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Archdiocese of Southwark

Archive User Agreement
	Name
	

	Address
	

	Phone number
	

	Email 
	

	Institution/ university

(if applicable) 
	

	Brief description of research
	


1. As a condition of having access to the archive material held by the Archdiocese of Southwark, I have read and agree to abide by the Archive Reading Room Rules (printed overleaf). 

2. I will ensure that any data relating to living persons is treated in accordance with the General Data Protection Regulation (GDPR) and Data Protection Act 2018. 

3. I undertake to comply with the relevant legislation on copyright when using and copying information from the archives.
	Signed
	
	Date
	


Any information you supply to the archive as a reader will be kept securely and treated in accordance with General Data Protection Regulation (GDPR) and Data Protection Act 2018. This information will be used only for administrative, statistical and security purposes. The information is kept for seven years and then destroyed unless there is an ongoing research relationship between the archive user and the Diocesan Archive. Please see the Southwark Archdiocesan Archive Personal Data Collection, Storage and Use Policy for more information. 
Archive Reading Room Rules

Access

· All readers must complete this Archive User Agreement form before being granted access to the archive material. By signing a copy of this form you are agreeing to its terms.
· Please be aware that there is no automatic right of access to the Diocesan Archive or the records contained within. The Diocesan Archivist reserves the right to refuse admission or to restrict access to records.
· There is no charge to use the Archive, however, donations are welcome. 

Identification

· On your first visit to the archive, you must bring one form of photographic identification or a letter of introduction from someone known to you in a formal capacity related to your research such as an academic supervisor, archivist, employer or parish priest.

Security 

· No archive material is to be removed from the reading desk and all material must be returned before leaving the Archive. 

· Readers are not permitted in the archive store. 

· Damage or theft of archive material is an offence and those responsible will be prosecuted.

Handling

· Readers are responsible for the care of all materials that they are consulting.

· Please ensure that you have clean hands before using the archives.

· Please keep all documents in order and do not rearrange the archives in any way.

· Please do not remove any staples, clips or fasteners. If these are causing a problem, please consult the Archivist.

· Please do not mark, annotate or alter the material in any way.

· Avoid resting any weight on archive material - do not lean on it, use improvised devices to prop volumes open or put your notes or laptop on top of the documents (book supports and weights are available if required).

Conduct

· Please use pencils only when working at the reading desk. 

· No food or drink (including water) is permitted at the reading desk.

Photography, copying documents and copyright

· Photography (without a flash) is usually allowed, with the Archivist’s permission, for reader’s own research purposes. For preservation reasons, it may not be possible to photocopy or scan documents from the Archive and it is at the Archivist’s discretion whether this can be done. There is no self-service photocopier or scanner. 
· Readers are obliged to comply with the relevant legislation on copyright when using and copying information from the archives (a useful guide to copyright can be found here: https://www.bodleian.ox.ac.uk/ask/how-to-guides/copyright). 
Personal data

· Readers are obliged to comply with all relevant data protection legislation when using the Archive. The reader is responsible for the appropriate storage, processing and disposal of any personal data they obtain. Information on data protection legislation can be found on the Information Commissioner’s website at https://ico.org.uk/. 
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