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REGULATIONS FOR RESEARCHERS


The Royal Archives are the property of The Queen.  Permission to work on records relating to a specific subject may be applied for.  Those to whom such permission has been granted (“Researchers”) must observe the following regulations.

PURPOSE OF USE

Permission to consult records in the Royal Archives is granted for the sole use of the applicant, strictly for the purpose of historical research only.  No records from the Royal Archives shall be used for any other purpose without written permission from the Royal Archives.  In accordance with the Data Protection Act 1998, personal data is supplied to researchers only on condition that they ensure that neither damage nor distress is caused to any living subject of such data.

CONDITIONS OF WORK

Those taking manuscript notes must use pencil (non-propelling), not ink or ball-point.  Portable computers may be used; cameras and C-pens may not be used.  Researchers must take great care in handling records, and keep them in the order in which they are arranged.  No food or drink may be brought into the research room.  Smoking is not permitted. 

REPROGRAPHICS
Digital scans and photocopies can be supplied and details of charges will be given on request.  Photocopies and scans are supplied for the sole use of the recipient, for historical research only, and they may not be reproduced, shown or passed to other persons or institutions without prior written permission from the Royal Archives.  
PUBLICATION AND OTHER USES
· Publication/use permission.  The publication of direct quotations, excerpts and images from collections held in the Royal Archives, in any media (including social media posts, serialisations, marketing and sales materials), must be submitted to the Assistant Keeper of the Royal Archives.  Requests for permission to publish should include relevant sections of the manuscript (in English), showing quotations or excerpts in context, and the relevant references, as well as details of the publication. Requests should be submitted well ahead of publication date, as it may take several weeks for the Royal Archives to send a response. Requests should be sent to royalarchives@royal.gsx.gov.uk or The Royal Archives, Windsor Castle, Windsor, Berks, SL4 1NJ.
· Confidentiality.  Researchers must hold all information obtained from papers in the Royal Archives as strictly confidential, except to the extent publication or other use thereof is approved by the Assistant Keeper in writing.
· Copyright.  The granting of permission through the Assistant Keeper to quote from records in the Royal Archives does not preclude the necessity of seeking permission from other holders of copyright in such records.  It is the responsibility of the author/user to seek appropriate permissions.
· Publication right.  If any records from the Royal Archives have not previously been published, then any publication right that accrues on the publication of such works (or any part thereof) is hereby assigned absolutely to The Queen for the full period of such publication right.
· Acknowledgement.  An acknowledgement should be included in an appropriate part of the text to ‘the permission of Her Majesty Queen Elizabeth II’ to make use of this material.
· References.  References should be given in the published text (whether as a footnote, in an appendix or elsewhere) for every quotation made from papers in the Royal Archives.  The correct form for references is given in the separate notes supplied to researchers.
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LIABILITY 

Researchers shall be fully responsible for any use made of materials in the Royal Archives (and use by any publisher or other person deriving from this access), and shall take all steps necessary to comply with relevant laws (including copyright, data protection and defamation).  The Queen and the Royal Archives cannot be held liable for any loss or damage suffered by the researcher or by any third party arising from any use made by the researcher of papers from the Royal Archives.
I undertake to observe these regulations.
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