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Rules of Access

One of the objectives of Po Leung Kuk Museum is to provide archival access to academic researchers from
local and overseas institutions in order to promote research on history of Po Leung Kuk and Hong Kong.
Applicants shall fill in the attached form and provide relevant identification document (copy of a staff ID or
a letter) from their respective academic institutions, and submit them to plkmuseum@poleungkuk.org.hk.
The Museum shall contact the applicant within 5-8 working days. Students and post-graduates are required
to provide a letter of recommendation from their respective institutions additionally.

vk

LN

11.

12.

13.

14.

Archival access is granted by appointments only. Please contact our staff before arriving at the Museum.

®  Archival access may be made on Monday to Saturday, 10:00am-1:00pm & 2:30-5:30pm.

® The Museum is closed on Sundays and public holidays.

All articles can only be accessed within the Museum. Removal of the Museum'’s articles from the premise

is strictly forbidden and will be treated as theft.

The Museum reserves all rights on the access to its articles.

Pencil is the only approved tool for writing during access. No pen or ink is allowed.

Please use the provided white gloves to access our articles when instructed. Contact our articles with care.

The Museum reserves its right to seek for compensation if damage is caused to the articles.

No food or drinks are allowed in the reading room.

Please remain silent and keep our reading room tidy when accessing the archives.

Laptops are permitted for note-taking purpose during access.

Photography or videography is strictly forbidden in the reading room. Audio recording of staff is also not

permitted. Violation of the above rules will result in cancellation of the access of archives.

Do not copy (including note-taking) any content related to privacy when accessing articles of the archives.

Photocopy is permitted through the use of the Museum’s service with a charge:

A. The total photocopied pages of a single article must not exceed 10% of its total pages.

B. To respect privacy, the Museum may censor the names and information of persons deemed
necessary, or refuse to provide photocopying service.

C. Photocopies provided are strictly for academic purposes of the user. No distribution or publication of
the photocopies is allowed without approval from the Museum.

D. Please follow the instruction from Museum staff to fill in the appropriate name and page number of
the article on the form for photocopying.

E. Photocopying service may take up to 10-14 working days to be processed. User must collect the
photocopies in person or through a representative. Photocopies will not be mailed or emailed.

F.  Photocopying Charges :
First 100 pages Each HKD 4.00 After 100 pages Each HKD 3.00

When citing articles from our Museum on journals and academic papers, please use a citation style

recognised by academia. Any legal obligation incurred from publication is to be solely borne by the user.

Please inform the Museum before the publication of papers that cited articles from our archives. The

Museum reserves the right for deletion or correction of content related to the items of the Museum.

All matters and disputes are subjected to the final decision of the Museum.

Personal Data Collection Statement

1.

Provision of your personal data in this form is non-obligatory, but failure to do so may result in the Kuk being

unable to process your application.

Personal data collected from you will be used for the following purposes or other purposes which are

directly-related to the following purposes: (i) application processing and related administrative work; (ii)

internal records and relative data analysis.

The personal data provided by you will be kept confidential but may be made available, on a need-to-know

basis, to the following parties as necessary for any of the purposes stated in above: (i) employees, directors,

company secretaries and other officers of the Kuk; (ii) any agent, contractor or third-party service provider who

provides administrative, telecommunications, computer, information technology, payment or other services to
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the Kuk in connection with its operation; (iii) any person, government, regulatory or law enforcement authority
or administrative organisation to whom the Kuk is required by law or the court to disclose or transfer your
personal data; and (iv) any person under a duty of confidentiality to the Kuk, including the Kuk’s accountants,
legal advisers or other professional advisers.

4. You are entitled to request access to your personal data held by the Kuk and to correct such data, and the Kuk
may charge a reasonable fee for processing of such request. If you want to access or correct your personal
information, please contact the Po Leung Kuk Museum staff through Tel: 2277 8288 or Fax: 28953935.

5.  Apart from the purposes mentioned in the above, the Kuk may use your personal data provided in this form,
contact details and donation record in the database of the Kuk to send you the most updated information
relating to our services, development and the appeal of donation campaigns through various channels such as
direct mailing, email, telephone, SMS or facsimile, etc (collectively, the “Promotional Materials”). The Kuk may
not use your personal data to send the Promotional Materials unless the Kuk has obtained your consent. If you
do not wish to receive the Promotional Materials, please indicate below.

[l do not wish to receive any promotion materials from Po Leung Kuk as specified above.

On Rules of Access:

[ ] I agree to the above rules of access and shall respect the instructions from Museum staff.

Applicant Signature Date

Museum Staff Signature Date




