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     for sale or auction, with the proceeds going  
     to the collection program for future  
     acquisitions. 
 
7.  Goodwill or similar organization. 
 
Only after the above avenues have been 
exhausted may an object be destroyed or 
discarded.  It should be noted that according to 
currently accepted professional ethics of 
collection management, it is considered 
unethical for collections items to be disposed of 
by gift or sale to Museum employees, trustees, 
volunteers, or their representatives, or by sale in 
the Museum store. 
 
If an object is given to the Museum without 
restriction, the donor retains no legal interest in 
it.  Notifying the donor of a deaccession may be 
done in the interest of “good will” if the object 
merits it.  A donor would have no rights to 
purchase or return of the object above that of the 
general public.  The Museum holds objects as a 
public trust and has a duty to preserve and 
protect objects for the good of the public. 
 
  c.  Record Keeping:  After permission is 
obtained for an object to be deaccessioned, the 
Curator should make sure that all required 
records are created and procedures are followed.  
This process will include noting the object 
status on the permanent record and keeping 
complete records on all efforts to trade, sell, 
donate, or otherwise dispose of a deaccessioned 
object.   
 
The document submitted to the Board including 
the reasons for deaccession should be signed by 
an officer of the Board after approval is given.  
This document becomes part of the permanent 
collections records. 
 
B.  Storage & Treatment 
 
The Curator is responsible for the professional 
treatment and storage of the permanent 
collections.  The treatment and storage of the 
collections objects shall be consistent with 
current knowledge of conservation and the 
purposes of the Museum and its collections.  

The most appropriate storage and exhibit 
conditions available should be provided. 
 
Records shall be maintained of objects’ 
locations and regular inventories conducted; 
exhibited items shall be inventoried annually, 
stored items every five years. 
 
All staff share the responsibility of protecting 
collections objects through respect of secure 
areas, careful handling techniques, and 
awareness of location and inventory 
requirements.  Movement of an object or 
treatment of an object, including cleaning, 
should take place only with the prior consent of 
Collections Department staff.  Records should 
be kept of any object cleaned (more than just 
dusting) or repaired.  This should include not 
only what was done, but how it was done.  This 
is important for two reasons - it is part of the 
history of an object, and the process might need 
to be used again on another object. 
 
C.  Security and Insurance 
 
Access to present collections storage areas and 
work spaces is restricted to Collections 
Department staff and other authorized Museum 
staff.  Direct access to collections objects and 
records should continue to be restricted to 
Collections Department staff. 
 
In response to any reasonable inquiry, the 
Museum can make available collections records 
or duplicates of records except those which 
might compromise the Museum’s security, the 
security of the object or an archaeological site, 
or a donor’s security and privacy. 
 
Security of collections objects should be 
considered for all objects whether exhibited or 
stored.  Security considerations include 
restricted access, fire, and theft prevention, and 
adequate insurance. 
 
D.  Use of Collections Objects  
 
1.  Use of Collections Objects in Exhibits 
 
The Curator makes the ultimate determination 
regarding the use of objects from the collections 
in the Museum’s exhibits’ program.  The 
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decision should be based on the condition of the 
object, the type of use which is proposed (in a 
case? in a historical building? hands on?), and 
the display method (simple support? attachment 
to a backing? suspension?).  Ideally, if display 
in the proposed manner could cause damage to 
the object or markedly hasten its deterioration, 
the use should be modified or the object should 
not be used. 
 
Display:  An object should not be modified for 
display purposes in any way which would 
permanently affect it.  Objects should be placed 
firmly and supported evenly, without stress.  
Small or tempting items should be displayed out 
of reach or in a secure case. 
 
2.  Use of Collections for Research 
 
The Museum’s collections are available for 
certain types of scholarly research.  The Curator 
decides on a case-by-case basis research 
requests using the collections. 
 
3.  Use of Collections Items in the Museum’s 
Educational Programs 
 
The Curator makes the ultimate determination 
regarding the use of any collections item in the 
educational programs of the Museum.  This 
includes items to be used in classes and those to 
be used in the development of Museum 
Traveling Trunks.   
 
It is also the Curator’s responsibility to 
determine the kind of use an object may have.  
Items might be permitted to be viewed in an 
exhibit case, allowed to be shown or 
demonstrated by a qualified Museum staff 
member, restricted to minimum handling by 
students, or used by students with few or no 
restrictions beyond proper supervision.  The 
decision would be based on the condition of the 
object and/or on the availability of additional 
objects in the collections.  The Curator may 
refuse to let a given object be used in 
educational programs if such use would damage 
the objects or markedly hasten its deterioration. 
 
  a.  Use in Classes:  After due research and 
preparation of program ideas, the education staff 

should determine its collections needs.  They 
and the Curator can look through the collections 
to see how these needs could best be met.  
Advance notice is necessary, particularly in the 
case of any classes which would require an 
unusual number or extensive preparation of 
materials. 
 
1.  Deaccessioned Objects:  The Curator may  
     elect to deaccession certain cataloged objects  
     used continually.  If items are deaccessioned    
     to the education department, it will be the           
     responsibility of the education staff to store  
     and care for these items. 
 
2.  Borrowed Objects:  From time to time the 

education staff might want to borrow things 
on a one-time basis.  Each item borrowed 
should be checked out and in with the 
Assistant Curator or designated collections 
staff member each time it is used and records 
kept as part of the collections records. 

 
  b.  Collections Material Used in Traveling 
Trunks:  Traveling Trunks form a bridge 
between the collections and education programs 
of the Museum.  There are both accessioned and 
unaccessioned objects in the Traveling Trunks.  
Collections staff have the ultimate responsibility 
for all of the cataloged items, but the Education 
Department has the day-to-day responsibility for 
care and maintenance of all contents.  The 
Curator may withdraw any accessioned 
collection object from a Traveling Trunk if it is 
decided that it is too fragile or valuable. 
 
  c.  Preservation -vs- Use:  Because the 
mission to preserve the things of the past for the 
enjoyment of many to come goes beyond the 
immediate educational use of an object, it is 
unlikely that the Curator will be able to lend or 
deaccession objects to be used as they were 
originally intended.  Because of the likelihood 
of damage and the inevitability of wear, actual 
use of an old tool or wearing of an antique 
garment is strongly advised against by writers 
and other professionals in the field.  Should use 
be desired, the Collections Department staff will 
investigate buying or making reproductions of 
the appropriate artifacts.  These would then be a 
part of the teaching collection. 


