Herbarium Rules

The herbarium has grown extensively in recent years and its holdings have become more valuable and useful. It is now evident that there is a need to establish rules to the handling of this collection. The following rules are in line with those of most other herbaria and are not intended to keep anyone from using the herbarium. These rules will apply to all who use the herbarium.

A. Handling Herbarium Specimens

1. Food and beverages are not allowed in the herbarium proper.

2. Herbarium specimens should be held as level as possible and not shuffled or leafed through like the pages of a book.

3. Specimens are not to be turned upside down at any time.

4. Loose herbarium specimens should not be returned to the genus folder without first removing the genus folder from the herbarium cabinet. (I.e., do not force a herbarium specimen into the genus folder while the folder is still in the cabinet.)

5. When loose herbarium specimens are carried, they must be placed on a cardboard corrugate. This provides support for the specimen and prevents breakage of the plant.

6. If specimens are to be used for display or classroom illustration, they are to be mounted on cardboard corrugates or other support with paper clips.

7. All mounted plants must be stripped with tape before they may be taken from the herbarium.

8. No parts of the specimens are to be removed from the herbarium paper unless permission is given by the curator. Any parts removed should be placed in the accompanying paper packet.

9. Herbarium specimens are not to be indiscriminately marked with pencil or pen.

10. Keep specimens out of sunlight, as this may cause plant material to fade.

(Care should be taken in handling the specimens as they have great scientific value. These considerations will enable us to keep the specimens in the best possible condition. Sometimes accidents will occur, and we understand this. Please point out to us any damage to specimens so that they may be repaired.)

B. Removal of Specimens for Display or Class

1. You may pull your own specimens. (We will help when asked.)

2. If the specimens are to be removed from the herbarium for more than one day, we would like a brief list of the specimens and an exact number.

3. We would like to know how long you expect to have the specimens and where they are to be used.

4. If you need all the specimens of a certain taxon, we will place an information card in the cabinet with your name, the date, and new location of the specimen.

5. Every effort must be made to use the specimens in the herbarium. It is open Monday through Friday. Other arrangements may be made for Saturday use with the approval of the curator.

C. Returning Specimens

1. All herbarium specimens should be returned as soon as possible. Storing them out of the herbarium should be avoided. It is important that they be in a herbarium cabinet, away from changes in humidity, dust, and especially insects.

2. Leaves specimens in the designated place for returned specimens. DO NOT refile specimens removed from the herbarium.

3. If you are using the specimens in the herbarium one at a time, you may place them back in the correct folder, but leave the folder in the refile area.

D. Annotating Specimens

1. The original label is not to be changed once it is affixed to the herbarium sheet. If errors are found, please bring them to the attention of the curator or herbarium assistant.

2. Annotation labels are the commonly accepted method of noting taxonomic opinion on a herbarium specimen. They are to be used rather than writing on the herbarium sheet. They are neater and more practical if remounting of the specimen becomes necessary. Annotation labels can be provided if needed.

3. Annotation labels are to be written in permanent ink or typed – in black ink.

4. Notify us if you have used annotation labels so that we may affix them to the herbarium sheets.
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