
NSCF COLLECTION MANAGEMENT & CURATION COURSE
ASSIGNMENT 8: COLLECTION CARE POLICY

For this assignment you are required to do the following:
· Check whether your institution has a Collection Care or Curation Policy.
· If there is no specific collection care policy, check other policies on collection management / curation / care. 
If your institution does have a relevant policy or policies, complete the table provided to review their content. Remember that a policy statement does not need to give the specific standards – it can refer to a standards document. 
	POLICY POINT
	NAME OF POLICY
	TOPICS COVERED 
(Yes / No / Partly/Not relevant to collection / institution)
	What does the policy say on this topic?
Does it need to be added to the policy?

	1. Collections must be protected from unnecessary damage, loss or alteration
	
	
	

	2. Collection management and care should meet the highest professional standards
	
	
	

	3. Collection management and care must be compatible with and enhance access to collections for the intended scientific and educational uses
	
	
	

	4. Every effort must be made to minimise the level of risk facing collection objects as a result of storage and use
	
	
	

	5. Preventive conservation is the preferred approach
	
	
	

	6. No collection department shall obtain or accept donations of collection material that requires facilities or resources beyond the institution’s allocated budget for the management and preservation of the collections.
	
	
	

	7. Collection objects must be stored and displayed only in conditions suitable for their preservation
	
	
	

	8. Collection storage areas must be used only for storing collections. 
	
	
	

	9. Collection cabinets, shelving units, and other storage equipment must be arranged so that access to collection objects is not obstructed, allowing for safe access, inspection and cleaning.
	
	
	

	10. Storage area must provide adequate space to accommodate reasonable growth of the collection over the next ten years.
	
	
	

	11. Collection storage areas must be kept sealed off from external exposure as far as possible
	
	
	

	12. Collection storage areas must have appropriate fire detection and control systems that are tested and maintained regularly.
	
	
	

	13. Storage cabinets should be constructed of fireproof material, if not possible, collection storage areas should at least have fire doors.
	
	
	

	14. Fluid preserved collection objects must be housed separately from dry preserved collections and have appropriate ventilation and fire protection
	
	
	

	15. No eating, drinking or smoking allowed in collection areas.
	
	
	

	16. No living or organic material to be brought to the collection storerooms
	
	
	

	17. No children, (unless on supervised educational tours), or pets allowed in the collection storerooms
	
	
	

	18. All collection items brought into collection areas must be free of pests and treated in an appropriate way before being incorporated into the main collections
	
	
	

	19. Routine, documented monitoring / checking system for pests and preservative concentration levels must be carried out according to SOPs / best practice guidelines.
	
	
	

	20. Collections must be treated for pest management / control / eradication as required by the SOPS / best practice guidelines developed.
	
	
	

	21. Wet collections must be topped up and / or preservative concentrations adjusted and faulty containers replaced  according to SOPs / best practice guidelines.
	
	
	

	22. Collection object/s must be fully documented (in hard copy accession register, labelled and databased) before incorporation into or removal from the collection
	
	
	

	23. All historical data, scientific and conservation actions must be fully recorded/documented
	
	
	

	24. Both hard copy and electronic versions of records must be updated when the taxonomy / identity of a collection object changes
	
	
	

	25. Catalogue book and accession register entries must not be erased, but changes must be indicated by a note below or above the name that is being changed
	
	
	

	26. When renewing labels / numbering, correcting spelling errors, etc. all old labels must be retained with the collection object.
	
	
	

	27. All type material must be marked with colour codes denoting its status
	
	
	

	28. The approach to organisation of the collection must follow an accepted system and be clearly documented.
	
	
	

	29. Unidentified material should be kept separately from identified material
	
	
	

	30. The location of each collection object in the collection must be included in the collection database and movement of the collection object must be documented
	
	
	

	31. All institutional staff, from security guards to research staff, must be made aware of their responsibilities regarding the care and maintenance of the collections, whether on display or in storage
	
	
	

	32. Staff must be properly trained and comply with all procedures and standards to ensure collection items are protected against damage or deterioration
	
	
	

	List any other policy statement not covered by the points above that are covered in your policy/ies

	








And answer the following questions:
1. What policy statements need to be added to the policy to ensure that all the main points covered in the Manual are covered?
2. Are there any other changes that need to be made to improve the policy for collection care?
--------------------------------------------------------------------------------------------------------------------------------------
If you have no policies that deal with collection care / curation, then you need to draft one for your institution / unit. 
You can use the guideline points and the points covered in the webinar to draft the policy. Remember to consider whether the particular point is relevant to your institution / collections before including it. 
Remember to include the following at the beginning of the policy:
· Who is the Policy applicable to? 
· Roles and responsibilities – who is responsible overall for policy implementation / compliance? Who is responsible for other activities covered by the Policy? 
· Review – when is it up for review? 
· Authorisation – who approves / authorises/ signs off on the Policy?
--------------------------------------------------------------------------------------------------------------------------------------
Additional questions for everyone to answer:
Whether you are reviewing an existing policy or drafting a new one, getting the new policy approved and then implemented would be necessary for it to have any value.
1. What process would you follow to get the new or revised policy approved?
2. What steps would you suggest are taken to ensure that the policy is implemented?
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