SUBJECT: 

COLLECTIONS MANAGEMENT POLICY

                    

PENNSYLVANIA STATE POLICE - 

HISTORICAL, EDUCATIONAL AND MEMORIAL CENTER

I. INTRODUCTION:

The Pennsylvania State Police Historical, Educational and Memorial Center (PSP-HEMC) was founded in 1997 as a non-profit, 501(c) (3) organization. Its vision is to construct a museum that will house and display a collection of Pennsylvania State Police artifacts, memorialize those who have died in the line of duty, recognize the dedication of those who have served, and provide an important educational point of interest about the pioneering leadership exhibited by the first uniformed state police organization of its kind in the nation……….THE PENNSYLVANIA STATE POLICE.

II. CODE OF ETHICS:
The PSP-HEMC adheres to the Code of Ethics as adopted by the American Association of Museums. The PSP-HEMC also complies with all applicable local, state, and federal laws, international conventions and legal standards governing trust responsibilities. This code of ethics is applicable to all parties and individuals associated with the PSP-HEMC.
III. POLICY:  

It is the policy of the PSP-HEMC that reasonable efforts are undertaken to collect, secure and preserve items of an historical nature that reflect the enduring legacy of the Pennsylvania State Police and their role in the Commonwealth of Pennsylvania.  Long-term preservation, protection and display of these objects will serve to highlight the outstanding history, tradition and accomplishments of the Pennsylvania State Police.  It is the responsibility of the President of the PSP-HEMC, in consultation with the Chairman of the Artifacts Committee, to develop and maintain a procedure for collecting these objects and exhibiting them.  To ensure these collections will be available for use in the future, utilization is balanced with current preservation philosophies and practices, especially involving preventative conservation. The Board of Directors will provide advice, counsel and support for this initiative.

For these purposes, the PSP-HEMC seeks to acquire objects of historic significance to include publications; original correspondence; reports; regulations; articles; books; photographs; negatives; awards; audio and video recordings; uniforms; munitions; memorabilia; vehicles, and, equipment.  Objects selected for the collection must have a clear connection to the Pennsylvania State Police. Objects which do not fall within the aforementioned scope of collecting shall not be accepted unless exigent circumstances exist and such circumstances are reviewed and approved by the Board of Directors.  

IV. MUSEUM COLLECTION DEFINITION:
A. Scope of Collection

The character of the Museum’s collection must be in conformance with the mission of the Pennsylvania State Police Historical, Educational & Memorial Center, in that it must “preserve and interpret the rich history and heritage of the Pennsylvania State Police and provide a lasting memorial for those who have served, especially those who gave their lives in the line of duty” from the Department’s inception in 1905 to the present. The scope of artifacts within the collection must meet at least one of the following criteria. The artifact must:

1.
Have been created, manufactured, owned or used by the Pennsylvania State Police;

2.
Have a direct connection with people, sites, activities, or events in the history of the Pennsylvania State Police
A “Collecting Manual” which includes the museum’s current focus and emphasis of collecting shall be developed as a separate document to be updated on a 5-10 year basis.  
B. Collections Categories

1. Permanent Collection
Accessioned artifacts have priority in the collection due to their unique, rare, and historical significance. They are subject to strict accountability and the highest level of care. They are scrutinized for authenticity, and their physical integrity is of primary importance. These artifacts uniquely illustrate or document the history of the Pennsylvania State Police. The artifacts are designated into the Permanent Collection at the time of acquisition in accordance with “Methods of Acquisition,” Section V.A.
2. Non-permanent Collection
a. Educational Collection (hands-on, props, reproductions)

In recognition of the mission’s focus on education, some acquisitions may be organized into an Educational Collection. Original objects that may have historic value for the Permanent Collection must be considered for that collection first. If the Artifacts Committee approves, objects not accepted into the Permanent Collection may be considered for the Educational Collection.

The Educational Collection may include:

1.
Objects and cultural material that are unsuitable for the Permanent Collection, but provide visitors with a “hands-on” experience under staff or volunteer supervision;

2. 
Objects in poor condition that still might be used for educational or research purposes;

            


 3.
Props and reproductions.

The hands-on Educational Collection is designated for use in educational activities, to supplement exhibits, tours, lectures, demonstrations, and research. The Educational Collection is to be utilized under the control and/or supervision of professional staff and volunteers.

It is understood that the use of these items may result in their deterioration or loss over time. The Educational Collection does not require the same handling or storage considerations that the Permanent Collection does.

If an object was accessioned prior to the establishment of this policy, it may be deaccessioned by the Board, and have its status shifted to the Educational Collection.

Educational Collection items may be transferred to the Permanent Collection at a later date with justification by the Collections Manager and approval by the Artifacts Committee Chair.
When a reproduction is broken, lost or no longer useful, no formal deaccessioning process is necessary. All appropriate registration records shall be noted of the disposition.

b. Reference Collection

Another non-permanent collection includes papers, books, and other media containing recorded information relating to specific objects or subject areas within the scope of the Museum (e.g. accession records). Other such material may include copies of articles, newspaper clippings and so forth, or secondary source research books for scholarly inquiry. It usually consists of duplicates of material which can be found in other repositories. 
C. Collections Not Addressed in the Policy

Office Equipment or Expendable Supplies
Office equipment or expendable supplies shall not be considered components of the Museum’s collections (although they are Museum property). These objects may be used in educational demonstrations or in fabricating exhibits.

V. ACQUISITIONS AND ACCESSIONS:

A. Methods of Acquisitions

The Museum collects only within its “Scope of Collection.” For the purpose of this policy, acquisition is defined as the discovery, preliminary evaluation, negotiation for, taking custody of, documenting title to and acknowledging receipt of artifacts; or negotiating for and recording information about borrowed artifacts. All acquisitions shall be accessioned and catalogued.

Acquisitions, through which title is transferred to the Museum, may be through purchase, bequest, gift, donation, or exchange.  Acquisitions being considered for purchase shall first be approved by the Board of Directors before any funds are expended.

Materials intended for the museum’s collection must meet all of the following tests of acquisition before being acquired by PSP-HEMC:

1. Acquisitions will not be accepted if they present a danger to people or property; are living collections; or are part of human remains;

2. The present owner must have clear title of ownership and able to be transferred;

3. The acquisition must conform to the Museum’s mission;

4. The acquisition must, if possible, be documented as to origin;

5. All moral, legal and ethical implications of the material must have been considered.

6. Acquisition must, in general, be free from donor imposed restrictions.  Exceptions  

            must be specified and must be approved by the Board of Directors.

      7.
Possess interpretive value and exhibit potential;

      9.
Object’s condition is deemed acceptable;
    10.
Museum possesses the ability to store & maintain.

Exchanges may be conducted with non-profit organizations with similar educational missions by the Collections Manager with prior approval from the Artifacts Committee Chair and Board of Directors. 

Unrestricted gifts are preferred. Restricted gifts may not be accepted without written justification and approval from the Board of Directors. Restricted gifts shall be rare.

B. Standards of Conduct

1.
Staff members shall not compete with the Museum in any personal collecting activity, and shall refrain from personal collecting in any manner that conflict with the interests or credibility of the Museum. The Museum shall maintain the right to acquire any object purchased or collected by staff, during their tenure, at the price paid if the object meets acquisition requirements.

Staff members may not use their positions, or the information and access gained from their positions, for personal or financial gain. Staff may not provide official verifications of objects for the public or provide monetary appraisals. Staff may not give vendor references or recommendations, but may provide a list of three (3) or more outside suppliers of services (such as appraisers and restorers.)

2.
Board members, Artifact Committee members, and volunteers shall not use their positions, or information and access gained from their positions, for personal financial gain.

Board members, Artifact Committee members, and volunteers shall not knowingly compete with the Museum in any personal collecting activity, nor shall they be construed as representing the Museum while engaged in any personal collecting activity.

During their tenure on the Board, Artifacts Committee, or as volunteers, those individuals associated with the museum who collect and then dispose of any items which fall within the Museum’s scope of collection, shall offer the Museum the “right of first refusal” to purchase said items at a price determined by the individual disposing of the items
VI. LOANS:
A. Incoming Loans

A loan involves the delivery of personal property by one person or organization to another in trust for a specific purpose, with a contract, expressed or implied, that the trust shall be faithfully executed and the property returned or duly accounted for when the specific purpose is accomplished or kept until the lender claims it.  A loan involves the transfer of responsibility for an object from the lender to the borrower, but not the transfer of ownership. Incoming loans may be accepted from an individual or organizations for the purpose of exhibition, research or educational programming.

Materials being considered for acceptance on a loan basis shall conform to the following criteria:

1. The owner must have clear title or ownership to the object.  The object must also not be encumbered by any restrictions inhibiting such a loan.

2. No loan will be accepted except for a specific purpose.

3. The Museum will not borrow material known to have been collected illegally.

4. Borrowed artifacts must be in sound condition, be structurally stable, and be suitable for exhibit.

5. The duration of the loan shall be mutually determined between the lender and the museum.  The loan may be terminated at any time by either party.

The Artifacts Committee Chair has the sole authority to approve loans. The Museum retains the right to determine when, if, and for how long objects borrowed will be exhibited. The Museum retains the right to cancel the loan upon reasonable notice to the lender.

Although, at present, loan periods will not have time restrictions, loans will be reviewed and returned/renewed every two (2) years. The maintainence of the proper incoming loan documentation will be completed and filed by the Collections Manager.

The Museum shall take reasonable steps to protect the property. The same care and respect provided for the Museum’s collection shall be provided for items on loan. No alterations (e.g. cleaning, restoration) shall be conducted without written consent from the owner. The Museum shall, within a reasonable time of discovery, report to the lender all instances of loss, damage, or destruction of the property. 

The lender retains liability for any and all loss or damage to the property during the course of the loan. The property may be insured at the lender’s expense during the period of the loan. It is the responsibility of the lender or his/her agent to notify the Museum promptly if there is a change in ownership of the property or if there is a change in the identity or address of the lender. The Museum assumes no responsibility to search for the lender who cannot be reached at the address of record. If the Museum’s efforts to return the property within a reasonable period following the termination of the loan are unsuccessful, then the objects will be maintained at the lender’s risk and expense for a maximum of two years. If after two years the property have not been claimed, then the lender/owner shall be deemed to have made the objects an unrestricted gift to the Museum.
Upon termination of a loan, the lender is on notice that a return or renewal must be affected, or else a gift of the objects will be inferred. Objects will be returned only to the lender of record. In case of uncertainty, the Museum reserves the right to require the lender/claimant to establish title by proof satisfactory to the Museum.

B. Outgoing Loans
Outgoing loans for educational or scholarly objectives may be made to non-profit organizations with similar missions and who adhere to generally recognized professional museum standards. The borrowing organization must provide adequate care for loaned objects to prevent loss, damage, and deterioration. Outgoing loans are not to be provided to individuals or for-profit organizations. Loans may be arranged for exhibit, study, or conservation. 

The Artifacts Committee Chair has the sole authority to approve and recall loans. The Artifacts Committee Chair shall seek advice of the Collections Manager and Board of Directors on all outstanding loans in existence at the time this Collections Management Policy is approved. 

No loaned object may be altered, cleaned, or repaired without written permission from the Artifacts Committee Chair. 

Loan periods are restricted to a period of two (2) years. Depending on the conditions listed below, shorter loan periods may be preferable (e.g., fragile textiles should not be exhibited more than three (3) months). After careful review, and with special justification, from the Collections Manager, the Artifacts Committee Chair may approve a renewal. No more than two renewals may be issued. Requests for additional renewals 

(more than two) will not be honored without written justification by the Collections Manager and approval from the Board of Directors. Special circumstances for renewal would include if the artifact was integral to the exhibit, an active educational program, or research. Permanent outgoing loans will not be issued. 

The Borrower may photograph or otherwise reproduce the objects loaned. Credit in all reproductions and exhibitions will be given to the “Pennsylvania State Police Historical Educational & Memorial Center”.

Borrowed objects will be kept at the agreed upon location as stated in the loan agreement. Transfer or movement from that location will only be allowed with the written permission from the Museum. 

Before an outgoing loan is permitted, the following considerations should be reviewed:


1.
Intended use,

2.
Condition of the object and potential deterioration on the object due to proposed use,

3.
Duration,

4.
Facilities’ physical plant,

5.
Security,

6.
Level of professional handling,

7.
Insurance coverage by recipient,

8.
Transportation,

9.
Museum’s need during proposed loan period.

Loans are subject to recall upon reasonable written request and shall be subject to immediate recall in event that any of the Museum’s conditions of the loan agreement are not fulfilled. 

Objects borrowed from the Museum must be insured when off premises, in transit, and while in the custody of the borrowing organization. These artifacts may be insured under the borrower’s policy if the Artifacts Committee Chair approves the borrower’s insurance. Prior to shipment the borrower must furnish proof of insurance coverage or agree in writing to reimburse the Museum for insurance coverage. The Museum will provide the most recent appraisal value of objects requested for the loan. If an appraised value is not available, the Museum will provide a documented value generally defined as “fair market value.” Any lapses in coverage, any failure to secure insurance and/or any inaction by the lender regarding notice will not release the borrower from liability for loss or damage.

Property which belongs to others, but is in the custody of the Museum, shall not be lent without the owner’s written permission. An outgoing loan of such property will be rare.

Objects from the Educational Collection which are used off premises for educational purposes such as a lecture or special program are not subject to the same loan requirements as objects maintained in the Permanent Collection. Objects from the Educational Collection will be recorded through relocation agreements.

C. Unclaimed Loans

All attempts shall be made to contact the original owner or heirs to terminate the unclaimed loan and facilitate its return. If the search is unsuccessful, legal counsel shall be sought to follow state statutes regarding unclaimed property.

VII. DEACCESSIONS:
Deaccession is the process of permanently removing accessioned artifacts from the collection.  Objects in the collection will be retained permanently if they continue to be relevant to the collections policy and if they can be properly stored, preserved and used.  However, in order to improve the quality of its holdings, PSP-HEMC reserves the right to selectively edit its collection through deaccession.

Collection materials to be considered for deaccession must meet at least one of the following criteria:

1. The object is outside the scope of the Museum’s mission.

2. The object is irrelevant to the purposes of the Museum.

3. The object has become hazardous because of damage, deterioration, or chemical composition of a destructive nature.

4. The object has failed to retain its authenticity.

5. The object has been lost/stolen or missing for 5 consecutive years.

6. The object is redundant to the collection.

7. The museum is unable to care for the object properly.

8. The object is broken, deteriorated or in otherwise poor condition and considered to be beyond repair.

9. The object has been inadvertently accessioned twice.

Before any artifact is recommended for deaccessioning, reasonable efforts shall be made to ascertain that the museum is legally free to do so.  Following careful consideration and analysis, deaccessioned items may be returned to the original donor, sold, transferred to another museum or library, exchanged, or destroyed. Objects in the collections without records or accession numbers will be handled in the same manner as accessioned objects. The museum will attempt to determine ownership of these objects prior to taking action on their disposal. Should ownership be in question, the museum will act in a propitious and legal manner.

A. Disposition
Prior to deaccessioning an item, a reasonable effort shall first be made to contact the original donor to ascertain their interest in reacquiring their donated property.

Staff will not remove identifying catalogue markings from objects which remain in the public trust. These identifying markings are part of the objects provenance and therefore removal of these markings can interfere with future scholarship. Staff will remove identifying catalogue markings from objects which are to be sold to the public.

In concurrence with the American Association of Museum’s Ethics Standards, Collections shall not be deaccessioned or disposed of in order to provide financial support for institutional operations, facilities, or maintenance. All proceeds from the sale of deaccessioned items shall be used for the acquisition or direct care of collections.
Artifacts from the Museum’s collection shall not be given, sold, or otherwise transferred, publicly or privately, to PSP-HEMC staff, officers, Board members, volunteers, or their immediate families or representatives.
B. Records

An adequate record of the condition and circumstances under which objects are deaccessioned and disposed of will be made and retained by the Collections Manager as part of the Museum’s collection records. 

VIII. DISSOLUTION OF PSP-HEMC:
In the event PSP-HEMC is dissolved, the following deaccession process shall occur: 
1.  All artifacts, photographs, documents, uniforms, equipment and other personal property to which PSP-HEMC has legal title shall be offered to the Pennsylvania State Police Department.
2.  In the event the Pennsylvania State Police Department declines to accept any of the aforementioned property, efforts shall be made to transfer that property to another museum or other reputable historical institution so that the purpose for which the property was originally accessioned can continue to be met.
3. If the original donor of the property does not reacquire it, the property shall be offered for sale at auction.  Income from the sale of the property at auction shall be donated into the State Treasury where it will be earmarked/credited to the Historical and Preservation Fund for the purpose of collection acquisition or for conservation purposes.
IX. COLLECTIONS HANDLING PROCEDURES:
Once an object is donated to the Museum, it is no longer just an object but an artifact. Because damage is gradual and invisible, handling procedures are sensible precautions that must be followed if the PSP-HEMC is interested in maintaining and preserving their collections.

The following procedures apply to everyone who works with the collection.  This includes Board members, officers, staff, volunteers and representatives.
1. Gloves shall ALWAYS be worn when handling pieces in the collection.  The heat and oil from hands can damage artifacts, especially textiles, photographs, and metals.

2. Smoking, eating or drinking while working with artifacts is prohibited.  Accidents can happen and any of these things have the potential for destroying artifacts if spilled.

3. Always handle artifacts over a clean, padded surface, so that a fall will be less damaging to the object. 
4. Prior to handling artifacts remove all jewelry: necklaces, watches, rings, bracelets, etc. and wash hands. 
5. ONLY PENCILS are allowed to be used when working with the collection

6. Handle EVERY item as though it were irreplaceable and the most valuable in the collection

7. As security is an important issue in regards to the collection, access to all collection storage facilities will be limited to the Chairman of the Artifacts Committee, and the Collections Manager. All others will need to be supervised by one of the aforementioned individuals. 

X. COLLECTIONS MANAGER:
The Collections Manager is responsible for the overall supervision, security, care, and day-to-day management of all artifacts, documents, photographs, equipment, and other items contained in the PSP-HEMC collection.
The Collections Manager shall perform the following tasks associated with that responsibility:

1. Accessioning and deaccessioning all items coming into the possession of the PSP-HEMC collection as outlined in the Collections Manual.

2. Maintaining, updating and reviewing all records pertaining to accessions, deaccessions, or loans to ensure accountability.

3. Maintaining a permanent record of all additions to the collection.  All materials acquired for addition to the collection shall be documented and processed in accordance with the criteria established in the Collections Manual.

4. Maintaining the general files of all relevant collection records, summaries, inventories and related correspondence.

5. Developing and maintaining accession and deaccession records of all collection materials and appropriate documentation of all loans.

6. Supervise the packaging, handling, storage and security of all items contained in the collection to ensure that they are adequately safeguarded.

7. Provide guidance and support to the Artifacts Committee Chairman on all matters related to the Collections Policy and Collections Manual and all procedures arising therein. 

Periodic and comprehensive inventories will need to be made of all materials in the collection.  The Collections Manager shall determine the schedule and procedures to be followed in that regard.

From time to time, materials from the collection must be temporarily relocated outside the museum for institutional purposes, including, but not limited to, conservation, matting, framing, photography, etc.  The Collections Manager shall supervise and document this activity.

XI. CONCLUSION:
This policy is binding upon all PSP-HEMC Board members, officers, staff, volunteers and representatives.  This document and related procedures will be reviewed every five years and will be revised, as necessary, to reflect changes in museum strategic plans, programs and practices.  The President of the PSP-HEMC shall be responsible for ensuring that this policy is implemented and adhered to by all persons affiliated with the museum.

Reviewed and approved by the PSP-HEMC Board of Directors, 

effective, _April 16, 2009___
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