
MUSEUM of RICHMOND
Collections Development Policy

Name of governing body: The Board of Directors of the Museum of Richmond
Ownership of all the items in the Museum’s own collection is vested in the trustees of the Museum of Richmond Trust who are a separate charitable trust established by Deed of Trust on 23 May 1988.
Date on which this policy was approved by the Board of Directors: 19 September 2012
Date at which this policy is due for review: September 2017
1. Museum’s statement of purpose

The Museum of Richmond seeks to preserve and interpret the material evidence of Richmond’s past for the public’s benefit, education and enjoyment. And to give young people, at the most formative stage in their development, an interest and insight into the history of their environment and hence a greater comprehension of the world in which they live.
2. An overview of current collections
The Museum of Richmond’s collections include material on loan from individuals and other local organizations including the London Borough of Richmond upon Thames. The 223 items from the London Borough of Richmond upon Thames which are on long-term loan to the Museum were the basis for the collection when the Museum opened in 1988. The Museum’s collection currently includes local history material of all kinds and from all periods relating to the social and industrial history of the area. 

Subjects/ Themes for collection:

i. the history of places, buildings etc.; 
ii. the history of institutions, communications and administration; 

iii. 
the lives and achievements of residents; 


iv. 
the economy, social life and customs; 

v. the relationship of Richmond to the wider national scene or to events in national history; 


vi. 
internal links within Richmond. 

vii. 
links with twin towns and with other Richmonds (or Kews, Hams and Petershams), including those overseas. 

3. Themes and priorities for future collecting
The Museum’s collection covers that area of the present London Borough of Richmond upon Thames formerly included in the pre-1965 Borough of Richmond, namely Richmond, Ham, Petersham and Kew. The whole of Richmond Park is included and adjacent areas are of interest in as far as they shed light on, or are linked to, the history of Richmond (eg. there are specific links with Kingston, Twickenham etc.). Items from all periods from prehistoric times until present day will be considered.

The Museum of Richmond will only seek to acquire items that strengthen, improve and complement existing collections without duplicating them. Exceptions to the prohibition against duplication will be items which can replace material currently on loan from other institutions. 

The Museum of Richmond recognises its collections policy is limited by lack of resources and storage capacity.
Due to the nature of the Museum's activities, the Museum may occasionally acquire certain items which are not intended to be retained for the collections, and therefore not accessioned into the permanent collections, but may be used for teaching or handling collections. In the case of such material, documentation will clearly show the intended use of the item and donors will be made aware of this possibility at the time of entry and informed as soon as possible when a decision has been made regarding the item. These items will be recorded separately outside the main accession record and shall not be treated as part of the permanent collection since their intended use implies that preservation cannot be guaranteed.

Priorities, where given, do not preclude the acquisition of other relevant items in a particular collecting field. 
Social/Local History 

To acquire a representative collection of material relating to the development of life and work in Richmond from earliest times to the present day. 
Priorities will be: material relating to Kew, Ham and Petersham - areas which are currently under-represented in the collections; material relating to contemporary culture. 
Costume & Textiles 

To collect clothing and textiles made, worn and used by the people of Richmond. Materials relating to local shops and industries will be collected. 
Priorities will be: 19th and 20th century clothing (particularly occupational wear); locally made items. 

Work 
To acquire a representative collection of material relating to the agriculture, trades, industries and businesses past and present of Richmond, subject to limitations of resources and storage. 

Priorities will be: manufacturing; retailing; leisure industry & tourism.

Transport

To acquire a representative collection of material relating to Richmond’s road, river and railway transport.

Leisure 
To acquire a representative collection of material relating to leisure activities of adults and children. 

Priorities will be; public entertainments, cinemas, theatres, public houses, sports and celebrations. 

Education 
To acquire a representative collection of material relating to educational activities within Richmond. 

Priorities will be: oral testimony; photographs. 

Local Government 

To acquire a representative collection of material relating to the development of local government within Richmond. 

Priorities will be: official regalia to complement existing collections; vanished elements of local government (eg. the Vestry). 

Religion 
To acquire a representative collection of material relating to the development of various religious denominations within Richmond. 

Priorities will be: non-conformist Christian and non-Christian.

Domestic Life 
To acquire a representative collection of material relating to the home 

environment within Richmond. 

Priorities will be: pre-Victorian and post 1945 items. 

War 
To acquire a representative collection of material relating to the involvement of Richmond's people at home and abroad in conflicts throughout time. 

Priorities will be: the Home Front 1914-18 & 1939-45; military activities (eg. army and POW camps, secret installations) in Richmond. 

Numismatics 
To acquire a representative collection of coins, medals, tokens and badges used, made and sold by Richmond's people. 

Priorities will be: trade tokens to replace those currently on loan from other institutions. 

Photographs 
Photographs will only be acquired if they relate to existing collections, or displays or potentially collectable items. Topographical views will normally be passed to the Richmond Local Studies Collection: exceptions are where those images directly relate to other collectable items or to existing displays (in those cases some arrangement may be made between the Museum and the Richmond Local Studies Collection to have copy prints produced). Some photographs may be acquired on loan to be copied when resources allow. 

Priorities will be: images relating to the special temporary exhibitions programme; images relating to existing collections and displays. 

Film/Video 

Film and videos will only be acquired if they relate to existing collections or displays. Topographical views will normally be passed to the Richmond Local Studies Collection: exceptions are where those images directly relate to other collectable items or to existing displays. Some films I videos will be acquired on loan to be copied when resources allow. No inflammable or otherwise unstable film stock will be collected. 

Priorities will be: images relating to the special temporary exhibitions programme; images relating to existing collections and displays; images which may be used as part of future audio-visual presentations. 

Oral History 

To create a body of material based upon the personal experiences of Richmond's people. This, in part, will relate to the Museum's programme of special temporary exhibitions. The scope of this collection will be bound by the limitations of resources, especially time. 

Priorities will be: recording change in all aspects of life focusing on work practices or lifestyles which have been, or are likely to be, discontinued. 

Documents & Printed Material 

Documents and printed material will not normally be acquired unless they 

relate to existing collections, or displays or potentially collectable items. Otherwise such items will be passed to the Richmond Local Studies Collection or other appropriate public record offices, archives or libraries. 

Priorities will be: items relating to existing collections and displays; items relating to the special temporary exhibitions programme. 

Art 
Works of fine and decorative art will not normally be acquired unless they relate to existing collections, or displays or potentially collectable items. Otherwise such items will be passed to Orleans House Gallery which is the London Borough of Richmond upon Thames's repository of local topographical art. 

Priorities will be: items relating to existing collections and displays; items relating to the special temporary exhibitions programme. 

Archaeology 

To acquire a collection of archaeological material, whether excavated professionally or found casually within the confines of the stated geographical area. All such casually found material can only be accepted as long as the provenance and ownership and the circumstances of their recovery can be proven. Where doubts arise about the ability of the Museum to properly conserve and store such material it must be considered for transfer to a more appropriate institution (eg. Museum of London). 

Professionally excavated finds and records will only be accepted where these are already published, or are to be published in the near future, and where resources and space allow for their proper conservation and storage. 

Priorities will be: to acquire material to replace items currently on loan from other institutions. 

Ethnography 
No specimens will be acquired unless they are in a relevant social and 

historical context. 

Geology 
No specimens will be acquired unless they are in a relevant social and historical context. 

Natural History 

Palaeontological specimens and excavated animal bones will only be acquired if they add significantly to our understanding of the local environment in the past. Botanical and zoological specimens will not be acquired unless they are in a relevant social and historical context. 

4. Themes and priorities for rationalisation and disposal
De-accessioning and disposal will only take place as part of the Museum’s long-term collections policy, in order to increase public benefit derived from museum collections. It will be motivated by curatorial reasons and never principally by financial reasons and will take place in accordance with section 13, below. Reference should also be made to the Museums Association “Disposal Toolkit”.
Before undertaking the disposal of any item, the intended outcomes of the process will be considered and articulated. These outcomes should demonstrate how public benefit will increase as a result of disposal and should cover as many of the following as possible:

· improved care for the item

· improved access to the item, increased enjoyment and engagement by the public

· improved context for the item

· continued retention of the item within public museum collections or the wider public domain

· the removal of any hazard passed by an item

The freeing up of resources or creation or optimising of space may be incidental outcomes of disposal but should not form the primary reasons for disposal.
Any items selected for disposal should fall into at one of the following categories:
Items that fall outside the Museum’s collections policy
Not fitting within the confines of the collection, as defined by the Museum’s current collections policy, should not automatically necessitate an item’s disposal. If, however, an item is no longer relevant, not in use or there is no reasonable expectation of it being used it may be appropriate to dispose of it. Things to consider are:

· why was the item acquired in the first place?

· is the item currently being used?  If yes, there is a strong argument for retention.

· might it be better used by another museum?

· is the item being selected because it is out of fashion?  If so, proceed with caution.

· would the item fit better, and be more widely used and accessible, in another museum’s collection.

Duplicate items

The fact that an object is an apparent duplicate should not automatically be a justification for disposal; these items may have significant stories or histories attached to them, which need to be assessed. Things to consider are:

· is the duplicate in use? Are there any identifiable uses for the item in the future?

· does the item have a unique history?

· is there cultural value in retaining more than one of the items?

· could a use be found for the item in another part of the collection eg education, handling or set dressing?
· Is the duplicate item likely to be found in other museums? (If so, it may be difficult to transfer.)

Underused items

If an item has never been used and there is little or no likelihood of the museum finding a use in the future, it may be appropriate to remove it from the collection. Things to consider are:
· why is this item unused and what are the potential opportunities for use in the future?

· might the item be better used by another museum?

· if specialist knowledge could be obtained is there a likelihood that the item could be brought into use?

· is the specialist knowledge more likely to be available if the item is transferred?

· what is the cultural significance of the item within the collection? 
· is the item unique or is there other similar material in the collection?

· is the item being selected because it is out of fashion? If so proceed with caution

· could a use be found for the item in another part of the collection eg education, handling or set dressing?

Items for which the museum is unable to provide adequate care (or curation)

This covers items where the museum does not have the specialist knowledge to curate or use them appropriately, or lacks adequate resources to care for them. In cases where there is little expectation that the museum will be able to provide suitable care it may be more appropriate to remove items and place them where their care can be improved. Things to consider are:

· is the item relevant to the collection?

· would the item fit better in another collection?

· can the resources be obtained to care for the item?

· are the resources more likely to be available in another museum?

Items that are damaged or deteriorated beyond the museum’s ability to repair

Items that cannot be used because they are damaged beyond the museum’s ability to repair them. Things to consider are:
· is the item beyond all repair?

· what would be the cost of conserving/repairing the item?

· can the resources be obtained to conserve and repair the item?

· is another owner, such as a specialist or enthusiasts’ group, better able to repair and use the item?

Uncontextualised or unprovenanced items

Due to past methods, management and recording of acquisitions, there may be material that lacks documentation and recorded provenance. In some cases items may not be of use and may be considered for disposal. Things to consider are:

· has every effort been made to research the item’s history?

· can the museum find a use for this item – for education, object handling, set dressing etc?

· has the museum undertaken a risk assessment relating to disposal of the item, which should consider the possibility that the museum does not have legal title to the item?

Items that pose a threat to health and safety

It may be advisable to dispose of items that, due to the material they are made from, are hazardous to the public or staff on health and safety grounds. Things to consider are:
· what is the risk to the public and staff?

· is it possible to remove the risk and still retain the item?

· how can the item be destroyed safely?

· what legislation may affect the item’s retention/disposal from the collection?

5. Limitations on collecting 

The museum recognises its responsibility, in acquiring additions to its collections, to ensure that care of collections, documentation arrangements and use of collections will meet the requirements of the Accreditation Standard. It will take into account limitations on collecting imposed by such factors as staffing, storage and care of collection arrangements.

6. Collecting policies of other museums 

The museum will take account of the collecting policies of other museums and other organisations collecting in the same or related areas or subject fields. It will consult with these organisations where conflicts of interest may arise or to define areas of specialism, in order to avoid unnecessary duplication and waste of resources. 

Specific reference is made to the following museums:

London Borough of Richmond upon Thames Local Studies Collection
Hammersmith and Fulham Archives and Local History Centre

Kingston-upon Thames Museum and Heritage Service 

Orleans House Gallery 

The Museum of Rugby

Twickenham Museum

Wimbledon Society Museum of Local History

7. Policy review procedure 

The Collections Development Policy will be published and reviewed from time to time, at least once every five years. The date when the policy is next due for review is noted above. 

Arts Council England will be notified of any changes to the Collections Development Policy, and the implications of any such changes for the future of existing collections. 

8. Acquisitions not covered by the policy 

Acquisitions outside the current stated policy will only be made in very exceptional circumstances, and then only after proper consideration by the governing body of the museum itself, having regard to the interests of other museums. 

9. Acquisition procedures 
a. The museum will exercise due diligence and make every effort not to acquire, whether by purchase, gift, bequest or exchange, any object or specimen unless the governing body or responsible officer is satisfied that the museum can acquire a valid title to the item in question. 

b. In particular, the museum will not acquire any object or specimen unless it is satisfied that the object or specimen has not been acquired in, or exported from, its country of origin (or any intermediate country in which it may have been legally owned) in violation of that country’s laws. (For the purposes of this paragraph ‘country of origin’ includes the United Kingdom).

c. In accordance with the provisions of the UNESCO 1970 Convention on the Means of Prohibiting and Preventing the Illicit Import, Export and Transfer of Ownership of Cultural Property, which the UK ratified with effect from November 1 2002, and the Dealing in Cultural Objects (Offences) Act 2003, the museum will reject any items that have been illicitly traded. The governing body will be guided by the national guidance on the responsible acquisition of cultural property issued by the Department for Culture, Media and Sport in 2005.

d. So far as biological and geological material is concerned, the museum will not acquire by any direct or indirect means any specimen that has been collected, sold or otherwise transferred in contravention of any national or international wildlife protection or natural history conservation law or treaty of the United Kingdom or any other country, except with the express consent of an appropriate outside authority. 

e. The museum will not acquire archaeological antiquities (including excavated ceramics) in any case where the governing body or responsible officer has any suspicion that the circumstances of their recovery involved a failure to follow the appropriate legal procedures.


In England, Wales and Northern Ireland the procedures include reporting finds to the landowner or occupier of the land and to the proper authorities in the case of possible treasure as defined by the Treasure Act 1996.

f. Any exceptions to the above clauses 8a, 8b, 8c, or 8e will only be because the museum is: 

· acting as an externally approved repository of last resort for material of local (UK) origin

· acquiring an item of minor importance that lacks secure ownership history but in the best judgement of experts in the field concerned has not been illicitly traded

· acting with the permission of authorities with the requisite jurisdiction in the country of origin

· in possession of reliable documentary evidence that the item was exported from its country of origin before 1970
In these cases the museum will be open and transparent in the way it makes decisions and will act only with the express consent of an appropriate outside authority.

g.
As the museum holds or intends to acquire human remains from any period, it will follow the procedures in the ‘Guidance for the care of human remains in museums’ issued by DCMS in 2005.

10. Spoliation 

The museum will use the statement of principles ‘Spoliation of Works of Art during the Nazi, Holocaust and World War II period’, issued for non-national museums in 1999 by the Museums and Galleries Commission. 

11. The Repatriation and Restitution of objects and human remains

The museum’s governing body, acting on the advice of the museum’s professional staff, if any, may take a decision to return human remains (unless covered by the ‘Guidance for the care of human remains in museums’ issued by DCMS in 2005) , objects or specimens to a country or people of origin. The museum will take such decisions on a case by case basis; within its legal position and taking into account all ethical implications and available guidance. This will mean that the procedures described in 13a-13d, 13g and 13o below will be followed but the remaining procedures are not appropriate.

The disposal of human remains from museums in England, Northern Ireland and Wales will follow the procedures in the ‘Guidance for the care of human remains in museums’. 

12. Management of archives 

As the museum holds / intends to acquire archives, including photographs and printed ephemera, its governing body will be guided by the Code of Practice on Archives for Museums and Galleries in the United Kingdom (third edition, 2002). 

13. Disposal procedures

Disposal preliminaries
a. The governing body will ensure that the disposal process is carried out openly and with transparency.

b. By definition, the museum has a long-term purpose and holds collections in trust for society in relation to its stated objectives. The governing body therefore accepts the principle that sound curatorial reasons for disposal must be established before consideration is given to the disposal of any items in the museum’s collection. 

c. The museum will confirm that it is legally free to dispose of an item and agreements on disposal made with donors will be taken into account. 

d. When disposal of a museum object is being considered, the museum will establish if it was acquired with the aid of an external funding organisation. In such cases, any conditions attached to the original grant will be followed. This may include repayment of the original grant and a proportion of the proceeds if the item is disposed of by sale.

Motivation for disposal and method of disposal 
e. When disposal is motivated by curatorial reasons the procedures outlined in paragraphs 13g-13o will be followed and the method of disposal may be by gift, sale or exchange.

f.
The museum will not undertake disposal motivated principally by financial reasons

The disposal decision-making process
f. Whether the disposal is motivated either by curatorial or financial reasons, the decision to dispose of material from the collections will be taken by the governing body only after full consideration of the reasons for disposal. Other factors including the public benefit, the implications for the museum’s collections and collections held by museums and other organisations collecting the same material or in related fields will be considered. External expert advice will be obtained and the views of stakeholders such as donors, researchers, local and source communities and others served by the museum will also be sought.

Responsibility for disposal decision-making
g. A decision to dispose of a specimen or object, whether by gift, exchange, sale or destruction (in the case of an item too badly damaged or deteriorated to be of any use for the purposes of the collections or for reasons of health and safety), will be the responsibility of the governing body of the museum acting on the advice of professional curatorial staff, if any, and not of the curator of the collection acting alone. 

Use of proceeds of sale
h. Any monies received by the museum governing body from the disposal of items will be applied for the benefit of the collections. This normally means the purchase of further acquisitions. In exceptional cases, improvements relating to the care of collections in order to meet or exceed Accreditation requirements relating to the risk of damage to and deterioration of the collections may be justifiable. Any monies received in compensation for the damage, loss or destruction of items will be applied in the same way. Advice on those cases where the monies are intended to be used for the care of collections will be sought from the Arts Council England.
i. The proceeds of a sale will be ring-fenced so it can be demonstrated that they are spent in a manner compatible with the requirements of the Accreditation standard.

Disposal by gift or sale
j. Once a decision to dispose of material in the collection has been taken, priority will be given to retaining it within the public domain, unless it is to be destroyed. It will therefore be offered in the first instance, by gift or sale, directly to other Accredited Museums likely to be interested in its acquisition.

k. If the material is not acquired by any Accredited Museums to which it was offered directly as a gift or for sale, then the museum community at large will be advised of the intention to dispose of the material, normally through an announcement in the Museums Association’s Museums Journal, and in other specialist journals where appropriate.

l. The announcement relating to gift or sale will indicate the number and nature of specimens or objects involved, and the basis on which the material will be transferred to another institution. Preference will be given to expressions of interest from other Accredited Museums. A period of at least two months will be allowed for an interest in acquiring the material to be expressed. At the end of this period, if no expressions of interest have been received, the museum may consider disposing of the material to other interested individuals and organisations giving priority to organisations in the public domain.

Disposal by exchange

m. The museum will not dispose of items by exchange. 

Documenting disposal

o.
Full records will be kept of all decisions on disposals and the items involved and proper arrangements made for the preservation and/or transfer, as appropriate, of the documentation relating to the items concerned, including photographic records where practicable in accordance with SPECTRUM Procedure on deaccession and disposal. 
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