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Introduction
SPECTRUM represents a common understanding of good practice for collections management in 
museums. It contains detailed procedures for managing the processes that an object goes through 
during its lifecycle in a museum.

SPECTRUM draws directly on the expertise and experience of practising museum professionals both 
within the UK and internationally. Work on the first version of SPECTRUM began in 1991 and since its 
launch in 1994 it has been reviewed and updated periodically to encompass changes in professional 
practice. 

SPECTRUM has also been recognised internationally as the leading standard for collections management 
and has been licensed for translation and use in over 100 countries around the world.

In this most recent edition, SPECTRUM has been given a new structure and format, making the 
procedures easier to use, and reducing the publication to a more manageable size. The 21 procedures 
are presented as workflow diagrams and duplicate information has been removed from within each of 
the procedures. The core information for each procedure remains unchanged, but subject specialist 
advice and supporting information has been removed and integrated into fact sheets now grouped 
together on Collections Link under the title of SPECTRUM Advice. The second part of SPECTRUM 3.2, 
the Information Requirements section, has been removed, and is now a standalone publication called 
SPECTRUM 4.0 Appendix 1, Information Requirements.

Modified and new in SPECTRUM 4.0

• Each procedure has been represented as a workflow diagram with five headings – People, 
Process, Linked procedures, Information and Systems.

• The Before You Start section which detailed the policy and legal environment for each procedure 
has been removed and replaced with a general chapter at the start of SPECTRUM 4.0, titled 
Policies and Legal Context

• Sources of help and advice have been removed from each procedure and a comprehensive list 
of references is now provided in SPECTRUM Advice on Collections Link

• The information requirements section has been removed and is published separately on 
Collections Link as SPECTRUM 4.0 Appendix 1, Information Requirements 

Developing Standards
Underpinning SPECTRUM is the knowledge that standardised and agreed procedures are the key to 
efficient collections management. SPECTRUM has been recognised as delivering benefit, not only to 
the objects in the collections, but to the organisations that manage collections, and to the users of those 
organisations.

As standards in the UK cultural sector evolve, SPECTRUM will continue to be reviewed and adapted to 
make sure it provides practical help to practitioners aiming to meet those standards. Collections Trust 
and MLA have worked together to ensure that the eight primary SPECTRUM procedures remain at the 
heart of collections management and have been retained as core standards within the UK Accreditation 
Scheme. On a strategic level, the Collections Trust has worked with the wider cultural sector to promote 
strategic collections management with the development and publication of the PAS197:2009 Code of 
practice for cultural collections management (PAS 197), published by BSI.

Feedback
Collections Trust is committed to SPECTRUM as an ongoing project, not only to ensure its continuing 
adoption across the UK and internationally, but also to guarantee sustainable growth and development 
in response to feedback from those who use it. The texts of SPECTRUM 4.0 and SPECTRUM 4.0 
Appendix 1, Information Requirements are available on the Collections Link Standards wiki, providing a 
platform for discussion regarding the continued development of SPECTRUM. If you wish to contribute 
to that development please visit the wiki at http://standards.collectionslink.org.uk
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Policies and Legal Context
This chapter contains general guidance on collections management policies and the legal context for 
setting up SPECTRUM procedures. In previous versions of SPECTRUM, the Before you start section 
of each of the 21 procedures included a brief overview of the legal context and the policy requirements 
for the procedure. This is now classed as related guidance rather than integral to the procedures, and 
has been removed from the SPECTRUM 4.0 publication. The SPECTRUM Advice pack on Collections 
Link contains fact sheets with supplementary guidance for the eight Primary Procedures, including 
guidance on what should be considered when writing policies. The need for clear written policies and 
an understanding of the legal context for collections management has also been clearly articulated in 
the PAS197, and the accompanying Collections Trust publication Collections Management: a practical 
guide.

Policies
Written policies give staff and volunteers in a museum the confidence to develop working procedures 
within clear parameters. You can use SPECTRUM 4.0 to create or adapt a set of written collections 
management procedures. However, to be effective, these procedures need to be informed by, and 
linked to, a set of policies that define the intentions of the organisation with regard to the collection 
which, in turn, reflect the mission of the organisation. With written policies in place, you can measure 
the effectiveness of a procedure against the intentions of the organisation and review and adapt your 
procedures accordingly.

The Minimum Standard section within each SPECTRUM procedure includes a statement about the need 
for a written policy to guide the procedure. The Accreditation Scheme requires museums to have an 
Acquisition and Disposal Policy (or Collections Development Policy) and many museums will also have 
a number of other policies relating to collections management activity. From October 2011, however, 
the developed Accreditation Standard will additionally require museums to maintain an Information (or 
Documentation) Policy, a Collections Care and Conservation Policy and a Collections Access Policy. 
The Accreditation standard stipulates some required elements to be included in the Acquisition and 
Disposal Policy but the content of the other three collections management policies are not specified 
and should be developed in line with the needs of the museum. Guidance on the recommended scope 
of these four areas of collections management policy can be found in the PAS 197 and Collections 
Management: a practical guide. See Sources of Help and Advice in the SPECTRUM Advice pack, on 
Collections Link, for further details.

The diagram on the following page shows where each of the SPECTRUM procedures would fit within 
the PAS 197 four-part collections management structure encompassing Collections Development, 
Collections Information, Collections Access, and Collections Care and Conservation. Some museums 
may find it helplful to develop policies using these headings and to include policy statements on the 21 
SPECTRUM procedures grouped under the appropriate headings.

Legal context
The policies you develop to steer your collections management work should take account of, and 
make explicit reference to, relevant legislation, international conventions and codes of ethics. A list 
of legislation, international codes and ethical codes relevant to collections management can be found 
in Sources of Help and Advice in the SPECTRUM Advice pack, on Collections Link. The list is not 
exhaustive and Collections Trust cannot guarantee that the information will always be up-to-date. It is 
the responsibility of each organisation to ensure that staff fully understand which legislation and codes 
of practice are relevant for their museum.
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Diagram showing how the SPECTRUM Procedures map to the PAS 197 collections management 
structure. SECTRUM Primary Procedures are shown in italics.
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How to Implement a Procedure
What is in a procedure?
Each SPECTRUM 4.0 procedure is presented in the following structure:

Definition

The definition explains the scope of the procedure and any ambiguous terms.

Minimum Standard

However you implement the procedure, this is what it should achieve. You can use the Minimum Standard 
as a quick checklist to assess existing procedures.

SPECTRUM workflow diagram

How to use SPECTRUM 4.0
SPECTRUM 4.0 can be used as a reference document, or can be adapted to create a written Procedural 
Manual within your museum. Museums will implement procedures differently depending on their size 
and circumstances but the Definition and Minimum Standard for each procedure are applicable to all. 
Once you are clear what the procedure is meant to achieve you can use the workflow diagram to follow 
the recommended steps through the procedure.

As a user of SPECTRUM 4.0 you are welcome to re-produce, or adapt the workflow diagrams in your 
own documents for non-commercial purposes (see the SPECTRUM copyright terms at the beginning of 
this publication for more details). The workflow diagrams have been created using a drawing application 
and cannot be edited using standard word processing software so you will either need to adopt them as 
they are, or re-create them using your own drawing software.
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Understanding the Workflow diagram
The workflow diagram shows the process itself in the Process column. The diagram as a whole shows 
the relationship between the people involved, the process, the other linked procedures, the information 
you need to gather during the process, and your overall collections management system. Taken together 
and implemented, these elements make up the SPECTRUM 4.0 procedure.

People

Many of the SPECTRUM procedures involve liaison beteen people within, or outside, your organisation. 
The People column gives an indication of the people/roles involved and the level of interaction required 
during the procedure.

Process

This is a diagrammatical representation of the steps that make up the procedure. Where a choice has 
to be made, or where a decision is required within the process, the diagram presents options. In some 
instances the Process lists a level of detailed information that you need to capture in order to meet a 
minimum standard for the procedure.

Linked Procedures

Many SPECTRUM 4.0 procedures refer to other SPECTRUM 4.0 procedures. For example, the incoming 
loan procedure refers the user to the Object entry procedure. These linked procedures are shown in a 
separate column with a dotted arrow. You may need to implement the linked procedure, or elements of 
the linked procedure, before continuing with the rest of the procedure you are in.

Information

SPECTRUM 4.0 Appendix 1, Information Requirements contains details of the information requirements 
for each SPECTRUM 4.0 procedure. The Information column gives you an overview of those information 
requirements and may be enough for your purposes. If you need to know more you can download 
the SPECTRUM 4.0 Appendix 1, Information Requirements from the SPECTRUM 4.0 Advice pack on 
Collections Link. .
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System

This column always says Collections Management System. This illustrates the fact that all the 
SPECTRUM 4.0 procedures taken together make up a system for managing your collections. Within 
that system you will have a variety of procedural systems in place, some of them manual and paper 
based and some of them computerised. For example your system for Object entry is likely to consist of 
pre-printed forms, ring binders or filing cabinets, database fields, and temporary labelling materials that 
you will use when you implement the procedure. Whereas, your cataloguing system may involve a set 
of data-entry instructions and a database.
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Accreditation and SPECTRUM
The UK Accreditation Standard is an evolving standard which adapts and responds to other published 
sector standards over time. Since SPECTRUM was launched in 1991 it has provided the baseline 
standard for documentation policy and processes, and latterly for wider collections management 
processes. The Registration Standard for museums, and more recently the Accreditation Standard have 
required museums to have in place eight procedures known as the SPECTRUM Primary Procedures.

If set up correctly, these eight procedures, backed up by a written Procedural Manual, constitute a 
basic collections management system adequate to provide accountability and to ensure that a museum 
knows at any time exactly which items it is legally responsible for and where each item is located.

The eight Primary Procedures required by Accreditation are:

• Object entry
• Acquisition
• Location and movement control
• Cataloguing
• Object exit
• Loans in
• Loans out
• Retrospective documentation 

Accreditation 2011 will be launched in October 2011 with updated requirements for policy and planning 
in the Collections Management section. The eight Primary Procedures will remain unchanged.
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Pre-entry procedure
Definition
The management and documentation of the assessment of potential acquisitions before their arrival at the organisation.

Minimum Standard
The organisation must have a policy covering the pre-entry requirements of objects and any related documentary archive. Refer to Policies and Legal Context for general 
guidance on collections management policies.

The procedure for managing and documenting Pre-entry must:

• Clarify the organisation's acquisition policy and conditions for deposition of objects and documentary records to the potential depositor;
• Ensure that the organisation is fully aware of the quantity and type of material that is on offer;
• Assess the impact on the organisation of acquiring the items, in terms of space, manpower, financial, legal and conservation issues;
• Ensure that a global organisation accession number has been assigned to the site (for fieldwork) or collection(s) (for bequests or purchases) if necessary;
• Ensure that an expected date of deposition and responsibility for the items in transit is agreed with the depositor.
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Details of the Units of Information required in this procedure can be found in SPECTRUM 4.0, Appendix 1, Information Requirements available on Collections Link
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Object entry procedure
Definition
The management and documentation of the receipt of objects and associated information which are not currently part of the collections. Any object which does not currently have 
an object number assigned by the receiving organisation must be dealt with within this procedure.

Minimum Standard
The organisation must have a policy covering the receipt and deposit of objects. Refer to Policy and Legal Context for general guidance on collections management polices. See 
also Object Entry: SPECTRUM Advice for guidance about object entry policy decisions.

The procedure for managing and documenting Object entry must:

• Establish the terms and conditions under which objects are being received for deposit;
• Uniquely identify the newly received object or associated group of objects;
• Ensure the organisation is able to account for all objects left in its care;
• Provide a receipt for the owner or depositor;
• Help establish the extent of the organisation’s liability;
• Indicate the reason for the receipt of the object;
• Determine a finite end to, or programme for review of, the deposit;
• Enable the object to be returned to the owner or depositor as required;
• Allow for objects and associated records to be checked on entry to ensure that they correspond to any accompanying inventory and/or transfer of title documentation 

supplied;
• Establish who has legal title to the object in case of subsequent acquisition;
• Capture key information about the object, to be augmented in the future;
• Inform the decision making-process. 

Object entry is a SPECTRUM Primary Procedure. This means that in order to meet the documentation requirements for the Museum Accreditation Scheme an organisation must 
maintain the SPECTRUM Minimum Standard for this procedure.
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Further detailed guidance on the Object Entry procedure can be found in Object Entry: SPECTRUM Advice available on Collections Link
Details of the Units of Information required for this procedure can be found in SPECTRUM 4.0: Appendix 1.Information Requirements available on Collections Link
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Loans in procedure
Definition
Managing and documenting the borrowing of objects for which the organisation is responsible for a specific period of time and for a specified purpose, normally exhibition/display, 
but including research, conservation, education or photography/publication.

Minimum Standard
The organisation must have a policy covering the borrowing of objects. Refer to Policies and Legal Context chapter for general advice on collections management policies. See 
also Loans in: SPECTRUM Advice for guidance about Loans in policy decisions.

The procedure for managing and documenting loans in must:

• Establish the purpose of the loan;
• Enable at least the same care of the borrowed object as if it were part of the permanent collections;
• Include written agreements signed by both borrower and lender before the loan commences, as appropriate to the collection;
• Ensure that the terms and conditions of loan are adhered to;
• Ensure that all loans are for fixed periods;
• Ensure a written record of the loan is retained;
• Enable effective control of the loan process;
• Enable the provision of information about the borrower and the loan as requested by the lender;
• Provide insurance or indemnity cover for the loan period;
• Ensure that up-to-date information about the location of borrowed objects is maintained;
• Ensure that up-to-date information about the security of borrowed objects is maintained;
• Ensure that up-to-date information about the physical well-being of borrowed objects is maintained, including the environment and condition of the objects. 

Loans in is a SPECTRUM Primary Procedure. This means that in order to meet the documentation requirements for the Museum Accreditation Scheme an organisation must 
reach the SPECTRUM Minimum Standard for this procedure.
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Further detailed guidance on the Loans in procedure can be found in Loans in: SPECTRUM Advice available on Collections Link
Details of the Units of Information required in this procedure can be found in SPECTRUM 4.0 Appendix 1, Information Requirements available on Collections Link
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Acquisition procedure
Definition
Documenting and managing the addition of objects and associated information to the collections of the organisation and their possible accession to the permanent collections.

Minimum Standard
The organisation must have a policy covering the acquisition of objects, which should include a collecting policy. Refer to the Policies and Legal Context chapter for general 
guidance on collections management policies. Refer to Acquisition: SPECTRUM Advice for guidance on acquisition policy.

The procedure for managing and documenting acquisitions must:

• Ensure that written evidence is obtained of the original title to an object and the transfer of the title to the acquiring organisation;
• Enable the reconciling of acquisition records with objects as part of retrospective documentation, audit and inventory activity;
• Ensure that a unique number is assigned to, and physically associated with, all objects;
• Ensure that accession registers are maintained, describing all acquisitions and listing them by number;
• Ensure that information about the acquisition process is retained;
• Ensure that donors are made aware of the terms on which their gift or bequest is accepted by the organisation;
• 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;
• Ensure a copy of the information in the accession register is made and kept up to date. 

Acquisition is a SPECTRUM Primary Procedure. This means that in order to meet the documentation requirements for the Museum Accreditation Scheme an organisation must 
reach the SPECTRUM Minimum Standard for this procedure.
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Further detailed guidance on the Acquisition procedure can be found in Acquisition: SPECTRUM Advice available on Collections Link
Details of the Units of Information required for this procedure can be found in SPECTRUM 4.0 Appendix 1, Information Requirements available on Collections Link
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Inventory control procedure
Definition
The maintenance of up-to-date information accounting for and locating all objects for which the organisation has a legal responsibility. This may include objects on loan, unaccessioned 
or previously undocumented items, temporarily deposited objects and support collections.

Minimum Standard
The organisation must have a policy covering the inventory control of objects. Refer to Policies and Legal Context chapter for general guidance on collections management 
policies.

The procedure for inventory control must:

• Enable accountability for any object, at any time;
• Enable the provision of up-to-date information about all objects in the care of the organisation - including loans in and out, temporarily deposited objects and other 

unaccessioned objects;
• Provide a reference to ownership of each object;
• Provide the current location of each object.
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Details of the Units of Information required in this procedure can be found in SPECTRUM 4.0 Appendix 1, Information Requirements available on Collections Link
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Location and movement control procedure
Definition
The documentation and management of information concerning the current and past locations of all objects or groups of objects in the organisation’s care to ensure the organisation 
can locate any object at any time. A location is a specific place where an object or group of objects is stored or displayed.

Minimum Standard
The organisation must have a policy covering the location control of objects. Refer to Policy and Legal Context chapter for general guidance on collections management policies. 
See also Location and Movement Control: SPECTRUM Advice for more detailed guidance about location and movement control policy decisions.

The procedure for managing and documenting location and movement control must:

• Provide a record of the location where an object is normally displayed or stored;
• Provide a record of the location of an object when it is not at its normal location;
• Enable access to location information by, at the very least, object number and by location name;
• Provide an up-to-date record of the relocation of an object within the physical or administrative boundaries of the organisation;
• Provide an up-to-date record of any movement of an object across the physical or administrative boundaries of the organisation;
• Provide a record of the person responsible for moving an object;
• Provide a record or a statement of the persons responsible for authorising object movement;
• Provide a history of an object’s previous locations, while in the organisation’s care. 

Location and Movement Control is a Primary Procedure. This means that in order to meet the documentation requirements for the Museum Accreditation Scheme an organisation 
must reach the SPECTRUM Minimum Standard for this procedure.
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Further detailed guidance on the Location and Movement Control procedure can be found in Location and Movement Control: SPECTRUM Advice available on Collections Link
Details of the Units of Information required in this procedure can be found in SPECTRUM 4.0 Appendix 1, Information Requirements
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Transport procedure
Definition
The management and documentation of the transport of objects for which the organisation is partially or fully responsible.

Minimum Standard
The organisation must have a policy relating to the transport of objects. Refer to Policies and Legal Context chapter for general guidance on collections management policies.

The procedure for documenting and managing transport must:

• Ensure that all transport is carried out in compliance with the organisation’s transport policy;
• Ensure that, in the case of borrowed objects, the requirements of the lender and their insurance policy (e.g. Government Indemnity) are met; 
• Ensure that all legal obligations are complied with, including any customs requirements, CITES, airfreight security legislation, and firearms regulations;
• Ensure that a condition check of the object is carried out (and recorded) prior to transport arrangements being made;
• Ensure that a method statement for the move is prepared, including a risk assessment and emergency plan;
• Ensure that appropriate insurance/indemnity arrangements are in place prior to the transport;
• Record and maintain an audit trail of the reasons for the move, mode of transport, dates of the transport, and details of those carrying out the transport.
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Details of the Units of Information required in this procedure can be found in SPECTRUM 4.0 Appendix 1, Information Requirements available on Collections Link
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Cataloguing procedure
Definition
The compilation and maintenance of key information, formally identifying and describing objects. It may include information concerning the provenance of objects and also 
collections management documentation e.g. details of acquisition, conservation, exhibition and loan history, and location history. It need not bring together in one location everything 
known about an object, but should provide cross-references to any other relevant information source known to the organisation.

Minimum Standard
The organisation must have a policy covering the cataloguing of objects. Refer to Policies and Legal Context chapter for general guidance on collections management policies. 
See also Cataloguing: SPECTRUM Advice for guidance about cataloguing policy decisions.

Cataloguing information must:

• Provide a level of description sufficient to identify an object or group of objects and its differences from other, similar objects;
• Provide an historic archive relating to an object or cross-references to sources where information can be found;
• Be held in a system that allows convenient access, e.g. using indexes or free-text retrieval. 

Cataloguing is a SPECTRUM Primary Procedure. This means that in order to meet the documentation requirements for the Museum Accreditation Scheme an organisation must 
reach the SPECTRUM Minimum Standard for this procedure.
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Further detailed guidance on the Cataloguing procedure can be found in the Cataloguing: SPECTRUM Advice available on Collections Link
Details of the Units of Information required in this procedure can be found in SPECTRUM 4.0 Appendix 1, Information Requirements available on Collections Link
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Object condition checking and technical assessment procedure
Definition
The management and documentation of information about the make-up and condition of an object, and recommendations for its use, treatment and surrounding environment.

Minimum Standard
The organisation must have a policy covering the condition checking of objects. Refer to Policies and Legal Context chapter for general guidance on collections management 
policies.

The procedure for managing and documenting condition checking must:

• Ensure that the documentation of condition checks is completed by trained persons;
• Ensure that all condition check documentation is up-to-date;
• Ensure all information is documented and is accessible via the object number;
• Ensure that individual and collective responsibilities within the organisation for condition checking are clearly defined and identified;
• Ensure that the date, name of the condition checker and the reason for checking is recorded;
• Ensure condition checking is carried out whenever a change to the object, its use or surrounding environment occurs;
• Enable the condition of an object to be monitored over time;
• Ensure that a set procedure is followed when object condition ‘danger signals’ are observed;
• Ensure a condition check happens as part of the following procedures: Object entry, Loans in, Acquisition, Conservation and collections care, Use of collections and 

Deaccession and disposal.



44

45



44

45



46

47



46

47



48

49

Details of the Units of Information required in this procedure can be found in SPECTRUM 4.0 Appendix 1, Information Requirements available on Collections Link
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Conservation and collections care procedure
Definition
The documentation and management of information about interventive and preventive conservation activities.

Minimum Standard
The organisation must have a policy covering the management and documentation of care of collections including the conservation (interventive and preventive) of objects. Refer 
to Policies and Legal Context chapter for general guidance on collections management policies.

The procedure for managing and documenting conservation must:

• Ensure all conservation information is accessible via the object number, and is up-to-date;
• Ensure appropriate authorisation is received prior to conservation taking place;
• Ensure details of all interventive conservation work and preventive conservation measures are recorded, with the name of the person who performed the work, the 

organisation to which they belong and the date on which it took place;
• Ensure catalogue record is updated if any new information is established or information lost as a result of conservation;
• Ensure that after conservation treatment, call-back condition checks or periodic care activities are scheduled by date.
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Details of the Units of Information required in this procedure can be found in SPECTRUM 4.0 Appendix 1, Information Requirements available on Collections Link
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Risk management procedure
Definition
The management and documentation of information relating to potential threats to an organisation’s collections and the objects for which it is temporarily responsible. It includes 
the provision of information enabling preventative measures to be taken as well as documentation supporting disaster planning.

Minimum Standard
The organisation must have policies covering risk management, disaster planning and recovery planning. Refer to Policy and Legal Context chapter for general guidance on 
collections management policies.

Documentation should support the following functions which should be carried out by the organisation:

• A risk assessment on objects in its care;
• The establishment of building codes and priority codes identifying items for immediate removal from the disaster area;
• The maintenance of an information file of individuals and organisations to approach in the event of a disaster (to be reviewed annually);
• The training of staff and volunteers in the management of risk and in disaster recovery;
• Accountability for objects during and after a disaster.
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Details of the Units of Information required in this procedure can be found in SPECTRUM 4.0 Appendix 1, Information Requirements available on Collections Link
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Insurance and indemnity management procedure
Definition
Documenting and managing the insurance needs of objects both in an organisation’s permanent collection and those for which it is temporarily responsible.

Minimum Standard
The organisation must have a policy covering the insurance of objects including the indemnification of objects under the terms of the Government Indemnity Scheme. Refer to 
Policy and Legal Context chapter for general guidance on collections management policies.

The procedure for managing and documenting insurance must:

• Ensure that all the objects in an organisation’s care are appropriately insured within the terms of legal and statutory requirements;
• Ensure that all the objects in an organisation’s care are appropriately insured within the terms of the organisation’s policy;
• Ensure that all insurance policies are reviewed regularly and renewed as required;
• Ensure that current insurance liabilities are up-to-date;
• Enable indemnification of all eligible objects in the organisation’s custody and while in transit;
• Ensure that the appropriate minimum liability sum or excess is available to be paid if required.
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Details of the Units of Information required in this procedure can be found in SPECTRUM 4.0 Appendix 1, Information Requirements available on Collections Link
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Valuation control procedure
Definition
The management of information relating to the financial valuations placed on individual objects, or groups of objects, normally for insurance/indemnity purposes.

Minimum Standard
The organisation must have a policy covering the valuation of objects. Refer to Policies and Legal Context chapter for general guidance on collections management policies.

The procedure for managing and documenting valuations must:

• Ensure that valuation information is available as required to support the organisation’s needs;
• Ensure that policies and procedures used for valuation are approved and applied consistently;
• Ensure that valuation information is treated as confidential and not released to anyone without the appropriate authority;
• Ensure that valuations are updated as and when required.
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Audit procedure
Definition
The examination of objects or object information, in order to verify their location, authenticity, accuracy and relationships.

Minimum Standard
The organisation must have a policy covering the auditing of the collections and related information. Refer to Policies and Legal Context chapter for general guidance on 
collections management policies.

The procedure for managing and documenting audits must:

• Ensure that the organisation maintains, manages and documents a regular review of the objects in its collections and the information relating to them;
• Ensure that the audit of objects is based on the physical presence of the objects;
• Ensure that all relevant object-related documentation is updated as required in a timely manner;
• Ensure that remedial action is taken as required, following discovery of missing objects, wrongly or inadequately documented objects, or undocumented objects;
• Ensure that, wherever possible, inventory checks are conducted or witnessed by a person not responsible for their custody or record-keeping.
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Details of the Units of Information required in this procedure can be found in SPECTRUM 4.0 Appendix 1, Information Requirements available on Collections Link
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Rights management procedure
Definition
The management and documentation of the rights associated with the objects and information for which the organisation is responsible for, in order to benefit the organisation and 
to respect the rights of others.

Minimum Standard
The organisation must have a policy covering the management and documentation of rights. Refer to Policies and Legal Context chapter for general guidance on collections 
management policies.

The procedure for managing and documenting rights associated with the material (e.g. objects and photographs) for which the organisation is responsible for must:

• Ensure that the organisation has taken account of relevant rights legislation, and monitors changes;
• Ensure that fully documented research into all associated rights is carried out as soon as new material is acquired;
• Record, and monitor changes, full details of all associated rights;
• Ensure that any contract negotiations, for the use of intellectual property rights (IPR) assets, is carried out, taking into account the issues of: legal entity, legal restrictions, 

funders’ requirements and the tax situation;
• Ensure that the rights of others are respected by the organisation and any other third party users;
• Ensure that the rights of the organisation are respected by others;
• Ensure that there is an awareness of material sensitive to publication right (and other rights), and that any publication rights remain the property of the organisation and are 

not accidentally lost;
• Ensure that when the organisation creates new material it records the associated rights;
• Ensure that when the organisation commissions works, all IPRs are assigned to the organisation.
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Details of the Units of Information required in this procedure can be found in SPECTRUM 4.0 Appendix 1, Information Requirements available on Collections Link.
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Use of collections procedure
Definition
The management and documentation of all uses of and services based on collections and objects in the organisation. These include exhibition and display, education handling 
collections and the operation of objects, research and enquiries, reproduction and the commercial use of objects and associated documentary archives. Users include staff (and 
volunteers) or the public, whether in person, by letter, telephone or any other means of communication.

Minimum Standard
The organisation must have a policy covering the use of collections. Refer to Policies and Legal Context for general guidance on collections management policies.

The minimum standard for use of collections must:

• Enable the use of objects by internal and external users for such purposes as research, display and operation;
• Enable effective control of access to the collections and information associated with them;
• Enable the planning and scheduling for the use of objects;
• Ensure continuous accountability for objects and associated documentary records;
• Add significant information derived from research to the catalogue, and make important results public through publication, exhibition or other means as and when appropriate;
• Maintain a record of use and users associated with the collections;
• Ensure that details of use are accessed by a relevant object number.
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Details of the Units of Information required in this procedure can be found in SPECTRUM 4.0 Appendix 1, Information Requirements available on Collections Link.
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Object exit procedure
Definition
The management and documentation of objects leaving the organisation’s premises.

Minimum Standard
The organisation must have a policy covering the exit of objects belonging to the museum. Refer to the Policies and Legal Context chapter for general guidance on collections 
management policies. See also Object exit: SPECTRUM Advice for guidance on writing an object exit policy statement.

The procedure for documenting and managing object exit must:

• Ensure that legal requirements and the organisation’s policy are fulfilled when objects leave its premises;
• Ensure that the organisation is able to account for the exit of all objects from its premises, including those which have been deposited as offers or for identification or loaned;
• Ensure that location information for accessioned objects leaving the organisation’s premises is maintained;
• Ensure that all objects leave with appropriate authorisation;
• Ensure that a signature of acceptance from the recipient is always obtained when transferring custody of an object between parties. Where the first recipient is a courier it 

may also be necessary to get a signature from the person or organisation to which it is being delivered. 

Object exit is a SPECTRUM Primary Procedure. This means that in order to meet the documentation requirements for the Museum Accreditation Scheme an organisation must 
reach the SPECTRUM Minimum Standard for this procedure
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Further detailed guidance on the Loans in procedure can be found in Loans in: SPECTRUM Advice available on Collections Link
Details of the Units of Information required in this procedure can be found in SPECTRUM 4.0 Appendix 1, Information Requirements available on Collections Link
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Loans out procedure
Definition
Documenting and managing the loan of objects to other organisations or individuals for a specific period of time and for a specific purpose, normally exhibition/display, but including 
research, conservation, photography and education.

Minimum Standard
The organisation must have a policy covering the assessment of loan requests and a standard set of conditions which borrowers must meet. Refer to Policies and Legal Context 
chapter for general guidance on collections management policies. See also Loans out: SPECTRUM Advice for more detailed guidance about Loans out policy decisions.

The procedure for documenting and managing loans out must:

• Ensure that all loan requests are assessed according to the organisation’s policy;
• Ensure that there are written agreements signed by both borrower and lender before the loan commences;
• Ensure that the loan is for a finite period;
• Ensure that the organisation retains a record of all loans, including details of the borrower, the venues, the loan period and the purpose of the loan;
• Enable effective control of the loan process;
• Ensure that the borrower confirms their intent and ability to provide an acceptable level of care, security and safekeeping for the object and to conform to the conditions of 

loan specified;
• Ensure that the loaned objects are covered by insurance or indemnity as appropriate for the duration of the loan period. 

Loans out is a Primary Procedure. This means that in order to meet the documentation requirements for the Museum Accreditation Scheme an organisation must reach the 
SPECTRUM Minimum Standard for this procedure.
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Further detailed guidance on the Loans in procedure can be found in Loans in: SPECTRUM Advice available on Collections Link
Details of the Units of Information required in this procedure can be found in SPECTRUM 4.0 Appendix 1, Information Requirements available on Collections Link
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Loss and damage procedure
Definition
Managing and documenting an efficient response to the discovery of loss of, or damage to, object(s) whilst in the care of the organisation.

Minimum Standard
The organisation must have a policy covering the response to the loss of or damage to objects. Refer to Policies and Legal Context for general guidance on collections 
management policies.

The procedure and documentation for loss and damage must:

• Enable the organisation to take all reasonable steps to prevent further loss or damage;
• Ensure that all decisions and actions in the organisation’s response to damage or loss are fully documented.
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Details of the Units of Information required in this procedure can be found in SPECTRUM 4.0 Appendix 1, Information Requirements available on Collections Link.
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Deaccession and disposal procedure
Definition
The management of disposal (the transfer, or destruction of objects) and of deaccession (the formal sanctioning and documenting of the disposal).

Minimum Standard
The organisation must have a policy covering the disposal and deaccession of objects. Refer to Policies and Legal Context for general guidance on collections management 
policies.

The procedure and documentation for deaccession and disposal must:

• Ensure that the decision to dispose is carefully considered and that all relevant evidence and opinions are sought according to the organisation’s policy;
• Ensure that all relevant evidence and opinions are sought according to statutory legal requirements;
• Ensure that the organisation makes every effort to determine title to objects involved and that they are free from relevant special conditions attached to the original acquisition;
• Ensure that the decision to dispose does not rest with an individual and the action is formally approved by a governing body;
• Ensure that preference for transfer be given to recognised organisations (e.g. Accredited museums in the UK);
• Ensure that title to the object is transferred to any receiving organisation;
• Ensure that objects disposed of are marked as such on the accession register;
• Ensure that items to be destroyed are disposed of in a responsible manner (e.g. unwanted archaeological material will not mislead future archaeologists);
• Ensure that all decisions and actions are fully documented.
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Details of the Units of Information required in this procedure can be found in SPECTRUM 4.0 Appendix 1, Information Requirements available on Collections Link.
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Retrospective documentation procedure
Definition
The improvement of the standard of information about objects and collections to meet SPECTRUM Minimum Standards by the documentation of new information for existing objects 
and collections.

Minimum Standard
The organisation must have a policy on retrospective documentation. Refer to Policies and Legal Context chapter for general guidance on collections management policies. See 
also Retrospective Documentation: SPECTRUM Advice for guidance about Retropsective documentation policy decsions.

The procedure for retrospective documentation must:

• Define the purposes of the organisation’s documentation system. The primary purpose should be to establish accountability and access;
• Define the organisation’s understanding of the backlogs it has;
• Work towards reducing its backlog;
• Review progress on reducing the backlog on a regular basis;
• Work towards an overall improvement in the quality of information held about objects and collections;
• Review progress on the overall improvement in the quality of information on a regular basis. 

Retrospective Documentation is a SPECTRUM Primary Procedure. This means that in order to meet the documentation requirements for the Museum Accreditation Scheme 
an organisation must reach the SPECTRUM Minimum Standard for this procedure.
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Details of the Units of Information required in this procedure can be found in SPECTRUM 4.0 Appendix 1, Information Requirements available on Collections Link.




