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Rules and Procedures for Researchers

2012
Researchers are requested to follow the rules and procedures for access. Failure to observe the rules for researchers may result in access being withdrawn. Theft or concealment of archives and willful damage to archives are criminal offences under section 18 of the National Archives Act, 1986.

1. Readers must sign the attendance sheet each day.

2. Readers must not remove archival material from the reading room.

3. No food or drink may be consumed in the reading room, including sweets and chewing gum.

4. Pencils should be used when taking notes. Anything liable to cause damage to archival material such as pens, correction fluid, sharp instruments, erasers or newspapers are prohibited.

5. Use care when handling archival material, item may be fragile and must be treated with respect:

· Cotton gloves are provided and must be worn.
· Do not lean on archives, use provided weights to hold volumes open, use book stands and pillow when provided.

· Do not rest your notebook or paper on top of archival material when taking notes.

· Do not mark, crease or fold archival material.

· Do not moisten or lick fingers when turning pages.

· Do not remove tags or fasteners from files or volumes

6. Local Authority archives cannot be published or reproduced in whole or in part without the written consent of the Local Authority, under section 65 of the Local Government Act, 1994. Such consent is not required if the author is merely citing archives in footnotes or a bibliography, but is required if part of the text of the document is quoted verbatim or if photographs of archival material are to be reproduced in a publication.

7. Scanning and photocopying is prohibited. Digital photography is allowed under certain conditions.
8. Access to archival material is by appointment and researchers are asked to request access to material in advance..

9. Smoking is prohibited in the building.
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