Golden Gate National Recreation Area

Park Archives and Records Center (PARC)

Research and Access Policy

Access to archival material in the collections of the Golden Gate National Recreation Area is provided to anyone with a research need.  Fragile materials may be restricted from handling or duplicating as determined necessary by the archives staff.  Access to some materials may be limited by donor-imposed restrictions.  The circumstances of these restrictions are recorded briefly in the collection files.  Please contact the archives staff for additional information on restricted access to collection material.

Researchers must adhere to current copyright laws regarding fair use of research materials.  With the exception of the most recent years, PARC does not have legal documentation for transfer of ownership and copyright for many of its collections.  Staff will make every effort to assist researchers in locating information on the provenance of the collection and the copyright holder.  It is the responsibility of the researcher to provide proper citation for archival materials used and to make appropriate arrangements for use of copyrighted materials.

Research Room & Use of Materials Regulations

1. All researchers will be required to review Research Room policies, sign an agreement to adhere to the rules, and show photo identification.  The research registration will be recorded by the fiscal year (October 1-September 30).  The researcher will be required to re-register for each subsequent year.

2. Coats, briefcases, parcels, personal books, etc. must be left in the lockers in the entry.

3. No ink in any form may be used in the Research Room.  Only pencils can be used for taking notes, however, you may bring in laptop computers.  Special arrangements must be made for other personal electronic devices such as cameras and cassette recorders.

4. Eating, drinking and smoking are NEVER permitted in the archives.

5. Following a research interview with the archives staff, pertinent collection materials will be delivered to the researcher in the Research Room.

6. Researchers may not remove any archival or library material from the Research Room.

7. All archival records must be handled carefully.  While they are in your custody, you are responsible for them.  Researchers may use the contents of a single container at a time.  Remove folders or items completely from the container and lay flat on the table for use. Open folders flat on the table and turn documents over completely.  Maintain the existing order of documents at all times. Do not use "stickies" as markers. Do not mark or re-arrange the material in any way.  If you suspect material is out of order, do not move anything.  Bring your concern to the archives staff. 

8. Do not lay paper for note taking on top of documents. Do not trace maps or other records.  Do not lean on any documents or lay anything on top of documents. 

9. The oils from the skin can damage or stain fragile materials and photographs.  Cotton gloves must be used by researchers at all times when handling any type of photographic material.

10. When you have finished working with the material provided, inform the archives staff and they will assist you.  ONLY archives staff may pull or re-file material for researchers.

11. If you wish to obtain photocopies of documents, tag the pages using the acid free markers provided.  Photocopying will be completed after all desired materials have been identified.  ONLY archives staff will operate the photocopy machines.  Requests for photocopying of up to 25 pages will be completed by the archives staff at the time of research.  Photocopy requests exceeding 25 pages may be completed and provided to the researcher by mail or other method if staff is not available to complete the request on the same day.  Duplication cost information will be provided at the time of the photocopying request.  Payment for all copies must be made in advance.

12. Copy prints or negatives of collection photographic images are available in most cases.  Refer to the photo order form and information.  All orders are final and must be prepaid.  Researchers will be required to sign a copyright notice prior to obtaining copies of photographs from the collection.  Use of scanners, digital cameras or photographic copy stands for reproducing collection images is not permitted unless permission is granted by the Reference Archivist or Curator, instructions for using such devices in the collection will be given at that time.

13. Please note that minimal information is available on copyright for many of the images in the collection.  Staff assumes that the park does not hold copyright on these images.  Therefore, if the images are being considered for publication, exhibit or commercial use of any kind, it will be the responsibility of the researcher to obtain appropriate permissions from the holders of the images' copyright.  

14. Collection materials used in publications, displays or programs should be properly cited as to source and collection.  Archives staff will provide researchers with the credit line or citation to be used.  Generally, the credit line should appear in the text with any image reproduced from the collections and should be as follows:  Courtesy of Golden Gate NRA, Park Archives.. A full citation for reproduced images and quoted textual material should appear in a complete bibliography and should read:  Golden Gate NRA, Park Archives, [collection title/collection number].
15. Researchers who disregard these rules or endanger the records or interfere with the work of others will be denied access to the collections housed at Park Archives and Records Center.
Golden Gate National Recreation Area

Park Archives and Records Center (PARC)

Researcher Registration Form


PLEASE PRINT LEGIBLY
Date __________________________

PARC Log No.  ____________________________ Name  ______________________________________________________________________________ Institutional Affiliation  ________________________________________________________________ Address  ____________________________________________________________________________

_____________________________________________________________________________ Telephone (Business)  _____________________
Telephone (Home) _________________________ Fax ____________________________________
Email  ____________________________________ Picture ID Type __________________________ 
Picture ID Number __________________________ 

I have read the Research and Access Policy for the Golden Gate National Recreation Area's Park Archives and Records Center (PARC) and agree to abide by all regulations for accessing and using the archives and special collections of the park.

___________________________________________________________________________________ SIGNATURE
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