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1. Purpose
A. Mission and Overview
The Sheboygan County Historical Society has as its primary mission "the discovery, collection, and preservation of information, records and objects relating to the history of the county of Sheboygan and the dissemination of knowledge concerning the same." This Museum is dedicated to the conservation, research, and education related to the communities of Sheboygan County and the larger state and country.   In order to assist the museum in fulfilling this role, one component of the Museum's responsibilities will be to collect, preserve and exhibit the artifacts and history of Sheboygan County, as well as educate and promote Sheboygan County history.
Since the Museum's collection and exhibits will be influenced by changes in cultural and educational trends, museum policy, and desire to improve or upgrade its collections, the Museum will use its mission statement and the following collections policy as guides in making any decisions regarding acquisitions and disposals. This document reaffirms existing policies and explains administrative intent governing the acquisition, use, and disposition of those collections by the Sheboygan County Historical Museum and its staff, both herein after referred to as the Museum. The rules set forth in this policy statement:
· Outline basic priorities for adding new objects to the
collection.
· Provide direction for acquisition of collection by the Museum.
· Affirm that the highest ethical standards will be met by the
Museum staff in all transactions, including avoidance of
conflicts of interest.
· Affirm that the Museum staff will comply with all laws and
regulations governing the collecting of objects and the transfer
of ownership of those objects.
· Define the conditions of acceptance that may be placed upon
objects to be acquired by the Museum or on its behalf.
· Define the conditions and procedures for permanent removal
or disposition of objects from the Museum collection.

· Define the conditions for loaning artifacts to other institutions
and the general use of Museum collections.
These policies are concerned principally with the Museum's historic objects. However, unless excluded below, these policies also apply to the education collection maintained by the Museum, whether or not they are from the Museum's collection, outside sources, or specially purchased for the purpose of education.
B. Definitions
The following definitions apply:
· "Collection" is an assemblage of anthropological,
archaeological, ethnographical, and historical objects
acquired, accessioned, and conserved because of their
scientific and historic significance and educational value.
· "Object" encompasses all collection materials, including, but
not limited to, artifacts, articles, photographs, art, archival and
library materials, and exhibits.
· "Acquisition" involves all transactions by which title to
incoming objects is transferred to the Sheboygan County
Historical Museum or by which the objects come under the
administrative and curatorial control of the Museum, and
includes gifts, bequests, purchases, exchanges, and other
transfers.
· "Disposition" involves all transactions by which title to
outgoing objects is transferred from the Museum to another
institution or individual, as well as disposal by destruction.
· "Accession" refers to the specific procedures that are followed
in the preliminary logging of new objects into the Museum's
collection following acquisition.
· "Deaccession" refers to the specific procedures that are
followed in removing objects from the Museum's collections
in preparation for disposition.
· "Curation" embraces all aspects of professionally caring for
the collections, including, but not limited to, acquiring,
accessioning, cataloging, maintaining, preserving, restoring,
deaccessioning, and disposing of objects and associated
records and documentation.
· "Education Collection" refers to an assemblage of items
specifically donated or purchased for the purpose of hands-on
use, not to be included within the museum collection, but held
in the custody of the museum.
· "Collections staff are defined as members of the Museum's
staff whose primary responsibilities are the care of the
collection and associated information.
Note that acquisitions and dispositions do not include "loans," which is a temporary transfer of collection objects to and from the Museum without of a change of ownership. (See "Incoming Loans " and "Outgoing Loans ").
2. Acquisitions
A. Necessity and Circumstances for Acquisitions
Historical museums are caretakers for historical objects and, in the case of the Sheboygan County Historical Museum, historic buildings. The Museum staff maintains this collection and it is intended to be representative of all aspects of the Sheboygan County history. The Museum collection enables the staff to research, exhibit and educate regarding Sheboygan County's history. This collection forms a basis for the continuing reappraisal of our knowledge of the past and present.
In addition to the history collection, the Museum maintains a smaller education collection, usually duplicated objects in the history collection or items in less than good condition. These are then supplemented by specially purchased or loaned objects and are used in the ongoing educational programs for school classes.
Thus the Museum's policies toward its collections bear directly on its continuing ability to influence and support the community through research, exhibits, and educational activities. Many of the Museum's objects have historic value far greater than their economic value. While many of the Museum's objects are common, some objects in the collection are historically irreplaceable. The Museum's collection are owned by the Sheboygan County Historical Museum, with the exception being the building structures, which are owned by Sheboygan County and leased to the Museum.
Although the present collection is of historical significance and is used in research, exhibition, and education, the collection can be improved by selective addition of new objects. Objects can be obtained through direct gifts, bequests, purchases, exchanges, or other transfers. To strengthen the collection, the first priority should be to collect objects that are:
1. Not adequately represented in the collection.
2. From the present that are determined to have historical significance or
believed to have historical significance in the future.
3. Intended to replace collection items that are in poor condition or have
inadequate provenance.
All acquisitions by the Museum staff should reflect its commitment to preserve and guard the history of not only Sheboygan County, but also the state of Wisconsin. Objects that are offered to the museum that have been collected or acquired under unethical or illegal circumstances or contain questionable documentation will not be accepted. In addition, if the Museum should inadvertently acquire an object that is later determined to have been exported or recovered in violation of the Museum's acquisition policy, the Museum will promptly return the object to the owner or transferor, or the government of the country of origin, or to another appropriate recipient.
B.
Conditions of Acceptance
With very few exceptions, all acquisitions are unconditional. The Museum normally cannot accept objects on which the owner has placed restrictions that would prevent normal exhibition use, loan, or disposition in accordance with this policy. The Museum also cannot accept objects with restrictions requiring that they be placed on exhibition, or that the collection of which they are a part should be kept together permanently and/or displayed only as a discrete collection. Under extraordinary circumstances, objects can be accepted with the requirement that the Museum retain ownership for a negotiated period of time. This agreement must be approved unanimously by the Collections staff and the Museum Director. The Sheboygan County Historical Museum reserves the right to use all gifts in the manner which best serves the Museum.
C.
Acquired Objects
Objects must be historically significant with sufficient documentation and the museum must have, or expect to have, resources to restore, conserve, display and store the objects before the Museum will accept them.
Objects with less than complete data, but having historic or educational value, may be accepted at the discretion of the Acquisitions Committee and Museum staff.
D.
Appraisals and Authentications
No member of the Museum staff will, in his or her official capacity, give appraisals for any reason, including the purpose of establishing tax deductible value of gifts or purchases offered to the Museum. The U.S. Internal Revenue Service prohibits appraisals from a recipient institution that is directly involved in the transaction. Where appropriate, the Museum will assist owners in finding qualified professionals who can provide appraisals.
No member of the Museum staff knowingly will identify or otherwise authenticate natural history objects or cultural objects for other persons or agencies under circumstances that could encourage or benefit illegal, unethical, or irresponsible traffic in such objects. Identification and authentication may be given for informational purposes only at the discretion of the Collections staff.
E.
Acquisition Process
Before any objects are accessioned into the Museum collection, a Temporary Custody Receipt must be completed and filed with the Registrar. The Temporary Custody Receipt includes:
1.   Name, address, phone numbers, and email (if available) of the possible donor.
2. Choice of leaving the object as an unconditional donation (the Museum
reserves the right of keep, loan, or otherwise dispose of the donated material),
to be considered for acquisition, or other purpose.
3. Choice of, if not accepted for acquisition, the object will be picked up by the
donor, may be offered to another museum or institution, disposed of or
destroyed, or sold to benefit the Museum.
4. Inventory of the items to be considered for acquisition and a detailed
description of each object. This could also include provenance and
documentation of the object.
5. Signature of both the possible donor and the Museum representative.
The object(s) are then presented to the Acquisitions Committee, which meets quarterly, where the Committee decides whether to accept or decline the object(s). This decision is based on the above mentioned scope of the collection, the projected costs of curation and storage of the object(s), the size and storage quandaries of accepting the object(s), and the possibility of exhibition. The Committee must at all times remember that acceptance of an object means that the Museum will accrue both the cost and the responsibility of cataloguing, storing, exhibiting, conserving, and preserving the object(s).
F. Transfer to Sheboygan County Research Center or other institutions
If a proposed acquisition does not fit the Museum's collecting priorities as outlined in Section 2 A, but would be of benefit to another collecting institution, the Museum can transfer custody to that institution. No accessioning within the Museum collection will occur, though a record will be maintained that the object was transferred. The donor must be notified of the transfer and the recipient institution will be responsible for further contact.
3. Maintenance of the Collections
A.
Documentation and Curation of Objects
Once accepted by the Acquisitions Committee, the Collections staff will catalog all new acquisitions. This includes giving each object an object identification number. In addition, a condition report will be completed on each object and it will be relocated either to exhibit or storage.
All the collections in the Sheboygan County Historical Museum will be curated, preserved, and stored according to accepted professional standards. That curation aims to preserve and maintain the collection, and the objects and associated data they contain. To assure that those standards are met, the collection will be cared for by trained Collections staff. All cleaning, repair, or artifact conservation must be done under the direction and/or approval of the Collections staff and the Museum Director and in keeping with professionally accepted standards.
B.
Objects "Found In Collection"
At times, objects may be found already within the Museum collection, but lack apparent evidence of formally being accessioned to the collection. These objects may have lost tags or unreadable numbers due to storage or exhibit conditions or may have been placed in collection spaces by well-intentioned individuals through the history of the museum. These objects will be considered to be "Found In Collection" and efforts will be made to rectify the situation. "FIC" objects may be subject to one or more of the following actions:
1. Attempt to reestablish the original object identification number through
research utilizing donor and artifact records.
2. If the original object identification number cannot be established, but it is
obvious that the item is an established part of the collection, assign the object
a new object identification number.
3. If an object identification number cannot be established and it is unclear
whether the object is truly part of the collection, the object can be brought
before the Acquisitions Committee and treated as if it were being offered to
the museum from a known donor.
4. Dispositions
A.
Maintenance and Disposition Necessities
All of the provisions for disposition will be consistent with the ethical and legal constraints set forth above. The Museum acts as custodian of objects for the broader benefit of society and this, at times, requires permanent removal of objects from the Museum. The Museum's legal, professional, and moral obligation to maintain its collection for the public good extends even to dispositions. When dispositions are appropriate, every effort should be made to transfer objects to other museums or public institutions where they will continue to be available for research, exhibition, and education. Such transactions must not profit individuals or private institutions. A record of all transfers and disposals will be maintained as part of the permanent records of the Museum.
Objects in the collections should be retained if:
1. They continue to be useful to the purposes and activities of the Museum.
2. They continue to contribute to the integrity of the collections,
3. They can be properly stored, preserved, and exhibited.
B.
Disposition Process
Upon the recommendation of a Collections staff member, objects may be disposed of by formal deaccessioning when the above conditions no longer exist, or if it is determined that such action would ultimately improve or refine the collections, upon compliance with all legal requirements. A key component of the legal requirements for deaccessioning is the determination that a museum has the right to do so. Therefore, an object that is being considered for deaccession will first be researched by Museum staff to ensure that the Museum has the legal right to dispose of the item.
Over the years, as standards of object documentation and storage have changed and objects suffer deterioration, objects that were formally part of the collection may become surplus or unnecessary. Removal or transfer of such objects from the history collections is a periodic, yet necessary process. Each object being considered for deaccessioning must meet one or more of the following criteria, as presented by a staff member to the Acquisitions Committee and Museum Director:
1. The object is not consistent with the Museum mission, function, and scope of
the collections, all included in the collections policy.
2. The object lacks value, whether monetary, for historic research or
documentation, for educational use, or otherwise.
3. The object is in disrepair and/or in poor condition, as assessed by the
Collections staff.
4. The object no longer retains its identity, its provenance, or its authenticity.
5. The object is detrimental to other objects in storage or on exhibit due to its
composition and structures.
6. The cost of conservation and storage is prohibitive.
7. An object already exists in the collection that is of better condition or
documentation as the object to be deaccesioned.
8. The object is of excessive size or complex needs and the Museum can no
longer store the object. The donor may be contacted first to help raise funds
for proper storage.
The Acquisitions Committee and Museum staff must then decide on appropriate action. These include:
1. Disposal.
2. Donation to another Museum at which the object fits into the collections
policy.
3. Deaccession to the education collection.
4. Sale to provide monetary assistance to the Museum collection at large. The
money can only be used to assist in collections operations at the Museum,
whether for acquisition, conservation, preservation or storage. .
The Committee must vote in majority to deaccession the object. The Committee must then approve the appropriate means to deaccession the object. The staff member is not allowed to cast his/her vote if he/she presents the object for deaccession. All objects with a fair market value reasonably expected to be more than $5,000.00 will require prior approval of the Museum Director and, if deemed necessary, the Board of Directors before deaccessioning. Once the proper process for deaccessioning has been decided, the Collections staff will continue with the deaccessioning process in accordance with the Acquisition Committee's recommendation and the process outlined in the Deaccession Procedure.   Key elements of this procedure include that objects for disposal will have all identifying marks and numbers removed from them and the disposal will be noted in the appropriate records. Objects will be not be given or sold privately to Museum employees or their representatives.
C. NAGPRA Guidelines
The deaccessioning of human remains and cultural objects for repatriation to Native American tribes is a specialized form of transfer mandated by federal law in the Native American Graves Protection and Repatriation Act (NAGPRA). The Sheboygan County Historical Museum is committed to compliance with this legislation. If the circumstances are presented, the Museum staff will work to return all objects to their rightful owners.
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5. Private Collections and Ethics
Because of the potential conflict of interest, Museum staff members are prohibited from having private collections or objects of historic interest in collections that coincide with their professional field of interest. If a Museum staff member were to maintain a private collection in his/her professional field of interest, conflict could arise as to whether to put particularly valuable objects in the private collection or in the Museum collection.
The private collections rules set forth in this policy does not apply to non-paid associates. However, such volunteers and honorary colleagues, such as Board members, are prohibited from adding to their private collections any objects acquired as a result of their association with the Museum. This "conflict of interest" policy will be carried out with the best interests of the Museum in mind, recognizing the commitments of the Museum to the community, Sheboygan County, the state, and the professional interests of the individuals.
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6. Use of Collections
A.
Exhibitions
The Sheboygan County Historical Museum will use its collections responsibly for the creation and dissemination of knowledge. The Museum may address a wide variety of social, political, artistic, or scientific issues, all approached objectively and without prejudice. The Museum will use every effort to ensure that exhibits are honest, well researched representative, and do not perpetuate myths or stereotypes.
The Museum places original, reconstructed, and replica objects from the collection on public exhibition. These objects remain the Museum staffs responsibility and will be treated in a manner consistent with policies stated above. If the Collections staff determines the exhibition will damage the objects or is damaging the objects, the situation will be remedied immediately. Such remedy may entail removal of the objects from exhibition or selection of an alternative object with approval of the Museum staff.
B.
Loan Process and Guidelines
Materials from the collections can be loaned to and objects can be borrowed from other professional and approved museums, universities, and public institutions for research and/or exhibition purposes. The Museum may borrow objects from individuals, as approved by the Museum staff and Museum Director,   A record of all incoming and outgoing loans shall be maintained as part of the permanent records of the Museum.
Incoming loans will be accepted for purposes of research or exhibition under the following conditions:
1. No indefinite or long-term loans will be accepted, but exceptions may be
authorized by the Museum Director on recommendation of the staff. All
incoming loans must be for periods of no longer than one year, but may be
renewed for additional periods with the lending institution or individual.
2. Incoming loans will not be accepted if they have no provenance or
documentation.
3. While the loans are in the Museum's care, they will be handled, conserved,
stored, and exhibited, as required by the lending institution or otherwise
accorded the same professional care as if they were part of the Museum's
collections.
4. The Museum agrees to pay all costs for packing, crating, and transportation,
unless otherwise agreed upon by the lender. Objects will be returned to the
lender carefully packed in the same manner as received. All packing and
unpacking will be done or supervised by Museum staff.
5. The lender will continue to insure the objects under the lender's policy unless
otherwise agreed upon by both the Museum and the lender.
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6. When the loaned items, or information regarding the loaned items is used in
exhibitions or publicity, the Museum will give appropriate credit to the lender.
The lender will receive a copy of any publication, publicity or catalog in
which the loaned items, or information regarding the loaned items, is used.
7. The lender must grant the Museum permission to photograph any loaned
object for use in its own publications, research, records, and educational
programs, unless otherwise stated in writing. All materials will be duly
credited as stated above.
8. When an object is loaned to the education collection, it is understood that the
object may go through wear and tear associated with handling by children and
adults.
The Museum only loans objects to qualified institutions for research and exhibits. These institutions must comply with the conditions in this collection policy and those followed at the Museum. Fragile objects, frequently used objects, or objects currently on exhibit are generally not considered for loan. However, the following pertain to all outgoing loans:
1. Objects will not be loaned to individuals unless affiliated with a qualified
institution or exceptional circumstances are recommended by the Collections
staff and approved by the Director.
2. The borrower will not transfer loans to any other institution or individual
without prior written approval.
3. The maximum duration of any loan will be one year, but can be subject to
renewal. The loan agreement must then be resigned by both the Museum and
the borrower.
4. The borrowing institution will exercise the same care with respect to
borrowed objects as it does to its own collection. Objects will be protected
from fire, theft, dirt, and extremes of light, temperature, humidity, and pests.
Should loss, damage, or deterioration be noted, the borrowing institution will
immediately notify the Sheboygan County Historical Museum in detail.
5. The receiving institution agrees to pay all costs for packing, crating, and
transportation, unless otherwise agreed upon with the Museum. Objects will
be returned to the Museum carefully packed in the same manner as received.
All packing and unpacking will be done by experienced personnel.
6. The borrowing institution will insure the objects under their policy unless
otherwise agreed upon by both the Museum and the borrowing institution.
7. The Museum grants the borrowing institution permission to photograph any
loaned object for use in its own publications, research, records, and
educational programs, unless otherwise stated in writing.
8. When the loaned items, or information regarding the loaned items, are used in
exhibitions or publicity, the borrowing institution will give appropriate credit
to the Museum. The Museum will receive a copy of any publication, publicity
or catalog in which the loaned items, or information regarding the loaned
items, are used.
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7. Access to Collections
A.
Research
During normal operating hours, the collections will be accessible for legitimate research by qualified individuals, subject to procedures to safeguard the objects. Restrictions can be imposed by limitations of space and facilities, exhibition requirements, and availability of the Museum staff. The Sheboygan County Historical Museum reserves the rights to charge a service fee to benefit the Museum for research purposes.
B.
Media and Publications
The Museum collections can be reproduced in the media if approved by the Collections staff and the Director. Under most circumstances, the Museum staff will take the photographs of the objects to prevent damage during handling or due to light and other environmental factors.
C.
Replication
Requests to replicate collection objects will be carefully reviewed on a case by case basis by the Collections staff and the Museum Director. In all cases, the safety of the original object will be of utmost priority. No requests will be considered if they will harm, alter or otherwise endanger an object in any way. In addition, replicas must represent an accurate copy of the object and should be clearly marked as reproduction.
In all cases, the Museum will not assume any responsibility for infraction of copyright, patent or trademark laws or any other improper or illegal use of a replicated object.
If a request to replicate a collection object is for commercial purposes, the Museum reserves the right to charge a service fee to benefit the Museum.
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8. Education Collection
The Sheboygan County Historical Museum will also maintain a separate collection of objects that are specifically designated for hands-on use. While these items are an independent collection from the Museum's object collection, the objects in the Museum's Education Collection are often historical pieces or quality reproductions, which makes differentiation from the object collection important. Because the objects are intended to be used on a regular basis and are acquired for educational purposes, these items are documented, cared for, used, and disposed of differently than the Museum Collection. The guidelines for the Education Collection are outlined below.
A.
Acquisition
Items for use in educational programs may be acquired by gift, bequest, purchase, exchange, or other means of transfer. This may include acceptance of items that have been deaccessioned from the Museum Collection or items offered to the Museum but not accepted for the collection.
The acceptance of items for educational purposes is decided by members of either the Education staff or by the staff member who is directing the educational program that the item will be used for.
B.
Documentation
The Museum is dedicated to using historically accurate pieces for educational programs, including historical replicas or authentic historic objects that are not needed or appropriate for the Museum collection. Because of this commitment, it is essential that the Museum maintain clearly distinct documentation of items that are Education Collection materials so they do not become confused with Museum Collection artifacts.
Once accepted, the staff will catalog all new Education Collection acquisitions in the Museum's PastPerfect Software, allowing for tracking the objects, donors, and related information. In order to differentiate Education Collection donations and objects from regular collection items, all Education Collection numbering will be preceded by the letters ED (i.e., an Education accession would be numbered ED 1, objects would be numbered ED 1.1., 1.2, etc.). Objects will have both an "accession" number and object numbers.
C.
Care and Use
After Education Collection items have been properly labeled, the objects will be moved to the education department or to another area by the staff member intending to use the item for a program. It is important that such items be stored separately from the Museum collection to help prevent confusion.
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Education collection objects will be cared for by education staff and/ or designated volunteers. The items may be repaired at the discretion of the appropriate staff without consulting either other staff or professional object conservators.
Loans of objects that are part of the Education Collection will be considered by the appropriate staff members on a case by case basis. Loans of Education objects should be tracked in a way similar to the loan of museum collection items, simply to retain the appropriate records regarding the item.
D. Disposition
Due to the ways in which objects in the Education Collection are intended to be used, it is expected that such items will eventually wear out and no longer be useful for Educational programs or due to changes in the education focuses of the museum that some items may no longer be used. Though these items appear in the PastPerfect catalogue system that they have been formally accessioned, this is only due to the nature of the programming of the computer system. These items have NOT formally been accessioned and therefore may be disposed of at the discretion of the appropriate staff member without going through the Acquisition Committee. Efforts to remove any identifying markings should be attempted before the item is disposed of. Objects that are still in good working condition may be offered to other educational institutions. Items that are beyond reasonable repair should simply be disposed of.
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