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SCHOOL OF ART

CIRCULATION POLICY

The Visual Resources Collection is restricted to use by the faculty and graduate teaching assistants
of the School of Art and students in School of Art classes who are required to give a classroom
presentation. The collection is not for the use of faculty or students outside of the school, nor is it for
the use of art students who are taking classes or giving presentations outside of the school. (The
policy includes the professional staff of the University Art Museum and may include professional
staff and visiting artists to the Institute for Studies in the Arts on a case-by-case basis (e.g. individual
lecture, see Borrowers Authorization form for the ISA). Slides should not circulate off campus;
however, under certain circumstances exceptions may be arranged for faculty after discussion
with the curator. The collection does not circulate to ASU West. Authorized users should never
agree to borrow slides for another person, nor should slides legitimately circulated to an authorized
user be passed on to a third party, nor should collection slides be duplicated in any media while
checked out. This is considered improper use of the collection, and could result in suspension of
borrowing privileges. The closed collection policy has been in effect for several years. See
Appendix for a copy of the memorandum dated October 31,1978 which states the justification for
the policy. As there have been no significant changes in staffing or funding, the policy stands as
stated.

e SCHOOL OF ART FACULTY are not restricted in the number of slides taken or in the circulation
period but are required to check out slides. Faculty are encouraged to return slides within two
weeks so that they will be available for others to use. Reminder notices are sent after two
weeks and every two weeks thereafter until slides are returned. If slides are needed for an
extended circulation period, prior arrangement should be made with the curators. All slides
must be returned to the collection at the end of each semester and session. Slides should be
returned directly to the Circulation desk to assure proper check-in.

e SCHOOL OF ART TEACHING ASSISTANTS have similar borrowing privileges as allowed the
faculty. They may choose and reserve slides up to several days prior to need, but should only
take the slides immediately before class (in the case of a 7:40, slides may be picked up the
proceeding evening) and return them the same day. Slides needed over a period of days for
the same lecture should be returned to the Slide Room after each use where they will be kept
together. Teaching assistants are required to check out all slides borrowed. Slides should be
directly returned to the circulation desk to assure proper check-in.
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e CLASS PRESENTATIONS: Slides may also be borrowed by students enrolled in School of Art
classes who have been required to do a class presentation. In order for a student to be
allowed access to the collection the sponsoring faculty member must provide the staff of the
Visual Resources Collection with a class list specifying which students will be needing slides.
While they may use the slide room at any point during the semester to view the holdings and
familiarize themselves with the collection, the slides can not be set aside until 3-4 days before
the presentation. At this time the slides chosen should be checked out, placed in a box and
set aside until the presentation. Students may only take slides for the duration of the
presentation and they must be returned to a slide collection staff member immediately after
the class period. Please note: Teaching Assistants who require class presentations are
responsible for checking out the slides for their students. The students may pull the slides that
they need but they will be kept for the TA for circulation. Faculty whose classes meet outside
of normal operation hours are also responsible for checking-out and returning student slides.

To help ease any inconvenience felt by the university community because of the closed collection
policy, we recommend that people not included in our circulation policy or those who find it too
restrictive, make their own slides. Unfortunately, at this time, we are not aware of a copystand
available for student use on campus. The VRC photographer will do freelance work for faculty and
students. Any financial arrangements will be made directly with the photographer. If you are
interested in this service, please call the VR Collection.

(8/99)
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SCHOOL OF ART

STUDENT USE OF THE VISUAL RESROUCES COLLECTION

The Visual Resources Collection, located in Dixie Gammage 154, is available to students who are
required to give a class presentation in a School of Art class. Only those students on the class list
provided by the professor will be allowed access to the collection. The collection is not for the use
of School of Art students (graduate or undergraduate) who are taking classes or giving
presentations outside of the school. Students should be prepared to introduce themselves and
identify their class each time they come to the collection. We see a great many students and
cannot remember each one. During the semester the slide room is open from 8:30-5:00, Monday
through Thursday and from 8:30-4:30 on Fridays. (The curatorial staff is not available during the
noon hour). The facility is not available on weekends or after hours. While the collection has been
opened for student use, it is not to be used as a study collection and we expect students to adhere
to the guidelines set forth. We are very glad to help students when they come to the collection.
We wiill treat them in a professional manner and expect the same in return. Rude behavior will be
considered grounds for removal from the collection and loss of this privilege.

Students may come in at any time during the semester to familiarize themselves with the collection.
It is arranged by media (Western art history) and non-Western cultures (Oriental, Islamic,
Precolumbian, etc.) then by time period, artist or location, type of object or building. A
classification guide is available for the user's assistance. Because of the nature of the classification
system, it is advisable that users come prepared with a concrete idea of what you need. However,
a user terminal is available where you may search the database, hopefully making the slide-finding
process easier and more time efficient.

Although slides may be viewed as often as necessary in the slide room, slides may only be held on
reserve at the circulation desk 3-4 days prior to the presentation. The slides will remain there and
may not leave the VRC until immediately before classtime on the day of the presentation when
they will be checked out. Carousel trays are also available (supply permitting) at this time. All
slides and equipment must be returned immediately after the class. To ensure being credited with
their return, the slides should be left in the return box. DO NOT JUST LEAVE SLIDES LAYING AROUND!
***Please note, for classes taught by Teaching Assistants: Students will be expected only to reserve
slides under their TA's name. TA's will be responsible for checking the slides in and out.***

Please note: Before any user is allowed to check out slides they must read and sign the copyright
statement acknowledging that the slides are not to be duplicated or reproduced in any manner.
This statement is kept on file.

We would recommend making use of the slides available in the collection for presentations. If the
slides needed would be a useful addition to the collection and they are approved by the professor
and the slide curator, we will produce them for you. (This applies primarily to graduate seminars).
The resulting slides would be the property of the Visual Resources Collection. In this case, we will
need the book(s) and a completed slide request form (initialed by the professor). Allow no less
than two weeks before the presentation to process the request. All books will have to stay in the
slide room until the order is finished. If you need slides for outside projects or just wish to have your
own slides, private arrangements can be made with the slide collection photographer for having
slides made at a fee (determined by the photographer).

In order for us to keep the VRC open to students, we would appreciate your cooperation. If you
have any questions or problems please feel free to call or stop by.

(8799)
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Using Scholar’s Resource to order images for the VRC:

URL: http://www.scholarsresource.com

e Log In/Create an Account
o0 Build Your Collection> My Account
= Orders and Wish List
e Manage Your Wish List
0 Create New List

‘A View Wish Lists - Microsoft Internet Explorer

G S BREEn ek

a http:/ . scholarsresource.com/account Awishlists

/ SCHOLARS |
-\ RESOURCE /

YOUR LISTS

Mew iterns are added to the first list. To change the arder, simply drag the wish lists into the desired sequence

Create New List

Title: I

Comments:

Allow Others to Wiew: IF‘rivate List - “isible only to Myself i
Frivate List - “isible only to Myself
“isible to Others at mmy Institution

“isible to Everyone (include my name and institution)
Wiew Public Lists “isible to Everyone (list anonymously)

HOME  ABOUT SCHOLARS RESOURCE  BROWSE MAGES HELFFUL TOOLS

mickseern| 160

Log Out My Lists My Account  Yiew Cart  Advanced Search

HOME ABOUT SCHOLARS RESOURCE  BROWSE IMAGES SEARCHCATALOG | DIGITAL IMAGES | MY ACCOUNT | CONTACT US

120 e ua

e Title your list
Comments are optional
o Allow Others to View:
0 Select “Visible to Others at my Institution
e Create List

Your list is now saved. Email the VRC (lise.hawkos@asu.edu) to alert that you have
made a request. If the request can be immediately accommodated, the images will be
ordered. If the request is large enough for further discussion regarding funding, you will

be notified. The ASU license is about $9.00 per image.



http://www.scholarsresource.com/

mailto:lise.hawkos@asu.edu
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SCHOOL OF ART

REPLACING LOST AND DAMAGED SLIDES

At this time, the Visual Resources Collection does not collect a monetary
fine for late, damaged or lost slides. However, it is expected that the
delinquent borrower assist with the replacement of lost or damaged slides
by providing the relevant source material for the new slide(s). Where
possible, the ASC will provide the citation for the original slide. A slide is
considered lost when the borrower acknowledges the loss or if the slide(s)
is not returned by the end of the semester or session. It is at the discretion
of the curators to determine irreversible damage. Replacement or
reimbursement for a commercially-produced slide will be determined by
individual circumstance.
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SCHOOL OF ART

ORDERING IMAGES

The purpose of the Visual Resources Collection is to provide images
for classroom use by School of Art Faculty. Images will be made
from books and magazines when good commercial sources for the
iImages are unavailable. The contents of the Visual Resources
Collection reflect the courses offered by School of Art Faculty;
therefore, you may find gaps in areas that have not been taught
recently. New faculty members are expected and encouraged to
develop the collection in the areas where they will be teaching.

Where possible, we will also process image requests for faculty
research presentations. In order to process images of this type we
need a turn around time of at least two weeks, and the requesting
faculty member should be aware that images needed for
classroom use will have priority. When presentation images are
produced it is with the understanding that the resulting images wiill
used according to the policies of the Visual Resources Collection.
Personal orders cannot be accommodated at this time; however,
the VRC photographer is available for private orders. Arrangements
of this type should be made directly with the photographer.

Procedure

The faculty member selects high quality book reproductions (gutter
shots discouraged), fills out a Image Request Form and submits the
books and forms to the curators.

The VRC shoots digital images only, these images will also be
printed to film (slides).

Image orders are divided into two categories: orders for the current
semester and collection development. Orders for the current
semester should be no larger than twenty images with an estimated
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turn around time of one monty. Collection development orders for
the fall semester must be received by April 1st and for the spring
semester by October 1st. These deadlines are firm. Orders can not
be accommodated during the summer.

We do not generally limit the number of images ordered by faculty
members. We do suggest, however, that you use discretion and
check the database before you order. If you are planning a new
course and expect to order a large number (200-300+), you should
consult with us at least one semester in advance in order to work
out a production schedule. It is the faculty member’s responsibility
to anticipate his/her needs.

Please bear with us during the first couple of weeks of each
semester as we are usually in the midst of hiring and training student
help. Therefore, as you might imagine, very little photographing,
cataloging or filing is accomplished during this period.

Copyright

Slides will be produced in accordance with the "fair use" guidelines
of the 1976 copyright law. Such slides will be used for educational
(in the classroom) purposes only. Before any user is allowed
borrowing privileges, that user must sign the copyright statement
that assures that the user will not duplicate or reproduce the slides,
or allow the slides to be duplicated or reproduced in any format.
This statement is kept on file.

Producing images from copyrighted book plates or figures, or from other
copyrighted works.

. Only one image per art art work from a copyrighted
publication will be made.

. Every effort will be made to locate slides of acceptable
quality from a commercial source.
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SCHOOL OF ART

Disclaimer for damage to personal copy books used for Slide Production

It is unfortunate to have to write a memo of this sort because we
appreciate the energy and interest that many of you put into increasing
the variety and quality of images in the Visual Resources Collection.
However, because of unfortunate incidents in the past we must issue a
disclaimer that relieves us of liability for damage to personal books used
for slide orders.

Specifically:

e We are not responsible for damage to book jackets. We would
recommend that book jackets be removed before the book is turned
in for a slide order.

e If, during photographing, pages become loose or fall out of a book we
will use the resources at the library for repair. They have an excellent
facility with conservators who use state of the art techniques.

e If a book is lost while in our care, we will do everything possible to
replace it with a new copy. If this is not possible, we will try to find a
used copy in good condition.

We try to be very conscientious about caring for your books while they are
in our possession but accidents will happen, some binding processes are
inferior and cannot withstand being opened all of the way; and there are
a number of people who must handle the book before slide production is
complete. In the time that | have been here only one book has ever
been lost and only three have had to be repaired. | want you to feel
comfortable giving us your personal books for slide orders but please be
aware of the potential problems.

Thank you
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SCHOOL OF ART

RESTRICTION OF PRIVILEGES IN THE VISUAL RESOURCES COLLECTION

Borrowing privileges may be restricted if the collection user:

e is belligerent to staff or other users, disrupting the function of the
workplace, or causing a general nuisance

e consistently refuses to acknowledge the stated policies and
procedures of the Visual Resources Collection

e consistently neglects or refuses to return slides or other collection
property

e consistently refuses to facilitate replacement of lost or damaged slides

e refuses to sign, or otherwise respect, the copyright agreement

When necessary, the curator(s) will initiate action regarding the situation in question with
the School of Art Director to determine the term and severity of the restriction of user
privilege.
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SCHOOL OF ART

VISUAL RESOURCES COLLECTION PROCEDURES & GUIDELINES FOR T.A.S

The Visual Resources Collection, located in Dixie Gammage Hall (down the hall from the
Dean’s Office) is a resource facility available to the Faculty, Staff and Students of the
School of Art. The slides are for classroom use. This is not a study/research collection.

Guidelines for use of the Collection:

e Please identify yourself when you come in, especially at the beginning of the
semester (we will get to know you!)

e Slides may be set aside for class use at any time but should not be taken until
immediately before class (in the case of a 7:40 class, slides may be taken the
preceeding evening). The slides should be returned immediately after class,
however if they are needed for more than one class we still want you to return them
to us but we will keep them together for you. Before slides are taken they should be
checked out at the Circulation desk and left there when returned. Please note:
Before any user is allowed to check out slides they must read and sign the copyright
statement acknowledging that the slides are not to be duplicated or reproduced in
any manner. This statement is kept on file.

¢ Should you require slides not already in the collection, we will produce them for you
and add them to the collection. It is your responsibility to provide the material to be
copied (e.g. books or magazines). Order forms are available in the slide room. Allow
two weeks for processing.

¢ Alimited number of Kodak carousel trays are available for your classroom use on a
first come, first served basis. They can be checked out immediately before the class
and must be returned immediately afterwards.

¢ We want to make the slide room available to your students who are giving class
presentations. Should you be requiring presentations, please send us a class list. Only
those students on the list will be allowed access. Your students are welcome to
browse the collection prior to their presentation but slides should only be pulled a day
or two before class. We will collect the slides in a box for you to come and check out
and return. Slides will not be checked out to students directly. You are encouraged
to bring your students in for an orientation to the collection, but please schedule a
time in advance.

If you are unfamiliar with the slide collection, we would advise allowing extra time at the
beginning of the semester to familiarize yourself. The slide room's hours are: Monday-
Thursday 8:30-5:00 and Friday 8:30-4:30 (the curatorial staff is not available between 12:00
and 1:00 daily but we try to keep the facility open if the student help is available. Call
before you come, just in case). If you have any questions or problems please feel free to

call or stop by.(3/2002)
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