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Museum of London Volunteer Training Bank: Object Handling
This is a short, half day course to give object handling training to volunteers who handle and move small to medium size objects in the course of their work.
Training is designed to apply in almost every situation. It concentrates on the practical assessment of the factors which must be considered every time an object is handled. Participants will be asked to respond and highlight possible hazards encountered in an everyday scenario in museums and galleries. 
Training concentrates on risk assessments for both object and handler although several additional topics are covered, such as good safe manual handling to maintain people’s health and action in case of an accident. 
You will probably want to involve either your curators, or conservators in helping you to run this course.

Course designed and pilots delivered by Deirdre Mulley 2008: mulley@clara.co.uk
	Introduction

(PowerPoint slide 1)
	· Introduce yourself and your role in the museum/gallery
· Discuss broadly what kind of objects we are dealing with and the context

	Examples might be assisting with displays, moving objects from cases in exhibition areas to storage or cataloguing tasks
	5 min

	Dress code
	· Footwear (no flip flops, high heels and exceptionally sturdy or steel cap boots might be required)
· Clothing – no restricting skirts, avoid belts with buckles
· Jewellery – no sharp rings, sharp watch straps, dangling necklaces and bracelets 
· flying objects (pens/tools projecting from pockets)
· consider wearing an apron or overall


	Work with flip chart

To stress the importance of wearing appropriate protective clothing to safeguard personnel and object
Try and get in the right frame of mind to carefully handle objects

Trainer demonstrates by removing sharp accessories and putting on apron
	5 min


	Assess risk to object from handling
	· high or low risk
· material –robust or fragile

· note (visual and or write down) existing damages

· surface

· age, rarity, aesthetic value etc.

· type of handling activity

· it may be necessary to temporarily exclude the public

· if it is a handling session for visitors, consider provision of a soft floor covering to give some protection if an object is dropped

· assess for potential damage at:

· the point where two materials meet

· seams or joins

· at the base or length of protrusions – do not lift by arms, spouts or handles

· thin or delicate materials and surfaces

· sites of previous repairs

· points that take weight or strain

· near loose or easily moving parts; consider carrying loose pieces separately

· no sticky materials – even temporarily
· pencils only near objects

· shape, size and weight of object
	Work with flip chart

This is a vital step in the process
	8 min

	When an object is moved it is at risk

(PowerPoint slide 2)
	Go through slide
	Summary of main dangers to object when handled


	2 min

	Assess risk to person from handling certain objects
	· objects with the potential to cause harm
· lift from underneath and if necessary stage lift, e.g. onto battens from floor
· Bend the knees and keep the back straight, let the legs not the back take the strain….

· Guidelines weight vary for lifting and lowering objects with type of activity, frequency, individual capacity etc. – if in doubt consult HSE information packs on manual handling
· Try not to change grip, maximize area of contact: use moving gear such as trolleys wherever possible
	Work with flip chart

It is essential that objects that have the potential for harm are identified: produce an object from the collection to illustrate this.
Examples include:

· sharp blades on skates or knives etc.

· stuffed animals which have been preserved with arsenic in the Victorian period

· pharmaceutical collections

· BTA in copper alloy lacquers, residual pesticides on wood

· some types of gas masks used asbestos for filters
	8 min

	The move
(PowerPoint slide 3)
	Go Through slide
	Summary of main actions
	2 min

	Safe lifting and use of equipment
(PowerPoint slides 4 & 5, Handout 1)
	Look at ‘Safe lifting and manual handling’ slide. More detailed advice at www.hse.gov.uk 

Hand out ‘Mind your back!’ sheet. Go through ‘Safe using of equipment’ slide
	Main points to remember

Guidelines if moving equipment needed and available
	5 min

	Clean hands or gloves? To protect the handler and or the object? 


	Grease, sweat, weak acids and salts on hands can cause metals to corrode and make organic objects more attractive to attack from insects as well as physically making the object dirty. Hand-washing with non-perfumed soap lessens damage due to dirt. Re-wash if your hands become dirty. There is some evidence that clean and dry hands are safer than using gloves. There is the danger of dirt on cotton gloves transferring to an object. Surfaces can catch on the threads of cotton gloves. It is possible that a reduced sensation with gloves puts objects at greater risk from rough handling and if gloves are not the correct size for the wearer, an unsure grip and sense of clumsiness could mean that a slippery object (e.g. a glazed ceramic) is more easily damaged. Gloves are perhaps best used with unpolished marble, unglazed ceramics (staining or marking a possibility), painted surfaces, paper and textiles and arguably essential with metals, gilding (gold and silver leaf) and natural history 


	A debatable area; preferences and approaches differ.
Many museums have set a set approach – if this is the case, outline it here, demonstrating with the range of gloves in use
	3 min

	Gloves
(PowerPoint slide 6, Handout 2)
	Look at when to use gloves slide, and handout the ‘Gloves’ sheet,  discuss different types and explain applications
	Explore issues around gloves; when they must be worn, when they are optional and when they should not be worn.

	2 min

	Discuss routes and hazards in your building
	· Never rush!

· Usually need at least two people. One person in charge and responsible for giving directions to others. For unusually shaped objects or large objects where manoeuvring is tight – carry out a dummy run

· Do not allow load to obscure your view

· Look out for public – consider hazard signs like warning objects on the move!
· Clear pathway of all obstructions including flexes, surrounding objects etc.

· Check turns, door widths and heights, changes in level, steps, ramps, unevenness etc.

· Avoid placing object on the floor during a rest

· Never overload and avoid carrying objects of different material, size and weight at the same time

· Stand objects on their most stable surface or moving – consider an inverted position
· Carry flexible objects on a rigid support small objects on trays or in boxes

· If going outside the building, consider the weather
	Work with flip chart


	3 min

	The Journey
(PowerPoint slide 7)
	Explore a sample ‘journey’ with an object
	Summary of main hazards
	2 min

	Prepare the final destination
	· appropriate, clean and tidy, secure with compatible environment
· object should never be left directly on the floor – prepare blocks etc., also ensure racks, shelves and tables can take the load safely

· if objects are packed n a tray – label to indicate how many objects therein

· discard non-preservation wrapping material if object is to be left for any length of time
	Work with flip chart


	3 min

	Safe destination and placement of object 

(PowerPoint slide 8)
	Go through slide.
	Discuss the conditions that prevail in your institution
	2 min

	Packing aids and object handling

(Handouts 3 & 4, acid free tissue paper)

	Give out handouts and split into small groups
	Each group constructs each of the 3 types of tissue wad

Demonstrates safe ways to move objects
	10 min

	Practical session
(Materials required:

A range of objects i.e. archaeological specimens 

metals 

ceramics, tiles, stone  

coins, numismatic collections 

costumes, textiles  

ethnographic material  

glass  

ivories, bone  

lacquer ware 

leather  

photographs  

wooden objects, painted wood varnished wood  

plastic objects  

2D works  - paper (documents etc), oils, framed and unframed works. 

A table covered in a protective material – e.g. a sheet of plastazote 

Gloves (if appropriate)

Pencils

Tie-on labels

Tissue paper (need not be acid-free) and bubble wrap

Plastic trays and boxes (e.g. kitchenware from £ shops) – various sizes)

	Participants to make to make packing aids from tissue
Participants to consider the use of gloves or otherwise

Participants to assess:

· risk to object

· risk to person

· the route - moving the object from a display case to a store (including the eventuality of having to go briefly outside the building)

· preparing the final destination

	Divide into groups – works better if no less than 3 people in each
Objects will vary according to type of museum/gallery and type of task the participants are preparing to work with. Participants will generate more interesting observations and discussion with complex objects
Each group will require at least five objects and:

· a  table covered in a protective material – e.g. a sheet of plastazote 

· Gloves (if appropriate)

· Pencils

· Tie-on labels

· Tissue paper (need not be acid-free) and bubble wrap

· Plastic trays and boxes (e.g. kitchenware from £ shops) – various sizes

	40 min

	Break 
	
	
	15 min

	Practical session
	
	Continues
	20 min

	Feedback
	
	Work with flip chart

Each group gives feedback about each object with contributions from other groups
Summarize any particulars to the circumstances (journey/destination etc.) of your institution


	20 min

	In case of an accident
	· Participants are asked to respond to accidental damage from handling
	Work with flip chart

Training will reduce the risk of an accident, however the participants need to know how to respond in such an eventuality to mitigate against further damage and loss

The trainer empties fragments of a damaged object onto the floor – e.g. a worthless plate broken into smithereens to generate responses and discussion


	8 min

	“Oh Sugar….., what do I do?” – A post accident guide

(Handout 5)
	Give out handout
	Summarizes action to be taken at the scene of an accident
	2 min

	Barriers and solutions to good practice in this institution

Action planning
	· Each to list four essential factors to be considered before handling an object
· Each to outline any factor they consider hinders best practice in your institution
	Work with flip chart

To summarize training outcome and to highlight any improvements that could be made to achieve best practice
	15 min

	Feedback from participants (oral or written)
	
	
	Total 180 min


