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[bookmark: _Toc223002658]Purpose of the Australian Jewish Historical Society Archives
1.1 The Australian Jewish Historical Society (AJHS) and its archives (Archives) exist to:
1.1.1 	collect and preserve archive materials which illustrate the growth and development of Australian Jewish communities, within Australia, New Zealand and the Pacific Islands;
1.1.2	arrange and describe these materials according to archive principles and make them accessible to the public on a regular basis, unless access is restricted by legal requirements or written agreements with the donor;
1.1.3	provide adequate and appropriate conditions for the storage, protection, and preservation of archives;
1.1.4	provide regular reference services to individuals, organisations, public sector, or other groups interested in the activities and holdings of AJHS;
1.1.5 provide educational and outreach programming whenever possible to increase public awareness and appreciation of the history and development of Australian Jewish communities.

[bookmark: _Toc223002659]Coverage
2.1 The AJHS Policy covers the acquisition of material from related organisations and private donations that fall under the auspices of AJHS or from similar organisations that are external to AJHS. Such organisations should meet the requirements of the Policy upon acquisition by AJHS of material.

[bookmark: _Toc223002660]Custody
[bookmark: _Hlk214265789][bookmark: _Hlk214010945]3.1 	Material acquired by AJHS shall become the permanent property of AJHS 
[bookmark: _Hlk214010757]3.2	AJHS retains the right to reproduce and distribute materials by electronic or photographic means for security, conservation or research purposes. 

[bookmark: _Toc223002661]Collection Charter
4.1 	AJHS will accept historical material of any medium as they pertain to 1. Purpose of AJHS’s Archives above, including: 
· hardcopy records including documents, journals, diaries, periodicals, scrapbooks;
· photographs and other visual records;
· maps, plans and architectural records;
· audio recordings;
· [bookmark: _Hlk214350302]audio/visual recordings;
· orphan records/items ephemera;
· specific artefacts such as plaques, or other items within and/or relating to a collection;
· electronically stored data; and
· Memorabilia 
4.2	AJHS retains the right to refuse material into the Archives, in cases where:  
· material does not relate, fit or is unsuitable and inappropriate to as per 1. Purpose of AJHS’s Archives; 
· where storage space for extremely large items, specifically artefacts is lacking;  
· the physical condition of an item and the cost of its care and preservation cannot be maintained by the Archives and
· material is contaminated, water soaked, soiled or mouldy. 
· Provenance of the material is not clear or, suspicious.

[bookmark: _Hlk214011195][bookmark: _Hlk214011412]4.3	AJHS excludes the collection of certain items into its collection, such as:
· material only specific to the Holocaust
· Judaica
· general books donated to AJHS that are not part of a collection

[bookmark: _Toc223002662]Responsibility of AJHS Head Archivist
5.1 	The accession, acquisition, appraisal and description of materials into the Archives are the responsibilities of the Head Archivist.
5.2	The Head Archivist shall decide which records are relevant to AJHS’s Archives as they pertain to 1 above.

[bookmark: _Toc223002663]What Regulations govern the Archives? 
6.1	AJHS is governed by its Constitution Part 2 Objects [See Appendix 1].
6.2	The policies established by AJHS from time to time.

[bookmark: _Toc223002664]Ownership
7.1	AJHS shall acquire material through donations, transfers, loans and purchases.
7.2	AJHS shall accept the transfer of ownership to enable AJHS to manage the use of and disposition of the archives, unless access and ownership are otherwise specified by the donor in the transfer agreement 

[bookmark: _Toc443365][bookmark: _Toc223002665]Restricted Access & Privacy 
8.1	AJHS shall accept restricted or confidential material, Restrictions on access should be specified by the originating organisation prior to the acceptance and transfer of material into the custody of AJHS.
8.2	AJHS shall respect the creator’s right to privacy of the material only where the restricted access criteria of AJHS have been met. 
8.3	AJHS will require a timeframe for any material to be restricted and may not accept material that are permanently restricted to the public. 
8.4	In the case of “restricted access”, access will in perpetuity be granted by prior arrangement with AJHS, to the donor or in the case of an organisation, to its authorised representative.
8.6	Any items classified for the time being as “restricted access” will only be made available under authority of the AJHS after consultation and specific written approval of the donor, or authorised representative of the donor or organisation.

[bookmark: _Toc223002666]Transfers
9.1	AJHS may receive transfers of records regularly from existing organisations. (See Appendix 2 –Accession and Transfer Form). 
9.2	The Accession & Transfer Form transfers ownership of material from the donor to the Archives.
[bookmark: _Hlk214025323]9.3 	AJHS can only receive acquisitions packed and processed according to best practices by the AJHS

[bookmark: _Toc223002667]Donations
10.1 	AJHS may receive acquisitions through donations from individuals or organisations, private institutions or other groups and associations. 
10.2	All donations should be received alongside a completed Archive Donation Form (See Appendix 3 – Archive Donation Agreement Form and Appendix 4 – Guidelines for Donation of Archive).
10.3	The Archive Donation Agreement Form, or similar, transfers ownership and access of records from the donor to AJHS’s Archives, unless specified otherwise on the Agreement.
[bookmark: _Hlk214012175]10.4 	AJHS can only receive donations packed and processed according to best practices by AJHS 

[bookmark: _Toc223002668]Loans to AJHS
11.1	AJHS can receive material as a temporary loan for a specific purpose, such as to reproduce or to include in displays or exhibits. When accepting this type of loan, AJHS will keep accurate records of the receipt and return of the material. 
[bookmark: _Hlk214027480]11.2	AJHS will complete a loan form and ensure the lender signs it twice, first when loaning the items and again when the items are returned to the lender (See Appendix 5 – Loan Agreement Form).
11.3	AJHS avoids accepting indefinite loans, that is material loaned, not given, to the Archives for research. (See Glossary term “indefinite loan”)

[bookmark: _Toc223002669]Public Access to AJHS’s Archives
12.1	AJHS retains the right to prevent any person from using the Archives where it is considered that the materials will be physically abused or used in a libellous or illegal manner.
12.2	Requests for searches can be made via email, website or in person but can only be accessed by the public on AJHS premises, and only by appointment.
[bookmark: _Hlk214012384]12.3	AJHS provides workspace 
12.4	AJHS retains the right to charge a fee for reproduction or other research services. A schedule of fees is available.
12.5	It is the researcher's responsibility to obtain copyright clearance to publish or distribute material.
12.6	Persons must produce a photograph identification to use the archives.
12.7	AJHS retains the right to refuse service where identity cannot be confirmed or a representative from an organisation, institution, group or association does not fall within 1. Purpose of AJHS’s Archives;

12.8	An electronic-register of enquiries is maintained at the Archives detailing the –  
· Details of the applicant 
· Research Details (Research topic and purpose of research)
· Reason for Visit, i.e. personal, research, visitor

12.9	Researchers shall sign the AJHS Reading Room Rules (See Appendix 6 – AJHS Reading Room Rules)

[bookmark: _Toc223002670]External Loans
13.1	Materials from the Archives may be loaned to other institutions or organisations for exhibitions subject to the following circumstances:
13.2.1 	written authorisation is given by AJHS 
13.2.2 	the borrower ensures adequate care and handling of the material on loan. 
13.3	If at any time AJHS determines that the material on loan is not being appropriately maintained, AJHS may cancel the loan and request the immediate return of the material. (see Appendix 5 – Loan Agreement Form)
13.4	Archives may not be removed from AJHS premises 

[bookmark: _Toc223002671]Digitising Archives
[bookmark: _Hlk214024727]14.1	AJHS appraises archives for digitisation from time to time to manage obsolescence of hardware and/or software and for the permanent preservation and storage of the information within, to provide greater accessibility to information.
14.2	AJHS shall provide access to the digitised records for its operations but will retain the original hardcopy records, paper and photographs, due to their intrinsic and historical value. Excluded media are negatives and audio- visual and audio media, which may be disposed of once digitised.
14.3	AJHS shall determine the intrinsic and historical values of records in a collection.
14.4	Accessibility to the hardcopy records is permitted, depending on the physical condition of the record. This will be at the discretion of AJHS (see Appendix 7 – Electronic Media Consent & Release Form).

[bookmark: _Toc223002672]Website
15.1	AJHS shall maintain the currency of AJHS’s Archives Website including location, indexes, finding aids and list of archives holdings.

[bookmark: _Toc223002673]Forms
16.1	AJHS shall implement best practices in its acquisition and accessioning of records through various forms such as transfers, donations and loans using the Accession & Transfer Form, the Archive Donation Agreement form and the Loan Agreement Form, respectively (See Appendix 2, 3 & 5). 

[bookmark: _Toc223002674]Physical Storage of Archives
17.1	AJHS shall provide appropriate and permanent care for archives, so that the records are available for use both now and in the future.
17.2	Provision for appropriate storage of Archives inhouse and offsite, is provided to secure archives against theft, damage and environmental or human hazards.

[bookmark: _Toc223002675]Disaster preparedness
18.1	AJHS shall establish a disaster plan for its archives which does not only include treatment for damaged material but also prevention of its archives from destruction.
18.2	The disaster plan shall be current and electronic and paper copies will be kept separately from the Archives at another easily accessible place in the event of a disaster or emergency. 
18.3	Individuals listed in the disaster plan should retain a copy, perhaps at home and ensure that they have the most up to date version.
18.4	AJHS shall revise the disaster plan bi-annually to ensure that personnel, suppliers and details of other organisations are up to date. 

[bookmark: _Toc223002676]AJHS’s Library Collection
19.1	AJHS’s Library collection is held within AJHS’s premises but is a separate and distinct collection to the Archives holdings. 
19.2	AJHS’s Library will only accept books, printed material such as newspapers, periodicals, journals and audio-visual material appropriate to our archives policy and which have a bearing on Jewish History in Australia, New Zealand and the Pacific Islands (per Part 2 Object 6 of AJHS’s Constitution). This includes electronic versions as well as microfilms of newspapers, journals etc. 
19.3	AJHS’s library contains genealogical compilations and reference books only. The library does not hold copies of books that are available in the library of the Sydney Jewish Museum. 

[bookmark: _Toc223002677]Policy revision 
21.1	Policy is to be reviewed every 5 years, should there be an organisational change, mergers, additions or change of scope, whichever occurs sooner.

[bookmark: _Toc223002678]Glossary of Terms in the Archives Policy

· 
· Access
The right, opportunity, [or] means of finding, using, or retrieving information.

· Accession 
[bookmark: u648436fe8123489a.6c76d79e.16797aca204.-][bookmark: ucd3e2d74648b2f74.3d32d4e.15a432086a6.-3]The materials physically and officially transferred to a repository as a unit at a single time, also called an acquisition
To take intellectual and physical custody of materials, often under legal or policy authority.

· Acquisition 
The process by which archives add to their holdings by accepting material as a transfer, donation or loan. There is no monetary value applied to an acquisition in this process.

· Appraisal 
The process involves determining the archival value, that is evidential and/or informational, for possible acquisitions and their suitability for our Archives.

· Archives
1 Those records that are appraised as having continuing value. Also referred to as permanent records. In this policy, it is specified as archives.
2 The place (building/room/storage area) where archival material is kept. In this policy, it is specified as Archives.

· Archivist
A person responsible for the management or administration of archives and/or records by appraising and identifying records of continuing value, by documenting and preserving archives in their context and enabling and facilitating their continuing use. Traditionally used for a keeper or custodian of archives. 

· Conservation
The physical aspects and processes of preservation of original archival materials.

· Copyright
The exclusive right, granted by law, of the creator of a work (or his/her assignees or employers) to make or dispose of copies of and otherwise to control the use of a literary, dramatic, musical, artistic or other work. Ownership of copyright in a work does not necessarily pass with the ownership of the work itself. The laws relating to copyright are complex and require specialist legal advice.

· Creator
The person or agency which creates, receives and accumulates or otherwise brings into existence documents and records. See also Donor.

· Custody 
The physical management of archives. Custody refers to the physical location of the archives and with whom the archives are stored. It does not necessarily include legal ownership or the right to control access to records.

· Digitising
[bookmark: _Hlk214275515]The process of converting physical records into digital formats to preserve them, increase accessibility, and reduce handling of fragile originals. AJHS uses industry standard equipment to scan or photograph records, such as fragile books; paper archive records; large format records; photographs and negatives and objects in order to create high-quality digital copies that can be viewed and searched online. Digitisation also includes the conversion of analogue audio and audio-visual records to digital files.

· Disaster Plan
A written procedure setting out the measures to be taken to minimise the risks and effects of disasters such as fire, flood, theft, etc., and to recover, save and secure the archives should such a disaster occur. It is written as part of preventive conservation.

· Donor
A person or organisation that has donated records to the archives. See also Creator.

· Donation
A voluntary deposit of records, involving the transfer of legal ownership as well as the custody of archives. See also Transfer.

· Ephemera
Items of a temporary nature, often mass produced for purposes and usually of low value that are expected to be current for a very short time. They may be retained for their information or graphic specimens, particularly for exhibitions, e.g. invitations, fliers, posters, clippings, scrapbooks, programmes, newsletters.

· Finding Aids
The descriptive media, manual or electronic, created by the Archives, to establish control over its holdings.

· Holdings
The whole of the records and archival materials in the custody of an [institutional or organisational] archives. See also Archives (Point 2).

· Indefinite loans
Material loaned, not given, to AJHS’s Archives for research. Receiving loans this way means receiving items without receiving ownership. The Archives in most cases cannot provide access to the material without permission from the owner.

· Intrinsic
Intrinsic value is the archival term that is applied to permanently valuable records that have qualities and characteristics that make the records in their original physical form the only archival acceptable form for preservation such as manuscripts, plans, minute books. Although all records in their original physical form have qualities and characteristics that would not be preserved in copies, records with intrinsic value have them to such a significant degree that the originals must be saved. Intrinsic criteria are determined by the Archivist in conjunction with the staff on the Committee.

· List
See Finding Aids

· Memorabilia
Material having sentimental or historical value to the creator, the creator’s family or to collectors. See also Ephemera.

· Oral History
A sound recording, or a transcript of an aural record, resulting from a planned interview with an individual to systematically capture personal accounts and opinions.

· OwnershipThe legal transfer and responsibility of ownership of materials from an individual, organisation to AJHS. It includes the right to control access to records in AJHS’s Archives, unless specified otherwise by the donor in the transfer agreement.

· Preservation
The processes and operations in ensuring the technical and intellectual survival of authentic records through time.

· Privacy
The right of a living person to be secure from the unauthorised disclosure of or access to information contained in records and archives of a private or confidential nature about himself/herself or his/her immediate family.

· Provenance 
Refers to the "office of origin," or the person, family or organisation that created or received the records in the course of business or personal activities. 

· Public access 
The right of the public to have access to archives that are not restricted or confidential. 

· Researcher
A person who consults records held by the archives, usually in a search room. Also referred to as researcher. See User.

· Restricted access 
A record to which access has been restricted as specified by the donor or creator of the organisation.

· Society
The Australian Jewish Historical Society Inc. Charity ABN 53023617594 of 146 Darlinghurst Road Darlinghurst NSW 2010.

· Transfer
The removal of archives from an organisation and transfer to AJHS’s Archives for control and storage.

· User
A person who consults records held by the archives, usually in a search room. Also referred to as a researcher.





[bookmark: _Toc223002679]Appendix 1 – Constitution of The Australian Jewish Historical Society

Part 2 Object 6 of The Australian Jewish Historical Society Constitution (SGM 21st Nov 2010)

Part 2 Objects

The objects of AJHS are-

(1) To encourage the study of the history of Australian Jewry.

(2) To promote the compilation of authentic records relating to the Jews in Australia, New
Zealand and the Pacific Islands.

(3) To acquire, either by purchase, donation or otherwise, and preserve for the use of the
Society and the community, books, manuscripts, newspapers, historical records, audiotapes,
videotapes and other printed electronic or audiovisual material which AJHS may
consider having a bearing on Jewish history in Australia, New Zealand and the Pacific
Islands.

(4) To use its influence to secure the preservation of places of Jewish communal interest,
such as old synagogue buildings, cemeteries, etc.

(5) To foster interchange of information among members of AJHS by lecture so readings,
discussions, and exhibitions of historical interest or value.

(6) To print, publish and circulate such journals, periodicals, books, and other literary
publications and undertakings as may seem conducive to any of the objects of AJHS. 


[bookmark: _Toc223002680]Appendix 2 – Accession & Transfer Form

Accession/Transfer Form – Communal Archives 

Use this form for accessions and transfers of communal organisation’s records‘ to AJHS. Transfer establishes ownership, custodianship, intellectual control and preservation to AJHS.

Name of Organisation/Address: 	Contact Number: 
Accession Control Number: 	 (organisation no./acronym/consignment no.)
Received from: (Name of person, Position) 			Email: 
Date of Collection:
Date received @ AJHS: 					Collected by:		
Provenance/Creator of collection: 
Name of collection or record group:    
Date Range: (may be inclusive or bulk dates):
Quantity: (number of items or boxes)  
Physical condition: 

Description: 

Contents/Physical Type 
Photo Albums 	Books	Cassettes 	CDs 	Drawings	 DVDs	Electronic 	Ephemera 
Hardcopy Records /Paper 	Minutes 	Loose Photographs 	Plans	Paintings 	Publications 	Film Reel 	Registers	Sound Recordings 	VHS Videos	Other (describe):

Restrictions & Terms of Use: Please select access rights for future researchers 
OPEN |UNRESTRICTED OR 
CLOSED|RESTRICTED
If Closed Restricted, provide explanation (e.g. sensitive, confidential, privacy reasons etc.)

Will more items be added to this series? 	Yes             No  
Type of acquisition: 		Transfer & Acquisition into AJHS collection
Are these records created by other organisations? No
Records held Electronically Only (Network/C drive/Emails): No
Records held at:

Notes (if any): 
The records in this collection is approved for transfer and/or acquisition to the Australian Jewish Historical Society by the Board or similar of the organisation. 
Signatory X								Date

[bookmark: _Toc223002681]Appendix 3 – Archives Donation/Transfer Form Small Individual Donations or Personal Papers

Archives Donation/Transfer Form
Small Individual Donations or Personal Papers 
Donation establishes ownership, custodianship, intellectual control, and preservation to AJHS. Use this form for small donations, SIDs, one - off donations. 
First Name of donor				Surname	of donor					
Postal Address					Email
Telephone Number				Mobile			
AJHS Numbering (for AJHS only) Provenance 				Provenance Code			
The Australian Jewish Historical Society gratefully acknowledges receipt of the following items below: 
Personal Papers or PP – are private, non-official documents created, acquired, or accumulated by an individual, distinct from organisational records. They include diaries, correspondence, photographs, research papers and drafts related solely to a person’s private affairs, family, or personal interests.
Small Individual Donations or SIDs – acquired on behalf of a specific organisation – use the Donor Name field for the donor’s name and put SID/organisation code/acronym e.g SID/B79 Maccabean Literary & Dramatic Society - MLDS in the Provenance Code field & B79 Maccabean Literary & Dramatic Society (MLDS) in Provenance field. Do not put the name of the donor in the provenance and provenance code fields. Usually donated to and/or acquired by AJHS from a person associated with an organisation but not acquired directly from the organisation itself.
Small Individual Donations or SIDs – are donations from individuals not relating to any specific organisation. It could include donations of records relating to specific projects and/or collections of an individual; an accession which relates to an individual’s role in multiple organisations; and/or a straightforward donation of an item(s)/record e.g. SID/JENSENH (JENSEN, Hans) in Provenance field & SID/JENSENH Provenance Code field. These are not personal papers.
Description and Condition of Item(s) – Please provide a description of the Item(s) including their origin, history of use, and any other relevant information.

Any Restrictions (No) –If Yes, please specify; Exhibition Approval (Y/N)

I, the undersigned, being the lawful owner of the item(s) listed above, hereby transfer by gift and interest in the same to AJHS forever. AJHS shall hereafter have and retain exclusive and absolute physical ownership of the item(s). Copyright is transferred to AJHS. Item(s) may be displayed, loaned, or disposed of in such a manner as the AJHS Board may deem advisable in accordance with collection policy. 
 Collected on behalf of AJHS	Head Archivist, Sabrina Elias				Date 
Accepted on behalf of AJHS Head Archivist, Sabrina Elias				Date 

Donor Name							Signature 
Item(s) Name 
Usage (by whom, in what contact, for what purpose):  
[bookmark: _Hlk133233646]Related Records
History of ownership (how it came into your possession, who owned it previously, etc.): 

Questions? Contact the Head Archivist at archivist@ajhs.com.au


[bookmark: _Toc223002682]Appendix 4 – Guidelines for Donation of Archives  

An organisation’s archives should preserve, in the smallest number of records possible, documentation of its origins, purposes, major activities, significant accomplishments, and most important interactions with clients and/or other agencies. The following list highlights the common materials which usually make up an organisation’s archives.

RECORDS WE CAN ACCEPT
1. ORGANISATIONAL RECORDS
· Articles of Incorporation
· By laws

2. ADMINISTRATIVE RECORDS
· Board of Directors Meeting Files
· Conference & Convention Materials (sponsored by organisation) 
· Correspondence (incoming and significant outgoing correspondence) 
· Committee Records (agendas, minutes, supplementary materials, etc.)
· Membership lists
· Memoranda to or from Head staff
· Minutes of meetings (other bodies besides committees)
· Organisational charts & historical summaries 
· Planning Files (strategic plans)
· Annual Reports
· Financial Reports (end of year; not weekly or monthly) 
· Speeches & Writings
· Subject Files

3. PUBLICATIONS & PROMOTIONAL MATERIALS (commonly referred to as ephemera)
· Awards
· Books (by the company or employees; also, about the company) 
· Brochures (pamphlets)
· Clippings (newspaper and magazine articles) 
· Directories of the organisation
· Marketing and Public Relations Files 
· Newsletters
· News Releases
· Posters

4. SPECIAL FORMAT MATERIALS
· Architectural Drawings and Plans 
· Audio Recordings
· Photographs (prints, negatives)
· Video Recordings (tape, film, digital media) 
· Scrapbooks

RECORDS WE CANNOT ACCEPT

· Bank statements and cancelled cheques 
· Budget preparation records
· Contracts
· Correspondence—routine mailings and junk mail
· Duplicates 
· Expense reports, reimbursement requests
· Grant proposals (not funded) 
· Insurance records of inactive policies
· Letters accompanying donations and copies of cheques
· Monthly ledgers/journals, quarterly budget reports 
· Payroll files, rolls, ledgers
· Personnel records
·  Phone messages
· Publications, flyers, minutes of other organisations, reference materials
(NOTE: if these may be the only evidence of   a defunct community organisation, they can be kept in correspondence or subject files) 
· Purchase orders
· Receipts, bills, invoices
· Tax Returns 
· Time Sheets
· Unsolicited job applications and resumes 
· Warranties and instructions for equipment
[bookmark: _Toc223002683]Appendix 5 – Loan Agreement Form

Loan Agreement Form
I, we hereby loan/borrow the following material to/from AJHS’s Archives for the purposes of exhibits/digitisation:
Lender’s/Borrower’s details (circle):
First Name 					Surname					
Name of organisation:				Address: 											
Telephone Number:							Mobile:	 
 E-mail:	
Signature of Lender/Borrower:						Date
Received by/Authorised by:						Date:
Signature of Head Archivist: 						Date:

AJHS’s Archives may reproduce any or all of the above-described material for any purposes which promote the educational/research objectives of AJHS’s Archives. The disposition of these reproductions is solely the prerogative of AJHS’s Archives. Any copyrights such as the owner may possess in this property are hereby transferred to AJHS’s archives.

The Borrower ensures adequate care and handling of the material on loan. If at any time AJHS determines that the material on loan from the Archives is not being cared for adequately, the Archivist may cancel the loan and request the immediate return of the material.

Description of Material on Loan/Borrowed (attach photographs):














Return of Materials to the Lender/to AJHS Archives
I, we hereby acknowledge the safe return of the material described above to the lender/to AJHS Archives 

Signature of Lender/Borrower				 	Date

[bookmark: _Toc223002684]Appendix 6 – AJHS Reading Room Rules 

All readers must ensure that they –
· Turn mobile phones off;
· Use pencils for writing or note taking, except when completing designated forms. Ask staff for items if you do not have these;
· Do not remove records from the designated area;
· Do not transfer records to another researcher without prior approval from AJHS Head Archivist;
· Return items to their appropriate folder/envelope and box;
· Place the file/envelope in the numeric sequence in box;
· Keep all noise to a minimum while working in the reading room;
· Do not eat or drink in the reading room;
· Seek permission when photographing items;
· Reference AJHS as the source of items where relevant.

Archives Care & Handling Rules
All readers are required to –
· Always handle all original items with care;
· Not remove documents from files and/or bundles;
· Not disturb the order of records in which they were issued;
· Wear gloves when requested by reading room staff, especially when handling of – 
· Photographic material (print and other)
· Maps and plans
· Pre-1920 material
· Ensure that hands are clean, dry and free from lotions that may stain and add to the deterioration of the records; staff may request that you wash and dry your hands thoroughly before handling the records;
· Not place items on records;
· Not place items on the floor to photograph; 
· Not mark any record (do not trace, highlight or underline archival material);
· Turn folios carefully one at a time, ideally from the top right-hand corner;
· Ensure that volumes are fully always supported; ask staff for assistance if necessary;
· Do not lean on archival records when writing;
· Do not use items such as “post-it” notes, cardboard, pens, pencils or memo pads to mark places in archival records.

I have read and acknowledge AJHS’ Reading Room Rules. 
Signature				Full Name				Date		Email

This document is retained for internal use only, mainly to provide qualitative and quantitative of the use of our Collections. Could you please explain in a few words the topic of your research?
Research topic – 


Purpose of research (e.g. academic study, recreation, employment)– 

Items retrieved – 

We thank you for your cooperation
[bookmark: _Toc223002685]Appendix 7 – Electronic Media Consent & Release Form

ELECTRONIC MEDIA CONSENT & RELEASE FORM
AJHS hereby consents the ____________________ to use the image(s) below for their _________________ for the following purposes only:
a)  
b)  
c)  
d)  
The image(s) from the ______________ collection remains the property of the Australian Jewish Historical Society
Name of image(s): 
Quantity: 
Medium: Electronic copy
Name of authoriser(s): Sabrina Elias, Head Archivist, Australian Jewish Historical Society 
Address:  

Telephone: +61 2 8036 0143
Email:  archivist@ajhs.com.au 
Date: 
Signature(s):  
		Sabrina Elias					 
Position(s):  	Head Archivist AJHS			

I agree to (a –e) as outlined above.

Signature: 

Name of person:

Date: 
{insert electronic images in the form)
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