
COLLECTION POLICY STATEMENT

Name of repository: Oxford University Archives

Address: Bodleian Library, Oxford OX1 3BG

Governing body: Curators of the University Libraries, University of Oxford

Status and authority

1. The University Archives is part of the Department of Special Collections in
the Bodleian Libraries and reports to the Keeper of Special Collections. The
Libraries are governed by a body of Curators whose functions and
responsibilities, under the University’s Council, are set out in the University’s
statutes and regulations. Section 3 of Statute VIII states:

There shall be a body of Curators of the University Libraries which shall be
responsible, under Council, for the safe keeping, preservation, orderly
administration, finance, and general policy of the libraries within, and the
services provided by, the Bodleian Libraries
(www.admin.ox.ac.uk/statutes/786-121.shtml).

2. Section 1.2 of Council Regulations 44 of 2002, as amended, states:

The Bodleian Libraries shall comprise the organisational units allocated to it
by Council as determined by the Planning and Resource Allocation Section, a
list of which shall be published by the Curators, and shall include the
University Archives (www.admin.ox.ac.uk/statutes/regulations/280-
072.shtml).

3. The Curators are advised and guided in matters concerning the University
Archives by their University Archives Subcommittee. The status, terms of
reference and membership of the Subcommittee are set out in sections 24.10-
14 of Council regulations 15 of 2002, as amended
(www.admin.ox.ac.uk/statutes/regulations/520-122o.shtml).

4. The University Archives holds wills, inventories and other related material as
part of the records of the Chancellor’s Court. These probate records are
‘public records’ as defined by the Public Records Act, 1958, and their
retention by the University is specifically authorised under that Act and the
Oxford University Act, 1860 (23 and 24 Vict. Cap 91).

Scope of collection policy

1. The function of the University Archives is to select and preserve the
administrative records of the University and its departments, and to make
them, and the information they contain, available for administrative and
research purposes. These administrative records date from 1214 to the present
and include charters, statutes and title deeds; records of the University's



legislative and executive bodies; financial and central administrative records;
records of students; records of University delegacies and committees; records
of the Chancellor's Court; and departmental and faculty records. Records may
be acquired in hard copy or digital format.

2. With certain limited exceptions (specified below), the collecting activities of
the Archives are limited to the records created or received by the University
and its departments in the course of its or their administration. ‘The
University’ in this sense refers to the central corporate body (the Chancellor,
Masters and Scholars) and excludes the colleges whose records are the
responsibility of the individual colleges. The University Archives does not
collect other material relating to the University such as the personal records of
individual members of the University or the records created by University
clubs and societies (which are private associations using the University’s
name), which are collected by the Section for Archives and Modern
Manuscripts (AMM) of the Department of Special Collections in the Bodleian
Library. Some large departments of the University, such as the Bodleian
Library itself and the University Press, manage their own archives.

3. The Archives will, in consultation with the transferring officer or department,
appraise all potential transfers and where appropriate identify those records
which do not merit permanent preservation and thus will not be accepted by
the Archives. Where necessary for practical reasons, records may be
transferred to the Archives for appraisal; records not subsequently selected for
permanent preservation will, after appropriate consultation, be destroyed or
returned to the transferring officer or department.

4. The Archives does not accept records for temporary storage.

5. The Archives has in the past taken records of Morrell, Peel and Gamlen,
solicitors, relating to work carried out for the University. These are not
records of the University but have been preserved at the request of the
University administration as they supplement the University’s own files
relating to, and are in some cases the only surviving record of, particular items
of business. Similar records may be accepted in future.

6. The Archives may, in consultation with AMM, accept personal records of
members of the University acting in an administrative capacity (eg as chair of
a University committee) where this is considered the most appropriate course
of action.

7. The Archives, by arrangement and in consultation with AMM, accepts the
records of individual examiners in University examinations.

8. Records of bodies that are associations of colleges of the University for
particular purposes (Senior Tutors’ Committee, College Bursars’ Committee
etc) are not accepted by the Archives but are directed to AMM unless they are
predecessor bodies of University departments or of sections of the central
administration (see paragraph 9 below).



9. Records of bodies that were not part of the University as defined above but
which were the immediate predecessors of University departments (eg Barnett
House, the predecessor of the Department of Social Policy and Intervention)
or of sections of the central administration (eg the Oxford Colleges
Admissions Office, the predecessor of the Undergraduate Admissions Office)
may be accepted by the Archives where this is considered the most appropriate
course of action.

Methods of acquisition

All records from internal sources are the property of the University. Records received
from other sources are generally accepted as gifts. The Archives does not normally
purchase records or accept them on loan.

Deaccessioning

It is intended that all records taken into the Archives after appraisal in future will be
for permanent preservation. Some records accepted during the 1970s and 1980s when
the policy of comprehensive retention, under which no document created by the
University was to be destroyed, was in force may after appraisal and consultation with
the transferring department or officer or their successor, if deemed unworthy of
permanent preservation, be destroyed. Similarly, other records previously accepted
without full appraisal to relieve particular space crises in administrative offices may
also, after the same procedure has been carried out, be destroyed.

Review of this policy

This policy statement was approved by the Curators of the University Libraries in
December 2017. It will be reviewed at least every five years. The date of next review
is no later than December 2022.
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