
 

Materials Use Policy 
The Department of Archives and Special Collections carefully regulates the use of 
materials in its collections.  Policies governing access, photoduplication, and publication 
of these materials are established by the Chair in consultation with the Director of 
Libraries and the Office of General Counsel of Loma Linda University.  This policy 
attempts to balance the needs of users, the exclusive rights of the copyright holder, and 
the Department’s own rights and responsibility toward its collections. 
 
Access 
Any individual wishing to use the Department’s materials is required to complete and 
sign a Research Application and give information about the subject, scope, and purpose 
of the research being undertaken.  Individuals working onsite must show current photo 
identification; letters of reference are not required.  We may require users of high school 
age or younger to be accompanied by an adult.  The Department grants all users equal 
access to its collections, subject to uniformly enforced restrictions placed on materials by 
donor or purchase stipulation, statutory authority, or by the Department itself for 
preservation, processing, or other administrative purposes. 
 
Duplication 
The Department will consider requests for duplication of materials on a case-by-case 
basis.  The Department’s staff does all photoduplication, and fees are assessed on a cost-
recovery basis.  Rush orders are accepted at the Department’s discretion and are subject 
to additional charges.  The Department will not duplicate any materials that might be 
damaged by the duplication process, nor will it duplicate an entire archive.  Individuals 
needing to use large quantities of materials should plan to conduct research onsite since 
the Department limits the total number of copies it will provide to any one user for a 
single project.  No materials may be duplicated that have had copying restrictions placed 
on them by purchase agreement, donors, depositors or by the Department itself for 
preservation, processing, or other essential purposes. 
 
Generally, the Department provides research copies within the Fair Use and other 
provisions of U.S. Copyright Law, except for audio and moving-image materials.  Copies 
in any format may not be further reproduced, sold, shared, or given to another person, 
company, or institution without the express written permission of the Department. 



 
Publication 
Individuals who wish to use Department material in a publication, performance, or 
broadcast must complete and submit the appropriate notification form.  In addition to 
notifying the Department and (if applicable) paying a use fee, users must also obtain any 
necessary permissions from the copyright holder, which in some instances may be Loma 
Linda University. 
 
Independent of any fees that may be assessed by a copyright holder, it is the policy of the 
Department to assess a fee for some uses of materials from its collections.  Such fees are 
intended to offset a small part of the Department’s costs for processing, preservation, and 
servicing of its collections.  Fees for the use of images are determined by the print run 
and distribution of the intended publication.  The Department reserves the right to assess 
a fee to quote from or publish manuscripts when use is deemed to be significant or 
extensive.  Fees for the use of manuscripts are negotiated on a case-by-case basis.  A 
complete copy of any publication (in any medium) that makes use of Department 
materials must be given to the Department for its collections. 
 
USERS WILL DEFEND, INDEMNIFY, AND HOLD HARMLESS THE DEPARTMENT 
OF ARCHIVES AND SPECIAL COLLECTIONS, THE UNIVERSITY LIBRARIES, LOMA 
LINDA UNIVERSITY, ITS OFFICERS, EMPLOYEES, AND AGENTS AGAINST ALL 
CLAIMS, DEMANDS, COSTS, AND EXPENSES INCLUDING ATTORNEYS’ FEES 
INCURRED BY COPYRIGHT INFRINGEMENT OR ANY OTHER LEGAL OR 
REGULATORY CAUSE OF ACTION ARISING FROM THE USE OF DEPARTMENT 
MATERIALS. 
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