
 
 

Research Room Use Policy – General guidelines for the Archives and 
Special Collections  
 The Saint Martin’s University Archives and Special Collections has developed this policy to 
ensure the protection and proactive stewardship of its materials. The improper handling and/or 
deliberate damaging

and the general public if the following requirements have been satisfied: 

• All researchers have made an appointment by completing a “Research Appointment Request

”. 



 
 

• All materials and container contents must be kept in their original order. Researchers are not 
permitted to reorder materials. If something seems out of place, or requiring adjustment, 
researchers are requested to notify Saint Martin’s University Archives and Special Collections 
staff. 

• No marks, notes, changes, or any alteration of archival and special collections materials are 
permitted. 

• Books should receive adequate support to reduce strain on the binding and covers. Book 
supports and cradles should be used to keep a book open at a desired angle. To keep a page 



 
 

• All materials or objects should remain flat on the research room table. Materials are not allowed 
to be placed on a researcher’s lap, stacked on other objects, or read while being held. 

• All materials not being used must remain lidded or closed in their original folder, box, or other 
storage container. 

• Researchers must use a provided placeholder when removing objects from folders, boxes, or 
other storage containers. When using materials in boxes and folders, only one folder or object 
may be examined at a given time. Prior to accessing a different folder or object, the original item 
must be replaced in its original location. All placeholders must be removed and returned to 
archival staff after a researcher is finished.  



 
 

 
Signature – Research Room Use Policy 
I understand and agree to the conditions of use described herein: 

Visitor name: Click or tap here to enter text. 

Visitor signature:  

Visitor email: 
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