Access to Collection, Collection Documentation, & Database

Access to the Museum Collection Storage Area

Permanent staff of the Museum Collections Department

Permanent staff of the Museum Collections Department are issued keys to the collection storage area and to the key boxes that house keys for specific storage locations.   They also have key cards to storage areas.  Security and certain maintenance and Administrative staff also have keys to the Museum Collection Storage Area.  

Temporary Museum Collections Department staff (work study students, interns, etc.)

Temporary staff will not be issued keys to the collection storage area.  Temporary staff must check out keys, from a permanent staff member, when they will be working in the storage area and must be let into storage areas protected by the key card system.  

Other Society staff, contract employees, maintenance workers, or persons conducting business with [INSTITUTION]

Persons who fall into this category are only allowed in the Museum Collection Storage Area under the direct supervision of a Museum Collections Department permanent staff member and are not to be left alone in the storage area for any reason.

Patrons/Researchers


No access to collections storage area.  

Access to Museum Collections on Exhibit

Permanent staff of the Museum Collections Department

Permanent staff of the Museum Collections and Exhibits Departments are allowed to access artifacts on exhibit for the following purposes:

· Rotation

· Maintenance

· Treatment

· Removal

· Reproduction

Exhibit cases are secured with security screws that can only be removed with specialized bits.  These bits are available for check out in the exhibits department and only to permanent Exhibit and Museum Collections Department staff.   Each time an artifact on exhibit is accessed an Access to Exhibits form must be filled out.  One copy of this form is to be filed in the exhibit file and another given to the security department.  Additionally, Specimen Temporarily Removed cards are to be filled out and placed in the exhibit case when an artifact is removed for any period of time.  


Temporary Museum Collections Department staff (work study students, interns, etc.)
Temporary Museum Collections Department staff may only access artifacts on exhibit while working under the direct supervision of permanent Museum Collections Department staff.  

Other Society staff, contract employees, maintenance workers, or persons conducting business with [INSTITUTION]

No access to artifacts on exhibit.

Patrons/Researchers

No access to artifacts on exhibit.  See Patron Research Policy.

Access to Museum Collection Documentation (donor files, object files, etc.)

Permanent staff of the Museum Collections Department

Permanent staff of the Museum Collections Department are issued keys to the collections department filing room, which houses all of the departments records, and to the key boxes that house keys for specific cabinets.  Permanent staff have full access to all departmental records.  Additionally, security and certain maintenance staff and Administrative staff have access.

Temporary Museum Collections Department staff (work study students, interns, etc.)

Temporary staff will not be issued keys to the collection department filing room.  This room will be opened by full-time department staff for temporary staff use when needed.  Temporary staff have access to all departmental records that are not labeled restricted.

Other Society staff, contract employees, maintenance workers, or persons conducting business with [INSTITUTION]
Persons falling into this category are only allowed access to this room under the direct supervision of full-time department staff.  Access to departmental records for persons under this category is subject to approval by full-time department staff and the level of access is at the discretion of full-time department staff.  

Patrons/Researchers

No access to the collections department filing room or the documents housed within is allowed.  For specific information about research requests that may include information from departmental documents, see the Patron Research Policy.

Access to the Museum Collections Department artifact database 

Permanent staff of the Museum Collections Department

Permanent staff of the Museum Collections Department have complete access to the collection database and its server.  Access is allowed through the use of passwords.  The [INSTITUTION] IT coordinator, and other Collections staff also have access to the database and its server.
Temporary Museum Collections Department staff (work study students,  interns, etc.)

Temporary Museum Collections Department staff MAY be issued passwords for access to the collection database by permanent department staff.  In general, only limited access will be granted.

Other Society staff, contract employees, maintenance workers, or persons conducting business with [INSTITUTION]

Other society staff may be granted limited access to the collection database.  No other persons will be allowed access beyond what may be made available to the general public through the [INSTITUTION] website.  That availability will be limited to basic field searches.

Patrons/Researchers
No access will be allowed beyond what may be made available to the general public through the [INSTITUTION] website.  That availability will be limited to basic field searches.
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