Dorset Museum research enquiry form

To submit an enquiry related to our collections or library, please complete this form and return it to enquiries@dorsetmuseum.org

If your enquiry does not involve visiting our collections or library or borrowing materials, please go straight to section two.

Section One: Visiting details

	Which areas are you asking to visit? (please circle)

                                            Collections                                                                   Library                                                                   


	Dates and Times

Start date:                                                                          Finish date:

Estimated time required:	hours/days

Preferred days of the week (please circle - we cannot guarantee this will be accommodated):

Mondays                      Tuesdays                       Wednesdays                          Thursdays                      Fridays

Other comments or requests:




	Last possible date of visit if applicable
	Although we will attempt to accommodate requests, this is not guaranteed:

	Research Questions: (please ignore this question if your request only relates to the library)

Is it likely that the research will involve?

Sampling & analysis                                                     Yes     No 

Photography or video of objects                        Yes     No

Collection items leaving the museum           Yes     No 

Work on human remains or tissues                Yes     No

	On your first visit you will be required to bring proof of your name with a valid signature and proof of address.  We have a very small team with limited capacity and use our Research policy to inform whether or not research visits are approved.  Please complete this form in full to inform our decision and be aware that incomplete forms will not be progressed. We anticipate a response time of up to three months for all visit requests, this can be longer for visits relating to archaeology collections and we will notify you if we anticipate an extended response time.




Section Two:

We have a very small team with limited capacity and use our Research policy to inform whether or not research enquiries are approved.  Please complete this form in full to inform our decision and be aware that incomplete forms will not be progressed.  We anticipate a response time of three months, for all enquiries.

If your query relates to our archaeology collections, please be aware that whilst DMAG wishes to make its rich archaeology collections available for researchers, at present the collection is in an inaccessible store.  We will help researchers as best we can within safety and resource constraints, but it may not be possible to support all research requests and specific, focussed requests are easiest to support.

	Date
	

	Name
	

	Contact details (address/email/ phone)
	

	Affiliation (e.g. college, university, museum, independent researcher)

	Objects, library materials, records or subject your enquiry relates to 
(please be specific e.g. item names or types, document titles, book or publication titles, sites, dates, creator, make, material, technique, event etc.)












	Reason for research 
(please be specific e.g. family history, academic research, object study, technique study, publication, commercial etc.)

	Signature
(if emailed you will be required to sign on the day)
	I confirm that I have read and agree to abide by the fees and (if relevant) visit conditions in Section Three of this form

	For staff use only  

Proof of name / signature checked

Proof of address checked



Section Three

Research Fees

	Research Type
	Price

	
Onsite visit for collections and/or library
	
Onsite research visits are free for those conducting their own research.

If you require our staff to support your research, charges are as follows:

             £30 (+VAT) for the first 30 mins 

             £20 (+VAT) for each subsequent half-hour or part thereof

Additional charges may be incurred to cover costs related to the movement of collections to another site, including staff time, transport and insurance.

We do not lend library material except in exceptional circumstances.  If this is agreed, additional charges may also be incurred in line with those stated above.


	
Enquiry
	
If you require our staff to complete an enquiry, charges are as follows:

            £30 (+VAT) for the first 30 mins 

             £20 (+VAT) for each subsequent half-hour or part thereof

For every enquiry, we will notify you in advance of the anticipated time required, to allow you to decide whether or not to go ahead.





Visit Conditions

1. Access to collections is at the discretion of the Museum and by appointment. The Museum reserves the right to restrict or prohibit access to stored collections at any time.

2. Proof of your name with a valid signature and proof of address will be required on your first visit.

3. To manage capacity, we may be required to limit the duration of your visit and the number of items you can view. To find out about opportunities to borrow items, please indicate your interest when completing the research enquiry form.

4. Please ensure that, when making a request to be accompanied, anyone you intend to bring with you is also named on this form.

5. Visitors must comply with all emergency procedures, including the evacuation of the building in the event of a fire, or for fire drills.

6. Bags and coats are not permitted in collection stores, lockers are provided.

7. Visitors will be accompanied by a member of staff at all times whilst in collection stores.

8. Smoking, eating, drinking and the chewing of gum is not permitted anywhere in the collection stores.

9. Notes may be made using pencils or personal computers. The use of pens, paints, glues or any other substance or equipment that may damage the collections is not permitted.

10. In order to safeguard collections visitors must not touch or handle objects without consent from a supervising member of staff. If consent is given, they must be handled as instructed.

11. Archive records and books may be handled in the majority of cases, but only with great care. Visitors must not mark, lean on, or interfere with the original order of material. Please follow any handling instructions that are provided. 

12. Please show consideration to other users and staff throughout your visit. The use of mobile phones is not permitted and must be switched off or on silent mode. 

13. Reproductions of collections, including by photography and filming, may be permitted at the discretion of the supervising member of staff for private study and non-commercial research only, subject to copyright legislation and other restrictions. Reproductions are not permitted for publication (including the internet). 

14. Dorset Museum are unable to provide facilities for photocopying of books and documents but photographs can be taken using your own camera or phone. 

15. Commercial reproductions of collections are subject to conditions and charges.

16. Dorset Museum must be acknowledged in any research based on material from the collection. Wording will be provided on request. If a copy of research based on material from the collections is requested this must be supplied. 
17. Additional conditions may apply depending on the collection examined or store visited. 

18. Under EU General Data Protection Regulation (GDPR), we follow strict procedures in the storage and disclosure of information which you have given us to prevent unauthorised access. Your information will not be used for any purpose other than stated above, nor will it be disclosed to any third party. It will not be kept for longer than necessary for administrative use. We may keep permission forms for longer periods insofar as the personal data will be processed solely for scientific or historical research purposes subject to implementation of the appropriate technical and organisational measures required by the GDPR in order to safeguard the rights and freedoms of individuals. If you are under 18, please check with a responsible adult before filling in your details.
