
 
 

 

Ordering and using original documents  
 
What will happen while the Gloucestershire Heritage Hub is being built? 
We will continue to provide access to original documents as we prepare for the work to start and 
while the building work itself is in progress.  But we have made some changes to our document 
production system.  So, now you need to order all the documents you want to use in advance.   
 
How can I order my documents? 
You can: 

 Check the online catalogue to find the references  

 www.gloucestershire.gov.uk/archives/catalogue and then email the references to us: 
archives@gloucestershire.gov.uk  

 Pre-order documents yourself during a visit – just leave the completed request slips with us 
when you leave and include the date you plan to visit 
 

Please help us!  We need time to produce your documents from the strongrooms so give us as 
much notice as you can.   At least 2 working days are needed for up to 3 items and at least 5 working 
days if you’d like to see more.  Please remember, you will still need to bring a valid CARN card or ID 
to confirm your signature and address before you can use original documents. 
 
What happens if I can’t visit as planned? 
Please let us know as soon as you can – an email to archives@gloucestershire.gov.uk is best.  If 
you’d like to rearrange your visit, give us the new date and we’ll make sure that the documents are 
ready for you. 
 
Will I still be able to take copies? 
Yes!  You can take photographs of most of the documents we hold but please ask a member of staff 
before you start.  The existing charges will still apply and you must complete a copyright declaration 
form.  Please return this to a member of staff before you leave.  
 
What are your opening hours  
The research room will be open on Tuesday, Wednesday and Thursday between 9:00am and 
4:30pm.  On Monday and Friday it will be open for pre-booked project groups and Archives’ 
volunteers. 
 
Can I still park onsite? 
Yes!  Parking will not be affected until work starts early in the New Year. 
 
Will there be any more changes? 
Yes!  We’ll move ‘next door’ to temporary accommodation in the Frith Centre training rooms in the 
New Year so that work on the main building can start.  Please look out for more information nearer 
the time.  And although the document production system and opening hours will remain the same, 
there will be some other important changes: 

 only blue-badge holders will be able to park onsite – there are public car parks in Hare Lane 
and Great Western Road, both within easy reach and the bus and railway stations are nearby. 

 you’ll need to pre-order most books.  A microfilm and fiche reader will be available in the 
Family History Centre run by Gloucestershire Family History Society also based in the Frith 
Centre but you’ll have to pre-order microfilms/fiches. 
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