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Researchers may make digital reproductions of materials in the College of Charleston Special Collections and 
South Carolina Historical Society (SCHS) Archives Reading Room under certain circumstances, depending on 
the physical condition of materials and the rules of the Reading Room. This policy seeks to balance improved 
patron services and collection preservation while minimizing disruption to other patrons. Reference staff will 
assess the physical condition of items to be reproduced. If an item is too fragile, digital reproduction will not be 
allowed. Please ask reference staff about other available duplication options. All patrons wishing to make 
digital reproductions in the reading room must complete this form and comply with the rules specified herein. 
 
Digital images must be for personal use only. Patrons interested in acquiring high resolution, publishable 
images should ask the reference staff about options. IMAGES OF ARCHIVAL MATERIAL MAY NOT BE 
PUBLISHED, POSTED ON THE INTERNET (including all social media), DONATED OR SOLD TO 
ANOTHER REPOSITORY, OR EXHIBITED.  
 
Reproducing an entire publication or archival collection is prohibited. Digital reproduction is meant to reduce 
the need for photocopies and to supplement note taking, not to create a complete personal copy. Careful reading 
and selection is still required. No more than 25% of any SCHS archival collection may be reproduced.  
 
Handle the material with care. If the physical condition of an object will allow photography, reference staff 
may assist in positioning the item such that it is fully supported. 

• Archival material may not be held up by hand, propped, or placed on the floor or any surface other than 
the designated tabletop area in the Reading Room. 

• Loose materials must remain in their folder and in order at all times. 
• Take pictures of materials from one folder at a time, one item at a time, while the item is flat in its 

original folder. 
• Material may not be folded, rolled, or removed from sleeves, mats, or other housing. Reference staff will 

assist in removing fasteners if possible. 
• Ask for assistance with oversize, fragile, or damaged materials. 

 
Proper Citations 

• When taking pictures of pages in a book, take pictures of the title page and copyright page before taking 
pictures of individual pages within. It may be helpful to include the call number bookmark tab as well. 

• Make sure to include a citation strip or transparency identifying either CofC Special Collections or the 
SCHS as the location of these items in each photograph. 

• When taking pictures of items in an archival collection, make sure the folder name is visible in the 
image. Or, use citation strips provided by staff that will identify the repository, the collection name, box, 
and folder in each image. 

• Recording full citations of each item photographed is your responsibility. This information will help you 
construct a bibliography, or consult with the proper repository for additional research in the future. 
Subsequent orders for high-resolution images, or requests to publish, will not be processed without 
complete citations. 

• Please list the items you digitally reproduce below and take a picture or copy of this document for your 
records. Then turn the form in to staff at the end of each visit. This information will help us to determine 
which collections are of most interest to researchers, and may be in need of additional preservation, 
access, or digitization work due to repeated use. 

 
What equipment may or may not be used? 

• Personal digital cameras, cell phones, the in-house scanner, book cradles, foam supports, and weighted 
string may be used. 

• Natural light must be used; no flash or additional light sources are allowed. 
• No personal flatbed scanners, handheld scanners, laptop cameras, tripods, video cameras, camera bags, 

flash, lights, copy stands, audio, or stools are allowed. 
 
Reference staff, the Reading Room, or other researchers may not be photographed. Care must be taken not to 
disturb others. 
 
Users are responsible for complying with copyright law. By signing this document, I agree to indemnify and 
hold harmless the College of Charleston Libraries and the South Carolina Historical Society, their agents and 
employees against all claims, demands, costs, and expenses incurred by copyright infringement or any other 
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legal or regulatory cause of action arising from the use of these images. The College of Charleston Special 
Collections and the South Carolina Historical Society assume no responsibility for the determination of 
copyright status or copyright infringement on the part of our users, nor do they prohibit users from making 
copies for private study, scholarship, or research. Users are responsible for complying with copyright law. 
 
Please follow these and any additional instructions given by reference staff. 
 

Title/Collection name Complete Call Number(s) Description (pages, dates, etc.) 
   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   
   

   
   

   

*use additional sheet as necessary 
 
I have read the Digital Reproduction Policy and agree to abide by its terms. If I fail to comply, I understand that 
my privilege to make digital reproductions in the Reading Room will be rescinded.  
 
 
______________________________________________________ __________________________ 
Signature         Date 
 
 
_______________________________________________________ __________________________ 
Name (please print)        Staff initials 
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