Pennsylvania State Police Museum
Historical Educational & Memorial Center
Collections Plan

Statement of Purpose and Description of Collections

1. Mission Statement
The mission of the Pennsylvania State Police Museum is:

-to preserve and interpret the rich history and heritage of the Pennsylvania State Police, and to provide a lasting memorial for those who have served, especially those who gave their lives in the line duty;

-to serve as a repository for documents pertaining to these subjects;

-to collect materials consistent with these goals.

2. Scope and Uses of the Museum’s Collection
 The character of the Museum’s collection must be in conformance with the mission of the Pennsylvania State Police Museum, 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:

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

B.
Have a direct connection with people, sites, activities, or events in the history of the Pennsylvania State Police

The Museum has permanent collections consisting of:

Historical documents, artifacts (material culture), textiles, photographs, and books pertaining to the Pennsylvania State Police.

The Museum also has a collection of reference books on subjects pertaining to its collection.

3. Immediate Goals of the Museum as they relate to the Collection
A. Inventory- The museum will conduct a complete inventory of the collection as soon as possible, with subsequent inventories to be conducted in accordance with the Inventories section of this policy. 

B. Preservation-(stabilization) of collection objects.

C. A Study/Travel collection will be formed for hands-on use by school students. This collection will consist of uniforms, etc. and will be made up of redundant, lesser quality objects. 

D. Storage- The storage facilities will be reviewed to ensure that conditions are appropriate for the objects stored in them, and the objects will be removed to other storage if necessary.

E. Exhibits- The exhibits will be reviewed for accuracy and to make sure that the display methods do not put undue stress on the objects. Changes will be made as necessary. 

F. Deaccession- Collections will be reviewed with an eye to possible deaccession, as set forth in the Deaccessioning section of this policy.

I. Statement of Collection Responsibility
A. Board of Directors and Museum Staff
The final responsibility of the collection lies within the auspices of the Board of Director of the Pennsylvania State Police Museum. From within the structure of the Board a special committee is designated as the Artifacts Committee. The Artifacts Committee is a standing committee of the Board of Directors, established by and accountable to the Board. The Chair of the Artifacts Committee must be an active member of the Board of Directors and is appointed by the President of the Board of Directors. Members of the Committee will work with the Collections Manager to actively solicit artifacts, documents, photographs, archival material which support the work of the mission of the museum, as well as assist with procurement of storage locations, supplies and equipment. Collection Committee members will also work to recommend policies governing the care and use of the collection. 

The Board of Directors delegates authority to the museum staff members to administer the daily needs of the collection. The staff member directly responsible for the care and use of the collection is the Collections Manager who interacts with the Artifacts Committee and reports directly to the Artifacts Committee Chair; Volunteer Assistants, who work with and under the direct supervision of the Collections Manager. 


B. Personal Collections and Collecting-Board of Directors and Staff

The Pennsylvania State Police Museum adheres to the AAM Code of Museum Ethics in regard to personal collection, since “the acquisition, maintenance and management of a personal collection by a Museum Trustee or employee can create ethical questions.”


1. Board

The Board of Directors of the Pennsylvania State Police Museum may not bring personal collections into the Museum for storage. They shall not sell, trade or otherwise make commitments of museum collection items or use their affiliation with the Museum to further their own personal collections. Board members may not borrow museum collection items for their own personal use. Board of Director members shall not compete with the museum for a specimen for either personal financial gain or for their private collections. Any action which violates this will be referred to the Board of Directors for investigation and appropriate action.




2. Staff

Museum staff may not bring personal collections into the Museum for storage. No personal collection is allowed in the museum without the approval of the Artifact Committee Chair and unless the collection is in the museum for a specific purpose. Personal collections will not be intermingled with museum collections. All such objects are to be registered with the museum’s Collection Manager. Unless request is made in writing to the Artifact Committee Chair and is approved for legitimate purposes, the Pennsylvania State Police Museum does not insure or assume any responsibility for personal collections.





To be specific:

a. No employee may compete with the Pennsylvania State Police Museum in any personal collecting activity. The Museum retains the right, for one year, to acquire any object purchased or collected by any staff member, which is relevant to the mission of the Museum, at the price paid by the employee.

b. Museum employees must inform the Artifact Committee Chair about all personal acquisitions relating to the collecting field of the museum made during their term of employment. 

1. An initial list of personal collections will be placed on file with the Collections Manager upon commencement of employment.

2. Each time a museum employee acquires an item for his/her personal collection which also falls under the definition of what is collectable for the Pennsylvania State Police Museum, the employee must notify the Artifacts Committee Chair of this in writing within one month of acquisition, listing and describing the items. Artwork or models commissioned by an employee are exempt. The museum has one year from the date of acquisition to acquire the object at the price paid by the employee. If the museum does not wish to acquire the items it must be stated in writing. The items must meet all requirements for acceptance into the collections as required by this policy.

3. The above statements pertain only to objects purchased while under employment with the Pennsylvania State Police Museum. Objects that are personal gifts or bequests are not subject to the “buy-back” policy, although they must be reported to the Artifacts Committee Chair.

4. No museum employee may use his/her museum affiliation to promote his/her personal collecting activities.

5. No employee may participate in any dealing (for personal collections) in objects similar or related to the objects collected by the museum. 

II. Acquisition Policy
Types of Acquisitions

There are five basic ways in which items may be added to the collection. They are: gift; bequest; purchase; exchange, and what is commonly called “found in collection.”

1. Gift- All gifts to the museum which are to be added to the collection are subject to the approval of the Artifacts Committee in consultation with the Collections Manager. The Artifacts Committee Chair will notify the Board of Directors of the new additions to the collection. Gifts will be added according to the prescribed documentation procedure for that particular object as stated in this plan.

2. Bequest- A bequest is an object, assembly, or lot whose ownership was transferred to the museum by will. A copy of the will, all codicils and letters of testamentary shall be obtained and filed with the Deed of Gift before title is considered clear. This information must accompany the Deed of Gift and be filed with the Collections Manager (this does not apply to financial bequests). Bequests generally fall into two categories, physical and financial.


a. physical- All objects added to the collection must comply with 

the conditions of acceptance and are subject to approval by the Artifacts Committee in consultation with the Collections Manager. The Artifacts Committee Chair will notify the Board of Directors of these new additions to the collection. 

b. financial- All financial bequests will be handled by the 

Operations Manager.

3. Purchase- Objects purchased by the museum fall into two basic categories:


a. Objects of genuine PSP historical significance which are 

purchased for the collection.

b. Objects purchased for exhibit/educational use only. There are 

two basic types of objects which are purchased for 

exhibits/educational use.


i. Those with historical significance but no PSP historical 

significance. These are accessioned as procedure dictates 

but it is noted in the records that there is no PSP 

historical significance. 

ii. Reproductions which have no historical value. These are documented according to the Exhibit Prop Accessioning Procedure.

4. Exchange- Objects which are received by exchange are subject to the conditions of acceptance and approval as stated in the Collection Management Policy as well as approval by the Collections Manager in consultation with the Artifacts Committee. All exchanges are handled through the Collections Manager. All letters and other information in regard to the exchange must accompany the Deed of Gift. Any objects leaving the collection due to the exchange will be handled according to the deaccessioning process. Three factors must be taken in account regarding any object entering or leaving the collection as part of an exchange. They are:



a. The donor’s intent when the item was donated



b. The public perception of the exchange

c. The significance of the object relative to the museum’s mission. Exchanges of consequence, as determined by the Collections Manager, will be reviewed by the Artifacts Committee and will also be brought to the attention of the Board of Directors for approval with recommendations by the Collections Manager and Artifacts Committee.

5. “Found in Collection”- Those items which are found within the custody of the PSP-HEMC but have no means of identification. In dealing with such items one must thoroughly and critically review all evidence in order to determine the legal status of the object in question. The following guidelines are to be considered in the evaluation of such objects. 

a. Is there any reason to believe the object is on loan to the museum? If so, the status will be considered to be a loan and will be dealt with in accordance with the museum Loan Policy.

b. If there is no indication of loan status, the object is considered to be the property of the PSP-HEMC.

c. If b. above applies, then a temporary number will be assigned to the object until the object can be matched with original documentation.

d. If the object can not be found within the museum’s records then the object is considered for accessioning in accordance with policies which govern this area.

e. Once a decision has been reached regarding the disposition of the object, proper documentation procedure for the removal or acceptance of the objects from/into the collection must occur.

Conditions for Accepting/Refusing Items for the Collection
1. The object must be consistent with the collection goals of the   museum. There are areas in which the museum holds collections and plans to continue to hold collections, but in which it may not actively be collecting because of conservation concerns, space concerns, or the fact that collections already contain adequate specimens of a particular type. 
If the museum is not actively collecting in an area where it already holds collections, the Collections Manager will be required to gain approval from the Artifacts Committee Chair before an offered item may be accepted into the collection. The Artifacts Committee Chair should consider whether or not the item offered would be of extraordinary value to the collection.

If the museum is offered an object that does not fall into one of its collection areas the object will be refused, unless the donor is made aware that the object will be sold and funds used for a stated purpose, and the donor agrees to this.

Donations will not be accepted with conditions attached to them unless the conditions are approved by the Board of Directors. 
There must be a good faith intention of the museum to keep the donated object in the collection for the foreseeable future.

The donation will be refused if the Collections Manager does not believe that the museum can adequately store or preserve the object. 

The Collections Manager makes the determination of whether or not an object will be added to the collection, except in extraordinary circumstances noted above.

There are two types of collections at the museum, permanent collections and reference collections. 

The permanent collections will be accessioned as follows: 

-The donor will complete a Donor Form and Questionnaire.

-The Collections Manager will log the donation; assign it a   number, and note the number on the donor form.

-The number will be attached to the object in the appropriate manner.

-The object will be assigned a storage location, which will be noted on the donor form.

*At regular intervals new donations will be entered into the PastPerfect database, which will serve as the collections catalog. Upon completion of the accession entry, the donor will be sent a Deed of Gift to sign, once the museum receives this signed Deed of Gift, the donation is complete. 

The reference collection consists of books and other printed material and will not be accessioned. If the reference work is donated, not purchased, then the donor will complete a Donor Form. The object will be assigned a number and location and will be entered into the book database, which serves as the catalog for both the permanent collection of books and the reference collection. It is possible that a book may be removed from the reference collection and placed in the permanent collection. When this occurs the book will be assigned an accession number and its database entry will be changed to reflect its new status. The object’s previous number and history will be maintained in the museum’s records.
III. Documentation of Acquisitions

Each acquisition to the museum must meet the basic prescribed standards in accordance with the museum mission statement and the conditions of acceptance. As each acquisition enters the museum the following acquisition procedure will be followed to ensure the proper care and registration of each object.

1. General Acceptance Procedure
a. When an object enters the museum a Donation Form and Donor Questionnaire will be filled out by the Collections Manager or in the Collections Manager’s absence, the Operations Manager.

* At such time as it becomes necessary for the Artifacts Committee to meet to determine whether or not objects will be accepted into the collection, a Temporary Receipt (TR) will be filled out by the Collections Manager and potential donor. The TR will as a contract between the museum and potential donor. 
b. Filer will enter all known information about the object on the Donation Form and Donor Questionnaire. Information that must be included is the name, address and phone number and signature of donor or their legal representative. Also include the date of acceptance and all known information about the item(s) being donated. All known information will be completed on the donor Questionnaire form,  i.e. where used, by whom, about what year, etc. 
c. As stated on the Deed of Gift, remind the donor verbally that all donations are subject to approval by the Artifacts Committee Chair in consultation with the Collections Manager or Board of Directors, if deemed appropriate. The Museum has up to 60 days from receipt of items in which to make a decision regarding the acceptance or rejection of any donation. If the item is rejected the donor has 60 days from mailing date notification, in which to retrieve the item. Notification must be made by certified mail with the certified return receipt serving as legal notice. If not retrieved, the item(s) will become the unconditional property of the Museum.
d. Place donation in temporary holding area for inspection until a final decision has been made regarding its disposition. A copy of the Donation Form will remain with the donation. The Museum has been designated as the holding area for all new acquisitions pending examination by the Collections Manager or trained assignee.
e. If object is accepted for the collection, a brief description of the donation will be entered into the Accession section of the PastPerfect database. Upon completion of the entry, a Deed of Gift will be printed and signed by the Collections Manager and the Artifacts Committee Chair. The original and a copy of the signed Deed of Gift will be sent, within 10 working days after acceptance, with a thank you letter and return envelope, to the donor. The donor will be instructed to sign both copies and return the original to the Museum.  Once the museum has received the signed Deed of Gift the donation is complete.
f. The new donation will be added to the list of donation for publication in the museum’s newsletter HEMC Highlights.

g. The original signed Deed of Gift will be filed by year and in numerical order for that year. A copy of signed Deed of Gift will be placed in the Donor File along with all correspondence and documents related to the donation. A copy of the Donor Files will be stored at an off-site location.

h. Object will move into documentation stage

2. Documetation Procedure

A. Accession Record Sheet (ARS)

The ARS is a record of all assigned accession numbers, name of donor and dates when steps in accessioning and acquisition are completed. The ARS is a permanent record of donation value as well as cumulative collection value. The pages of the ARS printed consecutively, no pages are ever removed for any reason (except when making entries). Duplicates are filed in fireproof storage or off-site as a permanent record of the entire collection.



1. Accessioning Procedure- General

The museum accessioning/registration system is a trinomial system. The numbers refer to:


i. The first number refers to the year of the donation.

                    
          ii. The second number refers to the lot# of that year.

                   
         iii. The third number refers to the specific item in the 

                         donation.

Accession numbers are assigned in consecutive order according to the previous number assigned within each calendar year.



2. Donor Registration

Duplicate donor cards must be filed by last name of the donor with accession number pertinent to that donation

ie. James Jones donated 8 photos, 1 baton, 1 report, and 2 books. The donor card would read as follows:


JONES, James 101 Main St. Anywhere, PA 12345


2004.056


B. The Donation Form and Donor Questionnaire (DF and DQ)

The DF and DQ are filled out for every accession. The DF and DQ’s are used to record all pertinent data about an item. Information to be included when applicable is:



1. Accession Number



2. Donor name, address, phone



3. Date of donation



4 Object number



5. Object name



6. Dimensions



7. Date of origin/use



8. Maker/photographer



9. Description


          10. Provenance

* In the future the PSP-HEMC will no longer use the DF but instead will use a Accession Record Form (ARF) to record its donations. Each artifact will have its own ARF. For large donations of archival material and visual images a decision will be made as to whether the item will stand alone or be considered as part of a group. An ARF will be filed based on this determination. The determination will be made by the Collections Manager in consultation with the Artifacts Committee Chair as the need arises. Additional information recorded by the ARF is:



1. Location



2. Material



3. Old #



4. Slide # 



5. Negative #



6. Cataloged by



7. Cataloged date

C. Accessioning/Documentation- Specific Category/Procedures

1. Artifacts


a. Definition of Artifacts

An artifact is defined by the PSP-HEMC as a three-dimensional object having Pennsylvania State Police historical significance. 

b. Procedure for Accessioning Artifacts

- Follow prescribed acceptance procedure

- Examine object for conservation needs and fill out a Donation Assessment Form. Retain the object in the holding area of the museum. In case of infestation, remove the items from the holding area and bag and freeze the object for a period of four weeks. It is important that the infested item be isolated from other collection objects to prevent insect migration.

- Accession items as described in the general accessioning procedure.

- Place accession number in unobtrusive location. Try to determine how the object will be exhibited and place numbers where it will not be seen.

- Place identification tag on item (if possible). Tag information includes: accession number, item identification, and name of donor.

- In cases where a pencil cannot be seen or a tag cannot be affixed, a layer of Acryloid B72 will be placed on the object and allowed to dry. Once dry the accession number will be written on top of the layer in black or white pigma pen and allow ink to dry. Once ink is dry another layer of Acryloid B72 will placed over the accession number. 

- Artifacts will be sorted and stored according to object identification. Each artifact storage box will be identified with either an O for Object or T for Textile, and numbered consecutively. 

- All objects and textiles will be cross-referenced by description and material in the Catalog Card records.

2. Archival Material

a. Definition of Archival Material

Archival Material is defined by the Museum as Pennsylvania State Police memorabilia. This includes scrapbooks, oral history transcripts, newspaper articles, all documents, programs, booklets, microfilm, audio & visual media, and log books, but does not include photo albums or movie film reels.

b. Procedures for Accessioning Archival Material

- For loose documents, accession all sheets according to accessioning procedure. Numbers are placed on the back of individual pages on lower right in pencil. In cases of multiple pages, the last page is numbered.

- Programs, pamphlets, Oral History Transcripts, scrapbooks and log books will be numbered in the lower right of the inside back cover in pencil. 

- Newspaper articles will be numbered in pencil in an area either front or back conducive to the trinomial numbering system. The articles will be summarized and copied for easy research access. The originals will be stored flat separate from the rest of the archival collection.

-Multi-media and microfilm reels will be numbered in an unobtrusive area in waterproof pigma pen. Both the object and its storage case (cd cover, etc) will be numbered. 


-Remove all staples and replace with coated paperclips.

- Archival materials will be sorted and stored according to subject and or object identification. Each archival storage box will be identified by topic and marked with an A for archival and numbered consecutively while each file inside each box is divided in group categories.

-Scrapbooks are to be accessioned as a whole unit. Pages of the book will be numbered to aid in research and identification. Photographs within scrapbooks are accessioned independently. If the scrapbook material/make-up is deemed by the Collections Manager to be a potential hazard to the rest of the collection, pages, articles, and or photographs will be removed from the book, kept in their original order and the book itself will be discarded. 

- All archival material will be cross-referenced by subject in the Catalog Card records.

3. Library

a. Definition of Library

Library material is defined by the Museum as any bound material which is read by the user. 

b. Procedure for Accessioning Bound Material

- Check for duplicates.

The museum tries to keep at least two copies of like editions on the shelves.

Check for first editions, changes in edition dates, condition in comparison to shelf books. It could be beneficial at this point to weed out poorer copies from the collection. 

(Note: First editions of any condition are retained for the collection, as are books which are used a great deal as research material. An example of a book where more than two copies are retained because of its use and rarity is “The Pennsylvania State Police: A History of Service to the Commonwealth, 1905 to the Present”)

Deaccession those in poor condition, not needed for the collection.


- Assign an accession number.

Library materials will be assigned a two part letter/numeral system, L.#

The number is placed on the lower right hand corner, in pencil, of the inside back cover. If this location is too dark to be legible, then place the number on the nearest legible page in the lower right hand corner.

Follow standard accessioning procedure.

Cross-reference each bound item according to subject in the card catalog. Do not hesitate to create a new one if it is warranted.

4. Photographs and Visual Images 

a. Definition of Visual Images

Photographs and visual images is defined by the PSP-HMC as consisting of photographs, negatives, tracings, drawings, and artwork.

b. Procedure for Accessioning Visual Images

- All photographs donated with frames will be removed from frame unless frame is historically relevant to the photograph. Frames will be discarded.

-Assign accession number. Number is placed in lower right hand corner on the back in pencil. For visual images where pencil is not legible waterproof/pigma photo marking pen will be used.

-Cross-reference accession number to other photos in collection.

-Place photographs in Mylar photo sleeves, for photos that are to large, such as panoramic, sleeves will need to be made. Also include with the photo in the sleeve a piece of acid-free paper with identification information, ie. location, date, names, etc. 

- Photographs will be sorted and stored according to subject matter and or location. Each photograph storage box will be identified by topic and marked with a P for photograph and numbered consecutively while each file inside each box is divided in group categories.

C. Procedure for Accessioning Drawings and Artwork

- Accession same as photographs

-Place number on back of drawing in pencil.

- Store oversized artwork flat with interleaving sheets of acid-free board between each drawing.

-Oversized materials will be stored in boxes marked F for flat. Artwork that is average or legal size will be stored in A boxes based on their subject matter.

D. Procedure for Accessioning Postcards

- Accession same as photographs

- Place number on back of postcard in pencil

-Place postcard in protective sleeve

-Cross-reference:

The same as visual images, within reasonable limits to create the best access for the postcard.

- Postcards will be sorted and stored by subject matter or location in P boxes. Postcards will have their own sub folder within the P box.

E. Procedure for Accessioning Photo Albums


- Accession Photo Album as one unit. ie 1999.035.0019

- In cases where it would be detrimental to the rest of the collection to maintain the whole album and in cases where the photographs are easily removable, remove the photos maintaining their order.

- Accession each photo in the album to include the accession number ie 1999.035.0019.17 therefore refers to the 17th photo in the album. Multiple photos on one page would be numbered 17a, 17b, etc.

-Cross-reference as any photo with as many subject access points as possible.

- Duplicate as necessary to preserve original album.

F. Care of Nitrate and Glass Negatives



1. Nitrate negatives



- Copy negative

- Keep nitrate negative. Recommended storage is in fire proof file cabinet. Inspect for deterioration according to conservation policy in this manual.

2. Glass negatives

- Handle with cotton gloves

- Place in acid free envelope

- Store in glass negative file box

G. Measurement of Collection Objects

- Visual Images: edge to edge. Framed and matted works- do not include the frame or mat as it applies. Include matt only if it is an intrinsic part of the piece.

- Books: number of pages, height, width, depth

- Archival Material: size of page, number of pages or lineal measurements.

- Artifact: height x width x depth (or diameter) measured at the widest point of the object. 

- Textile: measured as follows:


a. Pants- measure inseam and waist.


b. Shirts and blouses- measure center back and width, and 

sleeve length.

c. Vests and coats- measure center back length and width, and sleeve length.

d. Shoes- length of sole from heel to toe, height from heel to top of shoe, width of sole.

H. Summary


- Complete accession information and forms


- Assign number to item


- File in appropriate location

- Place all documentation in Donor File and Accession File; note the location of all objects in PastPerfect database and Collection Location list.

I. Procedure for Recording Other Collections

Exhibit props are non-historical reproductions, non-Pennsylvania State Police historical artifacts, or any other item judged not appropriate for the artifact and document collections which are used to enhance museum exhibits. These items are labeled with a two-part inventory number, EX.# and recorded in the Exhibits record book and stored in boxes marked EX. 

Educational materials may or may not have historical significance; however, they are always of lesser quality and duplicates of items in the collection. These may also be reproductions created for educational purposes only. Educational material will be inventoried but not accessioned. These items are labeled with an ED.# and recorded in the Education record book and stored in boxes marked ED.

Museum materials refer to photographs, newsletters, newspaper articles, minutes, records, etc., which relate to the Museum itself. Although these items are not historically relevant to the Pennsylvania State Police they do help to maintain the history of the museum which maintains the history of the PSP. Museum materials are inventoried but not accessioned. These items are labeled with an M.# and recorded in the Museum record book and stored in boxes marked M.

3. Records

The records of the museum consist of card catalogs organized by accession number, object name, location, and donor; log books; notes made by past curators; and the PastPerfect computer database. ALL ORIGINAL RECORDS WILL BE RETAINED. The PastPerfect database will become the catalog for the museum’s collections.

In addition to the computer database, accession files will be kept for all objects. Three copies of the accession files will be maintained, with one set of files stored in the museum office and the other copies stored at an off-site location for security purposes. These files consist of the Deed of Gift and other records pertinent to the object. All accession files are not to be considered public documents. 

Permanent Records include




1. Deed of Gift




2. Catalog Card and Correspondence




3. Donation Form

4. Donor Questionnaire




5. Accession Record Form




6. Condition Report




7. Loan Forms (incoming/outgoing)




8. Returned Loan Form


9. Deaccession Recommendation Form

        

         10. Deaccession Form

        

         11. Deaccession Artifact Release

         

         12. Returned Artifact Form 

         

         13. Temporary Deposit Form

         

         14. Registration Checklist

        

         15. Donation Assessment Form

        

         16. Exhibit lists

        

         17. Environmental records

         

         18. Collection Location list

         

         19. Inventory Form

         

         20. Relocation Agreement Form

         21. Object Movement Form

Records of un-accessioned donations are placed in a notebook and filed separately from records of accessioned objects.

IV. Evaluation of Objects
No member of the Staff, Board of Directors or affiliates of the Museum in his or her official capacity, shall give appraisals for the purpose of establishing tax-deductible value of gifts offered to the museum. Nor shall he or she appraise, identify, or otherwise authenticate for other persons or agencies, objects under circumstances that could encourage or benefit illegal, unethical or irresponsible traffic in such materials. Identification and authentication may be given for professional or educational purposes in compliance with the legitimate requests of professional or governmental bodies or their agents with prior permission of the Collections Manager.

V. Care of the Collections
The Board of Directors of the Pennsylvania State Police Museum has ultimate responsibility for the protection and preservation of the collection and the Collections Manager has day-to-day responsibility for the collection.

The Artifacts Committee Chair will include reports on the condition of the collection in his or her annual report to the Board.

The Collections Manager will provide all staff and volunteers with training materials regarding collections care and oversee their work.

All conservation treatment must be fully documented and a copy of the documentation must be placed in the file for the object that has been treated. Conservators will be selected based on professional training and expertise in treating museum objects. In-house treatment will be performed using appropriate archival materials and only by staff that is familiar with proper museum practices.

Environmental conditions in the museum and storage areas will be monitored and objects will be stored and exhibited in conditions most conducive to their safety and preservation.


1. Conservation and Care of Collections Policy and Procedure

There are basically four types of collection pieces. Each has different types of conservation needs to which different types of conservation techniques must be applied. It is important that if you do not know the proper conservation technique, do nothing! The wrong method is worse than doing nothing at all. The four types of collection pieces are:

a. Artwork- Works of art, depending upon its composition are better placed in the hands  of a qualified restorer
b. Photographs- Photographs should be copied as they enter the museum so that negatives are available should the print fade. Glass negatives are contained in acid free envelopes. Touch only with gloved hands. Use duplicates when possible. Nitrate negatives are kept in acid free folders and in a fire proof file cabinet. Deterioration is guaranteed. Deterioration is indicated by the smell of nitric oxide being emitted from the negative and also the bubbling of the emulsion. All other photographs and albums must be handled with care. As photos are used fading and cracking should be noted and copies made so the images are not lost. Exposure of photos to light over long periods of time and high levels of light energy will speed deterioration.

c. Paper- Paper is subject to infestation, mold, inherent acid, and damage from exposure to humans and light. Low light levels are imperative for items on exhibit and the items must be suitably supported to prevent the breakdown of the paper fibers. Do not mount with glue, tape or other foreign substances which may damage the paper.

d. Artifacts- The determination for conservation, and what and by whom the  conservation will be done is the decision of the Artifacts Committee Chair in consultation with the Collections Manager. Weekly checks for deterioration will be made of the collections on exhibit so severe damage does not occur.

Documentation on the techniques and suggestions for the care of collections can be found in the Museum’s collection of Conserve O’Gram pamphlets created and provided by the National Park Service.

2. Care of Collections


Care of collections is something which is done on a daily and weekly 

basis. This accomplished through daily exhibit security checks, and maintaining proper light, temperature, and humidity levels as well as monitoring items in collection storage. Daily preventative cleaning of items on exhibit is recommended. 

Security on a daily basis is provided by the Collections Manager and volunteers trained in what to look for during their check of the exhibit gallery. Proper light levels and humidity levels are checked only by trained persons under the direction of the Collections Manager or by the Collections Manager personally.

3. Exhibit Inspection

Regular daily inspection of exhibits will be performed by the Collections Manager and volunteers or interns. Volunteers and interns will be trained as to what to look for. They will be trained by the Collections Manager upon commencement of their service.

Regular inspection will occur twice daily, once in the morning and again in the evening. This will be in conjunction with security checks. If the museum is crowded checks will occur more often as volunteers and interns are available. During these security checks the volunteer and/or intern will look closely for:


- Evidence of insects, flying and crawling


- Items being abused by the public


- Loose items, ie items no longer securely attached to exhibit 

position or out of position but still in place

- Missing items

- Vandalism

- Inappropriate behavior which could threaten the safety of the 

collection.

- Items which are deteriorating due to exhibition.

* Upon the creation of more staff positions and more volunteer involvement, daily security checks and exhibit inspections will be the responsibility of trained staff and/or trained volunteers. The Collections manager will inspect the exhibit gallery on a weekly basis. 


4. Light Levels

Low light levels must be maintained throughout the gallery as well as inside any case. Light levels must also be maintained in office areas and collection storage areas as well as anywhere else artifacts may be exposed to light. 25-50 lux is recommended for all types of items as measured by a light intensity meter. As different items deteriorate in light at different speeds, it is imperative to visually inspect items for deterioration due to light. Light levels will be checked monthly with a light meter and any variations will be recorded by the Collections Manager. 


5. Heat and Humidity

The museum is presently climate controlled according to prescribed museum standards. Normal standard heating and air conditioning do not apply. For any questions contact the Collections Manager. Dataloggers, located in the exhibit gallery, office, and Academy & Transportation storage rooms, are to be monitored weekly with results recorded.  

a. Heat

The museum will be maintained at 75 degrees year round, plus or minus 1 and a half degrees.

The museum system will be changed from a winter mode to a summer mode on or about May 1, dependant upon outdoor temperature and humidity. The system will be changed from summer mode to winter mode on or about November 1, depending on the outside weather. An indicator of time to change is when the average temperature outside is averaging approximately 45 degrees.

b. Humidity

The museum is presently climate controlled. Humidity levels outside will affect humidity levels inside, however it is important to maintain a stable base at all time.

The humidity throughout the museum will be maintained at 50% plus or minus 5%. A percentage variable greater or less than 5% is to be reported to the Collections Manager immediately. 

In order to maintain the appropriate humidity level, outer doors will not be propped open for any reason. They may be held open to facilitate the entry of large or bulk items, but will not remain open for extended periods of time. Tour guides admitting patrons to the museum will close the door and reopen it to any tour group members taking longer to enter the museum. 

To check the humidity levels in the gallery, storage and office areas of the museum the use of dataloggers and shuttle are recommended.

Datalogger- The museum dataloggers are located in the exhibit gallery above the 666 Lottery Scam exhibit and next to the Patch in Space exhibit. The office datalogger is located on the wall next to the postage station. Dataloggers in the storage areas, Academy and Transportation, are located on the shelving units. Records will be kept of interior humidity levels. Humidity levels will be noted at the same time twice weekly. The records will be maintained and stored by the Collections Manager. 


6. Condition Report

The condition of the collection objects is to be recorded on the condition report form. This report reflects the condition of certain objects which are in need of conservation. The form will be filled out when objects are accessioned, as part of a collection inventory, and when objects are selected for exhibit or similar use. 

The condition report will contain the following information:


Accession number


Object name


Object number


Description


Condition


Report by


Date

If conservation is deemed needed, photographs will be taken of the pre-treated object and all documents regarding the conservation treatment will be filled in both the Accession and Donor files. 

VI. Deaccessioning Policy & Procedure
Deaccessioning refers to the legal and recorded removal of any object from the collection. Objects in the collections shall be permanently retained if they continue to be relevant and useful to the purposes and activities of the PSP-HEMC, and if they can be properly stored, preserved and used. Deaccessioning may be considered if the collection contains several duplicates of higher quality, there is insufficient data regarding the item to make it a viable contribution to the collection, when the above conditions no longer prevail, or in the interest of improving the collections held by the PSP-HEMC. 

The PSP-HEMC will only deaccession collection objects under specific circumstances.

The object must be no longer relevant or useful to the purposes and activities of the museum. Reasons for this lack of relevance or usefulness may be:

· The object has deteriorated beyond usefulness

· Is a redundant item

· The object does not fit the collection and should never have been accessioned in the first place.

· The object is hazardous

· The object may not be displayed or used because of legal considerations [human skeletal remains]

· The object is the irrelevant part of a donation [certain frames]

Other potential reasons for deaccession may be:

· The museum cannot preserve the object properly

The interests and reactions of the public must be considered when making the decision to deaccession any collection object.

Donor restrictions must be considered before a decision is made to deaccession any object.

Deaccession of collection items must be approved by the Artifacts Committee Chair.

It is vitally important that the museum makes publicly known its plan for deaccessioning items, as bad publicity can occur by keeping the process secret. From the moment discussions regarding deaccessioning begin, the Board of Directors must establish who the spokesperson for the museum is.  This spokesperson must know everything, including the framework that guided the deaccessioning, the why, what, how, and to whom. The spokesperson must be able to provide a clear and compelling case.
Records of all deaccessioned items will be maintained by the Collections Manager. 

1. Definition of Terms- Deaccessioning Policy

Material Transfer- Normally is considered with materials that have continued historic, exhibition or significant financial value and whose preservation and continued use over a long term is of significant benefit to society. Transfers are conducted with other non-profit institutions ie. museums, historical societies, libraries, etc. 
Material Disposal- Is appropriate for materials whose historic, exhibition, or fair market value is minimal or absent, and thus continued future preservation is of little or no benefit to society.

Historic Value- Refers to the significance of materials as a record of past research and/or an object for future research.

Exhibition Value- May be based on aesthetic appeal, representing a typical or unusually fine example of its kind, or such other factors as may be pertinent in selecting material for display. 

Fair Market Value- Shall be the price obtainable in public or negotiated private sale.

Gifts- Involve transfer of material elsewhere without the Museum receiving materials or remuneration in return.

Exchanges- Refer to roughly equivalent reciprocal movement of materials between two or more parties.

Sales- Involve payment to the Museum for materials


2. Deaccessioning Procedure

The Collections Manager shall submit a list of objects to the Artifacts Committee Chair for approval for deaccessioning.

The deaccession recommendation form must be filled out by the Collections Manager and presented to the Artifacts Committee Chair for deaccessioing consideration. This form shall include the following:


- Name and address of donor


- Object number and description


- Acquisition method


- Reason for deaccessioning


- Submitted for deaccessioiong by whom


- Approved for deaccessioning, yes/no and by whom


- Suggested method of disposal

The Artifacts Committee Chair shall submit a summary report of said objects which were approved for deaccession at the monthly meeting of the Board of Directors. 

Upon approval from the Artifacts Committee Chair, the items will be formally deaccessioned by the Collections Manager. 


Backtrack on all previous records

Remove all cross-reference cards. If other accesssion numbers are on the card, white out the number

indicate on all other records; donation form, donor card, and Deed of Gift, that the item has been deaccessioned. Add date and initials of recorder. Leave records in place 

Remove all accession numbers from objects which are not being transferred to other institutions. If not possible, draw a single line through the number, add initials and date.


3. Disposal

Several different methods of disposal of the item may be entertained. Whatever method is decided upon must be documented and in some cases in the presences of witnesses. The Artifacts Committee will determine the best method of disposal based upon the best interest of the museum and the public it represents. In due regard to these interests, no object will be given or sold privately to museum employees, Board members, volunteers, Friends members, or other associated parties. The final disposition is at the discretion of the Artifacts Committee Chair in consultation with the Collections Manager. 


Some considerations regarding disposal:

- Should the object be returned to donors or heirs. An attempt by telephone and registered mail will be made to locate donor or their representative for the return of items. Contact information from donor will be obtained from donor files. If the owner or heirs are not available or cannot be located within 3 months of determination to deaccession, the museum may determine the method of disposal. The owner has 1 month to repatriate the items. 

- Retain for educational purposes at the PSP-HEMC

- Retain for exhibit prop at PSP-HEMC. In such instances the item must be re-accessioned EX according to procedure following deaccessioning as museum collection item.

- Permanent Disposal. Permanent disposal can include the sale of the item, gift of the item, or destruction of the item. Any permanent disposal must be documented and destruction must be done in the presence of witnesses.

- Documented transfer to another institution. 

-Consider any restrictions placed upon donation

-How does the disposal reflect on the public confidence of the museum management? Will a permanent disposal adversely effect the public perception of museum collection management?


4. Summary Deaccessioning Procedure



- Submit object for approval to deaccession. If approved.



- Examine item for accession number



- Locate item in Artifact Registry, donor files, accession files, 

  card catalog files, accession record book, etc.

- Indicate in files and books and on cards that item has been 

deaccessioned, by whom, and the date. Do not remove cards from files
- Fill out and retain the Deaccession Recommendation and 

  Deaccession Form. In the event of a transfer fill out and retain   

  a Deaccessioned Artifact Release form, in addition to the 

  Deaccession Recommendation and Deaccession form. File 

  copies of the form in the donor file, accession files and 

  deaccession file.

VII. Collections Access Policy and Procedure

Closed collection storage access will be based upon the fragility of the collection and importance of maintaining a secure, environmentally correct atmosphere for the artifacts. To insure the quality of the care the following provisions govern access to the stored collection.
The permanent collection will be accessible to the public at the discretion of the Artifact Committee Chair and Collections Manager who must weigh the needs of the public with the preservation needs of the collection.

1. Public Access

There will be no public access to the stored collection area. If the decision is ever made to have secure open storage the public will be admitted. This decision must be made by the Board of Trustees of the Pennsylvania State Police Museum.


2. Research Access

Scholars who desire “hands on” examination of three-dimensional objects will discuss the examination of the artifact prior to the prearranged visit. Examination of the item will be allowed, under the supervision of either the Artifacts Committee chair or Collections Manager in an area separate form the collection storage area. If the item is considered too fragile to be moved for examination, either a duplicate will be used or examination will not be allowed. Fragile items can be viewed, but not touched provided they are encased to allow for ease of movement. In either case, it is preferred, that when a duplicate item is available it is used for examination. All “hands on” researchers will adhere to the prescribed rules for the handling of artifacts as stated in the collection procedure manual.

Exceptions to the guideline will be based on the decision of the Artifacts Committee Chair or Collections Manager


3. Staff Access



The Artifact Committee Chair and Collections Manager will 

have unlimited, unsupervised access to the collection storage area. The Artifact Committee Chair may determine others who have unlimited, unsupervised access to the collection storage. All other staff and personas must consult with the Artifact Committee Chair, (or in lieu of, the Collections Manager) before entering the storage area. A sign in sheet must be filled out upon entrance and exit. Nothing may be removed without the knowledge of the Collections Manger and filing an Artifact Relocation Agreement form. 

All staff persons will adhere to the prescribed rules for the handling of artifacts as stated in the Registration Procedures Manual.


4. Volunteer Access

Volunteers are a special group of people. While still members of the general public, they have an increased sensibility in regard to the collection and its importance which the general public may not possess.

However, volunteers should be limited in their access to the collection area. Only the Artifact Committee Chair or Collections Manager may grant permission for a volunteer to enter the permanent collection storage area. Each volunteer must be accompanied by a staff member of the Pennsylvania State Police Museum. Volunteers are not issued keys. Only after the volunteer has shown responsible action toward the collection an ability to handle artifacts in the proper manner may he/she be left for a limited time unsupervised. Staff members will monitor all volunteers working in the collection storage area.

All volunteers will adhere to the prescribed rules for the handling of objects as stated in the collection procedure manual.

All volunteers involved with the collection will undergo training in the proper procedure for handling objects prior to entering the collection storage area.


5. Research/Archives/ Study

Scholars requesting use must schedule an appointment with the Collections Manager. All public researchers must fill out a Research Information Request form at the beginning of each visit. The Pennsylvania State Police Museum reserves the right to refuse access to materials which, according to the terms of the donation may not be accessed or duplicated, or items due to their condition would be harmed if duplicated.

All resource materials will be retrieved and returned by the Collections Manager or other authorized personal. The archives is non-circulating, therefore nothing may be removed. Facsimiles are allowed, however it is dependent upon the fragility of the item and its ability to be copied. A nominal fee will be charged for paper duplication.

All research must be done at the museum. Only pencils and note pad will be allowed in the research area. All knapsacks, briefcases and other packages will be subject to inspection at the discretion of the Collections Manager. Smoking, eating, and drinking are strictly prohibited. The collection manager reserves the right to restrict access to children if it is felt that their actions will be detrimental to the collection.

Staff members will have ready access to all material, however items removed from the museum by staff persons must be accompanied by a Relocation Agreement form. Items which are used by staff persons in-house can only be removed with the knowledge of the Collections Manager. A Relocation Agreement form indicating what has been removed from the Museum will be filled out and kept in the office for referral and use.

VIII. Collection Exhibit Policy and Procedure
It is the goal of the Pennsylvania State Police Museum to create exhibits in accordance with the mission statement of the Pennsylvania State Police Museum. Each exhibit shall be thoroughly researched and professionally displayed. Exhibits shall be composed of primarily artifacts supported by photographs, manuscripts, rare books, logs, diaries, postcards, blueprints, maps, charts, posters, props, and reproductions.


A. Criteria for Object Selection

1. Intrinsic Historical Value- Such value shall be determined as it applies to the social, cultural, or physical heritage of the Pennsylvania State Police as defined in the museum mission statement. 

2. Uniqueness- Uniqueness is determined by design, workmanship, or the rarity of the object. 

3. Duplication- Considerations regarding the duplication of objects are:


a. time elapsed since last displayed

b. Others on exhibit to sufficiently represent the object.

4. Condition- The physical condition of the object must be such that it may be displayed effectively without damage to the item

5. Security- While the museum maintains a security system, it is necessary that all exhibit items are secured to the exhibit in such a way which precludes theft of the item by individuals. it is also important that all exhibits are monitored in accordance with section IV of this policy, Care of Collections.

Exhibits may also include items loaned to the Pennsylvania State Police Museum from both private collectors and other institutions. However, items which are loaned to the museum and are in extremely fragile condition should not be considered for exhibit if at all possible and returned to their owner without delay. 

Owner of borrowed items shall be included in all special events revolving around the exhibit.


B. Procedure



1. Items chosen for exhibit



2. Items are placed in designated secure holding

3. Items are examined for condition. Condition report form is filed for all museum owned items. Items which cannot be examined without damage to the item will not be considered. Any items needing conservation will be reported to the Artifact Committee Chair by the Collections Manager



4. Person removing items for exhibit from storage will list them 

on the Object Movement form

5. Prior to the final securing of exhibit items, the Collections Manager, will fill out the Collections Exhibit List which is then awaits transference to the Exhibit Record Book.

IX. Visual Image Duplication Policy and Procedure

The Pennsylvania State Police Museum collection of visual images is quite extensive. This collection contains original photographs and negatives, photograph albums, blueprints and tracings. Use of this collections requested by Friends members, museum personnel, the Pennsylvania State Police, the general public, the media, as well as scholarly researchers. The collection items are available for duplication depending upon their condition, accessibility, donor conditions and restrictions, and staff availability. Under no circumstances are non-museum personnel allowed in the collection. Staff must be present with the user at all times. Priority use is given to the Pennsylvania State Police Museum. 


A. Criteria for Collection Use and Duplication



Individuals (with the exception of museum staff) interested in 

using the collection or obtaining duplicates of the collection material must:

a. Make an appointment with the Collections Manager 5 business days prior to the visit.

b. make known the specific area of interest at the time of the call for an appointment 

All duplication is done through the Pennsylvania State Police Museum. Payment must be made in advance. Duplication may take 4-6 weeks for completion. 

Duplication of items which are originals or in fragile condition is at the discretion of the Collections Manager. 

Blueprints cannot be copied. Tracings may be copied provided access to a large copy machine is available. An attempt to copy these on the copy machine may be made, however this is dependent upon the size and fragility of the blueprint and the needs of the user. 

The use of photographs in printed material must be agreed to, in writing, by the President, prior to publication. This request must be submitted in writing at least two weeks in advance stating the exact use and purposes of the duplicated material. During the two weeks the President or his designated assignee will make a decision regarding the appropriateness of the request. User will be notified promptly.

Fees will be determined by the type of publication in which they appear. Any photographs used for publication must carry a line of credit, such as “Photograph courtesy of the Pennsylvania State Police Museum.”

Duplication by those not directly associated with the Pennsylvania State Police Museum is strictly prohibited. 


B. Photographic Services



1. Prints will be made only of materials in the Museum 

collections, which, in the opinion of the staff, are properly available for duplication. The Pennsylvania State Police Museum will not reproduce copyrighted material without signed authorization of the copyright owner. This authorization must be obtained by the user. The Collection Department merely provides the service of duplication and fees are paid exclusively for this service.

2. Duplication orders may be placed in person, through the mail, or through email. All sales are final

3. Negatives will not be provided to the user

4. Anyone requesting duplicates must state, in writing, the intended use of the material.

ALL DUPLICATION IS AT THE DISCRETION OF THE Pennsylvania State Police MUSEUM. Although the museum seeks to serve its’ members and the public, it also seeks to preserve and protect the integrity of the collection.

The following summary is incumbent upon any prior permission having been obtained from either the Museum or the museum and copyright owners. 


C. Procedure Summary



1. Staff retrieves appropriate photos



2. User makes selections



3. User files duplication use form with museum

4. Staff member receives payment from user- in full, in advance of duplication

5. Staff member fills out purchase orders and takes materials to photographer for duplication. Payment or cash receipt is attached to museum copy of purchase order. No tax is charged

6. Order returns from photographer

7. Indicate on the back of each duplicate photo, ‘Not to be reproduced without permission. Please credit Pennsylvania State Police Museum.”

8. Mail to user

9. Payment is rung up on cash, no tax is charged.

D. Fee Schedule

Prints       From Negs. or slides

4x5……..$15.50

5x7……..$17.50

8x10 …..$20.50

11 x 14 ..$35.00

Photocopier…….$.25

    

Student………$.15

X. Collection Inventory Policy and Procedure
The Pennsylvania State Police assumes responsibility to provide reasonable care for the objects to which it has been entrusted. Methodology has been established to insure secure responsible protection of the items. Beside accession and loan records and policy, inventory, access and condition reports will assist the museum professional in maintaining proper control of the items in the collection. It is imperative that accepted museum procedures are adhered to. Collection size will determine the practically of a total collection inventory. It is desired that a complete inventory be completed every 5 years.


1. Inventory Procedure

Compile inventory sheet for sections of collection, ie closed storage, exhibit areas, etc. The areas will be designated by the Collections Manager.

After completion of all aspects of the designated area, the work will continue on the next area.


A. Methodology (based on a single item)



1. Locate accession number on object.

2. Check accession number against appropriate accession record book.

3. Check object description against description in accession record book.

4. Indicate on the inventory record sheet the date, accession number, location of the item, the general conditions of the item, and the initials of the processors. 

5. The inventory record sheet is filled out in duplicate. The original is filed with the Collections Manager while the other remains with the collection to become a “shelf list” for the collection.

6. Missing, items, un-accessioned items and those in need of conservation will be listed and called to the attention of the Collections Manager.

Spot-check inventories will be performed at the discretion of the Collections Manager. If items appear to be missing after a spot-check inventory is performed, then a complete inventory must be performed. If items appear to be missing after a complete inventory is performed: Loan and other records must be checked to make sure there is no oversight; the Board will be notified; police will be notified.

XI. Insurance and Risk Management Policy


The museum does not have funds to buy insurance for the collection, but in any case sees its role as one of preservation for the benefit of the public. To this end the museum will use its financial resources to protect and preserve the collection rather than to buy insurance against its loss. Ultimately the museum hopes to be able to insure certain of its most valuable objects against fire and other disasters. 

Outgoing loans must be insured by the borrower.

Potential donors leaving an object in the museum pending acceptance must be informed that the object is not insured by the museum during this period.

Periodically the Collection Manager will make security checks of he facility , noting any damages to objects, objects missing or evidence of vandalism. All damaged or stolen items are reported to the Artifact Committee Chair at once. The Collections Manager will fill out a Report of Damage or Loss form in duplicate, retaining the duplicate copy for the files and filing the original with the President. Any action taken in regard to the damage or theft is at the discretion of the President and any related records are maintained by the President.

XII. Loan Policy and Procedure
Loans to and from the Pennsylvania State Police Museum will be based upon educational value, interpretive value, rarity, historical value, or will serve the interests of the Pennsylvania State Police Museum. The Artifact Committee Chair approves all loans after consultation with the Collections Manager. Exhibit of the material is at the museum’s discretion. No loans, in-coming or out-going, may be conducted on the weekend  unless by prior arrangement with museum officials. All loans will be monitored by the Collections Manager

1. Outgoing Loans

An outgoing loan is defined as the loan of museum collection material to institutions, individuals, or organizations outside the Pennsylvania State Police Museum

A. Eligibility- Loans are limited to responsible nonprofit or public museums or other nonprofit educational institutions who must meet predetermined eligibility requirements in order to secure collection items for use outside the museum. Loans to profit organizations will be approved by the Board of Directors. Objects may be loaned to individuals or organizations that have been designated as an agent of the Museum. These requirements include.

i. All borrowers must provide the necessary security for the item. All borrowers must provide proper locked casing, and in-house fire and theft control must have proven history of success.

ii. All borrowers must state purpose for desired materials. Loan materials must be utilized for nonprofit exhibition, instruction, or study; or for a profit organizations, the purpose of the loan must be approved by the Pennsylvania State Police Museum in advance. The Pennsylvania State Police Museum retains the right of refusal.

iii. Responsibility for damage or theft rests with the borrower. The Pennsylvania State Police Museum must receive a satisfactory certificate of insurance prior to the loan.

iv. Care for the items must be maintained to the same degree as provided by the Pennsylvania State Police Museum. No cleaning or alterations may be attempted without prior written notice and approval by the Museum. This includes prompt written notification of any damage to loaned materials.

v. Borrower must be willing to abide by the loan conditions set forth on the Outgoing Loan form

vi. The Pennsylvania State Police Museum retains the right to refuse the loan of any piece in the collection. Refusal may be based on prior need, value, rarity, or the condition of the item or any other condition which influences the suitability of the loan.




B. Conditions of Loans

i. The borrower agrees to give loaned items the same degree of care as the Pennsylvania State Police Museum would give to the items. They shall remain in the condition in which they are received. They shall not be cleaned, repaired, retouched, or altered in any way, nor shall they be subjected to technical examination of any type, nor shall any repairs due to damage be executed except with the written permission of the Pennsylvania State Police Museum. 

ii. Damages or theft, whether in transit or on the borrower’s premises and regardless of who may be responsible therefore, are to be reported to the Pennsylvania State Police Museum immediately. Damaged objects will no be treated without the written permission of the Museum.

iii. All costs incurred for insurance, packing, and transportation of the objects, personnel and materials will be borne by the borrower. The Museum reserves the right to specify packing requirements, be present at the time of packing and unpacking, and to inspect the packing and site of packing. Methods of transportation must be approved by the Museum in advance.

iv. The borrower will pay for necessary repairs, restorations, replacements, and labor as specified by the Museum. Thus, the loaned items, from the time of departure form the Museum until they are returned, inspected and accepted by the Museum, are at the borrower’s risk from all hazards.

v. The borrower may not reproduce, without prior consent of the Museum, items in any media for sale. The borrower may not photographically reproduce any items without prior consent of the Museum. After approval has been granted, the borrower must provide an adequate credit citation for all items used in resulting exhibits, publications or reproductions. 

vi. Loans made by the Pennsylvania State Police Museum for periods of six (6)months or more are subject to the condition that upon surrender of the written receipt, or written order of the Artifact Committee Chair of the Museum any object may be recalled with thirty (30) days notice to the borrower. The Museum, if requested, will exert its best efforts to substitute for any item so recalled, another similar item at its own expense.

vii. The Museum reserves the right to reclaim (or cancel) any loan item should the terms of the loan agreement not be met. 

viii. In case of death, confinement, or disability of the borrower or dissolution of the borrowing  institution, the appointed legal representative or successor of interest is required to notify the Pennsylvania State Police Museum and make arrangements for the return of the items. 




C. Duration of Loans

Materials may be loaned from the Pennsylvania State Police Museum for a maximum period of two (2) years. All loans are subject to recall prior to that time. Loans may be renegotiated at the end of the time stipulated to extent beyond that point without the return of the items in question. Extension is dependent on Museum need and approval by the Artifact Committee Chair. There will be no loans of indefinite duration. Statement of renewal must be filed with the Collections Manager. Materials will be retrieved according to the Loan Procedure. If materials are not returned or loan renegotiated after 6 months legal action will be taken. This action may be initiated by the Museum President with the advice of Museum Legal Counsel.


2. Incoming Loans

Incoming loans are defined as those materials which are loaned to the Pennsylvania State Police Museum from a source outside the museum for a specific purpose.


A. Authority

i. Materials which are offered to the museum may be accepted by the Collections manager, but are subject to the final approval by the Artifacts Committee Chair. 

ii. Exhibition of materials offered is at the discretion of the Artifacts Committee Chair or Collections Manager and in no way is considered part of the loan agreement.

iii. Materials which are loaned to or solicited by the museum must be for exhibit or research purpose only. Items may be accepted and signed for by the Collections Manager.


3. Removal of Museum Material by an Employee

Staff of the Pennsylvania State Police Museum may remove collections items form the premises of the museum as part of their official job duties for bona fide purposes relating to the mission of the museum and approved in advance by the Artifact Committee Chair. An employee will not be held liable for damages to objects under his/her care off premises, provided the employee has acted in a prudent and responsible manner to protect and safeguard the object.

Any employee determined to have acted with malfeasance, gross negligence, or criminal intent will be held liable for loss or damage. All items will be recorded with the Collections Manager before being taken off the museum premises and upon return to the museum. 


4. Tenure of Loan

Duration of the loan of material to the Pennsylvania State Police Museum must be stipulated on the loan form. Loan MUST HAVE A DEFINITE TENURE. If extra time is needed the loan may be renegotiated for a period not to exceed 5 years. Original tenure of loan may not exceed 10 years. “Indefinite” or “permanent” loans MAY NOT be established.  

Long-term loans, those that exceed 10 years, may not be negotiated without the direct knowledge of the Artifacts Committee Chair in consultation with the Collections Manager. It must be understood that long-term loans are to be considered as a last resort, a rarity, the exception to the rule. All long-term loans, no matter how long their duration must have a tenure date. All long term loan agreements must give the Museum the right to return the item at the museum’s discretion and said agreement must indicate that the loaner, heirs or assigns must repatriate the items within 1 year or the items will become the unconditional, unrestricted, uncontestable property of the Pennsylvania State Police Museum. 

5. Return of Loaned Material

A. Solicited- Material which has been solicited by the museum for loan purposes will be returned promptly and with due care by the Pennsylvania State Police Museum within a reasonable time period proceeding the termination of the loan. The Museum will be responsible for all costs incurred in the return of solicited materials. 

B. Unsolicited- The loaner will be notified in writing within 3 months of loan termination by the Collections Manager. If material is not retrieved or the museum contacted within 1 year of written notification, the owner, in consideration of museum care to his/her property, is deemed to have made an unconditional gift of the property to the museum. Loaner will be notified at such time as loan becomes the prerogative of the Pennsylvania State Police Museum. Retrieval of unsolicited material is the responsibility of the owner and will bear all costs of retrieval. The museum will assist with retrieval when it is the responsibility of and in the best interest of the museum to do so. 


6. Loan Extension

Any extension of either incoming loans or outgoing loans must be handled through the Artifacts Committee Chair or the Collections Manager and must be accompanied by a loan extension form. 


7. Personal/Commercial Gain

Material which is loaned to the museum may not be exploited for personal or commercial gain after the loan has terminated and the material returned to the owner. 


8. Title

Loaner must have clear title to the material being loaned and be willing to sign a loan statement as the owner or the legal representative. 

9. Care of Materials

The Pennsylvania State Police Museum agrees to give all material loaned to this institution the same degree of care as those items in the museum’s permanent collection.


10. Loan Conditions

A. The Pennsylvania State Police Museum will give objects borrowed the same care as it does comparable property of its own. It is understood by the lender and the Museum that all tangible objects are subject to gradual inherent deterioration for which neither party assumes responsibility.

B. Evidence of damage at eh time of receipt or while in the museum’s custody will be reported immediately to the lender.

C. The Museum retains the right to determine when, if, and how long unsolicited objects will be exhibited. The museum also retains the right to cancel the loan upon reasonable notice to the lender. 

D. The Museum will obtain permission to photograph or reproduce objects lent for educational, catalog, or publicity purposes. Labels of material will give credit to the lender as specified on the Incoming Loan form

E. It is the responsibility of the lender to notify the museum promptly in writing should there be any change in the legal ownership of the property, or in the event of death, confinement, or legal declaration of incompetence of the lender. The museum must make a reasonable, documented attempt to search for an owner who cannot be reached at the address of record. 

F. Loans will be returned promptly, unless deemed valuable for an additional period of time. If deemed valuable, prompt contact will be made with the owner to negotiate an extension of the original contract. Method of return of item must be agreed upon by both parties.

H. If the Museum’s efforts to return objects within a reasonable period following the termination of the loan are unsuccessful, then objects will be maintained by the museum for a period of 1 year. If after that time the objects have not been claimed or arrangements made for their retrieval, the lender/owner shall be deemed to have made the objects an UNRESTRICTED gift to the museum, in consideration of the Museum’s maintenance and safeguarding of the objects. All museum efforts to return the objects must be documented. 


11. Incoming Loan Procedure Summary

A. Objects are chosen for loan to the Pennsylvania State Police Museum.

B. Loan form is filled in duplicate


i. Describe object, include value as determined by owner


ii. Fill out all other areas

iii. Form must be signed by both parties, owner and museum representative. 



C. Owner retains duplicate copy



D. Original is filed with the Collections Manager

E. Loan items are tagged with yellow paper tag which indicates that the item is on loan. On tag indicate name of owner, year loaned to the Museum, what the item is, its loan number, and loan termination date.

F. File loan papers

G. Present loaner with copy of Abandoned Property Act


12. Outgoing Loan Procedure Summary

A. Objects are chosen for loan from the Pennsylvania State Police Museum.

B. Determination is made as to the suitability of the loan, and availability of the item. Artifacts Committee Chair and Collections Manager must be consulted before the loan is approved. 

C. Borrower must meet eligibility requirements as stated in the policy. 

D. Upon approval, all formal loan forms are filed in duplicate. Original remains with the Museum, filed with the Collections Manager, the duplicate is given to the borrower

E. All packing and transportation regulations as stated in the policy must be adhered to.

F. Upon completion of loan, all papers are filed with the Collections Manager.

XIII. Objects Left in the Custody of the Museum

The museum will not accept objects left in its care for the purpose of identification, examination or appraisal

An object may be left in the care of the museum temporarily, pending Artifact Committee approval or disapproval of its being added to the collection. In this circumstance the Collections Manager will provide the potential donor with a receipt and the Artifacts Committee will meet within one month to determine whether the object will be added to the collection.

Revisions of this Policy

This policy will be reviewed by the Artifacts Committee Chair and Collections Manager yearly and they will make recommendations for revision as necessary based on current conditions and museum practice.

Adopted __________________________



date

Reviewed _________________________



date
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