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1. Never bring any food, drinks, gum, cough drops or similar items into collections.

2. Always have clean hands. Use cotton or Nitrile gloves, as appropriate. This is necessary because there are oils on our skin that can transfer to and cause damage or chemical reactions on the surface of an object.

3. Always use a pencil, if taking notes in the collections area.

4. Remove jewelry and any sharp or protruding clothing, belts, tools, electronic devices, etc. that might come in contact with an object.

5. Never pick up an object unless you know where you are going to put it down. Check that the area you to which you are moving an object is clean and ready to receive the object before moving the object.

6. Try to move an object on a cart or in a box, unless you have no other option.

7. Always carry only one object at a time.

8. Always use both hands to carry an object.

9. Never rush—always move slowly and deliberately when handling an object.

10. Assess whether you will need assistance with an object because it is heavy or large, or if you need help opening doors.

11. First examine the object to see if it has loose or moveable parts and whether it should be taken apart before being handled. Also, look for cracks, repairs, or flaking paint that might be unstable and might be damaged during handling.

12. Never pick up an object by a protruding element—i.e., a handle, arm, or spout on a vessel, the top rail of a chair, the top of table, or any decorative element. Always pick up an object by its most central, stable portion. 
If possible, try to support an object with one hand under the base.

13. Never pick up a painting by the top edge of the frame. Pick up a painting with one hand on the bottom edge of the frame and one at the side, or with both hands on either side of the frame.

14. Never stack unglazed paintings (paintings not under glass) against one another. Always separate them with heavy cardboard larger than the outside edge of the frame.

15. Prints and drawings that are framed with glass and are of similar size may be stacked. They should be placed back to back and front to front. The edges of the frames should “cross” one another so that they cannot slip into each other.

16. If damage occurs, contact the curator or collections manager immediately. Do not move the damaged object or attempt to repair any damage.

17. Remember—most damage occurs to artwork during handling, not while it is sitting in storage or on exhibit.
