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PURPOSE 

This Policy and Procedure Manual establishes the operational framework for the 
[ORGANIZATION]. It provides staff with: 

● Clear guidance for daily operations, emergency response, and decision-making. 

● Standardized protocols that ensure consistent, professional service to visitors 
and care of the collection. 

● Legal compliance with federal, state, and university regulations. 

● Alignment with industry standards from the American Alliance of Museums 
(AAM), American Institute for Conservation (AIC), and Cornell University. 

This manual ensures all staff understand their responsibilities and have the tools to fulfill 
the Museum's mission safely, legally, and effectively. 

 

DISCLOSURE 

This Policy Manual is a living document and shall be distributed to all staff, as well as 
made available for public review upon request. The most current version will be 
maintained on the employee portal. Any substantive amendments or revisions will be 
communicated to staff in a timely manner.  

This manual supersedes all previous versions. It is the responsibility of each staff 
member to familiarize themselves with the updated policies.  
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1.1 Mission Statement  
The mission of the [ORGANIZATION]is derived from that of [ORGANIZATION] 
itself. The Museum’s purpose is … [redacted] 

The Museum is responsible for the safe and professional care of … [redacted] 

 

1.2 Code of Ethics 
PROFESSIONAL CONDUCT 

Three fundamental obligations govern all individual and collective actions on behalf of 
the [ORGANIZATION]: 

1. Supporting the Museum’s mission and values 

The [ORGANIZATION] upholds the highest standards of truth and accuracy in 
advancing the understanding of art and preserving works for future generations. Loyalty 
to the missions of the [ORGANIZATION] and [ORGANIZATION] is the obligation of all 
staff, volunteers, and counselors. All personnel must be mindful of how their conduct 
reflects upon the reputation and integrity of the [ORGANIZATION]. 

2. Ensuring equal opportunity and respect 

Each staff member, volunteer, and Advisory Council member is expected to act with 
good judgment, personal integrity, and regard for the rights and dignity of others. 

● All [ORGANIZATION] staff must abide by University Human Resources Policies 
to promote a safe and productive work environment. 

● Discrimination or harassment on the basis of race, creed, national origin, color, 
sex, age, disability, or sexual orientation will not be tolerated. 

● Employees shall treat volunteers with the same respect and professional support 
as staff members, providing them with appropriate training and opportunities. 

3. Maintaining confidentiality and public trust 

Personnel shall maintain the confidentiality of financial statements, development 
materials, and information pertaining to staff, students, and benefactors.  

● It is a breach of confidence to share non-public materials (quarterly reports, 
donor lists, fundraising strategies, or Council minutes) with unauthorized parties. 
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This obligation continues after the termination of affiliation with the 
[ORGANIZATION]. 

● The [ORGANIZATION]’s name, reputation, and property must never be misused. 
No individual may represent the [ORGANIZATION] as taking a formal position on 
an issue or cause unless that position has been adopted by the Director or 
Advisory Council Chair and the person has been designated as an official 
representative. 
 

STANDARDS AND INTERPRETATION 

The [ORGANIZATION] is a unit of … [redacted]  

As a nonprofit dedicated to stewarding resources and collections in perpetuity for the 
benefit of students, the greater … [redacted] 

While these guidelines cannot cover every scenario, they provide a framework for those 
overseeing the institution’s reputation and well-being. 

This Code of Ethics pertains to all who work on behalf of the [ORGANIZATION], 
including the governing authority, staff (both full-time and part-time), advisory 
committees, fellows, interns, docents, and volunteers. 

COMPLIANCE AND REVISION 

The [ORGANIZATION] adheres to … [redacted] 

The [ORGANIZATION] complies with all … [redacted] 

AUTHORITY AND GOVERNANCE 

The [ORGANIZATION] is a unit of [ORGANIZATION] and reports to the … [redacted] 

The Deputy Provost advocates on the [ORGANIZATION]’s behalf for University 
resources, advises the Museum on its role in supporting the mission of the University, 
oversees the financial performance of the [ORGANIZATION], evaluates the performance 
of the Director, and, with the Provost, appoints the Director. 

Institutional Commitment  

By resolution in May 1980, the University Board of Trustees confirmed the University’s 
commitment to maintaining an art museum on campus in perpetuity for the benefit of 
students, the Cornell community, and the general public. The Director is delegated full 
responsibility and authority for the artistic direction and vision of the [ORGANIZATION], 
its operations, finances, policies, contracts, facilities, collections, programs, and staffing. 
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Advisory Council  

The Museum Advisory Council is an advisory body that counsels the Director on policies 
for collection management, finances, planning, and development, and fosters 
relationships between the [ORGANIZATION], the University Board of Trustees, and 
other constituencies.  
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CONFLICTS OF INTEREST 

1. Actual, potential, or perceived conflicts between the interests of the
[ORGANIZATION] and those of any individual must be avoided.

2. [redacted]

3. Any potential conflict must be discussed immediately with the Director.

4. [redacted]

5. Employees may not participate in buying or selling works of art for profit in
categories related to the [ORGANIZATION] collection. [redacted]

6. To avoid the perception of undue influence, … [redacted]

7. Employees are prohibited from … [redacted]

8. Staff may not provide appraisals … [redacted]

9. Research and materials created … [redacted]

10. Activities, such as teaching, consulting, or art-making, are permitted if …
[redacted]
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FISCAL AND LEGAL STEWARDSHIP 

Staff are obliged to make legal, fiscally prudent, and ethically sound decisions. All 
transactions are governed by University policies and, where necessary, guided by 
University legal counsel. 

● Fundraising must never jeopardize the [ORGANIZATION]’s mission or nonprofit
status. Staff must use donations strictly according to the donor’s terms and avoid 
promising undue advantages to donors. 

● The Director determines the appropriate use of Museum spaces for events,
prioritizing the safekeeping of the collection. Rental income shall accrue directly 
to the Museum. 

● The [ORGANIZATION] holds its collection in public trust. All management, 
including acquisitions, disposals (deaccessioning), and loans, is conducted in 
compliance with local, state, federal, and international laws and the highest 
professional standards. 

DISTRIBUTION AND IMPLEMENTATION 

Access and Review 

The Code of Ethics is maintained in the [ORGANIZATION] shared drive within the 
“Employee Resources” folder and is accessible to all staff. Museum leadership will 
review and redistribute the Code of Ethics at least every five years, or more frequently 
as necessitated by changes to University policy, applicable laws, or museum 
professional standards. 

Acknowledgment and Disclosure 

Employees, interns, and volunteers are required to sign this document during orientation 
and disclose any potential conflicts of interest. Signed acknowledgments are maintained 
in the Director’s office. 

[redacted]. 

Conflict Management 

In many cases, a disclosed conflict of interest can be managed by recusing the 
individual from deliberations, decisions, or information pertinent to the conflict. In cases 
where the reputation or financial viability of the [ORGANIZATION] is at risk, the 
individual may be encouraged to submit a resignation by the Council Chair or the 
Director. 
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Reporting Ethical Concerns  

Concerns regarding unethical behavior or conflicts of interest should be reported 
confidentially through the following channels: 

● Staff/Volunteers should report to an immediate supervisor, the Deputy Director, 
or the Director. 

● If concerns pertain to the actions of the Director, the Deputy Provost should be 
informed. 

Protections and Confidentiality 

Reports of ethical violations or concerns may be made anonymously. Retaliation against 
any individual who makes a good-faith report is strictly prohibited. 

● If an issue warrants investigation, procedures will be conducted in consultation 
with University Counsel and/or the University Department of Human Resources. 

● All reports and actions associated with ethical behavior shall be handled with the 
utmost confidentiality. 

This Code of Ethics may not be used to publicly damage the reputation of any individual, 
the [ORGANIZATION], or the University. 

 

1.3 Compliance and Regulatory Framework 
The [ORGANIZATION] operates under University, State, Federal, and professional museum 
standards. Adherence to this framework ensures the safety of our personnel, the security of our 
collections, and the continued trust of the public. 
 

INSTITUTIONAL COMMITMENT TO SAFETY 

The [ORGANIZATION] is committed to providing a safe and secure environment for all 
students, staff, visitors, and the collections in its care. Safety is an integrated 
responsibility.  

[redacted] 
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REGULATORY REFERENCES (CLERY ACT, OSHA, AIC) 

Museum operations are governed by, and must comply with, the following primary 
regulatory frameworks: 

● The Clery Act (Higher Education Opportunity Act)

○ As a unit of Cornell University, the [ORGANIZATION] complies with
federal requirements regarding the disclosure of campus security policies 
and crime statistics. Staff are responsible for reporting qualifying incidents 
to [ORGANIZATION]Police (CUPD) in accordance with University 
"Campus Security Authority" designations. 

● Occupational Safety and Health Administration (OSHA)

○ The [ORGANIZATION] adheres to all federal and New York State
workplace safety standards. This includes, but is not limited to, the proper 
handling of hazardous materials in conservation, ergonomic standards for 
administrative work, and safety protocols for art handling and facilities 
maintenance. 

● American Institute for Conservation (AIC) Code of Ethics

○ The Museum’s conservation and preservation activities are guided by the
AIC’s standards, ensuring that all treatments and preventative care 
measures are performed to the highest professional and ethical levels to 
preserve the integrity of the art. 

● AAM & AAMD Standards

○ Our operational and professional practices align with the American 
Alliance of Museums (AAM) and the Association of Art Museum Directors 
(AAMD) regarding collections stewardship and museum governance. 

DISCLOSURE AND TRANSPARENCY 

To maintain public trust and institutional accountability, the [ORGANIZATION] operates 
with a high degree of transparency: 

● This manual and its governing policies are made available to all staff. Relevant
public-facing policies (such as access and photography) are available to the 
public upon request. 

● As part of Cornell University, the Museum’s financial records are subject to
University audit and reporting requirements. 
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● The Museum is committed to the transparent reporting of safety incidents or 
ethical breaches as outlined in the Distribution, Disclosure, and Implementation 
section of this manual. 

 

1.4 Institutional Stewardship and Accountability 
The [ORGANIZATION] holds its collection in public trust. All institutional actions are 
guided by the following principles: 

● The [ORGANIZATION]’s art collection is not a financial asset and may not be 
converted to cash for operating or capital needs. The collection shall not be 
capitalized nor presented as a monetary value on financial statements. No 
portion of the collection may be pledged as collateral for a loan, with the sole 
exception of securing a security interest for the purchase of a new acquisition. 

● Proceeds from deaccessioned works are restricted exclusively to the acquisition 
of new works for the permanent collection. These funds are tracked separately. 
To avoid conflicts of interest, no [ORGANIZATION] employee, volunteer, or 
Council member may purchase or receive an object at the time of its 
deaccession. 

● The [ORGANIZATION] shall not acquire any works known to be stolen or illegally 
exported. Staff shall practice due diligence and vigorous research into 
provenance before any acquisitions. If a violation is discovered post-acquisition, 
the [ORGANIZATION] will work with authorities to identify the legal owner and 
determine the proper disposition. 
 

USE OF COLLECTIONS AND PROPERTY 

[redacted] 
 

ACCESSIBILITY AND SCHOLARSHIP 

Every program, exhibition, and publication shall be based on sound scholarship and 
respect for artistic expression. The [ORGANIZATION] is committed to making its 
collections physically and intellectually accessible to the widest possible audience. 

● The Museum maintains extended viewing hours and adheres to all Americans 
with Disabilities Act (ADA) requirements and university nondiscrimination 
policies. 
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● Collection information and images shall be maintained and made available 
through the [ORGANIZATION] website. 

● Objects not on public view will be made available for research by appointment, 
subject to staff availability and preservation requirements. 
 

PRESERVATION AND ARTIST RIGHTS 

Exhibitions must never compromise the physical condition of a work of art. The 
[ORGANIZATION] honors the intent of the artist and complies with the Visual Artists 
Rights Act (VARA) standards, unless waived in writing. 
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II. PERSONNEL POLICIES 
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2.1 Personnel Goals, Priorities, and Limitations 
POLICY STATEMENT 

The [ORGANIZATION] is committed to recruiting, developing, and retaining qualified 
staff who support the museum's mission.  

[redacted] 

PROCEDURES 

1. In all decision-making processes, staff must apply the following priority ranking: 

● Immediate protection of visitors, staff, students, and contractors. 

● Monitoring and reporting hazards related to the building and the 40,000+ works 
of art. 

● General facility maintenance and reporting. 

2. In the event of an active threat or emergency, staff must prioritize evacuation or 
personal safety over the preservation of artwork: 

● Personnel must act as secondary responders for the preservation of physical 
assets; duties include monitoring environmental conditions and preventing 
unauthorized contact with art only when it is safe to do so. 

● Any action that disregards human safety in favor of property integrity is strictly 
prohibited and subject to zero-tolerance disciplinary action. 

3. To ensure staff safety and limit institutional liability, the following operational 
boundaries are mandatory: 

● Personnel are strictly prohibited from using physical force, obstructing 
movement, or restraining any individual. 

● Staff must limit interventions to verbal communication, de-escalation techniques, 
and maintaining a professional presence. 

● If an individual refuses to comply with safety directives or poses a threat to 
themselves, others, or the collection, staff must immediately contact a direct 
supervisor or the CUPD. 

4. Staff shall not attempt to perform duties outside of their designated training: 

● Personnel must not move or handle artwork without direct curatorial supervision. 
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● Personnel must not attempt to manage or clean hazardous materials without 
verified OSHA training. 

5. Personnel are responsible for the accurate and timely reporting of all safety violations 
or property risks. 

6. Staff must identify individuals (visitors or colleagues) who violate Museum policies and 
ensure they are addressed according to University and Museum procedures. 

 

2.2 Basic Regulations 
POLICY STATEMENT 

All museum personnel, including full-time, part-time, student employees, and volunteers, 
are required to perform their duties in a manner that protects the Museum’s reputation, 
public trust, and educational mission.  

[redacted] 

PROCEDURES 

1. Personnel must comply with all local, state, and federal laws and 
[ORGANIZATION]policies regarding workplace conduct:  

● Staff actions must be consistent with the [ORGANIZATION] code of ethics, 
including the proactive disclosure of any potential conflicts of interest.  

● In all scholarly, educational, and administrative capacities, staff must uphold high 
standards of truth, accuracy, and intellectual honesty. 

2. Staff must present a neat and professional appearance appropriate to their specific
 role: 

● Front of house staff and security must adhere to assigned uniform standards, 
including the proper display of identification and functional equipment, such as 
radios and timepieces.  

● Personnel must maintain a respectful atmosphere by minimizing personal 
distractions, including non-work related conversations or the excessive use of 
personal electronic devices in public facing or security sensitive areas.  

● The possession or use of controlled substances or alcohol while on duty or on 
museum premises is strictly prohibited. 
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3. Staff must greet visitors with courtesy and provide assistance using active listening:  

● All interactions among colleagues and with the public must be characterized by 
mutual respect and sensitivity.  

● Consistent attendance and punctuality are required, and staff are responsible for 
arriving prepared for their assigned tasks. 

4. Staff are encouraged to engage in cooperative action with other museums and 
research organizations to further the preservation and increase of knowledge. 

5. Cooperative activities, such as sharing expertise or joint research, must not conflict 
with primary duties or compromise proprietary interests. 

6. All research, programs, events, digital content, and documentation developed within 
the scope of employment or using museum resources are the property of the 
[ORGANIZATION] and Cornell University: 

● Any independent use or commercialization of these materials requires prior 
written authorization from the director.  

● Upon termination of employment, staff must transition all relevant documentation, 
research files, and administrative records to their supervisor or department head. 
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2.3 Work Conditions 
POLICY STATEMENT 

To maintain gallery coverage and focus on visitor safety, all staff must adhere to strict 
operational schedules and professional standards 

[redacted] 

PROCEDURES 

1. Break time policy  

● Staff working an 8 hour shift are allocated two paid 15 minute breaks and one 
unpaid 30 minute meal break.  

● Personnel must be at their assigned area and ready to work immediately as the 
break period concludes.  

● Allocated break time is inclusive of all personal activities, including eating, 
bathroom use, personal calls, and travel time to and from break areas.  

● All breaks must be coordinated with supervisors to ensure no post or gallery is 
left unattended. 

2. Uniforms and dress code  

● Visitor services volunteers must wear museum provided shirts laundered by the 
Museum.  

● Museum provided shirts are optional but encouraged for other staff.  

● All personnel must wear a museum issued nametag in a visible location on their 
outermost layer of clothing at all times while on duty.  

● Attire must be professional and functional; lounge pants, athletic wear, skirts or 
shorts hemmed higher than 2 inches above the knee, and clothing with offensive 
graphics or excessive distressing are prohibited.  

● Supervisors maintain final discretion on the appropriateness of staff attire. 

3. Equipment and distractions  

● The use of headphones, earbuds, personal reading materials, or the 
excessive/distracting use of personal cellular phones is prohibited while on the 
museum floor.  
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● Radios must be carried by all designated staff and used strictly for official 
museum business using professional language. 

4. Key and radio management  

● Staff keys must be stored at the Appel Lobby Welcome Desk whenever the 
keyholder is not on site.  

● Keys must be obtained upon entry and returned immediately before departure 
from the building.  

● Any lost or misplaced keys must be reported to the director or security lead 
immediately.  

● At the conclusion of each shift, radios must be returned to designated charging 
stations and seated properly to ensure they are ready for subsequent use. 
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III. FACILITY OPERATIONS 
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3.1 Use of Facilities and Equipment 
POLICY STATEMENT 

The [ORGANIZATION] facilities, grounds, and equipment are dedicated to supporting 
the university mission and museum business.  

[redacted] 

PROCEDURES 

1. Facility use for meetings  

● Events and meetings related to museum business must be approved by the 
director or a designee and coordinated with relevant departments.  

● Private rentals of museum property must be vetted to ensure they do not 
jeopardize the safety of the collection or the institution’s reputation.  

● Staff must ensure attendees remain within designated areas and that museum 
equipment is handled only by authorized personnel during events. 

2. Passenger elevator protocols  

● Personnel must never assist an individual in reaching a floor that is otherwise 
inaccessible to them without prior authorization.  

● Staff must remain at the door when the elevator is called to or from a locked level 
until the door closes to prevent unauthorized entry to secure areas.  

● Staff must obtain explicit permission from a supervisor before granting any visitor 
or contractor access to a restricted level.  

● Personnel should use stairs whenever possible to keep elevators available for 
visitors and those with mobility needs.  

● Staff must avoid holding doors open unnecessarily and should monitor the 
control panel for unexplained floor calls. 

3. Freight elevator protocols  

● No unauthorized person or visitor is permitted in the freight elevator at any time. 

● Personnel must remain at the freight elevator door during arrival and exit to 
prevent unauthorized entry into the back of house or storage areas.  

© 2026 The Write Direction Inc. All rights reserved.



  

22 | POLICIES & PROCEDURES 
 

● The freight elevator must be used sparingly and only for moving artwork or heavy 
equipment. 

4. Radio equipment and communication  

● Radios must be kept on designated chargers when not in use and checked for 
battery life and correct channel settings at the start of each shift.  

● To initiate communication, staff must ensure the channel is clear, hold the button 
for one second before speaking to avoid clipping, and announce their unit 
number followed by the recipient’s number.  

● Staff must wait for an acknowledgement before proceeding with the full message. 

● Non-emergency radio traffic must cease immediately when the word priority is 
used to signal an emergency. 

5. Radio professionalism and noise control  

● Staff must use professional language at all times and avoid discussing sensitive 
security details or donor information over the air.  

● Radios must be turned down or silenced during gallery lectures, tours, or quiet 
programs.  

● When a radio is silenced, personnel must maintain heightened visual awareness 
to compensate for the loss of audio communication. 

 

3.2 Hours of Operation 
POLICY STATEMENT 

The [ORGANIZATION] maintains consistent and well publicized operating hours to 
ensure reliable public access and support the institutional mission.  

[redacted] 

PROCEDURES 

1. Adjustments to operating hours  

● Changes to the permanent operating schedule must be approved by museum 
leadership and coordinated across all departments.  
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● Proposals for changing hours must include a summary of visitation trends, staff 
capacity, community feedback, and a clear assessment of budget and safety 
impacts. 

● Evaluations for new hours will consider seasonal fluctuations, weather, and the 
ability to maintain adequate staffing levels across visitor services, security, and 
facilities. 

2. Communication of schedule changes  

● Approved changes must be updated on the [ORGANIZATION] website, social 
media, email lists, and newsletters.  

● Physical updates must be made to outdoor signage, internal displays, and 
community calendars.  

● Staff must be notified of schedule changes prior to any public announcement to 
ensure accurate communication with guests. 

3. Admission policy  

● Admission to the permanent collection and most exhibitions remains free of 
charge in accordance with the Museum’s commitment to accessibility.  

● Voluntary donations are encouraged and must be managed according to 
established ethical and financial standards.  

● Any proposal to alter the free admission policy requires a formal review by 
museum leadership and relevant university authorities. 

4. Compliance and data collection  

● Operating hours shall be reviewed at least annually to ensure they maximize 
public access and meet community needs.  

● Temporary closures or extended hours for maintenance, holidays, or special 
events require leadership approval and timely public notification.  

● Staff must continuously track visitation trends, including peak days and seasonal 
patterns, to inform future scheduling and operational decisions.  
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IV. ROUTINE SECURITY OPERATIONS 
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4.1 Gallery Supervision and Shift Protocols 
POLICY STATEMENT 

[redacted] 

PROCEDURES 

1. Shift readiness  

● All security personnel must be equipped, informed, and prepared for active duty 
at the commencement of their shift.  

● Staff must arrive on time and in full uniform at the designated post or muster 
point.  

● Staff must review the daily schedule and the rotation plan provided by leadership.  

● Staff must confirm that two-way radios and any other assigned communication 
devices are fully functional and set to the correct channel.  

● Staff must review all special instructions, event notices, or security alerts 
communicated by supervisors or noted in the daily log. 

2. Area inspection  

● Staff must identify and report facility or security discrepancies promptly to protect 
the collection and the building.  

● Upon arriving at an assigned area, personnel must conduct a thorough visual 
inspection for missing or damaged artwork, tampered display cases, and 
evidence of leaks, water damage, or irregularities in temperature and humidity.  

● Personnel must check for improperly secured doors, failed locks, or structural 
damage.  

● If an issue is discovered, security or supervisors must be notified via radio. The 
word "PRIORITY" must be used for immediate security threats, while physical 
plant issues must be reported to the on duty building manager. All findings, even 
if resolved, must be documented in the daily security log. 

3. Patron interaction  

● Professional assistance must be provided to visitors while maintaining constant 
security vigilance.  
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● Personnel must greet visitors politely and professionally, acting as an 
ambassador for the Museum.  

● Staff must provide clear directions to restrooms, drinking fountains, specific 
exhibitions, and exits.  

● Staff must avoid prolonged social conversations that may distract from security 
duties or create blind spots in gallery coverage.  

● Situational awareness must be maintained at all times, even while assisting 
patrons. 

4. Active coverage  

● Staff must provide a visible security presence and continuous monitoring of all 
public and gallery spaces. 

● An active presence must be maintained by staff, avoiding sitting, leaning, or 
standing in one location for extended periods unless specifically assigned to a 
stationary post.  

● Patrol routes must be varied within their assigned area to prevent predictable 
patterns.  

● Monitoring must be prioritized for high traffic areas, vulnerable or touchable 
artwork, and emergency exit points.  

● Any behavior that deviates from standard visitor conduct must be immediately 
reported, such as carrying prohibited items, unauthorized photography, or erratic 
movement. 

5. Rotation procedures  

● Staff will maintain balanced coverage across the museum to prevent fatigue and 
accommodate classes, public programs, and fluctuating needs.  

● Personnel must familiarize themselves with the daily rotation plan before 
beginning their shift.  

● When it is time to rotate, staff must move promptly and professionally to the next 
assigned position. 

● Personnel must communicate briefly with the incoming guard to report any 
specific activity or concerns in that area to ensure continuous coverage with no 
gaps in security.  
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● Staff must confirm the next assigned area before leaving their current post and 
log rotation changes as required by department protocols. 

 

4.2 Access Control 
POLICY STATEMENT 

[redacted] 

PROCEDURES 

1. Key distribution and security 

● Keys are issued to staff and maintenance personnel based strictly on operational 
necessity.  

● Requests for temporary access or specific keys must be made at the Appel 
Lobby Welcome Desk, with final authorization granted by the on duty building 
manager.  

● Keys must remain on the assigned individual’s person at all times and may never 
be left unattended on desks, carts, tables, or left hanging in lock cylinders.  

● Staff are strictly prohibited from lending keys to any individual, including 
coworkers, volunteers, contractors, or visitors.  

● Perimeter door keys are issued exclusively to building managers. These keys are 
not stored on site and must remain in the physical possession of the assigned 
owner. 

● Before exiting the museum, all keys must be returned to the welcome desk, and 
staff are expected to voluntarily present bags and keys for verification to prevent 
accidental removal of property. 

2. Staff and maintenance access protocols  

● Access to restricted areas requires verified authorization through established 
museum protocols.  

● Contractors and maintenance personnel must be authorized by the building 
manager and may require a staff escort depending on the sensitivity of the area, 
such as collection storage.  

● Staff are prohibited from removing any object from a secured area without proper 
documentation and prior approval.  
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● Any unusual activity or attempted breach of a secured area must be reported to 
security immediately to identify potential vulnerabilities. 

● Secured areas and infrastructure doors to secured areas must never be left ajar, 
propped open, or left unattended while unlocked. 

● Staff must visually and physically ensure that secured doors close fully and lock 
as intended.  

● Authorized personnel must ensure no unauthorized individual tailgates into a 
restricted area when entering or exiting secured spaces.  

● If a locking mechanism or electronic reader malfunctions, the on duty building 
manager must be notified immediately for corrective action.  

● Staff must refrain from sharing access codes or escorting individuals into secured 
zones without explicit, verified permission. 

3. Unauthorized presence and confrontation  

● If an individual is observed in a secured area without a legitimate or known 
reason, staff must discreetly note physical details, including appearance, 
clothing, and any items in their possession. 

● Personnel must contact the security supervisor immediately via radio using 
professional protocols.  

● If an unauthorized individual requests entry to a restricted area, staff must politely 
explain that access is not permitted.  

● If an individual becomes persistent or confrontational, staff must not engage 
physically. Instead, they must contact a security supervisor immediately or direct 
the individual to the welcome desk for official inquiry. 

4.3 Package and Shipment Handling 
POLICY STATEMENT 

 [redacted] 

PROCEDURES 

1. Package handling 

● Standard letters and small packages are delivered to the Appel Lobby Welcome 
Desk for prompt placement in designated departmental mail areas.  
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● Any package that appears damaged, leaking, unexpectedly heavy, or suspicious 
in origin must be reported to security immediately. Staff must not move or open 
the item.  

● All outgoing business or personal packages must be checked at the welcome 
desk prior to us mail pickup. The museum UPS service is strictly for official 
business.  

● Items for UPS shipment must be brought to the staging area unsealed for 
inspection by a museum nominee, who will then seal the package and verify the 
completion of paperwork. 

2. Shipping and receiving  

● All artwork, oversized crates, equipment, and large scale supplier shipments 
must be routed directly to the loading dock.  

● Departments expecting specialized deliveries or art objects must notify security 
and facilities in advance to ensure staffing for safe handling and dock clearance.  

● All art shipments and high value deliveries must be formally logged upon arrival.  

● Trained personnel must verify documentation and perform condition reporting or 
photographic documentation according to established museum standards.  

● Shipments must be inspected for pests or contaminants before entering the 
museum interior. 

3. Loading dock operations  

● Access to the loading dock is limited to authorized personnel only.  

● The arrival of any delivery vehicle at the dock must be announced via radio to 
security and the building manager.  

● The dock doors must remain closed and locked when not in active use.  

● When a vehicle is positioned, the dock doors may be opened, but the area must 
be continuously monitored by staff.  

● Staff must verify the identity of the driver and the legitimacy of the shipment 
before any items are offloaded.  

● Once a delivery is complete and the vehicle has departed, the dock area must be 
cleared of debris and the exterior doors must be physically checked to ensure 
they are locked and alarms are set. 
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4.4 Special Situations 
POLICY STATEMENT 

[redacted] 

PROCEDURES 

1. Large group handling  

● Large groups, including field trips and organized tours, must be accompanied by 
security personnel while in the galleries to support group leaders and ensure the 
safety of the artwork.  

● Teachers, chaperones, and group leaders must remain with their groups at all 
times. Security staff serve as institutional monitors and do not replace required 
adult supervision. 

● Security coordinates with visitor services and the education department to 
monitor group sizes and ensure safe staff to visitor ratios.  

● Large groups may be divided into smaller subgroups if necessary to prevent 
overcrowding in specific galleries.  

● Groups must adhere to standard visitor conduct, including walking, maintaining 
respectful noise levels, and keeping a safe distance from artwork.  

● Organizing departments must provide security with start times, end times, group 
sizes, and accommodation needs in advance to ensure adequate staffing. 

2. Collection of donations  

● Visitor donations must be placed directly into the designated museum donation 
box by the donor.  

● No individual staff member may open the donation box or remove cash alone; at 
least two authorized staff members must be present for any removal of funds. 

3. Counting and verification  

● Cash must be counted and verified by two different staff members, ideally with 
one representative from the finance or administration department.  

● Both staff members must sign the physical verification record or log immediately 
following the count. 
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● Totals must be entered into the museum approved electronic logging system, 
with donations for restricted funds or special projects tracked separately. 

4. Deposits and compliance  

● Deposits are typically made quarterly, though more frequent deposits will be 
coordinated if funds accumulate beyond a specified threshold.  

● Museum finance staff are responsible for completing official 
[ORGANIZATION]deposit entries and coordinating secure cash transportation.  

● Any discrepancies, missing funds, or evidence of tampering with the donation 
box must be reported immediately to the finance manager and the security 
supervisor.  

● Staff must follow all Johnson Museum and [ORGANIZATION]cash handling 
policies without exception. 

  

© 2026 The Write Direction Inc. All rights reserved.



  

32 | POLICIES & PROCEDURES 
 

 

 

 

 

 

 

V. VISITOR POLICIES & ENFORCEMENT 
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5.1 Collections Protection 
POLICY STATEMENT 

The duty of the Museum is to ensure that the collection remains in pristine condition for 
current and future generations. While the [ORGANIZATION] strives to provide an open 
and engaging environment, certain restrictions on visitor behavior, specifically regarding 
photography and the handling of personal items, are essential to mitigate the risks of 
light damage, accidental impact, and legal infringement. These visitor policies ensure 
that artwork is safeguarded, lender and copyright obligations are met, and a 
professional, respectful environment is preserved for the public. 

PROCEDURES 

1. Visitor photography for personal use 

● Personal, non-commercial photography of the permanent collection is permitted 
unless otherwise posted.  

● Flash photography is strictly prohibited, and any use of flash requires prior written 
approval from a curator, registrar, or the director.  

● Tripods, monopods, selfie sticks, and external lighting are prohibited as they 
pose tripping hazards and risks to the artwork.  

● Staff must intervene immediately if a visitor's photography method compromises 
the safety of an object or the flow of other visitors. 

2. Loaned objects and special exhibitions 

● Photography of loaned objects is often prohibited by legal contract, and staff 
must monitor galleries for no photography icons and enforce these restrictions 
strictly. 

● Only the curatorial office or authorized staff may take installation photographs of 
loaned works for internal record keeping and the Museum image server. 

3. Press and media protocols  

● Media must have prior clearance from the curator or registrar and the 
publications office.  

● Upon arrival, press representatives must present a valid id at the welcome desk 
and be recorded in the attendance log.  
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● Press must be escorted by staff at all times, and flash is only permitted for wide 
gallery atmosphere shots, never for close ups of individual works unless explicitly 
approved.  

● Representatives must sign out, and security or curatorial staff must be notified 
once the media visit is concluded. 

4. Handbag and backpack policy  

● Any bag exceeding the dimensions of a standard piece of legal A-size paper (8.5 
by 14 inches) must be stored in a locker or cubby.  

● Large bags required for documented medical needs are permitted but must be 
worn on the front of the body.  

● Standard backpacks must be stored in lockers, though small fashion backpacks 
may be worn on the front of the body to prevent accidental contact with art.  

● Child carriers must be worn on the front only, and back carriers or empty carriers 
must be stored. 

● Students may bring laptops and notebooks to designated study areas, but their 
backpacks must remain in lockers. 

5. Prohibited items in galleries  

● Umbrellas of all sizes, including collapsible or full size, must be left in the 
coatroom or designated stands.  

● Selfie sticks and tripods are prohibited due to the risk of striking artwork or 
tripping patrons.  

● Oversized parcels and any bulky package or equipment that cannot be held 
easily at one’s side are prohibited.  

● Art supplies, such as pens, markers and paints, are prohibited, and only pencils 
are permitted for sketching unless otherwise authorized for a specific class. 

6. Enforcement and visitor engagement  

● Staff must approach visitors with a service first mindset when enforcing rules by 
kindly informing the visitor of the policy.  

● Personnel must guide the visitor to the appropriate storage area, such as lockers 
or the coatroom.  
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● If a visitor refuses to comply with these regulations, staff must escalate the 
matter to a security supervisor or the director. 

 

5.2 Conduct Policies 
POLICY STATEMENT 

The [ORGANIZATION] maintains a safe and respectful environment to protect the health 
of the community and prevent damage to the collection. Strict adherence to smoking, 
food, and media prohibitions is required to minimize the risk of chemical residues, spills, 
and pest infestations.  

Staff are responsible for enforcing these standards to ensure the museum remains a 
center for learning and reflection where the safety of people and the integrity of the 
university's cultural heritage are prioritized. 

PROCEDURES 

 1. Smoking prohibition  

  [redacted] 

 2. Service animal policy 

[redacted] 

 3. Food and beverage restrictions 

  [redacted] 

 4. Children and mobility devices 

  [redacted] 

 5. Running and disruptive behavior  

  [redacted] 

 6. Liquid media prohibition  

  [redacted] 
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Note to Readers: 

Thank you for exploring this sample of our work. In order to maintain the confidentiality of the 
article,  we've provided only a selection from this piece. 

Should you be interested in learning more about our services, please don't hesitate to reach 
out. 

Thank you, 
The Write Direction Team 
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