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Guidelines for staff referring Special Collections items for conservation

1. Points to consider before requesting work from Conservation:
· The Bodleian Libraries hold a large amount of material in need of conservation treatment and prioritisation of the work load for conservation must be carefully considered. Our Book & Paper Conservation team has limited resources and therefore items flagged up as damaged are unlikely to be selected for treatment unless they heavily used, and/or particularly significant or rare.
· In many cases, providing a box or suitable folder will be all that can be done for an item. Boxes, folders, envelopes and similar sorts of protective archival quality housing are available from PADS on http://www.bodleian.ox.ac.uk/services/conservation/pads and should be considered the first element of protection for vulnerable items. 
· Items that are in a severely damaged condition, requiring extensive repair, are more likely to be boxed and restricted than repaired unless they are selected for treatment as a special project. These projects are often prioritised by both curators of SSCC and the Head of Book & Paper Conservation.
· Non-book objects and artefacts, such as coins, toys or other unusual formats, can also be housed in boxes with shaped Plastazote inserts: contact the Preventive Conservation team for advice via the Conservation Reception on (01865)277076 or email ccc@bodleian.ox.ac.uk
· Wet books or books with suspected active
 mould or insect damage should be notified immediately by telephone to Conservation & Collections Care via the Conservation Reception on (01865)277076 or email ccc@bodleian.ox.ac.uk
· Types of material that may be repaired under the ongoing Book & Paper Conservation treatments program (online request form on http://www.bodleian.ox.ac.uk/staff/services/support/conservation):
· Items with individual loose or detached leaves or insertions that are in danger of becoming lost or separated from the book

· Books with small fragments of the spine detaching, or loose labels

· Items with vulnerable tears, especially tears that extend through text.

· Types of material that should be flagged up for boxing/housing, but are unlikely to be fully repaired:

· Text-blocks that are entirely broken down (all or many of the leaves loose). Exceptions are modern items and non-special collections items which can sometimes be re-bound by our Bindery.
· Books with detached or loose boards. In some cases these can be repaired simply, but normally this is a complex treatment.
· Items that suffer from brittle paper throughout.
· Flat paper items with extensive damage that could be encapsulated in polyester sleeves 
· Types of material that are unlikely to be selected for treatment at all:

· Books that are given without specific problems but "look as though they need some work"

· Books that are rarely looked at, or which have duplicates on OLIS

2. Processing online requests:

· Online request is sent by user
· Automated acknowledgement e-mail delivered to requester
· Conservation receives requests and organises an assessment with the requester (for Rare Books assessments take place monthly).
· A decision is made after the assessment: largely, items will either be treated or sent back to the stacks after boxing. 
· Items to be treated will be assigned to one of the conservation team, who will also take care of returning the item once the treatment has concluded. 
· Please, note Conservation might make a decision not to treat an item if other requests are considered priorities. In this case, the item would be boxed if required and a notice added to the box indicating the item has already been assessed by Conservation. Non-book formats may be sleeved and also labelled as appropriate. 
� Active mould spots have a furry appearance as opposed to inactive mould stains, which are usually embedded in the paper, fabric, leather, and any other materials commonly found in library collections. 
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