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Slater Memorial Museum Collection Policy

1. Purpose of the Collection

The by-laws of the Norwich Free Academy (NFA) state:

The purpose of the Slater Memorial Museum (SMM) is:

To provide our communities – immediate and broader – with professional scholarship and programming.  The Slater serves Academy students, faculty, and staff, and broader audiences - regional, national and international.  The SMM acquires, preserves, interprets, and exhibits fine and decorative art, archives and objects for the education and enjoyment of all.
2. Collection Objectives and Philosophy

With deep roots in the local community, and close institutional association with the Norwich Free Academy and the Norwich Art School, and with founding connections to the Slater Family, the SMM specifically collects artifacts, archival materials, publications, and other materials that:

· Support the curricula, history, heritage and cultural life of the Norwich Free Academy

Support the history, heritage, and cultural life of the city of Norwich and the Academy’s “sending towns” (Towns electing to offer fours years of High School education at NFA to its students comprise: Bozrah, Canterbury, Franklin, Lisbon, Preston, Sprague, and Voluntown)

· Support the Slater’s role as repository of art by Connecticut artists, focusing primarily upon Norwich natives and long-term residents

· Support the SMM’s historic connection to the Slater Family and the SMM’s responsibility to steward, interpret, and present that history

3. Delegation of Responsibility

The Director will staff and call to meet the Collections Committee of the SMM at least twice annually to discuss and approve major acquisitions

The Director/Curator will be responsible for implementing the procedures outlined in this collection policy and will report to the NFA Board of Trustees on the state of the collections.

The SMM’s Collections Committee comprises a minimum of three volunteers constituted as follows:  representatives of colleague organizations and at least one representative of the Board of Trustees of the Norwich Free Academy.

The Director may deploy Collections Acquisitions Account funds held by the NFA Foundation to purchase objects after consulting the Collections Committee.

SMM’s Assistant Director assumes registrarial responsibilities including documenting actions such as acquisitions, accessions, de-accessions, loans, location changes, inventory and care and protection.

4. Acquisition Policy and Procedures

Objects offered for sale or donation to the SMM must meet the following criteria:

a. The acquisition must conform to the SMM’s collecting objectives.

b. The present owner must have clear title.

c. If the object is for sale, a fair market value must be agreed upon between the parties and funding must be approved and arranged by the Director before purchase.

d. The materials or objects must be documented as to provenance, whenever possible.

e. As a rule, the SMM does not accept gifts that have restrictions regarding the display, use, or deaccession of the objects. Any donor restrictions shall be carefully considered and accepted only upon approval of the Director in conjunction with the Collections Committee.

Any such restrictions shall be specified in the legal gift agreement. Donors may request that their names be associated with the objects for display purposes. If that request is agreed to at the time of the donation, the name of the donor shall be publicly displayed with the object when it is on exhibition.

f. No staff member or trustee shall determine for a donor the monetary value of materials or objects offered to the SMM, or reveal the insurance value on an equivalent piece. Donors must obtain an independent appraisal if they desire a valuation for tax purposes. The Director/Assistant Director or Curator may assist donors in locating a qualified appraiser.

g. Gifts approved by the Collections Committee and accepted by the Director become the property of the SMM when a deed of gift form is signed by the donor and an authorized representative of the NFA Foundation. Ownership begins from the date specified on the deed of gift form. Two copies of this form shall be completed and signed, one for the donor and one for the collections files of the NFA Foundation.  A duplicate copy will be provided to SMM by Foundation staff.  A receipt of Gift will be issued when the object is received from the donor, regardless of the accession decision-making schedule.

h. Each gift shall be acknowledged in writing by the Director and Lead staff of the NFA Foundation, with a copy of the letter included in the collections file for the object. The Director, in the SMM audit and annual report, will list major accessions for the year, and review the general condition of the collections.

5. Documentation and Care

· Record-keeping

The Assistant Director or Collections Manager is responsible for the registration of the collections and the maintenance of the SMM’s record systems. Any object acquired for the collections shall be fully documented in a manner to ensure retrieval through the use of object files in the SMM’s electronic data base system. Accessions shall be processed promptly according to standard SMM procedures for documenting and numbering, as agreed upon by the Director and the Assistant Director.

Duplicate electronic documentation concerning the collections will be backed up daily along with  NFA’s overall record-keeping as a permanent record. The documentation shall consist of photographs of the objects and any appraisal information available, updated yearly in the following manner. The Director will submit to the NFA auditors new acquisitions and guarantee accuracy of record keeping. Records will be sent to the insurance carrier who covers the collections, as updates to the collections appraisal.

As complete a file as is possible will be maintained on each and all donors including family and provenance information.

· Security

The Assistant Director shall regularly monitor the collections to determine if they are adequately protected against fire, theft, vandalism and natural disaster. A full inventory of the collections shall be taken in rotation according to available resources at least once every three years, ensuring that all objects are properly displayed or stored in their correct locations. The Assistant Director shall notify the Director should any collections problems arise.

· Preservation and Conservation

The physical integrity of the collections shall be maintained as carefully as possible through proper techniques of storage and display, and attention to environmental conditions. Collection objects may be conserved or restored to assure their preservation and/or suitability for exhibition. Such work shall respect the original integrity of the objects, shall be documented, and shall utilize materials and techniques whose effects are reversible. The Director will approve all conservation and restoration work on collections.

6. Deaccession Policy

Deaccessioning is the process of permanently removing from the collections accessioned SMM holdings. The disposal of objects from the SMM’s collections for any reason has ethical, legal, and financial consequences which must be considered by the Director, the Collections Committee, and the NFA and NFA Foundation Boards of Trustees. The deaccessioning of objects should be considered on an individual basis in a cautious and scrupulous manner.

· Criteria for removal of objects from the Collection

Any or all of the criteria below will be sufficient for an object to be considered for deaccession.

a. The object is no longer relevant and useful to the purposes and activities of the SMM and its mission.

b. The SMM is not able to preserve the object properly.

c. The object has deteriorated beyond usefulness for exhibition or study.

d. The object is duplicated in the collection with one of better quality, condition or provenance.

· Procedure for the removal of objects from the Collection

Unaccesssioned material of minimal value may be disposed of by the Director in consultation with the Collections Committee.

Before any object is considered for deaccesssioning, a title and ownership search shall be conducted to verify that the SMM is legally free to do so.

Material found in the collection which, in the opinion of the Director, constitutes a potential hazard to the building, personnel or collections will be disposed of immediately by the best available means.

Accessioned material of value (and unaccessioned material of possible interest and value) to be removed from the collection shall be recommended for deaccessioning to the Collections Committee by the Director/Curator. If a simple majority of the Collections Committee approves the deaccession, the director shall implement.

It is crucial that thorough documentation be maintained at each step of the deaccession process. Recommendations for deaccessioning should be recorded in writing, specifying the source and provenance of the material or object, the reason for deaccessioning, the estimated market value and the recommended means of disposal.

· Restrictions

No donated object shall be deaccessioned for any reason until two years after the date of its acquisition.

Once accepted, expressed or specific restrictions imposed by the donor may not be violated by the object’s disposal. If it can clearly be shown that adherence to such restriction(s) is impossible or substantially detrimental to the SMM, legal advice will be sought.

If a donated object is slated for deaccessioning, particularly an object with restrictions, a reasonable good faith effort shall be made to notify the donor or his or her legal representative to inform them of the SMM’s intention to deaccession.

· Methods of Disposal

The Collections Committee will approve the methods of disposal of SMM objects and confirm that the disposition of proceeds follows stated SMM policy. The Board should also consider the full range of factors affecting the public interest.

Objects may be disposed of by transparent public sale at public auction, exchange or trade, transfer to another institution, or destruction, after the donor has been offered a right of first refusal. If an object has seriously deteriorated or has been deemed through thorough scholarship to be a reproduction of limited monetary value, it may also be considered for “hands-on” use within the SMM or another educational organization.  Such items will be de-accessioned and transferred to a study or educational collection. An effort to offer items to other non-profit institutions for gifts, exchange or sale should be pursued if such items warrant preservation by an institution other than the SMM.

Such items whose ownership is not transferred to another non-profit institution shall be disposed of preferably by public auction. Reasons for sale by any other means must be justified in writing and approved by the Board of Trustees. The sale will be conducted by an auction house and every effort will be made to protect the anonymity of the SMM. Selection of an auction house will be made by the Director.

Other means of sale may be used when the Collections Committee, due to overriding considerations, finds some other method preferable to public auction. Objects may be deaccessioned by the above referenced methods only to other museums, or public or educational institutions.

There shall be no trades or private sales made by any members of the Boards of Trustees, Collections Committee, Volunteers, or staff. No staff or Board member shall knowingly acquire by gift, exchange or purchase any item deaccessioned from the collections of the SMM.

· Use of funds raised from the sale of SMM objects

All monies obtained from the sale of deaccessioned objects will be allocated for the purposes of acquisitions or conservation of the existing collections. Standard SMM policy requires that such funds cannot be applied to the operational expenses of the SMM (or NFA.)

7. Loans

· Loans from the SMM

The SMM may lend material from its collections to appropriate institutions or agencies for public display, research or commercial use, providing the borrower can meet standards for transportation, handling, conservation, display, security and insurance set forth by the SMM.

Requests for loans from the SMM should be submitted to the Director, preferably not less than two months in advance. All loans will be approved by the Director, in consultation with the staff. In making a decision, the Director will take under consideration the length of the loan, the consequences of removing the object from display, and the safety and security of the object in transit and at its destination. If there is a reasonable doubt as to the wisdom of lending an object either because of its fragility, importance to the collection, the use to which it will be put or some other reason the consent of the Collections Committee will be obtained by the Director.

At the discretion of the Director, and at the convenience of staff, objects may be lent for commercial purposes for short-term use only if the complete safety of the object is assured and the remuneration is commensurate with the inconvenience involved. A staff member should accompany the object if that is determined necessary for the safety of the object. Objects on loan to the SMM may not be loaned for any reason without permission of the owners.

Loans may not be made to private individuals

The Assistant Director will be responsible for all paperwork relating to the loan.  The borrower shall be required to complete and submit a standard American Association of Museums Facilities Report.  The borrower and a representative of the SMM shall be required to sign two copies of the loan form—one for borrower and one for the collections records of the SMM. Loans to and from the SMM’s collections will be recorded in the loan register. Objects leaving the SMM site for conservation shall also be recorded in the loan register under “Loans Out.”

The SMM may require that the borrower pay insurance and transportation costs, if the same is specified in advance as part of the loan agreement. The borrowing institution may also be required to pay for the conservation of an object as a condition of the loan. Such work would be done under the direction of the SMM staff prior to lending the object.

All outgoing loans may be recalled by the SMM upon reasonable written notice, and shall be subject to immediate recall in the event that any of the Slater’s conditions are not fulfilled. All outgoing loans will be subject to the conditions stated on the SMM loan agreement.

· Loans to the SMM

Loan items will be sought or accepted if any one of the following conditions exist: 1) items are required for display in the Slater for a special exhibit or program; 2) no comparable item is available through purchase or donation; 3) there is an agreement (preferably in writing) that the loaned items(s) will eventually be donated or bequeathed to the SMM as unrestricted gifts; 4) the items were collected, owned or used by members of the Slater family.

No items will be accepted as loans without the approval of the Director. No object shall remain under the care of the SMM without a loan agreement signed by both parties for a specified time period. Costs of storage, security, transportation, insurance, condition assessment, ability to withstand travel, the lender’s restrictions and problems of provenance or copyright should all be weighed before accepting any loan.

The SMM will exercise the same care with respect to objects loaned to it as it does in the safekeeping of property of its own. Such objects shall not be removed from frame or repaired or transported, nor shall any photographs be taken without express permission of the owner. Upon arrival, loaned items will be unpacked as promptly as possible and written condition reports will be prepared and a copy sent to the lenders.

The SMM shall not accept indefinite loans to its collections, except by permission granted from the Collections Committee. Existing long term loans shall be maintained until such time as the objects are deemed unnecessary for the interpretation of the SMM. Long term loans will be reviewed annually. Loans not renewed annually will be examined and renewed according to loan agreement.

The SMM intends to limit as much as possible the borrowing of objects to those pieces which will be on public display. Upon removal from exhibit, the loaned items must be returned to their owner(s) as soon as it is feasible.

The Collections Committee must approve all loans to the SMM which must be put in storage. Depositors may be required to carry their own insurance. Depositors must be advised that they may be asked to remove their Deposits if the SMM requires the storage space.

8. Insurance

The SMM insures its collection through NFA under a fine arts floater.  The Director will update the  insurance carrier with a copy of the catalog record for each item accessioned during that year. When appropriate, new accessions of substantial value shall be added immediately to the insurance policy by notifying the agent. 

Materials requested for loan by the SMM will be insured either by NFA’s insurance carrier at the owner’s appraisal value, with the carrier supplying a certificate of insurance, as arranged at the time of the loan and specified on the loan agreement.

Objects lent to other institutions from the SMM will be fully insured by the borrowing institution’s carrier from the time they leave until they are returned (door to door).

9. Access to Collections

To facilitate the greatest possible use of the SMM’s collections, the SMM will strive to provide maximum access to its collections to the academy community and the public for research and exhibition consistent with staff availability and the security, safety and conservation of the objects. Requests for access to the collections not on public display or to the collection catalog records will be arranged through the Director. The accession records and object files are restricted. Any materials shown to researchers from these sources must first be reviewed.

10. Public Disclosure

A copy of this policy shall be made available to any donor or prospective donor, and any other responsible parties upon request, The SMM staff shall reply promptly to all responsible inquiries.

11. Personal Collecting/Ethics
All staff members, volunteers, board and committee members of the SMM, NFA Foundation and NFA should be aware of the collections policy and should at all times avoid any conflict of interest in their own personal collecting activities. No staff members, volunteers, board or committee members may compete with the SMM in any personal collecting activities.

If a staff member, volunteer, board or committee member acquires material which meets the collecting objectives of the SMM, he or she must notify the Director who will determine if it would benefit and enhance the collections. If so determined, the individual must offer the material to the SMM for the same price at which it was purchased or at fair market value in the instance of exchange. The SMM shall have one month to exercise its right to acquire such objects from employees. If the SMM fails to act upon this right within the time period specified, the materials may be retained by the employee.

As partners in the stewardship of the collections and upholders of the collection policy, the members of the Collections Committee are also required to recommend potential acquisitions to the Director before acquiring the material for personal collections.

Family heirlooms, gifts, material owned prior to the adoption of this policy or before an individual becomes associated with the SMM are exempt.

12. Collecting Goals

SMM will strive to meet its interpretive goals through preserving, presenting and interpreting objects that support its service to NFA, the greater academic community, the resident community and visitors to the area.  Area focus shall include, but not be limited to fine and decorative art, artifacts, archival materials, publications and other material related to the SMM, the Norwich Free Academy, the Slater Family, NFA alumni, former faculty and staff and related individuals, the city of Norwich and “Nine Miles Square,” southeastern Connecticut and the broader region as related to the above and Connecticut artists.

13. Amendment

Amendments, additions or changes to this policy may be proposed by the Director and/or Collections Committee and approved by the NFA and NFA Foundation Boards of Trustees before implementation.

This policy will be reviewed for currency and accuracy every five years.
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