Collections Management Seasonal Work Calendar




· Identify collections projects for the upcoming year, keeping in mind progress made from the summer
· Do a good clean after the summer season. Especially true for seasonal sites closing for the winter
· Check your NovaMuse presence
· Write or revise summer staff’s job descriptions
· Apply for SKILL and YCW summer student grants using identified collections projects (Dec - Jan)
· Address your artifact cataloguing backlog. Either catch up on work or make a clear plan to do so
· Connect with subject matter experts to help with your collections project
· Create a work plan with clear goals
· Follow up on the past summer’s collection project 

· Set up student level CollectiveAccess accounts for incoming summer staff
· Create HR files for incoming employees
· Train summer staff on collections care and handling before giving access to the collection
· Train summer staff on CollectiveAccess
· Check your NovaMuse presence

· Tackle collections project
· Share successes through social media
· Review and document your progress and strategies at the end of the season. Make notes of things to follow up on throughout the year
· Exit interviews with summer staff
· Close student level CollectiveAccess accounts once staff leave

















Tip: When identifying collections projects, it is helpful to look at something you are already working on. For example, if you are doing an exhibit on teacups, take the time to inventory and digitize your teacup collection, as well as enrich the artifact records. 


Year-round To-do’s:
· General housekeeping and building maintenance
· Promoting NovaMuse and your collections on social media
· Follow up with collections staff/volunteers
· Acquisitions Committee and Collections Committee meetings
· Professional Development opportunities for museum personnel 
· Environmental sustainability efforts
· Communicate with non-collections personnel in your museum about the work you are doing 
· Think about ways to utilize your collection for the benefit of your visitors and community
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