Guidelines for Scanning of Special Collections & Archives materials,
University of Idaho Library.

Materials within Special Collections & Archives are considered to be archival copies for
publications, and unique one-of-a-kind materials for manuscript and archival items, including
photographs. As a result, copying or other form of reproduction involving photographing,
photocopying or digital scanning is permitted only when it does not compromise the physical
integrity of the original. Fragile items will be duplicated only by SC/A staff, if at all, and some
items may simply be too fragile to duplicate without endangering the original. The integrity of
an original item is more important than the creation of a copy.

When permitted, all items being photographed or digitally scanned need to be identified as being
the property of the University of Idaho Library, Special Collections & Archives. Photographs
need to have their photograph numbers recorded in file titles or within the images themselves to
permit accurate crediting of individual images. Photographs without individual numbers need to
be identified as to which PG number or MG collection number they belong, with attribution to
the library. All photographs will be handled only with white gloves (see desk attendant), and
held by the edges. In all cases proper and careful handling of materials is required. Library staff
will be present to advise and assist.

Person’s scanning special collections items assume full responsibility for copyright infringement.
No items may be further duplicated without written permission from the Head of Special
Collections & Archives, University of Idaho Library. Publication fees may be charged, as per
the current SC &A fee schedules.

Scanning or photography of entire collections is not normally permitted except for very small
collections (less than 12 images).
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