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COPYING/REPROGRAPHICS POLICY 

 
POLICY 
 
Copying of items is possible in most cases for personal research purposes. On occasion, duplication 
cannot be permitted because of copyright restrictions, possible damage to the book or archival material, 
donor restrictions, or other reasons.  
 
In most cases, permission to copy does not convey permission to publish, broadcast or exhibit the copy. 
For details, see Permission to Publish, Broadcast, or Exhibit. 
 
You may order PDFs or photocopies of documents in the Reading Room or online by completing a Copy 
Request Form. Copies will be made by Library staff. 
 
Reprographic Options: 
Self-Serve Copying 
In most cases, at the discretion of the Division's staff, you may use your personal digital camera to make 
copies of documents signed out to you in the Reading room. Personal scanners are not permitted in the 
Reading Room without prior consultation with Division staff. 
 
PDFs  

• Up to 50 pages, per term – no charge  

• Over 50 pages, please contact an independent researcher, details below 

• Turnaround time is 2-4 weeks, depending on staff availability 
 
Independent Researchers 
If you require more than 50 pages of copies, or detailed examination of the documents to identify your 
copying needs, please arrange for an independent researcher. You may arrange with someone on your 
own or select from a list of graduate students on campus who have indicated their willingness to be 
contacted for this.  
 
Publication Quality Images 
These images are done at a quality for use in publications by the Digitization Centre. In most cases, we 
recommend starting with a PDF to identify what you need a print quality image. Further retouching, 
editing, or file conversion is not available.  
 
Maximum 5 scans or in consultation with staff – turnaround is approximately 1-2 months, but varies 
based on existing digitization queue. 
 
Rare Book Digitization 
A full book printed pre-1800, delivered electronically. Subject to the size and condition of the book. 
Turnaround time based on existing digitization queue. 
 

https://library.mcmaster.ca/forms/application-permission-publish-broadcast-exhibit
https://library.mcmaster.ca/forms/copy-request-form
https://library.mcmaster.ca/forms/copy-request-form
https://library.mcmaster.ca/archives/researchers-for-hire
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Special Media 
Copying of special media, such as slides, audio, video, etc., is normally by a 3rd party service. Researchers 
may request up to 5 items. If more items are needed, please contact Research Collections taff. 


