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INTRODUCTION
This plan is being created with the long-term sustainability of the both the internal CollectiveAccess online system and the public NovaMuse website in mind.  It is a living document that is constantly updated to reflect both the changes in these systems and how to handle any emergencies that could present themselves.

In theory, it will outlast any particular staffing position both within the Association of Nova Scotia Museums (ANSM) and also any third-parties that are needed to keep both systems up and running.

The purpose behind this document is to identify potential threats to the viability of both systems at both a holistic level and at the site level, establish solutions to eliminate and/or minimize those threats, and identify the steps required to deal with those issues should they actually take place.
CONTACTS

ANSM Staff
	General Office Line
	902-422-0881

	Museum Advisor
	Karin Kierstead
	support@ansm.ns.ca
	902-402-3433

	Executive Director
	Anita Price
	director@ansm.ns.ca


In the event of an emergency concerning CollectiveAccess and/or NovaMuse, the museums’ primary point of contact will be the ANSM staff. ANSM will make appropriate contact with web developers, IT specialists, server hosting company, etc.  
ENTIRE SYSTEM THREAT SCENARIO #1:
Web Server Unavailable for Extended Period of Time
Description of Potential Threat:
The primary Web Server used for both CollectiveAccess and NovaMuse being unavailable for use, with identified threats as being: 
1. Server Hardware Failure
For CollectiveAccess, the expected downtime should not exceed 24 hours.
For NovaMuse, the expected downtime should not exceed 48 hours.

Prevention Strategies:

Server Hardware Failure

· Redundant hard drives via a RAID array (in the case of a hard drive failure)
· Multiple layers of data backups
· Nightly local backup 

· Weekly external back-up drives 
· Additionally, mirrored backups on actual web server serve as supplementary failsafes 

· Periodic upgrading of the server hardware to ensure the age of the hardware being used does not exceed what we deem as an acceptable limit.  Review and upgrading of drives and backup server will ideally be completed every 3-5 years.  
Recovery Strategies:

Server Hardware Failure
1. ANSM should be notified immediately if museums believe the server to be down. ANSM will perform a remote server reboot to see if that fixes any problems.  If it does, server logs should be examined right away to ideally identify the cause of the problem.  
a. ANSM will contact Lead Web Developer to review the server logs to identify the problem.

b. If Lead Web Developer is unable to find the problem by reviewing the logs, ANSM will contact the web hosting company.
There is a procedure in place in the event that ANSM needs to reboot the server remotely.
2. If a reboot does not work, the next step is for ANSM to submit a support ticket to the technology support department of the web hosting company and respond to the information generated by the ticket accordingly.  There is a procedure in place in the event that ANSM needs to submit a support ticket.


If the issue is equipment failure, any repairs that need to occur would be addressed through the support ticket with the hosting company. ANSM will work through repair of equipment with the web hosting company.

New/repaired equipment could require the reinstallation of software and/or the restoration of data back-ups onto the repaired/new equipment (this refers to the web server as well as the CollectiveAccess database backend and NovaMuse frontend).  Reinstallation or restoration will likely be completed by staff at the Web Development Company. In this case, interaction between the Lead Developer and the Museum Advisor will be required in order to make the Web Server operational again.  This usually involves the Museum Advisor testing various aspects of the system and the Lead Developer completing fixes as required.
ENTIRE SYSTEM THREAT SCENARIO #2:
Web Hosting Company Out of Business
Description of Potential Threat:

There are two levels of severity for this type of threat:

1. The company goes out of business, but gives its clients a notice period before terminating services.

In this event, a plan to smoothly transition from the Web Server at the company going out of business to a new Web Server at the identified alternate Hosting Company can be implemented. This would minimize the impact to both participants and the public, and should mean no data loss and minimal downtime.

2. The company goes out of business, but does not give its clients any notice and shuts off live access to its servers.

In this event, it will be unlikely to ensure a smooth transition for both participants and the public. Instead of being able to perform a live transfer of data or ensuring backups are 100% up-to-date, the most recent backups for all sites would needed to restore a new Web Server to operational status. 

If backups are current, data loss should be restricted to no more than 24 hours’ worth. This scenario could result in extended downtime where no one would be able to access and use the Web Server until it is fully restored with the new hosting company.

Prevention Strategy:

In order to best prevent data loss and extended downtime, an alternate hosting provider has been identified by ANSM. A proper hosting package has been identified, so as to minimize the time needed to setup the new server and get everything up and running as soon as possible.
To ensure that data backups are current, ANSM will run daily backups. Museums are strongly encouraged to run weekly backups of their data to ensure no content is lost. 


Recovery Strategy:

A Canadian company with servers of the same grade as the current Web Hosting Company’s data centres has been identified as an alternate Hosting Company. 

They offer a range of dedicated server hosting plans that are similar in specification and price to the package currently being subscribed to. They are well-reviewed and have been in business since 2000, so they are a well-established company in the hosting industry.

If the company goes out of business, but gives its clients a notice period before terminating services, the steps to follow are:
1. In anticipation of the transition process, participants will be given notice not to enter or upload any new data or media files until the sites are re-launched on the new Web Server.

2. Once that notice is given, then setting up the alternate Web Server, which includes installing the CollectiveAccess system and then transferring data (both databases and media files) from the live Web Server as of a certain point in time should be completed.

3. Upon the completion of the transfer, a basic testing process to ensure all of the various functions are working on the new Web Server should be conducted.
4. When the testing is complete, then notice should be given to all participants that they can access their CollectiveAccess sites again.

If the company goes out of business, but does not give its clients any notice and shuts off live access to its servers, the steps to follow are:

1. The Backup Server should be checked to see how current the backup files are for each of the sites, in order to assess how serious the loss of the live server is in terms of database and media files.
2. Participants should be immediately notified that access to the Web Server is unavailable and an estimate of when the server will be restored. They should also be told that it is possible that any data they entered or media files they uploaded in the past 24 hours (and possibly more depending on the results of the initial assessment) may potentially be lost and to prepare themselves to re-enter that information once the sites are re-launched on the new Web Server.

3. At the same time that notice is given, setting up the alternate Web Server, which includes installing the CollectiveAccess system and transferring data (both databases and media files) from the Backup Server should be completed.

4. Upon the completion of the transfer, a basic testing process to ensure all of the various functions are working on the new Web Server should be conducted.

5. When the testing is complete, then notice should be given to all participants that they can access their CollectiveAccess sites again.
ENTIRE SYSTEM THREAT SCENARIO #3:
Lead Developer No Longer Available
Description of Potential Threat:

ANSM’s primary contact at the Web Development Company is their Lead Developer. He is often required to travel and conduct work for other clients. His schedule is very full which can lengthen response time. Also, if the Lead Developer were to become unavailable for other reasons for an extended period, it could potentially hamper ongoing maintenance and development efforts for ANSM.

Prevention Strategy:

ANSM’s contracts with the Web Development Company often require support from other staff. This allows ANSM to build a relationship with the team rather than focusing on one individual. This approach mitigates reliance on a single person for ongoing support to ANSM.

Recovery Strategy:

ANSM has identified a secondary contact at the Web Development Company with whom to liaison in the event of an emergency while the Lead Developer is unavailable.
ENTIRE SYSTEM THREAT SCENARIO #4:
Web Development Company Out of Business
Description of Potential Threat:

Web Development Company goes out of business, having short and long-term implications:
Short-term – lack of advanced troubleshooting with problems that arise with the ANSM installation of CollectiveAccess.

Long-term – viability of CollectiveAccess as the ongoing platform for management of all of the collections falling under ANSM could be affected.

Prevention Strategy:

Since CollectiveAccess is open source, a number of programmers have become adept with the system.
Create and maintain ongoing contact and/or a working relationship with programmers familiar with CollectiveAccess who are not directly employed by the company.

Recovery Strategies:
Short-term
Two programmers familiar with CollectiveAccess, who are not directly employed by the company, have been identified by ANSM and are agreeable to being listed as alternative support options. 
Long-term

Annual joint review with company developers to ensure alternative support options are current.
ENTIRE SYSTEM THREAT SCENARIO #5:
System Data & Media Backups Lost or Corrupted
Description of Potential Threat:

Loss of backups leaves the system vulnerable as the live copies would be the only ones remaining. If the backup files local to the Web Server are lost or corrupted, the fast restore/recovery method is unavailable until those files are restored. If the backup files on the Backup Server are lost or corrupted, then the long-term, slower restore/recovery method is unavailable until those files are restored.

Prevention Strategy:

The individual museum CollectiveAccess databases and NovaMuse backup daily by ANSM. Upon completion, an email is sent to support@ansm.ns.ca that details what was done and outlines any errors encountered. If any serious errors (i.e. no space on hard drive, hard drive has failed, system cannot save to specific folder) are noted in those logs, appropriate action will be taken immediately
Daily backups are kept going back 30 days, weekly backups are kept for 3 months, and monthly backups are kept for 12 months. Files beyond these periods are deleted from the Backup Server on a monthly basis by the ANSM Administrative Assistant. Both media and data files should checked for corruption during the monthly file deletions from the Backup Server.
In addition to ANSM’s backups, museums are strongly encouraged to backup their own CollectiveAccess databases on a weekly basis. This provides necessary measures against data loss. 

Recovery Strategy:

Depending on which level of backup has been lost or corrupted, ANSM will follow procedures in place to handle the situation.
In the event that the backups are corrupt or no longer available on the Web Server and that the live database data is still intact, once that server has either been repaired or replaced as needed, then a full backup will need to be re-run in order to bring them up to the current date. The final step would then be transferring those latest backup files to the Backup Server.

In the event that the backups are corrupt or no longer available on the Backup Server, once that server has been repaired or replaced, then the existing backup files on the Web Server simply need to be re-transferred to the Backup Server.

ENTIRE SYSTEM THREAT SCENARIO #6:
ANSM Museum Advisor No Longer Available
Description of Potential Threat:

The current Museum Advisor has been in the position since 2007. Client relations will inevitably suffer a setback due to the trust and relationship that has been built over the years. 

Prevention Strategy:

In order to minimize the impact of the loss of the current Museum Advisor, documentation has been created in order to assist a replacement, whether temporary or permanent, to assume the duties of the Museum Advisor position.
It is anticipated that after three months a new Advisor would be able to assume basic duties including troubleshooting and within five months that they would be comfortable with the job.
Recovery Strategy:

In the short-term, if a back-up Museum Advisor has been identified, that person could ideally perform some or all of the duties of the Museum Advisor position using the documentation provided as a guideline.

For the long-term, a replacement with a suitable skill set in both Museum procedures and the technical background should be sought to fill the Museum Advisor position.


ENTIRE SYSTEM THREAT SCENARIO #7:
ANSM Office Damaged or Destroyed
Description of Potential Threat:

Unforeseen disaster strikes office, causing backup server to be destroyed or damaged, causing media/data backup files, membership data, and contact information to be lost.   
Prevention Strategy:

1. Two portable external drives kept offsite with weekly backups.  One of the drives saves only the web server backups and the other takes everything else from the computer system including shared drive and workstation daily backups. 
2. Main server will be unaffected, leaving backups there intact. 

3. Individual museum hardware will be unaffected, leaving backups there intact. 

4. ANSM staff will be able to work and provide ongoing database assistance remotely from home.

5. The ANSM office and equipment is covered under insurance.
Recovery Strategy:

1. ANSM will purchase a new computer to serve as backup server.  Specifications for an alternate machine have been identified by ANSM’s IT Consultant. 
2. ANSM will reroute backups to the new machine using established procedures.
3. ANSM will alert museums to situation, and provide alternate contact information.
4. ANSM will make necessary insurance claims.

ENTIRE SYSTEM THREAT SCENARIO #8:
ANSM No Longer Available for Support
Description of Potential Threat:

Due to unforeseen circumstances, ANSM stops operating as an organization. Museums stop receiving database support and server backups.  NovaMuse.ca is no longer supported and managed by ANSM.
Prevention Strategy:

ANSM maintains a three month operational reserve, ensuring that operation will continue long enough to guarantee data can be returned to museums and for them to have their own backups in place.

Recovery Strategy:

1. ANSM will export each museum’s database files.
2. ANSM will mail a copy of the removable media out to each museum, outlining the format of the exported media.

3. ANSM will suggest that each museum talk with their internet provider/IT person regarding server options based on their database’s size. 
4. Vital statistics from NovaMuse.ca will be tallied and written into a general report pertaining to the operation of the system.
a. Report will be shared with pre-identified stakeholders and meetings will take place to determine possible succession plans for running NovaMuse.ca in ANSM’s place. 
MUSEUM LEVEL ISSUE SCENARIO #1:
Site Level Standards Consistently Not Being Met
Description of Potential Threat:

There is a high turnover rate in community museum staff and volunteers. There is also a lack of succession planning and/or training provided to seasonal employees and new volunteers/employees. This results in quality issues in collections management work and with the museums in general.

Prevention Strategy:

Advisory Service Policy & Procedures state that participating museums must meet the following requirements:

1. Be a registered not-for-profit organization in good standing
2. Be a ANSM member in good standing
3. Meet the CMA/ANSM definition of a museum
4. Submit an annual membership renewal form and subscription fee

In addition to these criteria, museums must be active participants in the service. This includes digitization progress in CollectiveAccess and participation in special projects. If these criteria are not met in over two years’ time, ANSM will schedule a meeting with the site in order to discuss the issues and see how the advisory service can better meet their needs.

Communication is the biggest key to prevention. The following methods of communication are maintained between the ANSM and its participants:
1. The ANSM annual report includes details on the year’s activities; once online the link should be emailed to advisory service participants.
2. The annual renewal package must include a cost analysis outlining services offered by ANSM, comparison to proprietary museum collections database software, and value in the corporate world.
3. Monthly blog posts written by the Museum Advisor will update participants on progress. Museums are encouraged to follow the blog but will be notified of these updates via email and social media.
4. Regular communication with sites will be ongoing via email, phone and social media, updating museums about special opportunities, services, and responding promptly to requests for assistance.
5. Whenever possible, the Museum Advisor will attend the regional heritage meetings in order to foster client relations and answer questions in person.
6. Every museum will receive a half-day site visit during the summer months. On-site discussions will be two-fold – updates and information from ANSM, and determining the needs of the museum.

Monitoring activity and services is also crucial in order to ensure equal delivery:
1. Track database progress on a monthly basis and conduct random annual spot checks for quality issues.
2. When conducting special projects, alternate between sites ensuring fair geographical representation.

3. Rotate summer site visit schedule so that no museum always has a visit at the end of the season.

Advocacy and training are two key areas of ANSM’s work and can help to counteract poor planning and other issues at the museum:

1. Promote ANSM and other training opportunities.

2. Provide resources to new staff & volunteers as soon as possible.

3. Continue to develop new online resources to address common problem areas.

4. Add one new criteria to the quality control filter every year, guiding gradual improvement of records.
5. Circulate museum job advertisements to qualified candidates via social media, museum studies programs & other networks.

Recovery Strategy:

1. Notify the museum when quality issues surface in the database work - outline user account, problem & solution. Continued non-compliance of standards will result in temporary removal of records from NovaMuse.
2. Customize database accounts to match the knowledge & skill level of users. Continued non-compliance of standards will result in limiting of account abilities.
3. Meet with museum to discuss participation in Advisory Service, referring to annual contractual obligations and expectations.
4. If obligations and expectations are not met, the site will be removed from participation through the following steps:

a. Information Management and Access Committee (IMAC) will discuss the situation during meeting.  

b. If it is decided that the museum should no longer continue in the Advisory Service, a letter will be sent from the IMAC Chair & ANSM Executive Director to notify the museum of the decision.

i. If circumstances are such that IMAC deems it necessary, the issue will be handed over to the ANSM Board of Directors for a final decision regarding the site’s removal

ii. If the Board is in agreement with IMAC, a signed letter from the President will be sent to the site notifying them of their removal from the program
MUSEUM LEVEL ISSUE SCENARIO #2:
Local Media Backups Lost or Corrupted
Description of Potential Threat:

The museum could lose its local media master file backups for a number of reasons. In the past this has included equipment failure of an external backup drive, corruption of files, and even malicious deletion by staff members or volunteers. Most museums are not maintaining regular backup files, are not regularly checking their backups to ensure the files have not corrupted, or are not keeping a copy of the files off-site.  


Prevention Strategy:

1. Museums were provided with an external backup drive and the software was setup to run a weekly backup of database and media files. The Museum Advisor will check and confirm backups during on-site visits.
2. Daily backups of database & media files are downloaded to the ANSM office. These are checked monthly by the ANSM Administrative Assistant.


Recovery Strategy:

If the museum loses its master media files, these can be extracted from the Backup Server in the ANSM office:

1. Copy all of the files contained within that museum’s folder onto removable media such as a flash drive, external hard drive or DVD.

2. Mail or hand-deliver the removable media to the site in question and arrange to copy the files back onto the backup media for that museum.
MUSEUM LEVEL ISSUE SCENARIO #3:
Site Decides to Leave the Advisory Service
Description of Potential Threat:

If a museum chooses to leave the advisory service a number of adjustments will need to be made, all requiring time and resources. ANSM pays to host the database and NovaMuse sites, and actively advertises collections content on NovaMuse. When a site leaves the service, their records will be immediately removed from NovaMuse which can be frustrating to the online audience and result in bad public relations. Removal and export of records and database files takes time as it requires making adjustments to the server, and compilation of information to be returned to the museum.

Prevention Strategy:

Communication is the biggest key to prevention:

1. The ANSM annual report includes details on the year’s activities; once online the link should be emailed to advisory service participants.
2. The annual renewal package must include a cost analysis outlining services offered by ANSM, comparison to proprietary museum collections database software, and value in the corporate world.
3. Monthly blog posts written by the Museum Advisor will update participants on progress. Museums are encouraged to follow the blog but will be notified of these updates via email and social media.
4. Regular communication with sites will be ongoing via email, phone and social media, updating museums about special opportunities, services, and responding promptly to requests for assistance.
5. Whenever possible, the Museum Advisor will attend the regional heritage meetings in order to foster client relations and answer questions in-person.
6. Every museum will receive a half-day site visit during the summer months. On-site discussions will be two-fold – updates and information from ANSM, and determining the needs of the museum.

Monitoring activity and services is also crucial in order to ensure equal delivery:

1. Track database progress on a monthly basis.

2. When conducting special projects, alternate between sites ensuring fair geographical representation.

3. Rotate summer site visit schedule so that no museum always has a visit at the end of the season.
Recovery Strategy:

Recovery steps will align with established Advisory Service Policy and Procedures established by ANSM (Appendix 1). The museum must submit written notice of departure from the Advisory Service. Upon receiving this notice the Museum Advisor will confirm its receipt and discuss ramifications of leaving the service. The document Advisory Service Considerations (Appendix 2) will be the foundation of these discussions, having been sent to the museum contact person (preferably to a board member as well). If the museum still wishes to leave, the Museum Advisor will ensure that the database file and accompanying documents will be exported and returned to the museum on removable media within two weeks.

1. Museum records will be hidden from NovaMuse.  
2. Museums will lose access to their CollectiveAccess database. 
3. ANSM will export the museum’s database file. 

4. ANSM will mail a copy of the removable media out to each museum, outlining the format of the exported media. This will include a copy of the “dropout letter,” reminding the museum of the implications of the decision.
5. ANSM will delete [site].ansmcollections.ca from the Web Server. 
If a museum wishes to rejoin the advisory service they must submit an application for peer-review by IMAC. They must outline their reasons for leaving and explain how they plan to overcome any previous issues or difficulties. If accepted back into the service, the museum will return under the Supporting Level of participation before being returned to the full, Sustaining Level of support.  The museum will then be responsible for data migration or other costs required to reinstate the museum.
MUSEUM LEVEL ISSUE SCENARIO #3:

Security measures are threatened

Description of Potential Threat:
A museum could lose data through will or accident by a current or past employee or volunteer. This could include records being deleted or changed incorrectly. Museum computers could also be threatened by malware.
Prevention Strategy:

To avoid tampering and loss of data, ANSM has login security measures in place for CollectiveAccess:
1. Each CollectiveAccess user has a unique login and password set up by the Museum Advisor. This information is kept private. Unique user accounts allow for tracking of who is working in the database. All users will only use the accounts provided to them. 
2. Accounts have different permission levels, limiting what functions can be executed in the database. Short term summer students generally have lower permissions, not allowing them to delete records, for example. Initial permissions will be decided at the time of the account being set up, and can be changed at any time. 
3. User accounts will be closed at the end of an employee or volunteer’s service at a museum. Museums will notify the Museum Advisor in a timely manner to ensure that the individual can no longer access the museum’s data. 
Museums are encouraged to have up to date anti-malware protections such as anti-virus software to protect their computers and data. 
SERVICE CONTRACTS:
Description of Potential Threat:
In order to continue functioning properly and to safeguard against possible disaster, certain services used within the CollectiveAccess and NovaMuse system require regular renewal.  If services are not maintained through renewal, the system cease functioning properly or be left vulnerable to either entire system or museum level threats.

Prevention Strategy:

In order to prevent disruption of services, renewal dates must be monitored closely and relevant contact information kept up-to-date by ANSM. This includes insurance, server, and domain names. 
CONCLUSION

This document should be reviewed for accuracy of information at regular six (6) month intervals in order to keep all information up-to-date.

In some cases, such as those involving data recovery, a strategy for testing should also be developed and eventually put into action at least one (1) time per year, to ensure they will be sufficient in the case of an actual emergency.
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APPENDIX 1
Advisory Service Policy
I. Introduction
a. The Information Management and Access Committee (IMAC) is a working committee established by the board of the Association of Nova Scotia Museums (ANSM) on November 6, 2009.  IMAC was previously known as the Passage Steering Committee, and provides guidance on the ANSM Advisory Service in the areas of database services, on-site visits, remote assistance, and on-call support in the areas of collections management, conservation and information technology.  

b. IMAC is comprised of ANSM regional representatives (voting), the Managing Director (ex-officio), the Museum Advisor (ex-officio), and the Nova Scotia Museum (NSM) Curator of History (ex-officio).  IMAC may recommend to the board that other persons be appointed for their particular knowledge, experience or assistance as necessary, or that an IT consultant be contracted, as required.


c. The Advisory Service has two levels – Sustaining and Supporting.

i. The sustaining level includes the use of the CollectiveAccess collections management database system and sharing of collections information via NovaMuse.ca

ii. The supporting level includes on-site visits and support that will prepare the museum for database work. If the museum already has a collections management system that is meeting its needs, this level will include the ability to share collections information via NovaMuse.ca
II. Participation 
a. ANSM has adopted the Canadian Museum Association’s definition of a museum. Potential participants must outline how they meet and fulfill this definition.

b. A museum wishing to be considered for participation must have a governing organization that is incorporated and submit a written application to the ANSM, for consideration by IMAC.  Applicants must also:
i. Commit to co-operative work in order to better themselves and the museum community as a whole.
ii. Maintain communication and current contact information with the advisory service. 
iii. Recognize that the advisory service has limited capacity (55 participants) and so may be placed on a waiting list.
iv. Participate in the supporting level for at least one year before they can join at the sustaining level.
v. Participants in the sustaining level (database service) must maintain activity by making progress in database work and by participating in special projects when practical.

c. Upon acceptance, the museum organization must complete and sign the ANSM membership renewal forms and submit the annual service fee.
III. Renewal 
a. Each year a membership agreement will be made between ANSM and the participant institution through payment of fees. A renewal letter will outline the year’s objectives, funding obligations, and subscription fees. 
i. A museum must be an ANSM member in good standing.
ii. A museum cannot subscribe to the sustaining level of the Advisory Service without also subscribing to the supporting level of service.
iii. Membership forms & payments must be received by July 1st of each year.
iv. Seasonal museums must provide off-season contact information. 

b. Services will only be delivered to institutions which are members in good standing. 
i. ANSM membership & advisory service renewal notices will be sent in June of each year.
ii. Non-renewal by August will result in a reminder notice being sent to the museum.
iii. Non-renewal by September will result in a final renewal notice being sent to the museum. 
1. Failure to submit payment and contract by October 30th will result in suspension of database access and removal of collection records from NovaMuse.ca.
c. Sustaining level member museums that have been inactive for two years will be subject to a review meeting to determine how the service can better meet their needs. 
i. Inactivity is defined as not making progress with database work and non-participation in special projects.
d. Participating museums can be removed from the service if they are no longer in good standing.
i. All decisions about removal will be made by IMAC in consultation with the ANSM Board of Directors.
ii. Notice will be sent to the participating museum via registered letter. 

iii. All collections records will be removed from NovaMuse.ca and access to the database suspended. Database files will be exported and returned to the museum.

IV. Reinstatement of Previous Participants
a. Organizations applying for reinstatement must: 
i. Be an ANSM member in good standing
ii. Submit a database service application for IMAC peer-review stating their reasons for leaving and seeking return to the program.

iii. Pay the annual renewal fee.

iv. Pay a "catch-up" fee to compensate for re-training, and any other costs associated with the re-integration of the organization back into the project.  IMAC reserves the right to adjust this amount should special circumstances arise requiring a larger investment of ANSM staff time and/or resources.


b. The nature of the Advisory Service is to be inclusive rather than exclusive - as resources allow.  Organizations seeking reinstatement should understand that the length of their absence impacts the ANSM resources required to restore the database, retrain staff/volunteers, etc.  Reinstatement must not jeopardize the current year’s funding obligations or affect services to the other members.
c. Applications for reinstatement will be dealt with on a first come, first served basis. If need be, re-entry candidates will be put on the advisory service waiting list until they can be accommodated.

APPENDIX 2
ANSM Advisory Service Considerations
There are a number of considerations for the Board of Directors to review before committing to the annual renewal, and even more if they are considering leaving the advisory service. Before leaving, ANSM strongly urges museums to consider the following:

1. Collections inventory

a. How will the inventory be managed? What records are held and where are they housed? How will they be managed, updated, accessed and backed up?

b. Has the museum identified an alternative database system? If so, what are the costs associated with the migration & maintenance of this system? If the museum wishes to continue using CollectiveAccess, does the museum have its own server or host space? 

c. Database improvements and upgrades are facilitated by ANSM. Does the museum have someone who can provide technical support and make adjustments to the database when needed?

2. NovaMuse.ca

a. All collection records will be removed from NovaMuse.ca immediately upon notification and confirmation of withdrawal from the Advisory Service.

b. What are the public’s expectations with regards to collections access?

3. Access to Resources

a. ANSM partners with a variety of organizations to offer extra support through special projects and initiatives. In the past this has typically included artifact research and digitization work, and is only offered to advisory service participants. 

b. On-site visits provide training and advice, and allow for in-depth discussions about how the advisory service can further assist the museum in its work. Remote assistance allows museum staff/volunteers to contact the Museum Advisor for assistance while cataloguing or conducting other work. How will the museum ensure that internal training methods meet the needs of new volunteers and staff members? 

c. As a subscriber to the Advisory Service, ANSM is able to leverage funds on behalf of the museum, and funding programs often cite online access and partnerships as requirements. What other partnerships and leveraging capability does the museum have?

If the museum decides to leave, ANSM will conduct an exit interview with the site contact person in order to understand how the Advisory Service did not meet the needs of the participating museum. The discussion will look at all aspects of the service – communications, site visits, CollectiveAccess database, NovaMuse.ca, etc.

4. Rejoining the Advisory Service

If the museum decides to rejoin the service in the future, it must submit an application to the peer advisory Information Management & Access Committee (IMAC), outlining reasons for leaving and wishing to rejoin. It will also be responsible for any catch-up fees for data migration, retraining, etc.

APPENDIX 3
ANSM Procedures Checklist for Museum Site Visits
· April – Develop site visit agenda based on funding deliverables, annual goals, and other relevant issues.

· May - Schedule summer visits, building calendar week by week as sites confirm. Do not try to circulate & confirm a full schedule at once. Things will need to shift based on museum workers’ availability.

· May/June – Make car rental, accommodation, and other travel arrangements as each week of site visits are confirmed. 

· May/June – Develop artifact digitization lists for each museum, in accordance with funding deliverables and/or annual goals. Include 20 artifacts per museum that have not been photographed/scanned. Email lists to museums and ask them to have artifacts pulled for the visit.

· Prior to Site Visit – Circulate confirmation messages to museums 1-2 days prior to the site visit, reminding them of arrival date/time, and the digitization list so that artifacts will be pulled and ready.
· On-Site – Work through site visit agenda, and then switch to digitization training with the 20 artifacts from the museum’s list.

· On-Site – Confirm that each user has their own account and no one is sharing accounts. If sharing is happening, set up new accounts. Review any new features of CollectiveAccess, how the museum’s records appear on NovaMuse.ca, and discuss how improvements can be made. Confirm that local back-ups are taking place.

· Post-Visit – Follow up with museum on any ‘homework’ items, sending resources or other information that was requested while on-site. Process and attach artifact images from digitization work. Be patient with this process, it will likely take one or more months to work through these tasks once site visits are complete. 


