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INTRODUCTION

BACKGROUND AND PURPOSE

This Collection Management Manual details best practices for the development and
management of an institution’s collection, including documentation, conservation
and care, accessioning and deaccessioning, related staff fraining, and resources

for successful implementation and ongoing preservation. Institution’s should
prepare a unique collection policy for their site informed by their institution’s vision,
mission and goals. The development of the policy should include key members

of the institution’s board and key staff. The intent of this Collection Management
Manual is to serve as a long-term resource for institutions in the on-going care and
preservation of their collections.

1.2 SCOPE OF THE COLLECTION MANAGEMENT PLAN

The primary goal of this Collection Management Plan is to strategically guide the
acquisition, preservation, and de-accessioning processes of the organization’s
collections. The plan aims to ensure responsible stewardship of resources,
alignment with the institution’s mission and goals, and responsiveness to the needs
and interests of the community served.

1.3 MISSION AND GOALS OF THE INSTITUTION
Each institution should define and document its statement of purpose with a

mission and goals statement. The statement informs and guides operations and
collections policies.

LEGAL AND ETHICAL FRAMEWORK
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2.1 LEGAL CONSIDERATIONS
The Institution will comply with all applicable local, state, and federal US laws.
The Institution will take relevant foreign laws into consideration.
It will seek legal counsel, if advisable, before making an acquisition.
Local laws
State laws
National laws
Foreign laws
2.1.1 Cultural Heritage and Repatriation
Determine how culturally sensitive materials will be handled.
2.2 CODE OF ETHICS
Records Management

Document provenance and ownership history, adhering to legal and ethical
standards.

Collection/Object Management
Adhere to professional standards when handling, storing, and displaying objects.
Truth in Presentation

For additional examples see document entitled “Code of Ethics and
Professional Practices for Collections Professionals” under Resiources 12.1

2.2.1 Professional Standards
Professional Integrity

Acquire objects through legal and ethical means, respecting cultural heritage
and ownership rights.

2.2.2 Responsible Stewardship
Legal compliance

Stay informed about changes in legislation and update Institution policies
accordingly.
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3| COLLECTIONS POLICY
3.1 COLLECTION SCOPE AND OBJECTIVES

Each institution to define and document its vision and mission and collections
policies based on accepted practices as defined in this document.

3.2 ACQUISITION CRITERIA AND PROCEDURES

Documentation and Cataloging. Properly document the acquisition by creating
detailed records, including photographs, descriptions, provenance information, and
any associated documentation. This ensures a comprehensive and accurate record
of the item’s history and significance.

Accessioning Process. Follow the Institution’s accessioning process, which
formalizes the entry of the item into the collection. Ensure that all required
paperwork and documentation are completed.

Public Engagement. Consider how the acquisition can be used for educational
and public engagement purposes, such as exhibitions, research, and outreach
programs.

Long-Term Care and Storage. Plan for the long-term care, storage, and conservation
of the acquired item. Ensure that the Institution has the necessary facilities,
expertise, and resources to fulfill its custodial responsibilities.

Revisiting Acquisitions. Periodically review and assess acquisitions to ensure
they continue to align with the Institution’s mission and collecting priorities.
Deaccession items that are no longer relevant or valuable to the collection.

3.2.1 Donations
All works of art and objects should have free and clear title.

Gift in kind donations should have a transfer of title and possession
to the Institution.

What will be the policy for terms of restriction about gifts in kind
(intellectual property rights, copyright, etc.).

What is the approval process?

3.2.2 Purchases
Warranty and Indemnification of purchase.

All works of art and objects should have a free and clear title.

3.2.3Loans

An Institution loan policy is a crucial document that outlines the procedures
and conditions under which objects are borrowed or lent to other
institutions. This policy helps ensure the safe handling and protection of
the objects, compliance with ethical standards, and the maintenance of a
positive relationship between the lending and borrowing institutions. Here
are some guidelines for creating a Institution loan policy:
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Mission Alignment. Ensure that the loan policy aligns with the Institution’s
mission, collection scope, and overall goals. Loans should confribute to the
fulfillment of the Institution’s mission.

Scope of Loans. Clearly define the types of loans the Institution is willing
to consider, such as outgoing loans (objects leaving the Institution) and
incoming loans (objects borrowed by the Institution).

Eligibility. Specify the criteria for eligibility, including the type of institutions
(e.g., Institutions, educational institutions) and the purpose of the loan (e.g.,
exhibition, research).

Loan Categories. Categorize loans based on their purpose, duration, and
location. For example, distinguish between short-term loans for exhibitions
and long-term loans for research or educational purposes.

Conditions and Terms. Clearly state the conditions and terms of loans,
including the loan duration, specific requirements for tfransportation,
handling, and insurance, and any restrictions on display or use.

Insurance Requirements. Define the insurance coverage required for loaned
items. Specify who is responsible for obtaining and maintaining insurance
during fransit, exhibition, and storage.

Handling and Conservation. Establish guidelines for the proper handling,
conservation, and maintenance of loaned items. Ensure that the borrowing
institution meets these standards.

Cataloging and Documentation. Detail the cataloging and documentation
requirements for loaned items. Specify the information to be provided in
loan agreements, including object descriptions, provenance, and condition
reports.

Environmental Conditions. Specify the environmental conditions and display
requirements that must be met to protect loaned objects from damage, such
as temperature, humidity, and lighting standards.

Transportation and Security. Address transportation logistics, including
packing, shipping, and security measures during transit and while on display.
Include contact information for responsible parties at both institutions.

Conservation and Restoration. Establish procedures for conservation and
restoration work that may be required before or after a loan period.

Legal and Ethical Compliance. Ensure that loan agreements comply with all
relevant laws, regulations, and ethical standards, including international
conventions on cultural property.

Fees and Costs. Outline any fees or costs associated with loans, such as
packing and shipping charges, insurance premiums, or exhibition fees.

Loan Agreement Review. Specify the process for reviewing and approving
loan agreements, including any required approvals from the Institution’s
board or governing body.
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Dispute Resolution. Include a dispute resolution mechanism in case issues
arise during the loan period. Define the steps for resolving disagreements
between lending and borrowing institutions.

Loan Recordkeeping. Maintain detailed records of all loans, including
loan agreements, correspondence, condition reports, and other relevant
documents.

Public Relations and Promotion. Address how loans will be promoted and
credited in exhibitions or publications, giving proper credit to the lending
institution.

Review and Revision. Schedule regular reviews and updates of the loan
policy to ensure it remains current and aligned with best practices and legal
requirements.

3.3 DEACCESSIONING AND DISPOSAL

Documented Policy. Develop and maintain a clear and comprehensive
deaccessioning policy that outlines the circumstances, criteria, and
procedures for deaccessioning items from the collection. This policy should
be consistent with the Institution’s mission and ethical guidelines.

Ethical Considerations. Adhere to the Code of Ethics for Institutions provided
by professional organizations like the American Alliance of Institutions
(AAM) or the International Council of Institutions (ICOM). Ensure that
deaccessioning decisions are guided by ethical principles.

Transparency. Maintain transparency throughout the deaccessioning
process. Clearly communicate the reasons for deaccessioning to staff,
stakeholders, and the public.

Justification. Clearly document the reasons for deaccessioning each
item. Common justifications include redundancy, poor condition beyond
reasonable repair, irrelevance to the collection’s mission, or provenance
issues.

Independent Review. In some cases, consider seeking an independent review
of deaccession decisions, especially for items of high value or cultural
significance. This can help ensure objectivity and adherence to ethical
standards.

Board Approval. Require board approval for deaccessioning decisions,
particularly for items of significant value or cultural importance. Ensure
that the board is fully informed about the reasons and implications of
deaccessioning.

Deaccession Process. Follow a formal deaccession process that includes
cataloging, documentation, and the removal of the item from the collection.
Ensure that all necessary paperwork is completed.

Use of Proceeds. Clearly specify how funds generated from deaccessioning
will be used. In many cases, they should be reinvested in the collection or
used fo support the Institution’s mission and programs.
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Documentation Retention. Maintain records of all deaccession decisions,
justifications, and transactions for auditing and accountability purposes.
Ensure that these records are securely stored and accessible when needed.

Public Notification. Notify the public and stakeholders of significant
deaccessioning actions. Provide information about where items are going
and why they are being removed from the collection.

Reconsideration Period. Consider implementing a waiting period between
the decision to deaccession and the actual removal of the item from the
collection. This allows time for reconsideration and potential objections.

Education and Outreach. Use deaccessioning situations as opportunities for
education and outreach. Engage with the public and explain the complexities
and ethical considerations involved in managing a Institution collection.

3.3.1Criteria for Deaccessioning

Deaccessioning, the process of removing objects from an Institution
collection, is a complex decision that requires careful consideration of
ethical, legal, and professional standards. Institutions should establish clear
criteria for deaccessioning to ensure transparency and accountability. Here
are some suggested criteria for deaccessioning objects in an Institution
collection:

Relevance to Mission. Objects that no longer align with the Institution’s
mission and goals may be considered for deaccessioning.

Redundancy. If an object is redundant or duplicative within the collection,
deaccessioning may be considered, especially if it does not contribute
significantly to the institution’s goals.

Condition. Objects that are beyond reasonable conservation or restoration
efforts, and whose deteriorating condition jeopardizes the overall collection,
may be candidates for deaccessioning.

Authenticity Concerns. If an object is discovered to be a forgery or if
authenticity concerns arise, deaccessioning may be necessary.

Ethical Considerations. Deaccessioning should adhere to ethical guidelines,
respecting the cultural, religious, or ethical sensitivities associated with
the objects. Carefully consider the ethical implications of deaccessioning
specific items.

Legal Compliance. Ensure that the deaccessioning process complies with all
relevant laws and regulations. This includes adherence to donor agreements,
legal restrictions, and any applicable governance policies.

Documentation Errors. If an object’s documentation contains significant
errors or inaccuracies, and efforts to correct or amend the information are
unsuccessful, deaccessioning may be considered.

Repatriation and Restitution. If an Institution determines that an object
should be repatriated or restituted to its rightful owner or community, a
deaccessioning process may be initiated.
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Financial Sustainability. If the Institution is facing financial challenges and
deaccessioning can contribute to the institution’s financial sustainability,
it may be considered. However, financial considerations should not be the
sole criterion.

Educational Value. Evaluate the educational value of the object. If an item
does not contribute meaningfully to the Institution’s educational mission, it
may be a candidate for deaccessioning.

Public Trust. Consider the impact of deaccessioning on public trust.
Ensure transparency and public communication about the reasons for
deaccessioning to maintain trust with the community.

Consultation. Consult with experts, stakeholders, and relevant communities
when considering deaccessioning. Their perspectives can provide valuable
insights and help make informed decisions.

Professional Standards. Follow established professional standards and
guidelines for deaccessioning, such as those provided by the American
Alliance of Institutions (AAM) or the International Council of Institutions
(ICOM).

Collections Management Policy. Deaccessioning decisions should align with
the Institution’s collections management policy. Ensure that the policy
includes clear criteria and procedures for deaccessioning.

Long-Term Planning. Consider the long-term impact of deaccessioning on the
collection and the institution. Develop strategies to fill gaps or address the
removal of specific items.

Transparency and Accountability. Maintain transparency throughout
the deaccessioning process. Clearly communicate the reasons for
deaccessioning, the methods used, and the intended use of funds
generated.

Board Approval. Obtain approval from the Institution’s governing board or
oversight body before proceeding with deaccessioning. Board involvement
ensures accountability and adherence to policies.

Alternatives to Deaccessioning. Explore alternative solutions before
deaccessioning, such as loans, collaborations, or creative reuse of objects
within the institution.

Community Input. Seek input from the community, especially if
deaccessioning involves objects of cultural or community significance.
Inclusion of diverse perspectives is important.

Documentation of Decision-Making. Document the decision-making process
thoroughly. Record discussions, considerations, and any consultations to
maintain a clear record of the deaccessioning decision.

3.3.2 Disposal Methods

Determine appropriate disposal methods based on the item’s condition
and value. Options may include sale through auction, transfer to another
institution, donation to another nonprofit organization, or, in rare cases,
destruction.
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4.1 OBJECT REGISTRATION

Object registration is a crucial component of an Institution collections management,
involving the documentation and cataloging of each object within the collection.
Implementing effective object registration practices ensures accurate record-
keeping, facilitates collections access, and supports various Institution functions.
Here are suggestions for establishing and maintaining an effective object
registration system for an Institution:

Develop a Comprehensive Collections Management Policy. Start by creating a
comprehensive collections management policy that outlines the objectives,
procedures, and standards for object registration. This policy should align
with industry best practices and ethical guidelines.

Standardized Cataloging Procedures. Establish standardized procedures for
cataloging objects. Include essential information such as accession number,
title, creator, date, provenance, dimensions, materials, condition, and any
other relevant details.

Use a Cenftralized Database. Implement a centralized database system to
manage object records. Choose a collections management software that
meets the Institution’s needs, allowing for efficient data entry, retrieval, and
reporting.

Unique Accession Numbers. Assign unique accession numbers to each object
for identification and tracking purposes. Ensure that these numbers are
clearly marked on the objects and correspond to database records.

Digitization of Records. Digitize object records and associated
documentation. Digital records enhance accessibility, facilitate research,
and provide a backup in case of physical record loss.

Photography Standards. Establish standards for object photography. Capture
high-quality images that document the object’s appearance, details, and any
distinguishing features. Link these images to the object records.

Condition Reporting. Implement a standardized process for assessing
and documenting the condition of objects. Regular condition reports are
essential for conservation planning and tracking changes over time.

Consistent Terminology and Nomenclature. Use consistent ferminology and
nomenclature in object descriptions. This ensures clarity and uniformity in
cataloging, reducing the likelihood of errors and confusion.

Provenance Research. Conduct thorough provenance research for each
object. Document the history of ownership, exhibition history, and
any relevant information that contributes to the object’s context and
significance.

Legal and Ethical Documentation. Ensure that documentation includes
information on the legal and ethical status of the object, including copyright,
rights and restrictions, and adherence to repatriation or restitution
considerations.
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Cross-Referencing. Establish cross-referencing mechanisms within the
database to link related objects, such as components of a set or items with
shared provenance.

Document Handling Procedures. Develop guidelines for handling objects
during the documentation process. Train staff on proper handling
procedures to prevent damage during cataloging and photography.

Regular Data Audits. Conduct regular audits of object data to ensure
accuracy and completeness. Address any discrepancies promptly and
update records accordingly.

Data Security and Backups. Implement robust data security measures for the
object registration database. Regularly back up data to prevent loss in case
of technical failures or unforeseen events.

Staff Training. Provide ongoing training for staff involved in object
registration. Ensure that they are familiar with the established procedures,
standards, and any updates to the collections management policy.

Public Access Policies. Clearly define policies for public access to object
records. Determine what information should be made publicly available and
establish procedures for requests.

Collaboration with Researchers and Scholars. Facilitate collaboration with
researchers and scholars by providing access to object records and offering
support for research inquiries.

Regular Updates and Revisions. Regularly review and update object records to
reflect changes in knowledge, research findings, or condition assessments.
This ensures that information remains accurate and current.

Interdepartmental Collaboration. Foster collaboration between different
Institution departments, such as collections, conservation, and curatorial, to
ensure a holistic approach to object registration and management.

Compliance with Standards. Adhere to industry standards and guidelines
for object registration, such as those provided by the American Alliance of
Institutions (AAM) or the International Council of Institutions (ICOM).

4.1.1 Accessioning Process

The accessioning process is a crucial aspect of Institutional collections
management, involving the formal acceptance of an object into the
Institution’s permanent collection. Proper accessioning ensures accurate
documentation, legal fransfer of ownership, and adherence to ethical and
professional standards. Here are suggestions for establishing an effective
accessioning process for an Institution:

Comprehensive Collections Management Policy. Begin by developing a
comprehensive collections management policy that outlines the principles,
procedures, and ethical considerations governing the accessioning process.
Ensure alignment with industry standards and legal requirements.

Legal and Ethical Review. Conduct a legal and ethical review of the object to
ensure that its acquisition complies with local and international laws, ethical
guidelines, and the Institution’s policies.
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Acquisition Committee. Establish an acquisition committee composed

of experts, curators, and stakeholders to review and approve proposed
acquisitions. This committee can provide diverse perspectives and ensure
thorough consideration of each object.

Object Documentation. Create a standardized documentation process for
objects under consideration for accession. Collect detailed information,
including the object’s title, creator, date, provenance, dimensions, materials,
and any other relevant details.

Provenance Research. Conduct thorough provenance research for each
object to trace its ownership history. Document any gaps in provenance and
address any issues related to ownership legitimacy.

Condition Report. Perform a condition assessment of the object as part of
the accessioning process. Document its current condition, note any existing
damage, and assess the need for conservation or restoration.

Accession Number Assignment. Assign a unique accession number to each
object. This number serves as a permanent identifier and is used in all
documentation, labeling, and tracking systems.

Deed of Gift or Acquisition Agreement. Establish a deed of gift or acquisition
agreement that outlines the terms of the transfer of ownership. Clearly
articulate any conditions, restrictions, or donor expectations associated
with the acquisition.

Photography. Capture high-quality images of the object during the
accessioning process. These images serve as valuable documentation and
are essential for cataloging, research, and public access.

Curatorial Review. Involve curators or subject matter experts in the review of
proposed acquisitions. Consider the object’s significance, relevance to the
collection, and alignment with the Institution’s mission.

Environmental Considerations. Assess the environmental impact of the
object’s acquisition. Consider factors such as storage requirements, display
conditions, and any conservation needs related to environmental factors.

Insurance Coverage. Ensure that the object is adequately covered by the
Institution’s insurance policy upon accession. Regularly review and update
insurance coverage as the collection grows and changes.

Public Accessibility Considerations. Determine the level of public accessibility
for the acquired object. Clearly define whether the object will be part of the
permanent collection on display, stored, or used for educational purposes.

Educational Potential. Consider the educational potential of the object.
Assess how the object contributes to the Institution’s educational
mission and whether it can be used in public programming, exhibitions, or
educational initiatives.

Documentation Verification. \Verify the accuracy and completeness of all
documentation associated with the object before finalizing the accession.
Confirm that all legal and ethical requirements have been met.
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Public Notification. In cases where fransparency is crucial, consider notifying
the public or relevant stakeholders about significant acquisitions. This can
enhance public frust and engagement.

Storage and Display Planning. Plan for the appropriate storage or display
conditions for the acquired object. Consider conservation needs, space
requirements, and environmental controls.

Deaccessioning Considerations. Anticipate potential future deaccessioning
considerations. Clearly define criteria for potential deaccessioning and
establish procedures for ethical and legal deaccessioning, if necessary.

Training and Documentation Guidelines. Provide training for staff involved
in the accessioning process. Develop clear guidelines for documentation
standards to ensure consistency and accuracy.

Regular Review and Audits. Establish a schedule for regular reviews and
audits of the accessioned objects. Periodically reassess the condition,
significance, and relevance of each object in the collection.

4.1.2 Cataloging Standards

Cataloging standards are essential for maintaining consistency, accuracy,
and accessibility in a Institution’s collection documentation. Here are
suggested cataloging standards for an Institution:

Adherence to Professional Guidelines. Follow established professional
guidelines for cataloging, such as those provided by the American Alliance
of Institutions (AAM), International Council of Institutions (ICOM), or other
relevant professional associations.

Cataloging Policy. Develop and adhere to a comprehensive cataloging policy
that outlines the Institution’s cataloging goals, procedures, and standards.
Ensure that the policy aligns with the overall collections management policy.

Data Entry Standards. Establish clear data entry standards to maintain
consistency in catalog records. Define required fields, formats, and
conventions for data entry, ensuring uniformity across the entire catalog.

Object Identification. Assign a unique and permanent identification number
(such as an accession number) to each object. Clearly mark this identifier on
the object, and use it consistently in all catalog records.

Cataloging Software. Choose and consistently use a reliable collections
management software that supports the required cataloging standards.
Ensure that the software can accommodate various types of objects and
metadata.

Standardized Terminology. Use standardized and controlled terminology for
object descriptions. This helps maintain consistency and facilitates accurate
searching and retrieval. Adopt recognized vocabulary standards when
applicable.

Title and Creator Information. Clearly document the title and creator
information for each object. Include the primary creator, artist, or maker, and
adhere to established rules for formatting names.
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Date and Period. Specify the date or date range associated with each object.
Include creation date, acquisition date, or other relevant dates. If the date is
uncertain, note it accordingly.

Materials and Techniques. Detail the materials and techniques used in the
creation of the object. Follow established standards for describing materials
and methods, ensuring accuracy and precision.

Dimensions. Record accurate and standardized measurements for each
object. Clearly indicate the units of measurement and consistently use the
same conventions throughout the catalog.

Condition Reporting. Incorporate standardized condition reporting info
catalog records. Note the current condition of the object, any damage or
conservation issues, and update this information as needed.

Provenance and Acquisition Information. Document the provenance of
each object, including its ownership history. Clearly state the source of
acquisition, whether it be donation, purchase, loan, or other means.

Photography and Imaging Standards. Establish standards for object
photography, including resolution, lighting, and file formats. Link high-
quality images to the catalog records to enhance documentation and
research.

Exhibition and Display History. Maintain a record of the object’s exhibition
and display history. Include details about past and current exhibitions, loans,
and any notable displays.

Bibliographic References. Include bibliographic references associated with
each object, such as publications, articles, or scholarly references. Clearly
cite the source of information for documentation.

Legal and Ethical Documentation. Clearly document legal and ethical
considerations related to each object. Note any copyright restrictions, rights
and restrictions, and adherence to repatriation or restitution considerations.

Cross-Referencing. Establish cross-referencing mechanisms within the
catalog to link related objects, such as components of a set, items with
shared provenance, or related thematic content.

Conservation History. Document the conservation history of each object,
including any conservation treatments or interventions. Maintain a record of
conservation assessments and ongoing care.

Public Accessibility. Determine the level of public accessibility for each
catalog record. Clearly define whether the information should be made
publicly available, taking into consideration legal and ethical considerations.

Regular Review and Updates. Schedule regular reviews of catalog records
to ensure accuracy, completeness, and relevance. Update records as new
information becomes available, and reassess the cataloging standards
periodically.
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User-Friendly Interface. If the catalog is accessible to the public, ensure that
the interface is user-friendly, allowing for easy navigation, searching, and
retrieval of information.

Collaboration with Researchers. Facilitate collaboration with researchers
by providing access to detailed and accurate catalog records. Establish
protocols for researchers to request additional information or updates.

Documentation of Changes. Document any changes or updates made to
catalog records, including the date and reason for the modification. Maintain
an audit trail to track the evolution of catalog information.

Staff Training. Provide training for staff involved in cataloging to ensure they
are familiar with cataloging standards, procedures, and software. Offer
ongoing professional development opportunities.

Integration with Other Institution Systems. Integrate the cataloging system
with other Institution systems, such as object tracking, conservation
management, and exhibition planning, to streamline workflows and enhance
overall efficiency.

4.2 OBJECT PHOTOGRAPHY

Effective object photography is crucial for documenting and showcasing a
Institution’s collection. Here are suggestions for object photography in an
Institution setting:

High-Quality Equipment. Use professional-grade cameras, lenses, and
lighting equipment to capture high-resolution images. Consider the specific
requirements of your collection when selecting equipment.

Consistent Lighting. Ensure consistent and even lighting across all
photographs. Use diffusers, reflectors, or soft boxes to minimize shadows
and eliminate harsh highlights.

Color Accuracy. Calibrate your camera and monitor fo ensure accurate
color representation. Maintain color consistency across all photographs to
accurately reflect the objects in your collection.

Neutral Backgrounds. Use neutral backgrounds to highlight the object and
avoid distractions. White or gray backgrounds are commonly used, but
choose a color that complements the object and enhances visibility.

Stable Camera Sefup. Use a stable tripod or other support to minimize
camera shake and ensure sharp images. This is especially important when
photographing smaller objects or capturing fine details.

Appropriate Depth of Field. Adjust the aperfure to achieve an appropriate
depth of field. Ensure that the entire object is in focus while maintaining a
visually pleasing background blur.

Detail Shots. Capture close-up shots to highlight specific details, textures,
and features of the object. This is particularly important for intricate or small
artifacts.
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Multiple Angles. Photograph objects from different angles to provide a
comprehensive view. Capture the front, back, sides, and any notable details
to create a well-rounded visual record.

Consistent Framing. Maintain a consistent framing style across photographs.
This helps create a cohesive visual presentation when showcasing images
together, such as in catalogs or online collections.

Scale Reference. Include a scale reference, such as a ruler or a standardized
object, in at least one photograph of each object. This helps viewers
understand the size of the object.

Correct White Balance. Set the white balance correctly to ensure that colors
are accurate and natural. This is particularly important when dealing with
various materials and textures.

Reflection Management. Minimize reflections on glossy surfaces by adjusting
the lighting angles. Use polarizing filters if necessary to reduce glare and
reflections.

Proper Exposure. Pay attention to exposure settings to ensure that details
are visible in both highlights and shadows. Use histograms to monitor
exposure levels.

Consistent Image Size. Maintain a consistent image size for your collection.
This makes it easier for viewers to compare objects and ensures a uniform
presentation in catalogs or online platforms.

File Organization. Establish a systematic file naming and organization system
for your photographs. This simplifies the process of locating specific images
and managing your digital archive.

Photography Studio Setup. If possible, set up a dedicated photography
studio within the Institution. This allows for controlled lighting, a stable
environment, and efficient workflow for photographing objects.

Documentation. Document photography details, including camera settings,
lighting conditions, and any post-processing adjustments. This information
is valuable for future reference and reproduction.

Incorporate Contfext. Consider photographing objects within their exhibit or
storage context. This adds depth and provides viewers with a sense of the
object’s environment and significance.

Regular Maintenance. Regularly clean and maintain photography equipment
to ensure optimal performance. Dust on lenses or sensors can impact image
quality.

Collaboration with Conservation. Collaborate with conservation professionals
to ensure that object handling and photography procedures align with
preservation standards. Prioritize the safety and well-being of the artifacts.

Accessibility. Make high-quality images accessible to staff, researchers,
and the public. Consider integrating images into your Institution’s online
collection database for broader accessibility.
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Backup Procedures. Implement robust backup procedures to safeguard your
collection of images. Regularly back up files to prevent data loss and ensure
the long-term preservation of your digital archive.

Training for Staff. Provide training for staff involved in object photography to
ensure a consistent approach and adherence to established standards. This
includes proper handling of artifacts during the photography process.

Adaptability to Object Types. Develop photography techniques that can
be adapted to various types of objects, from paintings and sculptures to
textiles and historical artifacts.

Ongoing Evaluation. Continuously evaluate and improve your object
photography practices. Stay informed about advancements in technology
and methodologies to enhance the quality and efficiency of your
photography workflow.

4.3 RECORDS MANAGEMENT

Effective records management is essential for the organization, accessibility,
and preservation of information within an Institution. Here are suggestions for
implementing robust records management practices:

Comprehensive Records Management Policy. Develop a clear and
comprehensive records management policy that outlines the objectives,
procedures, and responsibilities related to managing Institution records.
Ensure that the policy aligns with industry standards and legal requirements.

Record Types. ldentify and categorize the various types of records
maintained by the Institution, including administrative documents,
collection records, exhibition files, financial records, conservation reports,
and more.

Retfention and Disposal Schedule. Establish a retention and disposal schedule
for different types of records. Clearly define how long each category of
records should be retained and the appropriate methods for disposal,
whether through archiving, destruction, or transfer.

Legal and Ethical Compliance. Ensure that records management practices
comply with legal and ethical standards, including privacy laws, copyright
regulations, and any specific requirements related to cultural heritage
objects.

Document Version Control. Implement version control for important
documents to track changes and updates. Maintain a master copy of critical
documents and clearly indicate the latest version to avoid confusion.

Digital Preservation. Develop strategies for the digital preservation of
electronic records, including collection databases, digital images, and
administrative files. Implement backup systems, metadata standards, and
periodic data integrity checks.

Access Controls. Implement access controls to ensure that only authorized
personnel have access to sensitive or confidential records. Establish user
permissions based on roles and responsibilities within the Institution.
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File Naming Conventions. Adopt standardized file naming conventions for
electronic records. Consistent naming conventions enhance organization,
searchability, and retrieval efficiency.

Metadata Standards. Establish metadata standards for cataloging and
describing records. Consistent and standardized metadata facilitate
information retrieval and ensure a common understanding of the content.

Records Storage and Organization. Implement an organized and secure
physical storage system for paper records. Label boxes clearly, use archival
materials when necessary, and establish a logical filing system.

Regular Audits and Reviews. Conduct regular audits and reviews of records to
assess their relevance, accuracy, and compliance with retention schedules.
This helps identify records that can be disposed of or archived.

Disaster Preparedness. Develop a disaster preparedness plan to protect
records from potential risks such as fire, flooding, or other emergencies.
Store backups in a secure, off-site location.

Training and Awareness. Provide training for staff on records management
policies and procedures. Foster awareness of the importance of maintaining
accurate and well-organized records.

Collaboration with IT Department. Collaborate with the Institution’s IT
department to ensure that technological infrastructure, software, and
security measures align with records management requirements.

Integration with Collections Management. Integrate records management
practices with collections management systems. Ensure that information
about objects, loans, and acquisitions is well-maintained and accessible.

Digital Security Measures. Implement digital security measures, including
encryption, secure servers, and regular software updates, to protect
electronic records from unauthorized access and cyber threats.

Consistent Recordkeeping Practices. Enforce consistent recordkeeping
practices across all departments. Standardized procedures enhance
efficiency, accuracy, and the ability to collaborate seamlessly.

Collaboration with Archivists. Collaborate with archivists or records
management professionals to incorporate best practices and expertise into
the Institution’s records management strategy.

Public Access Policies. Define policies for public access to certain records,
ensuring compliance with legal requirements and balancing transparency
with privacy and security considerations.

Records Management Software. Consider implementing specialized records
management software to facilitate the organization, tracking, and retrieval
of records, especially in larger Institution settings.

Interdepartmental Communication. Foster communication between different
departments within the Institution to ensure that records management
practices are aligned with the needs and workflows of each area.
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Regular Training Updates. Provide regular updates and fraining sessions
to keep staff informed about changes in records management policies,
technologies, and best practices.

Integration with Compliance Standards. Align records management practices
with compliance standards relevant to the Institution’s operations, such as
financial regulations, donor agreements, and industry-specific guidelines.

Documentation of Procedures. Document records management procedures
in a manual or guidebook. This resource serves as a reference for staff and
ensures consistency in implementation.

Continuous Improvement. Establish a culture of continuous improvement in
records management. Regularly assess and update policies and procedures
to adapt to evolving Institution needs and industry standards.

4.3.1Digital and Physical Records

Maintaining both digital and physical records in a Institution requires a
comprehensive and well-coordinated approach. Here are suggestions for
effectively managing both types of records:

Digital Records

Digital Storage Infrastructure. Invest in secure and reliable digital storage
infrastructure, including servers, cloud-based solutions, or network-
attached storage. Regularly assess storage capacity and scalability.

Data Backups: Implement a robust backup strategy for digital records.
Regularly back up data to multiple locations, including off-site storage, to
prevent data loss in the event of hardware failures, cyberattacks, or other
emergencies.

Data Encryption. Use encryption to protect sensitive digital records. Encrypt
data during storage and transmission to enhance security and compliance
with privacy regulations.

Access Confrols. Establish access controls to limit and monitor who has
access to digital records. Define user roles and permissions based on job
responsibilities and the principle of least privilege.

Metadata Standards. Develop and adhere to metadata standards for digital
records. Consistent and well-structured metadata enhance searchability,
retrieval, and the overall organization of digital assets.

Digital Preservation. Implement digital preservation strategies to ensure the
long-term accessibility and usability of digital records. Regularly migrate file
formats as needed and update storage technologies.

Document Management System. Consider using a document management
system or collections management software that includes features for
organizing, cataloging, and retrieving digital records. Ensure the system
aligns with Institution needs.

Version Control. Utilize version control for digital records, especially
for collaborative projects. This helps track changes, prevent data
inconsistencies, and ensure that the latest version is accessible.
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Regular Audits. Conduct regular audits of digital records to assess their
integrity, relevance, and adherence to metadata standards. Address any
discrepancies or outdated information promptly.

Training and Awareness. Provide training for staff on digital records
management best practices. Foster awareness of cybersecurity measures,
data hygiene, and the importance of maintaining digital records accurately.

Physical Records

Climate-Controlled Storage. Store physical records in climate-controlled
environments to prevent deterioration due to temperature, humidity, pests,
or other environmental factors.

Archival-Quality Materials. Use archival-quality materials for storing physical
records, including acid-free folders, boxes, and sleeves. Ensure that
materials comply with conservation standards to prevent degradation.

Proper Labeling. Clearly label physical records with relevant information,
including accession numbers, titles, and dates. This aids in easy
identification and retrieval, reducing the risk of mishandling.

Cataloging System. Establish a cataloging system for physical records that
mirrors the structure used for digital records. Consistency in cataloging
methods enhances organization and accessibility.

Security Measures. Implement security measures for physical records,
such as access controls, surveillance, and restricted access areas. Protect
sensitive information and valuable artifacts from theft or damage.

Regular Inspection. Conduct regular inspections of physical records to
identify signs of deterioration, pest infestations, or other issues. Address
problems promptly to prevent further damage.

Handling Guidelines. Establish guidelines for handling physical records to
prevent damage during use or research. Train staff on proper handling
techniques, and consider implementing controlled access procedures.

Conservation Procedures. Develop conservation procedures for physical
records, especially for rare or delicate items. Collaborate with conservators
to address preservation and restoration needs as they arise.

Loan Agreements and Tracking. If physical records are on loan or temporary
exhibition, establish clear loan agreements and tracking mechanisms.
Monitor the condition and location of borrowed items closely.

Disaster Preparedness. Develop a disaster preparedness plan specifically
tailored for physical records. Include measures to protect records from fire,
flood, or other emergencies, and maintain off-site copies when possible.

Regular Inventories. Conduct regular inventories of physical records to
account for all items. Compare inventory results with catalog records to
identify any discrepancies.

Collaboration with Archivists and Conservators. Collaborate with archivists
and conservators to ensure that physical records receive appropriate care
and attention. Leverage their expertise in preservation and restoration.
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Accessibility. Establish policies for the accessibility of physical records to
researchers, staff, and the public. Balance accessibility with security and
preservation considerations.

Documentation of Handling. Document any handling or movement of physical
records. Maintain a record of who accessed the records, the purpose, and
any precautions taken to ensure proper care.

Integrated Records Management. Integrate the management of digital and
physical records when possible. Ensure that cataloging systems, metadata
standards, and retention schedules are consistent across both formats.

4.3.2 Record Retention Policies

Developing a comprehensive record retention policy is crucial for an
Institution to ensure the efficient and compliant management of its records.
The policy should consider legal requirements, industry standards, and the
specific needs of the Institution. Here are suggestions for creating effective
record retention policies:

Legal Compliance. Identify and understand relevant local, state, and federal
laws and regulations governing record retention in Institutions. Ensure that
the policy aligns with legal requirements.

Industry Standards. Refer to industry standards and guidelines provided by
organizations such as the American Alliance of Institutions (AAM) or the
International Council of Institutions (ICOM). These standards can serve as a
foundation for your policy.

Record Classification. Classify records based on their type, purpose, and
legal requirements. Common categories may include administrative records,
financial records, collections records, conservation reports, and more.

Retention Periods. Clearly define the retention periods for each category
of records. Retention periods should be based on legal requirements, the
usefulness of the information, and the Institution’s operational needs.

Data Destruction. Specify the methods and procedures for the secure
destruction of records that have reached the end of their retention period.
This may involve shredding, erasing, or other secure disposal methods.

Archival Considerations. Clearly outline the criteria for transferring records to
an archival repository, if applicable. This is particularly relevant for historical
documents, institutional archives, or records with long-term cultural or
historical value.

Review and Revision Schedule. Establish a schedule for regular reviews
and revisions of the record retention policy. Periodically reassess legal
requirements, industry standards, and the Institution’s evolving needs to
ensure the policy remains current.

Data Security. Address data security considerations within the policy.
Specify measures to protect sensitive information, including access
controls, encryption, and secure storage solutions.
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Record Access. Clearly define who has access to various types of records
and under what circumstances. Ensure that access conftrols align with the
sensitivity and confidentiality of the information.

Training and Awareness. Provide training for staff on the record retention
policy. Foster awareness of the importance of compliance with the policy
and the legal implications of mishandling records.

Documentation and Metadata. Emphasize the importance of proper
documentation and metadata for records. Ensure that records are well-
cataloged, and metadata is maintained to support their proper use and
retrieval.

Digital Records Considerations. If applicable, address specific considerations
for the retention and disposal of digital records. This may include guidelines
for backup procedures, file formats, and digital preservation strategies.

Email and Communication Records. Provide guidelines for the retention of
email and other communication records. Clarify which communications
should be retained, and establish procedures for their proper management.

Collaboration with Legal and Compliance Experts. Collaborate with legal and
compliance experts to ensure that the record retention policy is legally
sound and aligns with best practices in compliance.

Document Destruction Log. Maintain a document destruction log to record
the details of destroyed records. Include information such as the date of
destruction, method used, and responsible parties.

Emergency Preparedness. Integrate record retention considerations into the
Institution’s emergency preparedness plan. Ensure that essential records
are backed up and protected in the event of disasters.

Records Officer Designation. Designate a records officer responsible for
overseeing the implementation and enforcement of the record retention
policy. Clearly define their roles and responsibilities.

Public Records. If applicable, outline procedures for managing public
records requests. Ensure compliance with freedom of information laws and
establish protocols for responding to requests.

Collaboration with Archivists. Collaborate with archivists, if applicable, to
integrate archival considerations into the policy. This is particularly relevant
for records with historical or cultural significance.

Documentation of Changes. Document any changes or updates made to the
record retention policy. Maintain an audit trail to track the evolution of the
policy and ensure transparency.

Vendor and Service Provider Considerations. If the Institution uses third-
party vendors or service providers for record management, clearly outline
expectations and responsibilities in the policy. Address data security and
compliance concerns.
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Integration with Overall Governance. Integrate the record retention policy into
the Institution’s overall governance structure. Ensure alignment with other
policies and procedures governing the institution.

Records Management Software. If applicable, consider implementing records
management software to automate and streamline processes. Ensure that
the software aligns with the Institution’s specific needs and compliance
requirements.

Public Communication. Clearly communicate the Institution’s record
retention policies to relevant stakeholders, including staff, donors, and the
public, if necessary. Transparency enhances trust and accountability.

Regular Audits and Assessments. Conduct regular audits and assessments of
the Institution’s compliance with the record retention policy. Identify areas
for improvement and implement corrective actions as needed.
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5| COLLECTIONS CARE AND CONSERVATION
5.1 ENVIRONMENTAL CONTROLS

Climate Control. Maintain stable temperature and humidity levels within
recommended ranges to prevent damage from fluctuations. Use HVAC
systems, humidifiers, and dehumidifiers as needed.

Lighting. Control and limit exposure to both natural and artificial light to
prevent fading and damage to sensitive materials. UV-filtering glass or film
can help.

Security. Implement robust security measures to protect against theft,
vandalism, and unauthorized access. This may include surveillance systems,
alarms, and restricted access areas.

Handling Procedures. Train staff and volunteers in proper handling
techniques to minimize physical damage, such as wear, tear, and
contamination from oils on hands.

Storage Solutions. Use appropriate storage materials and techniques,
including acid-free boxes, shelving, and mounts, to ensure objects are
stored safely and securely.

Conservation and Restoration. Develop a conservation and restoration
plan for regular maintenance and repair of collection items. Consult with
conservators as needed.

Pest Confrol. Implement pest management strategies to protect against
infestations that can damage collection items. This may include routine
inspections and the use of traps or tfreatments.

Documentation. Maintain thorough and accurate records of each collection
item, including provenance, condition reports, and treatment history.

Cataloging. Develop a standardized cataloging system for collection items.
Ensure each item is labeled, photographed, and described in detail.

Emergency Preparedness. Create a disaster preparedness and recovery plan
to address potential threats such as fires, floods, and earthquakes. This plan
should outline steps to protect and salvage collection items in emergencies.

Additionally, regular inspections and assessments of the collection’s condition are
essential to identify and address issues promptly. Collaborate with conservators
and experts in specific areas (e.g., textiles, paintings, ceramics) to ensure
specialized care for different types of objects.

Proper care and attention to these items will help preserve the integrity and
longevity of a Institution collection, allowing it fo be enjoyed by present and future
generations.
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5.2 HANDLING AND TRANSPORTATION

Transporting objects from a Institution, whether for temporary exhibitions, loans,
or other reasons, requires careful planning and adherence to established guidelines
to ensure the safety and preservation of the objects. Here are some guidelines for
traveling objects from a Institution:

Assessment and Selection

Object Suitability. Assess whether the objects are suitable for travel.
Consider their condition, fragility, and susceptibility to environmental
changes.

Importance and Significance. Prioritize objects based on their importance
and significance to the exhibition or project.

Documentation and Cataloging

Cataloging. Ensure that all objects have comprehensive catalog records,
including descriptions, condition reports, provenance, and high-quality
photographs.

Inventory. Create an inventory list of all objects being transported, including
their identification numbers, descriptions, and any special handling
instructions.

Conservation and Preparation

Condition Assessment. Conduct a thorough condition assessment of each
object before transport. Address any necessary conservation or restoration
work.

Packing. Use appropriate packing materials and techniques to protect
objects during transit. Ensure that packing materials are acid-free, and
cushion objects to prevent movement.

Transportation Planning

Transportation Method. Select a transportation method that aligns with
the objects’ fragility and value. Options include dedicated art transport
companies, climate-controlled trucks, or airfreight.

Route Planning. Plan the fransportation route to minimize handling,
exposure to environmental extremes, and potential risks.

Environmental Control

Temperature and Humidity. Maintain appropriate temperature and humidity
levels during transit, especially for sensitive objects. Use climate-controlled
containers when necessary.

Light and UV Protection. Protect objects from exposure to direct sunlight
and UV radiation during transport.

Security and Handling
Security Personnel. Assign security personnel to accompany the objects
during transport, especially for high-value items.

Handling Procedures. Train staff and tfransport personnel in proper object
handling fechniques to prevent damage.
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Insurance and Risk Management

Insurance. Ensure that objects are adequately insured for their value during
transit. Verify that insurance coverage remains in place throughout the
journey.

Emergency Plan. Develop an emergency plan in case of accidents, theft, or
natural disasters during transit.

Documentation and Records

Transport Records. Maintain detailed records of the objects’ movements,
including departure and arrival times, handling procedures, and any
incidents during transit.

Customs and Regulations

Customs Compliance. Be aware of customs regulations for transporting
objects internationally. Prepare all necessary documentation for customs
clearance.

Installation and Unpacking

Installation Plan. Develop an installation plan for objects at their destination.
Ensure that objects are safely unpacked and installed by qualified
personnel.

Condition Reports. Conduct a condition assessment upon arrival to
document any changes or damage that may have occurred during transit.

Monitoring and Oversight
Tracking. Use tracking and monitoring systems to keep tabs on the location
and status of objects in real-time during transit.

Oversight. Appoint a responsible staff member or curator to oversee the
entire tfransport process.

Public Relations and Promotion

Credit and Acknowledgment. Ensure that lending institutions and objects
receive appropriate credit and acknowledgment in exhibitions and
publications.

Public Engagement. Consider how the traveling objects can be used for
educational and public engagement purposes during the exhibition.

By following these guidelines and customizing them to the specific needs of your
Institution and the objects in question, you can help ensure a successful and secure
transit process for your valuable artifacts and artworks.

5.3INTEGRATED PEST MANAGEMENT

Pest management is crucial in Institutions to proftect collections from potential
damage caused by pests. Developing and implementing effective pest management
policies is essential. Here are some key considerations for pest management
policies in an Institution:

Risk Assessment. Conduct a thorough risk assessment to identify potential
pest threats specific to the Institution’s location, type of collections, and
environmental conditions.
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Integrated Pest Management (IPM). Adopt an Integrated Pest Management
approach, which involves a combination of preventive measures, monitoring, and
targeted responses to manage pests with minimal impact on the environment.

Preventive Measures. Implement preventive strategies such as maintaining a
clean environment, sealing entry points, and using appropriate storage materials
to minimize the attraction of pests.

Environmental Control. Maintain stable temperature and humidity levels
within recommended ranges to create an environment less conducive to pest
infestations.

Regular Monitoring. Establish a routine monitoring schedule to inspect
collections, storage areas, and exhibition spaces for signs of pest activity. This
may include visual inspections, sticky traps, and other monitoring tools.

Documentation. Keep detailed records of pest monitoring activities, including
dates, locations, and any observations of pest presence. This documentation is
valuable for tracking patterns and trends.

Staff Training. Provide training for Institution staff on recognizing signs of pest
activity, implementing preventive measures, and responding appropriately fo an
infestation.

Isolation and Quarantine. Isolate newly acquired items for a period before
integrating them into the collection to prevent the introduction of pests.
Quarantine procedures can help identify and address potential infestations early.

Response Plan. Develop a comprehensive response plan outlining steps to be
taken in case of a pest infestation. This plan should include procedures for
identification, freatment, and prevention of further spread.

Collaboration with Professionals. Establish relationships with pest control
professionals who specialize in cultural heritage institutions. In case of an
infestation, seek their expertise to implement targeted and safe control
measures.

Chemical Treatments. If chemical treatments are deemed necessary, ensure that
they are selected based on their effectiveness against the specific pest and
their safety for cultural heritage materials. Follow established guidelines for
application.

Public Awareness. Raise awareness among staff, visitors, and contractors about
the importance of pest prevention. Encourage practices that minimize the risk of
infroducing pests into the Institution.

Regular Review and Updates. Regularly review and update pest management
policies based on ongoing monitoring, changes in collections, and advancements
in pest management practices.

Emergency Response. Include pest-related emergencies in the Institution’s overall
emergency response plan. Outline procedures for immediate action in the case
of a severe infestation.

Adherence to Regulations. Ensure compliance with local and international
regulations regarding the use of pest control measures in cultural institutions.
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5.4 CONSERVATION ASSESSMENT AND TREATMENT

Stabilizing a Institution collection involves implementing measures to ensure

the long-term preservation and protection of the artifacts and objects within it.
Here are ten items and strategies that can contribute to stabilizing an Institutional
collection:

Climate Control Systems. Invest in HVAC (Heating, Ventilation, and Air
Conditioning) systems that can maintain stable temperature and humidity
levels within recommended ranges. This prevents fluctuations that can
cause damage to sensitive materials.

Environmental Monitoring Equipment. Use sensors and data loggers to
continuously monitor temperature, humidity, light levels, and other
environmental conditions within storage and exhibition spaces. This data
helps ensure that conditions remain stable.

Conservation Supplies. Stock up on conservation supplies such as acid-free
storage materials, archival boxes, and specialized packaging for different
types of objects. This ensures that artifacts are stored safely and do not
deteriorate due to improper storage.

Security Systems. Implement a robust security system that includes
surveillance cameras, alarms, access control, and regular security checks.
Preventing theft and vandalism is essential for collection stability.

Pest Control Measures. Develop and implement a pest management plan
that includes routine inspections, monitoring traps, and appropriate
treatments to prevent infestations that can damage collection items.

Cataloging and Documentation Tools. Use cataloging software and

database systems to maintain comprehensive records of each collection
item, including provenance, condition reports, and treatment history. It's
important to note that the choice of cataloging software depends on the
specific requirements, size, and budget of the Institution. Institutions may
also use additional software for digital asset management, conservation
management, and exhibition planning, which can integrate with their primary
cataloging system. When selecting software, Institutions should consider
factors such as ease of use, scalability, support, and integration capabilities
to ensure it aligns with their collection management needs. Here are five
popular cataloging software systems commonly used by Institutions:

The Museum System.

TMS by Gallery Systems is one of the most widely used collection
management software systems in the Institution industry. It offers
comprehensive cataloging, collections management, and reporting
capabilities. TMS is highly customizable and can accommodate the
specific needs of various types of Institutions.

PROUN DESIGN, LLC © 2024 Genice R. Lee The Harvest Estate & Appraisal Collection Management Manual

26



PROUN DESIGN,

LLC

27

PastPerfect.

PastPerfect is a user-friendly and cost-effective Institution collection
management software designed for small fo mid-sized institutions. It
includes features for cataloging, accessioning, and managing artifacts,
archives, and photographs. It also has integrated tools for Institution
membership and visitor management.

EmbARK.

EmbARK by Gallery Systems is another popular Institution cataloging
and collections management software. It is known for its user-friendly
interface and robust reporting capabilities. It's suitable for a range of
institutions, from art Institutions to historic houses.

CollectionSpace.

CollectionSpace is an open-source, web-based collection management
system. It offers flexibility and customization options and is designed to
accommodate the diverse needs of Institutions, archives, and libraries.
CollectionSpace is particularly well-suited for institutions looking for a
cost-effective solution.

Adlib Institution.

Adlib Institution Software is a comprehensive collection management
system that is used by Institutions, archives, and libraries worldwide. It
offers features for cataloging, collections management, and digital asset
management. Adlib provides tools for both small and large institutions
and can be tailored to specific needs.

Conservation Lab. Establish an on-site or partnership with an off-site
conservation lab where conservators can assess and treat collection items
as needed. This ensures that objects receive timely care and attention.

Collection Care Policies. Create and adhere to collection care policies and
procedures that govern handling, loans, and access to ensure that items are
protected during use and exhibition.

Conservation Assessments. Periodically assess the condition of collection
items through conservation assessments. This helps identify items that
require conservation or restoration work and prioritizes their freatment.

By focusing on these items and strategies, Institutions can significantly enhance the
stability and longevity of their collections, ensuring that the cultural and historical
significance of their artifacts is preserved.
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6 | SECURITY AND RISK MANAGEMENT
6.1 SECURITY SYSTEMS AND PROCEDURES

Surveillance Cameras. Install surveillance cameras strategically throughout
the Institution, including entry points, exhibition areas, and storage spaces.
High-resolution cameras with night vision capabilities can be particularly
effective.

Intrusion Detection Systems. Employ intrusion detection systems to monitor
doors, windows, and other potential entry points. These systems can
include sensors, alarms, and motion detectors.

Access Control Systems. Implement access control systems to regulate
entry to sensitive areas. This may include electronic key cards, biometric
scanners, or PIN codes.

Perimeter Security. Secure the Institution’s perimeter with fences, gates, and
appropriate lighting. Motion-activated lights can deter potential intruders.

Fire and Smoke Detection. Install fire and smoke detection systems to
safeguard against fire hazards. These systems can frigger alarms and alert
emergency services.

Temperature and Humidity Monitoring. Implement monitoring systems to
track environmental conditions, including temperature and humidity, fo
prevent potential damage to artifacts.

Remote Monitoring. Utilize remote monitoring capabilities to allow security
personnel to monitor the Institution’s premises in real-time, even from off-
site locations.

Alarm Systems. Install alarm systems that can be triggered by unauthorized
enfry, movement, or other suspicious activities. Ensure that alarms are
connected to a central monitoring station.

Asset Tracking. Use tracking systems for high-value items, especially during
transportation or loan arrangements. RFID (Radio-Frequency ldentification)
or GPS technology can be employed for this purpose.

CCTV Analytics. Implement video analytics to enhance the capabilities of
surveillance cameras. This may include facial recognition, object tracking,
and behavior analysis.

Staff Training. Provide comprehensive training for Institution staff on
security procedures, emergency response, and the proper use of security
systems.

Visitor Screening. Implement visitor screening procedures, such as bag
checks or metal detectors, at entry points to prevent unauthorized items
from entering the Institution.

Restricted Access Zones. Designate and clearly mark restricted access zones
within the Institution. Access to these areas should be limited to authorized
personnel only.
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Key Confrol. Implement strict key control policies to manage access to keys
and ensure that only authorized individuals have access to secure areas.

Emergency Response Plan. Develop and regularly update an emergency
response plan that includes procedures for various security threats, such as
theft, vandalism, or natural disasters.

Regular Security Audits. Conduct regular security audits to evaluate
the effectiveness of existing security measures and identify areas for
improvement.

Collaboration with Law Enforcement. Establish a collaborative relationship
with local law enforcement agencies. Provide them with information about
the Institution’s security systems and procedures.

Incident Reporting. Implement a system for reporting and documenting
security incidents. This includes suspicious activities, breaches, or other
security-related concerns.

Visitor Education. Educate visitors about Institution security and encourage
them to report any suspicious behavior to Institution staff.

Secure Storage. Ensure that storage areas for valuable artifacts are secure,
with limited access and additional security measures such as vaults or
safes.

Regular Maintenance. Regularly maintain and test security systems to ensure
their reliability. Promptly address any issues or malfunctions.

Vendor and Contractor Security. Implement security measures for vendors
and contractors, especially during events or exhibitions where external
personnel may be involved.

Institutions should tailor their security systems and procedures based on the
specific needs of their collections, the size and layout of the facility, and the
potential risks they face. Regularly reviewing and updating security measures is
essential to adapt to evolving threats and technologies.
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6.2 EMERGENCY PREPAREDNESS AND RESPONSE PLAN

An Emergency Preparedness and Response Plan (EPRP) for a historic house is
crucial to ensure the preservation of the property, its contents, and the safety of
visitors and staff during emergencies. Below is an example of an outline that can be
copied and pasted into a new Word document that is used to create such a plan:

[Historic House Name] Emergency Preparedness and Response Plan
Table of Contents
1. Infroduction
- Purpose and Scope of the Plan
- Historic House Description
2. Emergency Contacts
- List of Emergency Contacts (local authorities, utilities, emergency services)
- Internal Contacts (staff and volunteers)
3. Risk Assessment
- Identify Potential Risks (fire, flood, earthquake, theft, etc.)
- Vulnerable Areas and Artifacts
4. Emergency Procedures
- Evacuation Procedures
- Shelter-in-Place Procedures
- Lockdown Procedures (if applicable)
5. Communication
- Establishing a Communication Chain of Command
- Emergency Notification and Alarm Systems
- Establishing an Emergency Communication Center
6. Collections and Artifacts
- Inventory of Collections (digital and hard copy)
- Salvage Priorities (high-value, irreplaceable items)
- Handling and Transportation Guidelines
7. Facility and Equipment
- Building Plans and Evacuation Routes
- Emergency Equipment (fire extinguishers, first aid kits, defibrillators)

- Utility Shutdown Procedures (gas, water, electricity)
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8. Training and Drills
- Staff and Volunteer Training
- Regular Emergency Drills and Scenario Testing
9. Emergency Supplies
- List of Emergency Supplies (water, food, flashlights, etc.)
- Storage Locations
10. Recovery Procedures
- Initial Damage Assessment
- Stabilization of the Site
- Restoration and Repair Plan
11. Public and Media Relations
- Guidelines for Interacting with the Public and Media during Emergencies
- Appoint a Spokesperson
12. Legal and Financial Considerations
- Insurance Information
- Documentation of Losses
- Legal Obligations and Reporting Requirements
13. Plan Maintenance and Review
- Schedule for Regular Plan Review and Updates
- Assign Responsibility for Plan Maintenance
14. Appendices
- Maps and Diagrams of the Historic House
- Contact Information for Staff and Volunteers
- Inventory Lists of Collections and Artifacts
- Sample Emergency Notifications and Communication Scripts
- Vendor Contact Information for Restoration and Cleanup Services
- Local Emergency Services Resources
15. Training and Education

- Staff and volunteers should receive training on the EPRP annually, including
emergency response drills and evacuation procedures.

- New staff and volunteers should be given an orientation to the plan as part of
their onboarding process.
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16. Plan Activation

- The EPRP can be activated by the Site Manager or, in their absence, the highest-
ranking staff member present during an emergency.

17. Plan Review

- The plan should be reviewed and updated annually or whenever significant
changes occur, such as renovations or changes in staff responsibilities.

18. Drills and Exercises

- Regular emergency drills should be conducted to ensure that staff and
volunteers are familiar with emergency procedures and evacuation routes.

This sample outline serves as a starting point for developing an Emergency
Preparedness and Response Plan tailored to the specific needs and risks of a
historic house. It's crucial to involve staff, local emergency services, and experts in
heritage preservation when creating and testing the plan to ensure its effectiveness
in protecting both the property and its historical assets.

6.3 INSURANCE COVERAGE

Several insurance companies specialize in providing coverage for Institutions,
including coverage for art collections, artifacts, liability, and other specific needs
of cultural institutions. Keep in mind that the availability of insurance options

may vary based on factors such as the location of the Institution, the size of the
collection, and specific coverage requirements. Here are some insurance providers
that are known for offering coverage for Institutions:

AXA Art Insurance Corporation. AXA Art is a global insurer known for
providing specialized coverage for art and valuable collections. They offer
policies tailored to the unique risks faced by Institutions and cultural
institutions.

Chubb Group. Chubb is a well-known insurer offering a range of insurance
solutions, including coverage for fine art, cultural institutions, and
collections. They provide customized policies for Institutions.

HUB International. HUB International is an insurance brokerage firm that
works with Institutions to tailor coverage solutions, including property
insurance, liability coverage, and special event coverage.

Philadelphia Insurance Companies (PHLY). PHLY offers specialized insurance
solutions for cultural institutions, including Institutions. Their coverage
includes property, general liability, and other policies tailored to the unique
risks of Institutions.

Hiscox. Hiscox is an international insurer that provides coverage for fine art,
collections, and exhibitions. They work with cultural institutions, including
Institutions, to tailor insurance solutions.

Aon. Aon is a global insurance brokerage firm that works with Institutions
to provide comprehensive insurance coverage. They offer risk management
solutions and coverage for property, liability, and more.
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Berkley Assef Protection. Berkley Asset Protection specializes in insurance
solutions for Institutions and cultural institutions. They offer coverage for
collections, exhibitions, and related risks.

Great American Insurance Group. Great American Insurance Group provides
coverage for Institutions, including policies for fine arts, collections, and
general liability. They tailor their solutions to meet the specific needs of
cultural institutions.

Markel Corporation. Markel offers insurance coverage for Institutions,
including protection for art collections, artifacts, and general liability. They
work with cultural institutions to customize policies.

Allianz Global Corporate & Specialty (AGCS). AGCS is a global insurer that
provides insurance solutions for cultural institutions, including Institutions.
They offer coverage for property, fine arts, and other risks specific to
Institutions.

Church Mutual Insurance. https://www.churchmutual.com/

When seeking insurance coverage, it’s crucial for Institutions fo work closely with
insurance professionals who understand the unique risks associated with cultural
institutions. The specific needs of each Institution may vary, so obtaining tailored
coverage and regularly reviewing and updating policies is essential. Additionally,
consulting with a broker or insurance advisor can help Institutions find the most
suitable coverage for their collections and operations.

© 2024 Genice R. Lee The Harvest Estate & Appraisal Collection Management Manual



7 | EXHIBITION AND LOANS
7.1 EXHIBITION POLICIES

Condition Reporting. Require a thorough condition report of the artifact
before it leaves the lending institution. Document any pre-existing damage
or wear and note the condition of the object in detail.

Transportation and Handling. Specify guidelines for transportation, including
packing, shipping methods, and environmental conditions during transit.
Outline proper handling procedures, including the use of gloves, and restrict
direct contact with artifacts.

Insurance. Clearly define insurance responsibilities for both the borrowing
and lending institutions. Ensure that borrowed artifacts are adequately
insured against loss, damage, or theft during transit and display.

Display Conditions. Set specific requirements for the exhibition environment,
including temperature, humidity, lighting, and security. Ensure that the
borrowing institution complies with established conservation standards.

Security Measures. Outline security arrangements for the duration of the
loan, including surveillance, alarms, and staffing. Specify who is responsible
for providing and monitoring security during transport, installation, and de-
installation.

Installation and De-installation. Provide detailed instructions for the
installation and de-installation of the borrowed artifacts. Require the
borrowing institution tfo have trained personnel for handling and installing
the objects.

Loan Agreement. Establish a formal loan agreement outlining the terms and
conditions of the loan. Include details on the loan period, exhibition dates,
and any special display requirements.

Conservation and Maintenance. Require the borrowing institution to follow
proper conservation and maintenance practices during the loan period.
Specify any restrictions on cleaning or restoration activities without prior
approval.

Cataloging and Documentation. Ensure that the borrowing institution properly
catalogues and documents the loaned artifacts. Provide guidelines for
photographing and recording details of the objects.

Communication and Reporting. Establish clear lines of communication
between the lending and borrowing institutions. Set expectations for regular
updates on the condition of the artifacts and any issues that may arise
during the loan period.
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7.2 BORROWING OBJECTS FOR EXHIBITIONS

Relevance to Exhibition Theme. Ensure that the borrowed object alignhs with
the theme and objectives of the exhibition. The borrowed item should
contribute meaningfully fo the narrative or educational goals of the exhibit.

Loan Agreement. Establish a comprehensive loan agreement with the
lending institution that clearly outlines the terms and conditions of the
loan. This should include the loan period, exhibition dates, special display
requirements, insurance responsibilities, and any restrictions set by the
lender.

Condition and Conservation. Assess the condition of the borrowed object
through a detailed condition report provided by the lending institution.
Consider the conservation needs of the object and ensure that the
borrowing Institution can meet these requirements.

Insurance. Confirm the insurance coverage for the borrowed object during
transit, exhibition, and any other relevant periods. Clarify the responsibilities
of both the borrowing and lending institutions in the event of loss, damage,
or theft.

Transportation and Handling. Establish guidelines for the transportation
of the borrowed object, including packing, shipping methods, and
environmental conditions during transit. Ensure that proper handling
procedures are in place to prevent damage.

Exhibition Environment. Confirm that the exhibition space meets the
environmental conditions specified by the lending institution. This includes
considerations such as ftemperature, humidity, lighting, and security.

Security Measures. Implement robust security measures for the borrowed
object during the exhibition. This includes surveillance, alarms, and staffing
to ensure the safety and protection of the object.

Installation and De-installation. Follow the lending institution’s instructions
for the proper installation and de-installation of the borrowed object.
Ensure that Institution staff involved in handling the object are trained and
experienced.

Conservation and Maintenance. Adhere to any conservation and maintenance
requirements set by the lending institution. Seek approval for any necessary
conservation measures during the exhibition period.

Documentation. Maintain thorough documentation of the borrowed object,
including detailed cataloging, photography, and any additional information
provided by the lending institution. This documentation is crucial for
accurate record-keeping and future research.

Legal Considerations. Ensure compliance with legal requirements, including
obtaining any necessary permits for import/export, respecting copyright
restrictions, and addressing any legal obligations related to the borrowed
object.
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Communication with Lender. Establish clear and open communication
channels with the lending institution. Keep them informed of any changes,
issues, or developments related to the borrowed object.

Financial Arrangements. Clearly outline any financial arrangements related
to the loan, such as shipping costs, insurance premiums, and any fees
associated with the loan.

Code of Conduct. Establish a code of conduct for staff and visitors during
the exhibition to ensure respectful and responsible interaction with the
borrowed object.
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8 | EDUCATION AND PUBLIC ENGAGEMENT
8.1 EDUCATIONAL PROGRAMS

Mission Alignment. Clearly state how educational programs support and align
with the Institution’s overall mission and objectives.

Audience Definition. Define the target audience for educational programs,
specifying age groups, academic levels, or other relevant demographics.

Learning Objectives. Establish specific learning objectives for each
educational program, outlining the knowledge, skills, or experiences
participants are expected to gain.

Curriculum Development. Detail the process for developing educational
curricula, including research, collaboration with educators, and alignment
with educational standards.

Accessibility and Inclusivity. Outline policies to ensure that educational
programs are accessible to diverse audiences, including individuals with
disabilities, and promote inclusivity.

Teacher and Educator Training. Specify requirements for training teachers
and educators involved in delivering Institution programs, ensuring they
understand the content and objectives.

Safety and Risk Management. Establish safety protocols for participants
during educational programs, including emergency procedures and
guidelines for field frips or hands-on activities.

Evaluation and Assessment. Implement policies for evaluating the
effectiveness of educational programs, gathering feedback from
participants and educators, and making improvements based on
assessments.

Technology Use. Define guidelines for the integration of technology in
educational programs, including the use of audiovisual materials, interactive
displays, and virtual experiences.

Partnerships and Collaborations. Establish criteria and procedures for forming
partnerships with educational institutions, community organizations, or
other entities to enhance the impact and reach of educational programs.

Code of Conduct. Develop a code of conduct for participants, educators, and
staff involved in educational programs, outlining expectations for behavior,
respect, and engagement.

Scheduling and Logistics. Provide clear policies on scheduling educational
programs, including booking procedures, cancellation policies, and any
associated fees.

Publicity and Marketing. Define guidelines for promoting educational
programs, ensuring accuracy, consistency, and appropriateness in all
marketing materials.
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Data Protection and Privacy. Establish policies to protect the privacy of
participants, including the handling of personal information collected during
educational programs.

Financial Policies. Specify any fees associated with educational programs,
including admission fees, membership discounts, and scholarship
opportunities. Clearly outline payment procedures.

Adaptive Learning and Special Needs. Develop policies to accommodate
adaptive learning strategies and address the needs of participants with
special requirements.

8.2 OUTREACH AND COMMUNITY ENGAGEMENT

Effective outreach and community engagement are essential for Institutions to
connect with their audiences, build relationships, and foster a sense of community
involvement. Here are suggestions for outreach and community engagement
strategies for Institutions:

Community Needs Assessment. Conduct a thorough assessment of the
community’s needs and interests. Understand the demographics, cultural
diversity, and preferences of the local population to tailor outreach initiatives
accordingly.

Collaborative Programs. Collaborate with local schools, community centers,
and other cultural institfutions to develop joint programs. Shared initiatives
enhance community involvement and extend the reach of cultural and
educational offerings.

Accessible Programming. Ensure that Institution programs and events are
accessible to diverse audiences. Consider factors such as language, mobility,
and cultural relevance to make offerings inclusive and welcoming.

Mobile Exhibitions and Pop-Up Events. Create mobile exhibitions or pop-up
events that can be taken to different neighborhoods, schools, or community
events. This allows the Institution to reach a broader audience beyond its
physical location.

Community Advisory Boards. Establish community advisory boards comprised
of local residents, educators, and community leaders. Involve them in
decision-making processes and seek their input on exhibitions, programs,
and outreach initiatives.

Multilingual Outreach. Provide information and resources in multiple languages
to accommodate diverse language preferences within the community. Ensure
that promotional materials and signage are culturally sensitive and inclusive.

Cultural Festivals and Celebrations. Participate in or host cultural festivals
and celebrations that reflect the diversity of the community. This fosters
engagement and showcases the Institution’s commitment to inclusivity.

School Partnerships. Establish partnerships with local schools to develop
educational programs, field trips, and curriculum enhancements. Offer
teacher training sessions and resources to integrate Institution content intfo
the classroom.
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Interactive Workshops and Classes. Organize hands-on workshops, classes,
and demonstrations that encourage active participation. This approach
makes learning more engaging and appeals to a wide range of interests and
age groups.

Community Art Projects. Initiate community art projects that involve local
residents in the creation of artwork. This collaborative effort strengthens
community bonds and provides opportunities for self-expression.

Digital Engagement. Leverage digital platforms to extend outreach efforts.
Create engaging content on social media, host virtual events, and develop
online resources that can be accessed by the community.

Storytelling Initiatives. Share personal stories and narratives from community
members. This could be through oral history projects, digital storytelling
platforms, or exhibits that highlight local voices and experiences.

Membership Programs. Develop membership programs that offer benefits
and exclusive access to events. This encourages community members to
become regular supporters and participants.

Local Artist Collaborations. Collaborate with local artists for exhibitions,
workshops, and performances. Showcase the talents of the community and
provide a platform for local artists to gain exposure.

Interactive Installations. Create interactive installations within the Institution
that encourage visitor participation. This can include hands-on exhibits,
interactive displays, or digital elements that enhance the visitor experience.

Feedback Mechanisms. Establish feedback mechanisms to gather input
from the community. Surveys, focus groups, and comment boxes provide
valuable insights that can shape future programming and exhibitions.

Community Forums and Discussions. Host community forums and
discussions on relevant topics. Create a space for open dialogue, where
community members can share their perspectives and engage in meaningful
conversations.

Civic Partnerships. Forge partnerships with local government agencies,
nonprofit organizations, and businesses to strengthen the Institution’s role
as a civic institution. Collaborate on initiatives that address community
needs and priorities.

Youth Engagement Programs. Develop programs specifically targeting youth
engagement. This could include mentorship programs, internships, or youth-
led projects that empower young individuals to contfribute fo Institution
initiatives.

Cultural Competency Training. Provide cultural competency training for staff
to ensure sensitivity and understanding of diverse community backgrounds.
This fosters a welcoming environment for visitors from different cultures.

Community Events Calendar. Maintain an events calendar that highlights
not only Institution’s programs but also local community events. This
demonstrates the Institution’s commitment to being an integral part of
community life.
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Accessibility Initiatives. Implement accessibility initiatives, such as offering
discounted admission for local residents, providing transportation options,
and ensuring physical accessibility within the Institution space.

Volunteer Opportunities. Offer volunteer opportunities for community
members. This can involve participating in Institution events, assisting with
educational programs, or contributing to the overall Institution experience.

Public Art Installations. Support public art installations in the community or
collaborate on public art projects. This extends the Institution’s influence
beyond its physical walls and enhances the visual appeal of the community.

Celebrating Local History. Develop exhibitions or programs that celebrate the
local history and heritage of the community. This helps residents connect
with their roots and fosters a sense of pride.

Community-Focused Merchandise. Create merchandise or products that
reflect the local community’s identity. This could include collaborations
with local artists or the development of items that resonate with community
culture.

Continuous Evaluation. Continuously evaluate the success of outreach and
engagement initiatives. Solicit feedback from the community, measure
attendance and participation rates, and adjust strategies based on results.

Sustainability Initiatives. Implement sustainability initiatives that align with
community values. This could involve eco-friendly practices within the
Institution and collaboration on environmental projects with the community.

Ambassadors. Recruit and frain local residents as Institutional ambassadors.
These individuals can serve as advocates within the community, sharing
information about Institution offerings and encouraging participation.

Adaptive Programming. Remain flexible and adaptive in programming.
Regularly assess the changing needs and interests of the community to
ensure that the Institution’s offerings remain relevant.

8.3 DIGITAL INITIATIVES

Digital initiatives play a crucial role in enhancing the accessibility, engagement, and
overall impact of Institutions in the digital age. Here are suggested digital initiatives
for Institutions to consider:

Online Collections Access. Provide a comprehensive and user-friendly online
platform for accessing the Institution’s collections. This can include high-
resolution images, detailed descriptions, and search functionalities.

Virtual Tours. Develop virtual tours that allow online visitors to explore the
Institution’s galleries and exhibitions from the comfort of their homes. Use
360-degree images, videos, and interactive elements to enhance the virtual
experience.

Digital Exhibitions. Create digital exhibitions that showcase specific themes,
artists, or collections. These exhibitions can include multimedia content,
interactive elements, and educational resources to enrich the online visitor
experience.

Educational Webinars and Workshops. Host webinars and online workshops
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that cover various educational topics related to the Institution’s collections.
Use live or recorded sessions to engage audiences and facilitate learning.

Podcasts and Audio Guides. Produce podcasts or audio guides that provide
in-depth insights into specific artworks, artifacts, or Institution themes. This
format allows visitors to absorb information while exploring the Institution
or from the comfort of their homes.

Mobile Apps. Develop a Institution app that offers features such as
interactive maps, self-guided tours, and augmented reality experiences.
Apps can enhance the visitor experience both within the Institution and
remotely.

Augmented Reality (AR) Experiences. Integrate augmented reality experiences
intfo the Institution environment or provide AR content that users can access
through their devices. AR enhances interactivity and brings exhibits to life.

Online Learning Platforms. Establish an online learning platform that provides
educational resources, lesson plans, and activities for teachers, students,
and lifelong learners. This can be a valuable extension of the Institution’s
educational mission.

Crowdsourced Projects. Engage the online community in crowdsourced
projects, such as transcribing historical documents, tagging images, or
contributing personal stories related tointerpretive themes. This fosters a
sense of community involvement.

Digital Membership Programs. Introduce digital membership programs that
offer exclusive access to online content, virtual events, and behind-the-
scenes experiences. This encourages online audiences to support the
Institution.

Live Streaming Events. Live stream events, such as lectures, panel
discussions, or special events, to reach a broader online audience.
Interactive features like Q&A sessions can enhance viewer engagement.

Social Media Engagement. Actively use social media platforms to share
engaging content, behind-the-scenes glimpses, and interact with the
audience. Encourage user-generated content and participation in online
challenges or campaigns.

Digital Storytelling. Implement digital storytelling initiatives that use
multimedia elements to convey narratives related to the Institution’s
collections, history, or community impact.

Online Merchandise and E-commerce. Set up an online merchandise store
where visitors can purchase Institution-related products. This can include
exclusive items, replicas, or digital downloads.

Digital Art Installations. Curate digital art installations or exhibitions
specifically designed for online audiences. This can include digital artists,
multimedia installations, and interactive experiences.

Gamification. Incorporate gamification elements into the Institution’s online
presence. This could involve digital scavenger hunts, quizzes, or interactive
games that encourage learning and exploration.
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Digital Archives. Create a comprehensive digital archive that houses historical
documents, photographs, and multimedia materials related to the Institution’s
history. Make these archives accessible to researchers, students, and the
public.

Interactive Learning Modules. Develop interactive learning modules that provide
in-depth information about specific topics, artists, or historical periods. These
modules can be used for educational purposes and self-guided learning.

Online Collaborations with Artists. Collaborate with digital artists for online
exhibitions or interactive digital installations. Explore the intersection of
traditional and digital art forms.

Digital Accessibility Initiatives. Prioritize digital accessibility by ensuring that
online content is compatible with screen readers, follows web accessibility
standards, and accommodates various learning styles and abilities.

Digital Community Engagement Platforms. Create digital community
engagement platforms where visitors can connect, share experiences, and
participate in discussions related to Institution content.

Virtual Reality (VR) Experiences. Explore the use of virtual reality to provide
immersive experiences, especially for exhibits or environments that may not
be accessible physically.

Data Visualization. Use data visualization tools to present information related
to Institution collections, historical frends, or community impact. This can
make complex information more engaging and understandable.

Digital Partnerships. Form partnerships with digital platforms, educational
institutions, or tech companies to expand the Institution’s reach and explore
innovative digital initiatives.

User-Generated Content Campaigns. Encourage user-generated content through
campaigns, challenges, or contests. This involves the online community in
creating and sharing content related to the Institution.

Artificial Intelligence (Al) Integration. Explore the integration of artificial
intelligence for personalized visitor experiences, chatbots for answering
queries, or Al-driven exhibits that adapt based on user interactions.

Digital Preservation Initiatives. Implement digital preservation strategies to
ensure the long-term accessibility and integrity of digital assets, including
archived websites, online exhibitions, and multimedia content.

Online Film Screenings and Documentaries. Host online film screenings or
produce documentaries that explore Institution-related themes, artists, or
historical events. This can be shared through the Institution’s website or other
streaming platforms.

Online Accessibility Resources. Develop online resources that provide
accessibility information for visitors, including virtual tours with audio
descriptions, captioned videos, and materials in accessible formats.

Digital Impact Measurement. Implement tools for measuring the impact of
digital initiatives, including website analytics, social media metrics, and user
feedback. Use this data to refine and improve digital strategies.
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9 | STAFF TRAINING AND DEVELOPMENT

9.1 PROFESSIONAL DEVELOPMENT OPPORTUNITIES

Professional development is essential for staff and volunteers to stay current
with industry trends, acquire new skills, and enhance their knowledge. Here are
suggested professional development opportunities for individuals working in
Institutions:

Conferences and Symposiums. Attend national and international conferences
and symposiums. These events provide opportunities to learn from industry
experts, network with peers, and gain insights info emerging trends.

Workshops and Training Sessions. Participate in workshops and training
sessions offered by Institutions, cultural organizations, or professional
associations. These can cover a wide range of topics, from collections
management to exhibition design.

Online Courses and Webinars. Enroll in online courses and webinars offered
by reputable institutions and organizations. Platforms like Coursera, edX,
and AAM (American Alliance of Institutions) offer courses on various
aspects of Institution studies.

Professional Associations Memberships. Join professional associations

such as AAM, ICOM (International Council of Institutions), or regional
Institution associations. Memberships often come with access to resources,
conferences, and networking opportunities.

Leadership Development Programs. Explore leadership development
programs designed for Institution professionals. These programs focus on
leadership skills, strategic planning, and effective management within the
Institution sector.

Mentorship Programs. Participate in mentorship programs to connect with
experienced professionals who can provide guidance, advice, and insights
into career development within the Institution field.

Certification Programs. Pursue relevant certification programs offered
by professional organizations or academic institutions. Certifications
can enhance your expertise in areas such as collections care, Institution
education, or exhibition design.

Field-Specific Courses. Take courses specific to your field within the
Institution sector, such as conservation, archival studies, or Institution
education. Many universities and institutions offer specialized programs.

International Exchange Programs. Explore international exchange programs
that provide opportunities to work or collaborate with Institutions in
different countries. This experience can broaden your perspective and
expand your professional network.

Grant Writing Workshops. Attend workshops on grant writing and fundraising
for Institutions. Learning effective grant-writing skills can contribute to
securing funding for projects and exhibitions.
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Publication and Writing Courses. Take courses focused on writing for
publications, exhibition catalogs, or digital content. Strong writing skills are
valuable for communicating effectively within the Institution field.

Digital Technology Training. Stay updated on digital technologies relevant
to the Institution sector. Training in areas like digital archiving, virtual
exhibitions, and online engagement tools can be valuable.

Curation and Exhibition Design Courses. Explore courses on curation
and exhibition design to enhance your skills in planning and presenting
Institution exhibitions effectively.

Professional Development Grants. Look for professional development grants
offered by foundations, government agencies, or Institution associations.
These grants can support your participation in conferences, courses, or
research projects.

Cultural Competency and Diversity Training. Participate in training programs
that focus on cultural competency, diversity, equity, and inclusion within
the Institution sector. This is essential for creating inclusive and accessible
Institution experiences.

Project Management Training. Acquire project management skills through
training programs or certifications. Effective project management is crucial
for successful Institution initiatives.

Advocacy and Public Policy Workshops. Attend workshops focused on
advocacy and public policy within the cultural sector. Understanding
the broader context and advocating for Institutions is crucial for their
sustainability.

Networking Events. Attend local and national networking events, including
Institution mixers, receptions, and industry-specific gatherings. Building a
professional network is valuable for career growth and collaboration.

Accessibility and Inclusion Training. Participate in training sessions that focus
on making Institutions more accessible and inclusive for diverse audiences.
This can include training on universal design principles and accommodating
various needs.

Crisis Management and Emergency Preparedness Training. Take courses on
crisis management and emergency preparedness specific to Institution
environments. Being equipped to handle emergencies is crucial for
protecting collections and ensuring visitor safety.

Digital Marketing and Social Media Workshops. Attend workshops on digital
marketing and social media strategies for Institutions. Enhancing your online
presence is vital for audience engagement and outreach.

Continuing Education Programs. Explore continuing education programs
offered by universities, Institutions, or online platforms. These programs
can cover a range of Institution-related topics and provide ongoing learning
opportunities.
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Archival Studies Courses. If working with archives, consider taking courses in
archival studies to deepen your understanding of preservation, organization,
and access to historical documents.

Conservation Training Programs. If involved in collections care, explore
conservation training programs to develop expertise in preserving and
restoring artworks or artifacts.

Professional Development Webinars. Regularly participate in professional
development webinars hosted by Institutions, cultural organizations,

or industry experts. Webinars offer convenient and targeted learning
opportunities.

Cultural Heritage Management Courses. Enroll in courses focusing on
cultural heritage management, covering topics such as legal and ethical
considerations, repatriation, and the safeguarding of cultural artifacts.

Public Speaking and Presentation Skills Workshops. Enhance your public
speaking and presentation skills by attending workshops that focus on
effective communication within the Institution context.

Learning from Peer Institutions. Establish relationships with professionals
from peer institutions and engage in knowledge exchange. Learning from the
experiences of others in similar roles can provide valuable insights.

Remote Learning Platforms. Take advantage of remote learning platforms
offering courses and resources relevant to the Institution field. This allows
for flexible learning schedules and access to a global community of learners.

Art History and Cultural Studies Courses. Consider taking courses in art
history, cultural studies, or related fields to deepen your understanding of
the historical and cultural context of Institution collections.

Professional Development Retreats. Explore professional development
retreats that provide a focused and immersive learning experience. These
retreats may cover leadership development, strategic planning, or specific
skill-building.

Science Communication Courses. If working in a science or natural history
Institution, consider courses in science communication to effectively
convey complex scientific concepts to diverse audiences.

Project-Based Learning Opportunities. Seek project-based learning
opportunities where you can apply new skills or work on collaborative
projects with colleagues and industry professionals.

Cross-Disciplinary Courses. Take courses outside your specific discipline
within the Institution field. Exposure to different aspects of Institution work
can broaden your skill set and perspective.

Library and Information Science Courses. Explore courses in library and
information science, especially if involved in managing archival or library
collections within a Institution.
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Learning from Visitor Studies. Learn from visitor studies and audience
research. Courses in this area can provide insights into understanding and
enhancing the visitor experience within Institutions.

Digital Leadership Training. If in a leadership role, consider digital leadership
training programs that focus on navigating the challenges and opportfunities
presented by digital advancements.

Environmental Sustainability Workshops. Attend workshops on
environmental sustainability in Institutions. Learn about green practices,
energy efficiency, and sustainable exhibition design.

Learning from Cultural Heritage Preservation. Explore courses or workshops
focused on cultural heritage preservation, covering topics such as
preventive conservation, restoration techniques, and disaster preparedness.

Learning from Institution Innovators. Follow the work of Institution
innovators, thought leaders, and institutions known for pushing boundaries
in the field. Learn from their approaches and strategies.

9.2 TRAINING PROGRAMS FOR STAFF AND VOLUNTEERS

Training programs for staff and volunteers in Institutions are essential to ensure
that they have the necessary skills, knowledge, and competencies to contribute
effectively to the Institution’s mission. Here are suggested training programs for
different roles within a Institution:

General Training for All Staff and Volunteers

Institution Orientation. Provide a comprehensive orientation program
covering the Institution’s history, mission, values, organizational structure,
and key policies.

Customer Service Training. Train staff and volunteers in effective customer
service, emphasizing communication skills, problem-solving, and creating
positive visitor experiences.

Safety and Emergency Procedures. Conduct training on safety protocols,
emergency procedures, and evacuation plans to ensure the well-being of
staff, volunteers, and visitors.

Diversity, Equity, and Inclusion Training. Offer training programs that promote
diversity, equity, and inclusion within the Institution. This should cover
cultural competency, sensitivity, and understanding diverse perspectives.

Team Building and Collaboration. Organize team-building activities and
training sessions to foster a collaborative and supportive work environment
among staff and volunteers.

Professional Ethics and Conduct. Provide training on ethical standards
and conduct relevant to the Institution field, emphasizing integrity,
confidentiality, and professional behavior.

Time Management and Organization. Offer workshops on time management,
organization skills, and effective task prioritization fo enhance productivity.
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Specific Training for Institution Staff
Collections Management Training. Train staff responsible for collections in
proper handling, cataloging, and storage techniques. Provide updates on
industry standards and best practices.

Exhibition Design and Installation. Offer training on exhibition design
principles, graphic design, installation procedures, and the use of technology
in exhibitions.

Conservation and Preservation Techniques. Provide training for conservation
staff on the latest techniques and technologies for preserving and
maintaining artifacts and artworks.

Archival Studies. Conduct training for staff involved in managing archives,
covering archival principles, cataloging, and digitization processes.

Curatorial Practices. Train curatorial staff on art and artifact research,
interpretation, and the development of exhibition narratives.

Educational Programming. Provide training for staff responsible for
educational programs, focusing on curriculum development, engaging
teaching methods, and working with diverse audiences.

Visitor Studies and Audience Engagement. Offer training on conducting visitor
studies, understanding audience demographics, and developing strategies
for audience engagement.

Digital Engagement and Technology. Train staff on using digital platforms,
virtual tools, and technology for marketing, educational programs, and
enhancing the visitor experience.

Fundraising and Development. Provide training for development staff on
fundraising strategies, donor relations, and grant writing.

Leadership and Management Skills. Offer leadership training programs for
managers and supervisors, covering topics such as strategic planning, team
leadership, and effective communication.

Volunteer-Specific Training
Volunteer Orientation. Conduct a thorough orientation for new volunteers,
infroducing them to the Institution’s mission, policies, and expectations.

Interpersonal Skills and Communication. Provide training on effective
communication, interpersonal skills, and interacting with visitors to enhance
the volunteer’s role as Institution ambassadors.

Visitor Engagement Techniques. Train volunteers on engaging visitors,
providing information, and creating positive interactions within the
Institution.

Tour Guide Training. Offer specialized training for volunteer tour guides,
covering storytelling techniques, public speaking, and in-depth knowledge
of exhibits.
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Conflict Resolution. Provide training on conflict resolution and handling
challenging situations to empower volunteers to navigate interpersonal
issues effectively.

Crisis Response and Emergency Procedures. Train volunteers on emergency
response procedures, ensuring their safety and the safety of visitors during
unexpected situations.

Continuous Learning Opportfunities. Establish a program that provides
ongoing learning opportunities for volunteers, including workshops,
lectures, and access to relevant resources.

Recognition and Appreciation Programs. Implement programs to recognize
and appreciate volunteers, fostering a positive and motivated volunteer
community.

Cross-Training Opportunities

Cross-Training Programs. Develop cross-training opportunities for staff and
volunteers to learn about different departments within the Institution,
fostering a more holistic understanding of Institution operations.

Learning from Peer Institutions. Facilitate exchanges with staff and
volunteers from peer institutions, providing opportunities for knowledge
sharing and collaborative learning.

Professional Development Stipends. Consider offering stipends or budget
allocations for staff and volunteers to pursue external training programs,
workshops, or conferences relevant to their roles.

Online Learning Platforms. Provide access to online learning platforms where
staff and volunteers can take courses and acquire new skills at their own
pace.

Feedback and Evaluation Sessions. Conduct regular feedback and evaluation
sessions to understand the effectiveness of training programs and identify
areas for improvement.
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10 | FINANCIAL MANAGEMENT

10.1 BUDGETING FOR COLLECTIONS
Budgeting for a Institution’s collections involves careful planning and allocation of
resources to ensure the preservation, care, and enhancement of the institution’s
artifacts. Here are some suggestions for effective budgeting for an Institution’s
collections:
Comprehensive Collection Assessment. Conduct a comprehensive
assessment of the entire collection. Identify artifacts that require
conservation, documentation, or specialized care. This assessment forms
the basis for budget allocation.

Prioritize Conservation Needs. Prioritize conservation projects based on the
condition of artifacts and their significance to the collection. Allocate a
portion of the budget for essential conservation and restoration work.

Regular Maintenance Budget. Allocate a portion of the budget for routine
maintenance activities, including environmental monitoring, pest control,
and preventive conservation measures.

Technology and Equipment. Budget for technology and equipment necessary
for collection management, such as database systems, digitization tools,
climate control systems, and security equipment.

Training and Professional Development. Allocate funds for ongoing
training and professional development for collection management staff.
This ensures that they stay updated on best practices and emerging
technologies.

Storage Solutions. Budget for improvements in storage facilities, including
climate-controlled storage units, shelving systems, and proper storage
materials to enhance artifact preservation.

Insurance Coverage. Include insurance premiums in the budget to cover the
collection against potential risks such as theft, damage, or natural disasters.
Regularly review and update coverage as the collection grows.

Documentation and Cataloging. Allocate funds for documentation and
cataloging projects, especially if there is a backlog of items that need proper
cataloging or digitization.

Acquisition Fund. Set aside a portion of the budget for acquisitions,
enabling the Institution to expand its collection strategically. Consider the
significance, rarity, and relevance of potential acquisitions.

Public Programs and Exhibitions. Budget for public programs and exhibitions
that showcase the collection. This may include funds for exhibition design,
installation, marketing, and educational programs.

Collaborative Projects. Allocate funds for collaborative projects with other
institutions or professionals. Collaborations can bring expertise and
resources that contribute to the enhancement of the collection.

Security Measures. Include funding for security measures such as
surveillance systems, alarms, and access confrol. Security is critical for
protecting the collection from theft or vandalism.
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Conservation Assessments. Budget for periodic conservation assessments
by professionals to identify any emerging conservation needs and plan for
long-term preservation.

Disaster Preparedness. Allocate resources for disaster preparedness and
response. Develop a contingency fund to address unexpected events such
as floods, fires, or other disasters.

Community Engagement. Set aside funds for community engagement
initiatives related to the collection. This may include outreach programs,
educational events, and collaborations with local communities.

Grants and Fundraising. Incorporate plans for seeking external funding
through grants and fundraising initiatives. Diversify revenue streams to
supplement the collection budget.

Legal and Ethical Compliance. Allocate funds for legal and ethical compliance,
including expenses related to provenance research, repatriation efforts, and
compliance with changing regulations.

Regular Budget Reviews. Conduct regular reviews of the collection budget
to assess its effectiveness, adjust allocations based on evolving needs, and
ensure financial sustainability.

Transparent Financial Reporting. Maintain transparency in financial reporting.
Clearly communicate how funds are allocated and spent to build trust with
donors, stakeholders, and the public.

Long-Term Planning. Incorporate a long-term perspective intfo budgeting.
Plan for the sustainable growth and development of the collection over
several years, considering the institution’s strategic goals.

10.2 FUNDING SOURCES AND GRANTS

Institutions can explore various funding sources and grants to support their
operations, exhibitions, conservation efforts, and educational programs. Here are
some common funding sources and grant opportunities for Institutions:

Government Grants. National Endowment for the Arts (NEA): Offers grants
for Institutions and cultural institutions in the United States. National
Endowment for the Humanities (NEH): Provides funding for projects that
enhance access to cultural and educational resources.

Foundation Grants. Getty Foundation: Supports Institutions and visual

arts organizations with grants for conservation, research, and education.
Andrew W. Mellon Foundation: Funds projects related to arts, culture, and
higher education, including Institution initiatives.

Corporate Sponsorship. Many corporations offer sponsorship opportunities
for Institutions, supporting exhibitions, events, and educational programs.

Membership Programs. Developing and promoting membership programs can
generate recurring revenue and foster a sense of community support.

Individual Donations. Cultivating relationships with individual donors and
philanthropists can result in significant financial support for Institutions.

Endowment Funds. Establishing an endowment fund can provide a long-term
source of income for the Institution, with returns on investment used to
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support operations and initiatives.

Local and Regional Arts Councils. Check with local and regional arts councils,
which may offer grants or support for cultural institutions.

Corporate Foundations. Some corporations have dedicated foundations that
support cultural and educational initiatives. Research corporate foundations
aligned with your Institution’s mission.

International Organizations.For Institutions with an international focus,
explore grants offered by organizations such as UNESCO or the
International Council of Institutions (ICOM).

Grants for Special Projects. Explore grant opportunities for specific projects,
such as digitization, conservation, exhibition development, or community
outreach.

Community and Civic Grants. Local community foundations, civic
organizations, and municipal grants may provide funding for Institutions
serving the community.

Education Grants. Organizations like the Institute of Institution and Library
Services (IMLS) offer grants specifically for educational initiatives in
Institutions.

Arts and Culture Grants. Search for grants from arts and culture-focused
foundations, such as the Doris Duke Charitable Foundation or the Kress
Foundation.

Technology Grants. Explore grants that support the integration of technology
into Institutions, including virtual exhibits, interactive displays, and digital
initiatives.

Specialized Grant Databases. Utilize online databases like GrantStation,
Foundation Directory Online, or the Grants.gov database to search for
relevant grants.

Heritage Lottery Fund (UK). For Institutions in the UK, the Heritage Lottery
Fund provides grants for heritage-related projects.

International Collaboration Grants. Organizations like the Getty Foundation
offer grants to support international collaborations and exchanges.

Arts and Humanities Research Council (AHRC). In the UK, AHRC provides
funding for research projects, including those related to Institutions and
cultural heritage.

State Arts Commissions. State-level arts commissions often provide grants
and support for cultural institutions within their jurisdictions.

Professional Associations. Explore grants offered by professional
associations related to Institutions, such as the American Alliance of
Institutions (AAM) or the International Council of Institutions (ICOM).

Before applying for grants, carefully review the eligibility criteria, guidelines, and
deadlines. Additionally, consider building relationships with potential funders, as
networking and collaboration can enhance the success of grant applications.
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11 | REVIEW AND EVALUATION

11.1 PERIODIC REVIEW OF COLLECTION MANAGEMENT POLICIES

Reviewing collection management policies is a crucial process for Institutions to

ensure that their practices align with industry standards, legal requirements, and
the evolving needs of the institution. Here are some suggestions for conducting a
thorough review of collection management policies:

1. Establish a Review Team:

Form a dedicated team with representatives from different relevant
departments, including collections, curatorial, conservation, legal, and
administration.

2. Identify Key Stakeholders:

Identify and involve key stakeholders, including Institutional leadership,
board members, and relevant staff, in the review process to ensure diverse
perspectives.

3. Review Legal and Ethical Standards:

Ensure that collection management policies comply with local, national,
and infernational legal and ethical standards. Address issues related to
provenance, repatriation, and cultural sensitivity.

4. Assess Industry Best Practices:

Stay informed about the latest developments in Institution practices and
collection management. Consider industry guidelines and best practices
provided by professional organizations.

5. Evaluate Mission and Goals:

Align collection management policies with the Institution’s mission and
long-term goals. Ensure that the policies support the institution’s vision and
strategic objectives.

6. Collection Scope and Development:

Review and clarify the scope of the collection, including the types of
artifacts and materials the Institution collects. Assess policies related to
acquisitions, deaccessioning, and loans.

7. Documentation and Cataloging:

Evaluate procedures for documentation and cataloging. Ensure that records
are accurate, up-to-date, and adhere to recognized standards. Consider
adopting digital tools for efficient cataloging.

8. Condition and Conservation:

Review policies related to the care, conservation, and storage of artifacts.
Ensure that conservation practices align with industry standards and that
environmental conditions are appropriate.

9. Access and Use Policies:

Assess policies governing access to the collection for researchers,
educators, and the public. Consider issues related to copyright,
reproduction, and ethical use.
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10. Security and Risk Management:

Review security measures and risk management protocols. Address issues
related to theft, vandalism, natural disasters, and implement preventive
measures.

11. Emergency Preparedness:

Evaluate policies for emergency preparedness and response. Ensure that
staff is frained and that there are clear procedures for handling emergencies
such as fires, floods, or other disasters.

12. Staff Training and Professional Development:

Assess the ongoing training and professional development opportunities
for staff involved in collection management. Stay updated on emerging
practices and technologies.

13. Community Engagement:

Consider policies related to community engagement, oufreach, and
collaboration. Ensure that the Institution actively involves the community in
collection-related activities.

14. Ethics and Repatriation:

Address ethical considerations in collection management, especially
issues related to repatriation, cultural sensitivity, and restitution. Ensure
compliance with relevant laws and guidelines.

15. Regular Review Schedule:

Establish a schedule for regular reviews and updates to collection
management policies. This ensures that the policies remain current and
responsive tfo changes in the Institution’s context.

16. Feedback and Consultation:

Seek feedback from staff, stakeholders, and external experts during the
review process. Consider consulting with professionals in the field for
insights and recommendations.

17. Documentation of Changes:
Clearly document any changes made during the review process. Maintain a
record of revisions and the reasons behind them.

18. Communication and Training:

Communicate updated policies to all relevant staff and stakeholders.
Provide training sessions tfo ensure understanding and compliance with the
revised policies.

19. Continuous Improvement:
Embrace a culture of continuous improvement. Regularly seek feedback
from staff and stakeholders, and be open to making adjustments as needed.

20. Legal and Ethical Review:

Regularly consult with legal experts and ethicists fo ensure that collection
management policies remain in compliance with evolving legal and ethical
standards.
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11.2 EVALUATION OF COLLECTIONS CARE PRACTICES

Evaluating collections care practices is crucial for Institfutions to ensure the
preservation and longevity of their artifacts, artworks, and historical items. Here
are suggestions for evaluating collections care practices within an Institution:

1. Collections Condition Assessments:

Conduct regular condition assessments of the collections to evaluate the
physical state of objects. Document any signs of deterioration, damage, or
changes in condition.

2. Conservation Audits:

Periodically conduct conservation audits to assess the effectiveness

of conservation measures. This involves reviewing freatment records,
monitoring environmental conditions, and ensuring that conservation
standards are met.

3. Environmental Monitoring:

Implement a robust environmental monitoring program to assess and
control factors such as temperature, humidity, light levels, and pollutants.
Evaluate whether these conditions align with established preservation
standards.

4. Integrated Pest Management (IPM) Audits:

Conduct audits of the Institution’s Integrated Pest Management (IPM)
program. Assess the effectiveness of pest control measures, identify
potential risks, and ensure that monitoring systems are in place.

5. Storage and Handling Assessments:

Evaluate storage facilities and handling practices. Ensure that objects
are stored in appropriate conditions, such as temperature-controlled
environments, and that staff follows proper handling protocols.

6. Documentation Review:

Review documentation practices related to collections care. Assess the
completeness and accuracy of records, including accession files, condition
reports, and conservation documentation.

7. Risk Assessments:

Conduct risk assessments to identify potential threats to the collections.
This includes assessing risks related to natural disasters, human activities,
and environmental factors.

8. Emergency Preparedness and Response Evaluations:

Assess the Institution’s emergency preparedness and response plans.
Ensure that staff is trained on emergency procedures and that the
institution is equipped to handle disasters that could impact the collections.

9. Exhibition and Loan Policies Review:

Review exhibition and loan policies to ensure that objects on display or
loaned to other institutions are treated with the same care and conservation
standards as objects in storage.
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10. Training and Professional Development:

Evaluate the training and professional development programs for staff
involved in collections care. Ensure that they are equipped with the
necessary skills and knowledge to carry out their responsibilities.

11. Conservation Treatment Assessments:

Assess the outcomes of conservation treatments. Examine treated objects
to ensure that the applied freatments are appropriate, reversible, and align
with conservation ethics.

12. Budgetary and Resource Allocation Review:

Review the budget and resource allocation for collections care. Ensure
that adequate funding is allocated for preservation initiatives, including
conservation, environmental control, and storage improvements.

13. Collaboration and Partnerships:

Evaluate collaborations and partnerships with external conservation
professionals and organizations. Assess the effectiveness of these
collaborations in supporting collections care initiatives.

14. Visitor Engagement and Education Programs:

Assess the effectiveness of visitor engagement and education programs
related to collections care. Evaluate whether the public is informed about
the importance of preserving cultural heritage.

15. Technology Integration:
Evaluate the integration of technology in collections care. Assess the use of
digital tools for monitoring, documentation, and analysis of the collections.

16. Sustainability Practices:

Assess sustainability practices within collections care. Consider the
environmental impact of preservation methods and explore sustainable
alternatives.

17. Re-evaluation of Collections Policies:

Periodically review and update collections policies to ensure that they
align with evolving best practices, industry standards, and the Institution’s
mission.

18. Institutional Review Board (IRB) Compliance:

If the Institution engages in research involving collections, ensure
compliance with Institutional Review Board (IRB) guidelines to protect the
rights and welfare of human subjects.

19. Benchmarking with Industry Standards:

Benchmark collections care practices against industry standards and
guidelines, such as those provided by the American Alliance of Institutions
(AAM), International Council of Institutions (ICOM), and relevant
professional organizations.

20. Feedback from Conservation Professionals:

Seek feedback from external conservation professionals through peer
reviews or consultations. External perspectives can provide valuable
insights and identify areas for improvement.
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21. Publicly Available Reports:
If applicable, review publicly available reports or assessments conducted by
accreditation bodies, funding agencies, or other external entities.

22. Cross-Departmental Communication:

Evaluate communication and collaboration between departments involved
in collections care, including curatorial, conservation, education, and
administration.

23. Regularly Updated Policies and Procedures:
Ensure that collections care policies and procedures are regularly updated to
incorporate new knowledge, technologies, and best practices.

24, Outcomes of Previous Assessments:

Review the outcomes and recommendations from previous assessments
to track progress, address any outstanding issues, and ensure continuous
improvement.

25. Community Feedback and Engagement:

Solicit feedback from the community and stakeholders on collections care
practices. This can include surveys, focus groups, or public forums to gauge
public perceptions and expectations.

26. Transparent Reporting:

Practice transparent reporting on the condition of collections. Provide
stakeholders, including donors and the public, with clear and accurate
information about the state of the collections.

27. Crisis Management Simulation:
Conduct crisis management simulations to assess the preparedness of staff
and the effectiveness of response plans in the event of emergencies.

28. Periodic External Assessments:
Consider periodic external assessments by independent conservators or
experts to provide an unbiased evaluation of collections care practices.

29. Long-Term Preservation Planning:

Develop and review long-term preservation plans that outline strategic
goals, priorities, and initiatives for the care of the collections over an
extended period.

30. Adaptive Planning:

Embrace adaptive planning to adjust collections care practices based on
evolving challenges, technological advancements, and new insights in the
field.
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12 | RESOURCES
12.1 RESOURCES

UNESCO Convention

Institution’s should follow the protocols defined in the UNESCO Convention on
the Means of Prohibiting and Preventing the lllicit Import, Export and Transfer of
Ownership of Cultural Property of 1970 (accepted by the United States in 1983).

Code of Ethics and Professional Practices for Collections Professionals:

https://www.aam-us.org/wp-content/uploads/2021/03/Code_Ethics_Collections_Professionals_2021_02_24.pdf

APPRAISAL ORGANIZATIONS

The American Society of Appraisers is a multi-discipline organization offering
appraising specialist in the subject matter of, Personal Property (Fine Art, Decorative
Arts and Jewelry), Business Valuation, Machine and Equipment Valuation and Real
Property. https://www.appraisers.org/

Appraisers Association of America has specialist in fine and decorative arts.
https://www.appraisersassociation.org/

International Society of Appraisers has specialist in fine and decorative arts.
https://www.isa-appraisers.org/

The Royal Institution of Chartered Surveyors is an multi discipline
organization with specialist in real property and personal property.
https://www.rics.org/

ARCHIVE ASSOCIATIONS

Society of American Archivists (SAA): SAA is one of the most significant
professional organizations for archivists in the United States.

Association of Moving Image Archivists (AMIA): Focused on professionals
working with moving images and recorded sound.

Rare Books and Manuscripts Section (RBMS): A section of the Association of
College and Research Libraries (ACRL) that focuses on special collections.

National Association of Government Archives and Records Administrators
(NAGARA): Primarily for government archivists and records administrators.

Archivists Round Table of Metropolitan New York (ART): A regional
association based in New York City.

Midwest Archives Conference (MAC): Serving archivists in the Midwest
region.

New England Archivists (NEA): Serving archivists in the New England area.

Society of California Archivists (SCA): Focused on the archival community in
California.

Society of Georgia Archivists (SGA): Serving archivists in the state of Georgia.

Society of Florida Archivists (SFA): Focused on the archival community in
Florida.
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CONSERVATION ORGANIZATIONS

Getty Conservation Institute (GCI): The GCI, part of the J. Paul Getty
Trust, is renowned for its contributions to the field of conservation
and preservation. It is involved in research, training, and international
conservation projects. https://www.getty.edu/conservation/

Conservation Center for Art & Historic Artifacts (CCAHA): CCAHA provides
conservation services with a focus on paper, photographs, and books. It
serves cultural institutions, archives, and Institutions.

https://ccaha.org

Williamstown Art Conservation Center (WACC): WACC is a nonprofit
regional conservation center that offers services to Institutions, historical
societies, and private collectors. They provide conservation for paintings,
works on paper, and three-dimensional objects.
https://williamstownart.org

American Institute for Conservation (AIC): AIC is a professional
organization that can help connect individuals with qualified conservators
through its directory. It sets standards for the practice of conservation.
www.culturalheritage.org

Smithsonian Institution’s Institution Conservation Institute (MCl): MCl,
part of the Smithsonian Institution, focuses on research and conservation
science. They work on preserving and restoring a wide range of artifacts.
https://mci.si.edu

Fine Arts Conservation Laboratories (FACL): FACL provides art
conservation services, including the restoration of paintings, sculptures,
and other fine art objects.
https://www.fineartconservationlab.com/about/scott-haskins/

Art Conservation de Rigueur (ACR): ACR specializes in the conservation
and restoration of fine art, antiques, and cultural artifacts.
https://acdrconservation.com

International Conservation Services (ICS): ICS is an Australian-based
company known for its conservation and restoration services for various
cultural heritage materials, including paintings, sculptures, and artifacts.
https://icsconservation.com.au

NATIONAL PARK SERVICES RESOURCES

The Institution Handbook, Part | Institution Collections.
https://www.nps.gov/Institution/publications/MHI/MHI.pdf

The Institution Handbook, Part Il Institution Records.
https://www.nps.gov/Institution/publications/MHII/MHIIl.pdf

The Institution Handbook, Part Il Institution Collection Use.
https://www.nps.gov/Institution/publications/MHIII/MHIII.pdf

Getty ID
https://www.getty.edu/publications/virtuallibrary/0892365722.html

PROUN DESIGN, LLC © 2024 Genice R. Lee The Harvest Estate & Appraisal Collection Management Manual

58



ARCHIVAL MATERIAL COMPANIES

Gaylord Archival: Gaylord Archival offers a wide range of archival supplies
tailored for Institutions, libraries, and archives. Their product range includes
acid-free storage boxes, document cases, photo sleeves, and exhibit cases.
https://www.gaylord.com

Hollinger Metal Edge: Hollinger Metal Edge provides archival supplies such
as acid-free folders, document cases, storage boxes, and preservation
equipment suitable for Institutions and other institutions.
https://www.hollingermetaledge.com

University Products: University Products offers archival supplies and
conservation materials for preserving artworks, documents, and artifacts.
Their products include acid-free folders, tissue paper, archival boxes, and
display cases.

https://www.universityproducts.com

Talas: Talas specializes in supplying conservation and restoration materials
to Institutions, libraries, and archives. They offer a variety of archival
products including papers, adhesives, tools, and equipment for preservation
purposes.

https://www.talasonline.com

Archival Methods: Archival Methods provides archival storage solutions
including acid-free boxes, folders, envelopes, and display cases. Their
products are designed to meet the standards required for preserving
Institution collections.
https://www.archivalmethods.com/?gad_source=1&gclid=CjwKCAjwgdayBhBQEiwAXhMxtlwk
ZZ4jMK_-oamfDRcNaOGaNsdAOEvVB5IG5qw-ucZW87GHnelfzQhoCEIwWQAvVD_BWwWE

Brodart: Brodart offers archival-quality supplies for Institutions, libraries,
and archives. Their product range includes acid-free storage boxes,
document cases, exhibit furniture, and display accessories.
https://www.shopbrodart.com

Berg Archival & Library Products: Berg Archival & Library Products supplies
archival-quality materials such as storage boxes, folders, envelopes, and
display solutions designed for preserving Institution collections and library
archives.

Conservation Resources International: Conservation Resources
International specializes in conservation and preservation materials for
Institutions, libraries, and archives. They offer a wide range of archival
supplies including acid-free papers, boards, and storage solutions.
https://www.conservationresources.com
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