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Deaccession & Disposal Procedures
1. Considerations
All decisions to deaccession and dispose of artefacts should be based on legal and ethical considerations as outlined in the Deaccessioning section of the Collections Management Policy:
1.1 Legal Considerations:
· Written documentation to support the Museum’s ownership
· Absence of restrictions on deaccession and disposal
· Compliance with any legislated responsibilities defined by the Canada Revenue Agency
· Compliance with other applicable legislation and restrictions
1.2 Ethical Considerations:
· Relevance to the Museum’s mandate
· Physical condition
· Physical location (e.g. lost or returned to owner)
· Availability of human and financial resources to preserve and store the artefact
· Repatriation requests or ownership claims

2.  Procedures for Deaccession
2.1 Complete a Condition Report

· Include photographs

2.2 Complete an Incident Report
· If the artefact was stolen, lost, or damage

2.3 Complete a Deaccession Proposal

· By the Collections Committee in conjunction with the Manager

2.4 Collect all relevant artefact documentation to accompany the Deaccession Proposal

2.5 Submit the Deaccession Proposal

· To the Board of Directors by the Manager

2.6 Review of the Deaccession Proposal

· By the Board of Directors who approve or reject
2.7 Maintain all procedural documentation in the artefact’s file in perpetuity

2.8 Adjust written and electronic records to reflect the deaccession

· Do not reuse the deaccessioned artefact’s accession number 
3. Guidelines and Procedures for each Disposal Method
(the Board of Directors determines the Method of Disposal for a deaccessioned artefact.)

3.1 First right of Refusal

· The Museum may offer the artist a first right to refuse to buy back an object through sale at fair market price


3.2 Gifted to another Institution

· The Museum will endeavour to keep the artefact in the public domain and within its relevant provincial or regional locale and may be transferred to another public institution
· It may transfer legal title to the institution through a gift agreement and retains a copy to be placed in its artefact’s file
· It provides copies of relevant documentation like a Catalogue Worksheet
· It completes a Deaccession Worksheet for the artefact’s file


3.3 Sold

· An artefact cannot be sold to staff members, volunteers, or their families
· An artefact which cannot be transferred or sold to another public institution can be placed for sale at a public auction.  The museum gives public notice through the appropriate media 3 months in advance of the sale
· Documentation regarding the sale as well as the Deaccession Worksheet is placed in the artefact’s file
· Funds from the sale of an object are allocated to the collections, either acquisition or service related directly to collections preservation. Funds will not be allocated to capital or operations costs


3.4 Destroyed

· Should only be considered if the artefact is too badly damaged or deteriorated to be restored, or, it represents a hazard to the staff, public, or the collection

· In such a manner that it cannot be reconstituted
· In accordance with health and safety procedures mandated both by the museum and the province (e.g. OHS, WHMIS)
· Destruction is witnessed and documented on the Deaccession Worksheet which is kept in the artefact’s file

3.5 Returned to legal owner

· Can only be returned to a donor if the museum does not have legal title to it

· An individual wishing to reclaim an artefact must provide documentation proving legal title
· Prior to an artefact being returned to an owner it must be undergo deaccessioning procedures as outlined in Part 3
· A Deaccession Proposal and a Deaccession Worksheet are completed so that records are updated and documents kept in the artefact’s file
· The museum complies with all Canada Revenue Agency guidelines
· The museum and legal owner sign a receipt indicating that the object has been returned to the owner, each gets a copy with the museum’s kept in the artefact’s file



