
Access and Use Policies 
Digital Stewardship Curriculum



Review: Purpose of Written Policies

● Formal statements of your institution’s 
practices, values, and goals

● Guide decisions (for you and staff)

● Increase accountability 

● Legal support

Presenter
Presentation Notes
Formalize things that you already do - point to a policy to back up decisionsOr if you are still establishing procedures, will guide you as you create themUsers - explain clearly your rules, donors- know exactly what will happen to your collections-Hold you and your staff accountable-If there is ever a problem, documentation of policies is very useful



Review: Audience for your Policies

● Internal - employees, other departments, 
governance

● External - tribal members, general public, 
donors, researchers 

Presenter
Presentation Notes
-you may have two different versions-very specific for your staff and department, general information for the public on a a website or posted at places where people research 



Access and Use Policy

Rules for who can see and use materials

Rules for how they can be handled and used

How they reused and circulated in digital 
environments 

Presenter
Presentation Notes
physical and digital (equally spelled out)-who, what type of audience, how you want to group your users - what people should have access to-How - when you know who you are serving, then how should people be interacting with materials - will it be different for elders to use a sacred item than others?�--May already have access and use for physical - but need digital too, the medium makes the policies different from object to object (ex someone coming in and listening to a tape in your museum, asking for a copy vs. someone being able to download the track).Levels of Access - determine 



Access and Use on-site

Reading room policies

Scanning, copying, or photographing 

Any charges for services (research, use of 
equipment, taking images)

Researcher forms

Presenter
Presentation Notes
There are definitely things that apply to the on-site archive/museum/library-Want the rules to be very clear for everyone-Want to make the best use of staff time-Can even make sure that costs of equipment or staff time are compensated-Researcher forms - Makah - making sure that you have a relationship and knowledge of any researcher that  comes in (inside or outside the community)



Copyright/Rights Statement

Knowing what materials are in the public domain vs. 
what materials have a copyright OR permissions 
outside of your institution

Asking to credit your TALM if used in research

Telling the researcher that THEY are responsible for 
researching permissions (for unknown materials, or 
known)

Presenter
Presentation Notes
Will talk much more about copyright and intellectual property in Intellectual Property Plans – but Access and Use policies can also include this information
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