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ALFRED GILLETT TRUST 
Archive and Museum 

Reader Registration Form 

 
 
Your Details 
Title: Mr / Mrs / Ms /Dr / Prof.   
First Name(s)_________________________  Surname______________________________ 
 

Permanent Address______________________________________________________________ 
 

_______________________________________________Postcode________________________ 
 

Telephone:____________________________Email:____________________________________ 
 

______________________________________________________________________________ 
 

Please tick the box below that best describes your status: 
 

 C & J Clark Ltd   undergraduate   postgraduate   academic   private 
 
 
 

What  type of research are you planning to undertake? 
 

C & Clark Ltd (Design)   Undergraduate Taught Degree Course   
C & J Clark (Property)    Postgraduate Taught Degree Course  
C & J Clark (Brand)     Masters/PhD by Research    
C & J Clark (Other)     Other Academic Research    
Other (please specify)_________________________________ 
 
 
 

How did you find out about the items you are here to use? Please tick 
 

Contact with Trust staff    Internet     
Recommendation from C & J Clark   Word of Mouth     
Published sources     Other (please specify)      __________ 
 
 

Declaration 
I, the undersigned, apply for registration as a reader of the collections of the Alfred Gillett Trust. I confirm that I have read 
and understood the regulations (reproduced on the back of this form) and the Trust’s handling guidelines, and that I 
agree to abide fully by these conditions. I also agree to abide by current copyright regulations and to the conditions for 
use outlined in the Trust’s photocopying and self-service digital image request forms. I understand that commercial sale 
or exploitation of material in copyright is expressly prohibited without prior permission of the Trust. I understand that 
failure to comply with these conditions may result in my readership privileges being withdrawn.  
 

Signed____________________________________________ Date_________________ 
 

Data protection 
The information on this form will be stored on computer. Under the Data Protection Act 1998, you have the right to see a 
copy of the information about you stored in this way. Staff of the Alfred Gillett Trust will be pleased to assist you if you 
wish to do this. We may on occasion use the details given above to send you information about the Trust. If you do not 
wish to receive such information, please mark the box here:  

 

 

__________________________________________________________________________________________________________ 

Office Use Only 

First registered to use (please delete as required) Books / Archives / Shoe Collections / Other 
Status of reader (please delete as required) C & J Clark Ltd / UK / EU / International  
Initials of staff member registering reader__________   Date entry completed ________________ 
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ALFRED GILLETT TRUST 
Archive and Museum 

 
Reading Room Regulations 

 
Compliance with the regulations set out here is a condition of use of items in the reading room.  All 
readers are subject to these Regulations on completion of the Reader Registration Form. 

 

 No food or drink is allowed in the reading room. 
 

 No smoking is permitted within the building. 
 

 Mobile phones must be switched to silent mode. 
 

 No coats, umbrellas, bags, etc., may be taken to your desk.  The only items of your own 
which you may have on your desk are pencils, writing paper or a notebook, or a laptop.  If 
you wish to consult books which are not from the Trust’s own collections, you must first 
show them to a member of staff.   

 

 All readers must sign in the daily register and show proof of identity.  All new readers must 
complete a registration form.  

 

 Books and documents may not be removed from the reading room.  All requests to consult 
items must be made via Trust staff, who will bring items to your desk for your use.  All 
readers must follow the Handling Guidelines on display in the reading room.   

 

 You are normally allowed to consult a maximum of six items at any one time.  You may 
reserve more items while you are using these, but items from the first issue must be 
returned before further items are brought to you.   

 

 Uncatalogued items will be issued at the discretion of Trust staff.  Browsing of the 
collections held in storage may be permitted by prior arrangement in exceptional 
circumstances.  

 
 When you have finished using the items you have been consulting, you should return them 

to the supervisor, where they will be checked in. You are asked not to leave until the items 
have been checked – you should allow at least five minutes for this to be done. 

 

 All photocopying is undertaken by Trust staff in strict accordance with current copyright law 
and good preservation practice.  Photocopying may not necessarily be carried out on 
demand. Photography (including self-service) can only be permitted by special 
arrangement, and no flash photography will be permitted.  

 

 All copies taken are intended for the personal use of the reader who requests them. 
Requests for publication or display of items from the Trust’s collections must be made in 
writing. 

 

 If an item is accidentally damaged while you are using it, or if you discover earlier damage 
not caused by you, you must inform Trust staff at once.  You will not be penalised for 
genuine accidental damage, but the Trust reserves the right to take appropriate action if 
damage is not deemed to have been caused accidentally. 

 
 


