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Materials Use Policy 

Access 

As much as possible, the Department of Archives and Special Collections seeks to provide free and open 

access to its holdings.  Most collections are open for research to the Rollins community and general 

public without restriction.  Exceptions apply to collections or records where restrictions are stipulated at 

the time of donation, and to some permanent College records.  Access restrictions for College records 

are described in the Access Policy for Permanent College Records, available on the Archives’ website. 

All researchers using collections on-site are required to complete a User Registration Form, available on 

the Archives’ website, and present a photo ID.  All materials must be examined in the Reading Room 

and cannot be borrowed. 

Reproduction and Publication 

Researchers may use a personal camera to take digital photographs of materials, or may have Archives 

staff photocopy or scan items, for reference purposes only.  Scanned reference copies will be made at a 

resolution of 150 ppi.  Researchers wishing to use materials from the Archives in publication, 

performance, exhibition, or broadcast must secure high-resolution copies from the Archives and 

complete an Application for Permission to Publish, available on the Archives’ website.  Duplication fees 

for reference and publication purposes are outlined in the Duplication Fee Schedule, also available on 

the Archives’ website. 

The copyright law of the United States (Title 17 U.S. Code) governs the making of photocopies or other 

reproductions of copyrighted material. Under certain conditions specified in the law, libraries and 

archives are authorized to furnish a photocopy or other reproduction. One of those specified conditions 

is that the photocopy or reproduction is not to be “used for any purpose other than for private study, 

scholarship or research.”  If a user makes a request for, or later uses, a photocopy or reproduction for 

purposes in excess of “fair use,” that user may be liable for copyright infringement.  The Department 

reserves the right to refuse to accept a duplication order if, in its judgment, fulfillment of the order 

would involve violation of copyright law. 

A credit line must be included for each item reproduced.  The credit line should read: 

Department of Archives and Special Collections  

Olin Library, Rollins College, Winter Park, Florida 

• For published materials, the credit line should appear on the same page or the page facing the

illustration. Individual images must be credited separately.

• For films and video presentations, include the credit line in the credits section or “Sources for

Illustrations” section of the production.

• Images used in exhibitions should have the credit line directly below or adjacent to the original
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copy. When used online, credit should appear adjacent to the image in a “Source for

Illustration” section.

Use of Online Collections 

Online collections are provided by the Rollins College Archives solely for personal study, research, and 

teaching.  Copyrights on the majority of online items are either held by Rollins College or the donors 

and/or their representatives.  However, sometimes the nature of the materials means that copyright or 

other information about restrictions may be difficult or even impossible to determine, despite 

reasonable efforts. Under such circumstances, the Rollins College Archives claims only physical 

ownership of the materials. 

In making collections available online, the Rollins College Archives does not thereby grant permission to 

reproduce or redistribute items, in part or in full.  The copyright law of the United States (Title 17, 

United States Code) governs the making of photocopies or other reproductions of copyrighted material. 

The user must assume full responsibility for any use of the materials, including but not limited to 

infringement of copyright and publication rights of reproduced materials. 

Downloading of items in the online collections is granted for the purposes of private study, research, or 

teaching (“fair use”).  Other uses require permission to reproduce, alter, or transmit items.  Examples of 

these activities include, but are not limited to, paper or electronic publishing, video production, exhibits, 

presentations, interior décor, advertising, or similar commercial activities. The researcher is responsible 

for communicating with the copyright owner(s) for any use beyond those allowed under fair use. 

Requests to publish or redistribute must be obtained in writing from the owner(s) of the copyright and 

the Department of Archives and Special Collections, Rollins College, Winter Park, FL 32789. 

Disclaimer 

All online collections are provided “as is” without a warranty of any kind, either expressed or implied, 

including but not limited to the implied warranties of merchantability, fitness for a particular use, and/or 

non-infringement. The Rollins College Archives assumes no responsibility, and shall not be liable for any 

damage to or viruses that may infect users’ computer equipment or other property on account of use of 

the site, or downloading of any text, images, or content from the website. 

While the Rollins College Archives endeavors to ensure that this website is accurate and up to date, it 

accepts no responsibility for errors or omissions and recommends that users exercise their own 

judgment and care with respect to its use. The material on this site may include views or 

recommendations of third parties, which do not necessarily reflect the views of Rollins College or 

indicate their commitment to a course of action. 

Questions about copyright and re-use of any materials in the online collections should be directed to 

Wenxian Zhang, Head of Archives and Special Collections (wzhang@rollins.edu or 407-646-2231). 
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