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CATHEDRAL

COLLECTIONS ACCESS POLICY

INTRODUCTION

This policy relates to Carlisle Cathedral’s historic collections and sets out the procedures for
access to the collections.

INTRODUCTION I
CONTENTS I
. THE CATHEDRAL’S COLLECTIONS & ACCESS 2
I.1. Relevant legislation 2
2. CUSTOMER CARE 2
3. RESTRICTIONS AROUND ACCESS 3
4. MEANS OF ACCESS 4
4.1. Remote enquiries 4
4.2. Website 4
4.3. Publications & guides 5

5. FORMS OF ACCESS 5

REVIEW OF THIS POLICY 5




CARLISLE
CATHEDRAL

|. THE CATHEDRAL’S COLLECTIONS & ACCESS

Carlisle Cathedral endeavours to engage with as wide a community as possible. It currently serves

a diverse community with its heritage collections, ranging from local historians to international

academics. Our user communities include:

e specialists interested in an aspect of Cathedral history as a leisure pursuit, including family
historians, church historians or former choristers

e those with an academic interest in the contents of the historic collections, typically a specific
copy of a rare book.

We encourage engagement of the Cathedral’s heritage collections with our core stakeholders,
our worshipping community. There are very good reasons for them to value the history of the
Cathedral and we have used material in the historic collections and stories from them when
promoting the long history of the Cathedral. The Chapter is aware of its responsibilities as
guardians of the collections.

Access to, and engagement of, the collections will be developed both in conjunction with wider
Cathedral event and audience planning work, and more specific work on understanding and
analysing the needs of our community.

|.1. Relevant legislation

The Church of England is not subject to the Freedom of Information Act. Subject access requests
under the Data Protection Act are dealt with in the Subject Access Request Policy.

Copyright law applies to the copying of any document or work in the Cathedral Library and
Archive, including the Dean & Chapter Archive held at Carlisle Archives. It is the responsibility of
the user taking photographs to ensure that copyright, data protection, and private or other laws
are not infringed.

Carlisle Cathedral will continue to identify legislation through following professional information
exchange means and engaging with those bodies who comment on and disseminate new and
amendments to legislation, including The National Archives, the Archives and Records
Association, the Information Commissioner’s Office and the Intellectual Property Office.

All collections staff are committed to complying with the Archives and Records Association Code
of Ethics, updated March 2024 (available at https://www.archives.org.uk/ara-code-of-ethics).

2. CUSTOMER CARE

Carlisle Cathedral is dedicated to maximising access and ensuring that everyone can benefit from
this offer regardless of age, gender, faith, sexual orientation, cultural or social background and
ability.

We endeavour to reach high standards of customer care, greeting visitors in a friendly, polite and
respectful manner and offering to assist them with their research should they require it. However,
we recognise that the Cathedral Library is not a public library, and it is therefore not possible to
support a full library and archive service. In most cases, copies of the books held in the Cathedral
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Library are freely available elsewhere, either in digital form online or in physical form in public or
other local libraries. Consequently, readers wishing to consult books will be directed first to
alternative copies. The majority of the Cathedral’s archive, known as the Dean & Chapter Archive,
is stored and managed at the city record office, Carlisle Archives, through which all enquiries and
appointment bookings should be made.

We have a target to answer written and telephone enquiries about the collections within 15
working days, acknowledging that on occasion the collections staff are on annual leave. Collections
staff are able to assist enquirers for up to 30 minutes free of charge, and up to 5 low-resolution
images may be supplied free of charge on the understanding that such images are used only for
private research and not for reproduction.

3. RESTRICTIONS AROUND ACCESS

The vast majority of the Cathedral’s collections material is open to all researchers. Any

restrictions on access to material will be:

e in circumstances where material is in such poor physical condition as to restrict access for
preservation reasons

e where the material is completely uncatalogued for security reasons

e where material is in a format that we cannot enable access (for example, audio-visual/digital
media)

e agreed extended closure reasons with the reasoning being communicated prior to a visit — if
we notice personal data within a file then we will consider the best way of making this material
available without compromising Data Protection legislation (such as through redaction,
closing specific documents or in rare cases the whole file).

Any new users of Carlisle Cathedral’s collections are required to be notified of appropriate care
when using historic material. This is also emphasised in our research area, where a set of rules is
displayed prominently.

Carlisle Cathedral allows users to make copies of the records using their own equipment —
compact camera, tablet or camera phone — provided they do not use flash photography or risk
damage to the material. SLRs, tripods and hand-held scanners are not permitted. These images
may only be used for private study and research and may not be published without permission
from the Cathedral. Some materials may be unsuitable for self-service photography due to their
format or condition. There is no charge for self-service photography, but permission must be
sought and the object to be photographed assessed by staff. They can request that Carlisle
Cathedral makes copies, which is free provided that the collections staff only spend a maximum
of 30 minutes on the enquiry and the material is not at risk of damage.

Any users wishing to publish images — digitally or in print — must seek permission from the
Cathedral. The Cathedral Library does not have the capacity to take high-resolution images to
order. Under some circumstances, permission will be granted to publish self-taken photographs.
It may also be possible to arrange for professional photography to be overseen in the Library. A
fee may be charged for this dependent on the time required.
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4. MEANS OF ACCESS

We will provide physical access to the material in the Weston Room in an open, friendly and
straight forward manner. There is no charge for visiting Carlisle Cathedral, but people wishing to
research and consult the historic collections must book in advance.

Users must report to the Cathedral Office or Cafe on arrival in order to sign in and out while on
site.

Access to the Weston Room, our dedicated research area, involves climbing a narrow spiral
staircase. However, it is also possible to provide research space in the Fratry Hall, which is step
free (using a lift). Users must advise on booking if they wish to use the Fratry Hall.

Users must book at least 2 weeks in advance. It is advisable to wait for acknowledgement from
Carlisle Cathedral that the visit can be accommodated before arranging travel plans. There is no
drop-in access.

New users of original material will be required to fill in a User Registration Form and provide two

forms of identification on their first visit:

e one piece of photographic ID (passport, driver’s licence, national identity card, student card
showing expiry date, police/customs/Home Office warrant card, forces ID card, bus pass)

e one piece of recent ID showing your home address (utility bill, bank/building society
statement, credit card statement, pension/benefit letter, pay slip, home insurance policy,
HMRC statement, council tax bill, TV licence).

4.1. Remote enquiries

We will also engage with our user communities remotely, answering many kinds of external
enquiries. We will inform the enquirer of the information we hold that may answer, or help to
answer, their enquiry and how they can access this information but we will generally not carry
out detailed research. We will dedicate a maximum of 30 minutes to an enquiry for free. Users
can also request remote copying of collections material for their own private use, as long as this
is possible within the time limit for the enquiry.

4.2. Website

We are currently reviewing our cataloguing system and seeking funds to catalogue the Library
collection to professional standards. Titles of the majority of the pre-1801 books are listed on the
English Short Title Catalogue, searchable online. Titles of books printed outside Great Britain and
North America before 1701 are listed on JISC’s Library Hub Discover, searchable online.

The majority of the Cathedral’s archive is held in the Dean & Chapter Archive, stored at Carlisle
Archives. An online catalogue of the Dean & Chapter Archive is available via Carlisle Archives.
We are working towards a catalogue of our internal Archive collection and Objects collection.
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4.3. Publications & guides

As well as the information on the website, Carlisle Cathedral will continue to make available (in
the Weston Room) hard copy guides, such as an overview of the Library and Archive, and selected
hard-copy catalogue listings where possible.

5. FORMS OF ACCESS

In addition to the Treasury Museum and access via the Weston Room, the main means by which
we provide access to the collections, and the Fratry Hall, we will also contribute to Carlisle
Cathedral’s wider engagement activities.

Wider engagement will include, but is not limited to, promotion on the Cathedral’s website and
via its social media channels, appearances in internal exhibitions, and support for Cathedral
fundraising. We are working towards engagement activities, including tours, for groups on site,
including visitors, schools and various communities.

REVIEW OF THIS POLICY

e This policy will be reviewed at least every two years and may be subject to revision. Please
refer to the Cathedral website to view the most recent version.

Adopted by FAC: February 2024

Date of re-adoption by SMT June 2026

Date of next review by the Head of Collections: 2028
Date for re-adoption by SMT: 2028



