TOOLBOX WORKSHOP:  SUMMER 2018
Collection Management Series – Workshop #1,  May 2018
Introduction to Collection Management Policy
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Outline:	Introduction to Collection Management Policy
	Discover what every policy should have
	Explore ways to improve existing policies
[image: ]
A written collection management policy is essential to acquire, maintain, and dispose of donated items.

This month’s discussion provides a top-level overview of many Collection Management Policy topics.  Later meetings will go into more detail on many of these topics.  
The slides were provided, so I removed their background and pasted them in with commentary where additional useful information was discussed.
Also provided were a guide from the American Alliance of Museums on Developing a CMP as well as PDF files of 2 sample Collections Managements Policies, One (5 page) from Delaware, one (26 page) from Central Florida.  These will be on the NHS cloud storage site. 


Future Workshops:	Workshop # 2:  June 23.  Collection Documentation
		Workshop #3:   July 14.    Cataloging, Data Entry
		Workshop #4:   Aug. 11.   Storage & Preservation 
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Include information on what we do accept and what we do not.  For example, in our case, we defer anything relating to Wm. McKinley to the McKinley Memorial Museum.
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Collection Policy should be reviewed roughly every 5 years.
Do NOT let donor dictate the terms of use.  The policy should state the we have the right to display, preserve, etc. as we determine best for the NHS mission.
Do not reinvent the wheel.  Look at other institution policies and use them to fashion ours.
Examples of other collection policies were provided with these slides.  They are attached at the end.
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The environment in the house is an important factor in procedures required to properly maintain the collection
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This provides examples of the types of things that may be included in a collection.  Our collection does include all these.  However, we do not have a separate “Educational Collection” that can be taken from the building for use in off site presentations such as trips to schools.
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Duplicates:  If we already have an item, is the offered item in better condition.  In other words, should we accept the new item and get rid of the similar item we already have?
Would multiple copies be a good idea.  Might one be defined as part of the educational collection that may leave the building.
Safety:  An example given was a museum that accepted an old doctor’s bag.  Later, when they looked closely at it they found some old medicine that had deteriorated and might have been dangerous if anyone opened the vials.
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Accepting an item involves considerations of the cost and the manpower required to maintain the item in acceptable conditions.
It is essential to write down any information that the donor can provide.
Do not accept something if we cannot get rid of it or if it has unacceptable requirements such as that it must always be on display. 
It is important to have a statement on the web site and in the collection management policy that effectively says:
· Do NOT drop objects for donation off outside the WT house.  
· After 90 days, any item dropped off with no donor information becomes the property of the Niles Historical Society.
· After 90 days, we will decide what to do with the item including accepting it into our collection, offering it to another institution we decide is more appropriate, or put it in the trash.  (We are required by law to hold things dropped off for 90 days; then we can do what we want with them)
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Examples of criteria: 
· Has the condition deteriorated to the point that it is no longer useful as a display item or for research?
· Is it still needed?
· Has an alternate been donated that is in better condition or is more directly applicable to the museum mission?
Disposition:  How do we dispose of unwanted items?  What records are needed?  Offer to another museum?
If we decide to sell an object, they recommend using an auction house, NOT ebay or equivalent.
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Do we accept loans from other institutions for special, short term displays?  If so, what are the conditions of the loan?  All this should be defined in writing and the loaning institution must understand and accept our policy.  We also need to understand and accept any of their policies before the loan is accepted.
Similar requirements are needed if we loan any part of our collections to another institution.
Loans can be a hassle, but the can also provide benefits.
Define the length of the loan.  6months with an option to renew for example.  
Permanent loans are a VERY BAD IDEA.  You are taking responsibility for the cost of maintaining the object, but do not own it.
Another BAD IDEA is accepting an item either on loan or as a permanent donation with conditions such as “the item must be on permanent display”.  This may seem ok at the time of accession but make it difficult to modify displays.
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Be prepared for items in an educational display to be damaged or lost.
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An ethics statements may be in the by-laws or elsewhere.  
Major concerns:
· People involved in the acquisition or deaccession process who have personal interests.  An example given was someone who had a personal collection and was offering donors money to acquire items he wanted for his personal collection.
· Accepting a donation and then selling it can damage an institution’s reputation for integrity.
· If items are sold, the proceeds should go back into the collection – if otherwise, make it very clear at the time of donation.
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If the building is damaged, where will we move the Collection?  Perhaps it could be moved into a city building temporarily.
Is there a fund set aside for emergencies?  NOTE:  Generally, a campaign for recovery dollars happens after the fact; few institutions have a disaster fund.
Do we have offsite storage of data?
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StEPs is a program developed by The American Association for State and Local History (AASLH).  This next section is copied from their web site.

Information copied from the AASLH web site.

The American Association for State and Local History (AASLH), founded in 1940, is a national association that provides leadership and support for its members who preserve and interpret state and local history in order to make the past more meaningful to all people.

WHAT DOES AASLH DO?
1. Advocacy: We work for increased funding and visibility for the field and represent the field on national committees and task forces.
2. Leadership: We create and run high quality continuing education programs for individuals and organizations, including the first-ever national standards program for small and medium history organizations (StEPs).
3. Community: We facilitate networking and discussion both in person at our Annual Meeting and on-site workshops as well as online through our website, Online Conference, and Affinity Groups.
4. Resources: We offer programs, books and book series, Technical Leaflets, History News magazine, and our searchable online collection of over 1,000 other resources.

Membership
Institutional memberships give your entire staff access to the benefits of membership. In our easy-to-use member database, you can add and remove staff from your institutional account as needed. Institutions that are members get discounts on important resources like Past Perfect software, the AASLH book series, and continuing education events for organization leaders and support staff.
 
MEMBERSHIP DUES       $118 Annually
RESOURCES
Research, books, Technical Leaflets, websites, podcasts, webinars, white papers, industry trends, articles, position papers, sample planning documents, and more.
STEPS:
STANDARDS & EXCELLENCE PROGRAM
StEPs is the Standards and Excellence Program for History Organizations. It helps small- and mid-sized history museums, historic sites and houses, including all-volunteer ones, assess policies and practices, manage daily operations and plan for the future.
StEPs is AASLH’s self-study program designed specifically for small- to mid-sized history organizations, including volunteer-run institutions. Through a workbook, online resources, and an online community, organizations enrolled in StEPS assess their policies and practices and benchmark themselves against national museum standards. The program is divided into six sections that can be addressed in any order. In each section, organizations can identify their current practice as Basic, Good, or Better. Each level has its indicators, allowing organizations to set realistic goals and tackle challenges in small, manageable steps. Work in each section at your own pace using checklists, worksheets, sample documents, and the 24/7 online community.
After completing each level within a section, your organization will receive a certificate from AASLH that lets your community and stakeholders see that you making meaningful progress toward national standards. And that translates into increased credibility that can help justify funding requests.

The StEPs Workbook
“I LOVE the StEPs program! I’ve been devouring the workbook – it’s very helpful.” -StEPs Member
The StEPs workbook is more than just a workbook. It’s a manual and a compass for progress. The workbook is organized into six sections that can be used in any order, according to your organization’s individual needs and priorities:
· Mission, Vision, & Governance
· Audience
· Interpretation
· Stewardship of Collections
· Stewardship of Historic Structures & Landscapes
· Management
[image: Screen Shot 2013-07-08 at 4.04.39 PM]
In each section, you will find discussion prompts, a list of standards, unacceptable practices, and overarching statements that describe an institution that meets standards. Then, for each standard, there are workbook pages that break the standard down into the Basic, Good, and Better levels with performance indicators, and workbook pages for planning projects needed to reach those indicators. At the end of every section are project suggestions, resource lists, and forms for certificate application. A full glossary defines terms used in the workbook.

StEPs Worksheet example provided on the AASLH web site.
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Next are expanded (readable) views of the left side of a couple of worksheet page examples.
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COMPONENTS OF A COLLECTIONS MANAGEMENT PoLICY

Statement of purpose
Scope of Collection
Collecting Plan
Accession Procedure
Deaccession Procedure
Loan Policy

Ethics

Emergency and Recovery Plan
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STATEMENT OF PURPOSE

Your Collections Policy’s Mission Statement

(You’re not trying to get your Collection into Graduate School)

Example:

“The objectives of the Lillian Jones Museurs in operating its museurs, and future archives are to collect, preserve,
study, interpret, and exchibit significant materials relating to Jackson County and to provide related educational services for
the purpose of increasing and enriching public knowledge. The acts of acquisition, accession and deaccession shall reflect
these stated purposes.”
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ENVIRONMENTAL CONDITIONS

Temperature

Food and Drink Restrictions | Neowtze. )
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SCOPE OF COLLECTIONS

Identify and Outline Criteria for Collection: Geographic, Thematic, Relating to a Specific
Subject, etc.

“The History Center’s permanent collections consist of historical artifacts, photographs, and archival materials. In addition, the
History Center maintains an educational and research collection. A collaborative partnership with the History Center’s genealogy
library expands the scope of the collections. These are defined as follows:

Historical Artifacts: Three-dimensional objects with historical or aesthetic significance
Photographs: Images such as prints, negatives, film, postcards, etc.
Archival Materials: Historicalrecords, maps, and documents

Educational Collection: Items previously in the History Center collection or items donated to the History Center that do meet
the requirements stated in the Collections Management Policy but are still valuable for educational purposes or research.

Research Collection: Books or other printed texts that are available for research in the collections.

Genealogy Collection: Books, estate packets, birth, marriage, and death record, and other resources to assist members of the
public who are doing genealogy research. Currently the collection focuses on Athens County, but this will likely expand in the future.”




image8.JPG
COLLECTING PLAN

Addresses questions such as:
Are all acquisitions by Donation or is there a purchasing budget?

States Objectives for Permanent Collection and outlines how to reach these
goals

Define other collections, such as Education and Research

More specifics in next section
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ACQUISITION POLICY

Agreeing to take possession of object

Criteria for Accepting Artifacts

Connect to Collecting Plan: How will your institution collect?
Who has the authority?
What is the intended use?
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ACCESSIONING INTO PERMANENT COLLECTION

Historical Significance/Provenance: Is there a clear link between the object/archive/photograph and our
mission? Is the provenance determined? If not, could it be proven with additional research? Is this research
deemed valuable in terms of the cost of time and materials by staff?

Enhancements to Collections Goals: Does the object fill gaps in the collection? Does it strengthen the
collection that is already strong?

Collections Care/Condition: Does the object warrant the necessary staff time and material costs to ensure that

best practices are maintained? Is there ample storage available, or can it be arranged? Does the object warrant the
financial cost of its preservation/conservation?

Research Value: Does this object promote learning aligned with the mission of the institution? Do you foresee
the public using this object for research purposes?

Exhibit Value: Does this object readily present opportunities to be exhibited? Do objects/archives in the
preexisting collection present thematic or conceptual links that could be readily developed into an exhibit?

Duplicates: Does the institution already have one or more of this object/archive? If so, would the collection be
strengthened by having multiples of this item?

Safety of Staff and Collections: The institution will not accept objects that could constitute a threat ot he safety of
the staff, researchers, or other objects.
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ACCESSIONING

Accepting full care and responsibility for object
Deed or Gift

Record Keeping

Cataloging

Associated Research

Is this item more appropriate to another Collection?
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DEACCESSIONING

Define Criteria

Set procedures: does the Collections Committee or full Board have to approve?

Disposition
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L.OAN PoLicy

Incoming Loans
Outgoing Loans

Can be a hassle, but many benefits
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EDUCATION AND OTHER COLLECTIONS

What is the point of this object?

How will you use it?
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ErHics

Fundamental, but does not have to be extensive
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EMERGENCY AND RECOVERY PLAN

Important Part of Collections Management Plan
What items should, if possible, be saved first?

If the building is damaged, where will you move collections?
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STEPs

Collections Management Policy is an Important part of the StEPs program

Ps
STEP:

Standards and Excellence Program
for History Organizations
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MVG
Standard

1

The nstitution has a
clear understanding
o ts mission and
communicates why
itevists and who.
benefits as a result
o ts efforts.
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A. Does the instirution
bave a mission
statement?

B. Docs the mission
statement dlearly
express what the
institution docs and.
Jor whom?

Basic

The insttution has a written mission
statement that the governing authoriy,staff,
and volunteers understand, remember, and
can explain.

Good

The mission statement i easily accessible
(e.g. posted in the office, printed in the.
newsletter, and prominent in meeting
materials for the governing authority), and
the governing authority and staf frequently
reacquaint themselves with it

Better

The institution reviews the mission statement
every three to five years. The review may
include members of the community.

Basic

‘The mission defines the institution's purpose
and acknowledges its public responsibilty

It identifies the institution's audiences and
reflects the insttution’s core values

The institution shares ts mission in
‘communications with the public

Good

‘The mission statement focuses on outcomes
and impact, not solely activitis.

Better

‘The governing authority, stff, and volunteers
always address the institution's mission in
decision-making.
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COLL
Standard
2:

The institution
legally ethically,
and effectively
manages,
documents, cares
for, and uses the
collections.

128

Are there written
procedures for
acquiring, borrowing,
and lending collction
items?

3. Are there written
procedures for
deaccession and
disposal of collction
items?

Basic

‘The institution uses a written donor form for
artifacts and archival items accepted into ts
collections

The institution uses a witten loan agreement
for each in-coming and out-going loan
transaction that involves collection items.

Al loans are for a specified time period

Project Work (see page 152 for exampies

Good

There are witten procedures for acquiring,
borrowing, and lending artifacts and archival
items included in the collections policy.

Better

‘The institution reviews and updates its
procedures on a regular basis.

The institution requires condition repors for
allin-coming and out-going loans.

The institution keeps records relating to the
‘deaccession and disposal of artifacts and
archival collction items,

Good

The institution has written procedures for
‘deaccessioning and disposing of atifacts and
archival items included in the collections.
policy.

Better

Procedures include a forma review process.
and transactions are documented in witing.

e 129
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COLLECTIONS MANAGEMENT
POLICIES

CYRUS MOORE III
OHIO HISTORY SERVICE CORPS
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Any Collection is only as good as the institution’s Collections Policy
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Collections Policies Should:

Address the basic relationship between Mission and Collection

Define what the institution’s collection is and why it exists

Balance use and preservation
Protect the institution from getting overwhelmed \ ) STD P
=/l THE

COLLECTIONS

N

Al





