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REGULATIONS FOR RESEARCHERS

•

An application for research must be completed. A disclosure agreement must be signed prior
to seeing restricted or sensitive documents.

•

Eating and drinking in the research room are prohibited.

•

Briefcases and bags may be required to be deposited with staff. It is not recommended to
leave valuables unattended in the research room.

•

Retrieval of archival materials is restricted to staff.

•

Use of research material will be limited to one box at one time.

•

Notes may be taken only with pencil or laptop computer. With permission of staff, a camera
or scanner may be used.

•

No mark may be made on materials and no books or other objects may rest on the surface of
the records. Do not write with note card or paper on top of documents, lean upon, fold anew,
trace or handle material in any way that could damage it.

•

The existing order and arrangement of unbound records must be preserved at all times. Only
one folder may be used from a box at one time. If you notice any apparent discrepancy in the
order of the materials please inform the staff on duty. Do not try to correct the error.

•

Research materials may not be removed from the research room.

•

All photocopying/scanning using archives equipment is done by staff, at cost. The decision
to copy fragile materials rests with the Keeper of the Archives.

•

Reproductions are supplied on the understanding that:
o They are for specified use only; and they are not to be sold.
o They are not to be included in any publication or copied in facsimile or reproduced by
any means without the written permission of The United Church of Canada.
o If reproduced by the researcher, acknowledgement must include a credit line,
approved by the Keeper of the Archives.
o Responsibility for establishing copyright rests with the researcher.
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