[image: image1.jpg]An Chomhairle Oidhreachta @
The Heritage Council \&\\%{/





Re:          Workshop: Writing a Museum Documentation Manual

Trainer:   Heather McGuicken

Date:      Thursday 22 April

Venue:    Dublin Writers Museum

 

The Heritage Council puts on workshops to support participants in the Museum Standards Programme for Ireland.  Places at these workshops are also available to non-participants in the Programme.  
 

If an item is moved in your museum can you be sure you can find it immediately? Are you sure that you have title to all items in your collection? If somebody asked to see an item in your collection that was donated by their family member over twenty years ago, and there has been complete staff turnover in the meanwhile, can you show it to them?  Do you know precisely what you have in your collection?  Museum documentation procedures and systems enable a museum to have confidence that it is taking care of its collections to the best of its ability and resources.  

 

Most museums will minimally have an inventory of their collections.  The Museum Standards Programme identifies eight key documents to assist museums record and track items in their collections. 

 

Entre Record; Exit Record; Object Movement & Location; Accessions Record; Catalogue; Loan-in agreement; Loan-out agreement; 

The Guidelines to the Standards indicate what information should minimally be recorded on these documents.  Templates for these documents are also available through various sources.  What is perhaps the key component of the documentation standards is to have written systems and procedures in place. When museums put in place their documentation systems and procedures it is an opportunity to get everyone together and agree what you do.

 

This workshop is designed to assist museums to design systems and procedures that meet the needs of your museum as well as meeting the standards, and to write a museum documentation manual.  The trainer, Heather McGuicken, Northern Ireland Museums Council, is an MSPI Assessor and a museum documentation training specialist. 

 

For further information or to book a place on this full day workshop please email Lesley-Ann Hayden, Coordinator, Museum Standards Programme for Ireland: lahayden@heritagecouncil.ie .  
The guidelines to the standards are available at www.museumsireland.ie .
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