The Dr. Charles H. Glatfelter Research Room

625 Biglerville Road
Gettysburg, PA 17325

Hours of Operation:
Thursday, Friday, & Saturday - 10 a.m. to 5 p.m.

Location:
The Research Room is located on the second floor of the history center and is accessible
via the elevator or stairs.

Access, Utilization, and Citation Policy for Source Materials
This policy outlines the guidelines for accessing, utilizing, and citing source materials at
the Dr. Charles H. Glatfelter Research Room. It ensures proper attribution and
compliance with copyright laws, detailing when to seek permission, how to acknowledge
the original source, and what information can be archived depending on the type of
publication and the source material's access restrictions.

I. Use of Materials
1. All items housed within the Adams County Historical Society Archives and
Research Room are the property of Gettysburg History and must be properly
cited when utilized in any form. See proper citation formatting in section VII.
2. All researchers must fill out and sign the Research Agreement prior to conducting
any research. Physical copies are available in the Research Room.

I1. Before You Arrive
1. Researchers must check in at the front desk before proceeding to the research
room.
2. There is a $10 entry fee per person, per day, for non-members. Payment will be
taken at the front desk only.
a. Students (grades K-12 & undergraduate) and current Gettysburg History
members may utilize the research room for free.
b. Student researchers (grade 5 and under) must be accompanied by an
adult.
i.  Adults providing this assistance will not be charged the entry fee.
3. Visitors may not bring jackets, folders, cases, containers, bags, backpacks, purses,
or food/drink of any kind into the research room.
a. We encourage you to leave these items in your car, or you may deposit
them at the volunteer desk for safekeeping until you leave the facility.



b. Please note that we are not responsible for any property left unattended in
the building.

4. You may bring any research materials, including laptops (taken out of the case),
charging cords, notes, and pencils into the Glatfelter Research Room.

5. Visitors are not permitted to bring their own original documents into the
research room without prior permission from the staff.

6. Pens are prohibited in the Research Room. Pencils, scrap paper, and
magnification devices are provided.

ITI. In the Research Room
1. Non-flash photography or personal scanning of archival material (excluding
photographs) is allowed.
a. We reserve the right to restrict photography or scanning of any materials
in its holdings.
b. All photographs must have a copyright card in the frame. Copyright cards
will be available in the Research Room
2. Any photographic or scanning devices brought into the Research Room are
subject to inspection.
No eating, drinking, or smoking is permitted in the Research Room.
4. Please be respectful of others and keep noise to a minimum. Cell phones are
allowed, but please make sure they are silenced.
5. All archival materials are to remain in the Research Room. Nothing may be
checked out.
6. The staff and volunteers reserve the right to inspect all materials brought into the
research room and upon the visitor’s entry and departure.
7. Exempting medical circumstances, pets are prohibited in the research room.
8. Visitors may not enter the archives unless authorized and accompanied by a staff
member.

@

Please note: The Research Room is under 24-hour video surveillance, and any theft or
purposeful defacing of archival items will result in prosecution.

IV. How to Locate Materials
1. Our dedicated staff of volunteers will assist you in finding the right materials in a
timely and efficient manner.
2. There are several public computers in the Research Room where you can access
finding aids, digital databases, and the internet.

V. Accessing Materials
1. Eligibility and Permission



a. Some materials may have restricted access due to their condition,
copyright status, or donor agreements. Researchers must seek explicit
permission to access these materials.

b. Researchers must respect any access restrictions, which may vary based on
the material's nature and the context of its use.

2. Researchers are required to handle all materials with the utmost care, following
the following specific handling instructions:

a. Do not place papers, books, or elbows on original materials.

b. You may be asked to wear gloves when handling fragile or sensitive
materials, such as photographs, negatives, and artifacts.

c. Do not write on any original materials.

d. Do not take notes or write on top of original archival materials.

e. Visitors are permitted to have only one box of records out at a time and
may not remove or reshelve boxes or books.

f. All materials must be kept in order within the boxes or notebooks they are
stored in.

VI. Utilizing Source Materials
1. Personal Use
a. Materials accessed are intended for personal research purposes unless
otherwise specified. Any items used for non-personal use such as
publication must comply with proper citations and accreditation to
Gettysburg History.
b. Researchers are prohibited from using materials for commercial purposes
without prior written consent from Gettysburg History.
2. Reproductions and Copies
a. Reproductions of materials for personal study may be allowed under
Gettysburg History guidelines. All photocopying and scanning must be
conducted by staff.
b. Fees may apply for reproductions, and researchers must adhere to any
limitations set by Gettysburg History.
c. Payment for photocopies can be made via cash in the research room or by
credit card at the front desk.

VII. Citing Source Materials
1. Proper Attribution
a. Researchers must provide proper credit in any work that includes
Gettysburg History materials. This includes books, theses, articles,
presentations, or digital content.
2. Citation Format



a. All citations should include the following format: "[Title of
Document/Collection], [Collection Number or Name], Gettysburg History"

VIII. Agreement and Compliance

1. By accessing and utilizing materials from the Dr. Charles H. Glatfelter Research
Room, researchers agree to comply with this policy. A copy of the Researcher
Agreement must be signed prior to conducting research. Non-compliance may
result in restricted access to materials and potential legal action. Researchers are
required to sign and return a compliance agreement upon accessing materials.

2. For further inquiries or clarification regarding this policy, please contact Mary
Procopio, Archivist and Curator (mprocopio@gettysburghistory.org or

717-334-4723 ext 109).

Thank you for your cooperation and commitment to preserving and respecting our
historical resources.



Researcher Agreement

All researchers visiting the Dr. Charles H. Glatfelter Research Room are required to sign the

following agreement before accessing any research materials.

Key Points:
e Use of Materials: All items must be cited, and researchers must sign this Research

Agreement.
e Before Arrival:
o Check in at the front desk; $10 fee for non-members, free for students and
Gettysburg History members.
o No bags or food allowed; personal research materials are permitted.
e In the Research Room:
o Non-flash photography allowed for a fee; members may photograph for free.
o No eating, drinking, or smoking; please be respectful of other researchers.
o Staff reserves the right to inspect all materials brought into the research room as
well as before a visitor’s departure.
e Locating Materials: Staff assists in finding materials; public computers available.
e Accessing Materials: Some items may have restrictions; handle materials with care.
e Utilizing Source Materials: Materials are for personal use unless properly credited;
staff must consent to commercial use.
e Citing Materials: Proper attribution is required in any published work.
e Agreement and Compliance: By using the materials, researchers agree to comply

with the policy.

For questions, please contact Mary Procopio, Archivist and Curator. Thank you for respecting

our historical resources.

Signature: Date:

Print Name:

Please return the signed agreement to a volunteer or staff member prior to beginning your research.

Thank you for your cooperation and respect for the valuable resources cared for by Gettysburg History.



