SPECIAL COLLECTIONS
POLICY ON PHOTO REPRODUCTION

Special Collections offers photo reproduction as an option in an effort to support
scholarly research.

Since our first priority is to preserve/conserve special collections items, we will
not reproduce materials if copying will in any way damage the original. As a
general rule, photocopying will be available for most flat materials (photographs,
maps, newspapers, and correspondence) if the items are not brittle or fragile.

Books and bound materials pose a problem. It is very difficult to copy a bound
item without breaking or weakening the spine. Most of our 19+ century
periodical collection is bound and unavailable for copying.

We will not reproduce any items that are available in digital format. For
specific titles and years see our Digital Special Collections page:
http:/ / digitalscholarship.spaces.wooster.edu/ collections / special-collections /

We will not reproduce any items from The Wooster Voice since 1940-present is
available in digital format and issues prior to 1940 are too fragile to be copied
or scanned.

All photocopying requests must be approved by the Special Collections
Librarian.

Special Collections staff will handle all approved copy requests. Patrons should
expect a 24-hour turnaround time for most requests.

Patrons are encouraged to use digital cameras, digital notepads, or smart phones
to take quick images for research purposes. Please set devices to NO FLASH.

Patrons must fill out the Special Collections Photo Reproduction Form for each
item requested. (To request digital reproductions, you must first fill out a
Permission to Reproduce Form.)

PATRONS MUST RECEIVE PERMISSION TO PUBLISH IMAGES FROM
OUR COLLECTION. (THIS INCLUDES DIGITAL PUBLISHING ON
SOCIAL MEDIA.)
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