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Museum Evaluation
2020


Documentation Review



Complete this form and submit it for Documentation Review.

Where specific policies or other supporting documents are requested, these must also be submitted and will be used to verify responses in the scoring process. Questions asking for examples are scored based on the examples, which should be specific and recent (within the past 4 years unless otherwise stated in the question).
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ORGANIZATIONAL PROFILE
This section is not scored, but is used to develop briefing notes for your evaluation team, and to determine the site evaluation schedule and ensure that enough time is budgeted for your visit. Should you apply for Accreditation following your evaluation, the information will be shared with the Accreditation Panel as part of their review process.









I. Contact Information
Name of Museum: 
Governing Authority: 
Operating Structure: 
  ☐ Indigenous 
  ☐ Government
  ☐ Municipal
  ☐ Provincial
  ☐ Federal
  ☐ Non-profit 
  ☐ Provincially incorporated
  ☐ Federally incorporated
  ☐ Other: 

Website: 
Email: 
Phone Number: 
Mailing Address: 

     Primary Contact: 
     Position/Title: ________________________________________________________________
     Phone Number (if different from museum phone number): ___________________________
Email (if different from museum email): ___________________________________________
     Secondary Contact: ___________________________________________________________
     Position/Title: ________________________________________________________________
     Phone Number: ______________________________________________________________
Email: ______________________________________________________________________


II.  Organizational Profile 

1. Please provide the names of current board members, noting length of service:

2. Attach the museum’s current operating budget. If the museum had a deficit in the last fiscal year, explain why. 
3. What are the museum’s dates and hours of operation? 

4. How does the museum define its community?

5. Summarize the museum’s human resources, noting number of full-time and part-time paid positions, seasonal employees, and active volunteers.

6. On average, how many volunteer hours are contributed over the course of one year? 

7. How many buildings comprise the museum, are the responsibility of the governing authority, and/or house the collection? List the buildings, their use/purpose, and their ownership if they are not owned by the governing authority. Note if any are off-site and provide their civic address(es).

8. Briefly outline the nature of the collection, noting number of items owned, on loan, held in trust, and explaining any stewardship agreements with government or other agencies. 


III. 

GOVERNANCE
In order to complete this section, the museum must submit the following documents for documentation review:

1. Board of Directors information – board manual/orientation materials, 
              schedule of board meetings for current year, committee Terms of Reference,       
              job descriptions, evaluation/performance review form.
2. Bylaws
3. Code of Ethics and/or minutes from board meeting where Code of Ethics 
	was adopted
4. Meeting minutes – from previous year, including board & committees
5. Mission Statement and/or Statement of Purpose
6. Organizational Chart
7. Strategic Plan

Where references are made to the Board of Directors, this should be understood as the entity that has responsibility for the overarching organizational management, development and planning of the museum.

For sensitive documents such as staff performance reviews, the museum may submit a copy of the form used with associated dates of use. 





Statement of Excellence:
The Board recognizes and articulates its key leadership role in building a strong, vibrant organization and its role in the community; understands the difference between its responsibility and that of staff for museum activities; accepts and is clear about its financial responsibilities; fulfils all responsibilities to the best of its ability; establishes goals and works toward achieving them.

1. Do the museum’s governing documents acknowledge that it operates in the public good and on behalf of society?
  ☐  yes 	  ☐  no

Statement of Excellence:
The museum has a mission statement that guides all activities. It is brief, easy to remember, and is reviewed regularly by the board to ensure its relevance; is externally focused and purposeful; outlines the museum benefits to the community it serves; distinguishes the museum from other similar organizations.

2. Is there a mission statement that articulates the organization’s goals, values, and how it serves its community (its purpose)?
  ☐  yes 	  ☐  no

If yes, when was it last reviewed/revised?

3a. Does the museum communicate its mission/statement of purpose?
  ☐  yes 	  ☐  no

If yes, how?
  ☐  Social media
  ☐  Website

4. Does the museum have an organizational chart depicting clear lines of responsibility? 
  ☐  yes 	  ☐  no

5. Has the Board formally adopted the Canadian Museums Association Ethics Guidelines or used this as a foundation to develop its own?
  ☐  yes 	  ☐  no

6. Is there a written, agreed upon, statement or terms of reference outlining the Board’s relationship with the museum in general (part of constitution, bylaws, separate guidelines, etc.)? 
  ☐  yes 	  ☐  no

7. Does the Board of Directors meet on a regularly scheduled basis?
  ☐  yes 	  ☐  no

If yes, how often?
  ☐  once a year 
  ☐  2 times per year 
  ☐  3-4 times per year 
  ☐  5 or more times per year 

8. Do Board members have set terms of office? 
  ☐  yes 	  ☐  no

If yes, do the by-laws or job descriptions include a one-year (or longer) break between service to facilitate staggered departures?
  ☐  yes 	  ☐  no

If there are no set terms of office, how are new perspectives and ideas brought forward on governance and leadership issues? 
  ☐  Active advertising for new board members
  ☐  Committee feedback from non-board members
  ☐  Minimum one new board member each year
  ☐  Set terms for the board Executive
  ☐  Training



9. Is there a job or position description for the Chair/President of the Board?
  ☐  yes 	  ☐  no

If yes, does the job description include:
  ☐  Authority & decision making
  ☐  Length of term
  ☐  Role/responsibilities

10. Is there a job or position description for all Board members (treasurer, secretary, etc)? 
  ☐  yes 	  ☐  no

If yes, does the job description include:
  ☐  Authority & decision making
  ☐  Length of term
  ☐  Role/responsibilities

11. Do committees have specific terms of reference? 
  ☐  yes 	  ☐  no

If yes, do the terms of reference include:
  ☐  Authority & decision making
  ☐  Membership
  ☐  Relationship to Board
  ☐  Role/responsibilities

If no, how is this fulfilled?

12. Does the Board have a vision outlined in a written strategic plan that supports the mission statement? 
  ☐  yes 	  ☐  no

If yes, does it include:
        ☐  Up-to-date foundation statements:
  ☐  Mission (a brief and inspiring declaration of why the museum exists)
  ☐  Mandate (delineates the museum’s  field of specialization, geographic scope of its work 
         and the activities it undertakes to fulfill its mission)
  ☐  Vision (describes what kind of outcomes/change will be realized if the museum is 
         successful in fulfilling its mission)
  ☐  Values (commonly held beliefs that define the culture of an organization and how it 
   	        operates)

☐  Identification of key issues facing the organization over a defined period of time (usually 3-
       5 years)
☐  Goals (desired end state) for each key issue
☐  Objectives (measurements by which the organizations can judge if the goals have been 
       fulfilled). 
☐  Evidence (usually board minutes or board self-evaluation documentation) that strategic plan 
       is regularly reviewed and progress evaluated.

13. Are minutes taken at all Board and committee meetings, circulated/read, approved and kept on permanent file for immediate and future reference?
[bookmark: 1fob9te]  ☐  yes 	  ☐  no

Responsibilities

14. Does the Board have a nominating committee or nominating process? 
  ☐  yes 	  ☐  no

15. Is the Board responsible for hiring and, where necessary, dismissing only the senior staff person (ie. curator/director of the museum)?
  ☐  yes 	  ☐  no	     ☐  shared with:

16. Does the final responsibility for all policy and major financial decisions rest with the museum’s Board?
  ☐  yes 	  ☐  no	     ☐  shared with:

If yes or shared, what is the date of last board policy review?: 
(or provide minutes from the board meeting at which the policies were reviewed) 
Which policies were reviewed? 
(or provide schedule for policy review):

17. Is there a person/position tasked with maintaining off-season communications?
    not applicable, museum is open year-round
  ☐  yes 	  ☐  no	

If yes, does this include:
  ☐  Checking the mail
  ☐  Monitoring and responding to messages (email, phone, online reviews, social media etc.)
  ☐  Responding to donation queries or research requests
  ☐  Updating online contact information

Information

18. Does the Board encourage and assist with the professional development of board members? 
  ☐  yes 	  ☐  no	

If yes, does this include:
 ☐  Conferences
 ☐  Expense reimbursement
  ☐  Participation in compiling information for documentation review
  ☐  Participation in preparing for site evaluation
  ☐  Visits to other museums
  ☐  Workshops
  ☐  Other:

Evaluation

19. Does the Board formally assess the performance of the lead museum worker (or committee) on an annual basis and according to a work plan or objectives set by the Board? 
  ☐  yes 	  ☐  no	     ☐  shared with:

20. Does the Board or management review its own progress in relation to its’ strategic plan and actual activities?
  ☐  yes 	  ☐  no	     

If yes, how and when was the last review:
Submit board minutes or other evidence that reflect this and/or a copy of the evaluation form.






COMMUNITY
In order to complete this section, the museum must submit the following information for documentation review:

1. Membership documentation for professional affiliations




Statement of Excellence:
The museum knows and understands its nature, function and role in the service and development of its community and this is reflected in its mission statement/statement of purpose. It is an active member of its community and seeks input and involvement in planning, governance, decision making, resource acquisition/allocation, and program delivery; provides a safe space for dialogue; is helping to develop a sense of place.

Professional Community
Statement of Excellence: 
The museum is actively involved in the heritage community and/or professional community in the focus of its collection and programming, and is a member of relevant professional associations/groups, attending meetings, workshops and conferences; seeks opportunities to work with neighbouring institutions; cultivates an environment of lifelong learning for its workers, ensuring that people have access to information and support networks.

24. Is the museum/society a member of the following: 
 ☐  Regional heritage group (Note which of the following: Central Region Heritage Group, Heritage 
       Cape Breton Connection, Northeast Region Heritage Group, Southwest Nova Scotia Scotia 
       Curator’s Regional Group) 
  ☐  Association of Nova Scotia Museums
  ☐  Council of Nova Scotia Archives general member
  ☐  Council of Nova Scotia Archives institutional member
  ☐  Canadian Museums Association
  ☐  Other:

25. Does the museum participate in its regional heritage group meetings? 
  ☐  yes 	  ☐  no	     

If yes, provide date and location of last meeting attended. Answer directly on this form.

26. Does the museum familiarize local business owners and staff (B&Bs/motels, gas attendants, local tourist bureau, restaurants, taxi drivers, etc.) with the museum?
  ☐  yes 	  ☐  no	     

If yes, provide date and explanation of most recent example. Answer directly on this form.

27. Does the museum actively:								
  ☐  Address local issues by facilitating social interactions, conversations, and action
  ☐  Participate in non-heritage community events
  ☐  Celebrate excellence and successes (internal and external)
  ☐  Cooperate and engage in partnerships with other organizations
  ☐  Demonstrate relevance and make connections to current topics
  ☐  Experience broad public engagement (ie participation by many & varied groups)
  ☐  Give back to its community
  ☐  Have a positive, tangible impact on community
  ☐  Respond to community crises/concerns
  ☐  Welcome newcomers

For each box checked, provide date and explanation of most recent example. One example may serve multiple responses, but this must be noted. Answer directly on this form.
[bookmark: 3rdcrjn]
28. How does the museum communicate with its community and stakeholders?
Year-round					Seasonally	
  ☐  Flyers/posters				  ☐  
  ☐  Information/engagement sessions	  ☐  
  ☐  Newsletter				  ☐  
  ☐  Radio/tv					  ☐  
  ☐  Social media				  ☐  
[bookmark: _GoBack]  ☐  Website					  ☐  
  ☐  Other:					  ☐  

29. How does the museum acknowledge assistance (e.g. artifacts, money, gifts or other forms of assistance) from benefactors?
  ☐  Benefactor/supporter event
  ☐  Donor wall
  ☐  Private recognition (thank-you letter)
  ☐  Public recognition (museum newsletter, media coverage, Annual Report, etc.)
  ☐  On-site donation recognition
  ☐  Website
  ☐  Social media
  ☐  Other:

30. Does the museum seek out and encourage ideas/input from its community?
  ☐  yes 	  ☐  no	     

If yes, provide date and explanation of most recent example. Answer directly on this form.

Collaboration and Partnerships
Statement of Excellence:
The museum has established long-term relationships and partnerships with other groups, collaboratively addressing community concerns through programs and activities, sharing the responsibilities, acknowledgements, risks and rewards. 

31. Has the museum established long-term relationships with other community groups?
  ☐  yes 	  ☐  no	     

If yes, what tools have the groups defined and/or developed:
  ☐  Communications (e.g. meeting agendas & minutes, email updates, etc.)
  ☐  Criteria for success
  ☐  Equal access to data & information
  ☐  Formal, written agreements
  ☐  Internal procedures (e.g. code of conduct/ethics, policies, etc.)
  ☐  Organizational structure of the partnership (e.g. joint committee)
  ☐  Self-assessment methods
  ☐  Shared spaces & facilities
  ☐  Other:

For each box checked, provide date and explanation of most recent example. Answer directly on this form.

32. Does the museum host or partner with other groups to facilitate community events without an expectation of financial gain? 
  ☐  yes 	  ☐  no	     

If yes, provide a complete list of examples from the past year, noting if they occurred more than once, and explaining how each one benefited the community. Answer directly on this form.

33. Does the museum participate in joint marketing/fundraising efforts with other museums and/or community groups?
  ☐  yes 	  ☐  no	     

If yes, provide date and explanation of most recent venture. Answer directly on this form.
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34. Does the museum partner with other museums and/or other organizations by borrowing/lending items to enhance exhibits, or launch joint exhibits?
  ☐  yes 	  ☐  no	     

If yes, provide date and explanation of most recent partnership. Answer directly on this form.
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 MANAGEMENT
In order to complete this section, the museum must submit the following documents documentation review:

1. Exit Interview forms
2. Human Resources Policy
3. Insurance Policy
4. Job Descriptions – Staff and Volunteer
5. Performance and Goal Review forms
6. Volunteer Policy and Application form
7. Work Plans




Statement of Excellence:
The museum staff recognize their obligations to the board and the community; understand the difference between staff responsibility and that of the board for museum activities; realize financial responsibilities and fulfil these to their best ability; translate the goals of the organization into plans and activities; maintain appropriate records in order to ensure accountability; generate regular reviews and reports.

39. Does the museum regularly assess its insurance needs? 
  ☐  yes 	  ☐  no	     

If yes, when was the last assessment: 

40. Does insurance coverage include:
  ☐  Abuse insurance
  ☐  Collections insurance (all or part of collection)
  ☐  Commercial liability insurance
  ☐  Non-profit directors and officers liability insurance
  ☐  Property insurance
  ☐  Other:

Human Resources
Statement of Excellence:
The museum has established and adheres to comprehensive personnel policies; clarifies responsibilities and accountability of Board and staff/volunteers, clearly articulates duties/tasks of each; orients staff/volunteers to the museum, its expectations and work practices; facilitates professional development for staff/volunteers; evaluates staff performance at least yearly; coordinates volunteers; conducts regular goal reviews with volunteers; recognizes or rewards volunteers for their contribution; recruitment of volunteers is ongoing.

41. Has the museum developed and implemented a human resources policy?
  ☐  yes 	  ☐  no	     

[bookmark: 2et92p0]If yes, does it include:
  ☐  Anti-discrimination
  ☐  Benefits program
  ☐  Conflict of interest
  ☐  Dress code
  ☐  Fair hiring
  ☐  Grievances
  ☐  Harassment
  ☐  Hours of work
  ☐  Leave (maternity, sick, bereavement, jury etc.)
  ☐  Minimum of two workers present during open hours
  ☐  Performance management
  ☐  Probation/dismissal
  ☐  Succession planning 
  ☐  Training and development
  ☐  Vacation
  ☐  Workplace safety/security
  ☐  Other: 

If museum workers are left alone on-site, what emergency/security procedures are in place? Answer directly on this form.

42. Are there job descriptions for museum staff? 
  ☐  yes 	  ☐  no	

If yes, do they include:
  ☐  Duties/responsibilities
  ☐  Qualification and experience requirements
  ☐  Reporting relationships
  ☐  Evaluation/performance review information

43. Has the museum written and implemented a volunteer policy and application process? 
  ☐  yes 	  ☐  no	

If yes, does it include:
  ☐  Conflict of interest
  ☐  Evaluations
  ☐  Grievances
  ☐  Qualifications
  ☐  Recognition
  ☐  Recruitment
  ☐  Reporting relationships
  ☐  Training and development
[bookmark: tyjcwt]

44. Are there job descriptions for key volunteer positions? 
  ☐  yes 	  ☐  no	

If yes, do they include:
  ☐  Accountability
  ☐  Qualifications and experience requirements
  ☐  Responsibilities and basic tasks
  ☐  Review periods

45. Does management oversee and approve the development of work plans for museum workers that are consistent with the vision, goals and long-term planning of the museum?
  ☐  yes 	  ☐  no	

If yes or some, do work plans include:
  ☐  Collaborators
  ☐  Required Resources
  ☐  Specific Tasks
  ☐  Timeline(s)
  ☐  Other: 

46. Does management conduct performance reviews of all staff on an annual basis? 
  ☐  yes 	  ☐  no		☐  some

If some, who: 
  ☐  Full-time or year-round staff
  ☐  Part-time or seasonal staff
  ☐  Summer students

47. Are formal goal reviews conducted with volunteers on a regular basis? 
  ☐  yes 	  ☐  no	

If yes, do they include:
  ☐  Job description/task review
  ☐  Ideas for improvements
  ☐  Recognition & Value Acknowledgements
  ☐  Other: 

48. Are exit interviews conducted when a museum worker leaves the museum? 
  ☐  yes 	  ☐  no		☐  some

If some, who: 
  ☐  Full-time or year-round staff
  ☐  Part-time or seasonal staff
  ☐  Summer students
  ☐  Volunteers (long-term)

49. How does the museum recruit new staff?
  ☐  CHIN/CMA job board
  ☐  Employment websites (careerbeacon, jobs.novascotia.ca, etc)
  ☐  Museum website
  ☐  Newspaper
  ☐  Social media
  ☐  Other:

50. Does every paid employee have a current written contract? 
  ☐  yes 	  ☐  no

51. Does the Board have an ongoing professional development plan for museum workers? 
  ☐  yes 	  ☐  no	

If yes, does it include:
  ☐  ANSM Museum Studies Program
  ☐  CNSA Core Curriculum Program
  ☐  Conference attendance
  ☐  Online training (webinars, distance learning programs)
  ☐  Provision of professional literature/resources
  ☐  Workshop attendance (other than ANSM MSP)
  ☐  Other:

52. How often does the museum support workers with professional development opportunities?
  ☐ Never
  ☐ Once every few years
  ☐ Once a year
  ☐ 2-3 times a year
  ☐ 4 or more times a year

     List the date(s) and title(s) of most recent training to support your response. Answer directly on 
     this form.

53. Does the museum have succession planning procedures in place?
  ☐  yes 	  ☐  no	

If yes, do they include:
 ☐ End of term progress reports by seasonal employees
 ☐ Regular reports from the lead museum worker to the board of directors/management
 ☐ Record of passwords, critical information and/or access to shared files/folders
 ☐ Planned overlap of incoming and outgoing staff
 ☐ Other:



[bookmark: 3dy6vkm]

FACILITY
In order to complete this section, the museum must submit the following documents for documentation review:

1. Emergency Preparedness Plan
2. Facility Management Plan
3. Lease or management agreement with property owner (if applicable)




Statement of Excellence:
The museum ensures that its property and buildings are well maintained and authentically reflect the site and community; takes every reasonable effort to make the facility accessible to all users; offers various services and conveniences at its site; adheres to public health and safety standards; ensures workers and visitors are physically and environmentally safe in all areas of the site; makes maximum efforts to secure the collection and building(s); adheres to the Standards and Guidelines for Historic Places in Canada.

60. Does the museum have a facility management plan? 
  ☐  yes 	  ☐  no	

If yes, does it include:
  ☐  Fiscal plan to address any major and/or long-term issues
  ☐  Floor plan with labels
  ☐  Individual(s)/Committee responsible
  ☐  Interior/exterior building(s) inspection list (that identifies trip hazards, damaged infrastructure 
        such as poor stairs, steps and paths, leaking faucets, exposed water pipes etc.)
  ☐  Key and alar code policy and current key log
  ☐  Maintenance & repair schedule of building(s) and grounds
  ☐  Pest control procedures
  ☐  Regular/Annual inspections of equipment and systems
  ☐  Seasonal opening & closing procedures (if applicable. Note NA if museum operates year-round)
  ☐  Water shutoff and electrical panel information
  ☐  Other:

61. If the museum does not own the building and/or property, does it have a clear management agreement or lease with the owner that outlines the extent of each party’s responsibilities?
  ☐  not applicable
  ☐  yes 	  ☐  no	

Date of the last review of the agreement or lease, if different from date on the document: 





62. Does the museum have an up-to-date Emergency Preparedness Plan? 
  ☐  yes 	  ☐  no

If yes, does it include:
  ☐ Arrangements for safety of the collection during salvage and/or post-emergency (ie. pre-
         arranged temporary space to move the collection, identified community partners to assist, etc.)
  ☐  Contact List (board, staff, volunteers, service providers, emergency services)
  ☐  Coordination with Emergency Services information (ie. copy of the map highlighting important 
         artifacts that is on file with the fire department)
  ☐  Evacuation procedures & Assembly Point/Muster Station information
  ☐  One-pager/Quick flip sheets in accessible locations
  ☐  Risk assessment of threats (to building, collection and digital information)
  ☐  Last Review/Update date:
  ☐  Other:

63. Do museum workers conduct regular security checks of both the interior & exterior of the facilities?
  ☐  yes 	  ☐  no

If yes, how frequently? Note if the schedule changes in the off-season.
  ☐  Daily
  ☐  Weekly
  ☐  Monthly
  ☐  Other:








[bookmark: 1t3h5sf]COLLECTION & ACCESS TO INFORMATION
In order to complete this section, the museum must submit the following documents for documentation review:

1. Care & Handling Guidelines
2. Collections/Acquisition Committee Terms of Reference
3. Collections Management Policy
4. Collections Management Procedures
5. Condition Report
6. Incident Report






Statement of Excellence:
Museum workers are guided by a code of ethics, policies, and a procedures manual to fulfil their public trust obligations. They follow a standardized approach to documentation; use a collections management database system and/or other formal documentation method; record all actions, enable access to collection and related documentation in-house and online; store and exhibit artifacts/specimens in ways which ensure longevity; have a strategy to improve existing information and learn more about the collection and its historical context.

Collections Management
Statement of Excellence:
The museum adheres to up-to-date policies concerning the collection; rationalizes acquisition decisions using a pre-acquisition review form in a team setting; records any procedures pertaining to artifacts/specimens as comprehensively as possible; performs procedures in a consistent manner resulting in a high standard of collections care and documentation.

99. Has the museum developed and does it follow a collections management policy? 
  ☐  yes 	  ☐  no

If yes, does it include:
  ☐  Acquisition (authority, criteria, etc.)
  ☐  Preservation
  ☐  Documentation
  ☐  Access and Use
  ☐  Loans
  ☐  Insurance
  ☐  Deaccession
  ☐  Disposal (both for individual items and the entire collection in the event of museum closure)
  ☐  Date of most recent review by Board & staff: 

100. Has the museum developed and implemented collections management procedures?
  ☐  yes 	  ☐  no
If yes, do they include:
  ☐  Acquisitions 
  ☐  Preservation 
  ☐  Documentation
  ☐  Access and Use
  ☐  Loans
  ☐  Insurance
  ☐  Deaccession
  ☐  Disposal
  ☐  Date of most recent review/update:

101. Has the museum developed and implemented terms of reference for its collections/acquisition committee?
  ☐  yes 	  ☐  no

If yes, do they include:
  ☐  Authority & decision making
  ☐  Membership
  ☐  Relationship to Board
  ☐  Role/responsibilities

102. What percentage of the collection has been digitized (ie. photographed or scanned)?
  ☐ 1 – 20%		  ☐  21-40%		  ☐  41 – 60%
  ☐ 61 – 80%		  ☐  81 – 100%

103. Does the museum conduct regular inventories (every 1-3 years)?
  ☐  yes 	  ☐  no

If yes, does the process include:
  ☐  Condition assessment
  ☐  Confirming location 
  ☐  Ensuring items are numbered/labeled
  ☐  Identifying items not related to the museum’s mandate

104. Does the museum have procedures for the following situations:
  ☐  Awaiting accessioning/documentation (ie backlog)
  ☐  Long-term or permanent loans
  ☐  Outside mission scope and/or collecting mandate
  ☐  Undocumented origins (ie “found in collection”)

For any boxes checked, outline the museum’s plans for addressing the issue. Answer directly on this form. 

105. Is information concerning proper handling procedures available to museum workers?
  ☐  yes 	  ☐  no

If yes, how:
  ☐  On file
  ☐  Part of procedural documentation
  ☐  Posted for quick reference

[bookmark: 4d34og8]106. Does the museum complete and file incident reports for any damaged, stolen, or lost artifacts          
  ☐  yes 	  ☐  no

107. Does the museum complete condition reports for all indications of changes in the state of preservation of artifacts/specimens?
  ☐  yes 	  ☐  no 

 INTERPRETATION
In order to complete this section, the museum must submit the following documents for documentation review:

1. Exhibition Policy
2. Interpretation Plan
3. Outline of Interpretive Offerings




Statement of Excellence:
The museum satisfies a diverse audience for enjoyment, learning and social interaction; identifies major interpretive themes that connect directly to the museum’s mandate; supports interpretation through research, including audience research; uses a variety of interpretive methods in-house and online including exhibits, programs, personal interpretation and extension services; interprets themes/messages and communicates these clearly to its audience; makes the audience experience enjoyable and educational through skilled staff/volunteers.

131. Has the museum developed an interpretation plan?
  ☐  yes 	  ☐  no

If yes, does it include:
  ☐ Demonstration that interpretation relates to mission statement
  ☐ Interpretive goals/objectives
  ☐ Interpretive themes and storylines
  ☐ Target audiences and their needs
  ☐ When document was last reviewed/updated

132. How does the museum implement its interpretation plan?
   ☐ Calendar/list of interpretive offerings (e.g. activities, exhibits, programs)
  ☐ Evaluation of programs and activities
  ☐ Ongoing research activities
  ☐ Planning tools (e.g. program descriptions, logistics, scripts, etc.)

133. Has the museum developed and implemented an exhibition policy?
  ☐  yes 	  ☐  no

If yes, does it include:
  ☐  Accessibility 
  ☐  Adherence to municipal, provincial & federal legislation (e.g. copyright, firearms)
  ☐  Exhibit themes support the museum’s mission, community interests, and museum policies 
         including research, collections, learning/programming
  ☐  Identification of authority (e.g. for exhibit projects, schedules, partnerships etc.)
  ☐  Multiple types of exhibits (e.g. long-term, short-term, pop-up, traveling, virtual)
  ☐  Museum workers have necessary skills/training to: work safely, complete exhibits, meet 
         visitor expectations, observe ethical guidelines and protect objects on display from 
         environmental damage
  ☐  Date of most recent policy review by Board

134. Do any exhibits and programs address matters of importance/relevance to your community?
  ☐  yes 	  ☐  no

If yes, provide a date and explanation of most recent example. Answer directly on this form.

135. Does the museum share collections content online? 
  ☐  yes 	  ☐  no

If yes, how?
· 
  ☐  Artefacts Canada 
  ☐  Community Stories (formerly Community Memories)   
  ☐  MemoryNS
  ☐  Museum’s website
  ☐  NovaMuse
  ☐  Social Media (Facebook, Instagram, Pinterest, Twitter etc)
  ☐  Other:

Public Programming
136. Does the museum direct programs/activities at specific groups?
  ☐  yes 	  ☐  no

If yes, who:   

  ☐ Businesses
  ☐ Children/Families/Youth
  ☐ Local residents
  ☐ Members
  ☐ Seniors
  ☐ Tourists (individuals and organized groups)
  ☐ Other: 

For any boxes checked, provide date & explanation of most recent example. Answer directly on this form.

School Programs
137. Does the museum offer school programs?
  ☐  yes 	  ☐  no
If yes, do they include:  
  ☐ Access to artifacts, research, specimens, and/or intangible heritage experiences
  ☐ Content connected to specific curriculum outcomes
  ☐ Formal onsite programs (e.g. demonstrations, hands-on activities, lectures, specialized 
        tours)
☐ Lesson plans and/or other resources that are accessible online 
      (e.g collections information, publications, virtual exhibits)
  ☐ Opportunities for student volunteer hours, mentorship programs, or work experiences
  ☐ Pre- and/or Post-program activities
  ☐ Partnerships on or assistance with school based activities (e.g. Heritage Fairs, Science Fairs, 
        in-class projects)
  ☐ Workshops and/or presentations off-site (e.g. at schools or school events)
  ☐ Workshops and/or professional development for teachers

[bookmark: 17dp8vu][bookmark: lnxbz9]For any boxes checked, provide date & explanation of most recent example. Answer directly on this form.

MARKETING & REVENUE GENERATION
In order to complete this section, the museum was asked to provide the following documents for documentation review:

1. Brochure or rack card
2. Examples of media coverage (newspaper articles, links to websites, etc)
3. Fundraising Plan
4. Marketing Strategy
5. Media releases





Statement of Excellence:
The museum establishes itself as a community leader by increasing awareness and support of its unique programs and products; increases self-generated revenue; raises visitation, increasing social, cultural and economic benefits for the museum and the surrounding community; establishes appropriate promotion methods which recognize the integrity of the museum; collaborates with other museums and local groups; links retail sales to the collection and mission/statement of purpose; realizes profitability by meeting or exceeding established targets.

162. Is there a written strategy for marketing?
  ☐  yes 	  ☐  no

If yes, does it include goals and objectives for:
  ☐ Markets  (current audiences and potential new audiences)
  ☐ Products  (events, programs, retail offerings, workshops, publications, etc.)
  ☐ Promotion  (advertising, public relations, etc.)

163. Does the museum use its visitor statistics to focus marketing and fundraising efforts?
  ☐  yes 	  ☐  no

If yes, provide date and explanation of most recent example. Answer directly on this form.

164. Does the museum have a brochure or a rack card?
  ☐  yes 	  ☐  no

165. Does the museum have a website?
  ☐  yes 	  ☐  no

If yes, is there current information including:
  ☐  Admission fees
  ☐  Contact information (including off-season if applicable)
  ☐  Governing body 
  ☐ Events & programs
  ☐ Hours of operation
  ☐ How to get involved (e.g. become a member, donate, volunteer)

166. Does the museum have an active social media presence?
  ☐  yes 	  ☐  no

If yes, does it include:
  ☐ One platform: (provide link)
  ☐ Multiple platforms: (provide links)
  ☐ Ongoing comments and/or public engagement (e.g. receiving and responding to questions, 
      engaging in conversation with followers, etc.)
	
167. Does the museum maintain records of its marketing activities such as media releases, articles about the museum, online reviews and similar materials?
  ☐  yes 	  ☐  no

168. Does the museum provide information promoting other museums and related organizations, its surrounding community, or other tourist information? 
  ☐  yes 	  ☐  no

If yes, how?
  ☐ Printed materials (brochures, maps, posters, etc.)
  ☐ Social media
  ☐ Website
  ☐ Other:

For any boxes checked, submit visual evidence and dates of most recent promotions. 

169. Has the Board developed a detailed fundraising plan?
  ☐  yes 	  ☐  no

If yes, does it include:
  ☐ Board involvement in fundraising
  ☐ Identification of activities/events
  ☐ Individuals/committees responsible for tasks
  ☐ Specific financial goals
  ☐ Other:

[bookmark: 35nkun2]170. Who is involved in the museum’s financial management, including reporting to Revenue Canada:
  ☐ Staff 
  ☐ Volunteer Treasurer(s) 
  ☐ Other (finance committee/department, bookkeeper, etc.)

171. Does the museum or governing body engage an independent and/or outside source for the compilation of year-end financial reports?
  ☐  yes 	  ☐  no

172. During the four years did the museum receive any of the following assistance?
If any element is not applicable, note NA and give the reason. If deemed valid, that item will be removed from the evaluation equation. 

Financial
  ☐ Municipal funding
[bookmark: _1ksv4uv]  ☐ Municipal tax waived/rebated
  ☐ Rent waived/rebated
  ☐ Sponsorship
  ☐ Other:

Resources
  ☐ Equipment
  ☐ Furnishings
  ☐ Materials
  ☐ Storage/display space
  ☐ Other:

Services
  ☐ Construction
  ☐ Maintenance
  ☐ Municipal services (snow removal, etc.)
  ☐ Professional services
  ☐ Utilities
  ☐ Other:

Evaluation
173. Please rate the museum’s marketing efforts. 

a) Design:                                                                                                                                                                                                                      
Professional and distinctive branding that fits well with the museum. The information follows a logical sequence, the font is easy to read and not distracting. Photos and illustrations, if used, are clear and clean.
    good	    fair	  poor
[bookmark: 44sinio]
b) Information:
Key information regarding the museum and its programs are described and accurate. Way-finding information is correct and clear. Hours and admission fees are indicated and current.
    good	 	   fair		 poor

c) Text:
Use of good grammar, accurate spelling; clear, succinct writing; straightforward style; avoids exaggeration.
    good	   	 fair		 poor

d) Relevance:
Information is regularly updated and reflective of community activities. The museum responds to community interests and actively engages with its audience.
    good	    fair	 poor	
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