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Collections Management Policy 

Section A: Mission 

The Las Vegas Natural History Museum’s strives to inspire, through educational 

exhibitions and programs, a better understanding and appreciation of the natural world, 

the sciences and ourselves.  

Section B: Statement of Purpose 

Collections form the core of the Las Vegas Natural History Museum’s (LVNHM) exhibits, 

public education programs, and activities. The collections enhance the cultural and 

educational enrichment of the community. The LVNHM is dedicated to the preservation 

and interpretation of its natural history and cultural history collections. To achieve this 

purpose, the LVNHM actively pursues the establishment, the expansion, and the 

maintenance of its collections in natural history and in cultural history by addressing 

critical issues in the management and care of the collections to assure that future 

generations can enjoy and learn from the collections for years to come.  

Section C: Purpose of Collections Policy 

1. Establish the methods of acquiring natural history related items for the LVNHM. 

2. Establish the methods of deaccessioning items from its collections. 

3. Establish procedures for a comprehensive record keeping system of all items 

placed in the LVNHM’s custody.  

4. Establish procedures for the optimum care and management of the LVNHM’s 

collections. 
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5. Establish procedures by which collections items may be loaned to other 

museums, institutions, and private parties. 

6. Establish procedures for the ethical and legal management of collections. 

7. Establish procedures to answer all questions concerning the LVNHM’s 

collections.  

8. Establish procedures to provide approved researchers access to the collections. 

Section D: Criteria for Collections 

The LVNHM houses and cares for four types of collections for research, curation, 

exhibition, and educational programs. The collections establish valuable educational 

and cultural resources for the community. The four collections are: 

1. The Repository Collection 

2. The Non-living Collection 

3. The Teaching Collection 

4. The Living Collection 

Section E: Definitions of Types of Collections 

1. The Repository Collection consists of collections owned by federal agencies, 

other institutions, or private individuals which are in our care for curatorial 

purposes. The LVNHM meets the Secretary of the Interior’s Repository 

Standards (36CFR79.9) and curates collections from federally managed public 

lands, state lands, and private property. The museum checks incoming 

collections to ensure they meet the secretary’s standards. Objects from this 

collection may be loaned to other institutions or approved researchers (on or off-
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site) according to the pertinent agreement with the agency, institution, or collector 

who owns the items. 

a. Objects are accompanied by all curatorial agreement paperwork as 

appropriate. 

b. Objects are housed in the annex, and no part of the collection may leave 

the annex except under proper loan or transfer documentation and 

procedures. 

c. This collection is maintained and cared for according to standard curatorial 

practices by the Natural History and Cultural History Collections 

Managers. 

i. Objects are to be received in compliance with standard curatorial 

practices and guidelines. 

ii. If objects are not received in compliance with standard curatorial 

practices and guidelines, the Natural History or Cultural History 

Collections Manager will oversee their upgrade to standard 

curatorial practices. The agency or institution to which they belong 

is responsible for the expenses related to this upgrade, including 

but not limited to wages and curatorial supplies. 

2. The Non-living Collection consists of taxidermied or otherwise preserved 

specimens; geological, paleontological, and other natural history related 

specimens; art and sculpture with a natural history or cultural history theme; and 

archaeological or cultural artifacts. Objects from this collection may be loaned to 

other institutions or approved researchers (on or off-site). 
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a. Objects are accompanied by all acquisition and registration information 

pertinent to each item.  

b. Items are permanently housed in the museum or the annex, and no part of 

the collection may leave the museum or annex except under proper loan, 

gift, or deaccession procedures.  

c. This collection is maintained and cared for according to standard curatorial 

practices by the Natural History and Cultural History Collections 

Managers. 

3. The Teaching Collection consists of non-original, non-registered, and/ or 

deaccessioned items used by the Education Department for educational 

programs, hands-on activities in the museum, and for outreach programs. 

Objects from this collection may be loaned to approved researchers (on or off-

site). 

a. These items are inventoried, but do not require full registration, accession, 

or curatorial care thereafter.  

b. Teaching Collection items are housed in the Education Department in the 

museum, separate from the Non-living Collections storage areas.  

c. This collection is maintained by the Educational Director. 

4. The Living Collection consists of live invertebrate and vertebrate animals from 

both aquatic and terrestrial environments. Live animals are incorporated into 

LVNHM exhibits based upon the educational impact the observation of live 

animals has on increasing the understanding and appreciation of world wildlife 

and their ecosystems, as well as public interest.  
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a. Animals are permanently housed in the museum and are used for animal-

related education and for outreach programs.  

b. This collection is maintained and cared for according to standard practices 

as set by the Association of Zoos & Aquariums (AZA) by the Living 

Collections Manager. 

Section F: Access to Collections 

1. Repository Collection: 

a. The Natural History and Cultural History Collections Managers and the 

LVNHM Director have access to the Repository Collection storage areas. 

b. The Repository Collection items on display are moved or handled only 

under the supervision of the appropriate Collections Manager or the 

LVNHM Director. 

c. The Natural History and Cultural History Collections Managers keep a log 

to document access to the collections annex. The log notates date, name, 

and reason for access. 

2. Non-Living Collection:  

a. The Natural History and Cultural History Collections Managers and the 

LVNHM Director have access to the Non-living Collection storage areas.  

b. Non-living Collection items on display are moved or handled only under 

the supervision of the appropriate Collections Manager or the LVNHM 

Director.  
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c. The Natural History and Cultural History Collections Managers keep a log 

to document access to the collections annex. The log notates date, name, 

and reason for access. 

3. Teaching Collection:  

a. The Education Director and the LVNHM Director have access to the 

Teaching Collection. 

b. Teaching Collection items are utilized at the museum or loaned as 

appropriate under the supervision of the Education Director. 

4. Living Collection:  

a. The Living Collections Manager and the LVNHM Director have access to 

the Living Collection, including the handling and feeding of the animals. 

b. Only authorized animal handlers may remove animals from their habitats 

for handling.  

c. Staff members and volunteers may handle animals only after proper 

training and approval from an authorized animal handler. 

d. All animal handlers, including the public who pet the animals, must 

cleanse their hands with antibacterial soap before and after handling any 

animal, including touch tanks. 

Section G: Collections Record Keeping Policies 

1. Repository Collections: 

a. All items placed in the Repository Collection are recorded upon 

acceptance into to the repository in a manner predetermined by the 

Natural History and Cultural History Collections Managers. 
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b. Each Repository Collection source file will include: 

i. A transfer of custody document indicating the agency or institution 

that owns the items. 

ii. A description of each item including provenance, physical condition, 

and curatorial compliance status. 

iii. An agreement concerning the availability of objects to be loaned to 

approved researchers (on or off-site).  

2. Non-living Collections: 

a. All items placed in the Non-living Collections are recorded upon accession 

in a manner predetermined by the Natural History and Cultural History 

Collections Managers.  

b. Each Non-living Collection source’s file will include the following: 

i. A transfer document such as a gift or loan agreement, receipt (if a 

purchased item), or other documentation indicating transfer of 

ownership. 

ii. An accession form, if the item is a gift, with detailed information 

such as provenance and condition of the item. 

iii. If the item was transferred from one of the LVNHM’s other 

collections, a deaccession form detailing the reason why it was 

removed from the other collection and the item’s condition upon 

deaccessioning (and the item’s condition upon accessioning into 

the Non-living Collection, if different). 



LVNHM Collections Management Plan (2021) 12 
 

iv. All information is also to be computerized. These records are 

backed-up on a regular basis and a copy is stored off site. 

3. Teaching Collections: 

a. All items placed in the LVNHM Teaching Collections are recorded in a 

manner predetermined by the Educational director.  

b. All items are inventoried, but none are accessioned.  

4. Living Collections: 

a. The Living Collections Manager is responsible for ensuring all appropriate 

records are kept.  

b. Each animal’s record will include all the same items as detailed in Section  

G.1.b for the Non-living Collections with the addition of: 

i. Daily feeding, watering, and habitat cleaning records. 

ii. Other animal or habitat care as appropriate, such as water 

changes, aquarium water chemistries, and veterinarian attention. 

c. Every day, designated animal care staff will input animal care records into 

the computer as well as print a hard copy to be kept in a notebook. 

d. Computer records are maintained and include animal care documents 

recording the natural history, ecological, and captive biology requirements 

for the optimum husbandry and ethical treatment for each animal in the 

Living Collections.   

e. As new animals are added to the collections, appropriate documentation 

must be added for each animal. 

Section H: Acquisitions (Accessions) 
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Objects and animals may be added to the LVNHM’s collections by means of gifts, 

bequests, purchases, exchanges, or by any other transaction in which the ownership of 

the object passes to the LVNHM.  

1. All items donated must be approved by the appropriate Collections Manager and 

the LVNHM Director.  

2. The Board of Directors must also approve items under certain conditions: 

a. Exceptionally valuable or large collections. 

b. Encumbered by intellectual property rights (copyright, patent, trademark, 

or trade secret). 

c. Inappropriate to exhibit (obscene, inflammatory, or physically hazardous). 

3. Repository Collections:  

a. Items in the Repository Collections are not accessioned. 

b. All objects will be inventoried to allow the effective management of 

movement within the Repository and Museum, and to allow access to 

collections by researchers or other institutions. 

4. Non-Living Collections: 

a. Objects accessioned into the Non-living collections must be relevant and 

consistent with the LVNHM’s mission. 

b. Prior to acceptance of objects, the appropriate Collections Manager must 

ensure: 

i. The LVNHM can provide storage, care, and preservation in keeping 

with acceptable professional standards until the object(s) are no 

longer useful and in keeping with the mission. 
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ii. The LVNHM can acquire valid and legal title to the objects. 

1. In the United States. 

2. In the country of origin (if different). 

iii. The provenance ensures the items collected or recovered using 

legal and ethical methods. 

1. Does not support (or appear to support) unethical or illegal 

collection or recovery methods. 

2. Does not support (or appear to support) irresponsible 

damage to or destruction of archaeological or other 

collection sites.  

iv. The objects are free of restrictions imposed by the donor regarding 

future use and signage. 

v. A transfer document (gift agreement, receipt, or other document 

transferring sole legal ownership to the LVNHM) is signed by the 

donor and by the appropriate Collections Manager or the LVNHM 

Director. 

c. The LVNHM hold permits to collect deceased wild specimens. 

d. The LVNHM may accept objects that have been confiscated by 

governmental authorities and subsequently offered to the LVNHM. 

e. Objects will only be considered for purchase if comparable objects are not 

obtainable through donation, bequest, or exchange. Financing must be 

secured prior to purchase. 
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f. The LVNHM will not acquire copies or reproductions of original material for 

display or research purposes without the authorization of the institute in 

which the original material is stored. 

g. Acquisition documentation is maintained by the appropriate Collections 

Manager, shall be prompt, and must include as appropriate: 

i. Date of acquisition, who accepted the items, and the name of the 

donor. 

ii. If purchased: name of the vendor, address, phone number, and 

price. 

iii. Provenance of all items. 

iv. Condition of all items. 

v. If an item was acquired by the direct result of deaccessioning 

another item, the acquisition documentation shall specify, “as 

provided by” the donor of the original item. 

5. Teaching Collections: 

a. Objects accepted into the Teaching Collections must be relevant and 

consistent with the LVNHM’s mission. 

b. Prior to acceptance of objects, the Education Director must follow the 

guidelines specified in Section H.4.b. 

c. Objects will only be considered for purchase if comparable objects are not 

obtainable through donation, bequest, or exchange. 

d. Items will be inventoried, but no other curatorial or preservation measures 

are required. 
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6. Living Collections: 

a. Animals accepted into the Living Collections must be relevant and 

consistent with the LVNHM’s mission. 

b. Prior to acquisition, the Living Collections Manager must ensure that the 

LVNHM can provide adequate temperature and other environmental 

controls required to mimic each animal’s natural habitat in accordance 

with standard zoological practices. 

c. Animals may be purchased through or donated by licensed, reputable 

dealers only if the animals were received legally and ethically. 

i. Their acquisition must not support (or appear to support) the 

unethical or illegal collection or recovery of any animal or specimen. 

ii. Their acquisition must not support (or appear to support) 

irresponsible damage to or destruction of the environment. 

d. The LVNHM holds permits to collect live king and gopher snakes. No 

other live wild animals may be collected. 

e. The LVNHM accepts animals and specimens that have been confiscated 

by governmental authorities and subsequently offered to the LVNHM. 

f. Animals will only be considered for purchase if comparable animals are 

not obtainable through donation, bequest, or exchange. Financing must be 

secured prior to purchase. 

g. All new animals must be quarantined for at least 30 days before being 

introduced into a habitat with other animals.  
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h. Acquisition documentation is maintained by the Living Collections 

Manager, shall be prompt and must include as appropriate: 

i. Date of acquisition, who accepted the animals or specimens, and 

the name of the donor. 

ii. Transfer documentation (gift agreement, receipt, or other document 

that transferred sole legal ownership to the LVNHM) signed by the 

donor and by the Living Collections Manager or by the LVNHM 

Director. 

iii. If purchased: name of the vendor, address, phone number, price. 

iv. Provenance of all animals or specimens. 

v. The health and condition of all animals or specimens. 

vi. Medical care history of all animals. 

vii. If the animal was acquired by the direct result of deaccessioning of 

another item, the acquisition documentation shall specify, “as 

provided by” the donor of the original item. 

7. Appraisals and insurance values: 

a. All objects acquired through donation, exchange, or field collection will be 

assigned an in-house insurance value. 

b. Items purchased will be insured at the purchase price unless a higher 

value is assigned by the appropriate Collections Manager or the LVNHM 

Director. 

c. The LVNHM will not provide appraisals to prospective donors due to 

possible questions regarding the objectivity of the appraisal value. 
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d. If an appraisal is supplied to the LVNHM by the donor at the time of 

donation, the value may be recorded with the accession information. 

i. Recording a provided appraisal does not imply its validation by the 

LVNHM. 

ii. The LVNHM Director will confirm the receipt of the appraised 

donation by signing Form 8283 after completion by the donor’s 

appraiser. If any item donated to the museum that is likely to be 

appraised at $5,000.00 or more, the donor must have the item 

appraised by a qualified appraiser (Internal Revenue Service 2020). 

iii. The LVNHM will not compensate the donor for this appraisal.  

Section I: Deaccessions 

The LVNHM shall consider objects for deaccessioning to improve the collections, 

exhibitions, or educational programs. 

1. Repository Collections:  

a. As items in the Repository Collections are not accessioned (Section H.3), 

they are not deaccessioned. 

b. All objects are returned as soon as can be arranged according to 

appropriate transfer conditions upon request from the rightful owner. 

i. Transfer paperwork will indicate the date of transfer, the objects to 

be transferred, and who is to take responsibility for the objects 

during the transfer. 

ii. Returned objects will include all associated documentation. 
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2. Non-living Collections: 

a. Objects in the Non-living Collections may be deaccessioned as 

determined by the appropriate Collections Manager or the LVNHM 

Director utilizing the following considerations and criteria: 

i. The item does not support the LVNHM’s mission statement, is no 

longer relevant and useful to the LVNHM’s purposes and activities, 

or has deteriorated or been damaged beyond repair. 

ii. The LVNHM is no longer able to care for, store, and preserve the 

object in accordance with standard curatorial practices. 

iii. There is a duplication or redundancy of Collection material. 

iv. The item is to be repatriated in accordance with the Native 

American Graves and Repatriation Act (43 CFR Part 10). 

v. The object poses a threat to the health or safety of LVNHM staff, 

visitors, or any other object in the Collection. 

vi. The object has been selected for consumptive research. 

Documentation must include the results of the consumptive 

research. 

3. Teaching Collections: 

a. Items in the Teaching Collections may be deaccessioned as determined 

by the Education Director or LVNHM Director. 
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b. No formal deaccessioning process is required for items in the Teaching 

Collections. 

 

4. Living Collections: 

a. Animals in the Living Collections may be deaccessioned as determined by 

the Living Collections Manager or LVNHM Director utilizing the following 

considerations and criteria: 

i. If an animal grows too large for its habitat, it may be exchanged for 

a smaller animal through reputable animal dealers or organizations 

as specified in Section H.5.c.  Animals may only be transferred to 

another organization if it is able to properly care for them. 

ii. The LVNHM is no longer able to maintain or care for the animal in 

accordance with standard zoological procedures. 

iii. There is a need to improve or strengthen the representation of 

certain species or animal groups of the Living Collections to further 

the goals of the LVNHM. 

iv. Upon the death of a live specimen.  

1. It will be properly labeled and frozen until further assignment 

is made.  

a. Non-living Collections (taxidermied or de-fleshed and 

added to the comparative collection). 

b. Teaching Collections.  

c. Off-site disposal. 
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2. The date of death and probable cause of death must be 

noted in the animal maintenance log. 

3. Euthanasia (if necessary) of an animal must be done 

humanely by a staff member or a veterinarian. 

4. As a safety precaution, in the event of a death of a 

venomous animal (i.e., scorpion, lionfish, etc.), the Living 

Collections Manager (or designated staff member) will 

handle the specimen with tongs, a net, or by some other 

means to avoid directly touching the animal. 

5. The LVNHM will contact a certified animal disposal agency 

for removal of the remains if there is a freezer failure or if the 

disposal needs are beyond our ability to safely provide. 

5. The formal deaccession process will begin with the appropriate Collections 

Manager or the LVNHM Director.  

a. Collections Mangers will periodically review objects to determine if any 

should be considered for deaccession.  

b. If recommended for deaccession, the information will be submitted to the 

Conservation Committee for review where they will organize the facts and 

figures (both pro and con) concerning the deaccession request and 

consider the LVNHM mission and its public trust responsibility.  

c. Deaccessioning is approved upon majority vote.  

6. Disposal of deaccessioned items shall be made by one of the following means, 

listed in order of preference. 



LVNHM Collections Management Plan (2021) 22 
 

a. If applicable, returned to the governing federal agency. 

b. Transferred into the Teaching Collections. 

c. Exchanged with another non-profit or scholarly institution. 

d. Donated to another non-profit or scholarly institution. 

e. Sold to another non-profit or scholarly institution. A written appraisal for 

objects with estimated values over $500 will be obtained by one or more 

qualified and disinterested third parties. 

f. Made available at a publicly advertised auction. The sale will be handled 

by a disinterested third party. 

g. If an object is already destroyed, it may be disposed of according to state 

and federal laws. 

h. Object destruction.  

i. Must be done with approval from the Conservation Committee and 

follow applicable state and federal laws. 

ii. Two impartial witnesses are to be present to observe and 

document the destruction. 

7. Under no circumstance may deaccessioned objects be sold, given, or 

possession otherwise obtained by a member of the Board of Directors, member 

of the Advisory Committee or Conservation Committee, LVNHM employee, or 

volunteer, or their representative or immediate family. Items will not be moved to 

the LVNHM’s Gift Shop for sale. 

8. All funds received from the sale or trade of any deaccessioned item will be used 

toward new acquisitions or for the direct care of existing collections.  
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a. New acquisitions may further enhance the Non-living, Teaching, or Living 

Collections to better support the LVNHM’s mission.  

b. The direct care of existing collections may include but is not limited to 

enhancing the life, usefulness, or quality of a Collection or any item within 

the Collections. To facilitate deciding if an expense qualifies as direct care, 

refer to the matrix and guiding questions provided by AAM (2019).   

9. Any accession numbers or other marks that identify the object as LVNHM 

property will be removed from the object before disposal. 

10. The deaccessioning process will be documented on the Deaccession Form 

explaining the reason for the deaccessioning decision and how the decision 

supported the LVNHM’s mission. The Deaccession Form will be placed in a 

permanent record for disposals. 

11. When an item that may be acclaimed, has a high monetary value, or is locally 

beloved has been recommended for deaccession, the LVNHM must notify the 

public. The LVNHM’s Communication Plan is to:  

a. Explain the intent and circumstances of the decision to deaccession the 

item on the LVNHM’s webpage and social media, to ensure the public 

trust and to avoid negative publicity. 

b. Allow at least 30 days to pass before disposal to allow for public comment. 

c. Assign an employee to be the spokesperson for the LVNHM, who knows 

the framework that guided the decision and all the particulars of the 

deaccession.  
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i. Make a clear and compelling case in favor of the deaccession if 

called upon by the public. 

ii. Answer public questions concerning the deaccession decision. 

iii. Field public comment. 

d. All content and information must be approved by the LVNHM Director prior 

to being shared with the public. 

Section J: Code of Ethics/ Conflicts of Interest 

1. Activities that conflict with staff responsibilities or cause staff members to favor 

outside interests over those of the LVNHM must be avoided. Since the main 

responsibilities of the LVNHM are to care for and maintain objects in the public 

trust, and to use those objects in an educational manner, the LVNHM requires of 

its employees, volunteers, members of the Board of Directors, and members of 

other associated committees (LVNHM staff): 

a. To act ethically and legally in acquiring, collecting, and disposing of 

objects. 

b. To discourage unethical, illegal, and destructive practices with the respect 

to collecting, acquiring, storing, displaying, transporting, and trafficking in 

objects. 

c. To refrain from providing appraisals for any objects. 

d. To abide by the recommendations set forth in the Code of Ethics for 

Museums (AAM 2000) and the Code of Professional Ethics (AZA 2017). 

2. No LVNHM staff or their representative or immediate family member shall take 

advantage of information available to them concerning the acquisition or 
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deaccessioning of object(s) for their personal collecting activities or other 

financial gain. This includes the direct or indirect purchase or other acquisition of 

objects deaccessioned from the LVNHM or by any other means. 

3. No LVNHM staff or their representative or immediate family member may 

compete for personal gain in the purchase of any object that is being considered, 

or is likely to be considered, for one of the LVNHM’s Collections. 

4. Should a conflict develop between the collecting needs or desires of an individual 

and those of the LVNHM, those of the LVNHM are always considered the priority 

and shall always prevail. 

Section K: Loans 

1. Incoming Loans: The LVNHM shall accept loans from other museums, 

institutions, and private sources for the purpose of exhibition or public education 

under the following conditions: 

a. Only objects approved by the LVNHM Director and the appropriate 

Collections Manager may be accepted as a loan. 

b. A formal written loan agreement has been signed by the LVNHM Director 

or the appropriate Collections Manager and the lender. 

c. Incoming loans shall be for stated purposes consistent with the LVNHM 

mission and have specified time periods. 

d. Objects on loan shall receive the same care as those which are owned by 

the LVNHM. 
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e. If damage occurs to a loan object (or group of objects) it is the 

responsibility of the LVNHM Director or the appropriate Collections 

Manager to contact the lender as soon as possible. 

f. No modification of the loan object shall be made by the LVNHM unless it 

is cosmetic in nature and easily reversible (i.e., drape base with burlap). 

g. The LVNHM shall not borrow any object which is physically or chemically 

unstable or requires conservation efforts. 

h. Long-term or “permanent” loans are to be executed only after careful 

consideration and full discussion with the LVNHM Director and the 

appropriate Collections Manager.  

i. Recognizing that many long-term loans are attempts to secure free 

storage, care, and preservation for personal collections, the LVNHM will 

only accept loans offered if there is reason to believe that the object(s) will 

be regularly exhibited. 

2. Outgoing Loans: The LVNHM shall lend objects from its Repository, Non-living, 

or Teaching Collections only to responsible and qualified institutions and/or 

individuals for the purposes of exhibition, public education, or scientific research 

under the following conditions: 

a. Only objects approved by the LVNHM Director or the appropriate 

Collections Manager may be loaned from the Repository Collection, Non-

living Collection, or from the Teaching Collections. 

b. Outgoing loan agreements must specify a date the loan terminates, the 

method of return, and who is responsible for the return. 
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c. Outgoing loan agreements must clearly state the intended use of the 

loaned item (i.e., exhibit, educational purposes, or scientific research). 

d. Loans will be considered based on the best interests of the LVNHM and 

the public it serves. 

e. No loan request will be approved if it exposes any object to undue risk 

because of exhibit conditions, means of transportation, or any other factor 

which falls below LVNHM conservation standards. 

f. The borrower will be responsible for the full cost of handling, 

transportation, and insurance.  

g. The borrower must comply with those methods of handling, transportation, 

and insurance adopted by the LVNHM or higher standards. 

h. The borrower may not make any modifications to a loaned object without 

prior, written permission from the LVNHM. 

i. The borrower is fully responsible for any object that is lost or damaged 

during transit or while the borrower maintains physical custody of the 

object. 

j. If damage occurs, the borrower must immediately notify and comply with 

the wishes of the LVNHM. 

k. The LVNHM may require that certain loans be accompanied by one or 

more staff members, both outgoing and incoming, and that packing and 

unpacking, mounting, and dismounting be supervised by one or more staff 

members. The borrower is responsible for the appropriate travel expenses 

if one or more LVNHM staff members are required. 
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l. When the loaned object is returned to the LVNHM, it shall be the 

responsibility of the LVNHM Director or Collections Manager to examine it 

for any changes in its physical condition. The LVNHM Director shall be 

immediately notified of any changes to allow for appropriate action by the 

LVNHM and the borrower. 

3. Live animal loans (incoming and outgoing) must be approved by the Living 

Collections Manager and the LVNHM Director. Loan agreements will be kept in 

the animal’s documentation. 

Section L: Insurance Procedures 

1. The LVNHM Director shall determine the insurance program.  

2. Insurance coverage is meant to supplement, not take the place of the standard 

care and preservation of the LVNHM’s collections. 

3. All collections and loans are covered by Huntington Block. 

Section M: Care and Preservation 

1. General policies for both Non-living and Living Collections: 

a. No food or drink is allowed in any areas housing collections. 

b. No smoking or plants are allowed in the LVNHM, including all collections 

areas. 

c. No staff member is to go behind exhibit barriers (ropes, railing, etc.) 

except under the supervision of the LVNHM Director or the appropriate 

Collections Manager. 
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d. No personally owned live animals are to be allowed in the LVNHM, unless 

invited for a special event or outreach. This does not apply to service 

animals. 

e. An appropriate environment will be maintained throughout the museum 

and the annex. An appropriate Collections Manager or their designated 

staff member will document temperature, humidity, lumens, and UV 

lighting. See the Collections Environment Tracking for more information. 

f. Taxidermied mounts will be cleaned once a year. 

2. The LVNHM shall maintain in its annual budget funding for the ongoing care and 

conservation of objects in its collections. 

3. Each Collections Manager shall regularly inspect their Collections to assess the 

physical needs of the objects and make appropriate recommendations to the 

LVNHM Director. 

4. Each Collections Manager shall maintain their inventory as appropriate. The Live 

Collections Manager shall maintain all appropriate permits. 

5. The LVNHM shall ensure that the collections are adequately protected against 

fire, theft, vandalism, natural and other disasters.  

6. Proper exhibition and storage facilities, along with adequate environmental 

control systems, must always be a HIGH PRIORITY.  

7. The LVNHM shall maintain a well-trained staff with a high level of awareness and 

understanding of professional collections standards and procedures. A review of 

these measures shall he made throughout the year. 
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8. Each Collections Manager shall utilize a comprehensive records system that 

includes at least the following: documents recording the legal status of title on an 

object (i.e., Gift Agreement), all correspondence and documents pertaining to an 

object, deaccessioning records, photographic documentation, history 

(provenance, condition, and conservation efforts), insurance records, current 

location, loan records, and an annual inventory record. 

9. The LVNHM Director shall be responsible for care and preservation enforcement 

and for the keeping of a duplicate copy of all vital records stored outside the 

LVNHM in a secure and appropriate location. 

10. The LVNHM will abide by the Accreditation Standardized Guidelines (AZA 2021) 

as minimum standards for the proper and ethical care of all live animals housed 

at the LVNHM. 

a. All animal husbandry areas will be kept clean, neat, and organized. 

i. Live animal department office and marine life husbandry area will 

be swept and mopped weekly. All other surfaces will be cleaned 

and/or dusted weekly. 

ii. An employee will wipe salt off tanks, filters, tubes, etc. at least once 

per week, or more often as needed. 

iii. An employee will wipe down aquariums with clean water.  

iv. An employee will remove all trash to the dumpster daily. Trash will 

not be left overnight in any animal husbandry area. 

v. Towels for animal care must be cleaned and stored separate from 

towels used for cleaning.  
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1. Use the towel appropriate for the task and store the soiled 

towels separate.  

2. Towels in the animal husbandry area are to be washed 

every two weeks or more frequently as needed. 

vi. All vendor cages will be returned the same day a delivery is made. 

vii. Maintain all public areas to always be clean and presentable. 

viii. Do not store any items not related to animal care in animal 

husbandry areas. 

ix. Do not use insecticide in the animal husbandry areas (ant traps can 

be used). 

b. Maintain all animal habitats with adequate temperature and other 

environmental controls required to mimic each animal’s natural habitat. 

i. See Habitat Cleaning Requirements (Appendix). 

ii. Keep extra pumps, filters, and other designated supplies on-site for 

emergency use.  Once used, items must be restocked as soon as 

possible. 

iii. Maintain at least a three-month supply of salt and a one-month 

supply of food.  

c. The substance, quality, and quantity of each animal’s diet will be suitable 

for their needs and optimum health. 

i. Wash hands before and after food preparation and feeding the 

animals. 
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ii. Clean and disinfect the food preparation area before and after each 

use with either vinegar or a combination of vinegar and hydrogen 

peroxide. 

iii. Clean and disinfect all utensils used to prepare food (i.e., knives) 

before and after each use with either vinegar or a combination of 

vinegar and hydrogen peroxide. 

iv. Thaw food in a manner consistent with USDA food handling 

standards, and do not refreeze food. 

d. A licensed veterinarian must oversee any required drug administration to 

live animals. Drug administration may be administered by trained LVNHM 

personnel or by a veterinarian. Keep clinical records noting the source, 

quantity, dosage, duration, date, reasoning for administration, who 

administered the drug, and under whose authority/ supervision. 

i. Keep appropriate medical drugs (as specified by the Living 

Collections Manager) on site for use as needed.  

ii. Keep all medicines properly stored and restocked as needed. 

iii. All medical drugs, and paraphernalia to administer them (i.e., 

syringes), to treat live animals must be stored in a locked storage 

cabinet. 

iv. Follow all proper procedures to dispose of sharp and biological 

waste. 

11. Care of the Living Collections. 
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a. Refer to the computer for information regarding the care and husbandry 

procedures for live animal specimens. 

b. If a live animal bites a person, refer to the Emergency Procedures for Live 

Animal Bites (Appendix). 

Section N: Records Back-up 

1. All company files kept digitally will be backed-up at least once per quarter.  

2. Each staff member who keeps digital records will back-up the computer/ LVNHM 

records they oversee.  

3. The back-ups will be consolidated by the Director and kept in a secure location 

off-site. 
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Live Collections Specific Procedures 

Section A: Habitat Cleaning Requirements 

Animal Name Substrate Type How Often 
Changed 

Cleaning 

Red-eared  
Slider Turtles 

Freshwater 
natural gravel 

When necessary Water change 
every two weeks 
with gravel vac 

Giant Brazilian 
Cockroaches 

Jungle Mix Once per month Spot clean as 
necessary 

Pinacate Beetles Desert Floor As needed Spot clean as 
necessary 

Madagascar 
Hissing 

Cockroaches 

Jungle Mix Once per month Spot clean as 
necessary 

Black Widow 
Spider 

Sand/Jungle mix As needed Spot clean as 
necessary 

Mojave Desert 
Tarantula 

Desert Floor As needed Spot clean as 
necessary 

Mexican Red knee 
Tarantula 

Jungle Mix As needed or 
every 3-6 months 

Spot clean as 
necessary 

Blue Death 
Feigning Beetles 

Jungle Mix As needed Spot clean as 
necessary 

Red-Tailed Boa 
Constrictor 

Repti-Bark As needed or 
every 2-3 months 

Spot clean with 
bleach solution 

Blue-Tongue skink Jungle Mix As needed or 
every 2-3 months 

Spot clean as 
necessary 

Ball Python Repti-Bark As needed or 
every 2-3 months 

Spot clean with 
bleach solution 

Legless Lizard Jungle Mix As needed or 
every 2-3 months 

Spot clean as 
necessary 

Guinea Pigs Small animal 
bedding (paper) 

A partial as 
needed or every 2 

weeks 

Spot clean as 
necessary 

Bearded Dragon Repti-Bark As needed or 
every 2 months 

Spot clean as 
necessary 

Red Niger 
Uromastyx 

Desert Sand As needed or 
every 4-6 months 

Spot clean as 
necessary 

White-Lined 
Gecko 

Jungle Mix As needed or 
every 2-3 months 

Spot clean as 
necessary 

Leopard Gecko Desert Sand As needed or 
every 2-3 months 

Spot clean as 
necessary 

Burmese Python Astro Turf As needed Hose down 
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enclosure weekly; 
Spot clean with 
bleach solution 

Desert Hairy 
Scorpion 

Desert Floor As needed Spot clean as 
necessary 

 

Section B: Emergency Procedures for Live Animal Bites 

***Keep and maintain a first aid kit in the animal husbandry area. 

***Use common sense when handling all animals; remember that under the right 

circumstances, all animals can be dangerous. 

1. BEFORE CALLING 911 OR OTHER EMERGENCY NUMBER DETERMINE THE 

FOLLOWING INFORMATION: 

a. Patient’s age, weight, and condition. 

b. Time the bite occurred. 

c. Area where the bite occurred. 

d. Identity of the animal 

2. Non-Venomous Animal Bites 

a. If any non-venomous animal should bite or scratch, wash the area of the 

bite thoroughly with hot water and soap. Then go to the nearest 

emergency room. 

b. If one of the constricting snakes should start to constrict around your neck, 

find someone immediately for assistance. 

3. Venomous Reptiles, Fish, and Arthropods 

a. Lionfish: If stung by a lionfish quill or spine, immerse hand immediately in 

warm to hot water with a few drops of bleach. The sting will be very 
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painful, and the area stung may swell considerably, but should subside 

within 12 hours after being stung. No medical treatment is necessary, 

however, if an allergic reaction should occur, such as blurred vision, 

vomiting, trouble breathing, etc. call 911 immediately. 

b. African giant black millipede: When disturbed, all millipedes can secrete a 

liquid that may provoke an allergic reaction in some people. If a millipede 

secretes liquid when being held, the individual should wash his or her 

hands immediately with soap and water. If an allergic reaction should 

occur, such as swelling, itching, burning, etc. the individual should go to 

the emergency room.  If a severe allergic reaction should occur, including 

vomiting, blurred vision, trouble breathing, etc. call 911 immediately. 

c. Black widow spider:  

i. Symptoms: Pain like a pinprick, numbness, muscle cramps, muscle 

rigidity in the shoulders, back, and chest, increased sweating, 

salivation, and blood pressure, chest muscle spasms, swelling or 

drooping of the eyelids, rash and/or itching, nausea or vomiting, 

restlessness, anxiety, headache, dizziness. 

ii. Treatment: Place ice (wrapped in a washcloth o other suitable 

covering) on the site of the bite for 10 minutes and then off for 10 

minutes. Immediately take the patient to the emergency room for 

treatment or call 911. 

d. Funnel-web spider:  
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i. Symptoms: Chills, collapse, joint pain, numbness of the mouth and 

lips, difficulty breathing, drooping eyelids, double vision, difficulty 

swallowing, excessive sweating, nausea and/or vomiting, redness 

around the site of bite. 

ii. Treatment: Call 911, Poison Control, or another emergency center. 

If possible, bring the insect to the emergency room for identification.  

e. Scorpion: If any of the previously mentioned symptoms manifest 

themselves, call the appropriate emergency numbers immediately. 
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Policy on Exhibiting Borrowed and Leased Objects  

Adopted by LVNHM Board of Directors 10/30/01  

Section A: Statement of Purpose  

1. The LVNHM cannot contain all objects worthy of admiration and understanding. 

Therefore, the LVNHM has chosen to exhibit objects from its own collections as 

well as objects borrowed or leased from other museums, private individuals, and 

other organizations. Borrowing or leasing objects will allow the LVNHM to provide 

more comprehensive exhibits and to make more objects accessible that would 

otherwise be seen by only a few. The following policy is consistent with Code of 

Ethics (AAM 2000a) and Guidelines on Exhibiting Borrowed Objects (AAM 

2000b). 

2. The LVNHM complies with all applicable laws and conventions: local, state, 

federal, and international. 

3. The LVNHM abides by ethical standards that frequently exceed legal minimums 

to support our mission and maintain public trust. 

4. The LVNHM operates according to current standards and best practices, has a 

formally stated mission, and organizes its governing authority, financial and 

human resources, collections, public programs, and activities to meet its stated 

mission. 

5. To ensure accountability and informed decision-making, the LVNHM has 

developed written and approved policies and procedures to protect its assets and 

reputation and to guide institutional actions consistent with its mission. 
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6. Actions related to the exhibition of borrowed objects will be consistent with our 

mission and with the maintenance of public trust. 

7. The LVNHM will record and maintain documentation of all important activities, 

including the process of borrowing for exhibitions. 

8. The LVNHM takes reasonable steps to make its actions visible and 

understandable to the public, especially where lack of visibility could reasonably 

lead to appearances of conflict of interest. 

9. The LVNHM’s governing structure maintains the intellectual integrity of and 

control over all activities, including exhibitions. 

Section B: Borrowing Objects 

1. Before considering borrowing and/or exhibiting borrowed objects, the LVNHM will 

determine that there is a clear connection between the exhibition of the object(s) 

and the LVNHM’s mission, and that the inclusion of the object(s) is consistent 

with the intellectual integrity of the exhibition. 

2. The LVNHM will examine their relationship with the lender to determine if there 

are potential conflicts of interest, or a potential appearance of a conflict, such as 

in cases where the lender has a formal or informal connection to LVNHM 

decision making (for example, as a board member, staff member or donor). If 

such a conflict exists, the LVNHM may decline the loan if the real or perceived 

conflict is detrimental to the LVNHM. 

3. The LVNHM is prohibited from accepting any commission or fee from the sale of 

objects borrowed for exhibition except when the display of those objects is 

explicitly organized for their sale, such as in the case of craft shows. 
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Section C: Lender Involvement 

1. The LVNHM will retain full decision-making authority over the content and 

presentation of the exhibition.  

2. The LVNHM may, while retaining the full decision-making authority, consult with 

a potential lender on objects to be selected from the lender’s collection and the 

significance to be given to those objects in the exhibition. 

3. The LVNHM will make public the source of funding where the lender also funds 

all or part of the exhibition. If the LVNHM receives a request for anonymity, it will 

avoid such anonymity where it would conceal a conflict of interest (real or 

perceived) or raise other ethical issues. 
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Native American Graves Protection and Repatriation Act Policy 

(Adopted by LVNHM board of Directors 3/17/2011) 

Section A: Statement of Purpose 

On November 6, 1990, Congress enacted the Native American Graves Protection and 

Repatriation Act (NAGPRA; PL 101-601; 25 USC 3001-30013; 43 CFR Part 10) “to 

provide for the protection of Native American graves and the repatriation of Native 

American remains and cultural patrimony,” (US Senate Report 101-473).  

Section B: Authority 

1. NAGPRA is a federal law applicable to the Las Vegas Natural History Museum 

(LVNHM). 

2. The Board of Directors of the LVNHM authorizes the LVNHM Director to 

implement this NAGPRA policy. 

3. The LVNHM Director delegates responsibility for managing the LVNHM's 

compliance with NAGPRA to the Cultural History Collections Manager. 

Section C: Responsibilities 

The LVNHM holds responsibility for NAGPRA compliance for objects controlled by the 

LVNHM in its Non-living and Teaching Collections. The agency, institution, or private 

individual who owns any given object in the Repository Collection is responsible for 

NAGPRA compliance. If any LVNHM staff member notices that any object in the 

Repository Collection is potentially subject to NAGPRA regulations, they will inform the 

appropriate Collections Manager who will inform the owner of the object. 
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Section D: Requirements 

1. The LVNHM will not acquire or accession objects qualifying under NAGPRA for 

the Non-living or Teaching Collections unless it is for the purpose of preserving 

the object(s) for repatriation. 

2. The LVNHM does not use objects subject to NAGPRA in exhibits or educational 

programs.   

a. The LVNHM may present information and images about objects subject to 

NAGPRA in exhibits and in educational programs, unless requested not to 

by the affiliated tribe(s). 

b. If an image of any object subject to NAGPRA is to be displayed, it must be 

a line-drawn image, not photographs. 

3. The LVNHM may serve as a temporary repository for objects subject to NAGPRA 

on loan form an outside agency to support and encourage NAGPRA compliance. 

4. If the LVNHM discovers objects subject to NAGPRA in existing collections, not 

found during previous inventories, the LVNHM will proceed with NAGPRA 

compliance. 
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Integrated Pest Management Plan 

Section A: Introduction 

The goal of this Collections Integrated Pest Management (IPM) Plan is to assist 

current and future Las Vegas Natural History Museum (LVNHM) curatorial staff to 

provide protection from museum pests that threaten to damage the museum’s 

collections.  At LVNHM, the exhibit and museum storage spaces targeted in the Scope 

of Work for this project are in two separate buildings: the Las Vegas Natural History 

Museum at 900 Las Vegas Blvd. North and the Collections Storage Annex (Annex) at 

833 Las Vegas Blvd. North.  Pest management is an important, ongoing challenge, and 

is the responsibility of all LVNHM staff to address. This IPM Plan is implemented to 

protect museum collections and facilities at both buildings housing collections.  The IPM 

provides basic pest management guidelines to help preserve the museum’s collections 

and protect the health and safety of staff and visitors.  All LVNHM staff have a role in 

implementing the IPM, including administrators, volunteers, collections managers, and 

all other full and part-time staff.  LVNHM staff must be aware of the IPM guidelines and 

how to implement them.   

Section B: Objectives 

Use this IPM as a working document for the museum staff that contains 

information on general program guidance, describing the biology and management 

alternatives for pests often found in museums.  As a living document, authorized 

personnel should update it as needed. All actions to eliminate, reduce, or prevent the 

presence of pests in the collection areas of museum exhibits and the museum collection 
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storage areas, and prevent potential damage to collections should focus on reducing 

and managing pest populations by limiting food, water, harborage, and environmental 

conditions that support them and on making buildings, storage, and display areas as 

pest-proof as possible. The Collections Managers oversee, manage, and implement the 

IPM in their respective areas. The Collections Managers will monitor for pests, record 

data, and execute necessary measures for pest elimination as outlined in this 

document.  Additionally, the Facilities Manager and designated Collections 

staff/volunteers will assist in pest monitoring and elimination and making repairs to the 

building structure as needed. 

Section C: Prevention 

1. Containment of collections and collection areas 

a. Building structure. Areas for or near collections must be inspected for 

damage (e.g., holes, cracks, gaps around doors, and other potential points 

of pest entry) annually by the Facilities Manager and repaired 

immediately. Repair walls and roof as necessary. Block holes in floors and 

ceilings and seal floors. Plumbing fixtures and seals around pipes and 

conduits will be inspected periodically by the Facilities Manager to be sure 

pests do not have a water source and entry points.  Appropriate repairs 

must be initiated promptly. 

b. Doors and window seals. Doors should be closed to outside areas to 

prevent the introduction of pests, either from outside or public areas. All 

doors in collections or should ideally have a door sweep. Windows in or 

near collection areas should always remain closed. Doors and windows 
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should be inspected frequently and problems, such as with seals and 

access corrected immediately. Exterior doors will be kept closed when not 

in use; doors must never be propped open. 

c. Cabinets. Cabinets protect collections from light as well as pests. Cabinets 

should be designed to exclude pests. They should be regularly monitored 

for faulty seals and maintenance problems. Doors should always remain 

closed except when working on specimens in the cabinet. Specimens in 

offices and preparation areas should be kept in cabinets when not in use. 

Where possible, raise cabinets/shelving from the floor. 

2. Collections Area Environment 

a. Temperature and Humidity. High temperature and relative humidity (RH) 

promote pest activity. Fluctuations in temperature and RH can also cause 

damage to collections. The Collections Department will monitor the 

environment in all areas housing collections by using temperature and RH 

loggers. The temperature should remain between 68°F-77°F and the RH 

should remain between 30-60%. 

b. Cleaning. Cleaning the cabinets and the collections areas removes shelter 

and food for pests. Regularly remove all clutter and trash, including all 

non-archival materials. Regularly clean all areas housing collections. 

Complete a major cleaning each March that includes stairways, elevators, 

emergency egress routes, and all other areas not housing collections. 
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3. Contamination 

a. Isolation of collections. Areas housing collections should be separate from 

other department functions. Food and drinks are prohibited in collections 

areas. Food and drinks in all other areas must be handled with care. 

i. Containers with food or food remnants are to remain closed. 

Immediately clean up all spills containing food or drink. Discard 

food items only in designated bins.  

ii. Designated food discard bins: the trash can in the break room in 

the main museum, the trash can in the office in the annex, the 

designated trash bin in the Live Collections department. Remove 

refuse from all designated food discard bins daily. 

b. Accidental introductions. Inspect all dry specimens arriving from outside 

the department (e.g., new, loan, loan return) for signs of pests. Discard 

packing materials and provide new specimen trays and padding as 

appropriate. No live plants are allowed in any museum area. 

i. All new arrivals (except traveling exhibits) are to be quarantined for 

30 days before being integrated into existing collections or exhibits. 

ii. Traveling Exhibits: 

1. Collections Managers or Facilities Manager will visually 

inspect incoming traveling exhibits for signs of pest 

infestation upon delivery.  

2. Visual inspection includes exhibit items as well as packing 

crates.  
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3. Traveling exhibits typically are installed within 24-48 hours 

after delivery, so the minimum 30-day quarantine is not 

feasible.  

4. The Collections Managers, Facilities Manager and/or 

designated Collections staff/volunteers must be especially 

vigilant for monitoring of potential pests for the duration of 

the traveling exhibition. 

iii. If any evidence of pest infestation is found, eliminate them as 

detailed below. 

Section D: Monitoring, Deterrence, and Elimination 

1. Collection Areas 

a. Trapping. Place insect traps throughout the collections areas, corridors, 

and any other problem area. Use small mammal traps as needed. 

i. Conduct regular, systematic checks of all traps. Replace traps 

when they become populated, dirty, or when the adhesive loses 

tackiness. 

ii. Record all trappings in the appropriate log identifying pests. 

iii. Initiate appropriate eradication measures after one sighting of a 

larva or adult pest or when any traces of an insect or pest is 

sighted. 

b. Pesticides. If evidence of an infestation occurs, use a chemical pest 

repellant as directed by the manufacturer. Clean all collections areas to be 
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treated prior to treatment. Utilize the least-hazardous material adequate 

for the job. 

2. Collections Objects 

a. Cleaning of Objects. Clean all objects on display at least once annually. 

Vacuum taxidermy specimens with a HEPA vacuum. During cleaning 

activities, search for evidence of pest activity. Log all conservation efforts. 

b. Freezing Protocol. Use freezing or low-temperature treatments as the first 

elimination procedure for any indication of infestation. DO NOT FREEZE: 

oil and acrylic paintings on canvas, plant specimens, photographic 

materials, audio-visual items, plastic, natural stone. 

i. Preparation: wrap the item in archival tissue to absorb moisture and 

protect the item from bumps. Wrap the specimen in a heavy-duty 

plastic bag or other appropriate container to isolate it. Remove the 

air from the bag before sealing it. If you are using a container with 

hard sides, fill the empty space with crumpled tissue. 

ii. Label each specimen container with the contents, the person 

responsible for the cycle, the date the cycle began, the cycle to 

follow, and the date each step of the cycle is complete.  

iii. Place infested specimen in a designated pest-management freezer. 

Place the container in a cardboard try or archival box lid. This 

allows for easy handling with little risk of the bag breaking. Leave 

space between packages to allow air circulation. 
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iv. Protocol A: For a freezer between -30° F and -20° F, freeze the 

package for seven days to kill live insects, eggs, and larvae. 

v. Protocol B: For a freezer between -10° F and -20° F, freeze the 

item for 48 hours, thaw it for 24 hours, and then freeze it again for 

24 hours. The repeated shock of the cold will kill the eggs and 

larvae. 

vi. After completing the appropriate protocol, place the items on a shelf 

or table and do not disturb them for 48 hours. Inspect the items for 

dirt, carcasses, or other debris. Use a HEPA filter vacuum as 

needed. 

vii. If the specimen is too large for the freezer, use other forms of pest 

eradication, such as placement in an anoxic environment or use 

chemical deterrents as directed by the manufacturer.  

3. Exhibit Halls 

a. No food or drink is allowed in exhibit halls except during scheduled events. 

Promptly remove all food refuse after scheduled events or whenever it is 

spotted.  

b. Inspect taxidermy exhibits monthly. Inspect, log, and replace sticky traps 

as appropriate around exhibits. When objects are removed from exhibit, 

inspect them for pests prior to placement back with collections storage. 

Section E: Reporting 
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All LVNHM staff, volunteers, and contracted janitorial staff will report sighting 

pests, mold, or other evidence of damage to the Collections Managers, the Facilities 

Manager, or to the Director. 
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LVNHM Pest Monitoring Schedule 

Location:    Collections Annex 

Task:     Monitor for pests - Insect Sticky Traps 

Frequency:    Weekly 

Currently assigned to: Natural History Collections Manager 

Special Skills/Training: Identify insects, rodents, and other pests. 

Supplies/Equipment: Pest traps, magnifier/microscope, record sheets and/or 

database, seal-top bags (such as Ziploc®) 

Procedure: Insect Sticky Traps 

 Prepare new pest traps as needed.  Write the location and number on each 

trap (see floor plan for trap locations). 

 Collect traps from previous week when pests are caught.  Place inside plastic 

bags and seal.  

 Put new traps into position. 

 In work area (outside of collections storage areas), count number of each 

specimen type and record data on data sheets/ database. 

 If action thresholds have been exceeded, take appropriate action.  Record 

action in database and report action to appropriate Collections Manager.  

Action thresholds are listed in the LVNHM IPM plan. 

 Take photos of newly identified pests for the IPM reference collection and add 

to database. 

 Dispose of used traps. 

Location:    Museum Building/Collections Annex 
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Task:     Monitor for pests - Taxidermy Specimens 

Frequency:    Monthly 

Currently assigned to: Museum Building: Designated Staff 

Annex: Natural History Collections Manager 

Special Skills/Training: Identify insects, rodents, and other pests. 

Supplies/Equipment: Magnifier/microscope as needed, record sheets and/or 

database, seal-top bags (such as Ziploc®) 

Procedure: Taxidermy Specimens 

 Visually inspect each taxidermy specimen for evidence of pest activity.  

 Count number of each pest type and record data on data sheets/ database. 

 If action thresholds have been exceeded, take appropriate action.  Record 

action in database and report action to appropriate Collections Manager.  

Action thresholds listed in LVNHM IPM plan. 

 Take photos of newly identified pests for the IPM reference collection and add 

to database. 
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Collections Environment Tracking 

Environmental Data 

 Temperature: Maintain Repository and Non-Living Collections storage areas 

between 68-77°F. 

 Relative Humidity (RH): Maintain Repository and Non-Living Collections storage 

areas between 30-66% RH 

 Light: Maintain Repository and Non-Living Collections storage areas at fewer 

than 150 lux 

 UV: Maintain Repository and Non-Living Collections storage areas at fewer than 

10 micro watts per lumen. 

Data Retrieval 

 Retrieve data at least once per week. 

 Read output from the light meter at the site of each HOBO reader and write the 

readings to transfer to a spreadsheet. 

 Plug a HOBO Logger into the micro-USB connected to the desk top upstairs in 

the annex. 

 If the HOBO software does not open automatically, open it now. 

 On the top line of icons, click the “Readout Device” icon. 

 When asked, click “Don’t Stop” to continue logging. 

 When prompted, add the date to the file name, click “Save”. 

 On the “Plot Setup” window, click “Plot”. 

 Under the “File” tab, click “Export Table Data”. 
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 Click “Export”. 

 Find the appropriate file on the thumb drive, click “Save”. 

 Repeat for all loggers. 

Data Synthesis 

 Synthesize data at least once per week after retrieving the appropriate data. 

 Open the spreadsheet book with the logger data. 

 Remove the data from each sheet prior to 18 months before the current date. 

 Add the data from the last retrieval until the current date. 

 Update both graphs per sheet, including the date on the title line. 

o Click in the center area of the graph to show the range of cells included on 

the graph. 

o Scroll down to the bottom of where the colors indicate the range stops. 

o Hover your arrow over one bottom corner until the double-diagonal arrow 

shows. Left click, hold, and drag the bottom line until it indicates all cells 

with data are included in the graph data. If this process did not drag both 

lines (date and data points), repeat the process with the second line. 

o Repeat the process with the other graph. 

 Print each graph and place in the binder. 

 Take action to maintain temperature and RH within the acceptable range as 

necessary.  

 Update the light meter spreadsheet and graph.  
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Curation Procedures 

Section A: Requirements 

1. The LVNHM meets the Secretary of the Interior’s Repository Standards 

(36CFR79.9) and curates collections from federally managed public lands, state 

lands, and private property. 

2. A curation agreement between the LVNHM and the responsible party is required 

prior to LVNHM curating collections.  

a. Responsible parties must be the legal owner of the collection or otherwise 

be entitled to make decisions concerning its curation.  

b. Responsible parties include Federal Agencies, other institutions, and 

private collectors. 

3. An appropriate Collections Manager checks incoming collections to ensure that 

they meet the standard curatorial conditions. 

Section B: Contact 

1. Cultural History Collections Manager: culturalhistory@lvnhm.org 

2. Natural History Collections Manager: naturalhistory@lvnhm.org  

Section C: Preparation of Artifacts and Specimens 

1. Numbering 

a. Accession/ Inventory Number 

i. Prefix: use a prefix for Repository Collections only. The prefix is the 

official agency abbreviation (such as “BLM” for the Bureau of Land 

Management), an appropriate abbreviation of the institution (such 

mailto:culturalhistory@lvnhm.org
mailto:naturalhistory@lvnhm.org
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as “NSM” for Nevada State Museum), or a three-letter abbreviation 

of the last name of the owner (such as “GOR” for Gordon). The 

prefix is followed by a space prior to the inventory number. 

ii. Accession/ Inventory Number: this number begins with the year of 

acquisition (four-digits), a period, and then a three-number 

designation for the order the acquisition was received that year. 

1. An accession number is for Non-Living Collections. 

2. An inventory number is for Repository Collections. 

iii. Example 1: if LVNHM receives a third donation in 2021, the 

accession number will be 2021.003. 

iv. Example 2: if LVNHM receives an addition to the Repository 

Collection from the BLM in 2021, the inventory number will be BLM 

2021.001. 

v. Example 3: if LVNHM receives an addition to the Repository 

Collection from Mr. Gordon in 2021, the inventory number will be 

GOR 2021.001. 

vi. Additions to the collection:  

1. Same site, same project: scientists working on the same site 

and same project over a long period of time may utilize the 

original catalog date as the accession number.  

2. Same site, different project: scientists working on the same 

site, but working on a different project must utilize a separate 
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accession number to avoid project confusion and 

comingling. 

b. Item Number 

i. Number each item or lot (a “lot” is a group of artifacts or specimens 

of the same type from the same location (site, stratigraphy, and 

unit), and can be treated as one unit) with a unique number. 

ii. The item number begins with the accession or inventory number 

followed by the number designation in the order each item is 

numbered. For example, the fifth item numbered from the addition 

to the Repository Collection from Mr. Gordon received in 2021 

(Example 3 above) would be item number GOR 2021.001.5. 

2. Bagging and boxing 

a. Each item or “lot” is to be contained in an archival bag, archival box, or 

other archival storage material, such as capsules for very small items 

placed within the archival bag or box, or archival tissue to protect delicate 

items placed within the archival bag or box.  

b. Use the appropriate size archival bag or box for each item or lot. Use the 

smallest archival bag or box in which the item or lot will fit without forcing 

it. 

c. Label the archival bag or box with the item number of the item or lot 

contained within. If space allows, also label the archival bag or box with 

the quantity of items within the container, the site name and the 
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Smithsonian site number (for archaeological sites). For instance, 

26CK5686, Black Dog Mesa, Qty: 5.  

3. Direct labeling  

a. Place the item number directly on an item only if it is diagnostic and large 

enough to accommodate the number. 

b. Directly numbering items does not replace the need for an artifact tag. 

c. Use an archival sealant base (such as paraloid). DO NOT USE NAIL 

POLISH. Use clear or opaque as appropriate. If using an opaque sealant, 

use clear as a base. 

d. Mark the item number in permanent, archival ink. If desired, use white ink 

on dark artifacts.  

i. MicronTM pens (such as Pigma, Sakura, or Zig) do not work well for 

directly labeling artifacts but may be used for paper (or other 

appropriate archival material) tags to be placed with artifacts. Use 

India Ink for directly labeling artifacts. 

ii. Permanent markers (such as Sharpie ®) and other non-micron 

pens are not archival and are not to be used for directly labeling 

items. 

e. Apply an archival clear sealant top layer. 

f. For artifacts with an uneven surface (such as ground stone), you may 

attach a Tyvek tag with clear sealant as described above. Use a MicronTM 

pen for this tag. 

4. Tagging 
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a. If the item is perishable, place the tag in an archival bag to prevent it 

directly touching the specimen. Also use this method if the item is 

particularly dirty, will crumple, or will otherwise damage the tag (for 

instance, some ceramic sherd lots).  

b. Use pencil or pigment ink on acid-free paper. MicronTM pens (such as 

Pigma, Sakura, or Zig) may be used for paper (or other appropriate 

archival material) tags to be placed with artifacts. 

c. At a minimum, write the item number, quantity, and description on the tag. 

Face the tag away from the artifact and do not fold the tag. This allows the 

viewing of the tag without opening the bag.  

d. Group items by provenience and material class (keep all lithics from the 

same archaeological unit and stratum together as appropriate). Create a 

provenience slip (using pencil or pigment ink on acid-free paper) to 

accompany each artifact container, showing the accession number, site 

name, material class, quantity of items within the container, and 

Smithsonian site number (for archaeological sites). Face the provenience 

slip away from the items to allow the viewing of the tag without opening 

the bag. 

Section D: Creating a Catalog 

1. Submit a paper copy and a digital copy (Excel spreadsheet is preferred) of the 

master catalog with the artifacts and specimens.  

a. Organize the catalog in numerical order.  

b. Only include items curated at the LVNHM. 
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2. Do not break up the database into tables. 

3. The catalog must include at least the following information: 

a. Item number as described above. 

b. Smithsonian site number (for archaeological sites). 

c. Location designation, including depth as appropriate. 

d. Description of each item (ceramics, tusk, etc.). Be as specific as possible. 

e. Quantity of items in each artifact bag or box. 

f. The box number of where to find each artifact bag or box. 

4. Isolated finds must be cataloged as thoroughly as other objects. 

5. Number each box sequentially. 

6. Each box must have a printed box-level catalog using the same criteria as above, 

including the number of items in each box. 

Section E: Associated Documentation 

1. Catalog as described above. 

2. Any reports written about the collection. 

3. Any photographs taken during site preparation, excavation, research, etc. 

4. Excavation notes, maps, site forms, etc. 

Section F: Storage 

1. Artifacts and specimens are to be stored in archival bags, boxes, or other 

archival material as appropriate either individually or in lots. 

2. Individual artifact or specimen bags may be grouped together in larger bags or 

boxes as appropriate to maintain site or locality continuity and to facilitate easier 

access by subsequent researchers. 
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3. When placing items or lots in larger containers, be mindful of organization and 

placement. 

a. Keep material classes separate. For instance, keep ceramics separate 

from faunal material. 

b. Keep heavier objects on bottom and lighter objects on top. For instance, if 

lithics and faunal material must be kept in the same box, place the lithics 

on bottom, and the faunal material on top. 

c. Keep items from the same site number together. If all objects from one 

site number fit in one box, keep them all in the same box. If more than one 

box is needed, number the boxes consecutively and keep the material 

classes together. For instance, keep all the faunal material in one box (or 

consecutive boxes) and keep all the lithic and ground stone material in a 

separate box (or consecutive boxes). 

4. Boxes should not exceed 25 pounds in weight. 

5. When packing the collection, please allow for extra space in each box. It should 

be easy for others to repack the box with little difficulty. 

6. Label the front-facing side with the box number, accession or inventory number, 

site name, the material class(es) within the box, and the Smithsonian site number 

(for archaeological sites).  

Section G: Transportation 

1. The transportation method and schedule are to be coordinated with the 

appropriate Collections Manager at least two weeks prior to the expected 

delivery date. 
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2. Personal delivery of the collection is preferred. 

3. If personal delivery is not feasible, commercial shipping is allowed (Fed Ex, 

USPS, or UPS, etc.) if appropriate methods are taken to ensure the safety of the 

objects. 

a. Shipping boxes do not need to be of archival material if the objects are 

contained within archival material. 

b. Use padding in appropriate quantities according to the weight and fragility 

of the contents and the shipping method. 

c. Use archival materials for padding. Bubble wrap and “peanuts” are not 

archival. 

4. The appropriate Collections Manager will issue an Incoming Receipt upon 

delivery of collections. 

5. The appropriate Collections Manager will inspect the collection and notify the 

client if any errors are noticed or if the collection appears damaged in 

transportation. 

Section H: Curation Fees 

1. Curation Fee: All collections. 

a. One-time payment.  

b. $450.00 per cubic foot. 

2. Curation Preparation Fee: 

a. If the collection is not prepared according to curation standards as 

described above, to be assessed by the appropriate Collections Manager. 

b. $80.00 per hour. 
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c. An invoice will be sent after the condition of the entire collection meets 

curatorial standards. 

Section I: Conservation Supplies 

The LVNHM does not endorse any company or guarantee the service or quality of any 

supplier listed below. This list is for information purposes only. 

 

Blick Art Materials (Rapidographs, Crow Quill supplies, India ink, Micron pens)  

P.O. Box 1769 

Galesburg, IL 61402-1267 

800-828-4548 

www.dickblick.com 

 

Conservation Resources (B-72, Pigma pens, polyethylene bags) 

5532 Port Royal Road 

Springfield, Virginia 22151 

www.conservationresources.com 

 

Gaylord Bros. (Tyvek rolls, acid-free tags and tissue, Pigma pens, B-72, polyethylene 

bags) 

PO Box 4901 

Syracuse, NY 13221-4901 

800-962-9580 

www.gaylord.com 

http://www.dickblick.com/
http://www.conservationresources.com/
http://www.gaylord.com/
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Hollinger Metal Edge (polyethylene bags, acid-free tissue)  

9401 Northeast Drive     6340 Bandini Avenue 

Fredericksburg, VA 22408   or  Commerce, CA 90040 

800-634-0491      800-862-2228 

www.hollingermetaledge.com 

 

Masterpak (Ethafoam, Tyvek) 

PO Box 787 

Brea, CA 92822 

800-828-6216 

http://masterpak-usa.com 

 

Uline (non-archival cubic and ½ cubic foot boxes, polyethylene foam) 

2105 S. Lakeside Drive 

Waukegan, IL 60085 

800-958-5463 

http://www.uline.com 

 

 

University Products (B-72, acid-free tags and tissue, pH testing pen, Pigma and Zig 

pens, India ink, Rapidograph pens, polyethylene bags) 

The Archival Company 

http://www.hollingermetaledge.com/
http://masterpak-usa.com/
http://www.uline.com/
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517 Main Street 

PO Box 101 

Holyoke, MA 01040-0101 

800-628-1912 

www.universityproducts.com 

 

  

http://www.universityproducts.com/
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