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STATEMENT OF PURPOSE

The purpose of this policy is to identify how the collections of the Museum of Science & History
(MOSH)will be managed. The policy is intended to serve as a guide to the development,
managementand care of the collections to achieve the overall mission of the Museum. This
policy will identify the duties and responsibilities of tliratorialstaff, the Museum staff in
ASYSNI 3> | yR {KSbodydAeSieayothe CalIRd Negnagement Policy is
necessary to maintain its validity and usefulness as a guide for the Museum staff and Board of
Trustees. The Curator will identify when a formal @tk Management Policy review and
revision is warranted usually every three to five years. Working with the appropriate staff,
trustees, and outside experts as needed, the Curator will submit proposed revisions to the
ExecutiveDirector forpresentation to the Board of Trustees for final approval.

MISSION OF THE MUSEUM OF SCIENCE & HISTORY

The mission of the Museum of Science & History, adopted by the Board of Trustees
December 201s:

The Museum of Science & History of JacksorfMi@SH) inspires the joy of lifelong learning by
bringing to life the sciences and regional history.

The mission oMOSHO2 YLJSt a (KS AyadAddziaAzyQa &SNIWAOS
Northeast Florida as a center for the collectiand interpreftion of scienceand regional
history. In this role, the Museum héisree essential responsibilities: to collect and exhibit the
highest quality objects and specimens, to preserve those objects and specimens for future
generations and to interpret themfor our audiences Accredited by the Americaflliance
(formerly Associationdf Museums in 1983 and subsequently in 12@&id 2011 MOSH adheres

to collections best practices to achieve the highest level of care and management of the objects
and specimens its collections.



RESPONSIBILITY AND AUTHORITY FOR MOSH COLLECTIONS

As the ultimate legal entity and governing body for the Museum of Science & History,
LINE 0 SOGAY3T (GKS Lzt AO GNHzaAaG Fa ¢Sttt Fa GKS
NBalLR2yarotS F2NJ 0KS a dzasbdppedadionsy ManibérLof the Boagddf A OA S
of Trustees are bound to the Museum by duties of loyalty and care. They must ensure the
highest professional standards in the management, maintenaaoel consevation of the

collections entrusted to their care, especially through physical protection, record keeping and
financial resources.

Within the Board of Trustees, the Organizational Advancement Committee is specifically
charged with overseeing the alignmeoitthea dza S da¥sSignwith its exhibits and
programmingandoverseeing collections management policy and recommending significant
accessions and deaccessions. The committee also works with Museum staff to ensure
implementation and evaluation of th®lusedzY hétitutional planning.

The Board of Trustees charges the Executive Director with the administration of the collection
YIEYyEFE3ISYSyd LRt A OA Sta-daj gperatichE ThedzieButiz¥ DikkctoRdelégates

the execution of collections managentetuties to the Curator. The Curator works in concert
GAGK 20KSNJ LINPFSaaAzylft adadr¥F FyR O2yGN) O
responsibility to maintain the objects and specimens entrusted to its caree Odllection
Management Policgets forth the manner in which the Curator exercises prudent and effective
A0S6FNRAKALI 2F GKS adzaSdzyQa O2ffSOGA2yad

The successful execution of such duties may be achieved only through a-based
understanding and implementation of preservation and risknagement measures particular
to museum industry standards and the creative interpretation and application of those
standards in particular settings. Thus, it is presumed that the realization of missioncgoals
especially those in the arena of collectioosare and management occurs through the
combined efforts of board committees, staff departmerasd individual staff members.

Code of Ethics

The Museurd / 2 RS 2 F 9)iwkad dddptedih 1983SrgvisddBn 1994, 2006, and
2010. The original document and the revised code have borrowed heavily from the codes of
ethics of both the American Alliance of Museums and the American Association for State and
Local HistoryAs a membeof each, he Museum subscribes to the codes of both organizations.

6



Appraisals

To avoid any conflict of interest, or the appearance ther&t@SH employeeand board
membersmay at no time provide appraisabcting as either a representative of MOSH or
independently, with or without compensation.

Special Events

Special events taking place at the Museum will not imperil or damage the Collections in any
way. For specific details refer to theacilities Use Contraotaintained by theRetail and Special
Events Manager

Collections Volunteer and Intern Policy

AAAAA

AllCuratoriald2 f dzy 6 SSNE | YR Ay iSNya I NB SELISOGSR G2 |
policy and Volunteer manuarhe followingadditional restrictions will applythis list is not to

be casidered exhaustive/olunteersand internsmay not use ladderd/olunteers andnterns

will not be allowed to perform any testing on collectiamsess authorized bghe Curator or

Collections ManagéRegistrar

Living Collection Volunteers and Interns

Interns must be at least 16 years old to work with the Living Collection. Volunteers must be at
least 18 years old. All interns and volunteers must receive additional training on handling and
care of the specimens in the Living Collection. This trainihdp@&scheduled with the
Registrar/Collections ManageAll Living Collection volunteers and interns will abide by the
procedures laid out in the Living Collection Procedure Manual which is keph i | Fo@da
Naturalist Center.

Volunteers and Interng/orking with othercollections

+2fdzySSNB YR LYGSNya Ydzad o6S G fI8ihgdd wmy @&
Collections. Aditional trainingon object handling andse ofPast PerfecMuseum Software

must be completed by all volunteers andams. Typicallythis training will be scheduled with

the Collections ManagéRegistrar After 500hours ofservice, volunteers will become eligible

to receive an access fob for the History Collection door;ghislegewill be affordedat the

discretian of the Curator.
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RISK MANAGEMENT

The Museum understands that prudent management of the collections requires the
identification and mitigation of certain risks.

Emergency Preparedness

Certain risks, though rare in occurrence, can cause catastrophic damage to the collections. The
Museum has established the MOSH Safety and Emergency Action Plan to address these issues.
A copy of this document is found in each department as well as oa th® S dzY Q& & S NIJS NIp

Security

Beyond planning for emergencies, security is one of the most important factors in preventing
loss or damage of the collectionsSecurity systems are comprised of both human and
equipment components. There are three main fastdhat affect and determine museum
security: access control, visual monitoring and internal control.

Access

On abuildingwide scale, control is achieved through limiting the times and areas the public can
access. Access to the building during #arsiness hours can only be accomplished using key
fobs which are assigned to employees and security alarm codes which are prtviniag

those employeesvho will open or close the building or hold a leadership position.

Access to collections is further controlled in various ways depending on the location of the
object.

The History Collection room is secured watmagnetic lock thais opened usingey fobs. Only
the key fobs of the Curatorial staff, Deputy Director, Executive Director, Director of Exhibits,
Planetarium Manager, and Technical Services department will allow access to the storage
room. If the magnetic lockails, there is a backip physical lockOnly the Deputy Director,
Curator, Collections Manag&egistrarand Technical Services Manager hold the key to the
History Collection door.

The Natural Science Collection room is secured with a physical lock. Thé&lelybyg the
Deputy Director, Curator, Collections Managragistrar and the Technical Services
department.

During business hours tt@f 2 NA Rl b | (i idzdpknftoitie publi. Al cAgésiaseNJ
individually locked during this time. During nbasinessours the room is locked and alarmed.
KeystotheCt 2 NA Rl b | {i azNdeld By thé NMaturalistEgnieSstadf, Collections



ManagefRegistrar Deputy Director, and Technical Services staff. The alarm foddhealist
Centeris a separate partitio, so the room is secured even when the rest of the building is open
for a special event.

All exhibitcases are secured with locks or security screws. Only the Curatorial staff is authorized
to open exhibit cases.

Visual Monitoring

Monitoring of collectons includes inspections for loss or damage as well as monitoring for
potential hazards to the collection such as water leaks. The Living Collection and these non
living collections on exhibit are inspected dailythg Naturalist Center and Curatorialedt.

These objectandspecimensre further monitored by periodic walthroughs of staffduring
open hours The collection storage rooms are monitored daily by the Curatorial Staff.

Internal Control

Internal controls such as inventory and object trackingdescribedn the individual
collections managemergections

Insurance

While prevention is the preferred way to deal with risk to the collection, insurance provides a

way to recover from loss atamage to the collectiond he Museum currently seifsures its

Qollectionsa h {1 Qa4 FAYS | NIa LRt AOeanOpasisdtihoudedin Ay O2Y
the museumCollections objectand specimensn loan to other institutionsre not covered.

Theefore, MOSHequires borrowing institutions to provide insurance for loaned objeatsl
specimensMOSH has separate general liability policy that covers traveling exhibits.



HISTORY OF THE MUSEUM AND COLLECTIONS

The Museum of Science & Hist@gollectonsinitially began in 1941 with the chartering of the

WE Ol1a2y@AattS / KAf RNBY QA adzaSdzyidk S KYS2 (vidza SalzYdzNaRS;
the Beginning of Wisdofh 'y Sy (G Kdza Al &Y & globhl fodu®n hstoricsd y 0SS a =

objects,with a secondary interest in ethnographic material for cultural comparis@ver the
O2dzNBS 2F (KS, thedaduS dz¥he éolledidns leshahBed as thdluseum has
refined its purpose and name.

In 1977 the Museumbecame the JacksonvilMuseum of Arts and Sciencesorder to address

a wider audience withinthe community. At this time, objectsand specimensvere accepted

into the collections for the purpose of expanding existing categories only. Private donations
remained the bulk of acgsitions with some active purchasing in the areas of Americana and
local history. In 1986he Museum updated its statement of purpose to focus the collections
growth more heavily on general Amerianlocal preColumbian and historical artifacts,
contemporary Florida Native Americaartifacts, local regional natural science specimeasd

live animals. At this poinactive collecting in other areas was curtaildd. 1988 the Museunf) a
name changed tMMuseum of Sciencé& History (MOSH) This change refiged a need in the
community for local history and leiiiterpretation of thearts to two local art museums as more
logical bodies to fill that need in the communitin 1989 a new Collections Policyvas
approved by the board in order to bring the collece y Y2NBE Ay fAyS gA0GK
purpose as a regional museum. At this tirttee majority of theEskimo and African Collections
were deaccessioned and transferred to institutions that could better utilize them.

¢ KS adzSdzyQa rdiesNNSinfilar pusk? tb fo€us collecting on local history and

natural sciences and remove from its collections those more global items that do not serve a
comparative study purpose.
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SCOPE OF MOSH COLLECTIONS

The Museunturrently holdssixdistinct collections within the institution. Thesare the Living
Collection, History CollectiomNatural Science CollectiodOSH Archive Collectioifeaching
Collection andLibrary Collection

The Living Collection consists of live specimens thae leen acquired by the Museum for
dtGdzReé FYR SEKAOAGAZ2Y LizN1J2asSa Ay Fdz FAf€ YSyl
degree of care and documentation is given to the specimemsl the highest degree of
accountability is attached to this colleash. Only those specimens deemed suitable for

FOljdzZA aAdA2y Ayd2 GKS adzSdzyQa [AGAy3 [ 2ffSO0A

The History Collection consists of objects that have been acquired by the Museum for
preservation, studyand exhibition purposes in fulfillmeld 2 F (G KS adzaSdzyQa YAa
The highest degree of care and documentation is given to the objactsthe highest degree

of accountability is attached to this collection. Only those objects deemed suitable for
FOljdzAaAdAzy Ayid2 GKS adzaSdzyQa |1 Aait2NeE /2tf SO0

The Natural Science Collection consists of-liming specimens that havaeen acquired by the

Museum forLINB & SNl A2y > &0GdzRé | yR SEKAOAGAZY LidzZNLI2
statement. The highest degree of care and documentation is given tesgheimensand the

highest degree of accountability is attachedttos collection. Only thosspecimensdeemed

adzA G ot S T2NJ I Olj dziNatarai Scknec€dllettivrRare(nécSssiameta S dzY Q 4

The MOSH Archive Collection consists of materiedssferred tothe Curatorialdepartment

from other departments withinthe Museumthat document theMdza S dactitiessince its
opening.A high degree of care and documentation is given to the objects. Only those items
deemed suitable are accessioned into M©SH Archivedllection.

The Teaching Collection consists of BidA I t & GKI 0 KIF @S 0SSy | Olj dzA NB
handson educational programming and requirdénited curation and no documentation.

Materials are not accessioned and may be added to or removed from the Teaching Collection at

the discretion of the EacationDepartment

TheLibrary Collectiorronsists of reference materials that have been acquired by the Museum
for reference and research purposes. These materials are not accessioned. No documentation
and limited curation are required. Materials mag bhdded to and removed from the Library
Collection at the discretion of the Curator.

11



LIVING COLLECTION MANAGEMENT

Description of the Living Collection

The Living Collection has intrinsic value to the study and interpretation of science, which
ddzLIL2 NIIa ah{1 Qa YAaaAizy |yR Aa KStR FyR OdzNI
consists of more thard00 live zoological specimens which are cared dad exhibited on a

permanent basisThe Living Collection is made up primarily of specintleaisare indigenous to

Northeast FloridaAlso, thecollection includesseveral invasive and nemative species for
comparative purposeslhe collection includesmammals, birds, reptiles, amphibians, fisimd
invertebrates. The Museum works closely with local wildlife enforcement, zoasd
rehabilitation centers.

Acquisition Policy

The Museum seeks acquisitions to strengthen and broaden its existing LiviegtiGolthrough

gift, purchase, exchangéeld find, and catch and releaseAll living specimens accepted into

GKS [AQGAYy3 [ 2tftS8S00GA2y 06S802YS (KS adzaSdzyQa SEOQ
into the collection using the following criteria:

1 Ownership of the specimen will not conflict with any applicable local, statkederal laws.

1 There should be a clear relationship between the specimen and the overall mission of the
Museum.

The specimen will not be an unnecessary duplicate of specialezedy in the collection.

The specimen will be of such size and condition that the Museum can provide it with proper
OFNB ¢A0GK2dzi dzyRdzS SELISyaS 2N RNIAYy 2F (KS a

1
1

TheCuratorwill accession specimens into the Living Collection inrdecee with the following
procedures:

1 Approval from the Executive Director will be sought for specimens that require a large or
unusual expense for care.

A Record of Accession (Appendix B) will be created.

A Deed of Gift forn{fAppendix A will accompanythe accession record for any specimens
acquired through gift or exchange.

A Bill of Sale will accompany the accession record for specimens acquired through purchase.
All Living Collection accession records will be stored in the registration cabinetddoate
the History Collection storage roown the third floor of the Museum and filed in order of
accession number.

1 A digital record will be created in the Collection database

1
il

= =
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Acquisition through Reproduction Policy

Due to the nature of thisollection, occasionallgeproductionwill occur. As it is outside of the
adzaSdzyQa YAaaAirzys OoNBSRAYy3d gAUGKAY GKS [AGAy3
When applicablea program of spaying or neutering will be followed for mammalken

feasible, eptiles, amphibians, and birds will be housed separately by sex during breeding

season. If eggs are laithe FloridaNaturalist Centestaff will remove them agjuicklyas

possible.

If, despite the efforts of the Naturalist Center staffbies are produced, the
Registrar/Collections Manageiill make a recommendation to the Curator to either accession
the animal ortransferit to a qualified institution or individual. Only those with appropriate
permitting will be considered when transferrisgecimers.

Deaccession Policy

In the event of thedeath of a living specimen, th€urator must adhere to the following

procedures:

1 A Living Collection Report of Injury or Death FogAppendixM) will be created by the
Registrar/Collections Manageand signed by theRegistrar/Collections Managerthe
Curator, and the Executive Director. The record will bBeed with the corresponding
accession record in the registration cabinet.

1 The specimen wilbe permanently disposed ah one ofthe followingways Specimens that

FNB SdziKIFIyAT SR Fid GKS GSUSNAYFINARFIYyQad a2FTFAOS

specimenexpires at the Museumit will be securely bagged and marked for disposal.
Specimens for disposal will be stored in the diming collection roomfreezer. Once a year
the deceased specimens will be collected and destroyed by a professional hazardous
materials contractor.

1 The digital accession record in the Collection database will be updated with deaccession
information.

In the event ofa lost or stolen living specimegna Deaccession Record (Appendxwill be
completed.The record will be filed with the corresponding accession record in the registration
cabinet and the digital accession record will be updatédaddition, a Damage, Recovery and
Salvage Report (Append¥ will be created by th&kegistrar/Collections Managerhe record

will be filed with the corresponding accession record. A copy of the report will be filed with the
Director of Finance and Admstration.

13



In rare cases, a living specimen that has not beshor has not expired may be deaccessioned

from the Living collection. This action may only be carried out if the specimen falls outside of
0KS adzaSdzyQa YAaaArzysONBINBSR FI yi K&y Rdz$ ORNISNY K:
resources, or the needs of the specimen can no longer be migt.this case a Deaccession

Record (Appendi®) will be completed and signed by the Curatord Executive DirectorThe

record will be filed with the coasponding accession record in the registration cahiaatl the

digital accession record will be updatékthe specimen may be transferred to an organization or

individual possessing the appropriate permits at the discretion of the Curator.

Loan Policy

Incoming Loans

hyteé 2yS AyO2YAy3d 2y 2F ' YSNROFY ' &€ A3l G2N
authorized for the Living Collection. The loan is documented by the Curator witicaming
LoanAgreement (Appendix P

Outgoing Loans
Specimens from the Living Collection will not be loaned under any circumstances.

Using the Living Collection for Educational Outreach

Specimens from the Living Collection are used periodically for educational outreaches to

schools and other organizatis in an effort to raise awareness about Florida wildlife.

Outreaches will be conducted in accordance with the following guidelines:

1 Specimens will be chosen for use in outreaches at the discretion dielgestrar/Collections
Manager

91 Outreaches will neither interrupt feeding and care schedules nor compromise the health of
the specimen in any way.

1 Only trained staff and volunteers will be authorized to transport the specimens to and from
the outreach location.

1 Specimens will remaiander the close supervision of a trained staff member or volunteer at
all times.

1 Permits issued by the Florida Fish and Wildlife Conservation Commission will accompany
the staff member or volunteer while away from the Museum.

14



Inventory Procedures

Developing and maintaining an accurate inventory of the Living Collection is the responsibility
of the Collections Manager/RegistraEach specimeror groups of specimen the collection
is given a unique catalog number and storage location.

The Registrar/Collections Manageand his/her staff will conduct an inventory of the Living
Collection on a daily basis as part of the feeding and care schedule. Status, storage,laodtion
care records will be updated accordingly as changes occur.

Management of Living Collection Records

Professional management of the Living Collection relies heavily upon the development and
maintenance of records. Th€ollections Manager/Registraare responsible for obtaining,

creating and maintaining ufm-date records consisting of, but not limited to, the following:
documents recording the legal status of specimens (bill of sale, deed of gift, etc.); local, state
and federal permits; detailed care and veterinary records; documents regarding deaccession;
anda/y@ 20KSNJ NBO2NR& 2F | fAQGAy3 ALISOAYSYyQa dza

(Vo))

Living Collection paper records will be stored in a registration cabinet located iHligtery

Collection Roonon the third floor of the Museum. Digital collection recordslivibe stored in

GKS /2tftSOGA2Y RIGlIOF&aSD S5A3AGlIE NBO2NRa gAf
server. A manual backup of digital Living Collection records is comptedathly and stored

off site in a bank safety deposit box.

Permit Requrements

The Museum strictly adheres to all permit requirements set forth bylUinited States Federal
Government and thé&tate of Florida for wildlife possession, exhibitiand transport. It is the
responsibility of theRegistrar/Collections Managép obtain, manageand maintain proper
permitting for specimens in the Living Collection. Past and current permits will be stored in the
NaturalisQ €enter office on the first floor.A digital copy of all permits will be stored on the
Mdza SdzyQa & SNIBSNA ®

Migratory BirdLetter of Exemption

The Museum has receivedMBLOHrom the Federal government. The letter is stored in the
NaturalisQ &enter office on the first floor. A digital copy of the letter is stored on the
a dza S dzY Q & Undes mhp Migdmtory Bird Treaty Act, te Museum must still receive

15



permission for possession of migratory birds from the state of Florida under the
ProtectedListed Species permifformerly called Wildlife Possession/Institutional Permit)

Protected/Listed Speci€ermits

The Museum is required to have an-tggdate permit formigratory birdsendangered species,
threatened species and species of conceam listed by the Florida Fish and Wildlife
Conservation Commission

Clasd &Il Wildlife Permit
The Museum is requickto have an ugo date permit for the exhibition of Classwildlife as
listed by the Florida Fish and Wildlife Conservation Commission

Class Il Wildlife Permit

The Museum is required to have an-tgzdate permit for the exhibition of Class Il Wi
including amphibians, birdand reptilesas listed by the Florida Fish and Wildlife Conservation
Commission

USDA Animal Exhibitor License
The Museum is required to have an-tgzdate license for the exhibition of mammals.

Living Collection Care

Immediate care of the specimens in the Living Collection is the responsibility of the
Registrar/Collections Managend other trained staff. A Living Collection Procedure Manual
has been developed to aid in the care of the specimens and is located MatiealisQ Genter
office on the first floor. The Procedure Manual is updated by the staff as needed in accordance
with best practices.

Living Collection Access

Only the Curator, Registrar/Collections Managerand trained staff and volunteers are
authorized to feed, care forand move specimens in the Living Collection. However, untrained
staff and public visitors will be allowed to handle and touch specimens under the close
supervision of a trained staff member or volunteer at tRegistrar/Collectios Manage® a
discretion.
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HISTORYAND NATURALSCIENCE COLLECTIONSANAGEMENT

Description of the History Collection

The History Collection has intrinsic value to the study and interpretation of regional history in
adzLILR2 NI 2F ah{l Qad YAaairzyd ¢KS O2fftSOGA2Yy Aa
consists of approximatel21,000 objects The collection contais authentic exhibit quality

objects thatrelate to, and can be used to interpreahe peoples, cultures, and important events

of Northeast Florida, dating from pi@story to the present.Also contained in the History

Collection are objects of a more global focG®me of thesenon-regionalitems are held for
comparative purposeothers may be eligible for deaccession

2 KAES GKS YlI22NRGe 2F GKS adzaSdzyQa | Aadz2NE |
donations, the archaeology and anthropologub-collections were expanded greatly with

several large donations. In 196fe Museum acquired the Whitman P. Garrett Collection of
PreColumbian artifacts. In 1968he Museum was gifted a collection of South American

artifacts by Mr. T. S. Baker. In 1976e Museum purchased the collection of local amateur
archaeologist Bunnie Hall. In 1988e Museum received a donation from the Northeast Florida
Anthropological Society of their Dent Mourldings Themost recentlarge addition to the

a dza S dzY Qa ogy NalWigs Svad the donation in 1994 of the Thomas H. Gouchnour
(Mayport Mound) Collection. These additions have helpedyreatly enhance the collection

GKAES FAdINIKSNAY3I GKS adzaSdzyQa YAaairzy G2 ONRY

Description of the Natural Sciace Collection

The Natural Science Collection has intrinsic value to the study and interpretation of science,
GKAOK adzLILI2NI & ah{l Q& YAaaAB®Bednotiki® zdoBdical,S Od A 2
botanical, paleontologicaland geological specimemaostly indigenous to Northeast Florida.

The specimens are of exhibit quality and typically prepared according to standard museum
preservation practices. The Collectialso contains a minority afion-regional specimens of

exhibit quality for the purposef comparative study and display.

Acquisition Policy

The Museum seeks acquisitions to strengthen and broaden its existing Colidttiongh gift,

bequest, purchase, exchanga any other transaction by which title to an object passes to the
Museum. All objectand specimensccepted into the Historand Natural Scienc€ollectiors
0502YS G(G(KS adzaSdzyQa SEOf dzaA @S LINRBLISNI& FyR Yl
of in the best interests of the Museum and the public it serves.
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Objectsand specimensre accepted into the permanent collection in accordance with the
following criteria:

1 There will be a clear relationship between the object and the overall mission of the
Museum.

1 The object will not be an unnecessary duplicate of objestspecimensalready in the
Collection.

1 The object will be of such size and condition that the Museum can provide it with proper
care and handling without undue expense or drain of theaMaidzY Qa NB & 2 dzNDS a
display or in storage.

1 The objectsand specimenswill only be accepted on an unrestricted basis in terms of
ownershipor with an explanation of the status of any potential use restrictions (such as
copyrights, patentsand trademaks).

1 The Museum will not accept Native American human remains or grave goods subject to
repatriation.

1 There will be no question as to the origin or legal status of the object.

The Curator will accession obje@sd specimenshat meet the above ctéria and guidelines
into the collection in accordance with the following procedures:

1 Approval from the Executive Director will be sought for accessions that require a large or

unusual expense for care and storage.

ARecord of Accession (AppendixvBll be created.

A Deed of Gifrecord (Appendix Awill accompany the accession record for any object

acquired through gift, bequest, or exchange.

1 A Bill of Sale will accompany the Record of Accession for objects or specimens acquired
through purctase.

1 All Collection accession records will be stored in the registration cabinet located in the
History Collection storage rooand filed in order of accession number.

1 A digital record will be created in the Collection database

1
il

Deaccession Policy

TheRSOA&A2Y (G2 RSIFOOSaaAz2y |y 2062S0G Ay GKS ac
great care, taking into consideration the interests of the Museum and the public it serves. The
LINEOS&da 2F RSIOOSaaaz2yAy3d Aa RSai@ys&dRandi2 1 S¢
consistent with its mission.To prevent legal and ethical issues no object that has been in the
collections less thathree years is eligible for deaccession.

An object must meet one or more of the following criteria before being considered for
deaccession:
1 The object has no clear relationship with the overall mission of the Museum.
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The object is an unnecessary duplicate of objectspecimenalready in the Collection.

Theobject is of such size or condition that the Museum cannot provide it with proper care

or storage.

1 The opportunity exists to acquire a more relevant object of a similar nature through gift,
exchange or purchase.

1 The object has been stolen.

= =4

The Curator isesponsible for determining when deaccession is necessary and will adhere to
the following procedures:

1 The Curator, through the Director, will recommend to the Board of Trustees the removal of
an object from the Collection and the preferred method aisition {ransfer to teaching
collection, scholarly exchange, donation, sale, or permanent destructidii)methods of
disposition will comply with applicable lavend permits for the objector specimens
Methods of disposal that do not meet the Muse& S G KA OFf adl yRil NRAZ
items to employees or board members, yard sales, etc., will not be considered.

1 A Deaccession and Disposal Recaokgpendix Q will be filed with the corresponding

accession record in the registration cabinet.

Digital collection records will be updated in the Collection database.

Funds realized from the sale of deacgesed objectsor specimenswill be used for one

purposeonly: to acquire other objectsr specimengor the Collection

1
1

NAGPRA Policy

Itisa h { |pQlidy to comply with the Native American Graves Protection and Repatriation Act
(NAGPRA) of 1990 and subsequent amendments. Collection objects subject to repatriation
under NAGPRA include: Native American human remains, associated andciatass
funerary objects, sacred objects, and objects of cultural patrimony. Museum staff will not
intentionally collect Native American human remains or objects specified under the Act unless
written permission has been granted by the appropriate Nafimeerican tribe or corporation.

ah{l Qa OdzZNNByid 02ttt SOiA2y 2F bl GABS ! YSNRAOI Y
NAGPRA. Inventories and summaries of the collection were submitted to, and processed by,

the National Park Service per NAZR regulations in 1994 and 200€opies of these
inventories are stored in th€uratoria2 T FA OS | yR & RAIAGIE NBO2NRa

Loan Policy
MOSH patrticipates in a loan program to provide public access to olgesfgecimenghat are
notiy GKS adzaSdzyQa /2ttSO0GA2Yy yR (2 SEStSYyR (K¢

others. These loans will be consistent with ldegn conservation of the objectand
specimend YR G KS ySSRa 2F (KS adza SdzyQscheBueKA oA GAZ2Y
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Incoming Loans

In order to enhance or improve the exhibition of the Collecsiadhe Museum will borrow, from
other institutions and individuals, objecend specimengo be displayed in its exhibits. The
object must add depth to an area or imgve the quality of the exhibition of the Collectign
Longterm loan requests are considered on an individual bdsisg;term loans are defined as
those with a term of longer than one yeafypically, long term loans will only be granted to
governmententities and other accredited museums. Letegm loans from businesses and
individuals will be considered, but a yearly review of loan terms will be requilrethe event
that the object is subsequently gifted otherwiseacquired by the Museum, the pcedures for
acquisition will be applicable.

Theentire loan will be documented with an Incoming LoAgreement (Appendix JDand for

each item in the loan a Condition Report (Appen@x will be issued by theCollections
Manager/Registrar All incoming loans are handled and instaliedhe same manner as the

adza SdzyQa LISNXVLYBRGGOET 6z608a@y OF NS Aa GF1Sy G2
requirements. When the loan has expired, the Curator will contact the lender to arrange a
timely return or negotiate extension of the loan.

The Curator will approve all loans made to MOSH. If a large or unusual expense is necessary for
the transport or care of the loan, approval from the Executive Director will be sought.

Incoming loansthat remain unclaimed five years after the termination date of the loan
agreementwill be processed according to the regulations set forthriorida Statute 265.565
Property Loaned to Museums; Obligations to Lenders; Notice; Loan Termination; Acqefisition
Title; Liens; Conservation or Dispdggdpendix).

Outgoing Loans

The Curator will review all requests for outgoing loans. Only exhibitions of scholarly merit with

an underlying importance of public education will be considered. The exhibition must be in

I O0O2NRI'yOS gAGK GKS adziSdzyQa sstamddedshsindicatgdint = NB a
its mission statementindividuals, includinfluseumstaff and Board members, are not eligible

to receive loans.

A Stamlard Facility Report (Appendsx will be submitted to the Curator at the time of request;
this document isan essential part of the application process and will be reviewed carefully to
ensure the borrower follows best practices. The borrower must adhere to all parameters set
forth in this History Collection Management Policy, including but not limited tedtassociated

with handling, displayand security.
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Loan requests will be reviewed with the following considerations: the physical condition and
nature of the object to be borrowedapplicable permittingjts ability to trave] appropriate
insurance cuerage,F YR G(GKS O02NNRgSNRa oAtAdGe G2 OFNB
possession.

If all the above criteria are met, the loan will be approved by the Curator and documented with
an Outgoind-oan Agreement Form (Appendix

If the object(s)is on loan for a period longer than a year, the borrower will be required to
report on the use of the object(s) and complete a condition report for each @snually

Temporary Custody

Occasionally objectsr specimendrought into the museum will not fall under the categories of
loan or gifted object. When this is the case, a Temporary CufRRedgipt(Appendixk) will be

filled out, andadigital record will be createdObjectsand specimenghat fall into this categoy
include but are not limited to: objecisr specimendrought in for display during a special
event, objectsr specimendeft at the museum for identification, objects specimengeft at

the museum for potential use in exhibits that have not yet bé@amally loaned to the
museum All activities that require a Temporary Custody Receipt rhastompleted within two
weeks or an Incoming Loan form must be completespproval must be given by the Curator
before any object®r specimensn this categorynay be brought into the Museunill items

will receive a TR (Temporary Receipt) number. The TR numbering system will follow the same
model of numberinggstemused elsewhere in the collectiqe.g.TR2013.02.010nce the
object(s) have been returned orqressed for a loan, the Temporary Custody Receipt will be
permanently retained with the other records stored in the History Collection storage room.

Inventory Procedures

Developing and maintaining an accurate inventory of the Histangl Natural Science
Collectiors is the responsibility of theCollections Manager/Registrar Each object in the
collection is given a unique catalog number and storage location.

Only the Curator has the authority to move Collection objemtspecimensn exhibit The
Cumator may be assisted by staff members and volunteets® have appropriate training in
museum standards for handling. Storage locations for each object are maintained in the
Collectiorsdatabase. The database will be updated as objecspecimensre moved, so that
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the most upto-date information is available at all times. In addition, tkmllections
Manager/Registrawill conduct a watto-wall inventory of the Collection every third year.

Internal Loan Policy

hOOFaAz2yl ffeé& (HoS pregdminfirdyWwi enefitRrdaOthe use of accessioned
collection materials. In such casdduseum Educators wishing to use specim@nsobjects

from the collectiors will submit an Internal Loarform (AppendixL) to the Curator before
materialsmay be emoved from the storage roonThe Curator will review all requests to sign
out specimens and objects, keeping in mind the physical condition and nature of the object to
be borrowed, applicable permitting, its ability to trayend the type of use the edator
intends. Itemswill only be loaned out to museum educatovgho have been trained in
Museum handlingprocedures.

Found in Collection Object Policy

When unnumbered object®r specimensare discovered in the collectiopra search of the
catalogs will be performed in an attempt to reconcile the item with its original accession
number. If no matching catalog number can be discovered in this initial search, the object will
be issued a Found in CollectigRlC)accessiomumber that denotes the year in which this
initial search was madg.g.2013.FIC.01L Objectsor specimensvith a FIC number may be used

in exhibitiors but not removed from the Museum or loaned to other institutions.

All Found in Gollection objectsor specinensare considered by the Museum tme previously
accessioned objectsr specimenghat have lost their identifying marks. As suthe museum
considersall undocumented objectand specimengo be property of the museum from the
time they are found.

Once the object has been assignedaccession number and object,I®digital catalog record

will be created with as much identifying information as possible including a photograph of the
object and unique identifying features. A complete record willvalfoirther attempts to be
made to locate the original accession record. If the original accession record is dis¢cdkered
object will be permanently marked with its original catalog numiaedd the FIC number will be
recorded in the old number section tife object2 NJ a LJS étalygSetd@dand then retired.

As the Museum considerSound in Collection objectand specimendo be property of the
Museum, f the decision is made to deaccession a FIC oljeapecimen the Curator and
Board members wilfollow the established collections deaccession proagik the following
modifications.Found in Collection items must be held in the collections for five years before
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they are eligible for deaccessioninyansfer to the Teaching Collection artion to another
institution will be the preferred method of disposition if the object is in good condition.
Donation or sale of the objectr specimerwill be accompanied by a notice of flawed title.

Management of Historyand Natural ScienceCollection Records

Professional management of the Collecorelies heavily upon the development and
maintenance of records. Th€ollections Manager/Registras responsible for obtaining,

creating and maintaining ugo-date records consisting of, but not limited to, the following:
documents recording the legal status of objeatsd specimengbill of sale, deed of gift, etc.);
descriptive and historical context data; condition reports and congema history;
correspondence regarding acquisition; documents regarding deaccession; exhibition and
publication histories; photographic documentation (when available); and any other records of

'y 202S00Q& dzaS FYyR Y20SYSwrii gAGKAY (GKS o6dzAf R

History and Natural Scienc€ollection paper records will be stored in a registration cabinet
located in theHistory Collection storage rooon the third floor. Digital collection records will
be stored in the Collection database. Digital recamilsbe backed up nightly and stored on the
adza Sdzy Qa & S NIaskhgof digital Hstory @allieiction recordspsrformedmonthly
and storedoff-sitein a bank safety deposit box.

Permit Requirements

The Museum strictly adheres to all permit requirements set forth by the United States Federal
Government and the State of Florida. It is the responsibility of t@ellections
Manager/Registrato obtain, manageand maintain proper permitting for specimens in the

Natural Science Collection. Past andrent permits will be stored in thé dzNJ ( 2 Ndddia 2 FFA O
digital copy will be stored on the Muse@rservers.

History and Natural ScienceCollection Care and Coresvation

Care of the Collectiais a continuing responsibility accepted by MOSH on behalf of the general
public. Therefore the Museum will carry out the legal, ethiaatl professional responsibilities
required to provide necessary care for all collens objectsand specimensowned or
borrowed.

Environmental Controls

For theHistoryand Natural Scienc€ollectiors, a relative humidityof 45% +£ 5% is considered
safe. The optimm temperature range is 68° 72°F with 2°- 3°F fluctuations within 24 hours.
Changes in both temperature and Rtayoccur gradually as the seasons change.
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To control the damaging effects biVIlight, LED lighting wilbe used in areas where Collect®on
objectsand specimenare staed and exhibited.

Pests, such as insects and rodents, feed on the organic constituents of djectpecimens
their documentation, and their storage materials. Pest activity is monitored by visual
inspection. TheCollections Manager/Registras responsible for monitoring pest activity in
collection storage areas. The Facility Mana@®rector of Exhibitsmaintenance staffyVisitor
Servicesstaff, and curatorial staffall work together in monitoring pest activity in exhibits. The
Director d Exhibitsmanages the building pest control program and in conjunction with the
Curatormanagescollection storage and exhibit spaces. Ehibits Directors responsible for
necessary building improvements.

Exhibition Guidelines
To ensure the presgation of Gollections objectsand specimensthe following guidelines will
be implemented for objectand specimensn display:

Lighting

1 Highly lightsensitive materials, such as textiles, photographs, documents, and organic
materials will be rotated omand off exhibit to avoid prolonged exposure.

1 Whenever possible, reproductions of photographs and documents made from digital scans
will be used rather than originals.

1 All electric lights in exhibition areas will be turned off every night at closing.

All electric lights in exhibition areas wile LED lamps or will Bgted with UV filters.

1 All windows in exhibition areaae fitted with UVfiltering glass.

=

Housekeeping
1 Exterior of display cases will be cleaned regularly to remove dust.
1 Interior of dsplay cases will be dusted and vacuumed by trained curatorial staff as needed.

Display

1 Collections objectand specimensvill be exhibited using mounting equipment appropriate
to each individual object to create a stable and secure display.

1 All mountingmaterials and exhibition labels will be made of atiek materials.

Security
1 All display cases will be secured with locks or museum screws and accessible only by
curatorial staff.
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9 Curatorial staff will close areas to the public when working in an ajigplay case.

Preventative Care and Conservation

Theobjects and specimens in theistoryand Natural Scienc€ollectiors are made of varying
materials that all require specific methods of care and conservation. The Curator will use
professional care and conservation methods as described ilN#imnal Park Service Museum
Handbook, Part | Museum Collections Appendicesitedin the Curatorialoffice.

Collection Storage RoomAccess

Staff Access

Only the Curator,Collections Manager/Registratrained curatorial volunteers,Technical
Services ManageDirector of Exhibitsand Executive Director are authorized to access the
secured Collection storage area Other staff members, volunteersr contractors needing
access to the Collection storage asewill be accompanied at all times fan authorized staff
member.

Public Access

Public access to the Collections Storage rommesstricted to two types of use, special

I dZRASYOS (2dzNB | yR NBaSI NOKSNE® ¢2dz2NAR | NS RSa
collections holdings and preservation needs. All tours will be conducted by a member of the
Curatorial Department. The Colteans are accessible for research to serious students and

scholars contingent upon staff availability and consistent with accepted security and

preservation practicesProcedures for researcher access to the Collections are as follows:

1 Individuals seekingccess to the collections and records will seek approval from the Curator

by completing a Collections Access Application form (Appendix G).

Access will be coordinated with the Curator and will be given or denied by that Curator.

Individuals will be accopanied by a curatorial staff member at all times while in the

collection.

1 Individuals granted access will be instructed by curatorial staff in proper handling
procedures. Access will only be granted during normal business hours, Monday through
Friday.

1 Objects and specimenson exhibit will not be available for study or research, unless
permission is otherwise granted by Curator.

1
il
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Photography Policy

Researchers may take photographs of objestd specimeng the Collection for personal use.
Researchers wishing to take photographs of objectspecimengor publication purposes must
complete a Publication Agreement forigppendixH) and be granted approval from the
Curator.

Sampling and Destructive Testing Policy

Sampling and destructive testing is the permanent alteration, removal, and/or destruction of
part or all of an object in the course of scientific research. Requests by researchers for
sampling or testing will be taken into consideration on a dagease basis and must be
approved in writing by the Curator, Executive Director and Board of Trustees.

26



TEACHING COLLECTION MANAGEMENT

Description of the Teaching Collection

The Teaching Collection serves as an integral supplement to demonstrgfogsams, classes,
FYR 2dziNBFOK LISNIOFAYAYy3d G2 GKS adzaSdzyQa YAa
replaceable objects capable of being handled.

Management of the Teaching Collection

The Teaching Collection is nrparmanent and requireBmited curétion. All objects are marked
with an object identification number beginning withC to distinguish them from accessioned
museum objectsObjects may be added to and removed from the collection at the discretion of
the Educatiordepartment Teaching Colléon objects are stored throughout the Museum in
areas used for public educatiphut maynot be stored in any Collections areas.

Acquisition

Objects may be acquired for the Teaching Collection in the followingheratransfer from the
History or Natural Science Collections, gift, and purchase. A record of acquisition will be stored
in registration cabinet in the History Collection storage room. A file containing the records of all
non-accessioned acquisitions Wik kept for eacltalendaryear.
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MOSH ARCHIVE COLLECTION MANAGEMENT

Description of the MOSH Archive Collection

The MOSH Archive Collection consists of materials transferred to the Curatorial department
from other departments within ther dza Sdzy G KI G R2O0dzySy i GKS YdzaSd
opening.

Management of the MOSH Archive Collection

The MOSH Archive Collection is curated in the same manner as the History and Natural Science
CollectionsThe materials will be inventoried during tleellections inventory everthird year.

Acquisition Accession, and Deaccessioning

Materials in this collection are acquired by transfer from other Museum departmeditdy
those items deemed relevant to thieistory of the Museum will be accessioned. Materials in
this collection will not be deaccessioned unless they are in such a condition that they are no
longer useful.
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LIBRARY COLLECTION MANAGEMENT

Description of the Library Collection

ThelLibrary Collection consists of reference materials that have been acquired by the Museum
for reference and research purposes. The collection is made up of books, journals, and articles
that pertain to the care and understanding of the collections.

Managenent of the Library Collection

The Library Collection is not accessioned and requires limited curatioobj@ttsare marked

with an object identification number using the Library of Congress Classification system.
Objectsmay be added to and removed frothe collection at the discretion of the Curator.
Library Collection objects are storeth the Curatorial office, the Natural Science Collection
room, and the Florida Naturalist Center depending on the subject matter of the item.

Acquisition

Objects may be acquired for thabraryCollectionthrough gift or purchaself the item is a gift,

the Deed of Giftwill be stored in registration cabinet in the History Collection storage room. A
file containing the records of all neeccessioned acquigns will be kept for each year.
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A. Deed of Gift

MCS

MUSEUM OF SCIENCE & HISTORY
DEED OF GIFT

DONOR NAME: DATE:

ADDRESS:

TELEPHONE: FAX: EMAIL:

DESCRIPTION OF GIFT:

CONDITIONS GOVERNING GIFTS:

This donation has been received by the Museum of Science & History as a gift, and the owner or his/her agent with full
authority, desiring to absolutely transfer full title by signing below, hereby gives, assigns, and conveys finally and
completely, and without any limitation or reservation, the property described above to the Museum of Science &
History and its successors and assigns permanently and forever, together with (when applicable) any copyrights therein
and the right to copyright the same.

The Donor warrants that he/she is the sole owner of the gift and certifies that to the best of the Donor’s knowledge, the
subject of this gift is free and clear of all encumbrances and restrictions.

The Museum accepts as donation only those objects/specimens which can be categorized as either: additions to the
Permanent Collection deemed relevant to the interpretive goals of the Museum, or expendable gifts that cannot be
justly classified as a part of the Permanent Collections, but can be used in the Teaching Collection.

Objects/specimens in the Permanent Collection will be retained permanently if they continue to be relevant and useful
to the purposes and activates of the Museum, and they can be properly stored, preserved and used. Deaccessioning or
disposal of objects/specimens may be considered when these conditions no longer prevail, or in the interest of
improving the Permanent Collection for the Museum’s purposes.

Because of limited exhibition space, the Museum cannot promise permanent exhibition of any object/specimen.

All donations to the Museum of Science & History are tax deductible; however, staff is not permitted to appraise
donations.

AUTHORIZED AND APPROVED BY:

Signature of Authorized Donor Date

Signature of Authorized MOSH Employee Date

1025 Museum Circle, Jacksonville, Florida, (904) 396-7062
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B. Record of Accession

Accession

Museum of Science and History

Accession # Other # Date received
Source Received by

Accessioned by.
Address Date accessioned

Acknowledged by Registrar Yes[ | No [l
Received as Purchase price or value $
Object ID IObject name ---- Description

Total Objects:

Restrictions:

Accession#
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C. Deaccession Record

MUSEUM OF SCIENCE & HISTORY

DEACCESSION RECORD

OBJECT/SPECIMEN DESCRIPTION:
Accession Number:

Catalog Number:

Object/Specimen Name:

DOCUMENTATION:
Original Type of Acquisition:

Source of Acquisition:

CONDITION & VALUE: (for non-living objects only)
Overall Condition:

Current Value:

Does the object have future value?

When was the object last exhibited?

DEACCESSION & DISPOSAL:
Reason for Deaccession:

Method of Disposal:
Donation to

Exchange with

Sold to

Transfer to MOSH Teaching Collection
Permanent Destruction

@ Y OLe

AUTHORIZED AND APPROVED BY:

Curator of Collections Date
Executive Director Date
Board of Trustees (for non-living objects only) Date

1025 Museum Circle, Jacksonville, Florida, (904) 396-7062




D. Incoming Loan Agreement

MC SH

MUSEUM OF SCIENCE & HISTORY
INCOMING LOAN AGREEMENT

LENDER NAME (full name): DATE:
ADDRESS:
TELEPHONE: FAX: EMAIL:

In accordance with the conditions printed in this document, the objects listed below are borrowed for the following
purpose(s) only:
For the period of:
Location of object(s) while on loan:
Museum of Science & History
1025 Museum Circle
Jacksonville, Florida 32207

Catalogue No. Detailed Description Lender Provided
Insurance Value

Total:

INSURANCE:

To be carried by: 0 Lender ()
0 Borrower (Museum of Science & History)
o Other ()

SHIPPING AND PACKING:
Object(s) will be packed by:
Charges to borrower:  Yes No
All items will be shipped to:
Shipment to be via:

Outgoing:

Incoming:

CREDIT LINE:

Loan No. Page 10of 2
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CONDITIONS FOR INCOMING LOANS

By accepting the object(s) described in this document the Museum of Science & History (MOSH) agrees to the following
conditions:

1. PROTECTION

a) MOSH agrees to assume full responsibility for the safety of the borrowed object(s) during the period of the loan and to return the
object(s) in the same condition as received.

b) Objects will be exhibited in an adequately guarded space and protected from handling, damage, and theft with appropriate
display cases and/or other means.

c) Any damage, loss, or theft will be reported immediately to the lender.

d) No cleaning, repair work, reframing, or other physical treatment will be done without permission of the lender.

e) Lender catalog numbers or tags will not be removed. MOSH loan numbers will be carefully placed (with non-permanent
materials) so as not to damage or alter the object(s) in any way.

f) All objects will remain in the possession of MOSH until returned to the lender.

g) Objects will be maintained in a building equipped to protect objects from fire, smoke, or flood damage and protected from
extreme temperatures and humidity, excessive light, and from insects, vermin, dirt or other environmental hazards.

2. TRANSPORTATION AND PACKING

Delivery and return of the borrowed object(s) are subject to prior approval from the lender.

3. INSURANCE

Insurance in the amount of the value determined by the Lender will be placed on all loans and carried in force by MOSH from the
time the object(s) are removed from the Lender until the object(s) are returned to the Lender in satisfactory condition. Coverage
will be approved by the lender and MOSH will be required to show written proof of coverage, upon request, for loans whose total
value is over $500.00.

4. EXTENSIONS, TERMINATION, OR CANCELLATION

a) Any extension of the loan period will be requested at least two weeks prior to the termination date of the loan.

b) If MOSH ceases to use the object(s) prior to the ending date of the loan, the lender will be notified, and the object(s) returned as
soon as possible.

c) Loans that remain unclaimed for at least five years following the termination date of the loan will be processed according to
Florida statute 265.565. A copy of the statute will be provided upon request.

5. PHOTOGRAPHY AND PUBLICATION

MOSH assumes that photography and publication of photographs of loaned objects is permitted unless otherwise prohibited in
writing by the lender.

6. SPECIFICS TO THIS LOAN:

Only trained curatorial staff will handle loan object(s).

Loan authorized and approved by:

Lender Signature Date

Borrower (Museum of Science & History) Signature Date

All of the above objects were RETURNED in good condition.

Lender Signature Date

Loan No. Page 2 of 2




E. Outgoing Loan Agreement
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