Collections Management Policy

Name of museum: Tamworth Castle

Name of governing body: Tamworth Borough Council

Date on which the policy was approved by governing body: July 2023

Policy review procedure: The Collections Management Policy will be published and
reviewed from time to time, at least once every five years

Date at which this policy is due for review: June 2028
1. Museum’s statement of purpose

1.1 Tamworth Borough Council is the owner of the collections, and this Collections
Management Policy must also be seen in the context of the council’s own strategic
priority ‘Tamworth — celebrating our heritage, creating a better future’.

1.2 Tamworth Castle is a unique monument offering an inspiring, entertaining,
and enjoyable learning experience for all our users.

1.3 Through the collection, preservation, interpretation and display of the
museum’s collections and buildings, we strive to maximise access to and
understanding of Tamworth’s historic heritage.

Tamworth Castle is a listed Scheduled Ancient Monument and holds the status
of a fully Accredited Museum. The Castle operates the museum and heritage
service within Tamworth Borough. The department sits within the Community and
Environment Directorate of Tamworth Borough Council.

The Castle was purchased for the Borough in 1897, and since then has held
collections and maintained a museum for 124 years. The service provides
professional expertise and advice relating to the care of the material evidence of
Tamworth’s past. — from pre-history to the Saxon period and up to modern day.

Museum collections include fine art, furniture, social and industrial history
objects , weapons and armour, architectural terracotta samples, and
archaeology. The document archives include internationally significant local
business records, local history and Borough records, maps, plans,
archaeological reports, and an extensive photographic archive.

By endeavouring to provide the highest standard of care and development of our
object collections and document archives we offer a range of opportunities for
learning and active participation for all people. Through our displays and exhibitions,
education workshops, events, and activities we are the major cultural provider in the
Borough of Tamworth.
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2. Scope

2.1

This policy document covers the following areas of collections management:

Object Entry.....coiiiii 2

Acquisition and Accessions............cccvvvieenen. 6

Location and movement control..................... 12
INVENTOrY. ... 17
Cataloguing........oouiiiiiiii 17
Object EXit...viniiiii 20
Loans in (borrowing objects).......................... 25
Loans out (lending objects)........................... 33

3. Object Entry

3.1

3.1.1

3.2

3.2.1

3.2.2

Purpose

To enable the museum to be accountable for all objects under its care and to
control the entrance of objects to the Castle. It therefore describes the
circumstances when entry will be permitted and when it will not, the treatment
of objects upon entering the museum, authorisation levels, the return of
deposits, and the documentation required for object entry.

Scope

The policy applies to:

All objects that enter the museum and are left within the care of the
museum, regardless of the time span involved.

Objects that are found in the museum stores without an identifying
number, where it has been proven as far as is possible that the object has
not already been accessioned. See Backlog Policy.

Objects that are to enter the museum but are collected away from
museum premises.

Objects that are received by post.

The policy does not apply to:

2]

Objects that enter the museum but are not placed within its care, for
example: objects accompanying a guest speaker that will remain under
the supervision/management of the individual/company throughout their
time at the museum.

Objects that are moved internally from one museum site to another. The
movement of objects is governed by the Location and Movement Control
Policy and Procedures.

Objects that have been found in the museum stores and have not yet
been through a process of reconciliation with backlog information. See
Backlog Policy.
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3.3

3.3.1

3.3.2

3.3.3

3.4

3.41

3.4.2

3.5

3.5.1

3.5.2

3.6

3.6.1

3.7

3.7.1

Acceptance of Objects
Objects that can be accepted include:

Donations

Loans In

Items to be identified

Purchases

Anonymous deposits

Objects found in the museum without an identifying number.

Objects that cannot be accepted include:

¢ Objects that contain obviously hazardous materials, such as explosives or
harmful chemicals.
Items for valuation. The museum does not provide a valuations service.

o Where there is any suspicion that the object entering the museum may
have been involved in illicit trade or spoliation or is a protected natural
material.

Any object that upon entering the Museum shows signs of insect infestation,
dampness or mould, will be isolated from other collection items. (see
paragraph 16 Object Entry Procedures).

Offers

Offers of objects without the object being present (i.e. telephone offers, e-mail
offers) are recorded in the offers book. As no object has entered the museum
at this stage it will not be necessary to follow object entry procedures.

When dealing with offers the Castle Collections and Archives Officer must
give clear guidelines on the Collecting Policy to those offering material,
clarifying that any discussion regarding an object may not lead to it being
accepted into the collection.

Donations

All decisions regarding the fate of an object that has been accepted must be
made within one month from the date on the object entry form.

If the item is to be retained by the museum it is to be accessioned within one
month of the decision being made to keep the object.

Items Returned from Loan
See Loans Out Policy and Procedures.
Incoming Loans

See Loans In Policy and Procedures.
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3.7

3.7.1

3.7.2

3.7.2

3.8

3.8.1

3.9

3.9.1

3.10

3.10.1

3.11

3.111

3.11.2

3.11.3

3.11.4

3.11.5

Items to be Identified

Initial discussions on identification should acknowledge that the museum will
only accept an object to identify if it believes that it has the expertise to
identify it. If it is felt the expertise is not available, the museum will refer the
owner to a museum or organisation that possesses the relevant expertise.

The responsibility for following up on this expertise sits with the owner of the
object and not the museum.

Identification of the object must take place within one month of entry and an
Identification Report is to be completed and the object returned to the owner.
See Identification Policy.

Purchases

The purchase of objects is detailed within the Accessions Policy and
Procedures

Anonymous and Unsolicited Donations

Anonymous and unsolicited donations will be recorded on an entry form and
retained for three months to allow for the owner to collect the item. It will be
clearly marked as an unsolicited donation on the entry form. Should the
owner of the object not collect the object after the three month period, the
object will be disposed of.

Objects Found in Museum

Refer to the Backlog Policy on reconciling information and entering objects
with no known accession number.

Return of Deposits

Where an object entered the museum at the instigation of the museum, for
whatever reason, the responsibility and cost of the return of the object sits
with the museum.

Where an object entered the museum other than at the museum’s instigation,
it will only be accepted provided the Depositor agrees to bear the cost of
return in the event that it is not required by the museum.

The return of items on loan to the museum is covered by the Loans In Policy
and Procedures.

If a purchased item is no longer required the returns policy of the seller will be
adhered to.

If a donation is unwanted, it must be returned to the depositor within one
month of the decision being made to reject the object and a letter issued
informing of this decision. Refer to standard letters in Appendix 2.
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3.11.6

3.11.7

3.11.8

3.11.9

3.12

3.121

3.12.2

3.12.3

3.12.4

3.12.5

Items brought in for identification are to be returned to the depositor within
one month of completion of the Identification Report

If an owner fails to collect an object, they will be given a further month to
collect the item. If after three months from the date of entry the depositor has
failed to collect the object the museum is within its legal rights to dispose of
the object. See Object Exit Policy and Procedures (9) in this document.

For unwanted items received in the post the object will be returned to the
depositor within one month of receipt. If there is no return address the object
will be disposed of within one month of receipt.

For unwanted items found in the museum stores with no accession number
every effort will be employed to determine the status of the object and then
trace the donor to offer the object for return. If the owner is found and they do
not want the object to be returned, we will seek permission to dispose of the
object. If we are unable to locate the owner the object will be disposed of
within three months. See Collections Development Policy.

Authorisation and Responsibility

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 the
museum’s Handling and Storage Guidelines.

The Object Entry Form must be completed and signed by (in order of
preference):

¢ The Castle Collections and Archives Officer

e Castle Museum Manager

o A member of the management team

If none of the above are available, entry must not be permitted, and items
should not be accepted.

The Castle Collections and Archives Officer is responsible for ensuring that
objects are returned to the depositor.

The return section of the object entry form must be completed and signed by
(in order of preference):

e a) The Castle Collections and Archives Officer
e b) Castle Museum Manager
e ¢) A member of the management team

The Castle Collections and Archives Officer is responsible for the entry of
objects to the museum that require collection away from site or are
substantial in number.
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3.13

3.13.1

3.13.2

3.13.3

3.14

3.141

3.14.2

3.14.3

3.14.4

3.14.5

3.14.6

3.14.7

Conditions Applicable to Object Entry

For standard terms and conditions of object entry see reverse of Object Entry
Form, Appendix 1.

The depositor is responsible for any insurance, and this will be made clear to
the depositor, in writing, at the time of deposit. For insurance/indemnity of
Loans-In see Loans-In policy.

The museum will bear the cost of items entering the museum that it has
sought to acquire (purchases, loans-in). However, items which are not
entering the museum at its request (identifications, donations, anonymous
deposits) require the owner to be responsible for any additional costs incurred
during entry into the museum. Additional costs may include storage,
photography, courier, and transport costs. This is subject to negotiation for
donations that are deemed to be particularly significant to the collection.

Documentation

The museum will maintain an entry record, on a prescribed entry form, of all
objects that enter the museum’s premises under this policy, for whatever
length of time and for whatever purpose (including loans-in and anonymous
deposits).

The entry documentation must be completed and authorised as set out above
under section 3.12.2.

Full details of the Deposit will be recorded including:

¢ name/address/contact of the depositor (mark if anonymous or
received by post);

the date of the deposit.

which member of museum staff completed the form.

the quantity and description of the artefacts concerned.

the condition of the object.

the purpose of the deposit.

valuation (if known).

a declaration of ownership by the Depositor.

the Depositor’s signature signifying their agreement to the museum’s
conditions of acceptance.

All persons depositing objects with the museum will be issued with a receipt
setting out terms and conditions, in the form of a copy of the completed entry
documentation.

When objects are sent by post the depositor will be sent an entry form to be
signed and returned, thus acknowledging the museum’s conditions of
receipt/acceptance.

Entry forms will be numbered uniquely, see entry procedure.

Entry forms and related correspondence will be filed in number order in the
Object Entry file, see Object Entry Procedures.
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4. Accessions and Acquisitions
4.1 Purpose

4.1.1 To enable the museum to be accountable for all objects under its care and 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.

4.2 Scope
4.2.1 The policy applies to:

o All objects that are to be accessioned into the main collection
o All objects that are to be accessioned into the handling collection

4.2.2 The policy does not apply to:

o Obijects that are to be returned to their owners.

o Objects that have already been accessioned.

o Objects that have recently entered the museum and are due to be
disposed of.

4.3 Objects Permitted to be Accessioned

4.3.1 See Collections Development Policy for detailed collecting guidelines relating
to the subject areas around which objects are collected at the museum.

4.3.2 Objects that will be permitted to be accessioned into the collections include:

e Purchases
Donations

¢ Anonymous donations. However, there is a strong presumption
against accepting anonymous donations into the collection unless
absolutely necessary for display or handling purposes.

4.3.3 Objects that will not be permitted to be Accessioned into the collections
include:

o Loans-In (see Loans-In policy and procedures)

o Objects received for Identification (see ldentification Policy and
Procedures)

¢ Objects that have been found in store with no identifying number (see
Backlog Policy). Only once it can be proven that these objects have
never been accessioned into the collection will they be allowed to be
accessioned.

e Obviously hazardous items i.e.: explosives or harmful chemicals.

o 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.
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4.3.4 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.

44  Treatment of Objects on Entering the Collection

4.41 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.

4.5 Numbering the Accession Transaction

4.5.1 The museum will assign a unique identifying number to every object that it
accessions. This number will be called the accession number.

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

4.6 Recording the Accession Transaction

4.6.1 The museum 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.

4.6.2 Back-up copies of the Accession Register are stored in the Castle safe and
the locked Bott Drawer cabinet at the off-site Amington store. As each new
page is completed in the Accession Register it is to be photocopied and
added to the backup copies in both locations. The copies are printed on
archival quality paper.

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

4.6.4 The objectis to be photographed when accessioned. The photograph is to be
stored digitally in the multimedia/tamapp/MODES (M) resources file on the
Council S\drive until the object is catalogued. See Cataloguing Policy and
Procedures.

4.6.5 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 acquisition or a
separate history file for the object. See History Files Policy and Procedures.
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4.7

4.71

4.7.2

4.7.3

4.7.4

4.8

4.8.1

4.8.2

48.3

4.9

4.9.1

49.2

4.10

4.10.1

Handling Collection

Objects placed into the Handling Collection are accessioned separately from
the main collection.

Objects are not allocated an accession number. Instead, they are marked
with an ‘H’ or ‘E’ for education. See Labelling and Marking Policy.

Objects are not recorded in the Accessions Register, instead a manual list of
items in the Handling Collection is maintained digitally on the Castle /Council
S\drive, and in the handling collection file and includes summary information
about the object. See Accessions Procedures.

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

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

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

Photographs are recorded in a separate Accessions Register. Back-up copies
of the Photograph Accessions Register are stored in the Castle safe and the
locked Bott Drawer cabinet at the off-site Amington store. As each new page
is completed in the register it is to be photocopied and added to the back-up
copies in both locations. The copies are printed on archival quality paper.

Transfer of Title

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.

The museum refuses to accept items where transfer of title has not been
secured.

Backlog Accessioning

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.

°| Page 59



4.11

4.11.1

4.11.2

412

4.12.1

413

4.13.1

4.13.2

4.13.3

4.13.4

4.13.5

4.13.6

Conditions Applicable to Accessions

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

The museum 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

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. The template for the
letters is stored on the Castle’s S\drive in the Collections folder to print off and
use as required.

Authorisation and Responsibility

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 the
museum’s Handling and Storage Guidelines.

The decision to acquire an object and accession it into the permanent
collections can be made by the Castle Collections and Archives Officer, with
approval from the Castle Museum Manager.

The decision to acquire an object and place it into the Handling Collection
must be made by the Castle Collections and Archives Officer, as well as the
Education and Events Officer, with approval from the Castle Museum
Manager

Castle Museum Manager has the right to decide on objects to be accessioned
into the main collection, or placed in the Handling Collection independently of
the Castle Collections and Archives Officer. In cases of dispute the decision
of the Castle Museum Manager is final.

The Accessions Register is to be completed by (in order of preference):

e Castle Collections and Archives Officer
e Castle Museum Manager.

The Castle Collections and Archives 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 Museums Documentation Association (MDA) Accessions
Register.
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4.13.7 The Castle Collections and Archives Officer is responsible for writing a letter
of thanks to owners of donated objects within one month of the object being
accessioned.

H Page 61



5. Location and Movement Control
5.1 Purpose

5.1.1 To enable the museum to easily locate objects and identify losses promptly. It
therefore provides a location list of current stores, the location details required
for each object, circumstances when movement will be permitted, methods of
movement, authorisation levels and the documentation required for location
and movement control.

5.2 Scope
5.2.1 This policy applies to:

e The location records of all objects that enter the museum and are left
under the care of the museum, regardless of the time span involved.
This includes both accessioned items and non-accessioned items.
See Object Entry Policy for objects allowed to enter the museum.

e The movement of accessioned items between Tamworth Castle and
the off-site museum store at Amington, and Loans-Out.

¢ The movement of Handling Collections out of Tamworth Castle, as
Loans-Out or for cleaning or repair.

5.2.2 The policy does not apply to:

¢ Objects which must be moved urgently in the case of an emergency.
The museum’s Emergency Plan provides the guidelines for this.

¢ The movement of non-accessioned items between Tamworth Castle
and the off-site museum store at Amington.

5.3 Store Locations
5.3.1 The museum has three buildings in which items are located. These include:

e Tamworth Castle: Objects on display in period room settings including
armour & weaponry collections, and handling collection.

Holloway Lodge HL1: Holding area

Holloway Lodge HL 2: Photographs and negatives

Holloway Lodge HL 3: Archives

Holloway Lodge HL 4: Archives and photographs

Amington Store Ground Floor: Mixed social and industrial,
Archaeology, weapons, and fine art

Amington Store Mezzanine: Textiles, furniture, and archives overspill.
¢ Amington Entrance area: Holding Bay / Isolation

5.3.2 All of these museum locations have an information file which records:

The address of the store
A plan of the store.
Security details.

Access details
Environmental conditions
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5.4

5.4.1

5.4.2

5.4.3

54.4

5.5.5

5.5.6

5.5.7

5.5.8

5.5.9

5.5.10

5.5.11

5.6

5.6.1

5.6.2

o f) Pest and environmental monitoring results for each store are stored
in the Pest Monitoring and Environmental Monitoring files, digitally
stored on the Castle S\drive unless hard copy is required.

Shelving Locations
All shelving is numbered to enable easier location of objects.
Locations have been listed on the collections audit and in MODES.

Shelving at the Amington Store is identified by row and shelf level and
numbered boxes. The floor is marked in Zones for large items.

Shelving at the Holloway Lodge is identified by bay and shelf level.

The current numbering system requires that each row or bay is identified with
a number, and each shelf within the row or bay is identified with a letter and a
number. As there is often more than one column of shelves per row or bay
the shelves are to be given a number after their letter. The shelf column
numbering runs consecutively from left to right within a bay.

As soon as a new bay is reached the numbers start from 1. For example: Bay
1, Shelf A1 or Bay 4, Shelf C3. Recorded on the collections audit as 1A1 or
4C3.

The row and shelf numbers are to be written onto card that fits into the
magnetic label holders with a plastic front cover.

Row / bay identifying labels are to be placed at eye level at the end of the
rows of shelving.

Row / shelf identifying labels are to be placed on the left of the shelf,
wherever possible. However, there are exceptions for the sake of visibility,

where the label will be in the middle, as in the bottom shelves at the Amington
store, or to the right side, due to obstructions on the shelf.

Boxes are numbered at Amington store.

Some boxes in the Archive stores at Holloway Lodge are numbered where
there is more than one box relating to a single collection of archives.

Location Details Required
Location records are to be maintained for every object that enters the
museum. They should provide an accurate record of the location of every
object under the museum’s care.
Location information must include:

e Store code (see Display and Storage Location Codes - Appendix 3)

e Bay number
e Shelf number
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5.6.3 Location details are to be recorded, checked, and updated on the following
occasions:

Entry into the museum

Cataloguing as part of the accession process
Cataloguing as part of the Backlog Policy
Permanent removal from the museum
Movement between storage locations

5.6.4 An object may only remain in a temporary location for the duration of the
working day without the location record being updated. At the end of every
working day all objects should be located according to the location recorded
on their catalogue cards and on the database. If an object has been moved
from its location and will not return before the end of the working day this
must either:

o Be recorded on the catalogue card and audit database / MODES
Complete database if the move is permanent.

¢ Undergo movement procedures, which involves the completion of a
movement ticket.

5.6.5 Current location records stored on the catalogue cards are to be checked as
part of the Backlog Policy and updated where necessary. See Backlog Policy.

5.6.6 If an object is part of a larger group of items, then the location of the
associated items should also be recorded on the Entry form or the catalogue
card and audit database / MODES Complete database.

5.7 Permitted Circumstances for Movement of an Object

5.7.1 Movement of an object will only be permitted in certain circumstances as
follows:

e To improve storage conditions
e To place the object on display

e To improve access to an object

e To use an object for research / an enquiry

5.7.2 Movement of an object will not be permitted unless it is for one of the above
reasons.

5.7.3 Objects will only be allowed to move within the museum sites listed above,
see paragraph 5.3. If an object is moved to a site that is not owned by the
museum, then it is subject to the Exit Policy and Procedures i.e., disposals,
Loans -out, return of Loans-in.

5.7.4 Movement of an object will not be permitted unless a suitable location has
been made available for the object to be moved to.

5.7.5 An object is not subject to the movement policy and procedures if it is moved
and returned to its permanent location within the same working day. This
policy only applies to objects that are removed from their permanent location
for longer than one working day.
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5.8

5.8.1

5.8.2

5.8.3

5.8.4

5.8.5

5.9

5.9.1

5.9.2

5.9.3

594

5.9.5

5.9.6

Methods of Movement

Before an object can be moved it is first to undergo a condition check to
confirm that it is fit to be moved. See Condition Check Policy and Procedures.

Before movement, the object is to be prepared according to Handling and
Storage Guidelines.

Where possible the object should be moved by the Castle Collections and
Archives Officer, or where necessary with assistance from another trained
member of staff or volunteer(s) according to the Handling and Storage
Guidelines.

Where the object is too large or heavy for movement by a staff member a
suitably qualified removals company should be used. Health and Safety
regulations also require that a Risk Assessment for the move should be
completed. This is to be filed in the object’s History file with the movement
ticket.

If the object must be dismantled for moving, this process should be recorded
on a separate piece of paper to be stored in the History file with the copy of
the movement ticket, along with a photographic record of the process, with
particular emphasis on photographing before, during and after. All methods
should record the dismantling in sufficient detail to explain what was done and
the reasons why it was dismantled. The methodology of assembly and
disassembly, along with any packaging and handling methods, must be
recorded, including photographs, as well as any alternative numbering
systems utilised as part of the process.

Documentation Required for Location and Movement Control

Location details for objects with an Object Entry form as their only
documentation are to be recorded on the Object Entry form (white copy only).

The MODES Complete database, audit database and catalogue cards, are
the only location records for accessioned objects and therefore must be
accurately maintained.

Movement Control is to be managed with the use of Collections Trust
Movement Tickets. The movement tickets are to be completed at the time an
object is moved.

If the move is permanent the MODES Complete database, audit database
and catalogue cards are to be updated immediately after the move has taken
place.

By the end of the working day all location information about an object that has
been moved must be up to date.

The completed documentation for all recorded movements is to be stored in
the Object’s History File to provide an audit trail as part of the object’s history.
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5.10 Authorisation and Responsibility
5.10.1 No unauthorised movement of objects will take place.

5.10.2 All members of staff are allowed to request the movement of an object if it
complies with the requirements of the Location and Movement Control Policy.

5.10.3 The Castle Collections and Archives Officer, and Castle Museum Manager
are the only members of staff authorised to approve requests for the
movement of an object.

5.10.4 Only the Castle Collections and Archives Officer, and Castle Museum
Manager have authority to edit location and movement records on the
MODES database, audit database, catalogue cards and Object Entry Forms.

5.10.5 The Collections Assistant or Collections trained volunteers can amend
location and movement records on the MODES database, audit database,
and catalogue cards only under instructions from the Castle Collections and
Archives Officer or Castle Museum Manager

5.10.6 The physical movement of the objects is to be carried out by the Castle
Collections and Archives Officer, Castle Museum Manager, or the Education
and Events Officer, in accordance with the Handling and Storage Guidelines.
Any other trained staff, volunteers, or visitors must be accompanied by one of
these three designated staff.

5.10.7 Objects used for temporary display or temporary event purposes should be
returned to their location in the store within 14 days of being used via the
Castle Collections and Archi