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DOUGLAS COUNTY HISTORICAL SOCIETY

DCHS MISSION STATEMENT

The mission of the DCHS is to collect, preserve, interpret and exhibit artifacts, archival materials and photographs of the cultural, social and political history of the people and communities of Douglas County, Wisconsin. 

Douglas County Historical Society will accomplish this through educational and outreach programs, an Archival Research Center, interpretive exhibits and cooperative efforts with other organizations within the region. 

Purpose of Document

The purpose of this statement is to establish policies and procedures for the present and future accessions and deaccessions to the Douglas County Historical Society collections. This policy will be reviewed over time to reflect changes in the organization.  

Collection Management Policy 

The Society holds its collections in trust for the benefit of the County of Douglas and the State of Wisconsin. Therefore the acquisition, care, use and disposal of items in its safekeeping shall be governed by the highest standards of professional practice and ethics. (Standards of Professional Practice - Do no harm, prevent damage and provide stable environmental conditions)

Objectives of the Collection

The objective of DCHS is to acquire and maintain a collection of items of past, present and future historical interest which are relevant to the Society's mission and reflect the background and development of Douglas County. 

The PERMANENT COLLECTION should consider the following criteria:


1. The collection item considerations:



a.) support DCHS's mission



b.) attain historical relevance 



c.) be educational in nature



d.) have research value if the collection item cannot be exhibited? 


2. The Society must have acceptable storage room to properly store and care for the item. 


3. Duplicates and outdated media formats (unless accompanied by written summary) and newspapers 


will not be accepted.  


4. The object is not well represented in the collection. 


5. Ownership of the item must be legally transferable with signed documentation by donor and DCHS 
staff or representative.


6. The item will only be accepted if there are no restrictions, encumbrances, or conditions. 


7. An object removed from the Permanent Collection will have signed documentation by recipient. 


8. Access to the Permanent Collections, stored in the building's basement, will be regulated to the 
general population for security and liability purposes by staff or DCHS representative.


9. The condition of the object, relative to its historic importance. i.e. Is it in good condition and, 


therefore, can it be exhibited? 

The Society shall maintain two types of collections: the PERMANENT COLLECTION and PROJECT USE MATERIALS 

(i.e. stage props, costumes, and exhibit items).

All items accepted into the Permanent Collection shall have direct relevance to the history of Douglas County. The Society shall only accept items for the Permanent Collection for which it can reasonably provide adequate storage, care and a secure environment. Items in the Permanent Collection may be handled or studied only under the supervision of the staff, Board of Director or specially authorized collection volunteer. 

The only exception to this rule is the temporary use of items for historic DCHS plays and exhibits if responsibly displayed in a secure environment. 

· Due to the delicate nature of textile collection, these are never to be worn.

· DCHS displayed collection material used during performances requests that a written acknowledgment/credit stating it is from DCHS's Permanent Collection. This acknowledgment should be cited in sponsored productions (i.e. performance programs). 

· All internal loans (i.e. exhibits and productions) from the Permanent Collection shall be documented on an internal loan form and shall be signed by the recipient and a Collection Committee member for loan control. 

PROJECT USE MATERIALS shall NOT be accessioned artifacts and are as follows:


a. Deaccessioned from the Permanent Collection and retained by the Society.


b. Items unsuited for accession but which are useful for educational purposes.


c. Items accepted for “hands on” use and “hands on” exhibits.


d. Items to be used as costumes, props and programming for performances. These items shall be stored 
separately from the Permanent Collection.


e. Materials not suitable for the Permanent Collection will be reviewed to determine appropriate use.

Access to these items may be extended to a general audience with supervision from staff, Board member or volunteer.

Responsibilities

Ultimate responsibility for the acquisition and maintenance of collections rests with the Board of Directors which  is the governing body of the Society. The Board reviews and approves the Collection Policy and delegates authority for implementation to the Collection Committee.  The committee assists and advises the Board and Director in matters of accessioning and deaccessioning, and produces reports which are submitted to the Board of Directors. It is the responsibility of the staff, Board and volunteers to notify the Collection Committee of significant donations. 

Acquisition Policy

Purchased or donated items to the Society shall be accepted and approved by the Board, only if they are relevant to its purpose and meet the criteria outlined in the Objectives of the Collection.  The priority for acquisitions shall be directed to the development and improvement of the Permanent Collection.

Donated or purchased Project Materials approved by the Board shall be accepted only if they satisfy a particular need or are seen to have probable educational usage. The Program Materials shall be stored separately from the Permanent Collection. 

Accession Documentation

· A document describing the item, its condition, and stating the donor shall be free and clear of any encumbrances or restrictions and shall be signed by the Director or an authorized representative of the Society, and bear the signature of the donor.

· While gifts to the Society are tax-deductible as charitable contributions to a non-profit institution, the Board members or staff conforms to the Tax Reform Act of 1984 and thereby cannot legally provide appraisals and values.
· The Society legally shall not issue written or oral statements giving an appraised value for tax purposes. It is the responsibility of the donor to arrange for an outside appraisal. The donor is responsible for payment of any appraisal, fees and expenses with no ties, official or unofficial with the Society. 

· Records, i.e., accession files, catalog, donor files, and supporting documentation pertaining to the Permanent Collection, shall be maintained and stored within the confines of the Society. 

· The Society's catalog and donor files are currently maintained in Past Perfect museum collection management. Accession files and research files will be maintained in folders stored in filing cabinets. 

The Past Perfect database shall be backed up monthly onto an external hard drive or other suitable backup medium. Ideally this backup of the database should be maintained off site. 

Accession or Disposal

The mission of the Society is to retain accessioned items permanently if they continue to be relevant to the Society's purpose and can be responsibly stored and preserved.  The Society must remain free to improve its collection through selective deaccessioning and disposal and to redirect objects for approved research and for educational use. Periodic review is necessary to further the objectives of the Society.

The Collection Committee shall make all deaccessioning and disposal recommendations to the Board. The following criteria shall be used in evaluating a potential deaccession:


a. The object does not support the mission or collection goals of the DCHS.

b. DCHS has an over abundance of an object.

c. DCHS does not have the resources to properly store and care for the object.


d. The object is in poor physical condition and is unrepairable; has lost its integrity or may present a 
hazard 
to the collection. (Note: Repaired objects typically detract from the object's value. If an object is 
repaired, all repairs shall be described in detail (i.e. What was done, materials used and who did the 
repair) and recorded in the accessions record as well as in the database. Ideally before and after 
photographs shall be made to document the damage and repair). 


e. The object is found not to be genuine, or not purported to be when acquired.


f. Unclarified legal restrictions, moral or political considerations at the time the donation was offered?


g. The availability of better examples of the object in question. 

Items shall be referred to the Board of Directors for final review.

Methods of Disposal 

Objects to be removed from the collection will be disposed of in the following manner:


a. Method of disposal shall be in the best interest of the Society, the public trust, and the research 
interest the Society represents.


b. A gift to or exchange with another tax-exempt institution will be the preferred method of disposal.


c. Proceeds from the sale of deaccessioned objects shall be directed solely to the benefit of the 
collections management.


d. Conflicts of interest in disposal of collection items are strictly forbidden. Note: Refer to Ethics.


e. Records and photographs shall be kept of all deaccessioned items. 

Ethics

The Society shall not allow objects from its collections to be acquired privately by any employee, officer, volunteer, member of the Board of Directors or his or her representative, i.e., an outside party known by the aforementioned or family member, immediate or extended.  No Society personnel shall refuse any object offered for the collection and then subsequently acquire the object for personal use. Nor shall an associate of DCHS accept personal donations on DCHS property. 

The personal acquisition of any objects by staff or volunteers on DCHS property can have the appearance of impropriety which can potentially create serious ethical questions.
Loans

The Society shall not approve loans made to individuals or businesses from the Permanent Collection. 

Loans of collection items shall only be made to non-profit institutions that are instructed in the handling and treatment of museum artifacts. All loans may only be made by the Board and the Director.  

The loan record-keeping shall be documented and recorded. A copy of all loans shall be maintained by the Collection Committee.  The loan record or 'contract' shall address and describe the objects condition at the time the loan is made, required care and packing, tracking and mode of shipping. Terms of exhibition, return date, and stipulations concerning rights of reproduction and proper credit to DCHS. Loan documents must be signed by the borrower's representative and Director before objects leave the premises.  Returns of loaned material shall be packed, insured and shipped in the same manner in which the loan was sent to the borrower. 

The Director must review all incoming loans for approval and notify the Board. Incoming loans to the Society shall only be on a temporary basis for display and shall be promptly returned as stipulated in loan contract. The Society does not accept items on a “permanent loan” nor for “permanent display”. The Society shall not finance long term care, storage or insurance for goods belonging to another individual or institution. The Society shall not insure incoming loans, except where specified by loan contract.

Any item loaned to the Society and not collected within one year after the expiration of the loan period shall be considered an unrestricted gift to the collection after the loaning institution has been contacted and informed. 

Approved by the Board of Directors

____________________________________________________________

President                                                                                    Date

Board of Directors

** This document supersedes previous collection policies.
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