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Reproduction of Special Collections and Archives materials is understood to be largely for the purposes 

of personal study or research. Reproduction for commercial use is subject to additional approvals and 

fees. 

 

Reproduction of any materials in the Walter Havighurst Special Collections, the University Archives, or 

the Western College Memorial Archives must be approved in advance by a staff member. Some 

materials may not be approved due to condition, copyright, or other considerations. Reproduction of 

entire books and/or collections will not generally be approved regardless of copyright status. 

 

Approved reproductions may be done in one or more of the following ways: 

 

1) Use of the self-scanning KIC machine in the Special Collections Reading Room or with a personal 

digital camera.  

a. The researcher must fill out the request form. Approval must be obtained from the 

Reading Room attendant. 

b. Researchers must receive training in handling the materials from the attendant. 

c. If using the KIC machine, the attendant will provide training in use of the machine. 

d. If using a personal digital camera, no flash or tripod is permitted. The attendant may 

specify a certain location to avoid disruption to other researchers. 

 

2) Limited quantities of materials may be reproduced in low-level resolutions (300 or less dpi) by 

department staff if the requestor is off-site or otherwise unable to use option 1. Fee: $1.00 per 

image. If delivered via emailed or FTP, delivery is free. Charges may apply to other delivery 

methods.  

 

3) Significant quantities and/or high-resolution scans, all media digitization requests , and any 

requests with specific technical requirements will be referred to the Center for Digital 

Scholarship for processing and be subject to CDS policies and fees. 

 

4) Special Collections or CDS staff may provide customized quotes for non-standard requests, e.g. 

media files requiring special equipment or processing. 

 

5) Researchers wishing to use images or media for commercial publication or production must 

complete the form requesting permission from the Dean and University Librarian. A commercial 

use fee may be added to the reproduction fee.  

 


