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A

| NTRODUCTI ON

1

Definition of Housekeepi ng

As applied to museum property, the term "housekeeping"” is
defined as all of the actions that are taken to protect
museum obj ects. Under this broad definition,
housekeepi ng enconpasses both the tasks traditionally
associ ated wi th housekeepi ng, such as dusting, vacuumn ng,
and applying protective waxes, and other, less readily
associ ated tasks, such as changing filters in air
handling units, nonitoring pests through traps, and
monitoring relative humdity with a hygrothernograph

Pur pose of a Housekeepi ng Program

The purpose of a housekeeping programis to integrate a
nunber of related but discrete tasks into a conprehensive
program of preventive conservation. From other chapters
in Volune |, the programdraws el enents of the Handbook
that are essential to an effective housekeepi ng pl an:

envi ronnental nonitoring, equipnent maintenance,

i ntegrated pest managenent, handling procedures, storage,
security and fire protection, energency planning, funding
and staffing. A housekeeping programis based on a
holistic, integrated approach to preventive conservation.
When i npl enented, this approach provi des ongoi ng,

consi stent care through staff coordination, and through
adherence to established schedul es and procedures that
are applied with professional judgenent. By identifying
deficiencies and cal culating staffing and fundi ng

requi renents, an effective housekeepi ng pl an becones a
tool for managers to use in preserving the bureau's
cultural and natural resources.

A good housekeeping plan clearly outlines: 1) the tasks
to be perforned; 2) appropriate techniques for
acconplishing the tasks; 3) the frequency of each task;
4) the person(s) responsible for performng them and,

5) the appropriate supplies and equi pnent needed for the
preservation of nuseum property.

Thi s Chapter provides gui dance on devel opi ng a
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housekeepi ng program for nuseum property. Each unit
presents a unique set of factors, therefore, each plan
will be site-specific. Cdimte, geographic |ocation
types of materials in the nuseum coll ection, staff
experience, and the site and nature of facilities housing
museum col l ections vary widely. The success of the
programin each unit depends upon the cooperation of

every staff nenber -- managenent, facility nanagers,
mai nt enance and curatorial staff, discipline specialists,
interpreters, and security personnel -- in recognizing

and performng their particular and essential role.

Al t hough optional, docunentation of these factors in a

pl an provi des nore consistent care by institutionalizing
the program Care of nuseum property depends on
adherence to the plan by the entire unit staff, rather
than on the personal know edge of a single or a few

enpl oyees. A plan elevates the day-to-day care of nuseum
collections to a | evel above the care afforded other
types of personal property, recognizing that the peculiar
attributes that nake it nuseum property (e.g., rarity,

hi storic or scientific value, or age), dictate a
different kind and | evel of housekeeping. Renenber,
housekeeping is a process, not a product. The care

requi red by museum property often exceeds that required
by other types of personal property.

B. WRI TI NG A HOUSEKEEPI NG PLAN

1.

| nt r oducti on

The interdisciplinary nature of a housekeepi ng plan and
its inpact demands that staff from each office be
involved fromits earliest stages of devel opnment.
Conservators and subject matter specialists should be
consulted so that techni ques, procedures, supplies and
equi pnent are appropriate for each object and space.
These gui delines apply whether the plan is witten under
contract or by a nenber of the staff. Refer to Section F
of this Chapter for additional information concerning
housekeepi ng.

7:2 Rel ease Dat e:
New



DEPARTMENT OF THE INTERIOR

DEPARTMENTAL MANUAL

Museum Property Handbook
(411 DM Vol une 1)

Chapt er

7 Housekeeping: "Preventive Conservation"

Recogni zi ng Housekeeping Linmts

Housekeepi ng activities and their potential effect on
museum obj ects are extensive and di verse. Sone actions
protect objects fromtheir environnent (e.g., installing
light filters, changing heating, ventilation, and air
conditioning (HVAC) filters, adjusting w ndow shades, and
usi ng dust covers). Ohers specifically require handling
of objects (e.g., dusting, applying protective barriers,
wi ndi ng cl ocks, washing marbl e hearths and gl ass w ndows,
vacuum ng and refolding textiles, and turning the pages
of books). Housekeeping tasks include w ping
fingerprints fromexhibit cases, changing |ight bul bs,

mai nt ai ni ng equi pnent, and replenishing silica gel. Each
of these actions involves the physical endangernent of
museum obj ects, either through handling of the objects or
t hrough the handling or novenent of exhibit furniture or
fixtures located near the object. The points to keep in
m nd when witing a housekeeping plan are: al
housekeepi ng tasks should be identified and listed; and,
all housekeepi ng tasks should be assigned to and carried
out only by persons qualified and trained to perform

t hem

Conmponents of a Housekeepi ng Pl an

When witing the plan, renmenber that one purpose for the
plan is to establish the process and procedures. Be as
specific and as clear as necessary to convey an accurate
hi story of decision-making, actions, and results of the
plan. Curatorial staff may wite one housekeepi ng pl an
t hat addresses all spaces (e.g., storage, exhibits, and
furni shed roons) housing nmuseum property, or may choose
to wite several plans that address individual spaces
contai ni ng nuseum property. Al housekeepi ng pl ans
shoul d include the foll ow ng basic conponents:

a. Title Page

Prepare a title page. Spell out the full name of the
unit, and if appropriate, the site within the unit.
The Title Page may al so serve as the review and
approval page for the housekeeping plan. Figure 7.1
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illustrates the format for the Title Page.

NOTE: Sanpl e housekeeping fornms are included in
Section E of this Chapter.

St at enent of Purpose

State the purpose of the plan. An exanple of text
that m ght appear in this section is:

Thi s housekeeping plan is a formal, approved docunent
that guides curatorial staff in providing consistent,
ongoing care for the unit's nmuseum property. The
housekeepi ng plan integrates a nunber of related but
di screte tasks into a conprehensive program of
preventive conservati on.

Description of Scope of the Housekeeping Plan and
Program

Briefly state the inpact of the plan by addressing
the follow ng four elenents: sites and/or |ocations
that will be affected, overview of the nuseum
property collection, program objectives, and
staffing.

1) Sites and/or Locations

Briefly describe the space for which the plan is
desi gned.

2) Overview of Museum Property
Briefly describe the nuseum property housed in
the space: its use, purpose, types of objects
i ncl uded, and their significance.

3) Program (bjectives
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Most preventive conservation tasks are common to
st orage spaces, exhibit spaces, and historic
furni shed structures (e.g., maintenance of
security and fire protection systens). However,
the function of each space requires distinct

obj ectives and approaches to housekeepi ng. These
di fferences should be noted in this section of

t he housekeeping plan. NOTE: Gven the variety
of spaces in the Departnent of the Interior that
house nuseum property, these objectives may
appear to be unrealistic. Renenber that they are

conceptual tools intended to help staff design
the best plan possible for a particul ar space.

a) Storage Spaces

The principles of preventive conservation
shoul d be npbst effective in a storage area
where the sole purpose is to prevent exposure
of objects to the agents of deterioration.
Storage areas that are dedicated spaces with
controll ed access and |imted usage generally
have | ower |evels of dust and pollutants, a
greater |ikelihood of achieving stable
tenperature and relative humdity, and a
greater possibility of controlling pests and
light than other spaces. The result should
be a cl eaner space than can be found in
either an exhibit area or a historic

furni shed structure. GCeneral cleaning can be
nor e aggressive because there is | ess concern
for damagi ng objects and/ or speci nens (that
are enclosed in cabinets) in the process.

Preventive conservation in storage areas

i ncl udes such uni que tasks as nai nt enance of
storage equi prent and cont ai ners

(e.g., checking gaskets on speci men cabi net
doors, testing the stability of acid-free
fol ders, and dusting steel shelving units),
and regul ar condition checks of stored
materials. (Qbjects in storage, though
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handl ed | ess and suffering | ess direct
exposure to the environnent than those on
exhibit, are nore susceptible to negl ect
because they are out of view Regul ar
condition checks may be nore crucial to the
survival of these objects than to exhibited
objects.) More than any ot her space, storage
areas should attain the highest |evel of
preventive conservation and cl eanliness
possi bl e.

b) Exhibit Spaces: Indoor Exhibits

I n i ndoor exhibit spaces (e.g., interpretive
medi a usi ng museum obj ects) the enphasis of

t he housekeeping plan is three-fold: to

achi eve the hi ghest possible |evel of
preventive conservation in areas of visitor
use; to maintain nmuch higher |evels of
preventive conservation in the maintenance of
m croclimtes; and to maintain exhibit
furniture and interpretive nedia

(e.g., object |abels and panels). The target
for the interior of exhibit cases is the sane
as for storage areas -- the highest possible
| evel of preventive conservation. The plan
shoul d al so address the care of free-standing
exhibits (e.g., statuary), and the

mai nt enance of exhibit cases and furniture
and of furnishings provided for public and
staff use. Preventive conservation tasks in
t hese areas should include neasures taken to
preclude the introduction of problens

(e.g., placenment of nud mats at entrances,
the use of high-quality replicas instead of
live plants, or a coat room where packages
are checked).
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c) Exhibit Spaces: Qutdoor Exhibits

Qut door exhibits are the nost problematic of
any of the spaces housi ng nmuseum property.
Museum obj ects in these situations are often
| arge or heavy (e.g., wagons or farm

equi pnent); are displayed in an
uncontrol | abl e environnent; and are
frequently actively deteriorating. The unit
nmust make a consci ous and consi dered deci sion
regardi ng the managenent of such objects.

bj ects exhibited outdoors are often being
consunptively used; such use should be a
consci ous deci sion and shoul d be approved and
docunent ed according to procedures outlined
in the Museum Property Handbook, Volune 11,
Chapter 4. \Were nultiple exanples of

obj ects are on exhibit (e.g., church pews),
the unit may choose to renove one or several
exanples to a stable nuseum property storage
space to ensure their long-term preservation,
and docunent the renmai ning objects. The
housekeepi ng plan mtigates, as far as
possible, the rate of deterioration. Public
safety issues will need to be addressed in
greater detail than in other spaces.

d) Historic Furnished Structures

Housekeepi ng plans for historic furnished
structures require ingenuity in balancing the
preservation and protection needs of the
structure and the furnishings. The

mai nt enance of the structure is an inportant
aspect of conserving the contents. Seasonal
changes in the environnment, visitation |levels
and tour routes, and possibly of interpretive
obj ectives are of concern. Dissimlar
objects (e.g., brass candl esticks on marble
or wooden tables) are nost likely to cone
into contact with each other in this context,
and provi sions nust be nade to prevent
adverse reactions between adjoi ning
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materi al s.
Overall interpretive objectives nust be

considered and integrated into the plan.

Li kewi se, interpretive operations mnust

consi der the needs of the housekeepi ng
program For exanple, tour groups that are
gathered in new y-nmown, dusty, or nuddy areas
track those materials into the structure.

O, it may be necessary to close the
structure for a short time during the day to
all ow a quick clean-up of hallways used by
the public. Consultation between curatori al
and interpretive staff is crucial to the
success of both prograns.

It may be necessary to use high-quality
reproductions to achieve interpretive

obj ectives wi thout endangering original
museum obj ects. The unit's Miuseum Property
Comm ttee may provide val uabl e assi stance in
maki ng such decisions and in suggesting
alternatives when interpretation and
preservation goals conflict.

4) Staffing: Briefly describe the role of
curatorial and other staff in inplenmenting the
pl an.

d. Summary of Managenent and Use of Miseum Cbjects and
Spaces

Review and briefly describe past and present
managenent policies, special progranms, or uses of
spaces housi ng nmuseum property that inpact the
collection. This information is inportant for

pl anni ng purposes, and for anticipating additional
housekeepi ng tasks related to each activity. Include
only those activities that were practiced in the past
or that are now routine and ongoing. For exanple, if
appl i cabl e:

I state that there is an active program of tenporary
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exhibits in a particular area of the visitor
center;

state that cooperative association board neetings
are held in the room adjoi ning the nmain exhibit
space,

I note whether part of the collection is exhibited
in
adm ni strative offices, and cite the nmanagenent
docunent that guides this use.

e. Analysis of the Space Housi ng Museum Col | ecti ons

Al |l spaces housi ng nuseum col | ecti ons have particul ar
characteristics that should be considered when

pl anni ng for housekeepi ng. Address unusual spaces
such as encl osures or oversized exhibits that exist
within a | arger space, but have separate utilities
and housekeepi ng needs. This section of the
housekeepi ng pl an shoul d provi de baseline data on

exi sting conditions, including situations specific to
the area, such as storage of tools in areas adjacent
to the exhibit area; proximty of staff |unchroomto
museum property storage space; |ocation of electrical
circuit switches inside nuseum property storage area.
Procedures and schedul es are based in part upon this
i nformati on.

A detailed narrative should describe existing
conditions. (It may be useful to supplenent the
narrative with floor plans or nmulti-Ilayered nyl ar
drawings.) Refer to Figures 7.2a, 7.2b, 7.2c, and
7.2d, which illustrate a sanple format for the
narrative. The narrative should cover the follow ng
t opi cs:

1) Spatial characteristics

Describe the building's and the roonis
characteristics. Include size and material of
surfaces (e.g., floor area, wall area, ceiling
area, and nunber and type of w ndows).
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2)

Utilities

Describe all utilities |located within spaces
housi ng museum property. Reference appropriate
files where equi pnent operational and mai ntenance
manual s and warranties are |ocated. Describe the
chain of command and procedures for procuring
energency service for mal functioni ng equi pnent,

i ncl udi ng the nanes and phone nunbers of staff;
procedures for obtaining outside servicing of

equi pnent on weekends or at night; and whet her or
not a standing account (e.g., a service contract
or bl anket purchase order) with a respondi ng
vendor has been established. Reference the

Enmer gency Managenent Pl an for Miuseum Property.
The Interior Miseum Property Handbook, Vol une I,
Chapter 12 provi des gui dance on energency

pl anning. Mintain contact with the maintenance
and adm nistrative divisions to ensure that

i nspections by outside conpanies are perfornmed on
schedul e, and that service contracts are renewed
as necessary. Docunent the need for such
renewal s and inspections in the housekeeping
plan. Include a witten description of the
following utilities:

a) Water

Specifically list all water sources of which
staff should be aware for housekeepi ng or
energencies. ldentify the location of main
val ves for energency shut-off; |ocate
functioning sinks and drains.

b) Electricity

Identify all electric outlets that staff may
use for preservation work. Also |ist
operabl e electric appliances such as stoves,
wat er heaters, space heaters, and |ight
fixtures. ldentify the location of circuit
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3)

4)

5)
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breakers and the main switch for energency
shut-of f.

c) Gas

If applicable, specifically list all gas
outlets, such as stoves, water heaters, space
heaters, and light fixtures. |Identify the

| ocation of the main shut-off valve for

enmer gency shut-off.

Mechani cal system

Descri be mai n conponents of the mechanica
systenms (e.g., HVAC, air handlers, and
hum di stat) and their |ocations. Provide
information on types, quantities, and sizes of
portabl e equi prent (e.g., humdifiers and
dehum difiers), and their placenent. Provide
information on types, sizes, and quantities of
air filters, their locations, and mai ntenance
considerations. On the building floor plans,
note | ocations of major conmponents of the
mechani cal system include portable equipnent,
air registers, return air grills, drains, and
t hernost at s.

Envi ronnmental characteristics

Summari ze exi sting environnmental factors

(e.g., light, tenperature, relative humdity,
dust and pollution), based on data recorded from
ongoi ng environnmental nonitoring programfor
museum property.

Security system

Specifically list all conponents of the security
system (e.g., shunts, detectors, and mrrors),
and their special maintenance considerations.

CAUTI ON: Do not include sensitive security
details or informati on such as codes or | ock
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conbi nations in the housekeepi ng pl an.
6) Fire detection and/or suppression system

List all the conponents of the fire detection and
suppression system and their special maintenance
considerations. Note the |ocations of sensors
and types of all portable fire extinguishers on
fl oor plans of the building.

f. Description of Space Usage

Descri be the range of activities that occur within
each space housi ng museum property, and identify
users. ldentify the potential inpact of such uses
upon nuseum obj ects. Address such factors as nunbers
of visitors, traffic flow, security risks, and nunber
of staff and volunteers. Seasonal variations, such
as the addition of holiday decorations, changes in
furnishings to reflect historic use, and
environnmental fluctuations should be addressed.

g. Description of the Quantity of Miseum Property

G oup nmuseum obj ect hol dings within each space by the
following material type categories:

ar cheol ogi cal objects

natural history specinens

paper objects (e.g., records and newspapers)
phot ogr aphs

textiles

pai ntings

wooden objects (including furniture)

nmet al objects

ceram c, glass, and stone objects

basketry

| eat her and skin objects

conposite objects (e.g., wagons, clocks, and
musi cal instrunents)

pl astics and other synthetic materials

ot her
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Group nmuseum obj ects in each space by object type
within material type (e.g., woven wool floor covering
under textiles). Create sub-groups as necessary
(e.g., list oil paintings and watercol ors under

pai ntings; |ist copper and iron under netals). This
process provides a sense of quantity and scope that
is useful when determining tine factors, materials,
and schedul es.

| dentification of Tasks

Wite down every task that is needed. The house-
keeping plan is based on what should be acconpli shed,
regardl ess of whether the requirenents are currently
being met. Managers need to be informed about
deficiencies, and provided with accurate staffing and
funding requirenments in order to take action to bring
the programup to standard.

Chapt ers throughout Volunme | of the Handbook i ncl ude
information valuable in identifying tasks and
procedures that should be included in the
housekeepi ng plan. Chapter 5, for exanple, discusses
establ i shing an environnental nonitoring program
Anmong the tasks derived fromthat program are:
changi ng and anal yzi ng hygrot her nograph charts,

cali brating the hygrothernograph, and replacing the
hair element in the machine. Renenber to list often
over | ooked tasks, such as seasonal changes in control
systens of HVAC systens (e.g., gradual adjustnents in
the thernostat setting or installation or renoval of
seasonal portable units). Refer to Section F for a
detailed list of sections in this part of the
Handbook that are pertinent to the devel opnent of a
housekeepi ng pl an.

Organi ze tasks according to category: environmental
nmoni toring, cleaning (include structural cleaning),
security and fire protection, HVAC, and utilities.
Frequently, the list begins to resenble divisional
organi zati onal charts. For exanple, |aw enforcenent
personnel may inspect security and fire protection
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systens whil e nai ntenance personnel usually change
HVAC filters. Wiile there are exceptions to this
rule, it nmay be useful to organize the tasks
according to the staff assigned to performthem

Expect "cross-over" tasks (e.g., waxing furniture)
that are traditionally associated with 'mai ntenance
but, because of the nature of the materials invol ved,
are assigned to staff (of any division) appropriately
trained to conplete the task. Begin dividing tasks
according to the necessary |evel of expertise. An
exanpl e of housekeepi ng tasks and assignnments to
staff is provided bel ow.

I Change filter of HVAC system Mai nt enance
I Dust ceramcs. Curatorial staff
I Inspect and test fire detectors. Law

(Fire Suppression Conpany) Enf or cenent

Send hygr ot her nograph 44590 to Curatorial Staff
XYZ Conpany for mai ntenance.

I Submt annual housekeepi ng Curatorial Staff
budget to Unit Manager.

I Take |light neter readings. Curatorial Staff

I Repl ace protective barriers Curatorial Staff

bet ween obj ects nade of
dissimlar materials.

I Apply protective barrier to Conservator or
Li ncol n bust. Curatorial Staff
trai ned by

Conser vat or

Pul | shades in D ning Room of I nterpreter
Smth House in the afternoon
to bl ock sunlight.
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I Rotate textiles in exhibit case Cur at or
to limt exposure.

Break tasks down to their |owest |evel, and describe
them concisely. Use action verbs (e.g., "vacuum
baseboard,” or "record cl eani ng procedures on catal og
records"). List in order of priority. Approved
procedures and details for carrying out these

instructions will be provided in Section B.3.1i,
"Description of Procedures.” Consult with other

di vi sions regardi ng docunentation of workl oads and
costs. Figures 7.3 and 7.4 illustrate sanple forns

for tracking the conpletion of tasks.
Descri ption of Procedures

Procedures for each space and object should be fully
docunented. Include a description of the procedure;
speci al techni ques; problens or concerns; nunber of
staff; time needed to conplete the task; and neces-
sary supplies, materials, and equi pnent. Experience
will indicate when this information should be revised
and refined.

1) Attitude, approach, and safety

At the beginning of this section of the plan,
state the inportance of attitude and professional
j udgenent. These are crucial elenents of any
procedure. The word 'procedure' connotes

routi ne; but any procedure carried out with a
routine frame of mind may cause as much harm as
good. The attitude of staff responsible for
carrying out the procedures identified in the

pl an determ nes the success of the housekeeping
program

Curatorial staff who handl e museum obj ects daily
are often the nost intimately acquainted with

t hose objects. They are nore likely to recognize
subtl e signs of danmage or corrosion, and so are
the front-line defense against deterioration.
Their observations of the effect of procedures,
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2)

schedul es and t he environnent upon objects are
critical to assessing the plan and to protecting
museum property. It is reconmmended that staff who
are assi gned housekeeping duties retain those
duties over a long period of time. This practice
provi des continuity and increases skill |evels,

t hus strengthening the preventive conservation
program

The safety of staff conducting housekeeping is
par anmount, and should be integrated into al
tasks. Provide enough guidance in the plan to
prevent accidents or exposure to harnfu
substances. Specify the nunber of people needed
to conplete a task (e.g., anyone using a | adder
shoul d have a backup person on the ground). Be
realistic. |f a substance nmay be harnful, refer
the user to Material Safety Data Sheets (MSDS).

Sel ection of appropriate procedures

Procedures for the care of nuseum property shoul d
be specific to each object and material type.
Usi ng the data accumul ated in the space anal ysis,
sel ect appropriate procedures for each category.
Provi de details on any special handling

consi derations, specific supplies, and
application techniques for each specific object
or group of objects.

Museum obj ects are often conplex or fragile, and
require an individual set of instructions.

El ements that may influence the selection of
procedures include inlaid or painted surfaces,
wor ki ng parts, or fragile structure. Additional
pr of essi onal assessnment nmay be needed before

sel ecting a procedure for such objects.

I nclude a narrative description of selected
procedures in the plan for ease of reference.
Refer to Figure 7.5 for a sanple formfor
docunenting procedures. Begin by consulting the
curatorial care appendices referenced in
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Section F of this part of the Handbook for

i nformati on regardi ng preventive conservation of
particular material types. |If a Conservation
Survey has been conducted, incorporate the
conservator's reconmendations into the
housekeepi ng plan. For general information,
refer to sources provided in Section F of this
Chapter.

I dentification of Supplies and Equi pnment

Suppl i es and equi pnment used to care for objects
shoul d be marked and used only for that purpose. In
addition to preventing the unintentional introduction
of damaging dirt and resi dues from non-nmseum

cl eaning into spaces housi ng nmuseum property,
[imting use of these itens provides data regarding

t he quantities expended to maintain the program

Keep equi pment clean and in good repair. In addition
to equi pnent needed to carry out tasks, consider
cost-effective neasures to keep the program running
snoot hly. For exanple, purchasing a small washer and
dryer to ensure that cotton gloves are cl eaned
regularly may be nore efficient than taking staff
time to visit the laundromat or to continually

repl ace soiled gloves with new ones. Keep records of
the quantity and cost of supplies used throughout the
year. This data can be used for estimating the
operating budget. Section D provides a short
checkli st of essential housekeeping supplies.

Devel opnent of a Schedul e

Combi ne informati on on specific tasks and procedures
to be perfornmed (identified above) into a schedul e
for acconplishing each one. Procedures may be |isted
on a separate sheet, but should be cross-referenced
to the schedule. Organize the schedule as follows:

daily
weekl y
nont hl y
quarterly
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I sem -annual ly

I annual |y

I cyclically (less often than annually)
1 as needed

A chart is a convenient way to format the schedul e.
Li st tasks and responsible staff. Provide a space
for initials and dates to docunent that the schedul e
has been checked, the need to performa procedure
assessed, and the task (if judged necessary) has been
conpleted. To facilitate tracking and nonitoring of
the plan, it may be hel pful to divide tasks according
to the responsible office (e.g., maintenance and
curatorial staff). A separate, chronologically
organi zed chart can be used to show progress. These
sanple charts, illustrated in Figures 7.3 and 7.4,
shoul d be filed for future reference.

I . Assignnent of Duties
It is inportant that curatorial staff provide
oversight for the housekeeping program They are
responsi bl e for:

I witing or coordinating the witing of the plan
(e.g., plans may be witten by contract);

mai nt ai ni ng communi cati ons between all responsible
personnel ;

I ensuring that all parts of the plan are executed

schedul e and according to established procedures;

provi di ng training; and,

nmonitoring the programto ensure that objectives
are met.

Staff from other divisions are responsible for
conpleting their assigned tasks, and for reporting
any problens or observations to the coordinator.
Supervisory responsibilities for individual staff
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often remain with their divisional supervisor. In
this case, the curator and the supervisor work
closely to coordinate and eval uate staff perfornance.
Al'l persons should be trained in techniques to safely
and efficiently conplete their tasks. Training (and
periodi c refresher courses) should include handling

t echni ques, use of nonitoring equi prent, hands-on
practice with application of cleaners or polishes,

and observing signs of object deterioration and
damage.
C. | MPLEMENTI NG THE HOUSEKEEPI NG PLAN

| mpl enent ati on of the housekeeping plan requires dedicated
fundi ng and staffing.

1. Budget for an Ongoi ng Program

An ongoi ng housekeepi ng programrequires managenent's
commtnment to properly fund and staff the program

Gat her data on expenditures and provide managers with the
figures they need to fund the program Housekeeping
shoul d be acconplished through a continuing, operational
budget -- not through donations fromthe cooperating
associ ation or special project funding sources. ldentify
sources of funding for each need: where does the noney
actually conme fron? Were should the noney be com ng
fron? Are appropriate fundi ng sources being used to
support the housekeeping progranf? Identify needs in

pl anni ng and progranm ng docunents to ensure that they
"get into the progranf. Refer to Chapter 14 for

I nformati on regardi ng programm ng, funding, and staffing
for museum property.

Time and cost estimtes proposed in the plan can be
refined as hard data is accunulated. A |og of expenses
may note the follow ng informtion:

I personnel
I equi pnent
I purchases
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mai nt enance
suppl i es

I regul ar

I occasi onal
shi ppi ng costs
training
fundi ng sources

Coordi nate Responsible Staff

Curatorial staff involvement in the devel opnment of the
plan fromthe outset increases the chances of ongoi ng
commitnment fromall responsible parties. However, to
achieve a holistic, integrated approach to preventive
conservation, coordination and continuing contact between
divisional staff is also crucial. A housekeeping plan is
only effective if the responsible staff consistently

anal yze accunul at ed data; practice established techni ques
and procedures; and adhere to schedules. The curatori al
staff person who oversees the housekeepi ng plan shoul d
mai ntai n contact wth individuals from other divisions
who are responsible for conpleting parts of the
housekeepi ng pl an.

Establish lines of communication between offices that
facilitate recordkeeping and that consune as little tinme
as possible. Staff who fulfill their roles in the plan
may notify the coordi nator upon conpletion of those
tasks, or the coordinator may want to keep a 'tickler
file' and initiate contact thenselves. The sanple forns
illustrated in Figures 7.3 and 7.4 illustrate nethods of
clearly showi ng the status of the plan to all staff

i nvol ved.

Provi de supervisors and staff with copies of the plan for
their reference. Especially in the beginning phases of
the plan, work closely with all relevant staff to answer
guestions and to ensure that the staff feels confortable
with the duties assigned to them Provide as nuch
flexibility in scheduling as possible, but enphasize that
t he housekeepi ng programin spaces housi ng nuseum
property is to be kept on schedule. Investing tine at
the outset may prevent significant disputes or problens
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fromarising |ater.

Devote tine to visiting facilities housing museum
property and talking with staff. Regular, informnal
nmeetings with supervisory staff and with those actually
doi ng the work provide a forum for concerns and

i nnovations that keep the staff and the plan working
smoot hly. Renenber the best-witten policy or procedure
needs consistent application to be effective. Mnagenent
support is critical to the success of the program Keep
managers i nvol ved and apprised of acconplishnents,
difficulties, and costs. Any major changes to the plan
shoul d be reviewed and approved by managenent bef or ehand.

3. Mnitor and Revise the Plan as Necessary

Housekeepi ng pl ans are dynam c docunents. It is

recommended that the plan be put in a three-ring binder

to facilitate revision. The effect of actions taken

shoul d be evaluated regularly. Wen other planning or

procedural docunents (e.g., security surveys, energency

operating plans, and interpretive tours) are updated,

revi se the housekeepi ng plan accordingly. The follow ng

el emrents are exanpl es of conponents that should be

assessed.

a) Conservation Survey of Miseum Qbjects
The condition of nuseum obj ects should be assessed to
det erm ne whet her preventive conservation practices
are indeed providing a stable environnment and whet her
the object itself is stable as a result. Although
objects may be nonitored on a regul ar basis by
curatorial staff who are trained to do so, overal
assessnment to establish baseline data should be
conducted and recorded by a conservator in a
Conservation Survey. Photographs are also helpful in
docurnenting and determ ning the rate of deterioration
of nmuseum property. Photographi ¢ docunentation
shoul d i nclude cl ose-up views that show the object's
condi tion.
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b)

d)

Envi r onment

Envi ronnental nonitoring provides a record of the
ef fectiveness of tenperature and hum dity controls,
and of neasures taken to reduce light. Curatori al
staff should react to any drastic change in such
conditions by determ ning the cause of the change,
correcting the problem and/or renoving nuseum
objects to stable and safe conditions.

Security

Conmponents of the electronic security and fire
detection and/ or suppression system protecting an
area housi ng nuseum obj ects may have deteriorated or
beconme obsol ete, and need to be replaced. Security
procedures should be reviewed to deternmine their

ef fectiveness.

O her Indicators

O her indicators provide data on the effectiveness of
t he housekeepi ng program A decrease in the nunber
of insects trapped in sticky traps may indicate that
pl acenent of the traps has effectively stopped
insects at the perineters of a structure before they
reach storage areas. However, analysis of the
effectiveness of any part of the program shoul d be
based on all available information. In the exanple
provi ded, a decrease in the nunber of insects may

al so be caused by a general decrease in the

popul ati on due to seasonal variation. Another

i ndi cator of the plan's success mght be that filters
inan air purifier installed in a storage room need

| ess frequent changing once dirt and dust |evels have
been reduced. By assessing all of the indicators, a
clear picture of the plan's effectiveness may be
obt ai ned.

When parts of the plan are ineffective, alternatives
shoul d be considered. For exanple, the staff notes
that the patina of a statue has been rubbed off
because visitors repeatedly touch it during tours
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t hrough a historic house. Although protective
barri ers recommended by the housekeepi ng pl an have
been applied by a conservator, it is clear that
deterioration is continuing. Mving the statue or

provi di ng physi cal

barriers that prevent the public

fromreaching the object may be necessary.

Regul ar monitoring of the plan and its effects
i nevitably suggests needed changes and refinenments.
The plan as a whol e should be reviewed annual ly and

revi sed
initial

speci al

as needed.

Pr of essi onal review of the

plan is critical, and review of any changes
made in the plan also should receive the attention of
sts. Managenent approval shoul d be obtai ned
whenever a significant change is nade to the plan.
Revi ew recommended procedures, techni ques, supplies,
and schedules to ensure that they remain valid.

D. CHECKLI ST OF ESSENTI AL HOUSEKEEPI NG SUPPLI ES AND EQUI PMENT

TASK

EQUI PVENT

DUSTI NG
(Objects and floors)

DAMP_CLEANI NG
(Obj ects and Fl oors)

WAXI NG
(Wod and Metal)
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St apl es Wax, cheese cloth

POLI SH NG

(Metal) Goddards or Eureka polishing
cloth

VACUUM NG

cani ster style vacuumw th

vari abl e suction and doubl e
filters, hand-held or over-the-
shoul der vacuum

E. SAMPLE FORMS FOR VRl TI NG AND TRACKI NG A HOUSEKEEPI NG PLAN

This section contains sanple forns for witing and tracking a
housekeepi ng plan. The format and content of these sanple
forms may be adapted to neet the specific needs of each
bureau and/or unit. The follow ng fornms are included:

Titl e Page

a-d Sanpl e Anal ysis of Space Form
Sanpl e Daily Housekeepi ng Schedul e
Sanpl e Quarterly Housekeepi ng Schedul e
Sanpl e Housekeepi ng Procedure Form

NNANNN
A WN
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BUREAU NAME
UNI' T NAME
JOHAN SM TH TAVERN HOUSEKEEPI NG PLAN

Prepared by:

Title Dat e
Recomended by:
Unit Revi ew Approval Dat e
Approved by:
Unit Revi ew Approval Dat e
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Figure 7.1. Sanple Title Page
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ANALYSI S OF SPACE

Unit:
(name, acronym or other identifier)
Bui | di ng:
(name and/ or space nunber)
Room

(name and/ or nunber)

Prepared by:

Dat e:

1. Spati al characteristics

a. Fl oor area (square feet)

Fl oor or stair surfaces: describe materials or finishes
(i.e., wood carpet or runners)

b. VWal | area (square feet)

VWal | surfaces: describe materials or finishes
(i.e., paint or wall paper)

Nunber of w ndows:

Type of w ndows:

Type of window treatnment (i.e., draperies, curtains, shades,
shutters, and storm w ndows):

d. Ceiling area (square feet)

Ceiling surface: describe materials or finishes
(i.e., paint or ceiling paper)
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Figure 7.2a. Sanple Analysis of Space Form
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2. Uilities
a. Water (all sources and | ocations)
b. Electricity (all outlets, operable appliances, |ight

fixtures, and circuit breakers)

HVAC, air

a. Type of lighting

C. Gas (all outlets and | ocation of shut-off val ves)

3. Mechani cal system | ocation of main conponents (e.qg.
handl ers, hum distats, and dehumidifiers) their type, quantity,
and si ze)

4. Envi ronnental characteristics:

1) Nat ural (through what source, and from which direction):

2) Artificial (what type, wattage, and quantity):

b. Visible |ight readings

Dat e: Level : Locati on
Dat e: Level : Locati on
Dat e: Level : Locati on
Dat e: Level : Locati on
C. U traviol et readings
Dat e: Level : Locati on
Dat e: Level : Locati on
Dat e: Level : Locati on
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Figure 7.2b. Sanple Analysis of Space Form (Continued)
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d. Tenper at ur e readi ngs

| nstrunent used:

Location in room

e. Relative Hum dity readings

| nstrunent used:

Dat e: Level : Locati on

Dat e: Level : Locati on

Location in room

Dat e: Level : Locati on
Dat e: Level : Locati on
5. Security system (type and | ocation):
6. Fire detection/suppression system (type and | ocation):
7. Space usage
a. Staff:

b. Visitors:

C. Speci al events:

8. Museum property: list quantities by type of material
wi thin "paintings").

a. ar cheol ogi cal objects:

i ncl udi ng

nore specific subgroups (e.g., "paintings" and "watercol ors”
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Figure 7.2c. Sanple Analysis of Space Form (Continued)
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paper objects:

textil es:

pai nti ngs:

wooden obj ects:

net al objects:

ceram c, glass, and stone objects:

organics (e.g., leather, skin, feathers,

and ivory):

natural history materials:

conposite objects:

pl astics and ot her nodern inorganics:

ot her:
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Figure 7.2d. Sanple Analysis of Space Form (Continued)
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14

13

Year: 1991

12

Month: February
10 11

Remove trash and

Dust mop entrance
Clean the exterior of
exhibit cases

food

Clean restrooms

Daily

John Smith House
Vacuum doormats

Figure 7.3. Sanple Daily Housekeepi ng Schedul e
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UNI T NAME
HOUSEKEEPI NG PROCEDURE
TASK: Vacuum si |l k sof a

STAFF:

SCHEDULE: Quarterly

2

SUPPLI ES: Vacuum

Textil e vacuum brush
fi ber glass screen

TECHNI QUES: Move sofa out from wal

Lift under wood frame at each end
Open suction control on vacuum hose
Vacuum t hrough fi ber gl ass screen

CAUTIONS! : Do not put pressure on the weak silk on front,

back or sides.

Do not try to roll sofa on casters.
Lift carefully and set it down gently.

Name: Aut hor' s name

Title: Curatorial Staff

Dat e: May 12, 1992
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Figure 7.5. Sanpl e Housekeepi ng Procedure Form
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1976 Cyclical Miintenance for Historic Buildings.
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I nteragency Hi storic Architectural Services
Program O fice of Archeology and Historic
Preservati on.
Canadi an Conservation Institute
Ca-1CC Notes. Otawa, Canada: Canadi an
Conservation Institute.
Departnent of the Interior
1992 Departnental Manual Miuseum Property Handbook
411 DM Vol une |I. Washi ngton, DC
Chapter 4: "Introduction to Miseum
Property Preservation”
Section A1 "Preventive Conservation"
Chapter 5: "Environnment al Agents of
Deterioration”
Section D. "Monitoring and Controlling
Rel ative Humdity and
Tenper at ure"
Section E. 2 "Monitoring Light Levels"
Section E. 3 "Controlling Light Level s"
Section F. 3 "Establishing an Air Pol -
[ ution
Moni toring Progrant
Section F. 4 "Met hods for Controlling
Air Pollution”
Chapter 6: "Bi ol ogi cal Infestations"
Section C. "Establ i shing an Integrated
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Pest Managenent Program
for Museum Property”

Chapt er 8: "Handl i ng, Packing, and
Shi ppi ng"

Section A "I nportance of Proper
Handl i ng"

Section B. "Practices to Ensure (bject
Saf et y"

Section C "General Rules for Handling
Museum Cbj ect s

Section D. "Rul es for Mving Objects”

Chapter 9: "Museum Property Storage"

Section B. "Conponents of Miseum
Property Storage

Section C "Museum Property Storage
Pl anni ng"

Chapter 10: "Conservation Treatnent"

Section A 2 "M ni rum Tr eat nent
Necessary"

Chapter 11: "Museum Property Security

and Fire Protection”

Section C. la "Enployee Training"
Section D. "Corrective Actions to
Ensure Museum Security"
Section E. 1,3 "Fire Prevention"
"Fire Suppression”

Chapter 12: "Museum Property Energency
Pl anni ng"

Section C 1 "Assign Responsibility for
Pl anni ng"
Section C 9 "Train Personnel in Howto
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Use the Pl an”
Section C. 10 "Test the Plan”
Section C. 12 "Keep the Plan Current™

Chapter 13: "Pr of essi onal
Consi der ati ons”

Section B. "Curatorial Health and
Saf et y"
Chapter 14: "Pl anni ng, Fundi ng, and
Staffing"
Nati onal Park Service
1990 Museum Handbook, Part 1. Washi ngton, DC
Nat i onal Park Service, Curatorial Services
Di vi si on.

Curatorial Care Appendi ces:

Appendi x 1 "Curatorial Care of
Ar cheol ogi cal bjects”

Section B. "Handl i ng Archeol ogi cal
Mat eri al s"

Section C "Cl eani ng Archeol ogi cal
(bj ect s

Section D. "Preventive Care:

Envi r onnent al
Requi r enent s"

Appendi x J: "Curatorial Care of Paper
(bj ect s
Section D. "Preventive Conservation"
Appendi x K: "Curatorial Care of Textile
(bj ect s
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Secti on D. "Preventive Conservati on:
Envi ronnment, Pests, and
Handl i ng"

Section E. "Preventive Conservati on:
St or age”

Section F. "Preventive Conservati on:
Exhi bit"

Appendi x L: "Curatorial Care of
Pai nti ngs"

Section C. "Preventive Conservation of
Pai nti ngs"

Appendi x M "Curatorial Care of
Cellulose Nitrate
Negati ves"

Section C. 3c "Monitoring"

Appendi x N: "Curatorial Care of Woden
(bj ect s

Section E. "Preventive Conservation"

Appendi x O "Curatorial Care of Metal
(bj ect s

Section D. "Preventive Conservation"

Appendi x P: "Curatorial Care of
Cerami ¢, d ass, and Stone
(bj ect s

Section D. "Preventive Conservation"

Nat i onal Park Service
Conserve O Gam Series (Rev. 1992).
Washi ngton, DC. National Park Service,
Curatorial Services D vision.
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Lewi s, Ral ph H

1976 Manual for Museunms. Part 3, "Furnished
Hi storic Structure Miuseuns”, Chapter 11 and
Part 4, "Exhibit Maintenance and
Repl acenent”, Chapter 15. Washington, DC
U S. Governnent Printing Ofice.

Sandwi t h, Herm one and Stai nton, Sheila
1984 The National Trust Munual of Housekeepi ng.
London: Pengui n Book.

Si nronson, Kaye Ellen (conpiler)
1990 Mai ntaining H storic Buildings: An Annotated

Bi bl i ography. Washington, DC. U S.
Departnent of the Interior, National Park
Service, Preservation Assistance D vision.

2. Specific Docunents Pertaining to Housekeeping
The specific docunent that can be used to support the
devel opnment of the housekeeping programis:
Conservation Survey
Museum Property Storage Plan
Rel ease Date: 7:43

New



DEPARTMENT OF THE INTERIOR

DEPARTMENTAL MANUAL

Museum Property Handbook
(411 DM Vol une 1)

Chapt er 7 Housekeeping: "Preventive Conservation”

7: 44 Rel ease Dat e:
New



