
 

 

 

MEDIA POLICY 

1.Introduction. 

This policy relates to the use by the media of archives and artefacts held by 

Northumberland Archives at Berwick-upon-Tweed and at Woodhorn. Whilst 

the Service is very keen to see a higher profile for our collections and our work 

and recognise that the media has an important role in achieving this, we need 

to balance this with the Intellectual Property Rights, ownership and 

preservation issues relating to the use and handling of items within our 

collections.  

2. Requests  

2.1 All requests to use items from our collections by the media should be made 

in writing (letter or e-mail) to the Head of Archives or Berwick Archivist as 

appropriate.  

2.2 Requests should be made four weeks in advance of any deadline thereby 

allowing staff to obtain permissions and process any digital orders.  

2.3 Where possible full references of items to be used should be provided with 

the request.  

2.3 If the request involves identification of content this will be undertaken by 

Northumberland Archives staff as part of our charged for Research Service – 

details of the Research Service can be found on our website - Research - 

Northumberland Archives. 

https://northumberlandarchives.com/services/research/
https://northumberlandarchives.com/services/research/


2.4 Dependant upon the nature of the request, we may have to share details of 

the request with Northumberland County Council’s Comms Team. 

3. Use of Non-Moving Images  

3.1 If the request relates to the use of an image of an item from our collections 

the digital copying of this item will be undertaken by Northumberland Archives 

staff.  

3.2 The image should be ordered using our Digital Copy Request Form which is 

downloadable from our website - Leaflets - Northumberland Archives. Contact 

details, reference number, file format and resolution of image required should 

all be recorded on this form. Some images can be downloadable from our 

online shop or via our catalogue for a charge - Home Page 

(northumberland.gov.uk). These copies are provided for personal research only 

and it is essential to complete a Publication Request Form if you wish to use a 

downloaded image in any form of publication. See section 6 of this policy. 

3.3 A charge will be made for provision of a digital copy – charges are set out in 

the Fees and Charges section of our website - Leaflets - Northumberland 

Archives. 

4. Filming  

4.1 Where the request relates to filming on site Northumberland Archives staff 

will produce any items for filming in advance of the arrival of the film crew. It 

will not be possible to produce additional items during the course of filming.  

4.2 Filming will be supervised by a member of Northumberland Archives staff 

at all times. Staff time will be charged for. 

4.3 Film crews will be supplied with a copy of our Study Centre rules and will be 

asked to observe these throughout filming. 

 4.4 Filming will take place at a date, time and location pre-agreed with the 

Head of Archives/Borough Archivist.  

4.5 Filming will only take place where the physical condition of the item allows 

it and where any permission issues relating to the use of the item have been 

cleared in advance.  

https://northumberlandarchives.com/services/leaflets/
https://calmview.northumberland.gov.uk/
https://calmview.northumberland.gov.uk/
https://northumberlandarchives.com/services/leaflets/
https://northumberlandarchives.com/services/leaflets/


4.6 Filming will take place during normal Northumberland Archives opening 

hours. In exceptional circumstances, out of hours filming may be arranged for 

an additional fee. This is dependent upon the availability of staff.  

4.7 Filming will take place at Berwick-upon-Tweed Record Office or 

Northumberland Archives (Woodhorn) as appropriate. In exceptional 

circumstances it may be possible to arrange for the filming of material off-site. 

However, this must be arranged in advance with the Head of Archives/Berwick 

Archivist. Any material taken off-site will be accompanied by a member of 

Northumberland Archives staff at all times. Staff time will be charged for.  

4.8 We reserve the right to withdraw an item from filming at any time if it 

appears to be at risk.  

4.9 Cold lights should be used during filming – items should not be subjected to 

excessive heat.  

4.10 Any agreement in relation to filming/usage of footage must be signed by 

the Head of Archives/Berwick Archivist in advance of filming.  

4.11 An hourly facilities fee will be charged for filming taking place on site.  

5. Social Media  

5.1 Requests to use content from our collections in social media will be dealt 

with in accordance with our procedures for dealing with all other media 

requests. 

 5.2 Northumberland Archives will provide a digital copy of an item from our 

collections as per section 3 of this policy.  

5.3 We reserve the right to levy a royalty fee for use of an item from our 

collection in social media as per section 6 of this policy 

5.4 We expect an acknowledgement of our service when an item from our 

collection is used in social media – see section 7 of this policy.  

6. Intellectual Property Rights  

6.1 Permission for use of items from our collections by the media will be 

obtained in advance by members of Northumberland Archives staff.  



6.2 The Head of Archives/Borough Archivist will advise whether there is a 

permissions issue at the point that the request to use the item is made.  

6.3 Where permission needs to be sought a Publications Request Form must be 

completed. This form is downloadable from our website - Leaflets - 

Northumberland Archives 

6.4 Items from within our collections can only be used when permission of the 

owner has been obtained. We will endeavour to seek permission clearance as 

promptly as possible but in some circumstances this may take longer than 

anticipated and we will be unable to sanction usage until this has been 

obtained.  

7. Royalties  

7.1 We reserve the right to levy a royalty fee for the use of images of items 

within our collections in publication.  

7.2 We will advise you of any royalty fee payable at the point that you make 

your request.  

7.3 Details of our royalty fees are published on our website - Leaflets - 

Northumberland Archives 

8. Acknowledgements  

8.1 Use of images of items held by Northumberland Archives must be 

acknowledged. We will advise you of the phrasing of any acknowledgement.  
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