Old Colony Historical Society

IMAGE REPROGRAPHIC POLICY
     
The archives of the Old Colony Historical Society contain one of the finest collections of historical photographs and post cards in Bristol County, with over 12,000 images of regional interest.  This policy has been approved by the Society’s Board of Directors to ensure the ongoing preservation of the collection and to encourage its fair use. All requests to deviate from this policy must be made in writing to the Society’s director.

Copy Prints / Scans
     
Copy prints or scans of images in the Society’s collection are available for purchase.  Patrons pay for the cost of their print or scan, as well as a reproduction fee if the image will be published.  Please see the attached price list.  Fees paid to the Society support the preservation of the photographic collection.

Placing an Order

Patrons must apply for image reproduction in writing, by filling out a form provided or writing a letter.  Original photographs do not leave the Society’s hands.  Society staff will have the copy print made once the request is approved by the director.
Any negatives produced in the course of making copy prints are the property of the Society. Orders for image reproductions must be prepaid.  Most orders can be filled within two weeks.

Ordinarily, patrons select for themselves the originals that they would like to have copied. When the Society’s staff is required to search for images, patrons will be charged the Society’s research fee of $15.00 per hour for this service.
        Old Colony Historical Society








      Image Reprographic Policy








      Page 2

On-Site Photography/Scanning
Patrons may request to take photographs or scans themselves of images in the Society’s collection using the patron’s own equipment. An appointment is required. The Society will receive negatives, duplicate slides, or CD-ROMs for the material photographed, which will become the property of the Society.

Since Society staff will be required to supervise and assist with the photography session, patrons will be charged the Society’s research fee of $15.00 per hour per staff member for this service.
If staff is required to photograph or scan new images of items in the Society’s collection at the request of a patron, a $15.00 per hour labor fee applies.

Using Images for Research/Private Use
Patrons may use the copies of images that they purchase for their own research or non-commercial display.  Patrons who will not be publishing the photographs that they purchase are required to sign a form stating that the copy prints are for their private use.

Publishing Old Colony Historical Society Images
The Society staff is pleased to work with patrons who wish to publish the images that they purchase from the Society as part of our mission to share the history of the people of the Taunton region.
Whether the product is a book, a videotape, a wall display in a commercial setting, a web page, an advertisement or some other publication, patrons must receive permission to publish images from the Society’s collection before they are published.
Patrons assume responsibility for compliance with copyright laws.
Credit and Description for Published Images
All published images must be credited to Old Colony Historical Society and carry a description of what the image is.  The published photograph will be accompanied by the credit line, “[Collection name, if applicable], courtesy of Old Colony Historical Society, Taunton, Massachusetts.”
      Old Colony Historical Society








      Image Reprographic Policy








      Page 3

Published photographs must accurately reflect the originals in the Society’s collection.  For this reason, no photograph may be digitally altered. Photographs may be cropped to change their proportions, but the cropping should not eliminate details that are historically significant. A cropped image must be labeled “detail;” for example, “Detail, Bristol Academy, ca. 1875.”
Requesting Permission to Publish

The request must be made in writing to the director of the Society. This request must clearly explain the intended use of the photograph; therefore, it should identify the photograph and include such details as the title of the publication, the subject of the publication, the names of the authors and publisher, and the year of publication.
A form may be provided to the patron by OCHS for this purpose.  Permission to publish may then be given in writing by the director. 
Terms of Permission to Publish

When permission to publish is given, it is for the one-time North American publication of an image in the Society’s collection.  Each reprinting or repeat showing of the image requires a new letter of permission to publish.

The Society’s library will receive a complimentary copy of any publication in which a Society photograph is used.  This copy should be sent automatically upon publication.

Approved, O.C.H.S. Board of Directors, January  1999

Revised June 2002 and October 2005
Old Colony Historical Society

FEES FOR IMAGE REPROGRAPHIC SERVICES 
On-Site Photocopies

Staff will photocopy only non-copyrighted collections held at OCHS in good condition onto plain copier paper.  For large projects (i.e., entire books) arrangements must be made in advance and are subject to a $15 per hour charge.
	Black & white photocopies
	15¢ per page for members

	
	25¢ per page for non-members and Research by Mail

	
	

	Color photocopies
	$1.00 per page for members

	
	$2.00 per page for non-members


Photographic Services
Copy prints may be provided, depending on the original, in black & white, sepia, or color.  Staff may make recommendations about the largest reprint size likely to provide an acceptable quality image. A surcharge of $7.00 for each large-format negative or panoramic original applies.
	Size of reprint (in inches, approximate):
	Cost per print:

	4 x 6
	$7.00

	5 x 7
	$10.00

	8 x 10
	$15.00

	11 x 14
	$25.00

	16 x 20
	$35.00

	24 x 36
	$45.00


Scanning
For images scanned using Old Colony Historical Society equipment (up to 300 dpi resolution), delivered by e-mail or CD-ROM:
            $5.00 per image

For images scanned by an outside vendor using high-resolution scanner (up to 1200 dpi) delivered by e-mail or CD-ROM:  

$10.00 per image

Shipping & Handling
If images are mailed, a $5.00 per order minimum is charged.  The order may be picked up in person at no charge.
Reproduction Fees for Published Images
	Commercial use (one-time, North American rights)

	$50.00 per image



	Non-profit use, including academic presses
	$10.00 per image



	Surcharge for cover use, use in advertising including trade shows, use for promotional objects (i.e., calendars, note cards):  Fee to be established by director



