
 

Crofton House School Archives – Handling Guidelines 

 
Welcome to Crofton House School Archives 
 

Below you will find the policies the Archives uses to preserve, maintain and make available the 

irreplaceable material that is available at the Archives. All users are expected to adhere to these policies. 
 
� Accessing the Material 
 

� To access material, please fill out a Record Request Form.  A member of the Archives’ staff will 

retrieve the material for you and provide you with one box or item at a time.   

� When using archival materials, remember to maintain the exact order of folders in a box and 

of items within a folder.  Remove only one folder at a time from an archival box and do not 

remove material from the folder.  If you suspect a mistake in arrangement, notify staff.  Do not 

rearrange the materials yourself. 

� While most of the material in the Archives is accessible to everyone, certain material may be 

restricted by confidentiality, statute, the office of origin or the donor.  For the protection of its 

collection, the Archives also reserves the right to restrict access to records that are not arranged, 

are being processed or are exceptionally valuable or fragile.  In some cases, copies may be 

substituted for originals.  The Archivist can answer any questions you have about access 
restrictions. 

 

� Care of the Material 
 

� Archival material is by definition unique and irreplaceable. You are responsible for the material 

while it is in your possession. 

� Please only make notes in pencil, not in pen. 

� Please exercise care to prevent damage to materials.  Materials must not be written on, leaned 

on, altered, folded anew, traced, or handled in any way likely to inflict damage.  The Archivist 

will provide you with gloves for handling photographs or other fragile materials.  If you notice 

something that requires preservation attention, please let us know.   

� Mutilation, destruction or theft of materials is subject to prosecution. 

� Food or drink are not permitted in the research room. 
 

� Reprographics and Publication  
 

� Please do not remove documents from folders for photocopying.  The Archives’ staff will do this 

for you if you require copies.  Archival materials will be copied subject to the physical condition 

of the records and to copyright legislation.  No copies will be made for publication purposes or 

commercial use without the specific permission of the Archivist. Applications for reproductions 

are available from the Archivist.   
 

� What to do when you are finished at the Archives 
 

� When returning documents, given them to the Archivist IN PERSON.   

� When leaving the Archives, please remember to sign out in the Researcher Log. 
 

 

Questions?  Please ask. 
 

 


