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Historical Society of the Town of Middletown, Delaware County

Collections Management Policy

The purpose of The Historical Society of the Town of Middletown, Delaware County is to build awareness and appreciation of the heritage of the Town of Middletown, Delaware County, New York, by discovering, preserving and making accessible historical information and materials related to the Township and its environs. These objectives will be achieved through educational programs and preservation projects, and through cooperation and collaboration with other local organizations.

The purpose of the Collections Management Policy: To establish rules, guidelines and procedures for the acquisition, care, preservation, public access and deaccessioning of items in the collections of the Historical Society of the Town of Middletown, hereinafter referred to as “HSM” or the "Society." 

I. Collections Committee 

A. Structure. The Board of Trustees of the Society shall establish a Collections Committee. Pursuant to the Society's By-Laws, the President shall appoint the members and chair of this Committee. The Committee shall recommend items for accession (Section II) and deaccession (Section V) to and from the collections of the Society. The Collections Committee shall include in its deliberations, whenever deemed necessary, the advice of professionals with the goal of making well-considered and timely recommendations to the Board of Trustees. 

B. Authority. The Chair of the Collections Committee shall be an HSM Board member, and the only person authorized to receive items for consideration for acquisition (except in the case of purchase: See Section II.B.11). The Chair must have the donor/source of the artifact/item sign a Temporary Custody Agreement. The Chair is then responsible for bringing each object, a copy of the Temporary Custody Agreement, and/or other pertinent information, video or photographs before the Committee for a vote to recommend that HSM accept or decline the artifact. 

The final decision to acquire or to deaccession items to or from the collection shall rest with the Board of Trustees. 

II. Acquisition 

A. Scope. The Society collects books and manuscripts, including published genealogies; maps; photographs; motion picture films, microfilm, videotapes, audio tapes, compact disc (CD) and digital video disc (DVD) recordings of oral history interviews or on locally relevant historic topics; paintings, drawings and other artistic and architectural renderings; artifacts of a size and condition that can be housed and maintained properly; memorabilia related to personal, commercial, institutional and community history, and other items which have been created or used in the Town of Middletown, Delaware County, New York. When deemed appropriate by the Collections Committee and the Board of Trustees, materials related to or generated in nearby towns, including the contiguous towns of Andes, Roxbury, Hardenburgh, Halcott and Shandaken, pertinent to the history of Middletown and its residents are also collected. Books on the history of the Catskill Mountain Region and New York State are also collected so that Middletown history may be placed in a wider context.  

B. Guidelines. Acquisitions to the Society's collections by gift, bequest, purchase (#11 below), loan (#12 below), or other means shall accord with the following rules: 

1. The owner must affirm clear title and must sign a deed of gift transferring title to the Society. In the case of a bequest, the donor must also have had clear title. 

2. A transfer of ownership file containing gift agreements and other proofs of the Society's legal ownership of acquisitions shall be maintained. 

3. The Society will accept only materials that can be admitted readily to existing exhibition or storage areas, and those that are in adequate condition for display, research and exhibition.  If an item is not in suitable condition for physical display, research or exhibition the Committee will consider documenting the item with digital imagery or other means and including such representation in the Collection.
4. No item shall be recommended for acquisition if the costs of transportation, storage or conservation exceed the anticipated benefits to the Society or the public it serves.

5. The Historical Society shall retain complete control over its collection. No commitment, either stated or implied, concerning permanent display, placement, use or retention will be made to any donor.

6. The Society will not provide appraisals for donors for IRS or other purposes, nor will appraisals be made for any other individuals for any purpose.

7. The Society must be capable of housing and caring for the proposed acquisition according to generally accepted professional standards. 

8. Proposed acquisitions shall be free of donor-imposed restrictions unless such restrictions are agreed to by the Collections Committee and the Board of Trustees. 

9. Acquisitions approved by the Board of Trustees for accessioning shall be promptly accessioned upon receipt under a system approved by the Collections Committee and the Board of Trustees. 

10. The Society’s existing collection will be considered before it accepts duplicate materials.
11. Purchases shall be made by HSM Trustees only, and, whenever possible, with advance approval by the entire Board using HSM funds.  When time and circumstance does not allow advance approval, Trustees using their own money for artifact purchase do so with the understanding that the item will be presented to the Collections Committee Chair for review by the Committee. If recommended for acquisition, and approved by the full HSM Board of Trustees, the purchaser may be reimbursed for the item from HSM treasury. If the Committee does not approve, reimbursement will not be made.
12. Loans, incoming: The Society does not accept long-term or indefinite loans of items for its collection. Short–term loan agreements with item owners may be approved by the Collections Committee and the Board of Trustees when item(s) is/are needed for a Society-sponsored exhibit or program for a finite amount of time (less than 6 months). 

Loans, Outgoing: The Society may make certain objects in its Collection available for short-term loan (less than 6 months) to other non-profit historical or community organizations or municipalities for exhibition, as recommended by the Committee, approved by the Board of Trustees and outlined in a Loan Agreement. No loans shall be made to individuals.
III. Care and Preservation 

The Society realizes its obligation to protect its collections, which are held in the public trust. Therefore, the Society shall act to the best of its ability, according to the following guidelines: 

A. A stable environment for items in storage or on display shall be maintained by protecting them from excessive light, temperature extremes, humidity, vermin and dust. As much as possible, materials shall also be protected against theft, fire, flood and other disasters. 

B. When possible, paper materials shall be copied on microfilm, photocopied on acid-free paper, digitally scanned or otherwise made redundant and stored in a separate location. 

C. When deemed necessary, conservation of materials shall be undertaken with the advice of a trained conservator. 

D. Records shall be kept using appropriate forms for documentation: i.e., temporary receipt form, deeds of gift, accession forms, relevant correspondence, loan agreements, conservation reports and deaccession records. 

E. The Collection inventory shall be updated at least every six months. Inventory and other records shall be kept up to date to facilitate public access and to prevent loss. 

IV. Public Access 

The Society shall make research materials in its possession available to researchers and will accommodate them to the best of its ability through the use of inventories and the assistance of staff members or trained volunteers. 

A. A registration form listing rules for usage shall be read, filled out and signed by all researchers. 

B. The Society may limit the use of fragile or unusually valuable materials. 

C. Photographic, photocopying and electronic (digital) reproduction/duplication: 

1. A Request for Copies form containing a notice of copyright restriction shall be signed by each user before copies are made. 

2. Reproduction by the Society in no way transfers either copyright or property rights, nor does it constitute permission to publish or to display materials. 

3. All prices for copying shall be determined by the Board of Trustees. 

4. In some cases, the Society may refuse to allow copies to be made because of the physical condition of the materials, restrictions imposed by the donor as accepted by the Board, copyright law, or right-to-privacy statutes. 

D. Requests for the use of elements of the collection for commercial purposes (book, video advertisement or other purpose) shall be considered by the Board of Trustees. In such instances, the Society shall require acknowledgment of its contribution in published credits, and may contract for financial remuneration.

E . A fee may be charged for research work done to meet requests. The amount shall be set by the Board of Trustees. 

F . The Society may refuse access to individuals who have demonstrated such carelessness or deliberate destructiveness as to endanger the safety of the materials. 

In addition, the Society is committed to bringing to the public information culled from its documents, photographs, artifacts and oral histories by presenting public programs, including slide shows, live acts, videos and films; mounting exhibits; and publishing newsletters, pamphlets, checklists and guides to the collections whenever possible. 

V. Deaccession 

No accessioned object or collection shall be removed from the Society's auspices except in conformity with the following rules: 

A. A deaccession recommendation shall be prepared by the Collections Committee and approved by the Board of Trustees. Whenever deemed necessary, professional advice shall be sought before an item is deaccessioned. 

B. The decision to deaccession should be cautious and deliberate and follow generally accepted museological standards. One of the following criteria must be met: 

1. The material no longer aids or enhances the mission of the Society. 

2. The material is not of exhibition quality or educational value. 

3. The material duplicates other material in the collection of the Society and is not necessary for research or educational purposes. 

4. The item is in poor condition and beyond restoration, or the Society is unable to conserve the property in a responsible manner. 

5. After consultation with acknowledged specialists, the item is found to be a forgery, facsimile or is otherwise inauthentic.
6. The item is being repatriated or returned to its rightful owner

7. The item is being returned to the donor, or the donor's heirs or assigns, to fulfill donor restrictions relating to the item which the institution is no longer able to meet;

8. The item presents a hazard to people or other collection items;

9. The item has been lost or stolen and has not been recovered

C. No donated material shall be deaccessioned for two years after the date of its acquisition. 

D. A complete record of deaccessions shall be retained permanently. 

E. Disposal may be by exchange, donation, public sale or auction, with scholarly or cultural organizations as the preferred recipients. Items damaged beyond repair, or whose condition endangers the rest of the collection, may be discarded or destroyed.

F. Proceeds derived from the deaccessioning of any property from the collection of the Society shall be placed in a fund for the acquisition, preservation, protection or care of collections. Proceeds shall not be used for operating expenses or for any purpose other than acquisition, preservation, protection or direct care of collections. 

G. Materials de-accessioned shall not be sold, given or otherwise transferred to the Society staff  members, trustees or their representatives. 

This Policy was formally approved and adopted by the HSM Board of Trustees on  
Date: May 2, 2011, revised November 2014
Signature of Officer:_______________________________________________________ 

Typed or printed name of officer:  Diane Galusha



