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UNIVERSITY OF PRETORIA (UP) MUSEUMS ARCHIVE  
RESEARCHER REGISTRATION FORM 

 

BONA FIDE RESEARCHER DETAILS: 
Surname: …………………………………………………………………………………………………............................................... 
First name: ………………………………………………………………………………………………………………………………... 
UP Personnel no. …………………… /UP Student no. ………………/ ID no……………………………………………… 
Affiliation/Institution: ……………………………………………………………………………………………………………….. 
E-Mail: ………………………………………………………………………………………………………………………………………. 
Contact number: ………………………………………………………………………………………………………………………... 
 
PURPOSE OF RESEARCH IN THE UP MUSEUMS ARCHIVE:  
University name……………………………………………………………………………………….……………………………... 
Level of study or degree………………………………………………………….………………………………………………... 
Faculty/ Department/Subject…………………………………………………………………………………………………… 
Provide a brief description of proposed research topic/title. Please attach a full motivation 
and/or copy of the final research proposal & proof of ethics clearance. 
…………………………………………………………………………………………………………………..….…………………………
……………………………………………………………………………………………………………………...………………………… 
[Tick where applicable, for the purposes of] 
□ Academic publication □ Non-academic publication □ Class assignment □ Research project 
□ Exhibition □ Media □ Digital □ Master’s Thesis □ PhD Thesis □Honours mini thesis □ Other   
 
Please provide more details on the nature or purpose of the research: 
………………………………………………………………………………………………………………………………………………
……………………………………………………………………………………………………………………………………………… 
Request for access to and permission for use of: 
□ Artist biographies □ Artwork Details □ Historical Images □ Newspaper/Magazines □ History of 
the Art Archive □ Ephemera □ Administrative Documents □ Donation Documents □ Artist 
Sketches □ Historical documents □ Collection Histories 
 
Details of Collection requiring access: 
Contents required from the specific collection: Attach more information i.e., date range of 
material or list of required information or provide bibliography if available. 
………………………………………………………………………………………………………………………………………………
……………………………………………………………………………………………………………………………………………… 
 
Proposed dates for access:  ……………………………… to    ………………………………….. 
 
I agree to the terms and conditions, the appointment date, and times for access: 
 
…………………………………….…                                         ……………………………………… 
Signature of Archivist                                                 Date 
 
 
………………………………………….                                                 ……………………………………… 
Signature Research Applicant                                               Date   
                                                                              

University of Pretoria Museums Archive  
Room 1-8 ▪ Old Arts Building ▪ Lynnwood Rd ▪  

Hatfield Campus ▪ Pretoria ▪ 0002 ▪ Gauteng 
Tel: + 27 12 420 2291 ▪ Email:upmuseumsarchive@up.ac.za  
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TERMS OF USE OF THE UP MUSEUMS ARCHIVE 

UNIVERSITY OF PRETORIA MUSEUMS 
 

Welcome to the UP Museums Archive at the University of Pretoria. The UP Museums administer 
the UP Museums Archive’s primary records of documents, photographs, rare books, 
manuscripts, and other research collections. These research materials are rare, fragile, 
irreplaceable, and vulnerable to improper handling or otherwise are in need of protection. 
Please handle them with care and respect. We reserve the right to refuse access to anyone who 
has violated any of the procedures outlined below and is in non-compliance of the set terms of 
conditions and international guidelines and practices set by the International Council on 
Archives. 
 
1. All patrons must first register as a user/researcher prior to accessing the Archive. 
2. No researcher is permitted direct access to the archives repository cabinets. 
3. Please leave the archive material on the desk, the archivist will return them to their 

appropriate location.  
4. All personal belongings e.g., bags/backpacks, umbrellas etc. are to be placed on the floor 

below the desk.  
5. No paper clips or sticky notes (Post-It-Notes) may be used as placeholders.  
6. Make use of the dedicated researcher table for work purposes and do not place any archival 

material the floor. A plug point is available for laptops. 
7. Please ensure your hands are clean when handling the archive records. Use the gloves 

issued when handling photographs and other sensitive archival materials to prevent 
fingerprint marking.  

8. Please refrain from making any notes or marks on the archive records.  To mitigate the risk 
of inkblots or marks on records, only HB pencils should be used for note taking. 

9. The original order of the records must be maintained at all times and in the same sequence 
as provided.  

10. No eating or drinking allowed in the Archive. 
11. No archival material may be removed or loaned from the archive facility. 
12. The archives may require researchers to use copies of records from the reprography section 

in place of originals to minimise handling of primary records and when the physical 
condition is fragile and at risk of damage by handling. 

13. Only one box may be requested at a time and no more than three books. 
14. Any duplication or scanning requests within reasonable limits can be requested from the 

archivist. Patrons can request assistance for the use of the scanner/photocopier available. 
15. The archivist can share electronic records via e-mail, Google Drive, WeTransfer, or any 

other electronic means. Researchers may also bring a flash disk or external hard drive to 
facilitate electronic transfer of records. Photography of records permitted; no flash allowed. 

16. Some records may be restricted for access due to legal or institutional obligations; right of 
admission reserved. 

17. Archival staff are not permitted to conduct research in the Archive or online on behalf of 
researchers. 

18. The following convention for citation of access to archive records for references and 
bibliography, footnotes and endnotes is recommended as: UP/UPM/D/…, author, content, 
date of document, University of Pretoria Museums Archive. 

19. Any contraventions or damage to documents or material will result in immediate actions 
and the institution reserves the right not to provide archival materials on request, if, in its 
judgement, fulfilment of the request would involve violation of archival standards.    
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20. Please be advised that the publication or reproduction of any materials provided by the UP 
Museums Archive is strictly prohibited without the express prior consent of the University 
of Pretoria. 

21. The use of images in publications will incur a fee per image requested. Fees may vary and 
will be communicated once discussions between the archivist and researcher has 
established the intended use for the image. 

22. Fees: There is also a once-off nominal researcher fee applicable of R350 p/a. Note, the 
digitisation of primary archival material may also incur nominal fees for documents which 
may not be available in electronic formats. Digital requests and scanning will incur fees. 

23. Copyright Notice: All materials used are protected by South African copyright law and may 
not be reproduced, distributed, transmitted, displayed, or otherwise published in any 
format, without prior agreement and/or written permission of the copyright owner.  
 

ACKNOWLEDGEMENT AND CREDITS 
 I have read the rules of the UP Museums Archive and agree to abide to it and the use of its 

archival materials.  
 I am aware that infringement of the UP Museums Archives’ terms of use may result in future 

restrictions.  
 I shall acknowledge the use of the UP Museums Archive in any/all publication which may 

result from my research through correct citation of sources.  
 I agree to provide the UP Museums Archive with a hard copy (where available) and a digital 

copy, free of charge, of any publication or copy of research/thesis resulting from my use of 
the Archive. 

 I shall obtain the permission of copyright owners where required by law, if I wish to make 
further reproductions of documents and agree to obtain ethical clearance. 

PRINT NAME:    ____________________________________________________________________________________________ 

SIGNATURE: ________________________________________ DATE:   ___________________________________________ 

RESEARCH WAIVER 
All researchers to the UP Museums Archive have to comply with the Research Policy of the 
University of Pretoria [S 5102/23] which applies to all academic, scientific, and commercial 
research conducted at the University. Research is any activity aimed at generating and 
improving knowledge in any discipline or across disciplines. This Policy applies to the following 
associated documents:  
 
 Intellectual Property (IP) Policy 
 IP Compliance Regulation 
 Research Compliance Regulation 
 Guidelines on Research 
 Guidelines on research Contracts and Consulting 
 Policy on Electronic Theses and Dissertation 

OFFICE USE: 
 
 ………………………………… ………………………………  ……………………………… 
Designated Signatory:   Appointment Date  Time Confirmed 
UP Museums Archive   
 
Campus Access:  YES / NO    
 

                                           ……………………………………......   
  Approved                                      Not Approved                                 Outstanding Documentation 
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