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Itinerary 
 
10:00 Arrival and registration 
 
10:15 Welcome  
 
10:30 Historic Buildings in the Brecks 
  Talk by architectural historian Stephen Heywood 
 
11:15 Tea and coffee  
   
11:30 Sources of information ς wŜǎŜŀǊŎƘƛƴƎ {ǘ [ŜƻƴŀǊŘΩǎ 

Talk by Stephen Heywood 
 

12:00 Techniques for manual building recording 
  Talk by Stephen Heywood 
  
12:30 Lunch 

(Not provided) 
 
13:15 Tour of historic Munford 
 
14:15 Building recording 
  tǊŀŎǘƛŎŀƭ ǎŜǎǎƛƻƴ ǊŜŎƻǊŘƛƴƎ {ǘ [ŜƻƴŀǊŘΩǎ ŎƘǳǊŎƘ.  
 
16:00 What else can I do? 
   Examples of potential research projects and future workshops. 
 
16:30 Close 
 
 
 
 



Historic Environment Service 
Environment and Planning 

Community and Environmental Services 
 

 
Page 4 of 23 

 

Why record an historic building? 
 
ά¢ƘŜ ƴŀǘƛƻƴΩǎ ƘƛǎǘƻǊƛŎ ōǳƛƭŘƛƴƎǎΣ ǎǇŀƴƴƛƴƎ ƳƻǊŜ ǘƘŀƴ ŀ ǘƘƻǳǎŀƴŘ ȅŜŀǊǎ ƻŦ ƘƛǎǘƻǊȅΣ ƘŀǾŜ ƳǳŎƘ ǘƻ ǘŜƭƭ ǳǎ 
about the ordinary lives of past generations ς how people of all classes and creeds lived and worked, 
worshipped and spent their leisure time. We can also learn from them how buildings were constructed 
and adorned, the traditions they embodied and the aspirations they expressed. They are a living record 
of our social, economic and artistic history, as well as being powerful contributors to our sense of place 
ŀƴŘ ǘƻ ŦŜŜƭƛƴƎǎ ƻŦ ƭƻŎŀƭΣ ǊŜƎƛƻƴŀƭ ŀƴŘ ƴŀǘƛƻƴŀƭ ƛŘŜƴǘƛǘȅέ ς Historic England, Understanding Historic 
Buildings  

The study of history is often focussed on major events and the lives of the rich and powerful. The 
examination of old buildings can give us an opportunity to find out about a wider range of people and 
their everyday lives, which can tell us things about the past that nobody has ever written down.   

Making a record of these buildings and depositing a copy with your local Historic Environment Record 
makes the information available to everyone. This can help to promote understanding and 
appreciation of historic buildings to those with a passing interest in heritage, and can also be the basis 
for research projects, ranging from local studies concerning specific people or places, to larger 
synthetic works discussing a particular theme, time or area. 

As well as informing research, building records are used in the protection of historic buildings. When 
the Heritage Asset Management team consider planning applications, their recommendations are 
based on what we already know of the site. Of course not all historic buildings can be protected 
through this process, but the more that is known about a building the easier it is to determine its 
significance. A survey can also be used to find information about a building where features have 
disappeared through demolition, alteration or neglect. Thus allowing those who have not had the 
opportunity to view the site while it is extant, to benefit from the data others have recorded 
previously. 

What should a building survey contain? 

Historic building records can be done to four different levels. A Level 1 survey is a basic visual record, 
which will typically include: a sketch plan of the building; photographs of the exterior and a summary 
of the location, purpose, materials, listing status and date if this is known. A Level 4 survey on the other 
hand is a comprehensive analytical record. This is usually done for buildings that are particularly 
significant, and so require a much greater amount of detail. A Level 4 survey will typically include: in 
depth documentary research; a detailed description of the structure; measured drawings of the plan, 
elevations and significant features and photographs showing the external and internal layout of the 
building and any other details which may shed light on the history of the building. 

Most building surveys fall somewhere in between these levels with local history groups usually 
ǳƴŘŜǊǘŀƪƛƴƎ [ŜǾŜƭ о ǎǳǊǾŜȅǎΦ aƻǊŜ ƛƴŦƻǊƳŀǘƛƻƴ ŀōƻǳǘ ǘƘƛǎ Ŏŀƴ ōŜ ŦƻǳƴŘ ƛƴ IƛǎǘƻǊƛŎ 9ƴƎƭŀƴŘΩǎ 
Understanding Historic Buildings guide.   

Remember that although a complete building record will contain all of these things, the individual parts 
of a survey can add a significant amount of detail to what is already known, all new information is 
helpful!
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First steps 
 

Where to begin? 

 
A good building survey should add details to what we already know; there is little point in repeating 
work that has already been done, particularly as Norfolk has so many fascinating buildings to study. In 
order to do this you will need to start with some background research. 
 

Historic Environment Record 
 
A good place to start is the Norfolk Heritage Explorer (www.heritage.norfolk.gov.uk). This is the online 
version of the Norfolk Historic Environment Record, which contains information on over 11,000 
buildings of historic interest.  
 
The Heritage Explorer record will contain: information about the location of a building; a short 
summary detailing the date, function and interesting features; a full description of the building and any 
survey work which has been done; whether the building has a protected status, and a list of other 
sources of information.  

 
Extract from the Norfolk Heritage Explorer, 5155 ς {ǘ [ŜƻƴŀǊŘΩǎ /ƘǳǊŎƘΣ aǳƴŘŦƻǊŘ 

 
In addition to this, many of the digital records are linked to a secondary file stored at the offices of 
Norfolk Historic Environment Service. These may contain: original Historic Environment Record notes; 
professional reports (primarily unpublished reports); published leaflets; press cuttings; architectural 
plans; photographs and slides. These can be viewed by appointment.  

http://www.heritage.norfolk.gov.uk/
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Local information 
 
You may be surprised by how much you can learn 
locally. Ask neighbours if they know anything about the 
building. Check whether there is a local historical 
society or ask at your local library. Libraries also often 
have a local history section containing copies of maps, 
archives and local history books. There may also be 
collections of old postcards and photographs that 
might feature the building. 
 

Maps 
 
You may be able to roughly date when your building 
was erected by looking at old maps. You may also be 
able to identify changes in the boundaries and size and 
shape of the building. Some maps also include the 
names of owners and occupiers. There are a variety of 
different maps available for consultation: 
 
Ordnance Survey maps (1830 onwards) 
The earliest Ordnance Survey maps date back to the 1830s. The first edition 6 inch Ordnance Survey 
maps (surveyed between 1879 and 1886) are available online on the Historic Map Explorer. Other 
Ordnance Survey maps are available at the Norfolk Heritage Centre or can be ordered directly from 
Ordnance Survey. 

 
Mundford, first edition Ordnance Survey map. 
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Tithe maps and apportionments (around 1836 to 1850) 
Tithe maps usually cover a whole parish and show individual buildings and field boundaries. The 
apportionment that accompanies the map lists the names of the owners and occupiers of each. Tithe 
maps are available online on the Historic Map Explorer. Digital tithe maps can be consulted at Norfolk 
Historic Environment Service. Most are also available on microfilm at the Norfolk Record Office.  

Mundford, Tithe map. 
 
Enclosure maps and awards (around 1750 to 1850) 
These large scale plans give details of land ownership, highways, footpaths and boundaries. They do 
not exist for all parishes and may not cover a whole parish. Some Enclosure maps are available online 
on the Historic Map Explorer. They are also available at the Norfolk Record Office. 

Feltwell, Enclosure map. 
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Private estate maps (from the 16th century onwards) 
Private estate maps only survive for some parishes. They cover land owned by one large estate only 
but occasionally mention adjacent land owners. They are available at the Norfolk Record Office. 
 
Road order maps (1773 onwards) and deposited plans (1809-1952) 
Road orders were made to close or divert roads and footpaths. Deposited plans show land affected by 
Parliamentary Bills concerning railways, canals and turnpike roads. They include the names of owners 
and sometimes of land affected by the proposed schemes. They are available at the Norfolk Record 
Office. 
 
Aerial photographs 
You may be able to roughly date your house by looking at aerial photographs. You may also be able to 
identify changes in the boundaries and size and shape of the building. The Norfolk Aerial Photographs 
Collection housed by Norfolk Historic Environment Service contains around 120,000 photographs 
dating from the late 19th century to the present day and can be consulted by appointment. Aerial 
photographs taken in 1946 and in 1988 are available online on the Historic Map Explorer. 
 

Unpublished information 
 
Unpublished documents such as title deeds, sale particulars, census records, electoral registers, 
taxation and rating records, wills, probate records and manorial records can all be helpful when trying 
to identify when a house was built and more specifically who lived there and when. Most of these 
records are kept at the Norfolk Record Office or The National Archives at Kew. The Norfolk Record 
Office has compiled a useful guide to using unpublished records to research your home called Tracing 
the History of your House. 
 
Certain records are available online. The system of compulsory land registration now operating in 
England and Wales developed gradually during the 19th and 20th centuries. In some counties, 
registration did not become compulsory until the 1950s. The land register includes details on the 
location and extent of the property, current owners and details of mortgages and rights of way. The 
land register can be consulted by members of the public and information downloaded online from the 
Land Registry. 
 
You can search the 1901 census and the 1841 to 1891 censuses online. Searches are free although a 
charge is made to download images and see an image of the actual census page. The locations of 
surviving manorial documents from Norfolk are recorded in the Manorial Documents Register. 
 
Unpublished information can also include building plans and architectural drawings. Since the late 19th 
century, new buildings and developments have required approval by the local authority. Local Planning 
Departments of the district councils may hold planning applications and architectural drawings. Some 
older planning applications are held by the Norfolk Record Office. Norfolk Heritage Centre and the 
Norfolk Record Office also have collections of photographs of local buildings. Some are available online 
on the Picture Norfolk database. 
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Researching a church 
 

Published information 
 
¢ƘŜǊŜ ŀǊŜ Ƴŀƴȅ ǇǳōƭƛǎƘŜŘ ƎǳƛŘŜǎ ǘƻ bƻǊŦƻƭƪΩǎ ŎƘǳǊŎƘŜǎΦ CƻǊ ŀ ŘƛǎǳǎŜŘ ŎƘǳǊŎƘ bŜƛƭ .ŀǘŎƻŎƪΩǎ ǎǳǊǾŜȅΣ ¢ƘŜ 
Ruined and Disused Churches of bƻǊŦƻƭƪ Ƴŀȅ ōŜ ƻŦ ǳǎŜΦ {ŜǾŜǊŀƭ ŘŜǎŎǊƛǇǘƛƻƴǎ ƻŦ bƻǊŦƻƭƪΩǎ ŎƘǳǊŎƘŜǎ ƘŀǾŜ 
been published including those by T.H. Bryant and H. Munro Cautley. You may find more information in 
ƻƭŘŜǊ ǇǳōƭƛŎŀǘƛƻƴǎ ǎǳŎƘ ŀǎ .ƭƻƳŜŦƛŜƭŘΩǎ !ƴ 9ǎǎŀȅ ¢ƻǿŀǊŘǎ ŀ ¢ƻǇƻƎǊŀǇƘƛŎŀƭ IƛǎǘƻǊȅ ƻŦ the County of 
Norfolk. These may help to identify how the church has changed in the last 200 years. Although 
.ƭƻƳŜŦƛŜƭŘΩǎ άIƛǎǘƻǊȅέ ƛǎ ƴƻǿ ƻǳǘ ƻŦ ǇǊƛƴǘ ƛǘ ƛǎ ŀǾŀƛƭŀōƭŜ ŀǘ bƻǊŦƻƭƪ Historic Environment Service, Norfolk 
Record Office and through the Norfolk Library and Information Service.  
 
These publications provide information on the history of many of the most well-ƪƴƻǿƴ ƻŦ bƻǊŦƻƭƪΩǎ 
churches. If there is little information available on your chosen church you may need to examine 
unpublished records at the Norfolk Record Office and the Norfolk Historic Environment Record.  
 

Unpublished records 
 
'Researching a Norfolk Parish Church' is a guide produced by the Norfolk Record Office. This lists how 
ǘƻ ŀŎŎŜǎǎ ǾŀǊƛƻǳǎ ǳƴǇǳōƭƛǎƘŜŘ ǎƻǳǊŎŜǎΦ ¢ƘŜǎŜ ƛƴŎƭǳŘŜ ōƛǎƘƻǇΩǎ Ǌegisters, visitation records, consistory 
court records, faculties, consecration records and title deeds, glebe terriers, parish records, wills and 
churchyard surveys. These can provide information on clergy, repairs to church buildings, 
misappropriations of church property and goods, alteration or destruction of church buildings, the 
consecration of buildings and descriptions of church furniture and churchyards.  
 
In addition to church records the Record Office also hold private papers that may relate to church 
ƘƛǎǘƻǊȅΦ ¢ƘŜǎŜ ƛƴŎƭǳŘŜ ŀǊŎƘƛǘŜŎǘǳǊŀƭ ŘǊŀǿƛƴƎǎΣ ƎƭŀȊƛŜǊǎ ŀǊŎƘƛǾŜǎ ŀƴŘ ŀƴǘƛǉǳŀǊƛŀƴ ƴƻǘŜǎΦ ¢ƘƻƳŀǎ aŀǊǘƛƴΩǎ 
papers may be of especial interest as these include descriptions of church buildings, furnishings and 
inscriptions often prior to restoration.  
 
Unpublished photographs and illustrations may occasionally be found online at Picture Norfolk or the 
Norfolk Museums and Archaeology Service's MODES collections online system. Ladbrooke's lithographs 
of Norfolk churches give an idea of what the churches looked like towards the end of the 18th century. 
These are available at the Heritage Centre in The Forum, Norwich.  
 
Wills are an important source for the dates of various additions to churches, such as towers and 
porches. Bequests dated to around 1370 to 1550 have been calendared in Norfolk Archaeology, 
volume 38 (available at Norfolk Historic Environment Service, Norfolk Record Office or through the 
Library Service). The Norfolk Historic Environment Record also holds many unpublished records for 
Norfolk's churches which can be consulted by appointment. 
 
Get permission! 
 
The most important preparation you need to do before going out to survey a building is to get 
permission from the landowner. However well-meaning a building survey is, they are not immune to 
trespass laws.  
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Get equipped 
 
Now that you have done your background research, you can go out and do your survey. Most of the 
things that you need to complete a manual building survey are not specialist equipment; you may 
already have many of them in your house. Some of them are a little trickier to find, however you are 
welcome to borrow anything that you do not have from the Historic Environment Service. 
 
What will you need? 
 

 String 

 Hammer and nails/pegs 

 Sticky tape 

 Tape measures 30m 

 Hand tapes 

 Folding ruler 

 Stanley knife 

 Pencils 

 Pencil sharpener 

 Rubber 

 Drawing board 

 Drafting film 

 Clipboard 

 Compass 

 Camera 

 Line level 

 Plumb line 

 Ranging rods 

 Steel rule 

 
For certain surveys you may also need: a height measurer; moulding gauge; ladder and a torch, but 
these are not essential for most buildings.  
 

 
 
 
 

Volunteers recording a WWII air raid shelter at Kettlewell 
Lane, YƛƴƎΩǎ [ȅƴƴ. 



Historic Environment Service 
Environment and Planning 

Community and Environmental Services 
 

 
Page 11 of 23 

 

Making a plan 
 

Sketch plans 
 
A survey will usually begin with a sketch plan showing the layout of the building. This can be annotated 
to show what each area is, or was, used for and whether any parts seem to be later additions. In all but 
the most basic records a measured drawing will be included rather than a sketch plan; however it is 
still useful to make the sketch for a more in depth project as it can give a quick indication of features 
that will help to date the building, and which parts may require further investigation. 
 
A sketch plan does not need to be to scale, and if a measured drawing will be created later, does not 
need to show all features of the building. It should show external and internal walls, and the position of 
ǿƛƴŘƻǿǎ ŀƴŘ ŘƻƻǊǎΦ !ǎ ƻƴ ǘƘŜ ŘǊŀǿƛƴƎ ƻŦ {ǘ [ŜƻƴŀǊŘΩǎ /ƘǳǊŎƘΣ ōŜƭƻǿ ƛǘ ǎƘƻǳƭŘ ŦŜŀǘǳǊŜ ŀ ƴƻǊǘƘ ŀǊǊƻǿ ǘƻ 
make it easier to orientate the plan if you, or someone else, comes back at a later date. If you find it 
helpful you can also add rough dimensions to the sketch. 

 

{ƪŜǘŎƘ Ǉƭŀƴ ƻŦ {ǘ [ŜƻƴŀǊŘΩǎ ŎƘǳǊŎƘΣ aǳƴŘŦƻǊŘΦ 

 
This is a particularly good example, and sketch plans are usually much rougher than this. The point of 
the sketch is to act as a visual aid to further research, so does not have to be a work of art in itself. 
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Measured drawings 
 
Measured drawings are a brilliant way of getting across a large amount of information in a simple and 
efficient manner. They can often convey details of features that are not easily described, and are 
particularly helpful when showing sections of the building which cannot all be seen at the same time. 
The most important feature of a measured drawing is accuracy; measurements taken from the drawing 
ought to be easily converted to the actual dimensions on the ground. IƛǎǘƻǊƛŎ 9ƴƎƭŀƴŘΩǎ ƎǳƛŘŜ ǘƻ 
drawing conventions can be found in appendix 1. 
 

Choosing a scale 
 
The scale you choose for your drawing will depend on how large your building is, how big your piece of 
paper is, how much detail you wish to record, and which part of the building you are drawing. You will 
need to make this decision on a case by case basis, but a rough guide is included below. 
 
Floor plans and elevations (vertical drawings of the walls) are usually done at a scale of 1:50 (1m on 
ground = 20mm on drawing).  

 
Details and features can be done anywhere between a scale of 1:1 (1m on ground = 1m on drawing) 
and 1:20 (1m on ground = 50mm on drawing), or can even be enlarged. This will entirely depend on 
what it is you want to illustrate, and how much space you have on the paper. 
 

Plan drawings 

Plan of radar station drawn by volunteers from Happisburgh Heritage Group. 
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A measured floor plan should show a horizontal cross section through the building, at about the height 
of the base of any window frames. 
It should detail the position of: external and internal walls; staircases; doors, windows and fireplaces, 
including those that have been blocked; changes in floor level and any evidence of significant fixtures. 
 

Taking the measurements 
 
Unless you have access to expensive equipment, the best way to record a building is using the tape and 
offset methodΣ ŀǎ ŘŜƳƻƴǎǘǊŀǘŜŘ ōŜƭƻǿ ōȅ ǾƻƭǳƴǘŜŜǊǎ ŦǊƻƳ ǘƘŜ ²Ŝǎǘ bƻǊŦƻƭƪ ŀƴŘ YƛƴƎΩǎ [ȅƴƴ 
Archaeological Society. 

 
Volunteers recording a WWII air raid shelter at KeǘǘƭŜǿŜƭƭ [ŀƴŜΣ YƛƴƎΩǎ [ȅƴƴ 

 
First you will need to set up a primary baseline. To do this you will need to extend a 30m or 50m tape 
measure in a straight line parallel to the building you wish to record, and secure it with pegs. This is 
where all of your measurements will be taken from, so you will need the tape to be quite close to the 
building and ideally stretch along its entire length.  
 
Next you will need to choose the first part of the building you wish to measure, probably a corner. You 
then need to run a steel hand tape measure (3m or 5m) from the point on the building to your 
baseline, at a right angle. You should be able to tell when you have a right angle, as this will be the 
shortest distance between the measured point and baseline. You can then take the measurement from 
the baseline and from the hand tape and draw the point where they intersect on your paper. 
 
If your baseline is more than 1m away from the point you are measuring, this method becomes less 
accurate and you will need to use triangulation to find your point. To do this you will need to take 
measurements of the feature from two different distances along the baseline, and then use the point 
where these two measurements intersect; using compasses will make this easier.  
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You then need to repeat this process for every point on the building you wish to draw. This should 
include windows and doors, but you will also need to look out for changes in the measurements of the 
walls as, particularly in older buildings, they are not always straight. 
 
In order to measure every side of the building it is likely that you will need to create a new baseline at a 
right angle to the first. To do this, extend another long tape measure from the end of your first 
baseline, roughly parallel to the new wall you wish to measure. To make sure the tape is at a right 
angle, measure 3cm along your first tape and 4cm along your second tape; if you then measure 
diagonally between these two points the distance should be 5cm. Adjust as necessary. 
 
To establish the internal dimensions of the building including the thickness of the walls, you will need 
to take measurements diagonally across the interior of individual rooms. 
 
The complexity of the drawing will depend on the complexity of the building. The example of 
Happisburgh radar station above is a relatively simple building, which may not take long to measure. 
Below you can see the floor plan of Oxburgh Hall; this is a very large and complex building which will 
take much more time to draw. You will need to take this into consideration when choosing which 
buildings to study. 
 

 
Floor plan of the ground floor of Oxburgh Hall, © Historic England 


