Archive Service Website Template
Important note: 
[bookmark: _Int_aBOjoYiB]This template is intended as a starting point for ARCW member services considering the design/redesign of their websites, or for those services who have limited capacity or access in editing their websites. This is a guide, rather than a set of instructions, and all the information contained can be amended to reflect your individual archive services and circumstances.
***
Home/Landing Page
1. Banner demonstrating logo of Archive Service
2. Optional – Slideshow of images showcasing archive activities and staff collaborating with communities and target audiences
3.  About Us
Example Welcome Statement: 
Welcome to [Insert Archive name]. We collect, preserve and make accessible archive collections related to [Insert geographical or institutional areas Archive serves]. We are open to everyone, and our knowledgeable and friendly staff will help support you to explore our collections. Whether you are using the Archive for the first time, or returning to work with us again, we hope you enjoy your experience and find what you are looking for!
Key Information:
· Contact us at [insert Archive email and phone contact if applicable]
· We are located at [insert location and address details]
· Our opening times are [insert times]
· Follow us on social media at [insert social media channels]
· Optional - We also have a newsletter which you can sign up to follow the latest news and updates on Archive events, projects and more.
Optional if applicable – We are an Accredited Archive Service. See The National Archives website on Archive Service Accreditation for more information.
We are also part of a wider community of archive services across Wales. See the Archives Wales website to find out more.
4. Wait a second, what is an archive?
Great question!
Archives are collections of information, both documents and objects, written, audio, visual and digital records, that have been preserved and held for use by present and future generations. These records hold the collective memories of people, a community or place. They can reveal what past society was like, enabling discoveries about where we come from and who we have been, as well as who we are right now.
Archives are welcoming spaces for everyone! We come in different shapes and sizes and can often be found under the umbrella of local authorities, as part of universities or as independent organisations. 
Collectively, the archive community is full of friendly and committed professionals who can help you discover something extraordinary. For more information about the wider archive community in Wales and the UK, visit the Archives Wales website and The National Archives website.
***
‘Our Team’ page
[bookmark: _Int_5bqr6f2J][bookmark: _Int_kVP1Imap]At [Insert Archive name], our team has a wealth of experience and expertise, specialising in areas such as [insert thematic areas the Archive specialises in, i.e. industrial history, local history of a place etc.]. 
The team also knows how to help if you’re new to archives, if you feel a bit intimidated by a new space, or if you might be struggling with your search. They care about making our collections accessible to you, to guide and help you in your interactions with the Archive, and to make sure you feel welcome, respected and listened to. 
We look forward to supporting you to engage with the Archive. This is who we are:
Optional - Insert individual profiles of archives team in tile format, if the team is comfortable with having a photo and/or work contact information displayed.
***
‘Our Collections – What Can You Discover?’ page
At [Insert Archive name], we care for a large range of records related to the past of [Insert geographical or institutional areas Archive serves]. We make these records available to anyone interested in these stories of past lives and our shared history and heritage. 
Our collections cover the following areas:
· [Insert thematic areas]
Our records can be viewed onsite in our [insert facilities available] and some of our records are also digitised – see our online catalogue [insert link] and our online catalogue guides and resources to learn how to navigate this resource [insert guidance/resource links].
Some records contained within our collections (e.g. parish registers, electoral rolls, genealogy records and images) are also accessible via:
· Ancestry
· Find My Past
· The Genealogist
· Welsh Newspapers Online 
· Tithe Maps of Wales
· People’s Collection Wales
Optional - For some collections, we have to restrict access due to the fragility of some documents, some information contained is sensitive, or the depositor has requested that access is limited. For more information, please see our [insert link to access policy or guides on access to restricted records].
***
‘Archives and Projects – Ways We Can Work Together’ page
Archives are all about exploration and discovery. We preserve important records and collections, but also work closely with our communities to widen access and raise awareness of the records we hold. 
At [Insert Archive name], you can engage with us in the following ways:
· Visit us to uncover something hidden or not seen before
· Work with us to support local education, culture and heritage
· Support us with volunteering activities (available throughout the year)
· Gain work experience for a career in archives
· Deposit collections with us or seek advice on conservation
Optional - Insert additional services
We also work cross-archive, cross-sector on some exciting projects. Learn more about our projects and the different themes we’ve focused on, from heritage to healthcare.
· [Insert projects]
These are just some of the ways we work with our incredible partners to make valuable links between past, present and future generations. We are always open to exploring new ideas and ways to work together to showcase our collections, build common understanding and learn from, and share with, our communities.
To get involved, or to work together on a project with us, please contact us at [Insert Archives email].
For further information on how these activities align to our collections development policy, please see [link to policy].
***
‘Visiting Us’ page
If you’ve never visited an archive before, please see the Archives Made Easy: Quick Start Guide on how to get started.
Before you visit
A useful starting point is to think about what interests you and what questions you may want to answer. It’s OK not to have a fully formed question at this stage – maybe it is a topic or wider theme that sparks an interest or a conversation you’ve had with family or friends.
Exploring our online catalogues [insert link], Archives Hub and The National Archives Discovery will also give you an insight into what is available in our collections and elsewhere.
Get in touch
While it is possible to drop in and visit, contacting us in advance will make your exploration of the archives far more straightforward. Our team will help you to identify what you need, request a document before your visit and advise on how to continue your search.
If you have found what you are looking for at the Archive and would like to visit, you can book an appointment time and whether you intend to visit for a morning/afternoon or the whole day.
Please do also let us know if you intend to visit on your own or with someone else.
Explore the collections
We also recognise that it is sometimes not possible to visit us onsite. Our team will do their best to support you in alternative ways to access our collections and in guiding you on your way to learning more. There are several different ways to access our collections and services, including:
· Searching our collection catalogue remotely using our online catalogue [insert link]
· Accessing our available digitised collections on our website [insert link], as well as records accessible via Ancestry, Find My Past, The Genealogist, Welsh Newspapers Online, Tithe Maps of Wales, and People’s Collection Wales.
· Using our catalogue guides to learn how to navigate various resources [insert guidance links].
· Attending upcoming events organised by [insert Archive name] to learn more about various themes and topics
Getting here
Here is some key information on where we are based and how to get here:
· Where is the Archive? [Insert address and location]
· How can I get here? [Insert travel guide – Car, public transport etc.]
· Is parking available? [Insert parking guidance]
· Are there any entry costs involved? [Insert cost advice]
· Are there food and drink facilities on site? [Insert food and drink available or directions to nearest available]
Please also see our FAQ area for further guidance before you visit. 
Accessibility support
Visitors can access the building and associated facilities using the following guidance:
[Insert specific access advice on entry, disability access, facilities available, any additional guidance materials for archive location]
Our team at [insert Archive name] are always happy to advise on our services, facilities and any additional support we can provide to make your visit enjoyable. Our commitment to accessibility can be found in our [insert link to Archive Inclusion and Accessibility policy].
On the day
Please use the Archives Made Easy: Visitor Checklist to help you consider everything you need before visiting.
On arrival, you will be greeted by one of our members of staff who will guide you through how to navigate the Archive, what you can bring in with you to the research room and how you can make a start on the records you’ve booked. 
Optional (for services within another building or shared with local authorities/other organisations etc.) - On arrival you will be greeted first by reception staff who will contact the Archive team to come and introduce you to the [insert research room name].
We are committed to ensuring that [insert Archive name] is a safe, inclusive and welcoming place for everyone to visit and access. 
At the same time, it is important to remember that records we keep in an archive are invaluable, unique and irreplaceable. We work together with you as visitors to ensure records are protected, treated with respect and handled appropriately. 
Rules and practices are therefore in place to provide a balance between welcoming you and ensuring available records can be accessed in a safe and suitable way, preserving collections for present and future generations.
General rules/guidelines:
· We do not tolerate any form of harassment or discrimination on the grounds of age, disability, sex, gender identity or gender expression, ethnicity or race, religion or belief, or sexual orientation. Archives are inclusive places and spaces for everybody, and we take instances of discriminatory behaviour, intimidation, disturbances or harassment extremely seriously.
· Please treat all staff with respect. They are here to help you in your use of the archives and are keen to support in any way they can.
· Please take care of the documents or records you are looking at, listen to the instructions provided by our staff in how to handle the documents and please ask at all if you have any questions or are unsure what to do when visiting.
· In the case of an emergency on site, please follow the instructions of our trained staff if asked to evacuate the building for your own safety.
If you need a break at any time, please let us know and if/when you are planning to return to your search after taking a breather. [Insert guidance on breaks in research room services and reminder of food and drink options]. 
Future visits 
We hope this is the first of many times you will engage with us at [insert Archive name].
If you wish to visit again or have queries about other records available at the Archive, please follow this guidance and use your Archives Card to visit us and other archives in the future.
Optional - Apply for an Archives Card
You can apply for an Archives Card to give you access to thousands of other archive records, including ours. Our staff will be able to guide you through this process and you’ll simply need to bring a form of ID with you when you visit to complete the process.


