RMIT Archives

Collection Access
Please read the following information which helps to ensure the long term preservation of the RMIT Archives collections.
Conditions of access
· On arrival the supervising staff member will introduce the researcher to the facilities, answer routine enquiries about the collection and provide general information 

· Visitors must leave possessions (including food and drinks) with the staff member who will store them in a safe place for the duration of the visit. No personal possessions (apart from research notes, note paper and pencils) are allowed in the research area 

· Inventory reports, if available, may be made available to visiting researchers 

· For the duration of the visit, all research will be carried out under the supervision of a staff member 

· Researchers are required to sign a register on the day of the appointment 

· Copyright legislation will be observed at all times 

· Access to items in the RMIT Archives collection may be restricted under privacy and other legislation. Some items may be restricted because of the vulnerable physical condition of the item
· All information used is to be credited to RMIT Archives. The staff member will advise on the manner in which items used should be cited 

· Researcher belongings are to be opened for inspection if requested by the supervising staff member 

Access guidelines
· A staff member will retrieve research items for the researcher and return them to storage 

· No ink pens or biros are permitted. Pencils only are to be used for note taking (Archives can supply) 

· Personal laptops are permitted 

· Papers from separate containers must not be mixed or re-arranged 

· Items including papers must be retained in the order in which they were presented to the researcher 

· Research items must not be marked in any way 

· Papers must not be leaned on, written on, traced from, folded or handled in any way that may cause damage 

· A staff member will advise on handling protocols (i.e. wearing of gloves, use of place markers, supporting items to prevent strain, etc.) which need to be observed throughout visit 

· Drinking and eating are not permitted in the research area 

· Researchers who do not comply with guidelines will be asked to leave the premises 

Reproduction guidelines
· No equipment used for the reproduction of material, for example, scanners, visual recording devices of any type (i.e. digital or mobile phone cameras), audio recording devices, are to be brought into the Archives 

· Researchers are not permitted to make reproductions of research items without permission
· The creation of reproductions (i.e. photographs, photocopies, etc.) is dependent on factors including the condition of item and copyright permissions 

Copyright permissions
RMIT Archives is not the owner of copyright for all items held in its collection. Where Archives does not own the copyright in the works, Archives will provide (wherever possible) advice and assistance on obtaining appropriate copyright permissions. A copy of this permission must be supplied in writing to Archives before reproductions can be undertaken on behalf of the applicant and provided to the applicant.

RMIT Archives accepts no responsibility for images reproduced without the copyright holder’s permission.

RMIT copyright service
RMIT Archives will be guided by the recommendations of the RMIT Copyright Service relating to copyright and intellectual property requests by researchers.

Reproduction charges
Service and reproduction fees may apply. The supervising staff member can advise on this issue.
The researcher is responsible for any charges that the copyright holder or their agent may impose, separate and distinct from any charges imposed by RMIT Archives
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