oiffice. It is to be noted that records of o Government Departenent or
body which is wholly or mainly concerned with Scottish affairs, or
which carries on iis activities wholly or mainly in Sootlend, are by
viriue of paragraph 2({24a} of the Firgt Schedule to the Public Records
Ast nof public records for the purposes of this Act,

1. Depsriments will in geseral be recommended by the PRO o transmit (o the
Scottish Record Office public records selected for permanent preservation in
oifices having the status of 3 Scoltish headguarters®, and special groups of
public reconds entizely or maialy concerned with Seotland, such as papers of
roval commissions on Scottish subjects, or classes of returns relating only to
Seotland,

2. Drepariments not willing to {ollow such 3 recommendation will be ashed to
state their reasons,

3. Agy decisions in this connection will be notified (o the Scottish Record
Oiffics as soon s possible.

4, Where a Department wishes o retain in #s custody a class of records selected
for permapent preservation and whers that class containg some which might
reasonably. be expected to come to the Scottish Record Office, the Scottish
Record Offfce will be fully consulied and given an opporiunity to make repre-
seniations before any fBnal decision is made,

5. The rules o be presoribed for the review of public records which it hos besn

decided, if worthy of pressrvation, to transmit to the Scottish Record Gifice,
incloding the disposal st suwihorising block disposal of papers in specified
classes on reaching & stated age, will be submitted in drafl to the Scottish Record
Oiffice for observations,

6. Public records which it has heen decided, i worthy of preservation, fo
transmit to the Beottish Record Office will oo coming up for second review be
submitted for inspection by officers of the Scottish Record Office.

Tyt whove i1 is evident that the Seottish ssiablishament of 8 Departsment is simply part of 8 UK,
network a decision by the Departrosnt 1o iransmis Hs records to the PRO will be accepted,
srovided no isconststency of practice is invelved. The possibility of transfer 1o the Soottish
Recond (e will howsver be broyght (o the notice of such Departments and B suitability
oonstdered i all cases.
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8. The Scottish Record Office will withhold public records transmmitied thers
from public insprction untll they bave been in existence 30 years or such other
period longer or shorter as the Lord Chaneellor has preseribed for records of
the same class, To facilitate this the Scottish Record Office will be supplicd
with copies of instrements made by the Lord Chancellor regarding aceess fo
public records,

9, Departments depositing public records in the Scottish Record Office will
have the same facilities for requisitioning their records as they have in the PRO.
{The Public Records (Scotland} Aot, 5.5(3), gives depositing bodies the right o
requisition records transmitted by them to the Scottish Record Office),

1, The Beottish Record Office will in all cases deal with 2 DRO as being the
officer responsible for the Departiment’s records, and will not initially approsch
e Scottish officers of the Department direct on matiers concerning the roview

““and disposal of its records. The staff of the Scottish Record Office will maintain

the clogsest Haison with the Inspecting Offficers of the PRO.

H.  Where public records arg transmitied to the Scottish Record Office, copics
Ohf Hats or indexes prepared in connection with the transfer will be supplied 1o
the FRO.

{2, The PRO will so far a3 practicable supply (o the Scottish Record Office
copies of any list or index of records containing meteris relating to Scotland
which have been tramsmitied to the PRO.

kH

WITNO001013_0019



1. 'The Intermediate Repository at Hayss is for the storage fusually at lower
cost than that incurred by storage in other buildings) of non-current records
awaiting review or destruction, A DRO requiting accommodatinn for records
there should discuss his requirements in the first place with the IO responsible
for his department. If allocation of space is agreed, the DRO should make
direct arrangements for the transfer with the O%cer in Charge, Public Record
Office, Bourne Avenue, Hayes, Middlesex (Tel. 01-573 3831}

2, Amvangements will bave to be made for any production to a Dupartment of
records stored at Hayes. Major vser-departments maintain their own steff of
paperkeepers for this purpose; for others the PRO is able to undertake this
service,

3. To save unnecessary movement of records, a number of Diepartments
arrange for Second Review to be conducted at Hayes. DROs should, however,
bear in mind that ofice accommodation on the site is Hmited.

4. Since Hayes is an enclosed site, departmental staff will be required to show
passes issued by the PRO to gain sccess. All staff are subject to the gensral
rules made for the site and must be thoroughly conversant with the fre regula-
tions. A Canteen i3 available,

32
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In theory there would be no Himit to the amount of background reading which
it would be desirable for 1 DRO (o underinke to 6t himself for the tasks of
reviewing records. Mew books on modern and contemposary history, hio-
graphies and memoirs of prominent fgures, detailed studies of particulur
events and broad surveys of key problems come thick and fast from the press,
In practics no one can do more than read 2 select number of them and be aware
of certain others for reference purpose. Each DRO will Snd the relevant volumes
in the "Mew Whitshall’ series of departmental histores (Allen and Unwiny and
in the sivil and military series of “The Official History of the Second World War”
MED) invaluable,

The dozen recent books und articles Bisted helow form the basis of & useful
reference shelf for & DRO. Other relevant titles can be found by congulting
Section T of John Roach, 4 Bibliography of Modern History {Cambridge
University Press, 1968}, 1t is often possible to obtaln from within a Department
back volumes of such annuals as The Swtesmen’s Year Book, The Annual
Rogister and Whitaker’s dhwanack,

Report of the Commmittee on Deparimental Records (1954, reprinted 19 66
{Crmd. 9183).

D. Butler and J. Freeman, #ritish Politicad Focts, 1H0-1960 {Bddacimilian,
revised editfon, 1969),

B, N, Chesier and P, M. . Willson, The Organizavion of British Central
Government 1914-1964 (Allen & Unwin, 2nd edition, 19687,

1o R, Bde, “The Poblic Record Office and Tis Users’ in drehiver Vol VI, oo, 40
{1968y,

4. W. Grove, Government and Industry in Britain (Longmans, 1962},

H, €, Johnson, ‘The Public Record Office and Iis Problems” in Bulfetin of the
Institute of Historicol Reseorch, (Yol X1 {1965}

A, W, Mabbs, ‘The Public Record Cifice and the Second Beview® in drohives
Yol VI, no. 40 {1988),

W, P Medlicott, Contemporary Englond, 1914-1964 (Longmans, 1967),

. L. Mowat {editor), The Shifting Bolonce of World Forees, 18981945, New
Cambridge Modern History Vol X1 (Cambridge University Press, 1968),

I H. BEvans {editor), Steinberg's Dictionary of British History {Araold, revised
edition 19703

A3 B Taylor, English History, 1914-1945, Oxford History of England, Yol XV
{Oxford Umniversity Pross, 1965}

N, Williams, Cheonology of the Modern World {Barrie and RockBiF, revised
edition 1969},
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