Guidelines for the Use of Records in

Town Halls and other Municipal Repositories
Family History Researchers will…

1. 1.     Be courteous and respectful at all times to those who safeguard public records.
2. 2.     Access only those records to which they are legally entitled.
3. 3.     Be aware that at times there are duty restraints placed upon Clerks and Registrars.
4. 4.     Observe the time restrictions of the repository where they are searching, ending their search fifteen minutes before the closing time.
5. 5.     Replace all books and materials used to their original location or another place assigned by the Clerk or Registrar.
6. 6.     Take care while making notes and never place notebooks or writing paper on the original books, and it is suggested that pencils rather than pens be used.
7. 7.     Handle all books and other materials with the utmost care, knowing that the records you are handling are originals and therefore irreplaceable.
8. 8.     Never alter, damage or remove records. It is illegal to do so.
