Archives of the Episcopal Diocese of Pittsburgh

GENERAL ACCESS POLICY

1. Permission to Inspect. Materials in diocesan collections are open to qualified individuals
subject to the conditions stated below. Researchers are asked to complete and sign the Form
of Agreement.

NOTE: We ask that you describe your research in detail, including mention of forthcoming
publication or dissertation. This information provides important internal documentation of our
program’s service to the research community. All information is treated confidentially.

2. Restricted Records. Access to restricted records is governed by diocesan and archival policy — a
statement of which is printed on the reverse side and is to be followed whenever applicable.

3. Photocopying. Copies of material will be made at the discretion of the archivist when the
amount is reasonable and the purpose is private study. Photocopies and other reproductions remain
the property of the Diocesan Archives. The researcher may be required to return the copies.
Permission is not granted to reproduce copies or to place these records on file in other repositories.

4. Permission to Publish. It is the responsibility of the researcher to secure permission of the
Diocesan Archives to quote material beyond fair use. Direct quotation of matters of a wholly personal
and private nature is discouraged. The Episcopal Diocese of Pittsburgh, its officers and agents, will not
be responsible for any liability incurred by the researcher.

OBSERVE COPYRIGHTS. Permission to publish should be requested in writing and directed to the
Registrar-Historiographer or Diocesan Archivist. Acknowledgment is requested in print and should
follow the standard form: DIOCESAN ARCHIVES, EPISCOPAL DIOCESE OF PITTSBURGH

Researchers are asked to notify the archivist of forthcoming publication or dissertation in order that
these works may be added to our supporting book collection.

5. Please observe the following guidelines in using the Archives:
Registers and catalogues should be used to located collections and books. Archives staff will
retrieve all appropriate materials upon request.

b. Documents should be handled with care; the internal order should not be disturbed; do not
remove documents from files without notifying the archivist; do not re-file documents.

c. The archivist shall retrieve records from shelves; do not re-shelve.

d. Use pencil when taking notes. Do not write on documents or books.

e. Archival records do not circulate beyond the premises of the Archives.
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