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Arundel & Brighton Diocesan Archives
Archives User Agreement Form

	Name:
	[bookmark: Text1]     

	Address:

	[bookmark: Text2]     

	Phone number:
	[bookmark: Text3]     

	Email:
	[bookmark: Text4]     

	Parish/institution/university (if applicable):
	[bookmark: Text5]     

	Brief description/purpose of research:


	[bookmark: Text6]     



1. As a condition of having access to the archival material held by the Diocese of Arundel and Brighton, I have read and agree to abide by the Archives Reading Room Rules below.
2. I will ensure that any data relating to living persons is treated in accordance with the General Data Protection Regulation (GDPR) and Data Protection Act 2018.
3. I undertake to comply with the relevant legislation on copyright when using and copying information from the archives.

	Signed:
	[bookmark: Text7]     
	Date:
	[bookmark: Text8]     



Any information you supply to the archives as a reader will be kept securely and treated in accordance with current Data Protection legislation. This information will be used only for administrative, statistical and security purposes. The information is kept for seven years and then destroyed unless there is an ongoing research relationship between the archives user and the Diocesan Archives. 
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Arundel & Brighton Diocesan Archives
Copyright Declaration Form

All items held by the archives are subject to copyright law. Researchers must complete the Copyright Declaration below and agree to our terms and conditions before obtaining copies. 
I declare that – 
a) I have not previously been supplied with any copies of the same material by this or any other archives/library.
b) Any copies or photographs of records in the archives that I take are to be used by me only for purposes of research for a non-commercial purpose or private study.
c) I will not make further copies, nor supply copies to any other person.
d) I will not reproduce any of these copies without first obtaining the permission of the copyright owner.
e) To the best of my knowledge the work has not been published before the document was deposited in your archives and the copyright owner has not prohibited copying of their work.
f) To the best of my knowledge no other person with whom I work or study has made or intends to make, at or about the same time as this request, a request for substantially the same material for substantially the same purpose.
I understand that if the declaration is false in a material particular, the copy supplied to me by you will be an infringing copy and that I shall be liable for infringement of copyright as if I had made the copy myself.
	Signed:
	[bookmark: Text9]     
	Date:
	[bookmark: Text10]     
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Arundel & Brighton Diocesan Archives: Permission to Publish
Permission to reproduce and publish material from the archives
When ordering copies of any material from the archives, a Copyright Declaration must be signed agreeing to gain permission from the Dioceses as copyright holder (or from the copyright holder if this is not the Diocese) before publishing the copies or any part of them. Permission to publish material from the Arundel and Brighton Diocesan Archives can be requested by completing the Request to Publish form below.
Permission is required to publish images of material held in the archives, and also to publish transcripts of all or a ‘substantial’ part of an item. This applies to all forms of publications (see below). Permission is not required for the publication of short quotations or passages from documents, provided a full citation of the source is given.
Conditions of requests to publish
1. Requests for permission to publish are considered on a case-by-case basis.
2. Permission to publish is given for one-time,[footnoteRef:1] non-exclusive use and is contingent upon receipt of applicable fees. A new Permission to Publish form must be completed, and an appropriate fee paid, for all reprints, further editions, or use of material other than for the purpose of which the original permission is granted. [1:  With the exception of the reshowing of television programmes or films.] 

3. ‘Publication’ includes printed material and all electronic/digital publications including websites and social media. It also includes use in filmed footage and television or streaming broadcasts; use in a public display or exhibition; and use in any kind of merchandise.
4. The applicant accepts all responsibility for identifying the copyright holder for the materials being quoted, reproduced or published, and obtaining their permission.
5. An appropriate citation for the material published must be given.
How to apply
Please complete the Request to Publish form below, ensuring that it is signed (we require your original signature), and return it to the archivist. If the Diocese gives permission to publish, you will be invoiced. Once your payment has been received, official permission to publish will be sent to you.
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Arundel & Brighton Diocesan Archives
Request to Publish Form

1. Details of applicant
	Name:
	[bookmark: Text11]     

	Telephone:
	[bookmark: Text12]     
	Email:
	[bookmark: Text13]     


I hereby apply for permission to reproduce documents or images from the Arundel and Brighton Diocesan Archives, as outlined below.
2. Details of publication
	Author:
	[bookmark: Text14]     

	Publisher:
	[bookmark: Text15]     

	Title:
	[bookmark: Text16]     
	Date:
	[bookmark: Text17]     


3. Details of archival material to be published
Please complete this section for each separate item that you wish to reproduce (copy and paste as many sections as required).
	Archives reference:
	[bookmark: Text18]     

	Title:
	[bookmark: Text19]     
	Date:
	[bookmark: Text20]     


4. Conditions  
If permission to publish is granted, I agree to abide by the following conditions:
a) I understand that permission may be withdrawn at any time if all, or any part, of these conditions are infringed.
b) I acknowledge that it is my responsibility to obtain any necessary consent to reproduce the material supplied by the archives from the owner of any copyright in the materials and that the archives has advised me to the best of their knowledge of any need to do so.
c) I undertake to include in the publication an acknowledgement of the archives, naming it as ‘Arundel and Brighton Diocesan Archives’ and giving the full reference number of the work(s).
d) I will not use these materials for any purpose other than that specified above.
e) I will pay the appropriate reproduction fees, if applicable. I understand that charges may be payable on acceptance of my order, and that an invoice will be sent to me. 

	Name:
	[bookmark: Text21]     

	Signature:
	[bookmark: Text22]     
	Date:
	[bookmark: Text23]     
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