  RULES OF USING ARCHIVAL MATERIALS IN THE READING ROOMS 

 OF THE STATE ARCHIVES OF THE CAPITAL CITY OF WARSAW 

§ 1

1. Archival materials amassed by the State Archives of the Capital City of Warsaw and its branch and field offices are made available in the Reading Room at no charge. Restrictions to access may stem from the on-going transfer of archival materials as well as legally restricted access—e.g. for reasons of personal data content, ownership rights, or unit records. Moreover, only those archival materials are made available with respect to which there are no counterindications in terms of preservation and they are duly registered—i.e. the materials are provided with record-information aids, which enable identification of the respective archival units. The Archive may refuse access to archival materials on the basis of an administrative decision in the event of their poor state of preservation as well as in case of violation of the interests of the state, organizational units, citizens or infringement of secrets protected by law. 

2. Persons wishing to use archival materials in the Reading Room of the State Archives shall submit an “Archival Resource User’s Declaration.” This declaration encompasses data concerning the user as well as characteristics of the intended archival search.

3. The providing of information vital for the running management of archival material access is obligatory. The remaining fields of the “User’s Declaration”—graphically marked—are optional. Information found in this second category serves to analyze research needs and failure to complete them in no way restricts the rights to use the archival materials.

4. Moreover, the “User’s Declaration” may be supplemented to include additional declarations regarding the scope of use of the information contained in the archives, if their use is subject to legal restrictions.

5. In case  earlier access to the archives is needed, the user is obliged to submit an additional  application granting  earlier access to the archival documents, alongside the “Archival Resource User᾽s Declaration” (Attachment No 2 to the Circular  Letter No2 of the Director of the State Archives of the Capital City of Warsaw of the 25th of February 2010 concerning principles of granting access to the archives in the reading rooms of the State Archives of the Capital City of Warsaw).

6. Any person wishing to use non -archival materials in the Reading Room of the State Archive of the Capital City of Warsaw should submit the “ Archival Resource User᾽s Declaration”. This declaration encompasses data concerning the user as well characteristics of the intended archival search (Attachment N0 to the Regulation).

7. The  “User᾽s Declaration” is considered  following the procedure accepted for archival materials,  in accordance with  provisions of the agreement concerning the storage of non-archival documents. 

§ 2

1. The finding of information regarding archival materials that is vital to submitting an application is the independent responsibility of the users.

2. Basic help in finding archival materials is provided by the Archives’ registration records and information studies.

3. Record-information aids may be made available prior to the submission of a “User’s Declaration.”

4. Staff members of the Archives on duty in the Reading Room may provide general information regarding the resources of the State Archives and the principles of granting  access to the archives.

§ 3

1. Each and every visit of a user to the Reading Room is registered (recorded) in the visitor’s ledger by way of an entry made by the staff member who is on duty, where the entry includes the date of the visit, given name and surname, name of accessed archival resource groups, and the file numbers of archival materials or the numbers of microfilms accessed.

2. Archival materials and their reproductions are made available on the basis of an application (slip). Applications shall be completed legibly, separately for each archival unit. Illegible applications (slips) are not accepted by staff member on duty in the Reading Room

3. Archival units made available are provided with access registration forms (certificates). The user of the resource is obligated to complete the appropriate fields—date of unit use, given name and surname, and title of the work (subject of study).

4. Only registered archival resources are made available—i.e. materials provided with record-information aids that facilitate the identification of specific archival units.

§ 4

Resource users may be required to use an identification card issued to them prior to use of the archival materials when in the facilities of the State Archives.

§ 5

1. Ordered archival materials are issued to duly empowered users from the reference deposit of the Reading Room each time they use the archival resources.

2. In the case of archival materials that are exceptionally valuable, the user may be required to deposit the material with the staff member who is on duty during each and every break in work involving any short-term leaving of the Reading Room.

3. In case of big number of users and accessed archival units, heads of branch and field offices and the Division 5 of Information and Accessing may temporarly  limit  the number of accessed units with a view to the proper protection of archival holdings.

4. Orders are completed within an hour. Archival materials requiring additional preparation (e.g. pagination, foliation or preservation) or checking for sensitive data will be accessed on the date agreed upon with the staff member on duty in the Reading Room  and the staff member of the proper division.

5. Orders placed after 2 p.m. are completed the next day or on  the date  agreed upon the staff member on  duty in the Reading Room and the proper division 
(refers to materials requiring additional preparing or checking for sensitive data). The heads of divisions mentioned in § 5.3 are empowered to decide about fulfilling orders after 2 p.m. 

6. The last slips are taken 15 minutes before closing  the Research Room. It is possible to mail the slip by post. As to Warsaw material found in out-of-town Branch and field offices (deposits), these are used at the location where they are stored.
7. After each completion of work, the user of the archival materials in the Reading Room shall return the materials to the staff member on duty, with an order for their return to storage or in the research deposit area of the Reading Room.

8. If the break in use of acts placed in the local deposit exceeds two weeks, they are returned to storage without any order on the part of the user. Successive work on the materials requires the submission of a new order. The Director of the Archives may set a shorter time period for the depositing of archival materials considered to be exceptionally valuable.

9. On the basis of the user’s written application, the Archive may bring to its Reading Room copies (microfilm, scan) of archival materials preserved in another state archive (or other institutions) in order to make them available in the own Reading Room. Moreover, the Archive is entitled to lend the copies of its own materials to another state archive so as to provide access to them. Orders are completed successively. Delivery costs are covered by the reader (a parcel with a stated value).

§ 6

1. Original archival materials are made available after they have been subject to pagination or foliation, assuming that there are no preservation-based counterindications regarding their accessibility.

2. Archival materials that have had utilitarian copies made (scan, microfilm,) are made available in their reproduced form. This particularly applies to documents that are deemed exceptionally valuable. The Director of the Archives may make such materials available in their original form in individual, justified cases on the basis of a justified declaration on the part of the user that reproductions are not appropriate for the planned work. 

3. Archival units consisting of loose documents as well as large-format maps and microfilm are successively made available upon return to the staff member on duty by the user of the used unit, at which time the user may receive the next unit. Exceptions from this rule are possible if motivated by research needs.

4. Users benefiting from microfilm should take a break following two hours of work and turn off the reader for fifteen minutes. The staff member on duty will provide technical assistance in servicing the reader.

§ 7

To guaranty the safety of archival resources, persons using archival materials may, in justified cases, be called upon by duly empowered staff members to present the contents of their bags, etc. Materials removed from the Reading Room may also be subject to inspection, including notes on the examined archival resources made by the user. Staff members on duty, security personnel, and their superiors are deemed to be duly empowered in this regard.

§ 8

1. The user of archival materials shall use such materials within the framework of the submitted “Declaration,” without interfering in their layout and content, as well as with due care for their physical state and safety.

2. Use of archival materials in the Reading Room should be conducted in a manner that does not interfere with the work of other users of acts.

3. The taking out of the Reading Room of archival materials and record-information aids by users is forbidden under penalty of refusal of further access to the archives, regardless of any other possible sanctions as envisaged by the law.

4. Objects and substances that might cause damage to documents (including foodstuffs, outerwear, dyes, flammable substances, cellular phones ) should not be carried into the Reading Room of the State Archives, nor should cases, bags, and packages. Cases designated for the carrying of portable computers are the only exception; other exceptions from the above principle require approval on the part of the staff member on duty each and every time.

5. The users are obliged to use the gloves while dealing with unique archival materials (especially photographs and parchments). The gloves are available in the Reading Room.

6. It is forbidden in the Reading Room:

· to consume food or drinks,

· to use archival materials without washing hands before,

· to use any type of ink,

· to use correction fluid or highlighter,

· to take down any notes on the original document or write on a sheet of paper- placed on an open archival unit,

· to lean on  archival units,

· to touch illuminations, painted portrayals, prints and handwritten documents,

· to put strips/bookmarks not prepared by the Archive’s staff or notes into an object being used at the given moment, 

· to put open tomes and books spine up.

7. The user may receive a copy of the archival materials on the basis of a written order (Attachment No. 1).

8. Pursuant to Clause 1 of Enactment No. 4 of the Director General of the State Archives of May 18, 2000 on the Organization of Granting Access to Archival Materials by the State Archives, reproductions made within the framework of access to the archives shall not be provided with a seal bearing the name of the Archives. 

§ 9  

1. The use of  the user᾽s own copying equipment is conditional upon permission of the staff member on duty in the Reading Room.

2.  In order to receive above mentioned permission, the user fills in a permission application for copying of  the user᾽s copying equipment  
3. Copying archival materials by the user᾽s equipment shall be understood as taking digital or analog photo by the user᾽s camera without a tripod or additional lightening. (e.g. flash).
4. It is possible to copy with  the user᾽s equipment the archives of historical  importance only. In the case of the archives including data protected by law,, it is permitted to copy them after proving legal interest (rights).

5. The following archives cannot be copied:

a)archival materials of special material valuable,

b) archival materials in poor  physical condition,

c) archival materials whose copies are  available.

§ 10

The Reading Room is aired every day from 1.00 to 1.15 p.m. 

§ 11

Failure to observe the above principles by the user or confirmation of a glaring lack of preparedness for independent research work may result in the Director of the Archives taking a decision refusing direct access to archival materials.

Warsaw, February 14, 2011
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