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Tamworth Castle 
Accessions Policy 

 
Introduction 
 
Definition and Purpose 

1. The purpose of this policy is to enable Tamworth Castle to document 
and manage the addition of objects and their associated information 
into the Museum’s collections.  It therefore describes the 
circumstances when accession will be permitted and when it will not, 
the treatment of objects on entering the collection, the terms and 
conditions under which objects will be acquired, authorisation levels, 
and the documentation required for accessioning. 

 
Scope 

2. The policy applies to:- 
a) All objects that are to be accessioned into the main collection 
b) All objects that are to be accessioned into the handling 

collection. 
3. The policy does not apply to:- 

a) Objects that are to be returned to their owners. 
b) Objects that have already been accessioned. 
c) Objects that have recently entered the museum and are due to 

be disposed of. 
 
Objects Permitted to be Accessioned 
 

4. See Collections Development Policy (Appendix 3) for detailed 
collecting guidelines relating to the subject areas around which objects 
are collected at Tamworth Castle. 

5. Objects that will be permitted to be accessioned into the collections 
include:- 

a) Purchases 
b) Donations 
c) Anonymous donations.  However there is a strong presumption 

against accepting anonymous donations into the collection 
unless absolutely necessary for display or handling purposes. 

6. Objects that will not be permitted to be accessioned into the collections 
include:- 

a) Loans-In (see Loans-In policy and procedures) 
b) Objects received for Identification (see Identification Policy and 

Procedures) 
c) Objects that have been found in store with no identifying number 

(see Backlog Policy).  Only once it can be proven that these 
objects have definitely never been accessioned into the 
collection will they be allowed to be accessioned. 

d) Obviously hazardous items i.e.: explosives or harmful 
chemicals.  
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e) Where there is any suspicion that the object entering the 
collection may have been involved in illicit trade or spoliation or 
is a protected natural material listed by CITES. 

See Tamworth Castle Collections Development Policy 2014 - 2019, 
section 9 Acquisition Procedures a-g;  section 10  Spoliation, and 
section 11 Repatriation and Restitution. 

  
7. All objects that are to be accessioned should have undergone Entry 

Procedures and will therefore have an accompanying Object Entry 
Form.  It is important to ensure that the transfer of title section of this 
form is completed before the accessioning process is begun.  If not, 
this will need to be signed before the accessioning process is begun. 

 
Treatment of Objects on Entering the Collection 

 
8. On entering the collection the decision to acquire an object must be 

made within one month.  See Object Entry Policy paragraph 11.  The 
object should be accessioned into the collection, catalogued and 
placed into store within one month of the decision being made to 
acquire the object.  See also Cataloguing Policy and Procedures. 

 
Numbering the Accession Transaction 

9. Tamworth Castle will assign a unique identifying number to every 
object that it accessions.  This number will be called the accession 
number.  For number format see Accession Procedures paragraphs 
12-16. 

10. Tamworth Castle will mark the accession number onto the artefact in a 
semi-permanent way, ensuring it is reversible.  See Labelling and 
Marking Policy and Procedures. 

 
Recording the Accession Transaction 

11. Tamworth Castle will record each newly accessioned object in the 
Accessions Register.  Information will be recorded relating to the 
acquisition details, current location, item description and accession 
number.   

12. Back-up copies of the Accession Register are stored in the Castle safe 
and the main safe at Tamworth Borough Council offices, Marmion 
House, Lichfield Street, Tamworth.  As each new page is completed in 
the Accession Register it is to be photocopied and added to the back 
up copies in both safes.  The copies are printed on archival quality 
paper. 

13. All newly accessioned items are to be fully catalogued as soon as 
accessioned.  See Cataloguing Policy and Procedures. 

14. The object is to be photographed when accessioned.  The photograph 
is to be stored digitally in the ‘New Accessions Images’ file on the 
server until the object is catalogued.  See Cataloguing Policy and 
Procedures. 

15. Information collected about newly accessioned objects, including the 
blue copy of the Object Entry Form and the thank you letter issued to 
the donor, are to be stored in either the accessions file for the year of 
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acquisition or a separate history file for the object.  See History Files 
Policy and Procedures. 

 
Handling Collection 

 
16. Objects placed into the Handling Collection are accessioned separately 

from the main collection. 
17. Objects are not allocated an accession number.  Instead they are 

marked with an ‘H’.  See Labelling and Marking Policy. 
18. Objects are not recorded in the Accessions Register, instead a manual 

list of items in the Handling Collection is maintained in the handling 
collection file and includes summary information about the object.  See 
Accessions Procedures. 

19. See ‘Backlog Policy’ for action plan to improve policy and procedures 
for dealing with the Handling Collection in line with practice for 
accessions into the main collection.  

 
Photographic Collection 

20. Items placed into the Photographic Collection are accessioned 
separately from the main collection.  This includes photographs, prints, 
photographic postcards, negatives and slides. 

21. Items are given a PH accession number with a different format to the 
numbers of the main collection.  

22. Photographs are recorded in a separate Accessions Register.  Back-up 
copies of the Photograph Accessions Register are stored in the Castle 
safe and the main safe at Tamworth Borough Council offices, Marmion 
House, Lichfield Street, Tamworth.  As each new page is completed in 
the register it is to be photocopied and added to the back up copies in 
both safes.  The copies are printed on archival quality paper. 

 
Transfer of Title 

 
23. The Museum will not normally acquire objects if the vendor or donor 

declines to sign the transfer of title section of the form.  If the form was 
not signed due to an oversight, the entry form will be posted to the 
vendor or donor to obtain transfer of title.  Only when this has been 
received will an object be accessioned. 

24. Tamworth Castle refuses to accept items where transfer of title has not 
been secured. 

 
Backlog Accessioning 
 

25. Objects found in the store with no accession number are subject to the 
Backlog Policy and Action Plan.  As part of the Backlog Policy objects 
found with no accession numbers will be reconciled with a list of 
accessioned objects not found.  Un-accessioned objects, with no clear 
provenance, will only be accessioned if the object is of significance for 
handling or display.  See Backlog Policy.  
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Conditions Applicable to Accessions 
 

26. For standard terms and conditions for acquisitions see reverse of 
Object Entry Form, Appendix 1. 

27. Tamworth Castle will bear the cost of items entering the collection that 
it has sought to acquire (purchases, loans-in).  However items which 
are to be accessioned and did not enter the Museum at the Museum’s 
request (identifications, donations, anonymous deposits) may require 
the owner to be responsible for any additional costs incurred.  
Additional costs may include storage, photography, courier, transport 
and conservation costs.  This is subject to negotiation for donations 
that are deemed to be particularly significant to the collection. 

 
Letters of Thanks 

28. A standard thank you letter is to be written to the donor when it is 
decided to accept a donated object into the collection.  The letter 
should formally thank the donor for the donation of the object, 
acknowledge its receipt and inform the donor of the Museum’s 
intended use of the object.  See standard letters Appendix 2, the 
template for the letters is stored on the Castle’s server in the 
Collections folder to print off and use as required. 

 
Authorisation and Responsibility  

29. It is the responsibility of all members of staff and volunteers to ensure 
that all objects under the care of the Museum are cared for in 
accordance with Tamworth Castle’s Handling and Storage Guidelines. 

30. The decision to acquire an object and accession it into the permanent 
collections can be made by the Collections Officer, but only with 
approval from the Heritage  and Visitor Services Manager.   

31. The decision to acquire an object and place it into the Handling 
Collection must be made by the Collections Officer and also the 
Education Officer, with approval from the Heritage Services Manager. 

32. The Heritage and Visitor Services Manager has the right to decide on 
objects to be accessioned into the main collection or placed in the 
Handling Collection independently of the Collections Officer.  In cases 
of dispute the decision of the Heritage and Visitor Services Manager is 
final. 

33. The Accessions Register is to be completed by (in order of 
preference):- 
a) Collections Officer 
b) Heritage and Visitor Services Manager. 
The Collections Officer is responsible for ensuring that objects are 
 accessioned according to the Accession Procedures. Objects are 
 to be entered into the Accessions Register following the printed 
 instructions at the front of the new MDA Accessions Register. 

34. The Collections Officer is responsible for writing a letter of thanks to 
owners of donated objects within one month of the object being 
accessioned. 
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Tamworth Castle 
Accessions Procedures 

Introduction 
 
Purpose 

1. The purpose of these procedures is to describe the documentation 
processes that must be followed to enable Tamworth Castle to 
document and manage the addition of objects and their associated 
information into the Museum’s collections.  The procedures are the 
physical actions required to implement the Accessions Policy.  They 
therefore provide a step-by-step account of how to document the 
accession of an object that has entered the museum’s collections.   

 
Scope 

2. The procedures are to be applied to all objects that are subject to the 
Accessions Policy. 

 
Spectrum Definition 

3. Documenting and managing the addition of objects and associated 
information to the collections of the organisation and their possible 
accession to the permanent collections. 

 
Spectrum Minimum Standard 

4. The organisation must have a policy covering the acquisition of objects, 
which should include a collecting policy. 

5. The procedure for managing and documenting acquisitions must:- 
a) Ensure that written evidence is obtained of the original title to an 

object and the transfer of the title to the acquiring organisation; 
b) Enable the reconciling of acquisition records with objects as part 

of retrospective documentation, audit and inventory activity; 
c) Ensure that a unique number is assigned to, and physically 

associated with, all objects; 
d) Ensure that accession registers are maintained, describing all 

acquisitions and listing them by number; 
e) Ensure that information about the acquisition process is 

retained; 
f) Ensure that donors are made aware of the terms on which their 

gift or bequest is accepted by the organisation; 
g) Ensure that collecting complies with the organisation's collecting 

policy, and does not contravene any local, national or 
international law, treaty or recognised code of practice; 

h) Ensure a copy of the information in the accession register is 
made and kept up to date. 
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Transfer of Title 
6. Tamworth Castle does not use separate Transfer of Title Forms.  

Therefore before an item can be accessioned it is necessary to ensure 
that the Transfer of Title section of the Object Entry Form has been 
completed, signed and dated in full.  An item cannot be accessioned 
until the owner has signed their title to the object over to Tamworth 
Castle. 

 

Completion of Accessions Register 
7. Accessions are to be recorded in the Accessions Register.  This is 

located in the bottom drawer of filing cabinet 4, HL2 in Holloway Lodge. 
8. Each accession should be started on the line immediately beneath the 

previous accession record.  
9. The information to be recorded includes:- 

a) Entry number 
b) Accession number 
c) Date acquired 
d) Details of who acquired from 
e) Acquisition method 
f) Simple name, basic description, identification and historical 

information. 
g) Notes  

10. The register is to be completed following the printed instructions at the 
front of the new MDA Accessions Register, using an archival quality 
pen. 

 
Numbering the Accession Transaction 

11. Each item is to be given a unique accession number.  It consists of the 
year of accession, followed by a consecutive number for each item 
accessioned that year.  For example 2009.1 or 1972.64.  

12. It is extremely important to ensure than no number is duplicated.  Every 
accession number allocated is recorded on the Object Entry log located 
in the object entry file and also the Accession Log located in the 
Accession file for each year.  Therefore when recording the fate of the 
item on the Object Entry Log the next consecutive accession number is 
to be allocated based on the last accession number listed.  This is to 
be cross referenced with the Accessions Register and the Accession 
Log. 

13. For groups of items that consist of more than one item, each item in the 
group receives its own identity number, but remains part of the same 
accession number.  This is easily done by appending a further 
consecutive number to the Accession number.  An object consisting of 
5 items might be given the numbers 2009.1.1, 2009.1.2, 2009.1.3, 
2009.1.4 and 2009.1.5.  For example in a tea set numbered 2009.1, a 
saucer might be numbered 2009.1.1, a tea cup 2009.1.2 etc. 
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14. It is important to note that parts of one item will be part of the same 
number, ie a teapot in a tea set is given one number.  The lid and 
teapot are not numbered separately. 

15. Where large numbers of similar objects are physically grouped together 
they can be numbered as one object.  For example a group of sherds 
in a secure container or a card of twenty buttons. 

16. No re-numbering of objects in the accessioned collection will take 
place, except: 

a) Temporary numbers allocated to items as part of the inventory 
process. 

b) In order to avoid duplication.  
c) To allow for the individual recording of previously group 

accessioned items. 
d) Where suffixes include letters instead of numbers, these are to 

be substituted for numbers to ensure uniformity.   
17. Photographs are subject to a separate numbering system.  They 

consist of a consecutive number pre-fixed by the letters ‘PH’, for 
example PH1003, or PH11,324.  This numbering system is to be used 
on any photograph, print, photographic postcards, negatives and 
slides. 

 
Processing the Accessioned Object 

18. Once the object has been allocated an Accession number and details 
of the object have been recorded in the Accession register the object 
must then be photographed.  These photographs are to be stored 
digitally in the ‘Newly Accessioned Images’ file on the server in the 
Collections file. 

19. The object has to be marked or labelled with the Accession number.  
See Labelling and Marking Policy and Procedures. 

20. A letter of thanks is to be sent to a donor, see Accessions Policy 
paragraph 28. 

21. The blue copy of the Object Entry Form and copies of letters of thanks 
are to be filed in the Accessions file for that year, or the History file for 
the object if more information is obtained.  See History Files Policy and 
Procedures.   

22. The object should be immediately catalogued after being Accessioned.  
See Catalogue Policy and Procedures. 

 
Handling Collection 

23. On entering the Handling Collection objects are to be recorded on a log 
found at the front of the ‘Handling Collection’ file in filing cabinet 3, HL2 
in Holloway Lodge.  

24. For new objects it is not necessary to enter the object into the main 
Collection’s Accessions Register first.  Instead the item should enter 
the Handling Collection immediately. 
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25. For Accessioned objects that Tamworth Castle wishes to transfer into 
the Handling Collection, the details of the object’s Accession number 
must be recorded on the Handling Collection log. All corresponding 
history files must be transferred into the ‘Handling Collection’ files. 

 
26. The information to be recorded on the Handling Collection log is:- 

a) Simple name 
b) Previous accession number (if applicable)/ Object Entry Form 

number 
c) Condition on entering the Handling Collection (Excellent, Good, 

Fair or Poor) 
d) Location (The Handling Collection are all stored in one location 

in the Castle’s back cellar, therefore the location box should 
indicate which box the item was placed into.) 
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