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How to Nominate a Heritage Asset 
Once you have identified the heritage asset you would like to be part of the Local Heritage List, you’ll 

need to submit a nomination form for it. Nominations can only be made through the South Yorkshire 

Local Heritage List website: local-heritage-list.org.uk/south-yorkshire  

This guide will take you through the steps you’ll need to follow to submit a nomination on the website.  

Step 1 - Register   

Before you can make any contributions to 

the website, including nominating, com-

menting or posting in the forum, you’ll need 

to register with your name, username, email 

address and a password. There is also space 

to include information about your interests 

or expertise, but this is not mandatory. 

Step 2 - Open the nomination form 

To get to the nomination form, you can 

either use the ‘Create Asset’ button on 

the Map page or the  ‘+ Add a new Asset’ 

button on the list page (see right) 
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Step 3 - Asset Location Information 

Name - give the official name of the asset or 

a brief description e.g. ‘Northern row of 

terraces on Smith Street’ 

Asset Type - for Commemorative 

Monuments click on ‘Landmark, Artwork or 

way finder’ and for Archaeological sites or 

Areas/Places click on ‘Other site, structure or 

landscape’. 

Address - use the postal address for the asset 

or describe its location e.g. ‘Junction of Smith 

Lane and Turner Street’ or ‘Land adjacent to 

southern edge of Bramble farm’ 

Grid reference - use the map to locate the 

asset and click on it, this will automatically fill 

the grid reference box. 

Step 4 - Describe the Asset 

Write a full description of your asset, 

including information on any special features 

and its current condition. Include things like 

date/period, size or extent, layout, style, 

construction materials, alterations, previous 

study/excavation, geographical setting, 

previous and current uses and any other 

important information about its character or 

history. 

Step 5 - Statement of Significance 

This is where you show how your asset meets 

the assessment criteria. Click on the box next 

to each criteria to open a text box. Give as 

much relevant information for as many of the 

applicable criteria as necessary.  

The assessment uses Yes, Maybe or No scoring 

for each criteria and to be included on the list, 

each asset must score Yes or Maybe in at least 

5 of the 7 criteria, so it’s important to fill in at 

least 5 of these boxes. Please use the Asset 

Type box to say which set of criteria you are 

working to i.e. Buildings/Structures, Parks and 

Gardens etc. 
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Step 6 - Upload your photos 

Initially, you can only upload 4 photos to the 

nomination form, but once the nomination 

has been saved you can go into the record 

and upload up to 20 more files, either 

documents or photos.  

Please don’t upload any photos that you 

don’t own the copyright to or have 

permission to use. 

Step 7 - Recording on someone else's 

behalf 

This will only apply if you are uploading 

someone else's nomination, possibly as a 

representative of a local group or because 

the nominator doesn’t have access to a 

computer. If this is the case, you’ll need to 

include the nominators name along with any 

optional comments you feel are necessary. 

Step 8 - Saving your nomination 

After completing the final page click ‘Exit Wizard’ 

to save your nomination. This will not submit 

your nomination, only save it for you to edit and 

submit when ready. 

Step 9 - Editing your nomination 

After clicking ‘Exit Wizard’ you’ll be taken to 

your saved nomination. From here you can 

edit the form (red circle), scroll to the bottom 

and add more supporting information 

(photos, documents etc.).  Once saved, you 

can log out and return to edit your 

nomination any time before you click ‘Submit 

for review’. Go to the ‘List’ tab and click yes 

in the ‘Show only my assets’ drop down box, 

then ‘Apply filters’. You will then see all your 

nominations and can click on the one you 

would like to edit. 
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If you have any questions or need any further information feel free to  

contact us at syorks.archservice@sheffield.gov.uk  

or check the Local Heritage List online platform: https://local-heritage-list.org.uk/south-yorkshire 
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Step 10 - Submitting your nomination  

If you’re happy that everything is complete, 

submit your nomination for assessment by 

clicking the ‘Submit for Review’ button. 

Once submitted, you’ll need to write 

’completed’ in the box and click ‘Confirm’ 

to complete the submission.  
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