Reproduction & Publication
It is possible to request scans and digital images of Special Collections materials. Reproductions may not be made for or donated to other repositories. The Special Collections Department reserves the right to refuse to accept a duplication request if, in its judgment, fulfillment of the request would involve violation of copyright law.
Each item to be duplicated must be evaluated by Special Collections staff on the basis of:
· Physical condition – many items, especially rare books or large architectural drawings, are too fragile to photocopy without endangering the originals.
· Copyright issues – if the item is a published document, copyright restrictions may apply. If the item is unpublished, copyright may rest in the hands of the author or his heirs.
· Restrictions set by donors – some manuscript collections have restrictions against photocopying.
· Physical size – some items, such as maps or architectural drawings, are too large to duplicate
As curators of these priceless materials, we work to safeguard the condition of materials and to respect the wishes and interests of authors and donors. As librarians who want to further scholarship and teaching and want to publicize our collections, we will work with you to find creative ways to reproduce items that may fall into one of the categories above.
Images of materials made from materials in our collection must not be used for publication or use on a website without permission. For information on using Special Collections materials in publications or on websites, please refer to our Guidelines for Permission to Publish.
To request digitization of materials, please use this form.
Hand-held personal digital cameras may be used to make copies of rare materials in the reading room. For security and preservation reasons, handheld or flatbed scanners are not permitted in the reading room. Researchers must fill out and sign an Application to Use a Personal Camera in the Reading Room form. Each collection or item photographed will be approved and listed by Special Collections desk staff. Researchers will be provided with an identifying strip to include in each photograph. For more information, see our Digital Camera Policy.
If you are planning a research visit to Special Collections and would like to know in advance whether we will approve your use of a digital camera, please submit a request through our online reference request form and let us know which materials you may wish to photograph.
Publishing
Publishing Materials from the Library’s Collections
It is not necessary to seek the Library’s permission as the owner of the physical work to publish or otherwise use public domain materials that the Library has made available online from its collections. This applies whether your use is non-commercial or commercial.
It is also not necessary to seek the Library’s permission as the owner of the physical work to publish or otherwise distribute portions of text or individual images (up to 20 from any given work or collection) for educational or scholarly purposes from materials not in the public domain whether undertaken by non-commercial or commercial publishers or distributors. Requests to publish or distribute larger amounts of material or questions regarding permissions should be addressed to Special Collections.
However, the Library’s consent as the owner of the rare original materials does not address copyright issues that may affect publication rights. It is the sole responsibility of the user or recipient of copies of Special Collections materials to investigate the copyright status of any given work and to seek and obtain permission where needed prior to any distribution or publication. See below for more information about copyright law in the United States.
Any use of Special Collections images or materials is subject to the user or recipient’s agreement to indemnify and hold harmless the University of Virginia, its officers, employees and agents from and against all suits, claims, actions and expenses. By your use of these materials, you agree to these responsibilities, including the noted legal protections of the University of Virginia.
If questions arise concerning the small number of collections for which the University of Virginia does own copyright (generally noted in the catalog records or online guides) or for materials in the University Archives, please contact Special Collections.
Further, some library donors have placed restrictions on the use of Special Collections materials that must be honored. Such restrictions are generally noted in the catalog records or online guides to Special Collections materials, and Library staff will provide informational assistance in these cases.
Special Collections no longer provides signed letters of permission or signs other permission forms.
How to Cite
Special Collections must always be cited as the source of text or images when published or otherwise distributed. In general, Special Collections materials should be cited as:
 [title of work or collection name], Albert and Shirley Small Special Collections Library,
University of Virginia
Items from the Barrett or McGregor libraries should be cited as:
 
[title of work or collection name], Clifton Waller Barrett Library of American Literature,
Albert and Shirley Small Special Collections Library, University of Virginia
[title of work or collection name], Tracy W. McGregor Library of American History,
Albert and Shirley Small Special Collections Library, University of Virginia
If you have any questions concerning the proper citation or description of materials in Special Collections, please contact us.
Copyright Information
The copyright law of the United States (Title 17, United States Code) governs the making of photocopies or other reproductions of copyrighted material. The Special Collections Department reserves the right to refuse to accept a duplication request if, in its judgment, fulfillment of the request would involve violation of copyright law.
Under certain conditions specified in the law, libraries and archives are authorized to furnish a photocopy or other reproduction. One of these specified conditions is that the photocopy or reproduction is not to be “used for any purpose other than private study, scholarship, or research.” Reproductions may not be made for or donated to other Repositories. If a user makes a request for, or later uses, a photocopy or reproduction for purposes in excess of “fair use,” that user may be liable for copyright infringement. In most cases, the library is not the holder of copyright for the materials held in its collection. The library cannot grant permission for uses of material that fall outside of fair use. Instead, the responsibility falls on the user to obtain that permission.
Copyright law protects unpublished as well as published materials. If you wish to use either published or unpublished materials from our collections in a publication, you must determine whether the work has passed into the public domain and is no longer under copyright protection or find the copyright holders and get permission to use the material.
Digitization Services Request Form
Because preservation of its materials is of paramount concern, the Special Collections Department reserves the right to decline to digitize materials, or to limit the amount of material that can be safely digitized. If you have questions, please contact Digital Curation Services at digitalservices@virginia.edu.
Notice: Warning Concerning Copyright — The copyright law of the United States (Title 17, United States Code) governs the making of photocopies or other reproductions of copyrighted material. Under certain conditions specified in the law, libraries and archives are authorized to furnish a photocopy or other reproduction. One of these specified conditions is that the photocopy or reproduction is not to be “used for any purpose other than private study, scholarship, or research.” If a user makes a request for, or later uses a photocopy or reproduction for purposes in excess of “fair use,” that user may be liable for copyright infringement. The Library’s provision of a copy does not constitute permission by any copyright holder and is not a substitute for the user’s diligent compliance with all applicable copyright requirements. This institution reserves the right to refuse to accept a copying order if, in its judgment, fulfillment of the order would involve violation of the copyright law. 
Notice: Digitizing Personal Items — We are not responsible for any damage to materials you provide to us for digitization.
What you need to know, before you submit your request
· We normally require at least 20 working days to complete a digitization request. Rush requests will be honored if possible. Starting mid-November through mid-January additional turnaround time is required due to the holiday season.
· Non-UVa Patrons: We will charge a fee of $50 for first hour of work and $25 per hour for each additional hour thereafter. Costs are calculated based on the length of time required for retrieval, identification, imaging and delivery. Digitization Services staff will contact you soon after your request is received with a quote based on our time estimate.
· We provide images at various resolutions and formats depending on the intended use of the request. Generally, we can provide either 300dpi JPEG images or TIF images at the higest resolution possible.
· All orders will be delivered via the web. If you wish for your order to be delivered by DVD, please write digitalservices@virginia.edu after submitting your request. The decision to honor this request is at the sole discretion of Digitization Services staff.
Top of Form
Terms of Agreement 
I understand and agree to the above copyright statement and will only use the digitized resources as I indicate in my online request. I also understand it is my responsibility to determine who owns the copyright of these materials unless otherwise noted 
UVA Status 
I am UVA faculty, staff, or student. (You will be asked to verify your identity using NetBadge.) I am not affiliated with UVA. 
Bottom of Form
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