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Request to View Archival Items at Gladstone’s Library

People wishing to arrange an appointment to view items from the archives at Gladstone’s Library should complete this form and email it to library@gladlib.org.

Please contact us to make your appointment as far in advance of your proposed visit as possible so that you can definitely book a space as we can be very busy and occasionally the Reading Rooms close for special events and collections care. Make sure your appointment has been confirmed before you book your travel and accommodation.

You must allow at least 14 days’ notice so that we can check whether there are any data protection issues that may prevent your access to any of the records that you would like to view. This is particularly important for any records created in the last 100 years. If any of the material that you have requested does contain personal data, you will be sent an application form that enables us to check that your request is lawful.

Archives are available to be viewed Monday to Friday, 9.30am-1pm and 2pm-4.30pm.

A maximum of ten folders will be retrieved on any one day, so please take this into consideration when planning your trip to the library.



NAME: ……………………………………….…………………………………………………………………………………………………………………….

ADDRESS AND POSTCODE: 

…………………………………………………………………………………………………………………………………………………………………………


…………………………………………………………………………………………………………………………………………………………………………..

PHONE NUMBER: ……………..……………………  EMAIL ADDRESS: ……………………………………………………………………
[bookmark: _Hlk81920122]

DATE OF REQUEST: …….……………………………………..


DATE(S) AND TIME(S) I WOULD LIKE TO VIEW ARCHIVAL ITEMS (PLEASE ENSURE THAT THIS IS AT LEAST 14 DAYS FROM THE DATE OF REQUEST AND DOES NOT INCLUDE WEEKENDS): 

………………………………………………….........................................................................................................................................



WHAT CATEGORY OF VISITOR BEST DESCRIBES YOU?

☐ Academic

☐ Independent researcher

☐ Undergraduate student

☐ Masters student

☐ PhD student

☐ General interest

Other …………………………………………………………………………………………………………….


HOW WILL YOU BE VISITING THE LIBRARY?

☐ I have received a scholarship

☐ I plan on staying at the library as a Resident

☐ I am a registered Reader at Gladstone’s Library

☐ I would like to sign up as a registered Reader

☐ I would like a Researcher day pass


READER NUMBER, IF APPLICABLE: …………………………….

IF YOU ARE USING OUR ARCHIVES FOR RESEARCH, PLEASE TELL US A LITTLE BIT ABOUT WHAT YOU ARE RESEARCHING. AN UNDERSTANDING OF YOUR TOPIC AND ANY DATES YOU ARE INTERESTED IN HELPS US TO REFINE YOUR SEARCH AND UNDERSTAND HOW OUR ARCHIVES ARE BEING USED.


WE WANT TO MAKE OUR ARCHIVES ACCESSIBLE TO AS MANY PEOPLE AS POSSIBLE. WITH THAT IN MIND, DO YOU HAVE ANY ACCESS REQUIREMENTS YOU WOULD LIKE US TO BE AWARE OF?


BELOW WE PROVIDE INFORMATION ABOUT HANDLING OUR ARCHIVES. WOULD YOU ALSO LIKE AN INDUCTION WHEN YOU ARRIVE FOR YOUR VIEWING?
☐ Yes
☐ No
PLEASE READ CAREFULLY AND SIGN THE ARCHIVES’ READING ROOM REGULATIONS BELOW BEFORE SUBMITTING YOUR REQUEST:
Caring for the collections at Gladstone’s Library is the responsibility of users as well as staff. Please help us to look after our archival collections for future generations by agreeing to adhere to the following processing, security, and handling regulations.

BEFORE YOU ARRIVE
You must allow at least fourteen days between request and access. We cannot guarantee access if requests are submitted after that time. There is no document retrieval on weekends. Please note a maximum of ten folders can be viewed in one day.

Access is granted Monday to Friday, 9.30am-1pm and 2pm-4.30pm. We ask that archival items be returned whenever you take a break.

We reserve the right to withdraw items or to ask you to view a digital copy of the original item (if one is available) if the item is not suitable for access because of the item’s fragility.

Only one folder may be viewed at a time, and only at the designated supervised invigilation desk in the Reading Rooms. Items may not be removed from this desk.

To view archival items you need to be a Resident at the Library, a registered Reader, or sign up as a Researcher for the day. 

To join as a Reader or sign up as a Researcher, you will need to fill out a quick form when you arrive in the Reading Rooms and show photographic ID and proof of your address.

If you will be a Resident at the library, you will need to show your room fob, photographic ID, and proof of address.


WHEN YOU ARRIVE AT THE READING ROOMS
Please check in with the Enquiry Desk staff in the Reading Rooms on your arranged day.
Once they have checked your ID and you have joined as a Reader, signed up as a Researcher for the day, or demonstrated that you are a Resident, they will get you set up at our supervised invigilation table. 

As is standard practice in libraries while consulting archives and special collections, at the invigilation table you are not allowed coats, bags, food, or liquids, including bottles of water and pens. To take notes, please use a pencil and paper, and/or a laptop/tablet.

If this is your first time visiting an archives and you would like some support or if you have any questions at all about using items from our archives, please don’t hesitate to ask a member of our Enquiry Desk staff– we are very happy to help! We want you to feel confident and at ease.


BEFORE GETTING STARTED

Wash and thoroughly dry your hands before consulting archival items. The oils from your hands, as well as moisturiser and hand sanitiser, will stain the paper.

Papers should rest flat on the tabletop without supports but you must use the provided book cushion for all bound items. Use the book cushion to support the spine of the book and never force open a volume with a tight binding.

For bound items, please request a snake weight to hold pages down where they do not naturally lie open. Carefully rest snake weights over the corners of pages of books and only rest them on the white spaces of the page, avoiding any text.

HANDLING THE ARCHIVAL ITEMS

Conservation repairs to damaged items costs hundreds of pounds and some damage can’t be repaired– careful handling costs nothing. While handling archival items, please remember:

· Archival items are unique so handle all items carefully, regardless of age;
· Consult loose items one at a time, turning pages one by one;
· Do not lick fingers to separate pages;
· Handle items by the edges using two hands, and avoid touching the surface of text or illustrations;
· Keep items lying flat on the table or on a book cushion and do not hold them up to try to read them;
· Do not lean or put pressure on items while using them;
· Do not put any of your belongings on top of the items;
· Do not use your finger to follow the line of text you are reading – use an acid-free card strip (available on request);
· Keep items in the order they are given to you. In archives we preserve the order the creator of a collection kept them in wherever possible. This can tell us as much about a person as the content of the records themselves;
· Remove any paperclips from pages when you are opening them up and turning them and then make sure you put the paperclip back in the right place;
· If you need to keep your place in a folder or bound volume, please use an acid-free card strip;
· Do not square papers by tapping their edge on the table top, keep papers aligned as you turn them;
· Some files may contain sub-folders that indicate that they contain fragile items. Please be particularly careful when handling these items;
· If you are taking photographs of items, please make sure that you are still handling items carefully at all times and bear in mind that some items may be too fragile to photograph;
· If you notice any damage to items, or if an item becomes damaged while issued to you, notify a member of the Reading Room staff immediately.


RETURNING YOUR ARCHIVAL ITEMS

Archival items will be given to you one folder or bound item at a time. When you have finished looking at something, please do not carry it to the Enquiry Desk yourself. Tell a member of staff who will retrieve the folder and issue you with the next one you had requested to see.

Ensure any cotton ties are securely refastened but do not cut into bundles.

All archival items need to be returned at 4:30pm, and any time you intend to leave the reading rooms for lunch or for a break.


TAKING PICTURES OF ARCHIVAL ITEMS

If you would like to take photographs of any of our archival items using a small digital camera or the camera on your mobile telephone during your viewing you must complete one of our Self-Service Photography Forms and there is a charge of £5 for a day or £10 for a week. DSLR cameras and other high-resolution devices such as hand-held scanners are not permitted.
Archival items should not be placed on a copier or any other device. If you would like to have an archival item scanned and emailed to you, please complete our Archives Reprographics Form.
Due to copyright law, any images of archival items must be either for your own research purposes or for in-person education unless a Licence Agreement Form has been completed and signed to indicate that appropriate rights clearance checks have been performed. Images cannot be shared, published, or put online in any manner.
Items containing personal data cannot be photographed or scanned due to data protection laws.
Some items, such as bundles, may be too fragile to photograph. Please bear this in mind when deciding the length of your research visit.

PLEASE TICK TO INDICATE YOUR CONSENT TO THE FOLLOWING:
☐ Handling and security: I confirm that I will abide by the Archives Reading Room Regulations outlined above.

☐ Data collection and processing: I give consent for Gladstone’s Library to store my data for 100 years from the date of the Library’s acquisition of the archives that I have applied to view, to comply with copyright and GDPR laws covering the archives in question. All request and reprographic forms are stored in electronic form and the information is also held in a password-protected database. Information requests can be submitted to Gladstone’s Library’s GDPR contact: louisa.yates@gladlib.org.


I acknowledge these terms and conditions: ……………………………………………………………………………………………(signature)

Full Name…………………………………………………………………….…………………………………  Date…………………………………..……..


(If you aren’t sure how to digitally sign this document, you can take a picture of your signature and save it as a JPEG, then copy and paste it from the JPEG into the document and drag it to the place you want it. Otherwise, you can print it out, sign it, and scan it).
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Please list all the items/files to which you desire access in the order you would like to view them, giving the reference number and the title/description. Only ten files can be viewed in one day. If you are visiting the Reading Rooms for several days and would like to see more than ten items during that time, please add extra rows to the table.
	
	Reference No
	Title/Description

	1
	
	

	2
	
	

	3
	
	

	4
	
	

	5
	
	

	6
	
	

	7
	
	

	8
	
	

	9
	
	

	10
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