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Framing

Last summer, I spent eight weeks working as a
collection intern at the Greater Kent Historical Society
with a fellow intern, the Executive Director, and a
team of volunteers. During that time, we ran into
many issues and questions surrounding the
collections including care, labeling, and paperwork. At
this time, we also realized that past decisions had
been inconsistent and that many procedures needed
to be updated and written down. We decided that a
new collections policy would solve many of these
problems and could provide structure moving
forward.

For the policy, we decided on the following priorities:
1.The policy should serve the updated mission of the

museum and be community oriented.
2.The policy has to be volunteer friendly.
3.The policy needs to give volunteers the resources
they need to do collections work.
4.Documenting future decisions need to be built in.
5.Visual quides for complex concepts are critical.
6.These goals are better met if the policy is divided
into three documents than one long document.

Deliverable

In Washington State, abandoned
Do you property is any material left in the
know the care of the museum for five years
T or more by any means other than

Three inter-connected documents:

e A Collections Policy that outlines e S

mail. owner's county.

the general guidelines for Lo !
museum collections

Did t 0 Gi ticeb Publish i t
proof of receipt? ——— publication’ ¢ of the museum

YER Does the owner /

of the museum

e A Collections Procedure that
details collections care \ >
e A Supplementary Guide that Re;agg;he

in the museum, you

are welcome to use
or dispose of the

object as you see fit.

provides graphical illustrations,

forms, and additional resources One of the diagrams from

the Supplementary Guide

based History Museums

Purpose and Impact

This project is designed to help
volunteers and staff maintain
consistency in their collections. This
consistency will in turn help them
execute tasks more easily,
communicate regulations with the
public, and make future decisions for
the collection. These documents are
also designed to be easy to update with
new information to meet volunteers'’
needs. While these documents are
customized for GKHS, they are
designed in a way that could easily be
modified for other small, volunteer-run
history museums.

Process

1 Discussing needs with
Dylan and Volunteers

2 Researching Best
Practices

Creating an outline and
3 getting feedback

Writing the first full
4 draft

Five rounds of feedback
5 from committee and/or
volunteers and revisions

Policy 170- Collections

Preamble:

MMission Statement

The Greater Kent Historical Society (GKHS) operates the Kent Museum and inspires the
community to explore and discover their history. We educate and preserve diverse family and
kinfolk starylines for future generations.

Regarding its collections, GKHS is dedicated to the acquisition, preservation, interpretation and

exhibition of information and materials primarily derived from or relevant to the social and

natural histary of the greater Kent area. GEHS will use collected items for museum exhibitions,
search, and other educational purposes.

Purpose of this Policy

This collections policy is designed to document the basic policies for handling the current and
future collections of the Greater Kent Historical Society. These guidelines ensure that the
museum’s collecting practices align with its mission and contemporary professional museum
standards. Such standards include:

*  Specifying the scope of museum collections

# [utlining the standard of care for museum collections

¢  [elevant legal and ethical considerations for museum collections

#  The role of individual museum officals including the Executive Director, Board Directors,

Staff, and Volunteers

 Verification and documentation of incoming and existing collections

* Acguisition, disposal, and loan procedures

=  Community access to mussum callections

¢ Appropriate uses for mussum collections

In addition to the above, this policy provides guidance for the future development of museum
collections. Such guidance aligns with the 2022 — 2028 Strategic Plan from Weatherhead Design
and EDES Interprative Plan for thE institution. While this policy is up to date with the current
professional standards and mis of the museum, it should be reviewed by staff and board
EVETY fwe WEars.

For ease of use, this document focuses on the rules, ethics, and policies of GKHS and is paired
with supglementary materials. The Collections Procedures document provides the in-depth
instructions for how t0 enact these policies in daily practice. The Collections Supplemental
Guide provides supplementary resources for both the policy and procedures including more in-
depth guidance, forms, links, definitions, examples, and additional resources to be used by
museum staff and volunteers while caring for mussum collections. Please refer to the attached
documents for any questions while reading.
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Next Steps

GKHS is currently using the rough
drafts of the document for guiding
accession decisions. The policy will be
submitted for board approval in June

Cohesive Collections Planning ¢

Creating Collections Guides for Volunteer-

Collections Procedure

1. Introduction

This document is designed to outline the procedures for handling Greater Kent Historical Society
collections. This document provides guidance on how to uphold the organization’s policies and
aligns the museum’s practices with its mission and contemporary professional museum
standards. These procedures will be maintained by the Collections Committee. This ensures that
all collections receive uniform treatment, including that regarding:

# (are practices for museum collertions

* How to facilitate community access

* Documentation and record keeping practices

# The role of individual museum officials including the Executive Director, Board

Directors, 5taff, and Volunteers
* Acguisition, disposal, and loan procedures
# Appropriate uses for museum collections

These procedures are created in conjunction with the GKHS Collections Policy and Collections
Supplementary Guide. The Collections Policy documents the governing principles of GKHS while
the Appendix provides more in-depth guidance and resources to supplement both the Policy
and Procedures. Please refer to these documents for any guestions while reading.

2. Acquisitions and Accessions

I.  Authority to Accession
g. Items may be acguired through means of:
i. Gift/Donation
ii. Bequest
ili. Purchase
iv. Exchange
V. ltem found in collertion
vi. Creation

b. For a full list of volunteer and staff responsibilities please refer to Collections
Policy section 3a.

II. Nature of Ownership and Documentation

a. Before accepting any donation, GKHS shall first verify that the donor owns the
proper title of the objectis) in question.

b. The donor is the legal owner or an authorized representative on their behalf.

C. Ifthe item is an artwork, photograph, book, etc., the museum should verify
whether the donor legally owns the copyright of the work and whether it would
transfer upon donation.

d. GEKHS will not accession any works for which it does not have all legal rights. All
titles shall be given with objects free from restriction.
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Supplementary Guide for Collections

About this Document:

This document is meant to supplement the GKHS Collections Policy and Procedures documents.
As such, it should pre-emptively answer guestions and provide useful examples. The collections
committes can and will updzate this document with new information as guestions arise and new
standards are developed within the museum. For these purposes, a bi-annual review of this
document is recommendead.

FAQ and Quick Facts:

1. Noindividual should accept any object on behalf of the museum unless they are listed in
1c of the Collections Policy. In which case, they should follow the accession or loan
practices (whichever is applicakle).

2. DO MOT accept items that are donated with conditions or indefinite terms without
approval from the Board of Directors.

3. DO MNOT use or move any object in the collection without filling out the Object Moving
Location form and updating its location in PastPerfect or inventory spreadsheet (if not in
FastPerfect).

4. When processing @ new accession/loan, please ensure all paperwork is completed,
copied and stored in: The Google drive, the computer drive, PastPerfect, and a
designated filing cabinet.

Next Steps:

As collections continue to grow and develop, the organization will pursue the following
collection goals.

# [reate an Educational Collection.
= Educational {or teaching) collections are made up of objects that do not meet the
standards for accession according to the merits outlined in section 3c of the
Collections Policy, usually due to poor condition or lack of significance.
o I[tems can be transferred 1o the Educational Collection from the general museum
collections during the deaccessioning process.
o Items in the Educational Collection should be safe to handle.
o Items in the Educational Collection are designated to be moved, loaned, or used
for hands-on learming within the museum.
* Finish conductng an inventory of the collection.
# [Deaccession items that do not align with the current mission of the museum.

The first pages of the Policy, Procedure, and Supplementary Guide, respectively.
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