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1. Introduction and Mission

The Bishop Hill Heritage Association’s collection policy is a public document that
guides the management and development of the collection. It outlines why, what,
where, how and when the museum collects, and how and why items may be
deaccessioned and disposed.

The collection is a source of knowledge, ideas, stories and memories. It is developed
and managed as a community resource to inspire, educate and inform the
community and visitors, and to contribute to the conservation of the history and
heritage of Bishop Hill.

The Bishop Hill Heritage Association was organized in 1962 with the original goal
of saving Colony era buildings in disrepair and restoring them to functional

use. The BHHA continues today to maintain these historic properties and the
Swedish culture unique to Bishop Hill. Through educational programming, the
organization strives to instill visitors with a sense of pride in the past, present and
future. The Heritage is open all year to assist all people who want to learn more
about this “Utopia on the Prairie.”

The Mission of the Bishop Hill Heritage Association is to:
1. Retain Bishop Hill as a living community and to do everything within its
resources to enhance its development as an historic site and desirable place to

live through maintaining a natural environment.

2. Encourage all efforts to restore and maintain historic properties and cultural
heritage.

3. Develop within our young people a sense of pride in their community, its past,
present and future.

4. Develop and maintain a research library of material related to the area and make
this available for study.

5. Maintain and encourage an active interchange of ideas with organizations of
common interests and goals.



2. History of the BHHA

The Bishop Hill Heritage Association is a private, non-profit 501(c)3 organization.
The Village of Bishop Hill was declared a National Historic Landmark in 1984 and
is also a state historic site. The BHHA is currently a member of the Illinois
Association of Museum and the Illinois Heritage Association.

The Bishop Hill Heritage Association (BHHA) seeks to appreciate and preserve the
rich history of the Bishop Hill Colonists and the town they built. The Bishop Hill
Colony began in Sweden when a group of religious dissenters dreamed of creating a
utopia-a place where they could live in harmony with their beliefs, free from the
dogma of the established church. In 1846, Eric Janson and his followers, sailed from
Sweden to New York, made their way to Chicago and walked the last 160 miles to
Bishop Hill. They established a communal Colony on the prairie that grew in
numbers and prospered, even though the Colony suffered a major loss when Eric
Janson was killed in 1850. In the 15-year history of this religious collective, over a
thousand immigrants journeyed from Sweden to join the Colony. The Bishop Hill
Colony was one of the most significant forces in the later immigration of millions of
Swedes. The Colony is still evident today in the form of historic buildings and
artifacts as well as in its 130 residents, many of whom are descendants of the
original settlers.

In the summer of 1961, the abandoned Colony Bakery/Brewery building was
demolished by the village of Bishop Hill. This was the catalyst that led to the
formation of the Bishop Hill Heritage Association. In 1962, a small group of
descendants met and resolved to preserve their Swedish heritage and ensure that no
more colony buildings would be lost. BHHA was organized to preserve and protect
the remaining buildings associated with the Bishop Hill Colony (1846-1861). The
first of these, the Steeple Building, was acquired in 1963. It is a three story, 24 room
Greek Revival structure now housing the main museum, offices and archives of the
BHHA. The second acquisition, the Colony Blacksmith Shop, was purchased in
1966 following the collapse of a major truss which allowed the roof to cave in. This
building now houses demonstrators, craft persons, and their shops. In 1969, the
Colony Store was acquired after one wall and corner of this brick building collapsed.
Now restored, it houses the BHHA gift shop. This store features Swedish foods and
gift items and provides an outlet for local crafts similar to those produced in the
Colony. BHHA acquired the Cobbler Shop in 1971, the Colony Hospital in 1976, the
Colony Dairy Building in 1985 and the Colony Apartment House in 1987. All are
original Bishop Hill buildings that have been repaired and/or restored by the
Heritage Association. In 2012, the 1908 Albert Krans Livery Stable was rebuilt and
turned into a museum. In 2016, the 1851 Colony Carpenter Building was acquired
and is now a gift shop, apartment, and post office. The Spets Stuga, a pioneer
children’s playhouse, was purchased and remodeled in 2017.



Today, the Bishop Hill Heritage Association provides a variety of services to

promote and protect our Bishop Hill and Swedish heritage:

« Raise funds for the repair and restoration of historic buildings. We also organize
and supervise these construction projects.

o Provide guided tours of Bishop Hill for all large groups. These groups include
college classes, educator workshops, international and US tour groups.

e Conduct family research for individuals seeking information about their Colony
ancestors.

e Assists in the organizing and promotion of most major Bishop Hill festivals,
including Ag Days, Christmas Market, Lucia Nights, Chautauqua, and the
Midsommar Music Festival.

o Conduct a variety of workshops on Swedish and rural topics.

o Conduct guided tours of Bishop Hill.

e Bring in demonstrators on a regular basis to show visitors the traditional ways of
broom making, weaving, spinning, and so on.

e The Steeple Building has two floors of exhibits that share the story of Bishop
Hill to our visitors. The Krans Livery Stable is a recently open 2nd museum that
depicts an early 20th century stable.

o Preserves thousands of Bishop Hill and Swedish artifacts, some dating back to
the early 1700’s.

e Acts as a source of information for people seeking information about Bishop Hill
events and businesses.

« Sell items in our store that reflect our Swedish heritage.

3. Purpose of the CMP

Collections advance the museum’s mission while serving the public. Because collections are
held in trust for the public and are made accessible for the public’s benefit, the public expects
museums to maintain the highest legal, ethical and professional standards. To demonstrate these
standards, museums establish policies to support its mission and operations and to guide
decision-making. Policies give the governing authority, staff and public the opportunity to learn
about standards and help the museum fulfill its responsibilities as a steward of collections.

4. Authority Statement

e The Bishop Hill Heritage Association charter, granted by the State of Illinois on
November 2, 1962 authorizes the governing board to maintain the historical interest in
the Village of Bishop Hill, Illinois. To acquire by grant, gift, purchase, devise or bequest
and to hold and dispose of such real and personal property as the purpose of the
corporation shall require.

e The General Not for Profit Corporation Act of the State of Illinois vests in governing
authority the power to acquire and conserve real and personal property.



The Administrator is the chief administrative officer of the museum and is responsible for
organizing and supervising a staff and directing operations of the museum, its programs,

and its physical facilities, for managing and interpreting its collections, and for
recommending and administering a budget for operation consistent with the policies of
and under the supervision of the board.

The Board of Directors has the power to adopt policies for acquisitions and deaccessions.
Any such policies take precedent over, and if in conflict, supersede any provision of this

manual.

Collections management positions include the Administrator, the Curator, and Archivist:

a. The Administrator, as one of his duties, can initiate and coordinate acquisitions,
deaccessions, and loans.
b. The Curator has the following duties and responsibilities:

iv.
V.
Vi.
Vil.
Viii.
iX.

Accession all additions to the collections.

Maintains all collections records

Performs research, which will be used to catalogue, exhibit and publish
collections

Assist with deaccessions, acquisitions and loans

Maintains an object inventory,

Makes attributions and authenticates objects

Cares for all collections and makes conservation assessments

Manages the collections storage areas

Performs such other duties as assigned by the Administrator

c. The Arch|V|st has the following duties and responsibilities:

Performs research, which will be used to catalogue, exhibit and publish
collections, with emphasis on genealogy.

Makes attributions and authenticates objects

Cares for all collections and makes conservation assessments

Manages the collections storage areas

Performs such other duties as assigned by the Administrator
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5. Scope of the Collections

The BHHA currently has two museums: The Steeple Building Museum and the Albert Krans
Livery Stable Museum. The Steeple Building is the main museum and archives. The BHHA
Collection grants visitors a glimpse of what it was like to live in a Swedish colony in the 19"
century. Housing farm equipment, photographs, documents spanning generations, machines,
instruments, furniture, and a number of different historic artifacts from the Colony days, the
Steeple Building Museum and the Albert Krans Livery Stable Museum provides access for
visitors to learn about the community created by the Colonists as they faced many difficult
challenges. The Steeple Building Museum also contains Bishop Hill Colony genealogy records
that are frequently used by the public.



6. Categories of Collections

A. The museum uses a classification system based on original function. The system meets
the museum’s current collections management needs and is expendable to meet future
needs as the museum collection grows. Terminology is based on Chenhall’s
Nomenclature.

B. The following classification and series system, which is also based on Chenhall’s
Nomenclature, are to be used. Changes to this system may be recommended by the
Curator and must have the approval of the Administrator. The Curator may develop type,
variety and sub-variety levels as the collections needs warrant.

a. Structures
o Building
o Building Fragment
o Site Feature
o Unclassified Structure

b. Building Furnishings
o Bedding
o Floor Coverings
o Furniture
o Household Accessory
o Lighting Device
o Plumbing Fixture
o Temperature Control Device
o Window or Door Covering

c. Personal Artifacts
o Adornment
o Clothing
o Clothing-Footwear
o Clothing-Headwear
o Clothing-Outerwear
o Clothing-Underwear
o Clothing-Accessory
o Personal Gear
o Personal Symbol
o Toilet Article

d. Tools and Equipment

o Resources Management
Agricultural
Animal Husbandry
Fishing and Trapping
Forestry



Mining and Mineral Harvesting
Other Resource Management

o Materials

Construction

Food-Processing

Food Service

Glass, Plastics, and Clay Working
Leather, Horn, and Shell Working
Masonry and Stone Working
Merchandising

Metalworking

Painting

Papermaking

Textile Working

Woodworking

Other Materials

o Scientific
o Technological

Armament

Energy Production
Maintenance

Medical and Psychological
Musical

Regulative and Protective
Surveying and Navigational
Thermal

Timekeeping

Weights and Measures
Other Technological

o Communication Tools

e. Communication Artifacts
o Advertising medium
o Documentary Artifact
o Exchange Medium
o Reproductive Art
o Original Art

f. Transportation Artifacts
o Land Transportation
o Rail Transportation
o Water Transportation

g. Recreational Artifacts



h. Societal Artifacts

i. Packages and Containers

j. Unclassified Artifacts
o Artifact Remnant
o Function Unknown

k. Bishop Hill Colony (This is a cross reference)

C. The Curator will review this system annually and make recommendation to
Administrator at that time.

D. The Curator classifies all objects in the permanent collections under a single entry, cross
referenced if necessary, as soon as possible after accessioning.

E. The Curator directs or performs all catalogue research. The Curator uses the Heritage
research archives, area research libraries, and consultants as needed. Research priorities
are to be established, with the appropriate information fields.

F. The Heritage’s objective is to catalogue all collections, beginning with the most
significant and valuable. The determination of these collections should be done by the

Curator.

7. Acquisitions and Accessions

A. Acceptable Means of Acquisition:

- Materials and objects may be acquired by purchase, commission, bequest, gift,
specified purpose, loan or deposit, exchange, field collection, excavation, levy
by creditors, abandonment, reversionary clause, and adverse possession.

- Purchase will only be used for very unique items and with the prior approval
of the Board of Directors.

- Loans or deposits will only be used for very unique items and with the
approval of the Administrator.

B. Criteria for Acquisitions/Authority Statement
- The following conditions are to be followed when accepting additions to the
collection:

o

0 O O O O

There must be a clear title attributed to the present owners;

The museum’s ability to care for the acquisition

Determination of the acquisition’s significance

When possible, the origin of the acquisition must be documented
The museum must adhere to all moral, legal, and ethical implications
Unless given written permission by the Board of Directors, no
acquisition may be accepted with less than full rights

10



o The decision of whether the acquisition is to be used for
developmental purposes or accessioned must be made beforehand
o The acquisition must abide by the museum’s collection goals.

- The museum may accept items for use in its buildings, programs, or for sale.
Such use shall be clearly stated on the Deed of Gift. These items will not be
accessioned. Proceeds for items accepted for sale will be used to enhance the
collection programs. In addition, objects may not be accessioned if they do not
meet the collections policies of the Heritage.

- The Deed of Gift must be distributed by the Curator. It must be signed by the
Donor and spouse when pertinent, and by the Administrator. Each party shall
receive a copy of the Deed of Gift.

. The process of registration includes initial documentation of acquisitions for the
permanent collections by accessioning each object and placing the accession number on
each object.

. Documentation of an accessions shall contain the accession number, classification, object
name, date of accession, source, purchase price when applicable, location, file references,
photo references, physical description, and history. The curator shall provide sources for
uniform terminology.
- The physical description should include the dimensions, color, style, form
type, date material, finish, construction technique, and condition.

. The curator will keep all accession records and a collections register.

- The register shall include the accession number, item name, source, and date.
Entries are to be made as soon as the item is acquired.

- The accession records shall include the accession number, item name,
description, dimensions, method of acquisition, source with address, and date.
This may be completed after the accession process is completed. There should
be room left for any significant records to be added (i.e., deaccession).

. An accession number is to be attached to each object by the curator. The method chosen
shall be legible, endurable, but also removable.
- The accession number consists of the prefix BHHA, followed by three
hyphenated parts
o The last two digits of the accession year, if before the year 2000; 2000
and after, all four digits of the accession year is used.
o The accession number for that year.
o The number of objects within that accession.

. After the number has been places on the object, the object should then be photographed
and kept filed with the accessioned item’s file.
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8. Deaccession and Disposal

A. Purpose of Deaccessioning

Deaccessioning is the act of permanently removing an object from the
collection. Deaccessioning is a management tool and an aspect of responsible
growth and refinement of the collections but is also one of the most
controversial practices in museums. Deaccessioning presents legal and ethical
considerations, which the museum will endeavor to address with full
transparency. Legal implications include donor restrictions, tax implications,
and clear ownership of deaccessioned objects. Ethical considerations include
public expectations of curation for all time and use of deaccession proceeds.
Authority to deaccession from the museum collection rests with the Board of
Directors. The Archivist or Curator makes recommendations and compiles
deaccession proposals for review by the Administrator, who then presents it to
the Board of Directors.

B. Criteria for Deaccessioning of Accessioned Library Materials and Museum Objects

not applicable to the purpose and acquisition policy

irrelevant to the purposes of the museum

lacks physical stability

identity or authenticity of material or object not kept

after missing for two or more years after being lost or stolen

duplicates

the museum is unable to properly care and maintain the material or object
if object or material is deteriorated beyond usefulness

no use can be determined in the foreseeable future

C. Acceptable Means of Disposal

There are five main methods of disposal:

o Return to the donor

o Transfer to another museum

o Sale

o Reserve or Education Collection

o Destruction
In the first instance, the donor of the object, if known, will be informed
and offered the item, with an explanation of why it is to be
deaccessioned. Return the item to the donor if they wish to have the
object back.
Alternatively, deaccessioned items may be transferred to another
institution. If items are transferred to another institution, the museum
will ensure the item is appropriate to the organization’s mission and
collection policy, and that they have the resources to manage the item.
In other cases, where the item is incomplete, in poor condition, and of
no value, it may be destroyed.
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In some cases, objects of lower significance may be deaccessioned and
transferred to a reserve or education collection for active hands-on use
in education programs

Deaccessioned items may be sold through public auction or other
method of sale.

All funds raised through the sale of deaccessioned items will be used
for collection development or new acquisitions, or reserved for
collection conservation.

Note the reasons for deaccessioning in the register and catalogue. Draw
a line through the object in the register or the card catalogue. Do not
delete the record.

No members, volunteers, staff, or committee members, or their
relatives, may benefit or in any way acquire objects that have been
deaccessioned.

D. Direct Care Statement

Proceeds from the sale of deaccessioned museum collection items are kept in
a segregated restricted account and can only be used for new acquisitions and
direct care of collections. The museum complies to the ethical principles and
definition of direct care established by the American Alliance of Museums.
Direct care entails actions that enhance the collections’ life, usefulness, and/or
quality and guarantees a continued public benefit.

Direct care does include the following activities:

1.

Conservation services (limited to treatment, stabilization, and
restoration by a conservation professional).

Environmental monitoring equipment and supplies (limited to
dataloggers, light meters, UV filters and bulbs for storage and exhibit
lighting, and integrated pest management supplies).

Archival supplies (limited to supplies used for the storage of
collections).

Storage hardware (cabinetry, shelving, etc.).
Treatment (preservation, rehabilitation, restoration, or reconstruction)
of an interpreted historic structure identified by means of a historic

structures report.

Collections care investments identified through a conservation
assessment and/or plan.

Collections care training for staff and volunteers.

Maintenance of and upgrades to the collections management software
system.

13



9. Cost-share or match on grant proposals that address these criteria.

10. Staff salaries and intern stipends for individuals whose responsibilities
include collections care and management.

11. Facilities maintenance, upgrades, security, and fire suppression
systems that impact the preservation of and accessibility to collections
(includes furnace, roof repair, etc.).

12. Institution-wide pest management contracts.

13. Exhibition casework, mounts, or lighting fixtures.

E. Inthe Case of a Former Donor, Lender or Seller, or their Heirs Ask for the Return of an
Accessioned ltem:

The curator must take on the responsibility of conducting a complete study
and report on the item.

If necessary, acquire legal counsel.

An item may only be returned with written permission from the Board of
Directors.

F. Procedure of Deaccessioning/Authority Statement

The museum must have clear and free title of the object.

In the result of a restriction of disposition is found, the museum must adhere
to the mandatory conditions of acquisition unless a change from the terms is
authorized by a court of competent jurisdiction and legal counsel should be
sought for any questions.

The Curator or Archivist will propose deaccessions to the Administrator with
date, object name and description, source and origin, reasons for
deaccessioning, the estimated market value, the recommended means of
disposal, and a picture.

The Administrator will then make his recommendations to the Board of
Directors. In writing, the Board of Directors shall approve or disapprove the
proposal, along with a designated means of disposal.

After deaccessioning, the accession number will be removed from the object,
marked “Deaccessioned” in the catalog with the date in a legible and durable
method.

Accessions book and collections register will also be updated.

All correspondence related to the procedure shall be placed in a file for that
year.

Public disclosure will follow the guidelines adopted in the policy.
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9. Outgoing Loans

A. Who May Receive Loans?
- The museum may loan objects from the permanent collection to competent
museums only for exhibition and study purposes.

B. Authority Statement
- The Curator is responsible for all the paperwork, insurance, packing and
transport, and registration of all outgoing loans.
- Only the Administrator may give permission for an outgoing loan.

C. Terms and Conditions

- The terms and conditions of the loan shall appear on the standard loan form
used with each loan. These terms and conditions are determined by the
Curator and Administrator. This form will be signed by the BHHA and the
borrower.

- No objects may be loaned for an indefinite amount of time or for long term,
but for a fixed period or for specific purposes. The time given for the loan
should be documented on the standard loan form.

- Before accepting an outgoing loan, the object’s condition should be
thoroughly recorded in detail and photographed. This should also be included
in the standard loan form.

- The value of each loan will be established by the curator for insurance
purposes, when necessary.

D. Care Statement
- The museum must ensure that items lent from the museum’s collection are in
good condition, and are displayed in appropriate environmental conditions, in
places with adequate security and supervision.

10. Incoming Loans

A. Who the Museum may Receive Loans From
- The museum may receive a loan from and organization or individual for
exhibition or study.

B. Authority Statement
- The Curator is responsible for all the paperwork, insurance, packing and
transport, and registration of all incoming loans.
- All terms and conditions on the standard loan form must be determined by the
Curator and Administrator.

C. Terms and Conditions
- The terms and conditions of the loan shall appear on the standard loan form
used with each loan. These terms and conditions are determined by the

15



D.

Curator and Administrator. This form will be signed by the BHHA and the
borrower.

- No objects may be loaned for an indefinite amount of time or for long term,
but for a fixed period or for specific purposes. The time given for the loan
should be documented on the standard loan form.

- Before accepting an incoming loan, the object’s condition should be
thoroughly recorded in detail and photographed. This should also be included
in the standard loan form.

- The value of each loan will be established by the Curator for insurance
purposes, when necessary

Care Statement
- The museum must ensure that items lent from the museum’s collection are in
good condition, and are displayed in appropriate environmental conditions, in
places with adequate security and supervision.

11. Objects in Custody

A

12.

The museum does not take in temporary deposits. For potential local donations,
appointments are set up to evaluate the artifact and a decision is made by the
Administrator or Curator at the appointment whether or not to accept that donation. For
potential nonlocal donations, the museum evaluates using extensive photographs and
videos before accepting anything. The museum only takes unconditional donations.

Found in Collections
- Unaccessioned items found in buildings owned by the BHHA, with no
documentation indicating ownership, are to be considered found in collection.
If these items meet the criteria outlined in the acquisition policy, they will be
accessioned. The Board of Directors will determine the disposal of items that
do not meet the policy criteria.

Unclaimed Loans
- Public notice must be given, first.
- After gaining the approval of legal counsel, the museum may accession or
transfer an unclaimed loan with proper notice given.

Documentation

Documentation of the collection give identity to the objects. The museum relies on these
documents to maintain physical and intellectual control over its collection. The curator is
in charge of the maintenance and documentation of these records. These documents can
be found at the end of this CMP under “Forms.”

16



Deed of Gift
o Provides information on the donor.
o Given item information.
o Waives all right on objects to the BHHA.
Incoming Loan Agreement
o Provides information on the lenders.
o Provides information on the loan and object(s).
o Gives credit, insurance, and shipping information.
o Provides terms and conditions for the lender.
Outgoing Loan Agreement
o Provides information on the borrower.
o Provides information on the loan and object(s).
o Gives credit, insurance, and shipping information.
o Provides terms and conditions for the borrower.
Accession Form
o Provides information on the objects to be added to collection.
Deaccession Request Form
o Provides information on the object and why deaccession is being
requested.
Object Condition Report
o Provides information on the object and states any damages that may be
present.

13. Collections Care

A. Staff Responsibilities

The Curator and Archivist oversees caring for collections.

The Curator and Archivist are responsible for all paperwork concerning
collections care.

The Administrator, Curator, and Archivist determine all care details.

The Curator is expected to be well informed of current collections practices.

B. Preventive Conservation

Combatting the agents of deterioration saves costs rather than paying for
repairs after damage.

Light should be kept to a minimal. Objects and documents should be exposed
as little as possible.

Temperature and humidity should be controlled as much as possible. The
museum’s temperature should be kept as low and stable as possible. Be sure
the museum is not too dry or too humid. The museum may need to humidify
or dehumidify the air depending on circumstances. If humidification must
occur, the museum should use steam-based humidification to avoid anti-
corrosive chemicals.

The museum shall monitor the conditions often. This should be done at the
same times and places each day. The curator shall keep an accurate record

17



C. Handling

book of the findings. These findings may be used to determine any
improvement needed for storage, determine any changes in the equipment
used for climate change, or to show that new equipment is needed.

To prevent airborne, transferred by contact, and common pollutant the
museum shall carefully analyze any products used for cleaning, reconstruction
or retrofitting.

To avoid fire, maintained detections, alarms, and suppression equipment shall
be kept. Portable fire extinguishers should be distributed throughout the
building. All staff should be trained on how to properly handle an
extinguisher. Salvage priorities are to be discussed with the local fire
department. All access points open to vandals must be identified and closed
off. The museum shall make sure all employees are aware of evacuation
procedures. Fire drills shall be conducted at a predetermined point in time
decided by the Administrator. All evacuation routes should be clear. The
museum shall have the wiring inspected annually and upgraded as needed.
Gas, oil, and electric shutoffs should be located and marked. When the
museum closes, all unnecessary electronic devices and similar fire hazards are
to be turned off and/or unplugged.

To prevent water damage, the museum shall have the roof, gutters, and
downspouts inspected and cleaned often and repaired when needed. All pipes
and plumbing shall be regularly inspected. When the museum opens and
closes, a staff member shall check for any unexplained signs of water. All
collections shall be placed far from any water sources and raised at least four
inches off the floor.

All documents shall be separated using acid free paper and/or acid free
folders.

The Curator is expected to be update on all handling practices.

Objects and documents shall be handled as little as possible.

The museum shall insure there is no eating, drinking, or smoking around the
objects and documents.

All accidents shall be reported immediately and recorded.

All personal items on a person shall be removed before the handling of
anything within the museum’s collection.

Anytime an object must be moved, a proper plan shall be in place for every
step of the way.

Both hands shall be used for the handling of an object. No object shall be
handled by the rim, protruding part, or handle. They must be picked up by the
strongest part.

Only one object or document is to be handled at a time.

Gloves and masks shall be worn an any appropriate time. Gloves shall be
worn when handling metals, textiles, pottery, or any other porous material.
All textiles shall be supported by a hanger or mannequin.

Paper should not be lifted by the edges, but by using an index card or spatula.
All paper should be placed with a board under it, acid free paper on top, and

18



then moved by the board. When a document must be hand-carried, the longest
sides of the paper should be held with hands.

- To retrieve a book, staff should reach over top to fore-edge and gently pull out
or they should push books on either side in and grasp the sides of the book.
Books should be lifted, not dragged.

- Framed collections should be handled with gloves, both hands, lifted by
grasping both sides and lifting, and carried with one hand on the side and one
on the bottom of the frame.

- Moving an Object

@)
©)

The museum shall ensure all objects are supported when moved.

No noise should be heard when transporting objects. Nothing should
be colliding with another object.

When moved together, objects should be of similar size, weight, and
material.

Nothing should be moved over another object.

To minimize vibrations, objects should be on a stable surface with
padding (i.e. bubble wrap, ethafoam, carpet squares).

No objects are to be dragged.

To transfer an object to another person, the object should be put down
accordingly and then the next person picks it up. No objects should be
passed between people.

D. Conservation Treatments
- The museum contracts with outside conservators for all conservation work.
- Unless faced with extenuating circumstances, the conservation should be
prioritized and completed within that order.
- All pertinent information, descriptions of treatment, and before and after
photographs should be compiled into a condition report form.

E. Pest Control

- Inspection

o

@)
©)

Pests should be caught as whole as possible using sticky traps,
pheromone traps, or black light traps.

Pest droppings and damage should be collected.

Pests should be identified and the location and date they were found
should be recorded to determine which areas of the collection are
infested.

- Preventative Measures

©)
@)
@)

No food or shall be left out in the museum overnight.

Any dirty dishes are to be cleaning immediately.

Try local treatment, specific to the habits of the insect. (i.e, spray
cracks and crevices for cockroaches; then set baited traps in dark
corners).

Traps should be strategically set around the museum, in locations the
attract pests away from the collection, and checked weekly.
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- Getting Rid of Pests

©)

F. Inventories

Any chemicals to be used should be professionally researched. The
museum must determine its legality and least toxic and invasive
method available.

The museum must know what concentration is to be used for the
chosen method of pest removal and in what form (liquid, powder, oil-
in-water emulsion, etc.).

The museum must know how long a pest removal will last in concerns
to temperature and relative humidity, sunlight, or dark.

The museum must determine if it is safe for plants, trees, and humans.
The curator should keep a record of all pest removals. This must
include where and what date it was done.

- When time and funding permits, an initial inventory should be conducted to
locate and document the artifacts “found in collection” to be accessioned. This
will also give an idea of what all is available in the museum’s collection and
determine storage needs.

1.

2.

3.

Everything must remain in its existing location during inventory.
Inventory will be done one room at a time.

Each artifact should be given a temporary number starting with 1.

An inventory list should be produced what lists the room number, item
number, item name, description, and, when appropriate, the Bishop
Hill Heritage Association (BHHA) number.

Following the inventory of all rooms, everything should be compared
to the current inventory. Any BHHA cards with no matching objects,
objects with BHHA numbers, but no matching cards, and objects
without BHHA numbers or cards should be located.

Current inventories should be matched to any remaining objects when
possible.

Any remaining items on the current inventory that have not been
matched should be checked against deaccession and loan records.

Items with BHHA numbers but no BHHA cards must be added to the
catalog.

Items without numbers or cards will be assumed unaccessioned. If
these items are determined to be useful to the collections, they should
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be accessioned as follows: BHHA 80-/// and the origin will be FIC
unless another origin can be determined through other records.

10. Missing items shall remain in the inventory marked as missing and
kept on file for at least one year or until the next inventory in case the
item reappears. These should be checked against at least three annual
inventories. If after the third year the item has not been found, the
number and item are to be deaccessioned.

11. Temporary numbers assigned during the inventory may be removed
after all rooms are completed.

12. After storage has been organized, a file for the inventory list shall be
created for each room.

An object moving record shall be made to facilitate the annual inventory and
to help maintain a daily record of object location.

1. Arecording slip shall be placed in the space left whenever an item is
moved. This slip should include the date, object, number, old location,
new location, and reason for moving. The curator shall also keep track
in their own files.

2. During the annual inventory, all permanent slips will be removed and
filed by year in an acid free folder. Following this, the object’s new
location will be permanent. Temporary slips are to remain in their
location.

3. Temporary slips are to be removed and the curator notified as soon as
an object is returned to its proper location.

When time and funding permits, to maintain control over the location of
objects on a regular basis, and annual inventory form should be made.
1. The inventory shall include the room, date, item name, number, and
location.

2. The inventory and object movement slips shall be compared to the
previous inventory. Any discrepancies should be rectified whenever
possible and noted.

3. All inventory records are to be filed by year. Any missing objects
should be listed and filed in the same fashion as inventoried items.

A location file is to be made with each artifact carefully accounted for. It must
be changed as an object is moved. This is the responsibility of the Curator.
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14. Access and Use

A. Who Has Access and Methods of Access

Public Access
@)

Staff Access
(@)

The public shall be given access to the collections through
exhibits and educational programs. They are not permitted to
handle objects from the collection.

Genealogy material may be accessed by the public so long as
the necessary precautions are taken.

Objects from the permanent collection may only be accessed
for hands-on research and study to responsible investigators.
All necessary precautions are to be taken for each object.
Obijects are not to be used for personal gain.

Objects may only leave the museum with consent of the
Administrator and Curator with proper loan procedures
followed.

Access to collections or collection records may be denied if
access may cause a substantial risk of harm, theft, or
destruction of the objects or of the area or place of the object’s
origin.

Daily and continual access to the permanent collection and
storage facilities is limited to the Administrator, Curator, and
Archivist who are directly responsible for the protection of the
objects. All other staff, interns, or volunteers will be given
access through the Administrator, Curator, or Archivist

If any object is to be moved from the collection, the Curator or
Administrator must give permission.

B. Accessing Archival Documents
The BHHA promotes the use of its materials for research purposes. Using

digital images,

the BHHA will now email archival documents and

photographs from the posted holdings list access on the BHHA website. These
digital images of archival documents and photographs are for study purposes
only and cannot be published or used for public presentations or posted on the
Internet or reproduced in any other form (unless separate permission is
granted). It is also the responsibility of the researcher to keep accurate
citations. Documents are in Swedish and English; some Swedish documents
have not been translated yet. The BHHA reserves the right to determine who
will be allowed access to the archives.

Before digital images are sent to off-site patrons via email, an image request
form must be filled out and turned in and the processing fee paid. The BHHA
only accepts checks (payable to the “BHHA”) for digital image requests. The
fee schedule for digital image requests for study use only is as follows:
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o Digital images (from the posted archival holdings list): $2.00 per
document or photograph, if a document consist of multiple pages, it is still
only $2 for the entire document.

o The turn-around time for digital image orders will depend on the number
of requests and the availability of the staff.

C. Publication Requests
- If the images are to be used in a publication, exhibition, or public presentation,
the BHHA must be contacted by email or phone to obtain the permission to
publish form to complete. Use of all BHHA material in publications must be
approved by Bishop Hill Heritage Association staff. The BHHA reserves the
right to charge a fee, separate from the processing fee, for the use of materials
in publications. Other conditions set by the BHHA will also apply.

D. Copyright Restrictions

- The copyright law of the United States (Title 17, United States Code) governs
the making of photocopies or other reproductions of copyrighted material.
Under certain conditions specified in the law, libraries and archives are
authorized to furnish a photocopy or other reproduction. One of these
specified conditions is that the photocopy or reproduction is not to be “used
for any purpose other than private study, scholarship, or research.” If a user
makes a request for, or later uses, a photocopy or reproduction for purposes in
excess of “fair use”, that user may be liable for copyright infringements. This
institution reserves the right to refuse to accept a photocopy order if, in its
judgment, fulfillment of the order would involve violation of copyright law.

15. Risk management and Insurance

A. Risk

- All works must be handled in a professional manner. In the case of damage or
loss, the Curator and Administrator shall be notified immediately.

- The museum will strive to maintain a secure environment for every object in
its collection. The curator will work to ensure that objects are protected from
natural disasters, vandalism, theft, human error, mechanical or operational
failure, and deterioration. To ensure the preservation of the objects entrusted
to its care:

1. All museum entrances and exits to spaces that contain collections will be
securely locked and alarmed after business hours

2. Access to museum keys will be restricted to only those who need them
and will be monitored by the Administrator.

3. The museum will use and maintain high quality fire detection, with
oversight and guidance from the Bishop Hill Fire Protection District.
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4. Environmental monitoring equipment, including temperature and humidity

monitors will be used to detect any unusual fluctuations.

5. A disaster preparedness plan will be evaluated and revised at least every
five years.

B. Security
- The museum has a contract with a security service with motion detectors on

every floor of the museum, the exhibit areas, and the archival storage areas.

C. Disaster Preparedness
a. Refer to the Disaster Preparedness Plan

D. Insurance
- For loans (both incoming and outgoing) the museum has a $15,000 coverage.

- For the collection, the museum has a $250,000 coverage.

- The museum’s insurance broker is through National Trust Services, a
subsidiary of the National Trust for Historic Preservation. They arranged
insurance policies with the following companies: Markel, Hanover Insurance
Great American Insurance and Philadelphia Insurance.

16. Policy Review and Revision

A. The Collection Management Policy shall be reviewed annually by the Curator and

Administrator.
B. Revisions shall be made, as necessary, with the annual review.
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Deed of Gift

Bishop Hill Heritage Association
103 Bishop Hill St, Bishop Hill, IL 61419

Donor’s Name:

Address: City, State, Zip code:
Cell Number: Home Phone (if applicable):
Email:

Item Description and History:

Use back of page if necessary.

| (We) hereby irrevocably give, donate, deliver, bestow, and set over to the Bishop Hill Heritage
Association the property hereafter described, to be used or disposed of by said Bishop Hill
Heritage Association at their unrestricted discretion; and | (we) waive all rights in said property,
its use or disposition, including all copyrights I (we) hold.

Date Donor's Signature

Date Donor's Signature

I hereby certify that the Bishop Hill Heritage Association has received and accepted the above described gift.

Date Received by BHHA
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BHHA Administrator’s Signature
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Incoming Loan Agreement

Bishop Hill Heritage Association
103 Bishop Hill St
Bishop Hill, 1L 61419

Lender:

Institution or Individual Name:

Address: City, State, Zip code:

Cell Number: Home Phone (if applicable):
Email: Fax:

Reason for loan:

Description of Loan:

Object(s) Date Condition Insurance Value

Credit:

Exact form of lender’s name for catalogue, labels and publicity

Insurance: [ | Tobe carried by lender [] To be carried by BHHA [0 To be waived

Photography: Are photographs and/or color transparencies and/or digital files suitable for reproduction available?
Yes No
If yes, please state type and where they may be obtained:

Shipping Arrangements:

To be pack/crated by:

Method of Shipment:

Carrier name and telephone:
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Conditions for Incoming Loans

1. Care and Handling

It is understood that the objects in this loan will remain in the condition received and will not be
repaired, restored, cleaned, or altered in any way without the permission of the lender. Evidence
of damage to loan object(s) at the time of receipt or while in the BHHA custody will be reported
immediately to the lender. The lender certifies the condition of the loan object(s) as stated in this
loan agreement is accurate and that the object(s) will withstand the ordinary strains of packing
and transportation. BHHA agrees to meet any special requirements for installation and handling
as stated herein. BHHA agrees to secure the object(s) from theft, damage or deterioration and
will display them in a secure, environmentally monitored area.

2. Costs
Unless noted on the front of this contract, all costs of packing, transportation, couriers, insurance
and other loan related expenses will be borne by the BHHA.

3. Loan Period

The object(s) described in this loan agreement will be used solely for the purpose described
herein and shall be lent solely for the dates stated on the obverse. The object(s) shall remain in
the custody of the BHHA for the duration of the loan period.

4. Packing and Shipping

Packing and transportation arrangements for the object(s) must be mutually agreed upon by both
parties. The object(s) will be returned packed in the same or similar manner as received and shall
be packed by experienced personnel only. If the object is to be returned at the Lender’s request,
without prior written consent, to any address other than that from which it was collected, the
Lender shall pay any costs incurred by such a change.

5. Reproduction and Credit

Any object(s) used for the purpose of presentation, exhibition or publication shall be labeled and
credited as indicated on the obverse of the loan agreement. The BHHA may photograph the
object(s) for educational, catalog and publicity purposes. It is understood that the BHHA does
not restrict the use of cameras by the public in its exhibition areas.

6. Insurance

The object(s) will be insured for the amount specified herein under an “all risk” wall-to-wall
policy subject to the following standard exclusions: wear and tear, gradual deterioration, insects,
vermin or inherent vice; repairs, restoration or retouching process; hostile or war-like action,
rebellion, etc.

BHHA will supply a Certificate of Insurance prior to the shipment of the loan. Insurance will be
in the amount specified herein which will reflect fair market value. If the object was industrially
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fabricated, and can be duplicated to the Lender’s specification, the amount of such insurance
shall be limited to the cost of such replacement.

The value as stated on the obverse is not to be considered an appraisal.

If insurance is waived, the Lender agrees to indemnify the BHHA for any or all loss or damage
to object(s) occurring during the loan.

7. Return of Loans

The loan agreement may be terminated by either party given reasonable notice in writing. If
BHHA efforts to contact the lender within a reasonable period following the expiration of the
loan are unsuccessful, and no special arrangements have been made for the return of the loan, the
objects will be placed in storage at the Lender’s risk and expense. If after three years the property
is not withdrawn, it may be deemed to become the unrestricted property of the BHHA.

BHHA hereby acknowledges receipt of the object(s) listed on the previous page. The
undersigned assumes full responsibility for the objects subject to the conditions printed above
until their return.

X X

Lender Signature and Title Date

Approved for the Bishop Hill Heritage

Association
Signature and Title Date
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Outgoing Loan Agreement

Bishop Hill Heritage Association
103 Bishop Hill St
Bishop Hill, 1L 61419

The Bishop Hill Heritage Association hereby lends to the undersigned the object(s) described
herein for the purposes, and subject to the terms and conditions set forth.

Borrower:

Institution or Individual Name:

Address: City, State, Zip code:

Cell Number: Home Phone (if applicable):
Email: Fax:

Reason for loan:

Dates of Loan:

Obiject(s) Date Condition Insurance Value
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Credit: Courtesy of the Bishop Hill Heritage Association
Insurance: To be carried by lender [ ]  To be carried by BHHA ~ [] To be waived

Shipping Arrangements:
To be pack/crated by:

Method of Shipment:

Carrier name and telephone:

Conditions for Outgoing Loans

1. Care and Handling

Evidence of damage to the loaned object at the time of receipt or while in the borrower’s custody
will be reported immediately to the BHHA. The BHHA certifies the condition of the loan object
as stated in this loan agreement is accurate and that the object will withstand the ordinary strains
of packing and transportation. The borrower agrees to meet any special requirements for
installation and handling as stated herein. The borrower agrees to secure the object from theft,
damage or deterioration and will display them in a secure, environmentally monitored area.

2. Costs
Unless noted on the front of this contract, all costs of packing, transportation, couriers, insurance
and other loan related expenses will be borne by the borrower.

3. Loan Period
The object described in this loan agreement will be used solely for the purpose described herein
and shall be lent solely for the dates stated on the obverse.

4. Packing and Shipping

Packing and transportation arrangements for the object must be mutually agreed upon by both
parties. The object will be returned packed in the same or similar manner as received and shall be
packed by experienced personnel only. The objects may be recalled at any time.

5. Reproduction and Credit
Any object used for the purpose of presentation, exhibition or publication shall be labeled and
credited as indicated on the obverse of the loan agreement.

6. Insurance

The object will be insured for the amount specified herein under an “all risk” wall-to-wall policy
subject to the following standard exclusions: wear and tear, gradual deterioration, insects, vermin
or inherent vice; repairs, restoration or retouching process; hostile or war-like action, rebellion,
etc.

The borrower will supply a Certificate of Insurance prior to the shipment of the loan. Insurance
will be in the amount specified herein which will reflect fair market value. If the object was
industrially fabricated, and can be duplicated to the Lender’s specification, the amount of such
insurance shall be limited to the cost of such replacement.

The value as stated on the obverse is not to be considered an appraisal.
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7. Return of Loans

The loan agreement may be terminated by either party given reasonable notice in writing.

The borrower hereby acknowledges receipt of the object(s) listed on the previous page. The
undersigned assumes full responsibility for the objects subject to the conditions printed above
until their return.

X X

Borrower Signature and Title Date

Approved for the Bishop Hill Heritage

Association
Signature and Title Date
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Accession Form

Bishop Hill Heritage Association
103 Bishop Hill St, Bishop Hill, IL 61419

Accession #: Acquisition Method:
Previous no: Source:

Date of Accession:

Condition:
Object Name: Classification:
Color: Material: Dimensions:

Type of Construction:
Markings:

Construction location:

Date:
Maker/Artist
Name:
Life dates: Nationality:
Object Use:
Object History: Accession card

Subject card
Location card
Donor Card
Marked
Photographed
Estimate
Catalogued by:
Date:
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Deaccession Request Form

Bishop Hill Heritage Association
103 Bishop Hill St, Bishop Hill, IL 61419
Date:

Accession Number:

Item Name:

Description: Photo

Source/Provenance:

Estimated Market Value:

Reason for Deaccessioning:

Suggested Method of Disposal:

Date:

X

Signature of Curator

Approved: Denied:

Means of Disposal:

Date:

BHHA Administrator’s Signature
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Object Condition Report

Bishop Hill Heritage Association
103 Bishop Hill St, Bishop Hill, IL 61419

Accession Number:

Item Name:

Location:

Composition:

Obiject Description (dimensions and components):

Previous Repairs:

Dates and Reason for Damage if Known:

Conservation, Storage, Handling, or Packing Recommendations:

Condition of Item (Be sure to list any and all types of damage and location):

Examiner’s Name: Date:

X

Examiner's Signature

37



Sketch a Rough Representation of Object:

Photo (attach as many
photos as needed)
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Bishop Hill Heritage Association
P.O. Box 92
Bishop Hill, Illinois 61419

TRAVELING EXHIBIT LOAN AGREEMENT

between the Bishop Hill Heritage Association (BHHA) and

Borrowing Institution:
Contact:

Contact Title:
Address:

Phone:

Email:

for the purpose of

Exhibition Title: A Community on the Prairie: Bishop Hill, Illinois
Exhibition Dates:

Period of Loan:

The following credit should be included on any published material: A Community on the Prairie: Bishop
Hill, Hlinois was produced by the Bishop Hill Heritage Association and the Bishop Hill State
Historic Site with financial support from the Barbro Osher Pro Suecia Foundation, the Swedish
Council of America, and the Illinois Arts Council Agency, a state agency.

Notes: Logos for these funding organizations must be used on all printed program materials and are available from
the Bishop Hill Heritage Association.

Responsibilities for traveling this exhibition are being coordinated by the Bishop Hill Heritage Association. Contact
BHHA Administrator Todd DeDecker at bhha@mymctc.net or at 309 927-3899 for details.

The following fees have been agreed upon:
EXHIBITION FEES: Free will donation

SHIPPING: All outgoing shipping fees shall be paid by the borrowing institution.
IN ACCORDANCE WITH THE CONDITIONS OF THIS 3 PAGE CONTRACT

SIGNATURE OF DIRECTOR OF BORROWING INSTITUTION DATE

APPROVED:
Todd DeDecker, BHHA Administrator

PLEASE DUPLICATE AND SIGN BOTH COMPLETED FORMS, RETURN ONE COPY TO THE BHHA WITHIN 30 DAYS, AND RETAIN THE
OTHER COPY FOR YOUR RECORDS.
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A Community on the Prairie: Bishop Hill, Illinois
A traveling exhibit produced by the BHHA and the Bishop
Hill State Historic Site, Illinois Historic Preservation Agency

Description of exhibit: A Community on the Prairie: Bishop Hill, Illinois features twelve (12)
full-color free-standing exhibition panels on Post-Up stands. This traveling exhibit describes the
formation of the Bishop Hill Colony by Swedish immigrants, the dissolution of the Colony, and
the growth of the village of Bishop Hill up to modern times. Todd DeDecker, administrator for
the Bishop Hill Heritage Association, and Martha Jane Downey, Bishop Hill State Historic Site
Supervisor, curated the exhibit.

Significance of the Bishop Hill Colony: The Bishop Hill Colony was the start of the major
migration of Swedish immigrants to the United States. By 1930, 20% of all Swedish people in
the world lived in the U.S. Immigration experts agree that much of the Swedish exodus to
Illinois and the United States can be traced to the impact of the Bishop Hill Colony being formed
in 1846. Because of Bishop Hill’s importance to Swedish immigration, not only is it a state
historic site, but Bishop Hill is also a National Historic Landmark.

Exhibition Theme: This exhibit explains the history of the Bishop Hill Colony and highlights
the efforts to preserve Bishop Hill’s unique heritage for future generations.

Display Space requirements: The design of the exhibition will allow it great flexibility for
traveling to a variety of host sites. The visually appealing panels with colorful photographs and
engaging texts will appeal to a variety of general audiences. The free-standing panels will
measure 33" x 80".

Interpretation:

Exhibit text: The text is based on primary documents, with quotes interspersed throughout the
panels. Photographs and graphic art reproductions are used to add context to the text.
Handouts, publications: Bishop Hill Visitor Guides will be provided for distribution to exhibit
visitors.

Educational Materials: An 11 minute video summary on DVD of Bishop Hill Colony history
will be provided for host site use. The DVD stays with the traveling exhibit.
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Conditions Governing Traveling Exhibit Loan

By accepting the panels described on this form and signing the agreement, the borrower agrees to the following
conditions:

Care and Handling

1. Each panel shall remain in the condition in which it was received. The Borrower is liable for the cost of repair

resulting from failure to comply with the following requirements.

2. Each panel shall at all times be given special care to protect it against loss, damage and deterioration. The

Borrower shall provide suitable protection from fire, theft and damage from any cause whatever at all times and

agrees to provide responsible supervision for the exhibition while it is open to the public. Should loss, damage

and deterioration be noted, whether in transit or on the Borrower’s premises and regardless of who may be

responsible, the BHHA shall be notified immediately and in detail. Should damage occur in transit, all packing

materials shall be saved for inspection.

3. Unless special permission is granted in writing for outdoor exhibit, panels shall be protected at all times

against direct sunlight, excessive humidity and excessively dry conditions.

4. No foreign materials (i.e. pins, nails, etc.) are to be used directly upon the panel to secure it for exhibition

purposes.

5. The borrowing institution shall be responsible for packing and shipping the exhibition to the next site on its

tour within the contractually specified time. Panels should be carefully packed in the same manner as received

and shipped by a competent carrier agent agreeable to the BHHA.

Costs

6. Transportation will be arranged by the Borrower in consultation with the BHHA. All outgoing freight costs
are to be paid by the Borrower unless otherwise stipulated on the loan agreement. Failure to ship in the
stipulated time will result in the Borrower being liable for either expedited shipping costs, or for cancellation
charges by the next host location.

Loan Period

7. If an extension of the loan is desired, application must be made in writing within a reasonable time before the
end of the original loan period. The BHHA reserves the right to recall any panel upon reasonable notice to the
borrower.

8. In the event of major loss or damage to the exhibition resulting in cancellation before the Borrower has taken
receipt of the exhibition, The BHHA will not be liable for nor obligated for any such loss or damage or for any
matters connected with such cancellation. Any fees paid in advance will be refunded in the event of such
cancellation.

Photography and Technical Examination
9. The borrower may photograph and reproduce the panels only for record and publicity purposes. Borrower
may not reproduce panels in any medium for purposes of sale.

Miscellaneous

10. If the BHHA has not specifically advised the Borrower of any applicable common-law or statutory
copyright, Borrower agrees that such copyright is the sole ownership of the BHHA, that it will make no
reproduction or other use of the copyrighted object which will or might impair such copyright, and that it will
assign to the BHHA the copyright of any reproduction.

11. The BHHA reserves the right to inspect loaned items for condition and placement/installation at any time
during the period of the loan following proper notice to the Borrower.
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