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Pembrokeshire Archives and Local Studies:

Reprography Policy
1. Policy aims
1.1 To explain what Pembrokeshire Archives and Local Studies will allow to be reproduced and how.
1.2 To explain what the service will not allow to be reproduced and why.

1.3 To support the service’s mission statement to: a) provide responsible access to the county’s rich and often unique archival heritage; b) ensure that it is preserved, conserved and maintained to the highest standards, guidelines and best practice; c) take active steps to engage with people of all ages and backgrounds; d) maximise the collections’ potential to inspire, illuminate and connect people.

1.4 To ensure the service complies with all legislation pertinent to copying.
2. Scope of policy
2.1 This policy covers the reproduction of archival and printed material only. It does not include procedures for the photography and filming of individuals within the building for which permission from the individuals must be secured and model release forms completed prior to photography/filming.
3. Reprography statement
3.1 Pembrokeshire Archives and Local Studies service seeks to make available to the public the collections within its care.  This includes the provision of copies where appropriate and whenever possible.  However, when undertaking reprography work or allowing researchers to do so, the service will at all times be required to give due regard to the following:

3.1.1 All relevant current legislation in relation to copyright law

3.1.2 Best practice in document handling and care

3.1.3 Restrictions placed upon collections due to current privacy laws, notably the Data Protection Act

3.1.4 Restrictions placed upon collections by depositors and donors

3.1.5 Restrictions consistent with the need to preserve material from damage and deterioration

3.1.6 Restrictions consistent with the limitations of the equipment available to reproduce the material

4. Observing copyright
4.1 The onus for complying with the terms of copyright legislation lies with the purchasers of the copies whether these are made by the researcher in person or have been taken by a member of staff on his/her behalf.  This includes copies made following the purchase of a photography permit.  The completion of the relevant copyright form indicates acceptance of this responsibility.  The copyright forms are available on request from the research room reception desk, can be e-mailed upon request or can be downloaded from the web site.

5. Protection of the collections
5.1 Pembrokeshire Archives and Local Studies recognises that reproducing collections, especially photocopying, can cause heat and light damage to the items being copied.  The service therefore reserves the right to create copies in the manner least likely to cause long-term damage to any item being reproduced even if this is not the cheapest method of reprography.

5.2 When copies are being made either by members of staff or the public every effort will be made to support the item being copied by the use of relevant methods, e.g. book rests and cushions and weights.

5.3 Due regard must be given to good document handling techniques at all times.

5.4 Where photocopying is not permitted because it falls outside the policy, every effort will be made to offer an alternative method of reprography, e.g. the use of cameras or copying from microfilm where such surrogates exist.

6. How material may be copied and by whom
6.1 Pembrokeshire Archives and Local Studies allows copying to be undertaken by the following methods:
6.1.1 Photocopying – by a member of staff on behalf of researchers (both on site and remotely)

6.1.2 Photography – by researchers in person holding a photography permit

6.1.3 Photography – by members of staff on behalf of researchers

6.1.4 Print-outs from computer generated content, e.g. pay-per-view web sites and the service’s own web pages – by researchers in person and members of staff on behalf of researchers

6.1.5 Print-outs from microform material – by researchers in person and members of staff on behalf of researchers

6.1.6 Scanning – by members of staff on behalf of researchers

6.1.7 Tracing – by researchers with the use of a soft pencil, e.g. minimum of 5B, and a Melinex barrier following consultation and agreement by the members of staff on duty

6.2 All these forms of copying require the payment of the relevant fee with the exception of the last method.  This information can be found in the service’s fees and charges document which is available on the service’s web site and in hard copy in the research room.  When photographing an item the service’s “copyright reserved” slip together with the document reference must be placed within the image taken.  These slips are available from the research room reception desk.
7. Copying undertaken by Pembrokeshire Archives and Local Studies
7.1 Photocopying
7.1.1 Where photocopying is undertaken by Pembrokeshire Archives and Local Studies the following will apply:

7.1.1.1 The service reserves the right to restrict the number of photocopies produced in one day based on the ability to deliver a photocopying service while maintaining an acceptable standard of front-line service to the public.  Such limit is at the discretion of the archivist on duty, but must give due attention to the needs of all researchers.
7.1.1.2 Large requests for on-site photocopying must be made at least 30 minutes before the research room closes.
7.1.1.3 Where it is not possible to fulfil a photocopying request in one day alternatives will be suggested including the option to purchase a photography permit and the opportunity to make a request for copies via the postal copying service.

7.1.1.4 Photocopies made will be for non-commercial research, private study or education purposes within the limits set by copyright legislation.  If publication is required then the relevant permissions must be secured from the copyright holder by the person seeking to publish the image[s].

7.1.1.5 The service will seek to assist in all copyright requests as far as is reasonably practicable, but must remain within the boundaries set by copyright and privacy laws.

7.1.1.6 Completion of the service’s relevant copyright form to the satisfaction of the service by the purchaser of the copies is required before release to the purchaser can be granted.

7.1.1.7 The service will treat all remote copying enquiries in the same vein as remote research enquiries and will on all occasions endeavour to comply with the County Council’s reply times for external correspondence, viz. 15 working days.  Where this is not possible the service commits to keep the researcher updated with progress at regular intervals until fulfilment of the request.

7.1.1.8 Where possible copies will be made from surrogates and not from the original.  This may be waived if the surrogate image is too poor to reproduce a good image and where copying of the original will not a) result in damage to the original and b) where such copying does not fall within the categories of documents not photocopied.

7.1.1.9 The service reserves the right to make copies via the method least likely to cause damage to the item[s] being copied.
7.2 Digital copying/imaging

7.2.1 Where digital copying/imaging is undertaken by the service the following will apply:

7.2.1.1 Digital images made will be for non-commercial research, private study or education purposes within the limits set by copyright legislation.  If publication is required then the relevant permissions must be secured from the copyright holder by the person seeking to publish the image[s].

7.2.1.2 The service will seek to assist in all copyright requests as far as is reasonably practicable, but must remain within the boundaries set by copyright and privacy laws.

7.2.1.3 Completion of the service’s relevant copyright form to the satisfaction of the service by the purchaser of the images is required before release the purchaser can be granted.

7.2.1.4 The service will treat all remote imaging enquiries in the same vein as remote research enquiries and will on all occasions endeavour to comply with the County Council’s reply times for external correspondence, viz. 15 working days.  Where this is not possible the service commits to keep the researcher updated with progress at regular intervals until fulfilment of the request.

7.2.1.5 Although digital imaging can have less of a detrimental effect on the original being reproduced, damage can still occur.  Thus the service reserves the right to produce images from surrogates where these exist and where this is possible.  This decision will be made on a case by case basis where necessary.

7.2.1.6 The service does not offer a same-day service for digital imaging, but undertakes to deliver the most efficient service possible commensurate with the customer-facing Cultural Services Quality Standards – Archives and Local Studies document.
7.2.1.7 The service reserves the right to make copies via the method least likely to cause damage to the item[s] being copied.

7.2.1.8 Digital images can be received by the purchaser in various ways: a) printed out hard copy through the post; b) printed out hard copy for in-person collection at the office; c) attachment[s] to an e-mail (individual images may not be able to be sent via e-mail if they exceed the maximum size limit for out-going e-mail set by Pembrokeshire County Council’s Corporate IT Policy); d) CD of images through the post; e) CD of images for in-person collection at the office.

7.2.1.9 Images attached to e-mails will not routinely be kept for more than 30 days following being sent out to the recipient.

7.2.1.10 It is the responsibility of the recipient of the images received via e-mail to ensure that the e-mail address is correct and that the in-box settings and storage are capable of receiving the images.

7.2.1.11 Images, unless otherwise agreed, will be provided in the most appropriate, accessible file for the content, e.g. jpeg and pdf.

7.2.1.12 The service cannot guarantee the quality of the images produced, but will at all times endeavour to capture the best image possible.
7.2.1.13 Preservation copies of digital images made may be created and stored in the service’s ICT repository.
7.2.1.14 The service will endeavour to create images as close to the original as far as is reasonably practicable, but cannot guarantee accurate colour matching with the original.  Also where hard-copy images are required the service cannot reproduce images larger than A3 in size.
8. Reprography equipment not permitted in the research room
8.1 The following items are not permitted for image capture in the research room by members of the public:

8.1.1 Camcorders

8.1.2 Hand-held scanning devices

8.1.3 In addition, all reprography equipment must be set to “still photography”.  Filming is not permitted without payment of the relevant fee (details of which are available on the Pembrokeshire Archives and Local Studies’ web site and in the research room).
9. Filming by media and commercial companies
9.1 Pembrokeshire Archives and Local Studies allows media and commercial companies to film within the building subject to relevant permissions and agreement to abide by any conditions imposed by Pembrokeshire County Council.  A fee is payable for this.  The service’s Media Policy gives further details for companies wishing to film items held.
10. Permission to publish
10.1 Any person wishing to publish images received as a result of research work undertaken either in person or by the service on behalf of the researcher must secure permission to publish.  Publish in this context includes any form of reproduction including in print (either hard copy or electronic), publishing on the internet via web sites or social media and the creation of exhibitions whether temporary or permanent.
10.2 In addition to securing any copyright permission the service requests that the County Council be acknowledged by the publisher as the place of deposit for the item[s] being published.  Further details on permission to publish can be found in the Media Policy.
11. Documents not permitted to be reproduced by photocopying
11.1 Due to the high risk of damage by the photocopying process, the following formats of items are not photocopied by the research room duty staff:
11.1.1 Documents too large to fit on the photocopier platen
11.1.2 Complex documents, e.g. a tightly bound volume

11.1.3 Documents whose physical condition would render photocopying detrimental to the longevity of the item
11.2 This includes:

11.2.1 Items in poor condition of whatever size or medium

11.2.2 Items with seals attached

11.2.3 Large maps and plans

11.2.4 Large or heavy volumes

11.2.5 Tightly bound volumes

11.2.6 Volumes with disintegrating spines, joints and/or boards

11.2.7 Broadsheet-sized newspapers

11.2.8 Illuminated or painted items

12. Newspapers series permitted to be photocopied
12.1 Items from the following newspapers may be photocopied subject to their physical condition:

12.1.1 The Western Telegraph: 2000 to date

12.1.2 The West Wales Guardian: 1986 to 1996
12.1.3 County Echo: 1972 to date
12.1.4 Milford Mercury: 1992 to date

12.1.5 Tenby Observer: 1974 to date

12.1.6 Narberth and Whitland Observer: 1974 to date

12.1.7 Pembroke and Pembroke Dock Observer: 2013 to date

13. Scrutiny
13.1 It is intended that this policy document will be open for viewing and comment.

14. Policy review
14.1 From date of adoption this policy will be reviewed every five years or sooner if any major changes occur in service delivery that will have an appreciable effect on its contents.
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