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Collection Management Policy

1 Introduction

1.1 Mandate
The [INSERT SOCIETY NAME] is an incorporated society that operates the [INSERT MUSEUM NAME]. The Society’s mandate is:


[INSERT MANDATE]
1.2 Purpose of Policy
This Collections Management Policy provides standards and criteria for the selection, acquisition, preservation, use, and documentation of artefacts in the collection, and for deaccession and disposal if necessary.  It considers past and current practice, professional and museological standards, legal and ethical obligations, collection management issues, and planning for the future. This policy helps the museum fulfill its public trust obligations through proper stewardship of its collection in order to maintain the collection in perpetuity. 

This policy provides the framework for Acquisitions Guidelines & Procedures, Deaccession & Disposal Guidelines & Procedures, as well as the Research Policy. Policies and procedures should be reviewed by the Collections Committee every five years.

Throughout this policy and the accompanying procedural manuals, the [INSERT SOCIETY NAME] and the [INSERT MUSEUM NAME] will be referred to as ‘the museum’. The [MANAGER/DIRECTOR/CURATOR] will be referred to as ‘the manager’.


1.3 Responsibility for the Collection
The museum’s board of directors is ultimately responsible for the collection, with the manager ensuring that collection management policies, guidelines, procedures, and standards are developed and implemented. It is the manager’s responsibility to make certain that anyone who works with the collection is aware of the policies and procedures and adheres to the Canadian Museums Association’s Ethics Guidelines (2006) [The board must formally approve and adopt its use]. (S)He is also responsible for ensuring staff and volunteers consistently follow procedures and standards. [Museums should clearly define the roles and responsibilities within the Museum’s hierarchy with regards to collection management in this section]
1.4  Scope of the Collection
The museum’s collection consists of material culture relating to the Society’s mandate [briefly outline]. Objects are acquired and preserved for education, research, and exhibition alongside supporting documentation. The Society is responsible for preserving the collection and making it accessible to current and future generations.
2 Acquisition


2.1 Definition 
Acquisition is the formal process of obtaining legal title of an object through purchase, donation, or bequest by transferring legal ownership from the vendor or donor to the museum.


2.2 Authorization 
Acquisitions are ultimately the responsibility of the manager. (S)He must ensure that the Collections Committee has the appropriate documentation available to make an informed decision to acquire or reject the potential acquisition. The Collections Committee will be comprised of at least 2 people, appointed by the board of directors, who work directly with the manager.

Acquisitions will be submitted to the board of directors for approval if they are purchases in excess of $500.00, potentially controversial in nature (i.e through related entities or events), or require a significant outlay of resources (i.e. storage space, treatment etc.).


2.3 Criteria 
Acquisitions to the museum’s collection are made with the stewardship of the collection in mind; an object is acquired with the intention that it will permanently remain in the collection and not with the purpose of eventual disposal. Before completing an acquisition, the museum must make every effort to determine and document legal ownership from the potential donor or vendor.  To maintain the stewardship of the collection, the museum accepts objects for acquisition with both the short- and long-term objectives of the collection in mind. Some acquisitions may be made for educational purposes as part of a “working collection,” but these objects may be subject to reduced levels of care and documentation (see Section 5.4). The collections committee and manager will seek to build on strengths and address weaknesses of the collection while adhering to the mandate of the organization.  This is accomplished by complying with the following criteria:


2.3.1 Relevance to the museum’s mission statement or collections mandate

2.3.2 Significance (i.e. association with a person, event, geographical area, or historical period)

2.3.3 Oral or written documentation to support ownership, authenticity, study, and use

2.3.4 Compliance with applicable legislation (i.e. Firearms Act)
2.3.5 Compliance with the CMA’s Ethics Guidelines (2006)

2.3.6 Availability of human and financial resources to acquire, document, preserve, store, and exhibit the artefact in existing facilities

2.3.7 Opportunities for use, exhibition, research, and other program requirements

2.3.8 Physical condition

2.3.9 Cultural sensitivity

2.3.10 Absence of threats to users or to other elements of the collection

2.3.11 Absence of restrictions on use or disposal
2.4 Methods 


2.4.1 Gift 
Involves an object’s legal title being voluntarily transferred to the museum by a donor.  Collections committee members are unable to deliberate over potential artefacts with which they have a direct connection.  A completed Gift Agreement is the legal documentation of acquisition and must be kept with the object’s file.
2.4.2 Bequest
Involves an object’s legal title being transferred to the museum by a donor as part of a legal Will.  In order for a donor to bequeath a potential artefact to the museum, (s)he must include the intention in a legal Will.  After Probate has been completed, the museum is able to claim an object.  The museum is not obligated to accept bequeathed objects; the collection committee may reject the offer. If the committee feels the bequest is accompanied by unsuitable conditions the board of directors can apply to the court or the executors to have the Will amended.  The relevant portion of the will is the legal documentation of acquisition and must be kept with the object’s file.  [If the estate asks for a tax receipt, the museum will require a Gift Agreement completed by the executor- it is good practice to always complete a Gift Agreement for bequests.]  
2.4.3 Purchase
Involves an object’s legal title is transferred to the museum from a vendor in exchange for an agreed price.  The purchase of objects from staff members, volunteers, or board members is subject to unanimous approval from the board of directors.  The bill of sale is the legal documentation of acquisition and must be kept with the object’s file.  Purchases must comply with the CMA’s Ethics Guidelines.
2.4.4 Field Collecting

Is the practice of actively gathering field specimens, natural or cultural, from their native environment for inclusion in the museum’s collection.  Gaining legal title requires proper permits or licences for collecting specific materials.  These documents are the legal documentation of acquisition and must be kept with the object’s file.
2.5 Ethical Guidelines

When making an acquisition, the museum will comply with the ethical codes prescribed in the CMA’s Ethics Guidelines (2006) that regulate the museum profession.  Specifically, these guidelines pertain primarily to the museum’s public trust responsibilities and potential conflicts of interest between the museum and its trustees.

2.5.1
The museum will only acquire material that it can properly document, preserve, and exhibit.

2.5.2 In any case where a conflict of interest develops between the needs of the museum and an individual trustee or staff member, the interests of the museum will prevail.  This includes any personal collecting by museum trustees.

2.5.3 The museum will not deliberately or misleadingly identify or value an object to the benefit of the museum and the detriment of the donor in order to acquire it for the museum’s collection.

2.5.4 The museum will guard against directly or indirectly participating in the illegal traffic of cultural or natural objects.  This may include objects that have been stolen, illegally imported/exported, or illegally collected in the field.

2.5.5 The museum and its trustees will not participate in the dealing (buying or selling for profit) of any objects similar or related to the objects collected by the museum for use in its collection.

3 Documentation and Records Management
Proper records management is central to any effectively maintained collection. The museum will create meticulous documentation that promotes the purposes of the collection and conforms to professional standards.  Documentation will be initiated on objects in a timely manner.  Objects must be given accession and/or catalogue numbers prior to inclusion in the collection.


3.1  The documentation generated will be a permanent, official record for each artefact in        the collection.

3.1.1 An artefact’s file will include documentation proving the museum’s legal title.
3.1.2 The collections database and artefact photographs will be backed up once a week. Backup files will be kept both on- and off-site.
3.1.3 An artefact’s file will include documentation discussing the artefact’s provenance, description, and narrative as it relates to museum’s mandate.


3.2  Documentation is the responsibility of the manager who will work with museum staff and volunteers to complete records as required
3.2.1 Legal documents will be kept on-site at the museum with back-up (electronic or hard copy) stored off-site in a secure location

3.3 Information regarding acquisitions, loans, or disposals will be made publicly accessible in the museum’s annual report or other regular publications, in accordance with privacy laws.


4 Care & Preservation


4.1 Definition 

The effect of all actions performed to maintain and stabilize the condition of artefacts in the collection in order to pass them along to future generations.  It can include conservation treatments and preventive conservation, as well as any action that has direct effects on the physical well-being of the collection, such as safe and proper storage, handling, and exhibition techniques (Nova Scotia Museum).

4.2 The museum recognizes that its collection is held in the public trust.  As such, the manager will ensure that staff and volunteers who have physical access to the collection are trained in, and use, appropriate care and handling.

4.3 Staff and volunteers will strive to maintain artefacts and collection records in an environment conducive to preservation.  The manager will ensure that the collection is inspected on a regular basis and Condition Reports are completed as needed.  Any staff member or volunteer who discovers a preservation problem or damage to an artefact must document and report it immediately.


4.4 Staff and volunteers are responsible for maintaining the security of the collection, immediately documenting and reporting any confirmed loss or breach of security to the manager who will report it to the board of directors.  

4.5 The manager will ensure that artefacts having the potential to be hazardous to the public, museum staff, volunteers, the environment, or the collection will be properly handled and stored.  All safety regulations (e.g. OHS, WHMIS) must be followed.

4.6 In the event of an emergency, the museum’s Disaster Plan will be put into practice.  Copies will be kept both on- and off-site with the designated board member and/or volunteer.  Information will be updated as required, and the Disaster Plan will be reviewed every five years.

5 Access and Use


5.1 The museum will maintain a balanced approach between the preservation of the collection and making it accessible to the public.  Access to the collection is provided through exhibitions, programs, events, publications, collection records, research files, and consultation with curatorial staff.

5.2 The level of staff access to the collection will be determined by the manager.  All staff and volunteers who handle artefacts must be appropriately trained and supervised.
5.3 The museum allows limited access to the collection by the public.  Access to, and use of, the collection is at the discretion of the manager, and is generally provided to any persons demonstrating a need.

5.3.1 The Research Policy should be reviewed for information regarding researchers’ access and use of the collection.
5.4 Artefacts used in educational programming are considered part of a “working collection”, requiring them to be handled or operated by staff, volunteers or the public.  Being part of the working collection may result in a reduced level of care, documentation, conservation, and restoration.     


5.4.1 Artefacts may be acquired specifically for use within the working collection or transferred from the permanent collection.  The decision to transfer an artefact is determined by the manager, and must gain final approval from the board of directors.

5.4.2 Artefacts in the working collection must fulfil an appropriate program need, be expendable (i.e. a duplicate, overrepresented in the permanent collection), be safe to use, and not contravene legislation (i.e. firearms). 

5.4.3 The rationale for transferring an artefact from the permanent collection must be clearly documented. All artefacts acquired for use in the working collection must be registered and catalogued in accordance with museum standards.  All artefacts within the working collection must be clearly labelled as such. 
5.4.4 If an artefact in the working collection becomes no longer useful or needed, it must be deaccessioned in accordance with the deaccession procedures outlined in this policy and the Deaccession & Disposal Guidelines.   
6 Loans

6.1 Definition 

Loans are artefacts temporarily released from the museum’s collections to another organization, or temporarily borrowed by the museum from an organization or individual.  There is no change of ownership between the museum and other institutions or individuals (Alberta Museums Association).


6.2 Loans into the museum


The museum may borrow artefacts from institutions and individuals for exhibitions, study, or other purposes consistent with the mandate of the museum’s mission.

6.2.1 Before completing a loan the museum must make every effort to determine and document legal ownership.  An Incoming Loan Agreement form must also be completed between the museum and the lender.  This documentation will be kept in perpetuity.
6.2.2 The museum will provide the same level of care and security for artefacts on loan to the museum as it does for those in its own, permanent collection.  Treatments will not be completed on the borrowed artefacts without prior written consent.
6.2.3 When the museum borrows artefacts from institutions, it will follow the procedures prescribed by the lending institution.  When the museum borrows artefacts from an individual, or institution without lending procedures, it will follow the procedures of the museum.  
6.2.4 The museum will complete a Condition Report for each artefact upon its arrival at the museum.

6.2.5 Establishing the value of a loan for insurance purposes is the responsibility of the lender. 

6.2.6 The museum will not maintain permanent loans.  Unless renewed, a loan will remain with the museum for a maximum of one year.


6.3 Loans out of the museum


The museum will lend artefacts to other institutions, but not normally to individuals.  The purpose of the loan must be consistent with the interests of the museum, and not pose any undue risks to the artefacts being lent.  

6.3.1 Before completing a loan, the museum must ensure that any borrowing institutions are able to provide care in keeping with its standards.  An Outgoing Loan Agreement form must be completed between the museum and the borrower. This documentation will be kept in perpetuity. 
6.3.2 Outgoing loans will be covered by either the museum’s own insurance policy or insurance taken out by the borrower.  This will be determined on a case-by-case basis when completing the Outgoing Loan Agreement.
6.3.3 The museum will complete a Condition Report before artefacts are placed on loan and when they are returned from the borrowing institution.

6.3.4 Unless renewed, a loan will remain with the borrowing institution for a period of one year.

6.3.5 The museum reserves the right not to lend artefacts.

7 Insurance

[Insurance for a museum is individualized and insurance policies can vary greatly in terms of type, coverage and cost.  The museum board/manager should understand what, and if, insurance coverage is required and the amount of risk to be assumed by the museum.  Policies should be discussed with an insurance broker, and there should be annual meetings to review your operations, collections, and policy.

Things to consider:

· Insurance for the permanent collection (often called “Fine Arts” insurance)

· Based on an inventory of the collection (including current location records) and valuations (how much the artefacts in the collection are worth)

· Note that the cost of insuring large, permanent collections of high value is prohibitive in some cases (it may be cheaper to insure only parts of the collection, or to pay out losses, than to pay premiums)

· Insurance on loans

· All outgoing loans should be fully covered by insurance, either by an extension of the museum’s policy or insurance taken out by the borrower (be sure to review their policy and keep a copy in your own files)

· Incoming loans may be insured by a Fine Arts “floater” attached to the insurance on the permanent collection 

· An “All Risks” policy (covering all risks unless named as exclusions) is preferable to one that is restricted to “Named Perils” (covering only those things named specifically in the policy)

· In the event of loss/damage, it is the museum’s responsibility to prove the value of an artefact to the insurer when making a claim against your policy.  This also applies for loans.  Therefore, although lenders set the value of a loan (6.2.4), the museum must ensure this value is accurate.]
8 Deaccession

8.4 Definition 
Deaccessioning is the formal process of permanently removing an accessioned artefact from the museum’s collection, collection register, catalogue, and/or database (Alberta Museum Association).

8.5  Authorization 
The deaccessioning of artefacts are dealt with in a case-by-case manner, and will be recommended by the manager on behalf of the collections committee and requires the subsequent approval of the board of directors.

8.6  Criteria 
The museum considers stewardship of its collection to be a critical responsibility; a duty which is reinforced by the public trust placed in the institution. Artefacts which are accepted into the collection are done so with the intention that they will remain in the museum. There are, however, occasions which require that artefacts be removed permanently from the collection. The following list outlines acceptable circumstances for deaccessioning an artefact.


8.6.1 An artefact does not comply with the museum’s mission statement 
8.6.2 An artefact has been reclaimed by its legal owner (upon providing appropriate documentation)
8.6.3 An artefact has been requested for repatriation by a First Nations group or other community group

8.6.4 An artefact has deteriorated beyond repair or the costs of conservation outweigh the value to the collection

8.6.5 The museum can no longer meet the necessary preservation or storage requirements for an artefact

8.6.6 An artefact is hazardous either to museum personnel and general public or to the condition of other artefacts

8.6.7 An artefact will be better utilized in another institution’s collection

8.6.8 An artefact is a duplicate, fake, or forgery
8.6.9 An artefact has a fraudulent, illegal, or unethical provenance

8.6.10 An artefact has been stolen, lost, or destroyed
8.7  Restrictions 


8.7.1 The museum must have legal title to the artefact or, in the case of poorly or undocumented material, be able to demonstrate that it has made a serious, diligent, and documented investigation to determine ownership

8.7.2 Preconditions imposed on gifts or bequests may prevent an artefact from being deaccessioned
8.7.3 All deaccessions must comply with the CMA’s Ethics Guidelines 
8.7.4 All deaccessions must comply with any legal and legislative restrictions on the artefact (i.e. certified as being of national importance under the Cultural Property Review Board)

8.7.5 An artefact will not be deaccessioned at the request of a donor or seller


8.8  Process 
The decision to deaccession an artefact requires careful consideration and planning. The process to deaccession an artefact must be clear and transparent. Further, clear documentation of deaccessioning and subsequent disposal is paramount. The Deaccession & Disposal Guidelines & Procedures outlines the process for deaccession.
9 Disposal


9.4 Definition 
Disposal is the physical removal of an object from the museum by the process decided upon by the board of directors, following deaccessioning.

9.5  Criteria for Disposal


9.5.1 The museum must have legal title to the object and be free from legal and legislative obligations requiring the object’s continued existence

9.5.2 The museum must not expect that the object will be requested for return or repatriation in the future
9.5.3 Deaccessioning for registered charities should follow Canada Revenue Agency’s guidelines.  [Contact the CRA for more information.]
9.5.4 Deaccessioned culturally sensitive objects are not offered to other museums. The museum will contact the appropriate First Nations community for assistance.


9.6  Notification 
The museum shall make public its intention to dispose of objects from the collection at least 3 months in advance, using the appropriate media. As a courtesy, the museum shall make every effort to notify relevant donors and/or living artists about disposals. 

9.7  Methods 
As per the CMA’s Ethics Guidelines, it is preferable that an object remain in the public domain. Objects with a regional or provincial importance should remain in their relevant locale. Thus the museum shall examine opportunities to transfer, exchange, or sell the object to other museums prior to private individuals or commercial entities. A public institution that expresses interest in receiving the object should demonstrate the ability to provide appropriate care and public access. 

As a courtesy, the museum will offer living artists the first right to refuse re-acquisition of their earlier works through sale at a fair market price following an appraisal. 


9.7.1 Donation
The museum will transfer legal title of an object to another public institution through a Gift Agreement. 
9.7.2 Sale
If there is no public institution willing to accept a deaccessioned object, it can be offered for public sale through public auction. Museum staff, volunteers, and their families cannot purchase deaccessioned items at public auction.  Sales must comply with the CMA’s Ethics Guidelines.  Funds obtained from the sale of a deaccessioned object will be allocated towards collections costs, either acquisitions or for services directly related to collections care. Funds will not be allocated to operating or capital costs.  The museum will recognize and credit donors when funds obtained from the disposal sale of their original gift are used to acquire new objects.
9.7.3 Destruction
An object which is in such poor physical condition that it cannot be restored or conserved and is no longer useful for study or teaching purposes may be destroyed- as may an object which is hazardous to the staff, public, or collection. This object will be permanently destroyed before two witnesses such that reconstitution is impossible.


9.8  Process 
The process for disposal is outlined in the Deaccession & Disposal Guidelines & Procedures. Clear documentation of the disposal of an artefact must be maintained and kept in the artefact’s file.
10 Repatriation 
10.1 Definition 

Repatriation may be defined as “recognizing people’s stake in their heritage, which in practice can mean such things as negotiated return of objects and related cultural materials, and/or sharing authority and responsibility for care and interpretation of collections in the museum” (Royal Saskatchewan Museum).
10.2  The museum may repatriate objects in accordance with the principles and guidelines stated in the Canadian Museums Association’s Ethics Guidelines, and in the Canadian Archaeological Association’s Statement for Ethical Conduct Pertaining to Aboriginal Peoples.
10.3 
All requests for repatriation will be dealt will on a case-by-case basis, and will be approached with respect and sensitivity. 
