
Please note

These templates are intended for guidance purposes only. They are not to be seen as implying the authorisation or sanction of their content by English Heritage or the Association of Local Government Archaeological Officers UK. No responsibility or liability can be accepted for any injury, loss or damage incurred as a result of their use, or from reliance upon their content.  

In creating their own policy documentation HERs should ensure that that the appropriate legal advice is taken where necessary and that the relevant restrictions and guidelines incumbent upon their host authority are adhered to. The drafting of policy documentation should also take account of the host authority’s house styles and ensure that publically available material carries the relevant logos and insignia. 
Preliminary:

Informing the Future of the Past (Gilman and Newman (eds) 2007, sub-section B.1) defines a Information Policy as outlining the “scope, geographical coverage and content of the information available (from an HER). This corresponds closely to the description of a Recording Policy contained in the HER Benchmarks for Good Practice (ALGAO/EH 2002, p6, 2.1a). Thus, for the purposes of drafting this template the terms Information Policy and Recording Policy have been interpreted as being interchangeable. 
This template broadly corresponds with the guidance contained within Informing the Future of the Past (subsection B.4) although elements of this have been enhanced using material drawn from exemplars kindly provided by HERs.  In the framework below emphasis is also laid on setting the HER within the context of other data resources, national and local and on detailing how these interact with and support one another.    
[Insert name of Host Authority] HER Information Policy 
1. Geographical Coverage

The [insert name of host authority] Historic Environment Record (HER) is the principal index of known heritage assets, ie archaeological sites, findspots, landscapes and historic buildings recorded to date. It is also an index to past research and investigations on all aspects of the historic environment of [insert relevant administrative area(s)].
 Geographically it covers the current [county/district/unitary authority delete as appropriate] of [insert name of authority] and [insert name of any associated authority], including the area of [insert names of relevant districts/unitary boroughs/National Parks etc], but excluding [insert names of relevant districts/unitary boroughs/National Parks etc]. [Insert name of authority/authorities] maintain their own HERs.
[Below the tidal low water mark the record for the maritime cultural heritage is continued out to the national territorial limit of 12 nautical miles and (in the case of the submerged landscape associated with XXXXX) slightly beyond.]   
2. Subject Coverage

The table below provides information regarding the resources available from the HER and the form in which they can be accessed. Please note that the HER is not itself an archive repository for primary site records deriving from excavations or surveys undertaken for commercial or research purposes. This material should be deposited in the relevant record office or museum to ensure its long term conservation and access by all. (See the HER Disposals Policy [Insert reference or link] for further details). 

	HER Content and Availability 

	Resource Type
	Database prints
	Original source material
	GIS
	View Only
	Also available online

	Monuments Records (Prehistoric/Historic Sites & Monuments)
	 
	 
	 
	 
	 

	Events Records (Archaeological Investigations, excavations etc)
	 
	 
	 
	 
	 

	Research and fieldwork reports, including 'grey literature' reports
	 
	 
	 
	 
	 

	Aerial Photographs
	 
	 
	 
	 
	 

	Local archaeological journals
	 
	 
	 
	 
	 

	World Heritage Sites
	 
	 
	 
	 
	 

	Scheduled Monuments
	 
	 
	 
	 
	 

	Listed Buildings
	 
	 
	 
	 
	 

	Battlefield Register
	 
	 
	 
	 
	 

	Historic Parks and Gardens Register
	 
	 
	 
	 
	 

	Conservation Areas
	 
	 
	 
	 
	 

	Conservation Area Appraisals
	
	
	
	
	

	Locally Listed Heritage Assets
	 
	 
	 
	 
	 

	Protected Hedgerows
	 
	 
	 
	 
	 

	Protected Wrecks
	 
	 
	 
	 
	 

	Tree Preservation Orders
	 
	 
	 
	 
	 

	Portable Antiquities Scheme finds
	 
	 
	 
	 
	 

	Historic Landscape Characterisation
	 
	 
	 
	 
	 

	Historic Seascape Characterisation
	 
	 
	 
	 
	 

	Extensive Urban Surveys
	 
	 
	 
	 
	 

	***** Urban Archaeological Database
	 
	 
	 
	 
	 

	****** NMP
	 
	 
	 
	 
	 

	****** Historic Area Assessment
	
	
	
	
	

	Atlas of Rural Settlement in England
	 
	 
	 
	 
	 

	Other material relating to the results of professional and private research as and when accessioned
	 
	 
	 
	 
	 


The subject coverage of the record corresponds to the recommendations outlined in:

English Heritage/Association of Local Government Archaeological Officers (2002) Historic Environment Records: Benchmarks for Good Practice (v1.1), 2.1b, p6 and

Department of Culture Media and Sport (2008) Historic Environment Records (HERs): Draft guidance for local authorities in England, 24, p9

These state (respectively) that: “Coverage should aim to be inclusive of subject and period for all archaeology and aspects of the historic environment” and that “There should be no temporal limits on the information recorded in an HER: it should include data relating to all periods, from the earliest human activity to the present day”. 
It should be noted, however, that there is a tremendous disparity in the volume of evidence across the range of prehistoric and historic periods with which the record deals. Consequently this has often necessitated a variety of approaches to recording and a correspondingly varying level in the detail made available within the record.  
Similarly it should be remembered that an HER can never be a definitive record, and the scope of the information that it contains will vary according to the area covered, the extent of the archaeological research undertaken, and the character of the local historic environment (Institute for Archaeologists, 2012, Standard and Guidance for Archaeological Advice by Historic Environment Services, 6.4, p7). 

Details of the techniques used by HER staff in indexing and processing data for inclusion within the HER can be found in the [XXXXX]  HER Recording Manual [insert link].  

2.1 Heritage Assets
The term ‘Heritage Asset’ traditionally encompasses, in the main, physical remains such as sites, monuments, buildings, maritime craft and artefacts, spanning landscape-scale areas at one end of the scale to individual artefacts or ecofacts at the other (MIDAS Heritage, 2007, p22). More recently, however, this definition has been extended to include aspects of the intangible heritage relating, for example, to “places perceived as a source of local identity, distinctiveness, social interaction and coherence” (EH Good Practice Guide for Local Heritage Listing, 2012, Table 1 p16).  

(The UNESCO Convention on Safeguarding of the Intangible Cultural Heritage (2003) defines “intangible cultural heritage” as “the practices, representations, expressions, knowledge, skills – as well as the instruments, objects, artefacts and cultural spaces associated therewith – that communities, groups and, in some cases, individuals recognize as part of their cultural heritage”. It should be noted, however, that the UK is not presently a signatory to this convention). 
Decisions regarding the suitability of a heritage asset (or category of heritage asset) for inclusion within the HER record are based on guidance provided by the following sources:

Good Practice Guide for Local Heritage Listing (English Heritage, 2012, section 2, pp 14-16)
Historic Environment Records (HERs): Draft guidance for local authorities in England (Department of Culture Media and Sport, 2008, subsection 3.2, item 28, pp9-10)

Informing the Future of the Past (Gilman, P & Newman, M (eds), 2007, subsection C.4) 

http://archaeologydataservice.ac.uk/ifp/Wiki.jsp?page=SectionC.4
Standard and Guidance for archaeological advice by historic environment services (Institute for Archaeologists, 2012, subsections 6.4-7, p7)

In practical terms the heritage asset proposed for inclusion should be capable of being recorded in such a way as to satisfy the criteria set out in the UK Historic Environment Data Standard: MIDAS Heritage (Forum for Information Standards in Heritage (FISH), 2007, subsection 4.1, pp29-42).
2.2 Events  

The term ‘event’ as it is used in the context of the Historic Environment Record constitutes “A single episode of primary data collection over a discrete area of land. This…can only consist of one investigative technique and is a unique entity in time and space” (Bourn, R, 1999, SMR News 8, pp3-7).  

In recording terms this means that the HER aspires to include the full range of surveys, investigations of standing buildings, excavations, core sample collection and other fieldwork (whether on archaeological sites or on standing buildings) undertaken within its geographical remit (MIDAS Heritage, 2007, p45). [However, for practical reasons the [insert name] HER also records as events a number of activities which do not fall under the umbrella of the above definition: Desk Based Assessments, Environmental Impact Assessments and Historic Area Assessments].    
Decisions regarding the suitability of an event (or category of event) for inclusion within the HER record are based on guidance provided by the following sources:

Historic Environment Records (HERs): Draft guidance for local authorities in England (Department of Culture Media and Sport, 2008, subsection 3.2, item 28, p10)

Informing the Future of the Past (Gilman, P & Newman, M (eds), 2007, subsection C.6)

http://archaeologydataservice.ac.uk/ifp/Wiki.jsp?page=SectionC.6 

Standard and Guidance for archaeological advice by historic environment services (Institute for Archaeologists, 2012, subsections 6.5-6, p7)

In practical terms the event proposed for inclusion should be capable of being recorded in such a way as to satisfy the criteria set out in the UK Historic Environment Data Standard:

MIDAS Heritage (Forum for Information Standards in Heritage (FISH), 2007, subsection 4.2, pp45-47)

2.3 Sources
The term ‘sources’ covers various materials that provide information about the heritage assets and events in a locality. They include: documentary archives, maps, plans, antiquarian books, photographs, drawings, aerial photography interpretation plots, publications, reports, journal articles, digital data and geophysical survey data (Informing the Future of the Past C.8).  
Details regarding the framework used in identifying sources to be integrated into the HER, assessing their relevance and how they should be recorded and made available are outlined in section 3 below.   

3. Sourcing of Information

The process of updating and enhancing the record is a continuous one.  It is recognised that there is a need to respond to the needs of its users, both local and further afield, and to this end user satisfaction data and information drawn from user and non-user surveys (undertaken when practical opportunities arise) is regularly analysed and used to guide this enhancement. 

Since the coverage of the historic environment represented within the HER is an almost all-embracing one (see section 2 above) the range of potential source material (maps, books journals, files, digital and other material) which can be drawn upon is similarly extensive. Conforming to national guidance (Historic Environment Records: Benchmarks for Good Practice (v1.1), 3.7a, p8) [Insert name] HER has a prioritised programme for the processing of outstanding data sources onto its database. The initial content of this list and the assessment of significance attached to each element were arrived at during an audit of the HER undertaken in conjunction with English Heritage in [insert year of audit].  

Judgement as to the priorities ascribed to any sources newly added to this list is guided by the recommendations contained within the research strategy developed for the region:

 [insert reference or link].   
In practical terms any data source proposed for inclusion within the HER should be capable of being recorded in such a way as to satisfy the criteria set out in the UK Historic Environment Data Standard:

MIDAS Heritage (Forum for Information Standards in Heritage (FISH), 2007, subsection 4.3, pp73-76)

3.1 Lead in requirements for collaborative projects 

Whilst the HER does not commission surveys or investigations and is unable to offer grants or financial support for work of this type HER staff are happy to provide preliminary advice on non-commercial projects. Reasonable amounts of HER data can also be supplied on the understanding that the findings of any research are subsequently shared with the HER to be made publically accessible. (To this end advance consultation would be beneficial to ensure that any resulting information is in a form which can be readily assimilated within the HER’s data-structure).

Whilst practical constraints must be acknowledged, HER staff would naturally wish to be as helpful as possible in their contribution. Consequently advance notice [dependant on the scale of the project but ideally not less than XXXXX] will be required to give time for prior consideration and preparation. 

To discuss any initiatives of this type please contact: 

[insert appropriate contact details] 
For more general information on this subject please consult ALGAO guidance document HER Services and Research Projects in England (forthcoming).       

4. Other Data Resources Relating to the Historic Environment of [XXXX]  
As is mentioned above, this template attempts to set the HER within the context of the broader framework of data-resources containing information relating to the prehistoric and historic heritage of the HER’s geographic remit. Consequently, the list of datasets and repositories included below is only to be seen as a sample of those with which the HER may be interfaced. It should, therefore, be amended and added to according to the HER’s specific circumstances.         
[Insert name] HER operates within a network of other data resources relating to the historic environment of the [insert nature of host authority]. These include:  

4.1 English Heritage

4.1.1 National Heritage List for England
Information within the HER regarding nationally designated heritage assets (including: Listed Buildings, Scheduled Monuments, Protected Wreck Sites, Registered Parks and Gardens, Registered Battlefields and World Heritage Sites [delete those not appropriate]) is regularly updated using data drawn from the National Heritage List for England (NHLE) (maintained by English Heritage).

Further information regarding the NHLE can be found at:

http://www.english-heritage.org.uk/professional/protection/process/national-heritage-list-for-england/ 
4.1.2 National Mapping Programme (NMP)

The National Mapping Programme (NMP) is a standard for mapping and recording archaeological sites and landscapes from aerial photographs and other airborne remote sensed data such as lidar. This is achieved by making a synthesis of archaeological information on aerial photographs in the form of a map with accompanying descriptions of sites and landscapes.

The results of NMP survey of the following areas are available through the [Insert name] HER:

[Insert list of areas surveyed by the NMP for which data is available through the HER and the format (GIS, full monument records etc) that they are available in].
The detailed results (mapping and monument records) are also available from the English Heritage Archive Enquiry Services.  Access can be gained to the monument records via the Heritage Gateway website.
http://www.english-heritage.org.uk/professional/research/landscapes-and-areas/national-mapping-programme/ 
4.1.3 Rapid Coastal Zone Assessment Survey

The Rapid Coastal Zone Assessment Survey (RCZAS) programme was initiated by English Heritage in the late 1990s to strengthen the information resource for the English shoreline. The surveys are a two phase process consisting of an initial desk-based assessment (including HER data, aerial photographs, LiDAR and cartographic evidence) followed by a rapid walk-over investigation. 

Further details regarding the programme as a whole can be found at:

http://www.english-heritage.org.uk/professional/advice/advice-by-topic/marine-planning/shoreline-management-plans/rapid-coastal-zone-assessments/ 
Data derived from the RCZA survey of the [Insert name] coastline [has been/has yet to be] fully integrated into the HER database. [The process is, however, under way and it is hoped that a full range of relevant information will be available through the HER by XXXXXX]. 

Details regarding the progress of the RCZAS within [Insert name of administrative area] can be found at: 
http://archaeologydataservice.ac.uk/archives/view/rczas/     

4.1.4 [XXXXXX] Historic Area Assessment

A Historic Area Assessment of [insert name of town/city/area] was undertaken in [insert date]. Data derived from this study [has been/has yet to be] fully integrated into the HER database. [The process is, however, under way and it is hoped that a full range of relevant information will be available through the HER by XXXXXX].

Details of the methodologies used by Historic Area Assessments can be found at:

http://www.english-heritage.org.uk/professional/research/landscapes-and-areas/historic-areas-assessments/ 

4.1.5 [XXXXXX] Urban Archaeological Database

An Intensive Urban Survey of [insert name of town/city] was undertaken between [insert year] and [insert year]. 

The data resulting from this survey was entered into an Urban Archaeological Database (UAD) for the [town/city]. 
[This has now been assimilated into the HER and the full range of relevant information is now available through this record].

[This database remains separate from the HER and is held by [Insert name of authority] where arrangements can be made to [access/view] the data by contacting [Insert contact details/link]].     

4.1.6 Extensive Urban Surveys

Surveys of the following towns within [Insert name of administrative area] were undertaken as part of the Extensive Urban Survey (EUS) programme during the period [insert relevant dates]:

[Insert list of towns investigated through EUS with accompanying annotation – The data derived from those surveys asterisked is now accessible through the HER. ] 

[The following towns are currently being surveyed or are to be surveyed as part of the during the next few years] [Insert list of towns to be investigated through EUS] [the information resulting from these surveys will be entered onto the HER in due course].   

(Further details regarding the programme of townscape studies supported by English Heritage can be found at:

 http://www.english-heritage.org.uk/professional/research/landscapes-and-areas/characterisation/townscape-character/ ).
4.1.7 Historic Landscape Characterisation Programme
A programme of work sponsored by English Heritage has been completed to map the elements of [insert name of area] historic landscape using a Geographical Information System (GIS). The outcome is a series of interactive GIS-based maps that characterise the distinctive, historic dimension of today's environment in [insert name of area]. 
Insert: 

[Historic Landscape Characterisation GIS data is held separately from the main HER database but can currently be viewed as part of the HER’s digital map resource].
or

[Historic Landscape Characterisation data is not currently available through the HER [insert details of who currently manages the HLC data and how it may be viewed. If access arrangements have yet to be finalised make this clear and explain any future plans for the resource and their associated timetabling]]. 

Further details regarding the Historic Landscape Character Programme can be found at:   
http://www.english-heritage.org.uk/professional/research/landscapes-and-areas/characterisation/historic-landscape-character 
4.2 OASIS
The HER is a participant in the Online Access to the Index of Archaeological Investigations (OASIS) scheme. The overall aim of the OASIS project is to provide an online index to the mass of archaeological ‘grey literature’ (reports which are either unpublished or which achieve only limited circulation) that has been produced as a result of the advent of large-scale developer funded fieldwork and a similar increase in fieldwork undertaken by volunteers. 
An OASIS data capture form has been designed to help in the flow of information from data producers, such as contracting units and community groups, through to local and national data managers, such as HERs. [Insert team/service name] staff include a clause in all project briefs provided to contractors stating that this form should be used to summarise the findings of their work.    
For more details regarding the OASIS project see: 

http://www.oasis.ac.uk/england/ 
4.3 Portable Antiquities Scheme
The Portable Antiquities Scheme is a DCMS funded project to encourage the voluntary recording of archaeological objects found by members of the public in England and Wales.

Further details regarding the PAS can be found at:
http://finds.org.uk/  

[Insert details explaining the following:

· Is PAS data available to the general public through the HER?

If so- 

· Is this data that is received directly from the PAS or through checking of the PAS database and manual updating by HER staff?  

· How is the data available (GIS? Other?)

· How frequently is the data updated?

· Is PAS data revised by the HER?

If not –

· Is PAS data made available internally within the host authority through the HER?  
If so -

· Is this data that is received directly from the PAS or through checking of the PAS database and manual updating by HER staff?  

· How is the data available (GIS? Other?)

· How frequently is the data updated?

· Is PAS data revised by the HER?

Otherwise insert – 

PAS data has not yet been integrated into the HER database]. 

4.4 Conservation Area Appraisals

Local Authorities are able to protect areas which are valued for their special architectural or historic value through their designation as Conservation Areas under the provisions of sections 69 and 70 of the Planning (Listed Buildings and Conservation Areas) Act 1990.

Conservation Area Appraisals can be made prior to designation and are aimed at developing an understanding and articulation of the character of an area in order to develop a policy framework to underpin planning decisions. Appraisals can also be undertaken for Conservation Areas which were designated some time ago (when prior appraisal was not always done as a matter of course). 

Further details regarding Conservation Area Appraisals can be found at:  

http://www.english-heritage.org.uk/publications/understanding-place-conservation-area/understanding-place-ca-designation-appraisal-management.pdf 

[Insert details explaining the following:

· Is CAA data available to the general public through the HER?

If so –

· List those Conservation Areas for which appraisal data is available.

· List those Conservation Areas for which appraisal data exists which has yet to be entered onto the HER. Include details as to where this data is currently held and how it can be accessed.

· Regarding CAs for which data has not yet been made available through the HER: will these be entered onto the HER at some future stage? 
If not – 

· Provide details as to where this data is currently held and how it can be accessed. 
4.5 Local Lists
Wider public involvement in developing of the range of structures and heritage assets recorded within the HER is also facilitated by the Local Listing process.

(See http://www.english-heritage.org.uk/content/publications/publicationsNew/guidelines-standards/good-practice-local-heritage-listing/local-listing-guide.pdf ).

The [insert name] HER currently serves as a point of access for the Local Lists of heritage assets in [list areas for which local lists are held].

4.6 Museums

[Insert list of museums with locally based collections within the administrative area of host authority including contact details/links. Also include details of any data-exchange or reciprocal support arrangements with HER].

Please note that the HER does not serve as a repository for artefacts or archaeological/historical archive: see [insert link] for details of the HER’s full disposals policy.  
4.7 Libraries

[Insert list of libraries with local studies collections within the administrative area of host authority including contact details/links. Also include details of any data-exchange or reciprocal support arrangements with HER]. 
4.8 [XXXXXX] Records Office

[Insert details and contact information/link regarding the relevant local records office. Also include details of any data-exchange or reciprocal support arrangements with HER].  

Please note that the HER does not serve as a repository for archaeological/historical archive (or digital data of the same type): see [insert link] for details of the HER’s full disposals policy.  

4.9 Ministry of Defence
The Ministry of Defence hold properties within [insert name of administrative area]. And additional details regarding buildings and archaeological remains within these holdings may be held by the Defence Infrastructure Organisation.   
[Insert details of any data-exchange or reciprocal support arrangements between the HER and the Defence Infrastructure Organisation].   
4.10 National Trust
The Natiional Trust hold properties within [insert name of administrative area] and additional details regarding buildings and.archaeological remains within these holdings may exist on the National Trust Historic Buildings, Sites and Monuments Record (NT HBSMR). Selected information from this database can be viewed through the Heritage Gateway web portal at

http://www.heritagegateway.org.uk/Gateway/Resource_Desc.aspx?resourceID=6 
The NT HBSMR can be contacted at hbsmr@nationaltrust.org.uk .   
[Insert details of any data-exchange or reciprocal support arrangements between the HER and the National Trust].   

