Llandaff & Monmouth DACBR
Library Acquisitions and Retention Policy - June 2024

The object of the Association Library is to collate the history of the towers, ringers and ringing in
our area.

This policy is based on the Church in Wales guidance - “Keep or Bin — The care of your Parish,
Ministry Area, or Deanery Records” 2023

Association Records

Minutes of meetings — retain indefinitely — the aim is to digitise them and make them available
via the Association Website to members of the Association

Annual Reports —retain one copy indefinitely - the aim is to digitise them and make them
available via the Association Website to members of the Association

Newsletters —retain one copy indefinitely - the aim is to digitise them and make them available
via the Association Website to members of the Association

Subscription / Membership Records - retain records prior to 1962 when the first membership
listin the annual report was published.

Correspondence relating to routine matters should not be kept, but letters or reports relating to
major developments in the life of the association should be retained. Recommend retain for 7

years then review and remove anything which does not relate to major developments in the life
of the Association

Ringing Surveys and source data - retain indefinitely — consider digitising this data and making it
available via the Association Website to members of the Association - review privacy
implications before making a final decision.

** The Association currently has the following records online, and any paper copies have been
recycled:

Llandaff Branch Newsletters — from Feb 2002
Monmouth Branch Newsletters — from Feb 2003
Management Committee Minutes — from Nov 2019
Annual Reports —from 2008

Association Accounts

Final audited accounts should be kept in perpetuity.

Working papers relating to the preparation of the accounts should be kept for 7 years then
destroyed

Planned giving / covenant / gift aid forms should be kept until 7 years after the giving has
stopped

Bell Restoration Fund



All correspondence in relation to Bell Restoration Fund applications to be retained indefinitely,
including orders of services of dedication. Itis proposed to file this by tower.

Association Events:

Striking Competitions - a copy of the proposed test piece (where specified), the rules which
applied and the results — retain indefinitely

Training Course programmes — retain indefinitely

Annual Dinners — retain menu cards where they have been produced but not the associated
correspondence

Festivals of Ringing — retain a copy of the itinerary but not the associated correspondence.
Tower Records

Ringing log books - retain indefinitely

Quarter peal records - retain indefinitely

Visitors’ books — review on a case by case basis

Personal Records and Books

Personal or tower peal records — all this information is published in the Bell News / Ringing
World and captured in the Association Peal Records. Copies will not be retained in the archive.
The only exception to this would be where a ringer’s peal records included personal notes or
comments which are not in the Ringing World record

Personal tower records — only to be retained where the records include notes or comments
which are not available in the Dove database.

Books - only to be retained where they relate to the history of the towers in our Association, or
the life of the Association and its ringers.



