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(1) User Communities 

The Rakow Research Library has a dual function.  First, the Rakow operates as a special library, 
serving the needs of The Corning Museum of Glass leadership, staff, fellows, and visiting artists 
and scholars. Second, the Rakow supports the Museum’s mission to inspire people to see glass 
in a new light by welcoming the public to explore and use its collections and services onsite and 
online.   
 

(2) Resources and Restrictions 

Some of the Library’s collection consists of contemporary published works that are open for 
public browsing and use. This access policy addresses only the Library’s special collections, 
which include manuscript collections, the Museum’s historic institutional records, documents, 
rare books and periodicals, works of art on paper, photographic materials, and ephemera. 

Most special collections materials are open for public research. There are some cases, however, 
in which the Library restricts researcher access to materials. Researchers may encounter the 
following kinds of restrictions when using special collections materials. 

A. Donor-imposed restrictions: Donors of manuscript collections may request the 
restriction of materials donated from public research for a defined period of time. 
Restrictions must be agreed upon by both the donor and the Rakow Research Library 
and must be documented in the deed of gift governing the donation. Donors may access 
collection materials they have donated and restricted. Unless expressly outlined in the 
deed of gift, donors may not selectively grant access to restricted materials. 
 

B. Repository-imposed restrictions: Restrictions may be placed on manuscript collections 
when Rakow staff find sensitive information within. This may include personally 
identifiable information, financial information, and privileged information. Such 
information may be restricted from public research for a defined period of time, 
redacted, or removed from the collection. 
 



C. Restriction of Museum records in manuscript collections: Some manuscript collections 
document relationships between artists or collectors and the Museum. Parts of these 
collections may contain information that the Rakow is institutionally obliged to restrict. 
While researchers may request access to manuscript collections containing Museum 
records, Museum staff will review the materials and may remove sensitive information 
prior to granting access.  
 

D. Restriction of fragile and oversize materials:  Rakow staff may restrict access to fragile 
and oversize materials. In many cases, researchers will be able to consult access copies 
(digital surrogates, microfilm copies, or photocopies) in place of the fragile original(s). 
Researchers may apply for access to fragile original(s), but such access is not 
guaranteed.  
 

E. Unprocessed collections: Unprocessed manuscript collections without donor-imposed 
restrictions are generally considered open to researchers. However, Rakow staff may 
have to postpone access to unprocessed collections to assess the contents and 
condition of the materials and perform basic processing tasks. 

In addition to these restrictions, the Museum’s historic institutional records should be assumed 
restricted from public research unless stated otherwise.  
 

(3) Intellectual Access and Reference Services 

The Library informs researchers about the existence of its special collections through the 
Library catalog, the finding aid database, other inventories and finding guides, and reference 
services. 

Reference services are provided to researchers through multiple means, including in-person 
consultation, email, online reference, telephone, and mail. Library staff make a concerted effort 
to answer all queries received. Responses may vary from finding an answer to a question, 
assisting researchers in identifying and locating resources that may provide them with the 
information they seek, providing subject bibliographies on topics of interest to researchers, and 
providing instruction to researchers on how to search Library collections, databases, and other 
relevant resources. 

Library staff are unable to provide exhaustive or in-depth research on behalf of researchers. 
The Library does not maintain a list of local contract researchers, but geographically remote 
researchers with questions or projects requiring exhaustive or in-depth research may need to 
seek and use the services of local contract researchers. Researchers with more exhaustive or in-
depth research needs can consult with public services staff to determine how the Library will be 
able to help.  



The Library does not charge fees for reference services, copying, scanning or photographing 
special collections materials, or permissions to publish. Before copying, scanning, or 
photographing special collections materials, researchers should consult with Library staff. Self-
service copying and scanning may be allowable in some cases, but not all.  

Preferred citations to manuscript collections and the Museum’s historic institutional records 
are provided in the finding aid database. If no finding aid exists for materials used, please follow 
this general format: 

[Name of Collection], [Date Span of Collection]. [Manuscript number / Record Group number]. 
The Rakow Research Library, The Corning Museum of Glass. Corning, New York. 

 

(4) Physical Access 

 

Researchers may access special collections materials by booking an appointment at least 24 
hours in advance of their visits. Special collections are not accessible on the weekends. 
 
Researchers must follow the special collections reading room rules, as stated below: 

• Researchers must complete an annual registration form during their first visit and sign in 
daily. Photo ID is required for registration. [Passport, State driver's licenses, student IDs, 
Corning, Inc. IDs]  
• Researchers must be at least 14 years old to access special collections materials. Parents 
or guardians of younger researchers may apply for an exception by contacting the Associate 
Librarian, Special Collections. 
• Special collections materials are stored in closed stacks and are non-circulating. 
Researchers may not browse the storage areas; only Library staff may retrieve materials.   
• All bags, coats, hats, and other personal items must be stored in lockers provided.   
• Researchers may use pencils, laptop computers, and mobile devices (tablets or phones) 
for note taking. Pens and carrying cases must be stored in lockers provided.   
• Researchers are allowed a limited number of items at a time:   

o Archival materials: Researchers may use one box of materials at a time and may 
remove only one folder at a time from the box.   
o Books or other bound materials: Bound materials with a spine must be placed in 
a book cradle. Books should not be placed face down, rested on another book, or 
held in one’s lap. Special weights are available for holding book pages open.   
o Unbound materials must be laid flat on the table.   
o Photographs and negatives: if unsleeved, researchers must use cotton or nitrile 
gloves when handling   



o Materials must be kept in the order in which they are received, even when there 
is no apparent order. All materials should be handled gently and with care and 
researchers should not mark, deface, or mutilate them in any way.   

• Materials to be photocopied or scanned must not be separated from other items in a 
container. Consult a librarian for help obtaining copies or scans of materials. Please see our 
digital imaging policy for information about using tablets, phones and digital cameras to 
take pictures of Library materials.   
• The researcher assumes responsibility for compliance with copyright, literary rights, or 
other legal questions arising from researcher use of special collections material. A copyright 
statement is available upon researcher request.   
• Researchers are responsible for complying with the terms of any and all restrictions 
placed on the archives and manuscript collections being used. If researchers find private or 
confidential information (social security numbers, bank account numbers, medical records, 
etc.), they must inform Library staff.   
• Please cite the materials appropriately and acknowledge The Rakow Research Library, 
The Corning Museum of Glass. Recommended citations for archival and manuscript 
collections are available upon request.   

Failure to comply with these rules will result in a suspension of special collections access 
privileges. Access to special collections materials will be denied to researchers who do not 
follow these rules or who endanger special collections materials through carelessness or 
deliberate destructiveness. 

 

 


