General Artifact Handling Rules
1.  Do not eat or drink while handling artifacts or at a table where artifacts are placed. 

2.  Never bring food or drink into storage areas or areas where there are unprotected artifacts. 
3.  All foodstuffs must be consumed and stored in the break room or offices.  Dispose of food, candy, gum, and beverage related items in trashcans not located in exhibit areas, collection storage, or collection work areas. Trashcans with food waste should be emptied daily.  The custodial department empties trashcans daily, but if it appears they haven’t, contact them for disposal.  Housekeeping should immediately follow any food related activities.  

4.  ABSOLUTELY NO smoking in any building that contains artifacts.

5.  Handle artifacts as little as possible.  Artifacts are usually more fragile than they appear. Consider every artifact an irreplaceable one.

6.  Avoid wearing dangling, sharp or heavy jewelry and belt buckles that may catch on or knock over artifacts.

7.  Always wash your hands with soap before handling artifacts, even when wearing gloves, and do not apply lotion or cream to hands before handling artifacts.

8.  In general, wear clean cotton gloves while handling artifacts to protect them from the oils in your hands and to protect you from any fumigants that may be on the artifacts.  Unpowdered latex or nitrile gloves are preferable for polished objects of metal, glass and lacquer.  If an artifact is too smooth-surfaced or heavy to handle safely with plain cotton gloves, try the cotton gloves with gripping dots.  If these don’t help, handle the artifact with your bare hands, making sure you have just washed them with soap.  If an artifact snags on cotton gloves (as some basketry might), handle it with bare hands, again, washing first with soap.  If an artifact’s surface is oily or tacky and cotton fibers from gloves may stick to the surface, don’t wear cotton gloves; try plastic ones.

9.  Never mark or write on any artifact unless the marking technique has been approved by the Curator or Registrar.

10.  Never use any kind of tape, glue, rubber cement, sticky labels, putties, wire, pins, paper clips, tacks, or nails on artifacts.  

11.  Never use any kind of pen or marker when working with artifacts, use soft-lead pencils to record information.

12.  Lift and carry one artifact at a time and use both hands.  Preferably, use an artifact cart.

13.  Save any information that is found with an artifact.

14.  Do not slide artifacts, even on a padded surface.  Lift artifacts, do not push or drag them.

15. It is preferable that artifacts not be placed directly on the floor.

16. Do not lift or handle an artifact by a projecting part, such as a handle or rim.  These parts are usually the weakest.

17.  Before you lift an artifact, look for signs of damage: cracks, previous repairs, loose or broken pieces.  Remember that an artifact is usually more fragile than it appears.  Remove easily detachable parts, such as lids, and carry these separately, making sure they are kept with the artifact.

18.  If an artifact is damaged during handling, notify the Curator and document it with a damage report and photos immediately.  A damage report must be completed and placed in the permanent file.

19.  NEVER subject an artifact to a cleaning technique that has not been approved by the Curator.

20.  When using a ladder in storage or around artifacts, always work with another person.  Do not try to ascend the ladder carrying an artifact; have the other person hand the artifact to you once you have ascended.  Likewise when you descend the ladder.

21.  Do not use permanent markers or pens to mark supplies that may come in contact with artifact.  If you must mark materials to facilitate cutting use a pencil or trim off the ink once you have cut the material.

22.  ABSOLUTELY NO live plants in the areas where artifacts are located.

23.  ABSOLUTELY NO photography or videotaping of collections storage without the permission and accompaniment of the Curator.

24.  ABSOLUTELY NO storage of personal collections or items is allowed in the artifact storage area.
25.  No artifacts are to be taken out of storage without the knowledge and approval of the Curator.  Document all location changes in the database or paper file system.
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