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Basic guidelines for when to remove fasteners: 
Remove metal fasteners—like staples or paper clips—if you cannot take a 
good image of a pamphlet, piece of paper, etc. The typical example of this is 
when the staples are too close or overtop of unique material on the page (like 
the picture on the right). If you can digitize something and obtain a clear image 
without removal of the 
fastener, be gentle with the 
pages—making sure that you 
are not folding, tearing or 
creasing the paper in any 
way. Additionally, some metal 
fasteners and other adhered 
items—like grommets—
cannot be removed manually.  
If this is the case, make a 
note of the item so it can be 
reviewed and digitized later. 

     
Removing Staples       

• Turn the stapled pages over onto the side where the staple prongs are located. 
• Slip a corner of a polyester square underneath one of the prongs. 
• Slip the narrow side of the spatula underneath the same prong and unfold the metal—using the polyester square 

as a barrier between the spatula and the paper. 
• Once one side is unfolded, repeat with the other prong (you might have to turn the paper around to do this). 
• Once both prongs have been unfolded, turn the stapled pages over and slip the polyester square under the metal 

again. 
• Using the thick side of the spatula, pull up one prong first and then remove the other with your fingers.  Avoid 

pulling both out at the same time as that can cause damage. 

*Regularly trim down the corners of your polyester squares as the edges get chipped with multiple use. 

* Oftentimes, pages stapled together have started to rust or are so brittle that the paper is cracking while you are trying to 
remove the staple. If this occurs, stop and take note of the item to be imaged later.   

 
 

 

TOOLS NEEDED 
Microspatula 

Pliers (for harder jobs) 

Mylar/Polyester Squares  

 

 

 

 

 

 

 

 

   
    

  
    

 
 

      



Removing Paper Clips 
Most of the time, paper clips are easy to remove.  However, there are times when removal will cause damage to weak or 
brittle paper.  When this is the case, there is an easy way to remove the paper clip without causing damage: 

• Place the paper clipped pages down on one side and slip a polyester square underneath the prongs of the paper 
clip. 

• Leaving the polyester square in place, flip the whole group of pages over and do the same on the other side.  At 
this point, polyester squares should be the only thing in contact with the paper clip. 

• Hold the group of pages in one hand.  Take your other hand, grasp the polyester squares, and pull them towards 
the top of the paper clip and slowly off the group of pages.  
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