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The first principle in safe care and handling of archival documents is:

DO NO HARM

The most important general rules are:

· Pay attention to what you are doing when you handle archival documents – do not go onto automatic pilot.  

· Think about what may be the unintended consequences of your actions. 

· Do nothing if you are not sure what to do.  Ask for help if you need it.  

SOME PRACTICAL TIPS

Wash hands frequently and ensure hands are dry before touching he documents.  

Use white cotton gloves in situations where this is appropriate, and always when handling unprotected photographic materials.  

Avoid the use of hand lotion when handling archival materials.

Avoid sharp jewelry or other items that might scratch, tear or otherwise damage the materials.  

Ensure all areas where archival materials are stored or used are meticulously clean.  Wipe down tables with clean water before working with archival documents.  Make sure the surface is dry before placing archival materials on it.  

Avoid all liquids on or adjacent to archival materials to avoid accidental spills and consequent staining or other damage.  

Don't eat, drink or smoke where archival materials are stored, used or displayed in order to avoid attracting insects and causing other unintended damage to materials. 

Avoid any strain on archival materials by providing adequate support for documents when moving them or using them.  Use, as appropriate, folders, boxes, or other supports such as a sheet of coroplast or a cart. 

Get help if required to move an item safely.

Work on a surface that is free of other materials and is large enough for the task at hand.

Avoid all unnecessary handling of materials.

Move a support or folder rather than a document whenever that is possible. 

Avoid all unnecessary exposure to light by keeping documents in the dark, in folders and in closed drawers.

Do not place elbows or other materials on top of documents.  

Never use a pen or ink of any kind around archival documents.  Only graphite pencils should be used on or in the proximity of archival materials.

Never affix labels or post-it notes to archival documents to avoid damaging glue residues.  

If a fragment becomes detached from an archival document, ensure the pieces are kept together by using an appropriate folder or envelope.  

Never fold or roll an archival document.  All materials should be stored flat.  

Interleave documents with appropriate materials as required.

Protect any torn, damaged, or vulnerable item in a protective sleeve or folder.  
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