Frequently Asked Questions Template 
Do you have more questions than answers after starting your archive search? Don’t worry, ask away. 
*Please note that this is a live document which will be updated on a regular basis with additional FAQs.
1. Contacting and Locating Us
(a) [bookmark: _Int_apLc4r4Y]How can I contact the Archive about my query?
Contact us at [insert Archive email and phone contact if applicable].
(b) I’m a Welsh speaker. Would it be possible to communicate this query in Welsh?

We welcome correspondence in Welsh and English. Correspondence received in Welsh will be answered in Welsh and will not lead to delay.

(c) Where is your Archive? How do I get to it?
We are located at [insert location and address details]. Instructions on how to get to [insert location] can be found here [insert travel guidance].
(d) What are your opening times?
Our opening times are [insert times].
(e) Should I contact the Archive before visiting? Do I need to book?
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.
(f) How long does it usually take to receive a response from the Archives on a query?

We aim to respond to your query within [insert target time] of your enquiry reaching us.

(g) Are there any charges for access?

Our search-rooms are free to use, but we do charge for some services including [insert services].
2. Before You Visit and Initial Research
(a) Do you have a catalogue I can view before visiting? How do I navigate the catalogue?

Yes, see our online catalogue [insert link] and our online catalogue guides and resources to learn how to navigate this resource [insert guidance/resource links].
 
(b) How much of your collection is digitised or digitally accessible?

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 and People’s Collection Wales.

(c) I’m not very good with technology, can I get some support or assistance with using the catalogue?

Yes of course, you can visit us on site at [insert Archive name] and we will guide you in how to use the catalogue and find what you are searching for.

(d) Do you have anybody working as researchers that could help me with my search?

[Insert answer for your individual archive service].

(e) Are there any records that I cannot view and why? Is there a way to order restricted records?

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].
3. Visiting Us
(a) Is there anything I need to consider before visiting the Archive? What should I bring with me? What should I avoid bringing with me?

Please use the Archives Made Easy: Visitor Checklist to help you consider everything you need before visiting.

(b) Is there parking available?

[Insert parking guidance].

(c) Will there be someone to help me when I visit?
Yes, a member of our team will be here to greet and guide you through your visit when you arrive.
(d) How do I physically access the archive? Are there any access restrictions for visitors to the Archive?

On arrival, you should [insert guidance on physical access to archives].
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].
(e) Are children allowed in the reading/research room?

[bookmark: _Int_ww4Y0Zdo]Yes, children are allowed on site but must be accompanied by an adult at all times.

(f) Is there anywhere onsite for tea, coffee or refreshments?

[Insert food and drink available or directions to nearest available].
4. Research Records and Collections
(a) Can we take items out of the archives? Can I take photographs or copies of records I view?

 Items cannot be taken out of the archive and must be kept in the reading/research room at all times.
If you would like a copy of a document to take with you after your visit, please see our [insert search and copy services guidance] for full information on how many copies you can take and charges for this service.
(b) Do I need to wear gloves when using records in the reading/research room?

At [insert Archive name], we do not require visitors to wear gloves when handling our collections but please do bear in mind that some other archives may have different approaches to document handling.

(c) Is there any copyright guidance available?

[Insert archive’s copyright guidance].
