Head of Steam

Parlington Railway Museumn

Collections Management
Framework 2016 - 2021

Head of Steam — Darlington Railway Museum

Collections Development Policy and accompanying Documentation,
Loans and Conservation Policies and Plans.

Leona White-Hannant
Museum Manager Curator
October 2016




Contents

. Collections Development Policy
. Documentation Policy

. Care and Conservation Policy

. Loans Policy

. Documentation Plan (incl. Documentation Procedures)

. Care and Conservation Plan

. Appendices

Page

2-11

12-13

14-17

18-22

23-31

32-34

35-62

l|Page



Head of Steam

Darlingten Railway Museum
Collections Development Policy
2016-2021

Name of museum: Head of Steam - Darlington Railway Museum

Name of governing body: Darlington Borough Council

Date on which this policy was approved by governing body: Insert date

Policy review procedure: The collections development policy will be published and reviewed from time to
time, at least once every five years. 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 collections.

Date at which this policy is due for review: October 2021

1. Relationship to other relevant policies/plans of the organisation:

1.1.

1.2.

1.3.

1.4.

The museum’s statement of purpose is:

Head of Steam - Darlington Railway Museum aims to delight all its visitors in the town that is the
birthplace of the modern railway.

The museum’s mission is to explain the significance of Darlington to railways, and of railways to
Darlington.

The museum’s responsibility is to preserve for future generations, and to make available for
education and enjoyment, the unique historical collections it holds in trust.

The museum’s objective is to make, in relation to the funding it receives, a worthwhile
contribution to community development and economic prosperity in Darlington.

The governing body will ensure that both acquisition and disposal are carried out openly and
with transparency.

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

acquisition to the collection, or the disposal of any items in the museum’s collection.

Acquisitions outside the current stated policy will only be made in exceptional circumstances.
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1.5.

1.6.

1.7.

The museum recognises its responsibility, when acquiring additions to its collections, to ensure
that care of collections, documentation arrangements and use of collections will meet the
requirements of the Museum Accreditation Standard. This includes using SPECTRUM primary
procedures for collections management. It will take into account limitations on collecting
imposed by such factors as staffing, storage and care of collection arrangements.

The museum will undertake due diligence and make every effort not to acquire, whether by
purchase, gift or bequest, 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.

The museum will not undertake disposal motivated principally by financial reasons

2. History of the collections

2.1.

2.2.

2.3.

2.4.

2.5.

2.6.

2.7.

2.8.

The museum was opened in 1975 to coincide with the 150th anniversary of the Stockton and
Darlington Railway, when the campaigning of enthusiasts and community activists resulted in
the preservation of the passenger station. The museum opened as ‘Darlington Railway Museum’
and was originally administered by a charitable trust.

The Trust Collection consisted of a combination of donations, loans from private donors (short-
term and indefinite) and loans from local and national museums. In 1985 responsibility for the
running of the museum, and the management of the collections, passed to Darlington Borough
Council.

The collection consisted of railway items relating to the Stockton and Darlington Railway (S&DR)
and the railways and railway industry of the north-east region. They also collected generic
railway items not specifically associated with north-east England.

Any items donated after this date belong to the museum and the council. Any items donated
prior to this date remain the property of the Trust (which has yet to be wound up despite
numerous attempts by the council). These items (along with the loans taken in by the Trust) are
regarded as Trust Loans.

Under the management of the council the museum continued to accept donations and loans of
railway related artefacts not associated with north-east England, in particular generic railway
ephemera, magazines and published material as well as the more relevant S&DR and north-
eastern artefacts.

The museum has a number of artefacts on loan from the National Railway Museum including
locomotives Locomotion No 1, Derwent, Tennant 1463 and Q7 901, a third class carriage and

artefacts relating to the S&DR.

In the 1990’s the town’s local history museum, Tubwell Row Museum, closed its doors. All
artefacts relating to the railways and/or Darlington were transferred to the museum.

In 1992 the collection of Ken Hoole, a renowned railway enthusiast, was transferred to the
museum from Durham County Council so that the museum could open a research room called
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2.9.

2.10.

the Ken Hoole Study Centre. The collection made up the bulk of the research material along with
archival material from the museums own collection.

From approximately 2000 the museum’s Collections Development Policy was updated to only
accept material relating to the S&DR and the development and operation of railways in north-
east England.

In 2004 the museum received a bequest from local railway enthusiast John Mallon. The John
Mallon Collection included a unique collection of railway photographs mapping different railway
lines in the region, plus a large collection of railway ephemera collected by Mr Mallon during his
time working on the railways. The collection is jointly owned by the museum and the North
Eastern Railway Association (NERA).

An overview of current collections

3.1.

3.2.

3.3.

3.4.

3.5.

3.6.

3.7.

The museum collection consists of 20,386 accessioned artefacts or groups of artefacts.

The museum’s existing collections are almost wholly limited to material illustrating the
development and operation of railways in north-east England. Although regional in scope, in
some areas they are of national importance because of their association with the Stockton &
Darlington Railway (S&DR), as the world’s first modern railway.

The existing collections cover:

the S&DR and its associated lines

the North Eastern Railway (NER)

the London & North Eastern Railway (LNER)
British Railways (BR)

the railway manufacturing industry in Darlington
industrial railways in Darlington

The material held includes:

archives, maps, photographs and printed ephemera

one locomotive and two wagons

items used in railway operating

‘branded’ items associated with the railway infrastructure
models and toys

The museum also holds the largest existing collection of Darlington ceramic commemorative
ware, and a small group of local history curiosities and bygones in the form of the remaining

collections of the former Tubwell Row Museum.

The museum holds a large archive of railway related ephemera, maps and photographs from two
donors in particular: Ken Hoole and John Mallon.

Although not strictly ‘collections’ in the traditional sense, in that they are fixed structures in their
original locations, there is an argument that the most important items the museum holds are the
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3.8.

buildings from the occupation of the site known by the S&DR as ‘North Road’. These at present
comprise North Road Goods Station, built in 1833 and extended in 1839-40; the Goods Agent’s
Offices, built in 1840; Darlington (North Road) Station, built in 1841-42 and extended in 1853,
1856, 1860, 1864, 1872 and 1876; and Hopetown Carriage Works, built in 1853. The museum
also holds the site of the demolished Kitching’s Foundry, developed between 1831 and 1855 and
effectively the S&DR’s locomotive works until 1863.

The museum also maintains a reference library of published texts relevant to the history and
development of railways, with particular reference, although not restricted to, north-east
England.

4. Themes and priorities for future collecting

4.1.

4.2.

4.3.

4.4,

4.5.

The museum recognises its responsibility, when collecting new items, to ensure that collections
care, documentation and use will meet the requirements of the Accreditation Standard. It will
take into account limitations imposed by such factors as inadequate staffing, storage and care of
collections arrangements (see Documentation Policy and Care and Conservation Policy). Where
the acquisition of an item would have significant financial implications, either in terms of
purchase price or future preservation, the matter will be referred to the Assistant Director of
Neighbourhood Services and Resources for approval.

The primary objective in collections development will be to acquire material, by donation or
purchase, which can document and interpret the following themes:

The evolution and significance of the North Road site and its buildings.

The origins, development and historical significance of the S&DR.

The history and significance of S&DR 0-4-0 No 1 Locomotion, particularly the story of its
iconisation by railway company publicity and the contribution this made to the birth of
railway preservation.

The history of Darlington as a railway manufacturing town, with particular reference to North
Road Locomotive Works, ‘Stivvies’ (Robert Stephenson & Co), Faverdale Wagon Works, and
their products.

The impact of railway transport and haulage on the economic and social development of
Darlington and its surrounding area, including the town’s industrial railways.

The role of railways in popular culture and leisure, through such things as toys and model
engineering.

The museum will continue to add to its collection of Darlington ceramic commemorative ware,
as appropriate items are donated. It will also, as a home of last resort, be open to the
acquisition of particularly significant individual items relating to the town’s local history.

In relation to archives, maps, photographs and printed ephemera, the museum will continue to
collect material generally relevant to the development and history of railways in north-east
England. It will also continue to purchase, or to accept gifts of, relevant books and other
publications for addition to its reference library.

The museum will collect relevant items from any historical period. In practice, and with the
possible exception of significant local history items, few potential acquisitions are likely to be
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4.6.

4.7.

4.8.

4.9.

4.10.

4.11.

4.12.

4.13.

older than 1800. Where appropriate, particularly in the field of locally relevant ‘branded’ railway
ephemera, the museum will selectively collect contemporary material.

In terms of geographical area, the museum’s primary interest will be the Borough of Darlington
and its dependent and surrounding area in terms of railway operating and use. This will be
deemed to include the routes of the S&DR and its associated companies in their entirety, and the
route over Stainmore.

The museum will also selectively collect items associated with the NER, the LNER and BR,
provenanced to the area covered by the pre-1974 counties of Durham and the North Riding of
Yorkshire, where these illustrate aspects of railway history that are not covered by more locally
provenanced material.

The museum will only collect large structural items or historic buildings (such as stations or signal
boxes) where these can specifically contribute towards the delivery of the Museum Forward Plan
or are functionally required for railway operating purposes. No large structural items or
buildings will be acquired unless, on an item by item basis, it has been ascertained in advance
that their erection and use on the site would be acceptable under planning legislation and to
English Heritage.

Since its establishment in 1975, the museum has traditionally depended upon loans, from other
museums or heritage railway organisations and from private individuals, for the great majority of
the locomotives, carriages and wagons that have made up the core of its displays. As permitted
by available opportunities and resources, the museum would like to significantly reduce the
extent of its dependence on loans by acquiring its own collection of railway vehicles relevant to
its mission and stated interpretive objectives.

The museum will seek to collect a representative selection of locomotives built in Darlington,
both to show how railway motive power has developed chronologically and the part the town
once played in the manufacture of such locomotives.

A number of locomotives built elsewhere but used at Darlington industrial sites do survive in
heritage railway ownership. Should opportunities arise, the museum would wish to acquire

single examples of steam, diesel and electric locomotives used in Darlington industry. At the
date of adoption of this Policy, the museum owns no passenger carriages.

The movement of goods by rail had a significant impact on the urban and economic
development of Darlington, and on life in the area. Therefore the museum will seek to acquire a
small selection of appropriate vehicles, to illustrate how railway travel in the area has changed
over time.

The museum will seek to collect a small, representative, selection of wagons of different types,
to illustrate the range and nature of railway goods traffic in the past.

5. Themes and priorities for rationalisation and disposal

5.1

The museum recognises that the principles on which priorities for rationalisation and disposal
are determined will be through a formal review process that identifies which collections are

6|Page



included and excluded from the review. The outcome of review and any subsequent
rationalisation will not reduce the quality or significance of the collection and will result in a
more useable, well managed collection.

5.2 The procedures used will meet professional standards. The process will be documented, open
and transparent. There will be clear communication with key stakeholders about the outcomes
and the process.

5.3 The museum will undertake rationalisation of the collection where:

e The artefact does not match the current Collections Development Policy.

e |tis a duplicate of another artefact in the collection.

e The artefact is unprovenanced (i.e. does not have sufficient background information to provide
context).

e |tistoo badly damaged or decayed to be worthy of retention, or was not in the first instance
actually of museum quality.

e Its ongoing retention would represent a threat to the health or safety of museum staff or
members of the public.

e  Would be more appropriate to another museum or organisation’s collection.

6 Legal and ethical framework for acquisition and disposal of items

6.1 The museum recognises its responsibility to work within the parameters of the Museum
Association Code of Ethics when considering acquisition and disposal.

7 Collecting policies of other museums

7.1 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.

7.2 Specific reference is made to the following museum(s)/organisation(s):

e National Railway Museum (York & Shildon)

e Beamish, the North of England Open Air Museum
e Tyne & Wear Museums Service

e Hartlepool Borough Council

e Stockton-On-Tees Borough Council

e Redcar & Cleveland Borough Council

e Middlesbrough Borough Council

e Durham County Council

Specific reference is made to the following Heritage Railways:

e Tanfield Railway
* Bowes Railway
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e North Yorkshire Moors Railway
e Weardale Railway
e Wensleydale Railway

The museum also acknowledges the collecting activities of Darlington Library in the field of local
history, and will work with the Library to ensure that significant material is preserved in the most
appropriate place.

8 Archival holdings

8.1 The museum holds a large collection of archival material including photographs, ephemera,
maps and plans, and locomotive diagrams. The majority of the acquisitions that the museum
receives are archival in nature and we will continue to collect relevant material for our
collection. Archival material is available to the public for research purposes and is a much used
resource.

9 Acquisition
9.1 The policy for agreeing acquisitions is:

All acquisitions must be approved by a member of the Collections Team (either the Manager
Curator or the Collections and Learning Assistant). No other member of staff may approve an
acquisition in their absence. All acquisitions must comply with the museum’s current Collections
Development Policy. Where the acquisition of an item would have significant financial
implications, either in terms of purchase price or future preservation, the matter will be referred
to the Assistant Director of Neighbourhood Services and Resources for approval.

9.2 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).

9.3 In accordance with the provisions of the UNESCO 1970 Convention on the Means of Prohibiting
and Preventing the lllicit 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.

10 Human remains

10.1 The museum does not hold or intend to acquire any human remains.
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11 Biological and geological material

11.1 The museum will not acquire any biological or geological material.

12 Archaeological material

12.1 The museum will not acquire any archaeological material.

13 Exceptions
13.1 Any exceptions to the above clauses will only be because the museum is:
e acting as an externally approved repository of last resort for material of local (UK) origin
e acting with the permission of authorities with the requisite jurisdiction in the country of origin
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. The museum will
document when these exceptions occur.

14 Spoliation

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

15 The Repatriation and Restitution of objects and human remains
The following statements must also be included, if relevant to the museum:

15.1 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 16.1-5 will be followed but the remaining procedures are not
appropriate.

16 Disposal procedures

16.1 All disposals will be undertaken with reference to the SPECTRUM Primary Procedures on
disposal.
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16.2

16.3

16.4

16.5

16.6

16.7

16.8

16.9

16.10

The governing body will confirm that it is legally free to dispose of an item. Agreements on
disposal made with donors will also be taken into account.

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.

When disposal is motivated by curatorial reasons the procedures outlined below will be
followed and the method of disposal may be by gift, sale, or as a last resort - destruction.

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 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. 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.

A decision to dispose of a specimen or object, whether by gift, 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 or manager of the collection acting alone.

Once a decision to dispose of material in the collection has been taken, priority will be given to
retaining it within the public domain. 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.

If the material is not acquired by any Accredited museum to which it was offered 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 a notice on the MA’s Find an Object web listing service, an
announcement in the Museums Association’s Museums Journal or in other specialist
publications and websites (if appropriate).

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.

Any monies received by the museum governing body from the disposal of items will be applied
solely and directly 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
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16.11

16.12

where the monies are intended to be used for the care of collections will be sought from the
Arts Council England.

The proceeds of a sale will be allocated so it can be demonstrated that they are spentin a
manner compatible with the requirements of the Accreditation standard. Money must be
restricted to the long-term sustainability, use and development of the collection.

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.

Disposal by exchange

16.13

The museum will not dispose of items by exchange.

Disposal by destruction

16.14

16.15

16.16

16.17

16.18

If it is not possible to dispose of an object through transfer or sale, the governing body may
decide to destroy it.

It is acceptable to destroy material of low intrinsic significance (duplicate mass-produced
articles or common specimens which lack significant provenance) where no alternative method
of disposal can be found.

Destruction is also an acceptable method of disposal in cases where an object is in extremely
poor condition, has high associated health and safety risks or is part of an approved destructive
testing request identified in an organisation’s research policy.

Where necessary, specialist advice will be sought to establish the appropriate method of
destruction. Health and safety risk assessments will be carried out by trained staff where
required.

The destruction of objects should be witnessed by an appropriate member of the museum

workforce. In circumstances where this is not possible, e.g. the destruction of controlled
substances, a police certificate should be obtained and kept in the relevant object history file.

l1|Page



Head of Steam

Darlingten Railway Museum
Documentation Policy
2016-2021

Name of museum: Head of Steam - Darlington Railway Museum

Name of governing body: Darlington Borough Council

Date on which this policy was approved by governing body: Insert date

Policy review procedure: The documentation policy will be published and reviewed from time to time, at
least once every five years. Arts Council England will be notified of any changes to the documentation
policy, and the implications of any such changes for the future of collections.

Date at which this policy is due for review: October 2021

11

1.2

13

1.4

1.5

2.1

2.2

Introduction
The museum’s collections consist of archival material, held within the Ken Hoole Study Centre,
display objects within the Museum exhibition rooms and platforms, and artefacts and archive

material held within the reserve collection housed in the museum storerooms.

The museum’s collection department currently consists of one full-time Manager Curator, one full-
time Collections and Learning Assistant and a small team of volunteers.

The maintenance of information about all artefacts deposited in the museum, to the SPECTRUM
Standard, is a minimum requirement.

The acquisition and disposal of objects from the collections is covered by the current version of the
Collections Development Policy.

Detailed operational guidelines for documentation procedures, in order to meet the SPECTRUM
standard, can be found in the museum’s Documentation Procedures manual.
Aims of the Documentation Policy

The aims of the Head of Steam Museum Documentation Policy are that for every artefact in its
collection:

The museum has documentary proof of legal title, which also meets ethical standards.

There is an accurate entry in the Accessions Register.
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2.3

2.4

2.5

2.6

3.1

3.2

3.3

3.4

3.5

3.6

3.7

3.8

3.9

A unique accession number is allocated and the artefact is marked or labelled with this number.
There is an up to date location (recorded on MODES).
There is a strong link between all associated documentation.

All documentation meets SPECTRUM standards.

Documentation Policy

The museum will ensure that these aims are met for all new acquisitions and will aim to achieve
them for all artefacts already in the museum collection.

This policy applies to all collections within the museum, including artefacts transferred from
Tubwell Row Museum.

This policy also refers to every artefact on loan to the museum, with the exception of accessioning
and marking (although temporary labelling is permitted).

The museum will on the advice of the senior museum professional, and where funds allow, ensure
that the electronic system used to catalogue the collection is suitable for the job and will still be
accessible in the future.

The museum will save all electronic records on the Council’s networked system and will back up the
MODES catalogue on an external storage device (to be stored in a fire-proof safe) on a monthly
basis.

The museum will store museum accession registers in a fire-proof safe.

The museum will ensure that security copies are made of all museum accession registers.

Only suitably trained museum staff or volunteers will be responsible for carrying out
documentation procedures.

The museum will aim to make information about the collection accessible to the public through on-
line catalogues.

3.10This policy is to be read in conjunction with the museum’s Collections Development Policy and the

Care and Conservation Policy.

3.11The Documentation 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 October 2021.

3.12A Documentation Plan for the next five years will accompany this policy.
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Head of Steam

Darlingten Railway Museum
Care and Conservation Policy
2016-2021

Name of museum: Head of Steam - Darlington Railway Museum

Name of governing body: Darlington Borough Council

Date on which this policy was approved by governing body: Insert date

Policy review procedure: The care and conservation policy will be published and reviewed from time to
time, at least once every five years. Arts Council England will be notified of any changes to the care and

conservation policy, and the implications of any such changes for the future of collections.

Date at which this policy is due for review: October 2021

1 Introduction

1.1 Head of Steam Museum's statement of purpose highlights the museum's responsibility to
preserve the collections for future generations:

The museum’s responsibility is to preserve for future generations, and to make available for
education and enjoyment, the unique historical collections it holds in trust.

1.2 The Museums Association Code of Ethics states that museums have a duty to:
‘maintain and develop collections for current and future generations’

1.3 Head of Steam Museum does not employ a conservator. However, the Manager Curator has
access to advice from a conservator/collections care adviser.

1.4 The museum is housed in a Grade Il listed building, which was previously a railway station. The
collections consist of industrial collections, social history collections and archive collections.

1.5 The Care and Conservation Policy is based on a combination of preventative conservation
(measures to slow down or minimise deterioration of museum artefacts) and remedial
conservation (measure which involve treatments to stabilise or improve the condition of an
artefact).

1.6 The Care and Conservation Policy is to be read in conjunction with the museum’s Forward Plan,
Collections Development Policy, Documentation Policy and Emergency Manual.
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1.7 The Care and Conservation 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 October 2021.

1.8 A Care and Conservation Plan for the next five years will accompany this policy.

2 Aims of the Care and Conservation Policy

The aims of the Head of Steam Museum Care and Conservation Policy are that for every artefact in its
collection (in store, on display or on loan to/from) the museum will:

2.1 Take steps to slow down deterioration and prevent damage to artefacts.

2.2 Provide systems and equipment that monitor the environment, the artefacts and the buildings
they are stored in.

2.3 Control and improve the environment, the artefacts and the buildings they are stored in.
2.4 Regularly seek professional advice from a conservator or collection care advisor.

2.5 Ensure that any conservator or conservation practice that is contracted to provide advice or
services is included on the Conservation Register operated by the Institute of Conservation
(ICON).

2.6 Ensure that all members of staff working with the museum collection are aware of and follow all
policies and procedures.

3 Collections Conditions Overview

3.1 Head of Steam Museum will survey and visually inspect the conditions of the collections in
order to identify areas for improvement in line with best practice as defined by ‘Benchmarks in
Collections Care’. Head of Steam Museum will aim to meet, as a minimum, the ‘basic level’
requirement of Benchmarks. This Policy will be supported by a Care and Conservation Plan.

4 Preventative Conservation

4.1 The Head of Steam Museum is situated in a Grade Il listed building owned by Network Rail and
leased by Darlington Borough Council until 2174. The building is maintained by Darlington
Borough Council. Museum staff are responsible for regularly inspecting the building and
ensuring that it is suitably maintained, undertaking repairs as required. The following systems
are implemented to safeguard the collection:

e Building Maintenance

e Electrical Maintenance

e Intruder Alarms

e Fire and Evacuation Systems

e Building Maintenance Systems
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e CCTV Systems
e Overnight Security Firm

4.2 Environmental Monitoring

e Head of Steam Museum will monitor and record the environment (temperature, relative
humidity and light levels) of the exhibition and storage areas using continuous recording
systems and hand held devices.

* The museum will analyse the results of the environmental monitoring and take action to
control and improve the environment where necessary (subject to funding availability).

e The museum will monitor, manage and eliminate pests.

4.3 Environmental Control

Head of Steam Museum will store and display collections in a managed environment that
minimises their rate of deterioration, using the following control factors and methods:

e Temperature: 18- 25 degrees centigrade

e Relative Humidity: 40-60% RH with less than a 10% fluctuation in any 24 hour period (mixed
collections)

e Visible Light: 50 — 250 lux, depending on the light sensitivity of the object

e Storage: where practicable stored collections will be protected from dust using inert boxes,
crates, covered racking or covered pallets

¢ Display: where appropriate, objects on display will be cased and the internal case
environments tailored to suit the objects within.

4.4 Housekeeping

¢ Housekeeping programmes will be established and followed in line with benchmarking
action plans.

e Staff and volunteers will be trained to clean display areas in a way that will not damage the
collections. Dry cleaning methods will be favoured.

¢ New acquisitions and loans will be quarantined pending full inspection.

e Storage and display areas vulnerable to pest attack will be monitored on a monthly basis.
Trap contents will be recorded and infestations located and eradicated.

4.5 Handling, movement and transportation of artefacts

e All museum staff will be trained in object handling procedures.

e The movement of large or awkward items will be planned in advance with advice from the
Manager Curator.

e All artefacts that are to be transported will be suitably wrapped and protected to avoid
damage during movement.

e Items that are to be transported abroad will be accompanied by a courier, who will be either
a member of museum staff or a suitably trained individual from another organisation.
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4.6 Emergency Planning
e The Emergency Manual will be published and reviewed from time to time, at least once
every five years.
Remedial Conservation

5.1 The museum will allow the basic cleaning of artefacts to be undertaken by suitably trained
museum staff only.

5.2 If an artefact requires more advanced treatment the museum will contact a suitably qualified
conservator/collections care advisor (e.g. Karen Barker - Conservation Advisory Network).

5.3 All treatments will be photographed and documented on MODES and records will be
maintained in accordance with SPECTRUM standards.
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Head of Steam

Darlingten Railway Museum
Loans Policy
2016-2021

Name of museum: Head of Steam - Darlington Railway Museum
Name of governing body: Darlington Borough Council
Date on which this policy was approved by governing body: Insert date

Policy review procedure: The loans policy will be published and reviewed from time to time, at least once
every five years. Arts Council England will be notified of any changes to the loans policy, and the
implications of any such changes for the future of collections.

Date at which this policy is due for review: October 2021

1 Introduction

1.1 From time to time it is appropriate for Head of Steam Museum to borrow items of historical
significance from museums, other organisations or private individuals. Comparably, it is also
sometimes appropriate for the museum to lend items from its collections.

1.2 The purpose of this policy is to regulate the approval and management of both outgoing and incoming
loans. In doing so, it seeks to meet two objectives. Firstly, to minimise any risk the Council may face
of a claim from a lender alleging that items of their property in the museum’s care have been stolen,
lost, destroyed or damaged. Secondly, to safeguard items from the museum’s own collections loaned
to others by ensuring that such items are appropriately cared for by their borrowers.

1.3 This Policy follows the procedures for loans outlined in SPECTRUM: the UK Museum Documentation
Standard.

2 Authority and Responsibility

2.1 The Assistant Director of Neighbourhood Services and Resources, as advised by the Museum
Management Committee (senior museum professionals including Museum Manager Curator and
Learning and Access Officer), will have delegated authority for approving and terminating both
incoming and outgoing loans for items of major financial or historical significance, consistent with

this Policy.

2.2 The Museum Management Committee will be responsible for all other loans as consistent with this
Policy.
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2.3 The following general exceptions to this position are noted:

2.4

2.5

3.1

3.2

3.3

e Where, in the view of the Council’s senior museum professionals, an incoming loan might
involve significant financial implications in terms of its movement or ongoing care; or

e Where, in the view of the Council’s senior museum professionals, the nature of an incoming
or outgoing loan might attract an adverse public reaction.

In such circumstances, the prior approval of the Assistant Director of Neighbourhood Services and
Resources will be required.

Any decision by the museum to temporarily or permanently terminate the loan from the National
Railway Museum of S&DR 0-4-0 No 1 Locomotion will require Cabinet approval in advance.
Comparably, any notice by the National Railway Museum that they wish to remove the locomotive
from the museum’s care will be reported to Cabinet.

Responsibility for the security and physical care of incoming loans will be delegated to the Council’s
senior museum professionals. Equally, the senior museum professionals will be regarded as
responsible for ensuring that outgoing loans are monitored, and that borrowers are taking all
reasonable steps with regard to the security and physical care of items in their possession.

Outgoing Loans

Any item from the museum’s collections may, at the discretion of the Assistant Director of
Neighbourhood Services and Resources, as advised by the Council’s senior museum professionals, be
loaned to an accredited museum, other organisation or private individual provided that:

e Theitem is not currently required by the museum for public display;

e Appropriate, arrangements will be put in place by the borrower for the item’s physical care,
to safeguard its security, and to insure it against all risks for an agreed value;

e The borrower can provide sound and sufficient justification for wishing to borrow the item;
and

e The terms of the loan are recorded in writing over the signatures of authorised
representatives of both the museum and the borrower.

It is accepted that in certain circumstances it may be proper for the museum to actively seek to place
an item on loan with another accredited museum, other organisation or private individual.

By agreement between the parties, the duration of an outgoing loan may be for any stated period up
to ten years. Where circumstances have not materially changed on either side, an outgoing loan that
has naturally reached the end of its term may be renewed as many times as is felt desirable by both
parties, although never for a period exceeding ten years at any one time.

19|Page



3.4 Where an outgoing loan is to another accredited museum, no financial recompense will be sought,
other than that the museum will have the discretion to recharge any costs that it would not
otherwise have incurred.

3.5 Where a request for the loan of an item comes from another accredited museum, subject to the
provisions of 3.1 above there will be a strong presumption in favour of the request being granted.

3.6 Relevant third parties must ensure that appropriate insurance arrangements covering outgoing loans
are in place from the moment the item(s) pass from the museum’s custody until the point when
responsibility is formally returned to the museum.

3.7 When on display or otherwise in the public eye, it will be a condition of all outgoing loans that the
borrower should appropriately acknowledge the museum’s ownership of the item in question.

3.8 There will be a general, although not universal, expectation that borrowers will cover the cost of
transport in both directions and any costs associated with the item’s care whilst it is in their
possession.

3.9 There is a general expectation that any concerns about the condition of an item on loan to a third
party will be referred immediately back to the museum.

3.10All borrowers will be required to fully indemnify the Council in respect of any claim or health and
safety liability that may arise, other than where information that should reasonably have been
known to the Council was not effectively communicated to the borrower.

3.11 An outgoing loan may be terminated by the Assistant Director of Neighbourhood Services and
Resources, as advised by the Council’s senior museum professionals, at any time for breach or with a
period of notice to be set out in the loan agreement. However, other than when terminated for
breach, where an outgoing loan is terminated early the borrower will be entitled to ask to be
indemnified by the Council in respect to part of any costs the borrower incurred in the expectation
that the loan would subsist for its duration as originally agreed.

Incoming Loans

4.1 Subject to 2.2 above, at the discretion of the Assistant Director of Neighbourhood Services and
Resources, as advised by the Council’s senior museum professionals, the museum may borrow any
item deemed relevant to its purposes as set out below, from an accredited museum, other
organisation or private individual.

4.2 The museum may borrow any item, without restriction, where it is identified as being relevant for
inclusion within a temporary exhibition. Other than in making reasonable time allowances for
exhibition preparation and disassembly, the duration of such loans will not normally extend beyond
the period of the exhibition in question.

4.3 The museum may borrow any item covered by its Collections Development Policy, or specifically
required for comparative purposes, for inclusion in its long-term displays or for research purposes.
When such an item is no longer wanted for display or once active research involving it has come to
an end, it will normally be returned to its owners as soon as is practicably possible. Any such loan
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4.4

51

5.2

5.3

5.4

5.5

6.1

will be for a maximum of ten years at any one time, subject to renewal as necessary by mutual
agreement between the parties.

From time to time, the museum may identify items of great individual significance and covered by its
Collections Development Policy, which are owned by non-museum organisations or private
individuals, which the museum would actively seek to acquire on a permanent basis given the
opportunity to do so, but of which the owners wish to retain ownership. In such circumstances the
Assistant Director of Neighbourhood Services and Resources, as advised by the Council’s senior
museum professionals, may authorise the item to be held on loan in storage as well as when
required for display. Any such loan will be for a maximum of ten years at any one time, subject to
renewal as necessary by mutual agreement between the parties. However, subject to this specific
exclusion, as a general rule the museum will not hold items on loan for long periods unless required
for display or active research.

Operational Items

This Policy is not intended to apply to circumstances where the museum wishes to borrow or hire an
item, including locomotives and other railway vehicles, for operational use rather than because of
the item’s historical significance. In such circumstances, terms of contract will be agreed between
the parties.

However, for the avoidance of doubt, where the museum wishes to borrow an item because of its
historical significance and it is also intended that the item should work, this Policy will apply. Other
than as set out below, no item may be operated on the museum site unless it is formally on loan to
the museum or covered by contractual arrangements as an item of working plant.

An exception to this general rule is noted in relation to locomotives and other railway vehicles being
moved around by one of the Council’s partner organisations with right of access to the site’s internal
railway system, solely to meet that organisation’s own operational needs and not for public
demonstration or display purposes. ltems being moved under such circumstances need not be
placed on loan with, or hired to, the museum, provided that the organisation in question operates in
accordance with the museum’s Safety Management System and has insurance cover to the
satisfaction of the Council’s Insurance Unit.

In all circumstances where an operational locomotive or other vehicle belonging to a third party is
present on the site, it will remain the responsibility of the owners, rather than the museum, to
arrange steam boiler or pressure vessel inspections and insurances as necessary.

Where the museum hires or, under this Policy borrows, an operational locomotive, the arrangement
may (but need not) be made subject to the terms of a Private Owner Agreement in a form
recognised by the Heritage Railway Association.

Insurance

All incoming loans will be fully covered at an Agreed Value by All Risks insurance cover put in place
by the Council, from the moment the item passes into the museum’s custody until the point when
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7.1

7.2

8.1

responsibility is formally returned to the owner or an agreed third party such as a road haulage
contractor.

Maintenance of Records

The museum will maintain full, detailed records of the current location, condition and agreed value
of all incoming and outgoing loans, to the satisfaction of the Council’s Insurance Unit. From time to
time the Audit Section will make spot checks or undertake a full review of these records.

No less than once every twelve months, an inventory and condition check will be completed for all
incoming loans. On an equivalent cycle the museum will check the status of all outgoing loans,
making a site visit and visual inspection where appropriate.

Revision of Policy

The Loans 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 October 2021.
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Head of Steam

Parlington Railway Museum
Documentation Plan
2016-2021

1 Target Position

Head of Steam - Darlington Museum will meet the Accreditation standard for Documentation as
outlined in Section 2.

We will use the minimum standards for the SPECTRUM Primary Procedures for the following
procedures;

Object Entry

Loansin

Acquisition

Location and movement control
Cataloguing

Object exit

Loans out

We have documentation backlogs in our collections, in particular in store rooms 1 and 4. We will use
SPECTRUM minimum standards to bring our records up to the required standard.

2 Review of Current Procedures

2.1 Object Entry

An Object Entry form must accompany all items entering the Museum (see appendices for an
example of an Object Entry form).

A Donating Objects to the Museum leaflet (see appendices) should be given to all persons
wishing to donate items to the Museum (also available on the museum website).

The Object Entry form number and details must be recorded in the Object Entry form register.

All relevant sections of the form must be completed, signed and dated. The Object Entry form
should always include full details of ownership, including rights of information if known.

A summary description of the objects (numbering them where possible) with any known
historical background, including any associated rights (e.g. copyright).
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The reason the objects are entering the museum.

On completion of the Object Entry form the top white copy should immediately go into the
Object Entry file as the master copy. The second pink copy is given to the donor as a receipt.
The third blue copy remains with the artefact(s). If the material is accessioned the blue copy is
filed in the Object History file. If the material is returned the blue copy is filed in the Loans In
Returned file, a note is made in the Entry Form register and the white copy of the Object Entry
form is signed and dated to record that the objects have left the museum.

All objects on entering the museum will be stored in Room 5.

2.2 Acquisition

Staff must never accept donations to the museum. Only the Manager Curator and Collections
and Learning Assistant may accept items and this is by prior appointment only.

Each item being offered for donation must comply with the museum’s current Collections
Development Policy. If after consideration the material is considered not appropriate to the
Museum Collection, the item will be returned to the owner.

If the material is being donated to the museum a Transfer of Title form must be completed (see
appendices for an example of a Transfer of Title form).

The Transfer of Title form number and details must be recorded in the Transfer of Title Form
register. The Object Entry number must be recorded on the Transfer of Title form and in the
Transfer of Title register and vice-versa.

All relevant sections of the form must be completed, signed and dated. The Transfer of Title

form should always include:

o Full details of ownership, including rights of information if known.

o A summary description of the objects (numbering them where possible) with any known
historical background, including any associated rights (e.g. copyright).

o The reason the objects are entering the museum.

On completion of the Transfer of Title form the top white copy should immediately go into the
Transfer of Title file as the master copy. The second yellow copy is given to the donor as a
receipt. The third blue copy remains with the artefact(s). When the material is accessioned the
blue copy is filed in the Object History file.

It is the aim of the museum to accession artefacts within a month of donation.

The artefact will be given its unique accession number; photographed and using MODES
entered onto the Museum Catalogue and assigned a permanent location.

Artefacts should be numbered using the following rules:

24| Page



o The number will be prefixed with DARRM (to identify the item belonging to Head of Steam -
Darlington Railway Museum) followed by the year, then followed by the number of the
object
e.g.DARRM:2003.102 (103 will be used to accession the next item).

o At the start of each year the number of the item will returnto 1
e.g.DARRM:2004.1

o Suffixes can be added to identify individual items within a group
e.g.DARRM:2003.102.1
e.g.DARRM:2003.102.2

o If anitem has several parts to it, for example a teapot, this can be accessioned using the
following sequence
e.g. Teapot (body) DARRM:2003.103a
e.g. Teapot (lid) DARRM:2003.103b

The artefact will then be recorded in the museum Accession Register using archival quality ink
(stored in the Room 5 safe).

All items must be marked with their accession number either directly onto the artefact or using
a label (see appendices for Object Marking Procedures).

A letter of acknowledgement will be sent to the donor.
The item will then be appropriately wrapped and placed in its new permanent location.

A security copy of the Accession Register will be made as and when required (on completion of
a register).

The MODES database and artefact photographs are stored on the council server and therefore
are automatically backed up. However, regular back-ups will be made of both resources on a
monthly basis.

2.3 Location and Movement Control

A Location Movement ticket must be completed for any object moved from its present location
(see appendices for an example of a Location Movement ticket).

Only the Manager Curator and Collections and Learning Assistant are authorised to move or
remove items from their location.

For temporary moves one copy of the ticket must be left in the objects usual location and the
second copy should be used to update the catalogue. This can then be filed in the Temporary
Locations file.

If the items are re-housed for any length of time, for example exhibition use, the new location

should be documented in the object file under the TEMPORARY_LOCATION field on the MODES
catalogue.
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e For permanent moves record the move as permanent on the Location Movement ticket. One
copy of the ticket should be used to update the catalogue and filed in the Object History file (or
disposed of). The second copy can be disposed of.

e If the object is given a new permanent location, the information must be documented in the
object file under PERMANENT _LOCATION field on the MODES catalogue.

2.4 Cataloguing

e Items should be catalogued as soon as possible after accessioning. The museum aims to
catalogue items at the same time as they are accessioned, within a month of donation.

e Cataloguing should only be carried out by a trained museum professional or volunteer under
supervision of the Manager Curator or the Collections and Learning Assistant.

e Catalogue information is held on the MODES computer database and should be accompanied
by a photograph of the object.

e The minimum amount of information that should be catalogued is:

o Accession number

o Simple name

o Number of items/parts

o Brief physical description

o Acquisition method, date and source material

o Location information

o Reference to available images

o Recorder

e Where possible the following information should also be catalogued:
o Title
o Full name

o Classification information

o Field collection information

o Production information

o Association information

o Valuation

o Entry number

e The MODES database and artefact photographs are stored on the council server and therefore
are automatically backed up. However, regular back-ups will be made of both resources on a
monthly basis.

2.5 Object Exit

e For details of who can authorise the exit of objects please consult the Loans Policy and the
Collections Development Policy.

e An Object Exit form must be completed for all items leaving the museum (see appendices for an
example of an Object Exit form). The Object Exit form must include:
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Removers and/or Recipients name and address
Contact telephone number

Reason for exit

Return date (if appropriate)

DARRM number of the object

Description of the object(s)

Condition of object(s)

Insurance Valuation

If the object(s) are to be returned

0O O O O O 0O o0 O O

On completion of the Object Exit form the top white copy should immediately go into the Object
Exit file as the master copy. The second yellow copy is given to the recipient as a receipt. If the
items are on loan the third blue copy is filed in the Loans Out Active file. If the material is to be
permanently removed from the collection the blue copy is filed in the Object History file.

The Object Exit form number and details must be recorded in the Object Exit Form register,
along with the return date (if appropriate).

If the material is returned the white and yellow copy of the Object Exit form should be signed
and dated by the Curator in recognition of having received the item(s) back in satisfactory
condition (subject to later detailed examination). Both the recipient (yellow) and the museum
(white) will keep their respected parts of the form for receipt. If the items were on loan the
third blue copy is filed in the Loans Out Returned file.

2.6 Loans In

Loans will only be accepted within the Museum if they comply with the Loans Policy. Only in
exceptional circumstances will items be accepted as a loan and will usually only be accepted for
exhibition displays.

An Object Entry form must be completed, sighed and dated by a senior museum professional
and the person who has loaned the artefact (see appendices for an example of an Object Entry
form). The form must include:

The owner’s name and address

Length of the loan (usually from one to ten years)
The term PERMANENT LOAN must not be used.
Any particular terms of the loan

Description of object(s)

Condition of object(s)

Insurance Valuation

© O O O 0O O O

On completion of the Object Entry form the top white copy should immediately go into the
Object Entry file as the master copy. The second pink copy is given to the donor as a receipt.
The third blue copy is filed in the Loans In Active file.

The Object Entry form number and details must be recorded in the Object Entry Form register
along with the end date of the loan.
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At the end of the loan period when the material is returned the white copy is signed and dated
by both parties. The blue copy is filed in the Loans In Returned file and a note is made in the
Entry Form register.

The previous loan procedure within the Museum was to add the item to the catalogue, giving
the item a DARRM number followed by /L. The item was then added to the accessions register.
Loan objects must now not be added to the accession register.

For loans taken into the museum using the old procedures: When the loan object exits the
Museum, all records must be altered. An Object Exit form must be completed and a copy
attached to the loan agreement (if there is one). The date of exit must be added to the MODES
catalogue and the record moved to the Returned file.

2.7 Loans Out

The Assistant Director of Neighbourhood Services and Resources, as advised by the Museum
Management Committee (senior museum professionals including Museum Manager Curator
and Learning and Access Officer), will have delegated authority for approving and terminating
both incoming and outgoing loans for items of major financial or historical significance,
consistent with this Policy.

The Museum Management Committee will be responsible for all other loans as consistent with
the Loans Policy.

An Object Exit form must be completed for all items leaving the Museum on loan and must be
accompanied by the Conditions of Loan (see appendices for an example of an Object Exit form
and Conditions of Loan). The Object Exit form must include:

Removers and/or Recipients name and address
Contact telephone number

Location of the Loan

Period of Loan (start and end date)

DARRM number of the object

Description of the object(s)

Condition of object(s)

Insurance Valuation

Any particular terms of the loan

O 0O O O O 0O 0 O O

On completion of the Object Exit form the top white copy should immediately go into the Object
Exit file as the master copy. The second yellow copy is given to the recipient as a receipt. The
third blue copy is filed in the Loans Out Active file.

The Object Exit form number and details must be recorded in the Object Exit Form register
along with the end date of the loan.

Details of the outgoing loan must be added to the relevant file on the MODES catalogue
database under the LOAN_OUT field.
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e Atthe end of the loan period when the material is returned the white and yellow copy of the
Object Exit form should be signed and dated by the Curator in recognition of having received
the item(s) back in satisfactory condition (subject to later detailed examination). Both the
RECIPIENT and MUSEUM will keep their respected parts of the form for receipt.

e The blue copy is filed in the Loans Out Returned file and a note is made in the Object Exit Form
register. The date of return must be added to the MODES catalogue.

3 Retrospective Documentation
3.1 Background

e The museum opened in 1975 and was originally administered by a charitable trust. The Trust
Collection consisted of a combination of donations, loans from private donors (short-term and
indefinite) and loans from local and national museums. In 1985 responsibility for the running of
the museum, and the management of the collections, passed to Darlington Borough Council.
Any items donated after this date belong to the museum and the council. Any items donated
prior to this date remain the property of the Trust (which has yet to be wound up despite
numerous attempts by the council). These items (along with the loans taken in by the Trust) are
regarded as Trust Loans.

e From 1990 all artefacts donated to the museum were given an accession number. At the same
time a retrospective documentation project commenced to accession artefacts donated to the
museum prior to 1990 and to identify any Trust Loans.

e Since the previous Accreditation return in 2012 the museum has undergone a change in
staffing. The Curator’s post was merged with that of the Manager in 2013 (becoming the
Manager Curator). This meant that the Curator’s time was taken away from the collections
department to focus on the management of the museum. In 2015 a Collections and Learning
Assistant was appointed and since this time a considerable amount of progress has been
achieved with regards to the documentation backlog.

e Unfortunately not all artefacts donated to the museum from 1975 to 2009 (when the current
Curator was appointed) have been formally accessioned and catalogued as part of the museum
collection, in line with SPECTRUM and Accreditation Standard procedures.

e Asthe collection has been assembled on an ad hoc basis, with little consideration of a
Collections Development Policy, an assessment will need to be made of the suitability of items
for the collection ahead of accessioning.

e This procedure has been written using the guidance in the Collections Trust SPECTRUM Advice
Sheet Retrospective Documentation and Making an Inventory
http://www.collectionstrust.org.uk/images/documents/c1/a210/f6/Retrospective _documentati

on.pdf

3.2 Aim

e To complete a basic inventory of all museum collection items in order to:
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o Make decisions about retention of items for the collection, in line with the museum’s
Collections Development Policy.

o Gain a better understanding of the scope of the collection.

o Match any existing documentation (e.g. entry forms, correspondence) against the
inventoried items.

o ldentify Trust Loans and other loans that require termination so that artefacts can be
returned to their owners.

3.3 Procedure
e Use the museum’s inventory recording sheet (see Appendices)

e Work systematically through the museum where collections are held to record each item or
group of items on the inventory sheet.

e Where an object (or group of objects) does not have an existing number, assign a temporary
number using the number system INV+ running number- i.e. INV1, INV2, INV3- attach a
temporary paper label.

e Record the following information on the sheet about the item(s)
o Temporary INV number

Simple name

Brief description (e.g. no of items)

Location

Date

Name of recorder

0O O O O O

e On completing the inventory, review the items against existing documentation/
correspondence etc. to ensure that any other information about objects is brought into the
system.

e At this point an assessment of what to be retained and disposed of can be made. This must
follow the procedures laid out in the Collections Development Policy.

e For objects to be retained they should then be accessioned, marked and catalogued, in line
with the museum’s procedures. (N.B. entry forms are never filled out retrospectively).
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3.4 Retrospective Documentation Action Plan

Action Timescale Resources
Documentation Stage 1

All procedures are in place. Complete

Documentation Stage 2

Inventory work is currently ongoing

as described above for the

following locations:

e Store Room1 December 2017 Collections Team
e Store Room 2 December 2017 Volunteers
e Store Room 3 Complete

e Store Room4 December 2017

e Store Room5 December 2017

e Store Room?7 Complete

e Store Room 22 Complete

Documentation Stage 3

Discrepancy checking of the stage 2

inventory against existing

paperwork for the following

locations: ]

e Store Room 1 December 2018 Collections Team
e Store Room 2 December 2018 volunteers
e Store Room 3 December 2018

e Store Room4 December 2018

e Store Room5 December 2018

e Store Room?7 Complete

e Store Room 22 Complete

Documentation Stage 4

Complete acquisition and

cataloguing procedures for

inventoried items in the identified

backlog for the following locations: ]

e Store Room 1 December 2021 Collections Team
e Store Room 2 December 2021 Volunteers
e Store Room 3 December 2021

e Store Room4 December 2021

e Store Room5 December 2021

e Store Room?7 Complete

e Store Room 22 Complete

A Documentation Policy for the next five years will accompany this plan.
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Head of Steam

Darlingten Railway Museum
Care and Conservation Plan
2016-2021

Collections Condition Overview

1.1 The museum collection consists of railway related industrial collections, social history and costume

1.2

1.3

items plus an extensive archive collection including ephemera and photographs. Although not
strictly ‘collections’ in the traditional sense, in that they are fixed structures in their original
locations, there is an argument that the most important items the museum holds are the buildings
from the occupation of the site known by the S&DR as ‘North Road’.

The museum currently undertakes a programme of collections care and conservation on a regular
basis. The museum uses Benchmarks in Collection Care (version 2.0) to review its collection which
enables us to improve the collections care we provide.

The museum staff undertake visual inspections of all artefacts on display and in storage on a regular
basis.

2  Environmental Monitoring

2.1

The museum ensures that the collection is environmentally monitored for temperature and
humidity on a weekly basis using data loggers. The information retrieved is downloaded, analysed
and recorded. The museum undertakes light monitoring (for UV and lux) on a monthly basis. The
results are analysed and recorded. The museum undertakes pest management on a monthly basis.
The results are analysed and recorded.

3 Environmental Control

3.1

Due to the nature of the building (Grade II* listed railway station) and the lack of resources it is
difficult to implement hi-tech modes of environmental control. The museum endeavours to keep
temperature, humidity and light levels within the recommended perimeters. A dehumidifier is
available to treat fluctuations in humidity. Light sensitive items are displayed away from damaging
light sources and only for short periods. Where practicable artefacts in storage are protected from
dust using inert boxes, crates, covered racking or covered pallets. Where appropriate objects on
display are cased and the internal case environments are tailored to suit the objects within.

4 Provision of a Suitable Building

4.1

4.2

The museum building is a Grade I1* listed railway station, which is owned by Network Rail and
maintained by Darlington Borough Council.

Darlington Borough Council’s Corporate Landlord team undertake the day to day maintenance of
the museum building with specialist contractors employed when necessary.
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5

6

7

Housekeeping

5.1 The Cleaner and Visitor Assistants undertake general housekeeping on a weekly basis (with advice
and guidance from the Curator).

5.2

53

54

The Visitor Assistants monitor the artefacts on display during the daily duties and notify the Curator
if they notice any issues relating to the artefact on display.

The buildings on-site are checked on a weekly basis and any maintenance issues are reported to the
Museum Manager so that they can be rectified.

Housekeeping is of the highest importance since the introduction of a café area within the museum
exhibition area in 2012. All staff are aware of the importance of reporting any pest sightings to the
Curator. All vulnerable areas are monitored with pest traps.

Remedial Conservation

6.1 Priorities for remedial conservation will be identified during the inventory stage of the
Documentation Plan (Documentation Stage 2) and /or if artefacts will be required for exhibition.

6.2 If an artefact requires remedial conservation the museum will contact a suitably qualified
conservator/collections care advisor (e.g. Karen Barker — Conservation Advisory Network).

Care and Conservation Action Plan 2016 — 2021

Collections Condition
Overview

To ensure that all
artefacts are
condition checked
and conservation
undertaken where
necessary.

Subject Aim Solution Deadline
Condition check all Yearly
artefacts on display.

Condition check all December 2017

artefacts in storage
during collections
inventory (see
Documentation Plan).

Contact a suitably
qualified
conservator/collections
care advisor for advice
and guidance.

(Every five years)

Ongoing (as and
when required)
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Environmental
Monitoring

To ensure that all
artefacts are
accurately
environmentally
monitored and action
taken where
required.

Monitor and record
temperature and
humidity levels.

Monitor and record
light levels.

Contact a suitably
qualified
conservator/collections
care advisor for advice
and guidance.

Calibrate
environmental
monitoring equipment.

Weekly

Monthly

Ongoing (as and
when required)

Every two years

Environmental

To ensure that the
light levels in the
main exhibition areas

Investigate funding
opportunities to
enable application of

July 2017

Maintenance

museum building is
suitably maintained.

Control UV film to all display
are below .y
cases within the
recommended levels.
museum.
. To ensure that the | Report any building Ongoing (as and
Building

maintenance issues as
soon as they arise.

when required)

Housekeeping

To ensure that all of
the exhibition and
storage areas are

clean and pest free.

Undertake cleaning of
museum exhibition
areas.

Undertake cleaning of
museum storage areas.

Monitor and record
pest activity.

Contact a suitably
qualified
conservator/collections
care advisor for advice
and guidance.

Weekly

Monthly

Monthly

Ongoing (as and
when required)

Remedial
Conservation

To ensure that all
artefacts that require
remedial
conservation receive
it.

Identify artefacts that
require conservation.

Investigate funding
opportunities to
enable conservation of
artefacts.

December 2017

Ongoing (as and
when required)

A Care and Conservation Policy for the next five years will accompany this plan.
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Conditions of Loan
1. The artefact shall at all times remain the property of Head of Steam - Darlington Railway Museum and may require the
artefact to be returned immediately at the expense of the Borrower in any of the following circumstances:
a. If the Borrower fails to carry out any of the terms of this agreement to the satisfaction of Head of Steam Museum.

b. If the artefact becomes surplus to the requirements of the Borrower.
c. Ifthe Borrower dies, becomes bankrupt, enters into liquidation or otherwise ceases to exist.

2. The Borrower must nominate a primary individual to whom all correspondence relating to the loan will be addressed. The
Borrower must notify Head of Steam Museum immediately of any change in the identity or address of this contact.

3. Reasonable access to the artefact must be allowed by the Borrower to officers of Head of Steam Museum, or such persons as
it may nominate, to inspect the artefact and premises where it is housed to ensure that the provisions of this Agreement and

the requirements of Head of Steam Museum are being complied with. This shall be at the Borrower's expense.

4, The Borrower may not lend the artefact to any third party nor may the artefact be removed from the specified display
premises without the prior written permission of Head of Steam Museum.

5. The Borrower will ensure that the artefact is maintained in a suitable condition for display. Dusting and other light cleaning
may be carried out by trained staff but no repairs, restoration, conservation or extensive cleaning may be undertaken.

6. The artefact will not be released until Head of Steam Museum is satisfied with the standard of packing and of the security of
the artefact on any vehicle. For the return to Head of Steam Museum the Borrower will provide packing and transport

equivalent to that used on the outward journey. The cost of all packing and transport may be borne by the Borrower.

7. The artefact must be exhibited in a secure building in areas adequately protected against extremes of temperature, humidity,
light and vibration.

8. The artefact must be on regular surveillance by the Borrower’s staff whilst open to the public.
9. The artefact must be in an area monitored by an alarm system whilst closed to the public.

10. An acknowledgement to Head of Steam Museum must be given in all press releases, leaflets, exhibition labels, catalogues
and programmes. The wording of these must be agreed in advance with Head of Steam Museum.

11. Photographs or other reproductions of the artefact must not be made for commercial purposes by the Borrower or other
bodies or persons without the prior written permission of Head of Steam Museum.

12. The Borrower may not produce any new products relating to the loaned artefact without the prior written permission of
Head of Steam Museum.

13. No Press Releases may be issued until the Loan Agreement (Exit Form) has been signed by both parties and returned to the
Head of Steam Museum Manager Curator.

14. On finalisation of the Loan Agreement Press activity must be co-ordinated by and agreed by Head of Steam Museum.

15. No agreement between the Borrower and any third party shall be entered into without the prior written permission of Head
of Steam Museum.

16. The Borrower will be responsible for the safe custody of the artefact throughout the loan period and will make good any loss
or damage at his own expense to the satisfaction of Head of Steam Museum.

17. The Borrower accepts full responsibility for any loss or damage incurred while in transit from or to Head of Steam Museum.
18. The Borrower will insure the artefact for All Risks. Evidence of the insurance or written acceptance of liability for any loss or
damage to the artefact will be required before the artefact is released from Head of Steam Museum. Any excess due to be

paid on any claim shall be paid by the Borrower.

19. Head of Steam Museum must be informed immediately of any loss or damage to the artefact.

Revised March 2012 by Leona White-Hannant (Curator)
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mHead of Steam - Darlington Railway Museum

Donating objects to the museum

We hope this information will explain what objects the
museum collects and how you can donate objects to the
museum.

The museum collects objects relating to the railways of North East
England, with particular emphasis on the Darlington area. This can
include archive matenal, photographs, costume, tools and items
used on the railways.

How do we decide what to collect?

» Does it relate to the railways of North East England or Darlington?
+ Isitin good condition?

» Do we already have one in the collection?

» Does the item have a history or a provenance?

s Does the object fit in with our Collecting Policy?

The Collecting Policy alfows us fo manage how many objects enter
the collection and ensures that we do not collect objects that we
cannot store properly or that would be of more benefit in another
museum.

How do you donate objects to the museum?

» If you would like to donate items to the museum you must first
contact the Curator either by telephone, e-mail or letter.

»  The museum is unable to accept objects if you do not make a
prior appointment with the Curator.

»  If the item meets all the requirements above the Curator will
ask you to complete two forms (an entry form and a transfer of
title form). This means that you have donated the object to the
museum and it is now part of the museum collection.

» If the object does not meet all the requirements and we are
unable to accession the item into the museum collection we may
ask if we can use the object with school groups as part of an
education handling box. Otherwise the item will be returned.

Contact the Manager Curator:

Telephone: (01325) 405060
E-mail: museumstudycentre@darlington.gov.uk
Address: Head of Steam Museum, North Road Station, Darlington, DL3 65T
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DARLINGTON RAILWAY MUSEUM
DARLINGTON BOROUGH COUNCIL

ived from: Owner (if different):
Address:

Tel No:

Tel No:

DESCRIPTION OF OBJECT/COLLECTION (note obvious damage, & any related information eg. when, where, or how was
it found or used; names, dates & details of the people who made or previously owned it, etc. Continue on a new sheet if necessary)

DITIONAL AGREEMENT (DONATIONS/SALES ONLY) (tick as applicable, and sign)

] 1, the owner, confirm that | have undisputed title to the object(s) listed above, with full power to dispose of
such title to the museum’s governing body. OR
I, the depositor acting on behalf of the owner(s), confirm that the owner(s) have undisputed title to the object(s) listed above, with
full power to dispose of the items and transfer such title to the museum’s governing body, & that | am authorised by the owner(s) to
act on their behalf to that effect.

The title in the objects listed above, & subject to the conditions overleaf, is hereby transferred to the

governing body of the museum.

| Signed: Date:
MUSEUM SIGNATORY
Receipt of the object(s) described above is hereby acknowledged.
Signed: Date:

on behalf of the museum's governing body

RETURN OF OBJECT TO OWNER (tick as applicable, and sign)
I, the depositor/owner, acknowledge the return of the object(s) described above in a satisfactory condition

following:
[ identification O theendofthe period of loan

[0  the museum's governing body declining to accept the donation, loan or purchase of the object(s)

Signed: Countersigned (for museum): Date:

3 ; WHITE - MUSEUM (FILE)
© MDA/East Midlands Museums Service PINK - DEPOSITOR/OWNER (RECEIPT)
HOSRO0A - 01 BLUE - MUSEUM (TO ACCOMPANY OBJECT/S)
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TRANSFER OF TITLE FORM

Institution: transfer of title number

DARLINGTON RAILWAY MUSEUM O O 1 7
DARLINGTON BOROUGH COUNCIL

The museum gratefully acknowledges the acquisition into the collection of the items described below, from:

Acquisition method: date:
DESCRIPTION entry form number accession number
ACQUIRED
MATERIAL identity number brief description
TRANSFER In order to complete the transfer of title from you to the museum, we would be grateful if you could read the relevent notes

overleaf and then sign this form to confirm that the details above are correct and that you accept the conditions overleaf.
Please retain the second (yellow) part of the form for your files and return the first (white) part to the museum.

Museum officer: date:

Depositor: date:

HOSR003 - 001

ﬂ—hepteswmdpatdthsiomnaseaxeptace.ltwouldhelpthemuseumlfrtcouldbeproduced
#he acquisiton or Te @ems.

39|Page



EXIT FORM

REMOVAL

ITEMS

EXIT

ACTION

HEAD OF STEAM-DARLINGTON RAILWAY MUSEUM
North Road Station

Darlington

Co. Durham

DL3 6ST

Tel: 01325 460532

Institution: exit number

remover

phone number

address

recipient

phone number

address

identity number brief description

condition

insurance valuation

method or reason

insurance valuation

return required?

agreed return date

note

museum: | agree that the information given on this form is correct: signed date
remover: | acknowledge receipt of the item(s) described above signed date
recipient: | acknowledge receipt of the items group number signed date
and accept the conditions overleaf:

third part of form passed to file: signed date
second part of form returned and passed to file: signed date
note

returned items: | acknowledge the return of the item(s) signed date

described above, in satisfactory condition:

© COLLECTIONS TRUST, 2008 All rights reserved

HOSR005 - 001

See over for instructions on how to use this form
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HEAD OF STEAM MUSEUM - MOVEMENT FORM

Object Number

Description

Permanent Location

Reason for Movement

Temporary Location

Date of Movement

Moved By
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HEAD OF STEAM MUSEUM
INVENTORY FORM

Condition

Accession No. [ENT No.

Inventory No.

Simple Name |Brief Description

(Poor / Fair / Good)

Location

DATE

Recorder
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Collections
Trust

Labelling and Marking
Museum Objects Booklet

43 |Page



Collections Trust

The Collections Trust is the UK's independent organisation for collections.

It sets professional Collections Management standards, and provides advice,
support and training to help people meaet them. lts aim is to connect people and
collections, making collections accessible to everyone, now and in the future.

The Collections Trust manages the award-winning Collections Link
advisory service and publishes SPECTRUM, the UK and international
standard for Collections Management.

www.collectionstrust.ong.uk

@ Collections Trust, 2008. 21l Rights Ressrved.
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Labelling and Marking Muzseum Objects
SPECTRUM FProcedure Acquisition

These labaliing and marking guidelines have been developed by te Collketions Trust with the help
af Wivien Chagman at the National Conservation Centre, National Musems Liverpooi (MLL).

Why do it?

Laballing and masking Is part of the SPECTRUM procadure Acquisition, 3 SPECTRUM
Primary Procedure, required io be In place for Musewm Accrediafion (see below). The
Accredtation Standard says that:

"Marking and Labeling: Each acoesskoned fiem, or group of fems, must be marked andior
labeNed with KSThel unlgue iMentity AUMmBSr In 3 way that 5 35 permanent 35 possibie
without damaging the Fam.'

Every Itam In 3 mussum coli2cilon must camy s Kdentity number at all imegs, 52 that |

can be linked o the Infiormation a museum holds about the object. IT this bond between the
object and Re documentation is broken, the consaguences may be serious. Al best, time wil
e waslad becauss of 1he need 10 track down documentation and re-esLabksh the Ink. A2
warst, he object will lose s provenance and other associabed Information Tor all time.

Wata that the marking an coject Is not Intended o 3ot 35 3 securty device I ihe case of theft
af the pbject

The Mnimem Sfandand for Eb2iling and marking under Acquisition, stales that mus2ums showld:

+ [Ensurs that a wlque number Is assigned to, and physlcally assaciated with all objects.

When is it done and who does it?

Marking andior labeling an ooject should be done as part of the accessloning process. Ihems
on loan or not yet acceptad Into the collection should not b= marked. Bems which do not
belong the museum, such 3s loans or potentlal donations should be labelled.

The prefersnce should normally be to physically mank oojects: howsaver In some ¢ases this
may not b= possible. Thesa guidelines will help you |aoel and mark the kems In your

collecions In ways which are:

= Securs - The chancas of accigental remoyal of the [abel or mark from the ooject
must be extremely low;

+ [Rewerslbls - It should b= possibée for 3 label or mark 1o b= removed intentionally
from an caject, even after S0-100 years with 3s litlle irace as posshle;

= Safa for the object - Nalther the materals appled 1o the object nor the method by
which they are appled should risk skgnificant damage to the object;

» [Macrast but visible - The recommended methods should not spoll the apgearance
of the object, nor obscwre Important detall. However, the numnier showld be visibie
enaugh 1o reduce the need to handle the object;

« Convanlant and safe for ataff and woluntesrs - Materals showd be easlly avalablie
In small quaniities at a reasonable price, and should not pose significant risks 1o haatth 1
used In accordance with the guidelines recommended by a local CoSHH sk assessment.

1
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Health and Safety

Before using any technique, 356265 the health and safety risks associated with It Ungar the
COSHH legisiabion (Control of Substances Hazardous to Health), 1t s the responsibllity of each

musaum bo carmy out swch an assessment, and to develop Inlemal guidelines to ensure safe working

practices. Guidance |& avallable from the Health & Safety Executive, from Introductory leafiets on
CoSHH published by HMZ0 and from prodwct Information sheets avalable from suppliers.

As with any work Inwalving the use of potentially hazandous substances consider, for example,
the need for:

= Washing of hands before and after a labeling and marking sesslan;
Adequate venilanan;

Disposal of wasie;

Cl2aning and care of equipment;

Hand and eye profeciion;

Safe siorage of matenals and safe methods of gecaniing them;

A pan on food, drink and smoking Trom the work area.

Panicular care Is nesded whan working with asstone - a highly flammable solvent.

For mare Health and Sarsty aovics and Rgip with H2alh and Sarsty assessments go 1o
WA COSNN-2EE2nTals org. Uk

The following are Health and Safety assessments produced by National Museums Liverpodl
from the CoSHH eesentials webshe:

« Pardiold BS7T 20% In white spint
+« Paraiold B72 20% In acetone

The following are refevant COSHH Essentials guidelines:

+  General advice
+ Seneral venilation
+ Selection of personal profective equipment

Materials to avoid

It ks temipting, for the sake of cheapness and convenience, 1o substitute non archive akematives
sLch a:s-ﬂppex_"' or clear nal vamish for white Ink and Paraiold B72. These materials are
unsuRable, and should Rever be used on mMusewn odjects Tor the following reasons:

= Tippex™ dries 1o fomm an Infiexibie sutace Iayer subject to cracking and detachment.
It Is not deslgned for long-tm stablity, and may diseolour and deferorate with age.
It It comes Into direct contact with the surface of an object, It can be extremely difficult
bo remove and leaves an unsightly white residue; Tippex™ has a tendency to dry owl
and thicken In Its container, making | dificult io apply smaoothly, and resuling In an
nbirushve and unsighily mark;

»  Different manwachurers produce diear nall vamishes to a varkety of fomulations.
Thiey are not desligned for lpng-tem stabiity, and thelr ageing properies are unknown.
However, In common with many other palymers, they are Iksly o cross-Ink wih age,
resuiting In embrittiement and discolowration, and possible lss of primary Information;

»  Mall vamish remover |s not 3 substiute for laboratory-grade acetone. It 5 a dfferent
solvent called amyl acetate.
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Remember that any chemlcal substance, uniess | has besn developad or t2stzd within the
MUSSUM praf2ssion 50 that Bs properiies are KNown, may have 3overss eMects on mussum
abjects. Aways chack with 3 cOnSerdator Defore proceeding.

Also remember that even commonplace materas ke T|H}E:1 can contaln hamdd chemicals,
and b=ar hazard waming symbods. Treat them with the same care you would any other chemical,
and observe CoSHH and HES reguiabions for thelr use, storage and disposal.

Security marking

Srdnary UV sacurfly marker pens or Smatwater™ (an aquedus sUspension of marker
chemicals that fluaresee under UV light) can be applied to a Paraiold B72 base coat, a6
described In Basic Technique 1. WIIng on the Qoject. This makes tham aasler to remaova,
SNEUNNG reversioliny, Aowgn It comaspondingly EE2Ns M2 degree 07 SSCUTY profection .

Altematively, an object could be marked on lis pedestal, frame ar mount [see Bask Technique 71:

Marking packaging or suppart, bearing In mind that these ¢an bacome separated from the objest Reel.
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Positioning of labels and marks

= Ayold physically unstable sufaces. Also awnid placing labels or marks across a Ing
of weakness or fraciure;

» Choose a position &0 that the number ks unilkely to be wisiole when the object |5 on
dispiay but Is accesslble In store;

»  Avold gecoration and paintedivamished/plgmentadiwaxed areas;

# Ayold surfaces where the mark |E-||EE|}'1D b= 3t risk from abraslon, such as surfaces
on which It nomally rests, of where touched during hanging;

» Mark all detachable parts of an ooject jusing suMxes io the Doject numbary;

# Locate e number so hat the han I]|I'Ig neacassary to read It ks minimised [I}DI'IHﬂEr
marking the packaging or adding an exira be-on label as well);

= WEh composiie objecis, mank the part on which the most secure method can be used;

®  Where ﬂl.lp'{"ﬂh! marks ane mage thes2 should be In diferent [H]:Hml'lﬁ on the DtﬂEﬁ
{b=aring In mind, of course, the other pringipies lsied above).

For suggestions on choosing 3 technigue and where to mark diferent types of object s2e the
MML's quidelines on Marking and Labelling Methods and Posltions.
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Basic Techniques

Thizs advice 15 based on guidelines provided by fhe NML
1. Writing on the object

Barrier coat

»  Paralold [acryllc polymers)
»  B72 poly {ethyl methacrylate/meshylacryiate)

B72 20% In acetone |5 us2d as a bamler coat on the object BT2 has the best ageing

characterstics of any bamier coating, It doesn't change colour and siays soluble In solvents. It
doesn't dissoive In white spirkt. Acstone ts quick drying. It may damage some types of objects

Top coat

»  Paraiold [acryllc polymers)
» BET poly lsobutyl mathacrylate
BET 20% In white spift Is used a5 a top coat. BET also has good ageing charactaristics bust

yellows a littie In Ime. 1115 us2d dissolved In white spirlt Lo reduce the nsk of the Damier coat
of B72 being dissolved.

Materals

= [Paraiold B72 20% solutlon In acetons

s Paraiold B57 20% solutlon In white spirkt
+ Permanent black marksrs or Roting pens and permansnt black nk
s Permanent whie markens
+  Acatone
»  Arfisis brisshes or bresh in cap containers
s Paper ivwels
«  Cofton wodl 5wabs
Tools
Tool Fros cong

Matal pen eg Mapping pen or | Traditional and excelient In May scratch and blob
fofring pen or Rotring and experenced hands

Indian Ink

Brush Kindest 1o most sufaces Hardest to cortro

Felt tip or rofier ball pen wih  |Easkest bo conbrol Ink may nat b= acid free or
plgment Ink permansant
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Mathod

Bowh

Raad the Health and Safaty data sheats and check that you are working In a well
wenilabad area.

SelEct 3 dean ares on the ﬂtljm surface.

Suppart the object f necessary 50 that you wil b2 able o leave it to dry after marking.
Fill the £ap brush of an artist's brush with the Paraiold B72 solutlon but do not
ovesioad 1t 1o avold eps.

For non-ponous surfaces: wih ona SIEH}' maovement first mowe the bnush In one
direction to maks 3 mark only slightly larger than the size of the number to be applied.
Then siroke agaln In the opposits direction to use the solution on the other side of the
brush. Then leave It to dry. Some people find It easher to apply singis brush strokes.
For porous surfacas | |s Imporant to buld up enough lacquer to prevent the Ink
peneirating the surface. Apply at least three coals of BTZ, allwing It io dry bafore
applying the next coal. Enough lacquer has been applied whan It dries 1o a faldy
conslstent smooth dull sheen. Hint: 1]'!|' this out on a similar irial suace or even paper
first thensea If you can remove the number or i the Ink has Fl'EﬂEﬂﬁtEﬂ the sUMace.
The Irik shoukd Be applied I quite thick strokes with a pen appropriats toihe size of the
NETIZET YOU Want to write. Leave 1 to 521 far 3 minwe before applying a top layer of the
Paraiold BET. I the Ink 15 apglled too thinly 1t may be damaged by the fop layer of BET.
Onily one layer of 56T should be necessary, spread lghily over the surface to avold
Emudging of e Ink below. You can add additional l3yers afier the first s dry o give
anded protection against the number belng wom away.

If you maks 3 mistake wipe It o with a 5wab spaked In aceipne.

2. Sticking a label on the object

This agvice Is based on guidednes provided by the NiiL

This method can be wsed on many types of object but do not use on surfaces that ans
crumbly, flaky or hairy.

Materials

Use Paralold B72, starch pasie or SCMC (sodium caroxy metnyl cellulosa). Do nod
use seif adhesive labels or 1apes as they always deteriorate. For example, they dop
off, refuse to come off and 7 or stain the abject

Conslder printing the number using a lassr printer or phatocopler (both plgment
based) onto acid free paper

For vamished surfaces use sianch paste

For plastics wse dry starch pasie of SCMC

Mathod

1]
2]
3

Writa ar print the numBer on 3 small strip of acld fres paper.
Apply the adhesive to the labal.

Press the label onto e objecy, sumclenty Mrmily hat It mowds self o the object’'s comtowrs.
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3. Sewn on label
This advice Is based on guidelines provided by the NiWL
Materals

= Tyvek (spun bondad podyolenn)

s Pemmanent markers of Roling pens and permanant Diack Ink

» Washed or unbleached cobion tape In varkus widhs (i wash cotton tape soak | very hot water)
+ Ti2ontags

+ Fine cotion or polyesier thread

Tyvek
oros:;

Watar resistant;

Cheap io buy 35 3 sheet and cut o size;

Hvallaile In a range of welghts. Soft welghis are more sympathetic o soft, fragile objects;
Smoothar to wiite on than cotton 1.@’& far texthes and do nat need rlemmlng.

Cans:

= Mot al p=ns write on it Some Inks fioat off on Immersion In wWalgr, 50 18sl;
»  Risk of static charge which could aftract paricies from the object surface eg pgment.

Mathod

1) Agsess e object and decide wheihar io 56w on 3 labal, attach a tie on lab=al, or make
a speclal tag. If you are going to sew on a label I must be possibie o stteh Rto the
besetlle without 2ausing damage. Tiz on labals shoul be attached throwgh a buttonhode,
o similar, 50 that tha fabri 1§ not damaged.

2) Choose alocation. Bear In mind whether e labal needs io ba visble when the texile
I5 In siorage. If the taxtie I going to b= rolled i may be wodih marking a long cation
tape wih the same number and tying It round the nolied iexilie.

3) Choose ataps width or label size appropriate to the object skze.

4) Winita the [abel neatly. This |5 easler with 3 marker.

5) For a standard flat cotton tape sewn-n label cut the tape approximately Smm longer
at aach end than the finished length of the label, Tum under the raw ends and stitch
In place with several long siliches at each end In a fine thread, preferable ong that
matchis e bextle not ihe iabel. The procedure Tor a sewn-n Tyvek label |5 the
Edme, EHI'.‘EFIT na I:urnlnga are neegad.

6) Tape and Tyvek can also be usad to make looped I3bels sewn to tha textlie at ona
end anly. This Is pasticulary suftabie for flat textlies with 3 hemmed edge. The loop
£an be amanged 50 that the number can be seen wih the textiie Nat In store, but
buckad beneath for display. The stiching can be conceaied In the ham 50 that it
cannot be s2en from e right slie.

7) Spectal Tyvek tags are used for fraglle textiles, whers a stiched label or a te-on iag
would cause HITIEQE-. The number s writban on a small P‘E’CE DTT']"!'E. and a fina
neadiz Is used with a length of fine polyesier thread which Is passed through the
Tywak and through an 2xsiing hole In the textlie or betwaen the threads from which
It s woven. The ends of the ffwead are then knotted. This Ightwelght Ebel puts Ftie
gtraln on the textiie.
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4. Immersible label {for specimen preserved in fluid)

This method Is us2d for specimens preserved In fluld:

1.
2.

3.
4,
.

Examine the object to check I the method s appropriate. I in doulbt, conswt a conservator.
Wiite the numb=r on an Aquascroe label or stip of Tyvek, using a pencll or a

drawing Ink and drawing p=n.
I using Ink, aliow | 1o dry Tor 24 howrs. Also, check the Ink for suryival in fluid 1o b2 used.

Place label In fluld with specimen and seal.
Mark ihe packagingicontamner as well (see Bask Technique 11 Marking packaging or Suppar).

3. Water immersible label {for object stored in water)

This method |s used for objects stored In water, typlcaly waternogged glass or organic materials
from temestrial archaspiogical skes, and most categories of inds from martims sies.

1.
2.

3.

Examing the object to check I the method Is aporopriate. I In dowdt, consult & consenvatar;
Wite the numiber on ET}""EH label, ualng a black 'l'EtEI'Fl'ﬂDﬂﬂl marker. Avokd pen ol

as It bacomes lliegibke avar bme.

Allpw Ik ta dry 7o 24 hpurs. Also, check e IRk for sunival In water.

Place label In container whh object, and seal. Labels may b= fied to larger objects

using synihatic materials such 3s fenyiene or polypropylens twine, or plastic garden

ties {which can be easlly re-sed).

When labeling any type of archasological artefact, always refier to the UKIC publications,
First Ald for Finds and First Ald for Marine Finds. If In goubt, consult a spacialist
archasmiogleal consanator of inds oflear.

&. Label on pin {for pinned biological specimen)

This mehad IS usad for pined Hological spesimens:

1.
2.

3

Examine the object o chack I the method s appropriate. I in douwbt, conswlt a conservatar.
Wnt= the object numbsr on a smal sirip of acid-res paper or Tywek using 3 sultable
drawing Ink and drawing p=n.

Stick the pin on which te specimen s mounted through this labal, making sure that

e hoke = not 100 close 10 the edge and that the number can De read wihows

disturaing the specimen,
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T. Loose label {for small objects such as coins)

Some pbjects, such as colns, are too small and detalied 1o b2 marked, nor s It2asy o te a
Iabel omio them. The only opiion & 0 use a loose [abel

1.

Examine the oiject to check I the method s approprate. If in dowbt, conswt 3 conservator.

2. Wit the object number on an acid-free paper or Tyvek label using 3 sultable

drawing Ik and drawing pen. Put It undemeath the object In is siorage tray.
Take 3 phoingraph of the object, and mark the object number on the rear barder of
the print using a sultabie drawing Ink and drawing pen (record the welght of the
nbject 35 an addmional means of igentifcation).

Always ke2p the lael with the oblect. When the ooject {and hence label) ls moved, a proxy
cand should be put In lis place.

B. Tie-on label

This advice s based an guideines provided by the NL

Pros:

£a36y 10 gt TOm COnEenaton suppliers;
Ea36Y 1o Wrie on;

Hobceable and easy o fing;

Can be writtn on In panell oF pen.

PH {acidity) showld be tested If you Som know the ongin;
Tyvek I slightty more dificutt;

Ea3cy 10 remave and Kes;

Papar lat2ls may Tall apart In a rood;

Flares from cotion may stick to arteTacts;

String may be nylon nod cofion and deteriorate and harm the object;
Cotion siring may wick oll from the objac, oll may cause Ink ko mn;
Paper and cotton laoels are an Insect food source.

Materlals

Use white acid free paper or cand labels or Tyvek {3gs wih tape or siring.

Mathod

1.

Examine the object to chack If the method s appropriate. If in dowbt, conswt 3 conseniator.

2. Writs the object number on an acid-free paper or Tyvek using a sultable drawing Ink

and drawing pen.

Pass fape, siring or thread {a& appropriate to the objest) hrough hale In laoel.

Tie tape loosely round the ‘hoke', ‘handie’ or neck’ of the object using a reef knat or
by 100ging R romd and theolgh BT,
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8. Duplicated pencil mark

Paper Is easlly marked with a good-qualty 28 pencll, which can be removed with a wery
s0ft, clean eraser or Draficlean granwes (avalable from consendation suppliers).

1. Examine the object io chack IT the method Is appropaate. If in dowdt, cinsWt 3 corseryator.

2. Mumber the pject In T Separate Iecatons In pencll on Me MEVerse, using gentie pressurs.

3. M newly sharpened, scribole with penc untl it wries smocthly.

10, Number applied with paint

Larger objacts, paricularly In agricultural, transpart or Industnial coliections, could have thelr
numiter paintad on using A sultable paint. I the objest 15 kept cutdoors, It may be necassary
10 monitor M2 eMacts of Weathednng on the number.

Examinz the object io chack If the method |5 approprate. I In doudt, consuil a consenvatar,
Paint on the number with a suRabdy slzed brush.

Allpw 24 howrs to dry.

Acrylics should be usad on objects with medium porosity. Olls may be used on

nbjects with low porsity.

-

11. Marking packaping or support

1. Examine tha ooject in chack If the mathod Is appropiate. I dowbt, conswi 3 conservator.

2. Label and mark the packaging of the ooject rather than the object itsef, or place a
laiel In the packaging.

3. The packaging should, where possible, be transparent {uniess the iems are light
E-EI'IE-HI'N'E-:I"D regucs the nesd for |13I1d||ﬂg.

4. Where the marking methads that can be applled to the exterior are unrellable, labais
should be paced within ihe transparent packaging - In addton b the outslde of Me
packaging being marked - or 3 separate comparimeant may be provided for the label.

Plastic bags are difMcult to mark efectively as few substances adhene well o thelr shiny surface
{try the Shachinata Arline 70 pen). Marking on a whitened section s not recommendad 3t the
whit2ning wears off over time. Bags 'With 3 5Eparate compartment far e &kl are 3 good solon
If ey are avallasle In e required $ize. Cuslom-mads bags £an 2aslly B2 Mags up using neat-
sealing equipment. Otheraiss Intemal Tyvek labsis may b2 used 1o duplicate extamal marks.

Since an object may be removed from its packaging, it might be safast also to:
» Phoiograph ihe object OR

» Record ihe total number of objects In the packaging O
= Welgh the ooject, If approprate (not sultabie for hygroscople or valatlle oojects).

12
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12. Mizing the warnish

This agvice Is based on guidednes provided by the ML

Paraloid B72 20% in acetone

Mathod

1]

2
3]

4

MIX U 3 S0IUNON O Paralold 572 granules In acetons at 20% wedght 1o volume (far
exampie, 209 of Paraold In 100mi aceione) In @ container that can be made akriight.
{M.B. Paraloid B72 I5 also supplied as an adhesive In tubes, but granuies ans mare
convenlent for making this vamish.

Seal the contaliner and wak for the granuies to dissolve [shaking e container
periodically aids dissolution).

Small guaniiies can be decanied into a more convenlent container, such as a 35mm
flim canlsier with a hiole In the lid for the brush.

Paraiold B72 In atetpne showd be stored In 3 sealed contalner.

Paraloid BET in white spirit or S$toddard Solvent

It Is recommended that you allow plenty of ime for mixing this resin splution as It can take uwp to b
days 10 dissoive large quanifies thomughly ag 250ml upwands. If avallable 3 stimar hot plate would
be a very usaful plece of equipment, speeding up the process and taking less tme while mixng.

Mathod using a stirrer hotplate:

1)
2)

3

4

5) Once e first half of the consoddant |s mixed In 2dd any remaining resin and repeat the process.

Add the Tull amount of soivent o a sealable, haat proof container.

If mixing |arge quantites only 3od NN of the required resin 1o bagin wih. If only
mixing small amounts add all of the resin at this stage.

Add a large bar magnat to the mixture and stir with the Iid on for one to two hours on
neat sefting 2. Gentle haating of the mibxturz will help spead up the process. Do nod
Increase the temperatune as this will cawse the adhesive to bake to the bobiom of
the contalnes, rendedng | useless, and will evaporats the soivent.

Afer approximately twa howrs switch off the siimer and stir the mibdure manually.
Az the 3dnesive b2gng to mix 1T becomes 100 13cky 1or tha Dar magnet tonave any
effect, regular manual stimng after this point allows the adhashve o mix tharaughly,
althowgh bar magnat can b2 usad In betwaen.

Mathod without & atimer hotplata:

1)
2)

Suspend the Paraloid BET In 3 musln bag In a Jar of white spirt or Sogdand soivent
The musin bag can be Mxed to 3 [am |ar by screwing on the lid.
Leave for abowt 24 hiours for the Paralold B6T o dissolve.

11
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Aszembling a labelling and marking kit

For the saka of safety and convenlenca, It s helpful 1o assemble all the equipment and materials
required for aoeling objects Into 3 single general kI, or a s2ries of speclalis? kits for use with different
types of collections. For Instance, natural history kits wowid need entomological pins and matenals for

spirit-based collections, whilst iextlle kits would require cotton taps, sewing materials ste.

Meatal inolboes with Intemal compartments maka sultable holders for labelling and marking kis. Any
chemicals and soivents I the Kit showd be sipred woright In sealed and [ab=lled containers. The b
isedf should be cleany marked with Its contents, and stored In a secure, cool, well-eentilated area.

A genaral labeling Kt might contaln the following Hems:

Equipmant

Coples of the Collections Trsst labelling and marking guidelnes, n-house
standardised labeilling procedures, HES/CoSHH Infomation on chemicals used
Graguaied vessel/measuring |ug, sliming rod, glass plpeites

Safety giasses

Gloves Tor object handing [vinyl of cothon)

Drawing/miarker pens, penclls, SNanpensrs, erasers, Dlack and whlts drawing Inks
Cotion buds

Labels [varlous types), Tyvek tags, string, thread and tape

Coton tape, sewing nesdies, coton or polyesier Nr2ag, s13iniess s1eel dressmakers ping,

ECiESOME

Polythene artefact bags (vanous sizes)
Musiin bag

Hatplate stimer (If using)

Chemicals

100mi each of acetone, white splnt or Stoddard soivent and dstllied water In s2alked
and ab2lled contalners

100mi of ready mixed 20% Pardlold 572 In acetone In sealed and ab=lled container
100mi of ready mixed 20% Pardlold 557 In white spint or Stoddard solvent In a
sealed and labelled container

Supplisrs

Aliantls European Lid

Conservation Resources (LK) Lid
Cormelsson & Son: [retall unit) 0207 636 1045
Conservation by Design

Preservation Equipment Lid

Llon Piciure Framing Supplies

Watking & Doncaster

Whaleys {Bradford) Lid

Bowmer Bond Namow Fabrics Lid

Casn's UK Lid

Aquascribe

Dakes Eddon Sclentific Services Lid: 0151 207 3062

For supplers of chemlcals se= your local Yellow Pages.

For maore suppliers see the Museums Assaciation websie www. museumEassociation. ang

12
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Materials

Acetons
Used for

= Writing on the object
»  SHcking a label on the object

Local suppliers.

&chd-frae papsr
Used for

= Label on pin
loose lanel
» Sticking a label on the object

1007% rag paper, no mineral coating or loading. Avallable from conservation suppilers.

Aquascribs waterproof labal
Used for:

» Immersible label

Aquascribe.

Brush
Used for

= Wrting on the ooject
»  Number applied dirzcily with paint

High quality brush with secure hairs 2g squimel or satle {Finish on handie may be soluble
In acetone). Local suppllers.

Cotton bud
Used for

= Writing on the oaject

Watural cotton wool buds =g Johnson and Johnson. Local suppliers.

13
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Distlllar or da-lonlzed water
Used for

+  Sewn-on l3oel - final ringing of tape

Local supgpliers.

Dirawing Ink
Used for

» Writing on the object
Sewn-on label

Immersiole laoel

Lab=l on pin

Loose label

Tle on label

Sticking a lab=! on the object

Faobing 551 017 MHack Ink
Raobring 5%1 018 whita Ink
Fobring 551 002 red Ink

Winsor & Mewton Ink Is an allemative. Local suppliers.

Drawing pen
Used for:

= Writing on the cojest
Sewn-on label

Imimersiole laoel

Lab=l on pin

Loose label

Sticking a lat=l on the object

Steeliceramic niobed pen e Rotring Isagraph 0.1 - 0.5 (0.2 - 0.3 are good for ganesal use);
Fabes-Castall TG 1.0 - 0.5. Local suppiiers.

Eraser
Used for:

= [Duplicated pencll marks

Local suppliers.
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Falt tip pan
Used for:

writing on ihe cojest
Sewn-on label

Immiessible label

Label on pin

Loose label

Tiz-on label

»  Sticking 3 Ia3b=l on Me object

For exampie, Pigma pens or any feit ip pen describad a5 waterproof and permansnt. Thass
©an De pUrchased MM Cons2nation and cran suppliers.

Musalin
Used for

= Writing on the oaject

Local supgpliers.

Heedla
Used for

= SEwn-on label

Slize 10, 11 or 12 needles. Local suppliers.

Falnt
Used for

= Mumber applied dirscily with paint

Winsor & Newion Alkyd Ol Paints: Light iron oxlde), Red, Lamp jcaroon), Biack, Tianluen
White. Use an odorass-fype thinner eg Winsor & Mewton Sansidor. Local suppliers.

Paralold B72 adhasive
Used for

» Shcking 3 label on e object

Avallable from consendathon suppllers.
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Paralold 72 granulas
Used for

» Wiriting on the object

Anallable from consendation suppllers.

Paralold BET
Lised for

= Wiriting on the object

Avallable from Consenvation supgpllers.

Pencll
Used for

»  Immersible label
»  Duplicated pencll marks

ArtlsTs qualty 2B pencil. Local suppilers.

Pin
Used for

= Lab=l on pin

Stainkess steel entomalogical pins avallable from Walkins and Doncaster.

Starch Paste
Used for

» Sticking a label on the object

Readymade wheat starch | avallainie from Presenvation Equipment Lid and Lion Plciure
Framing Suppiles.

Sioddard acivant
Used for

= Writing on the ooject

Local chemical supplers.
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Tapa
Used for

= Tie-on abel

Fine plain-wowen Iner tape 3-12mm. Standard palyester tape ks avallable from lamge depariment stores.

Thread
Used for

= Sewn-on label

If possible wse 3 fine thread simiar o the iextlie from which the object ks made. Oinerwise, 3
fine spun thread eg Coates Drima. Local suppliers.

Tyvek
Used for

Immersible label
Lab=l on pin
= Loose label
= Tie-on [abel

Avallable Trom consenyation suppllers.

Unbleachad cotion taps
Used for

= Sewn-on label
= Tie-on label

Fine plain weave, 5-10mm. Conservation Resounzes, Whaleys (Bradford) Lid, Bowmer Bond
Harrow Fabacs Lig, Cash's UK Ll

Whits apirit
Used for

» Writing on the ooject

Local chemical supplars.
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