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	Lambeth Palace Library

Reading Room Regulations




We hope that you find your time here enjoyable and useful. These regulations are designed to ensure that our unique holdings are preserved effectively and are available for future generations. Their observance by readers is a condition of access to the Library. Any breach of these regulations may lead to exclusion.

A.   ADMISSION

· Admission to the Library is freely available to the public at the discretion of the Librarian. 

· All entering the Library are required to comply with the Library’s registration procedures prior to gaining access to Library collections or facilities.
B.   USE OF LIBRARY MATERIALS

· The Library is reference-only and no item may be borrowed.

· Readers should order material by filling in the slips provided and handing them to the supervisor.

· A restricted fetching service applies between 11.45am - 2pm. Items to be viewed that day must be ordered before 4.30pm.
· All material is issued at the discretion of the Reading Room supervisor. 

· The existing order and arrangement of loose material must be maintained.
· Readers are responsible for each item issued to them until they have been given a receipt slip on its return.

· Readers must ensure that their hands are clean and dry when using Library material.

· Readers are asked to use pencil at all times. Pens and highlighters are not allowed. 

· Library material must not be marked, defaced, altered or leant on. 

· The act of registering with the Library carries with it a legal obligation to observe the provisions of the Copyright, Designs & Patents Act, 1988. Readers must also abide by the terms of the Data Protection Act 1998 and ensure that any information obtained relating to living persons is used in accordance with the Act.
· The Library welcomes the presentation of any publication resulting from extensive research at Lambeth Palace Library. Acknowledgement should be made to the Trustees of Lambeth Palace Library. 

C.   COPYING SERVICES
· The Library does not provide self-service copiers.

· Photography or scanning of items by readers is not permitted. 

· Photocopying of items which may be damaged by the process is not permitted. All copying is at the discretion of the Reading Room supervisor. Photocopies are limited to 100 sheets per reader visit.

· Photocopying of early printed books and manuscripts is not permitted. 

D.   CONDUCT
· Silence shall be maintained as far as possible in the Library. 

· No reader may engage in conduct which causes inconvenience, annoyance or offence to other readers or members of staff.

· All readers must leave the Library immediately if asked to do so by a member of staff at closing time, in the event of an emergency, or on hearing the fire alarm.

· Coats, briefcases and other non-essential research items are to be left outside the Reading Room.
· Sharp implements may not be brought into the Library.

· Food and drink may not be brought into the Reading Room.

· Tobacco products may only be used in the Library Courtyard. 

· The Library accepts no liability for the loss of personal possessions.

· Reading Room ladders are for the use of Library staff only. Please ask for assistance if you require an item from a higher shelf.

