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Archives Policies

The St. Philip's College Archives is the official repository for records created by and about the the college. Its mission is to
preserve and make available documentary evidence of the ongoing life and work of the college and to offer a useful
information service to its leadership, its members and to the general public. In pursuit of this mission, we actively document
all aspects of the college, our purpose being to create a permanent and useful resource on the witness of this college and
community and the activities that have defined it. The St. Philip's College Archives aims to support the understanding of all
inquirers who seek to access the past, whether to inform an institutional perspective, to seek an individual appreciation, or to
promote the historical dimension of St. Philip's College.

Public Access Policy

The St. Philip's College is the repository for the official records of St. Philip's College. It also acts as the repository for some
records pertaining to the Alamo Community College District, and certain private collections that support a contextual
understanding of the official record. The Archives has a primary responsibility to serve the administration, faculty, staff and
students by meeting their information and research requirements. As an extension of its mission, the St. Philip's College
Archives welcomes research inquiries from the public. Access is granted on the basis of the age, condition, and content of
the records. Open records are those materials that are normally available to the public. Confidential records include
personnel records and documents containing sensitive personal information. Access to records may also be restricted if the
records have not been processed or appraised, if they contain un-separated personal information, if they are in fragile
condition, or if restrictions have been placed on them by the donor. Special access to restricted records may be granted in
the unusual case when release of the information serves an essential public interest over and above a private research
agenda or when it fulfills a vital personal need.

All records and papers of the St. Philip's College Archives unless otherwise noted are the property of St. Philip's College.
Discretionary decisions regarding access and disposition are reserved to the Archives Staff and Learning Resources Dean.
Researchers are required to request permission to publish and to note copyright permission and credit in print. Researchers
are respectfully requested to deposit copies of their work with the Archives when significant use has been made of its primary
resources.

Photocopying Policy

‘The St. Philip's College Archives provides copies for personal research use only. Photocopies may not be distributed to
other researchers or placed in another repository without permission. Purchase of photocopies does not constitute the sale of
rights to the information contained in them. The St. Philip’s College Archives retains full rights to all reproductions under its
ownership. We cannot honor requests to copy complete files. Fragile paper records, particularly brittle bound volumes, may
not be photocopied.

Photocopying Fees

There is no minimum charge for photocopy orders processed on site. The rate for photocopying begins at $2.50 minimum per
order for handling and postage on mailed orders, and at 15 cents per page on original material. Orders returned by facsimile
are charged a $5.00 transmission fee in addition to charges per copy.

Photographic Reproduction

The St. Philip's College Archives will supply photographic prints upon request. Copies will be made for private use, historical
research, and scholarly and trade publications. Fees paid for photo reproduction do not constitute sale of the image or
license to distribute. We retain full rights to all reproductions.

Photographic Reproduction Fees
The cost of reproduction for private use is $10 per print for a 5x7 print. For prints larger than 5x7 and for reproduction in
formats other than the standard black and white print, charges will be calculated upon receipt of an estimate.

Written permission to publish from print or non-print works of the St. Philip's College Archives is required. Permission is not
required and no fees are associated with the fair use reproduction of brief excerpts and quotations. Notification of such use of
the archives is a courtesy which is appreciated. Credit should be made as follows: Courtesy of the St. Philip's College
Archives.
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