
 

	  
Guide	  to	  Reprographic	  and	  Reproduction	  Services	  	  
	  
Copies	   of	   material	   held	   in	   CCA	   Archive	   can	   be	   provided	   for	   research	   or	   publication/broadcast	  
subject	  to	  agreement	  of	  the	  following	  regulations.	  	  	  
	  
Requests	  for	  copies	  of	  documents,	  images	  and	  audio-‐visual	  material	  are	  accepted	  at	  the	  discretion	  
of	  CCA	  staff	  and	  are	  considered	  on	  an	  individual	  basis.	  The	  CCA	  reserves	  the	  right	  to	  refuse	  to	  
provide	  copies,	  for	  instance	  on	  preservation	  grounds	  or	  if	  the	  copyright	  permission	  exists	  
elsewhere.	  Every	  effort	  will	  be	  made	  to	  obtain	  the	  best	  quality	  copy	  possible	  whilst	  still	  ensuring	  
the	  continued	  safety	  and	  integrity	  of	  the	  original.	  
	  
Digital	  Photography	  
	  
Digital	  photographs	  of	  items	  in	  the	  CCA	  Archive	  may	  be	  taken	  by	  visitors	  with	  permission	  from	  a	  
Reader	  Room	  designated	  member	  of	  CCA	   staff.	  All	   photographs	   taken	  by	   visitors	   are	  under	   the	  
terms	  of	  copyright	  outlined	  in	  this	  document	  and	  agreed	  to	  when	  signing	  the	  visitor	  log.	  
	  
Copyright	  and	  Reproduction	  of	  Images	  
	  
Permission	  to	  use	  copies	  made	  or	  photographs	  taken	  for	  commercial	  purposes	  such	  as	  
publications,	  webpages,	  exhibitions,	  or	  broadcasts	  should	  be	  sought	  in	  writing	  from	  CCA	  Archive	  
by	  completing	  a	  Reproduction	  Request	  and	  Declaration	  for	  Publishing	  and	  Broadcast	  form.	  
	  
Please	  note	   that	  material	   subject	   to	   copyright	   law	  may	  not	  be	  published	  without	   the	  additional	  
permission	  of	  the	  copyright	  owner	  who	  may	  or	  may	  not	  be	  the	  CCA.	  Although	  guidance	  on	  tracing	  
copyright	  holders	  may	  be	  available	  from	  Reader	  Room	  designated	  CCA	  staff,	  the	  responsibility	  for	  
clearing	  permissions	  rests	  with	  the	  person	  or	  organisation	  using	  the	  image.	  
	  
The	   CCA	   reserves	   the	   right	   to	   charge	   a	   publication/reproduction	   fee	   for	   information	   or	   images	  
taken	   for	   publication	   or	   broadcast	   purposes.	   The	   appropriate	   fee	   must	   be	   paid	   prior	   to	  
publication.	  	  In	  addition	  the	  CCA	  requires	  a	  complimentary	  copy	  of	  the	  publication	  or	  a	  page	  proof	  
of	  the	  reproduction.	  
	  
All	  material	  must	  be	  credited	  as	  “The	  CCA/Third	  Eye	  Centre	  Archive”.	  	  All	  images	  are	  non-‐exclusive	  
and	  for	  single-‐use	  only	  and	  must	  be	  reproduced	  in	  full	  and	  not	  masked	  out,	  cut	  down,	  altered	  or	  
defaced	  in	  any	  way	  unless	  prior	  permission	  has	  been	  sought.	  
	  
Basic	  photocopies	  or	  low	  res	  scans	  can	  be	  requested	  for	  research	  and	  private	  study	  by	  completing	  
a	  Reproduction	  Request	  and	  Declaration	  for	  research	  form.	  	  Due	  to	  CCA	  staff	  time	  the	  visitor	  is	  
encouraged	  to	  carefully	  consider	  the	  quantity	  of	  copies	  requested,	  and	  a	  limit	  of	  up	  to	  10	  per	  visit	  
is	  suggested.	  	  Digital	  files/photocopies	  will	  be	  emailed/posted	  within	  one	  week	  of	  the	  request.	  	  
 
 
All	  additional	  requests	  are	  reviewed	  on	  an	  individual	  basis.	  


