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Monsignor William Noé Field Archives & Special Collections Center
User Guide

Use and Access Statement

Materials in the Monsignor William Noé Field Archives & Special Collections Center (A&SCC)
are available to students, faculty, alumni, members of the community, and visiting researchers.
Every effort is made to provide free and unhindered access to the collections and materials in our
care; however, access may be limited due to certain restrictions. Factors that may prevent access
include (but are not limited to) extreme fragility of materials, privacy or administrative
restrictions placed by a donor or curator preventing access until a certain future date, or the
unprocessed state of a collection. Restrictions that may limit access include materials requiring
special supervision such as photographic negatives, audio/visual materials that have not yet been
digitized, or the unprocessed state of a collection.

The Monsignor William Noé Field Archives & Special Collections Center is the physical
custodian of these materials, and may not have ownership of content or copyright. Collections or
materials for which there is no documentation declaring ownership but which have been in the
custody of the A&SCC for at least ten years are presumed to be owned by Seton Hall University.
The copyright status of collection materials is determined by applicable federal and state laws
and regulations. Archdiocese of Newark collections are on deposit with the A&SCC and the
Archdiocese retains all ownership and copyrights. Researchers wishing to reproduce, quote from,
or cite collections materials are responsible for obtaining the relevant permissions. For more
information, please see our Reproduction Policy.

I. Materials held in the Monsignor William Noé Field Archives & Special Collections Center are
open to all members of the public, and our staff will make every effort to accommodate all
research requests, except in certain special circumstances. Check collection finding aids or
contact staff for restriction information on specific materials.

I1. Requests for on-site use should be made by appointment in advance. Please contact our staff
to make an appointment by e-mail, phone, or mail, and indicate the materials you wish to use. It
is the responsibility of the researcher to verify that materials are available for viewing before
arrival.
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I11. Researchers are required to register, with a valid identification, before viewing materials in
person. For more information, please see the Reading Room Policy.

IV. Use of materials will be limited to the research room under the supervision of the Center
staff. Materials are for use on-site and do not circulate under any circumstances.

V. Where photocopies and/or microfilms exist, or where materials have been digitized, this
service copy will be provided in place of original material, unless use of the original is justified.

V1. Materials may be reproduced or scanned with prior approval. Please see our Reproduction
Policy and Fee Schedule, and complete a Reproduction Request Form. For material(s) requested
remotely, payment must be received in full before shipment of items is facilitated.

VII. Audio, film, and video recordings may not be played, listened to, or viewed in the reading
room in their original format. Use of these fragile materials in their original format poses serious
preservation risks to the content. These materials must be digitized and an access copy will be
made before use. Requestors are responsible for the cost of digitization and reproduction for use.

VI1I. Researchers are welcome to cite, quote from, or reproduce materials from our collections
for students, classwork, or personal use. The preferred citation is shown below.

“[Ttem], in the [Collection Title], [Collection Number]; courtesy of the Monsignor William Noé
Field Archives & Special Collections Center, Seton Hall University.”

IX. Text and/or photographs may be used for reproduction in a journal, book, or other
publication subject to completion of a release form. The agreement requires that the Monsignor
William Noé Field Archives & Special Collections Center will receive two copies of the finished
product as shown above.

X. Researchers are responsible for determining the copyright status of any material
intended for use in a publication.

XI. A one-time usage fee of $45.00 will be assessed for materials owned by the Monsignor
William Noé Field Archives & Special Collections Center that will be reproduced for publication
or public presentation.

e For more information about our services please feel free to contact our staff by phone at:
(973) 761-9476, or via e-mail at: archives@shu.edu

e For more information about policies and publications please feel free to contact Kate
Dodds, Director at: (973) 275-6448, or via e-mail at: Kathleen.dodds@shu.edu.
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