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	Course Outline
	The “Accidental” Parlor: Balancing Museum Needs in Historic Structures

	SUMMARY
	This workshop helps participants to identify space-use priorities and to strategize choices to balance efficiency with mission-supportive uses. Participants will use a provided example to explore how an historic house museum might realign its space uses, and in the process identify important issues to consider as they apply this process at their sites.

	TARGET AUDIENCE
	Directors, board members, curators and property managers interested in learning about balancing issues where museum practices and historic property practices may complete or conflict with each other. 

	StEPs STANDARDS 
	This workshop curriculum supports the following standards  in AASLH’s StEPs program (www.aaslh.org/steps):
Section One: Mission Vision and Governance (MVG)

· Standard 1: “The institution has a clear understanding of its mission and communicates why it exists and who benefits as a result of its efforts.”


· Standard 2: “All aspects of the institution’s operations are integrated and focused on meeting its mission.”


Section Two: Audience (AUD)

· Standard 3: “The institution demonstrates a commitment to providing the public with physical and intellectual access to the institution and its resources.”


· Standard 4: “The institution regularly promotes the institution and its activities and thinks strategically about how it shares information.”


· Standard 5: “The institution is committed to providing a high level of basic visitor services and makes continued improvements in the delivery of those services.”

Section Four: Stewardship of Collections (COLL)

· Standard 2: “The institution legally, ethically, and effectively manages, documents, cares for, and uses the collections.”

· Standard 4: “The institution strategically plans for the use and development of its collections.”


· Standard 5: “Guided by its mission, the institution provides public access to its collections while ensuring their preservation.”
Section Five: Stewardship of Historic Structures and Landscapes (HSL)

· Standard 2: “The institution ethically and effectively manages, documents, cares for, exhibits, and uses its historic structures and landscapes.” 


· Standard 4: “The institution strategically plans for the maintenance, use, and development of its historic structures and landscapes.” 
· Standard 6: “Guided by its mission, the institution provides public access to and interpretation of its historic structures and landscapes while ensuring their preservation.”


· Standard 7: “The institution considers and implements sustainable practices of energy conservation in the operations and care of its historic structures and landscapes that are compatible with the site’s mission and preservation policies.”

Section Six: Management (MGMT)

· Standard 3: “The institution allocates its space and uses its facilities to meet the needs of the collections, audience, and staff.”


· Standard 4: “The institution has appropriate measures to ensure the safety and security of people, its collections and/or objects, and the facilities it owns or uses.”

· Standard 5: “The institution has an effective program for the care and long-term maintenance of its facilities.”


· Standard 6: “The institution is clean and well-maintained, and provides for the visitors’ needs.”


	OUTCOMES
	After completing the workshop, participants will be able to:

· Articulate and understand which museum practices and which historic property practices at their site compete, conflict, or provide synergy

· Explain to their boards how their vision and mission statements are the starting point for prioritizing operations and use of the property, collections, and other resources; 

· Identify issues surrounding the structure, the property, and the mission that affect decision-making including historic preservation, staff comfort and safety, and collections (conditions, storage, access, and display).


	WORKSHOP LENGTH
	This workshop is designed to be presented as a 6.5-hour session in a single day.



	EQUIPMENT NEEDED
	1 LCD projector and computer for PowerPoint slides

2 Flip chart, easel and markers
3 Pencils – one for each participant to use on their activity sheets                  


	WORKSHOP LOGISTICS 
	Room Setup
Meeting rooms often have seating arranged in rows with a podium or table in the front of the room. This type of setup is the least favorable for adult learners. It encourages passive behavior on the part of participants and makes it very difficult for people to engage in dialogue. 

Your workshop will be much more successful if you arrange to have the room set either with one large conference table (for small groups) or with a U-shaped configuration of tables and chairs with participants facing each other and the instructor up front (works particularly well with groups of less than 20); small groupings of round tables with 4 to 8 people per table works for larger groups. 

Facilities
To increase engagement and participation, answer logistical questions at the beginning of the workshop. It’s possible that many of the workshop participants have not been in the facility before. Explain the location of restrooms, fire exits and procedures, and room security during breaks. These are issues that may distract people if they are not taken care of at 
the beginning of the day. Once people feel their basic needs have been acknowledged, they are free to give you their full attention. 

Schedule
Adult learners like to know right up front what is planned for the day. Spend two to three minutes at the beginning of the workshop reviewing the agenda including approximate times for breaks and lunch. Again, once people feel their basic needs have been acknowledged, they are more apt to give their full attention to the workshop which means both they and you will have a more successful learning experience.

Adjusting workshop activities to the size, interests, and needs of your group is another great way to create a successful learning experience. For example, depending on the size of the group and the degree to which people engage in dialogue, it may be necessary to adjust the schedule as you go. Plan ahead which activities you could delete if time runs short. 

	ADULT LEARNING PRINCIPLES
	Adults have a different learning process than children. Typically, adults like to have “voice and choice” about their experiences and they like to have some control over the learning process. 
The research on adult learning suggests that retention of learning is a key challenge for mature learners. Adults remember only 10% of what they read and 50% of what they see and hear. But they retain around 70% of what they say themselves and about 90% of what they do. This gives you some good hints about how to structure your sessions. To ensure a successful workshop, give participants plenty of opportunity to make comments, share experiences, ask questions, and when possible, engage in activities where they are doing hands-on tasks that relate to the workshop topic. 
Learning Styles
Participants will have a variety of learning styles so it’s very important to present your information via several modes including visual, thinking, discussion, and hands-on activities.

Visual Learners – Vsual learners may say things like, “I see,” “Show me,” or “I need to read the instructions myself.” Visual learners benefit from overheads, handouts, graphics, websites, and readings. The room setup is important to visual learners. They need to see what is happening, as well as who is talking. 

Oral Learners – Oral learners are likely to say things like, “I understand what you are saying” or “This sounds great.” They need to hear discussion and express their questions, thoughts, and conclusions out loud. They may seem to be distracted, offering little eye contact when in fact they are often taking notes and working through what is being said. 

Kinesthetic Learners – You can lose kinesthetic learners if you do not have enough breaks and activities. They prefer actively interacting with people and objects to support their learning. 

Managing Challenging Participants
One of the most challenging aspects of training or group facilitation is effectively handling difficult group members. Here are a few typical behaviors along with suggestions to help you deal with each. These situations will require your best communication and facilitation skills. 

The Non-Participant – Engage these people by calling the person by name, directing an easy, non-threatening question to them, or responding to negative body language by asking if there is something they are unclear about or not complete with. Check in with them on breaks to see what’s going on. 

The Monopolizer – This person attempts to control groups by talking, interrupting, and answering all of your questions. If you do not get this person under control you will lose the others’ attention and interest. Summarize the monopolizer’s comments quickly and move on. Use hand signals and body language to recognize others. Interrupt if this person’s behavior continues. Ask for input from those who have not been heard from. 

The Challenger – Generalize. Remind the group that there is no “one way” but that you are providing information on proven practices and solutions. Cite sources when appropriate. Use “I”statements such as “I recommend.”
The Inquisitor – Generalize. State that there may be many answers. Invite others to express opinions. Remind the group that facilitators are not experts. Ask for input from others in the group.
The Distracter – You may encounter a person who is intent on distracting others during the workshop. Side jokes, talking while you are presenting, and pulling you and others off focus are typical behaviors. Remind people that others are very interested in getting as much out of the course as possible and refer to the time schedule as a way of bringing them back. Sometimes simply standing silent and waiting for them to stop has a big affect. 
The Wanderer (going off on tangents) – Ask if you may put this topic on an issues list that the group will come back to, if time permits. Return to the scheduled topic. You might also suggest that participants who would like to continue this discussion can do so during a break or over lunch.


	MATERIALS
	For this workshop, participants should bring:
· Their mission statement; 

· An 8” x 11 or 11” x 17” unlabeled copy of plans of the floors and landscape of their building/s. If they do not have a formal copy, they can sketch it based on recent review of measurements.
Participants should confirm for themselves before attending:

· Details of size and characteristics of participant properties

· Details of size and characteristics of their onsite activities – now and hoped-for in the future.


	INSTRUCTOR  PREPARATION
	The workshop instructor should bring enough copies of the workshop activity sheet for all participants.


Instructors are encouraged to adapt the curriculum to meet their audience’s needs by adding activities, examples from local organizations, additional handouts, etc. They may want to also add their organization’s logo to workshop handouts and other materials. 


Reminder: By using these curriculum materials, instructors agree to credit AASLH and StEPs during the workshop. 

The PowerPoint slides were created using PowerPoint version 2007. Instructors are advised to carefully check the slides for any image or text shifts or other changes that may have occurred when the file was downloaded to their computer. 

Instructors may also want to consult the following materials as part of their preparation for teaching the workshop: 


Birnbaum, Charles A., editor, with Christine Capella Peters. The Secretary of the Interior’s Standards for the Treatment of Historic Properties with Guidelines for the Treatment of Cultural Landscapes. Washington DC:  US Department of the Interior, 1996. 

Hatchfield, Pamela. “Crack, Warp, Shrink, Flake: A New Look at Environmental Standards.”  Museum News, (January-February 2011). 
Henry, Michael C., PE, AIA, Principal Engineer/Architect, Watson & Henry Associates, Bridgeton, NJ. “What will the cultural record say about us? Stewardship of culture and the mandate for environmental sustainability,” in From Gray Areas to Green Areas: Developing Sustainable Practices in Preservation Environments, 2007, Symposium Proceedings. (c) 2008 by The Kilgarlin Center for Preservation of the Cultural Record, School of Information, the University of Texas at Austin. Published online: September 2008 http://www.ischool.utexas.edu/kilgarlin/gaga/proceedings2008/GAGA07-henry.pdf
Herskovitz, Robert and Timothy Glines and David Grabitske. Building Museums: A Handbook for Small and Midsize Organizations. Minnesota Historical Society Press:  Minneapolis, MN, 2012. Especially pages 8 – 15.

Kerschner, Richard L. Director of Preservation and Conservation, Shelburne Museum, “Providing Safe and Practical Environments for Cultural Property in Historic Buildings… and Beyond” in From Gray Areas to Green Areas: Developing Sustainable Practices in Preservation Environments, 2007, Symposium Proceedings. (c) 2008 by The Kilgarlin Center for Preservation of the Cultural Record, School of Information, the University of Texas at Austin. Published online: September 2008, http://www.ischool.utexas.edu/kilgarlin/gaga/proceedings.html
Mibach, Lisa. “Collections Care:  What to Do When You Can’t Afford to Do Anything.”  Technical Leaflet 198. Nashville:  AASLH, 1997.

The National Park Service’s Chapter on Museum Collection Storage 
http://www.nps.gov/museum/publications/MHI/CHAP7.pdf 
The National Park Service’s Conserv-O-Gram on determining space needs  http://www.nps.gov/museum/publications/conserveogram/04-10.pdf


	EVALUATION
	This curriculum was developed by AASLH with funding from the Institute of Museum and Library Services. AASLH needs your help in gathering data for grant reporting requirements and to make sure this curriculum meets project outcomes. AASLH may ask you to complete a brief, online survey about your experience using this curriculum. Please complete the survey at your earliest convenience after presenting the workshop. 

You may also receive a request to collect your workshop participants’ email addresses so that AASLH can send them a link to a brief online survey. The purpose of the participant survey is to evaluate the curriculum, not the instructor’s performance. There are no questions that ask when or where the person participated in a workshop or who the instructor was. If you are asked to include your workshop participants in the survey, AASLH will request that you provide it with your participants’ email addresses. AASLH will then send them a link to the online survey. Also, be assured that AASLH will not use instructors’ or participants’ email addresses for any purpose other than to send a link to the one-time survey. AASLH is willing to share the survey questions and all survey results with workshop instructors and service organizations.
Instructors and their organizations or agencies may want to distribute their own survey to workshop participants at the conclusion of the workshop. 



Workshop Curriculum

30 minutes

Welcome, Introductions, and the StEPs program

(may take longer
Introduce yourself and thank host institution. Review location of depending on

restrooms and other facility details and give estimated times for
group size)

breaks and lunch. 




Ask participants to briefly introduce themselves by telling the 


group what organization each represents and sharing what 


they hope to get out of the workshop. 




Record their expectations on the flip chart. Return to the flip 


chart near the end of the workshop to make sure you have 


addressed their expectations. You will save some time at the 


end to tie up as many loose ends as possible that you didn’t 


get a chance to cover in your formal presentation. 
AASLH Slides 1- 13 
Introduction to the StEPs Program




The American Association for State and Local History  



developed this workshop as part of its StEPs program. StEPs is a 


self-study program for small- and mid-sized history 




organizations. The program uses assessment questions and 


performance indicators to help organizations learn more about 


museum operations and rate their policies and practices in 


terms of how well they are meeting national museum 



standards. 




AASLH developed StEPs with help from more than 130 volunteers 



from across the country. It was piloted at 47 sites located in 14 states 


from Maine to Alaska, California to Maryland, and Mississippi to 



Minnesota (plus Connecticut, Delaware, Massachusetts, New 



Hampshire, Ohio, Rhode Island, Texas, and Vermont). The pilots 



included all-volunteer organizations, historic houses, private 



nonprofit, government-affiliated, and tribal sites.




StEPs is the perfect entry level program for organizations that do not 



feel ready for other assessment programs like AAM’s Museum
 


Assessment (MAP) or Accreditation programs. StEPs has no 



application, eligibility requirements, or deadlines. With StEPs, the 



history museum community now has specific recommendations for 




what an organization needs to be doing in order to meet national 



standards. The recommendations are divided into three levels (Basic, 


Good, and Better) which allows for incremental improvement. 




Many of the recommendations StEPs presents can be achieved 




without large sums of money. New or revised policies and practices, 


such as drafting a collections management policy or training people in

 


proper collections housekeeping, require more time than money. 







StEPs rewards an organization’s progress with certificates each time 


it reports back to AASLH that it has achieved Basic, Good, or Better 


performance indicators in a section of the program. This is a great way 


for an organization to highlight its accomplishments and be rewarded 


for its work. Each participating organization is eligible for a total of 18 


certificates (6 sections multiplied by 3 certificate levels – Bronze, 



Silver, and Gold). Organizations interested in learning more about the 


StEPs program can go online to www.aaslh.org/steps.




Note to Instructor: If you brought a copy of the StEPs workbook with 


you, AASLH recommends that you make it available only during 



breaks and lunch instead of passing it around so participants can focus 


on the workshop topic and activities.

15 minutes
Warm-Up Definitions
Slide 14

Period rooms shouldn’t just “happen” in your museum. Neither 


should the odd extra office, intern desk, copy room or 



collection storage area. But of course they do, so why? Because 


in our historic properties there is never enough space and 



never the right space for what we need. We have offices with 


heavy file cabinets in upstairs bedrooms, and round tables for 


special events stored suspiciously close to collections items; 


most of our attics are filled with holiday decorations, and we
 


crave more changing exhibits space. 



How do you decide how to a lot space most effectively in your 



institution? This workshop will help you: 
· be intentional about space and resource use in your institution;
· identify museum and historic property practices at your site, and understand how they compete, conflict or provide synergies for space use, 

· and learn how to balance or choose among the issues which affect decision-making, including historic preservation, staff comfort and safety, and collections conditions, storage, access, and display.
Slide 15

Shared Topics for our Discussions




Let’s make sure we’re all making the same assumptions about the 



uses of our buildings: We balance Museum Operations and Education; 


Historic Preservation Needs and Practices, and Collections Care Needs 


and Practices.
Slide 16

Museum Activities: what we need to do to keep staff, volunteers and 


visitors safe; to keep staff and volunteers productive; to provide 



educational programs, to raise money, and to work with our 



neighbors). 
Slide 17

Historic Preservation Needs and Practices: what we need to do to 


protect and preserve the building (keeping it dry, pest-free, 



maintained and repaired according to standards, used while limiting 


wear and tear).
Slide 18

Collections Care Needs and Practices: what we need to do to protect 


and preserve the collection (keeping the proper temperature and 



humidity, pest-free, safe and accessible, proper records, appropriate 


display, maintaining collections standards of care).

30 Minutes
Let’s do Audits of Your Sites




This is a guided discussion where participants list the types of activities 



and the spaces at their sites that correspond with our three 




categories. Distribute the activity handout. 
Ask the participants to 



mentally tour their properties using their floor plans and mental 




images, starting from the basement and heading to the attic, and 




including the outbuildings and grounds. 





Then ask participants to list activities using the chart format, columns 



#1 - #3. Let them know that some activities take place in more than 



one area; some areas (most) serve more than one activity. That’s 




okay. They’ll find that there is a lot of overlap. Have them do their best 



to estimate space use and indicate where there’s overlap. List the 




activities in all the places they show up. They’ll add the % later. 




NOTE – we’re using percentages so that we can compare how much 



each category takes over on the site. The may have to calculate s.f. to 



calculate percentage, but percentage is the end number.

· museum practices (education, fundraising, office operations); 
· historic site operations (historic preservation, public access); 

· collections care including differing climate control parameters for differing objects, and 
· of course, in reality there’s a fourth category – “whatever.” 




Let this process happen out loud, with people asking questions about 



how to classify spaces, etc. Participants will want to ‘get this right’. 



There is no ‘right’; there’s just ‘present conditions’. They need to 




create a classification and a list that reflects their situation and they 



are comfortable with. Let them know that during the day they 




may makes some changes to their charts; that’s okay.  




Now go around the room asking everyone to confess their greatest 


space problem and describe their niftiest space solution. These can be 


huge or tiny, simple or complex. The goal is to get the group sharing 


ideas and thinking more intentionally about their spaces so that by the 


end of the day they have ferreted out all the problems, and collected 


many possible solutions. 
30 Minutes 
Mission as Guide

Slide 19

With limited space, and competing needs, choices can be hard. 



Discussion: Finding smart spaces for collections storage, staff offices, 


building systems, and exhibit spaces on site is a challenge. What 



matters is that you are intentional about space use, not accidental. 




So how do you decide, choose, balance and figure it out? Start with 


your mission.
Slide 20 

Mission Statement as a Guide

· What do your mission and/or vision statements tell you about where your priorities should be?

· Are there key words to give you clues?

· Does it reflect how you make space choices currently?

Slide 21 -22 

Everything Changes – Even at an historic site

· Mission is critical, but have recent community or institutional needs or interests shifted activities anyway?

· Are these substantive or not? 

· Do you need to review the statement for alignment before your change space use?

· Does your space use reflect your mission?




Discussion questions:

· What does mission tell us?

· What does the interested public and community tell us?

· What struggles are we having?




Discuss how these can co-exist on the property or how one might 



trump the other. 

Slide 23

Dumbarton House Mission Statement 




The highlighted words here tell you about Dumbarton House priorities 


– they have to do it all in this structure – historic preservation, 



collections care, public education, and they have to show the life of 


the Nourse (pronounced Nurse) family during a specific time period.



The mission of the Dumbarton House museum, a Federal 



Period historic house, ca. 1800, is to preserve the historic structure 

and its collections and to educate the public about life in Washington, 

D.C., during the early years of the Republic. Emphasis is placed on 


Joseph Nourse, first Register of the Treasury, and his family, and their 

occupation of the property from 1804 through 1813. 




Activity: Have participants silently review their mission statements. 


Ask them to look for indications of when ‘museum activities’, 



‘collection’ or ‘structure” is foremost.



Ask if they’re seeing conflicts and opportunities, and to give examples. 


If they don’t yet see options, that’s okay, it will come as they move 


through the discussion during the day. 




Then have them assign mission categories to the activities in the chart 


#4. When that is complete, have them answer the satisfaction 



question for each category, #5. You may want to allow for discussion 


during this.




Now they know what they’re dealing with, and where there are issues. 
Break 15 minutes (1.45 hours in)
Synergy for Problem-Solving – 30 Minutes



What Synergistic Solutions?

· Mission and reality still won’t answer all our questions

· That’s where our professional skills are called upon to make choices, to play the balancing game

Slide 24

Balance & Synergy – how to look for solutions

Slide 25-26

Collections & Museum Activity Synergy – an example
Slide 27-28

Storage Synergy – another example




Activity: Are there ways to do what you want that save space, 



improve space use, or perhaps create a synergy that solves a few 



problems?




Start them off with these ideas and then let a discussion develop on 


how to create some trade-offs. 

· Can you give up the off-site storage of papers and odd, unaccessioned items and use that money for more efficient shelving onsite?

· Maybe you can sell an old copier on Craig’s List and replace it with a smaller one in a better location, and now use the other space for an intern’s desk

· Are there rooms that have ‘always’ been used for a particular activity? You have permission to re-examine that use, and see if it they might be better-used to solve a current problem?

· The biggie – do you have a period room that doesn’t tell your story as strongly as other rooms do? If it weren’t a period room, what would you just love to do with it?




Discussion: What are some scenarios of how collections, preservation 


and operations practices coexist with synergy in your current 



arrangement? 
30 minutes
Dumbarton House as the Example for Addressing Trade-offs

Slide 29  

Example:  Dumbarton House  




Instructor Reads: Current Situation: The property includes 1.2 acres, 


with landscaped gardens and a parking lot, plus structures including 


Dumbarton House, a 20th-century garage and a small walled area 



housing the backup generator and chiller for the HVAC system. The 


house has first floor period rooms of dining room, parlor, passage, 


breakfast room and bed chamber. The second floor has two 



bedrooms, an upper passage, a temporary gallery and a storage room.




The two 1915 wings contain the visitor’s center gallery and an 



apartment, the director’s office with a kitchen, sitting room and guest 


rooms. 




The basement has offices, restrooms, boiler room, some storage and 


curatorial work spaces, some offices the boiler room, and a special 


event room.
Slide 30

Dumbarton House needs to: 

· Create more, consolidated storage so items are no longer stored in case pieces, on public view, or mixed-use areas

· Place collections offices and work areas near collections storage

· Use redundant historic bedrooms in a better way

· Get staff members out of the basement, if possible

· Move non-collections storage out of the building




 To figure this out, Dumbarton House, over a period of three years, 


conducted: 

· CAP surveys for the structure and the collections,

· then an architectural space needs survey through a contract with an architect, 

· and a collections storage needs survey through a contract with a conservator. 




These surveys were the basis for multiple grant applications to the 


National Trust, the Institute of Museum and Library Services and the 


National Endowment for the Humanities for space improvement 



projects and collections care needs.
Slide 31

Here are the changes they made:  



Space changes made for collections:
· A collections storage plan implementation responds to CAP recommendations to; 

· Remove collections from the attic to a better location and environmental conditions, and to reduce the load on the attic floor;
· Significantly increase the degree of “like with like” storage of objects by removing non-collections storage items to an outdoor shed and creating limited-access storage for documents and sensitive materials in need of highest collections care conditions; 

· Consolidate storage so that items are removed from less-desirable locations such as the attic, on-view case pieces, or among available-space areas, to dedicated storage space for increased storage space (142.5 s.f. to 550 s.f. for 10-year collecting estimates); 

· Improves security with limited access and a keyed elevator, and reduces number of storage areas; 

· Removes staff from collections storage areas, allows for better air circulation and reduced fluctuations, and improves visibility and access, as well as safety for objects and people; 

· Includes passive approaches to energy efficiency because they 1) place the collections in the basement for buffering (earth temperatures 55 degrees from which to heat or cool, instead of outside temperature), 2) create buffered spaces within spaces for storage, 3) place like items with like items, and 4) reduce temperature and humidity fluctuations by reducing human access, and by reducing heat and humidity generated in areas of shared work and storage spaces. 



Space changes for museum operations:
· Education staff moved out of basement to second floor of one wing (previous caretaker’s quarters) to make room for curatorial offices and work area. Caretaker’s death created an opportunity to review the onsite living arrangements. 
· Curatorial offices remain in the basement, but now next to their work and collections areas; more space to do their work.

· Intern space created on first floor wing level where a meeting room and kitchen were reduced in size and reconfigured. 
· The first-floor meeting room was re-created on the second floor of one wing (previous guest rooms).




Space changes for the historic site:
· Visitors will no longer see multiple bedrooms upstairs; only one, with three other rooms used for engagement galleries (hands-on) and a changing gallery. 
· The HVAC system is being reassessed, specifically with the hopes of relocating the chiller pipes and air handlers associated with the HVAC system. These present a weight risk and a water risk to the structure and may be moved to an outside-the-building location or a new bunker. The attic spaces will not become storage, but be monitored for integrity of the building envelope and left alone.

Lunch – 45 Minutes (3 hours in) Then we’ll play with someone else’s floor plans and two problem-solving scenarios, then we’ll review some issues to consider when assessing your space use, and then we’ll finish by looking at your situations. 
Sample Site – 30 Minutes

Slide 32

Introduce our practice historic house, the Alexander Faribault 


House in Rice County, Minnesota, and four 
sample problems. 


We’ll solve the first two together:
· Find a way to safely hold lectures

· Handle groups as they wait for tickets

· Find more storage in a place we can access for exhibits and conservation

· Create a space for processing collections

Slide 33 – 35 

The Site
Slide 36

Scenario 1: Lecture Room Issue




Problem: The Parlor is the only onsite room large enough 



for lectures. How do we do lectures without affecting the 



furnishings? 




Questions to consider: Are lectures really important to 



us? Are onsite ones important? Can most be off-site 



and a few special, high-priced ones be onsite. Or how 



about lectures just for existing donors? Can we change 



the furnishings for double duty? Can we devise a partial 



move-in/out system to reduce conflict? Can the parlor 



be all reproductions so visitors can sit on the furniture? 



Can we move toward all reproductions if we can’t 




afford to now?

See what the group concludes are options

Slide 37 

Scenario 2: The “Wait Your Turn” Issues




Problem: The front desk at the bottom of the stairs and 



the front porch are the only waiting space. Inside is too 



small for large groups to wait.




Questions to ask:  Can a docent do orientation on the 



bus while people wait? Can one person pay for the 




group while the others start right away? How much can 



the porch do for you?

See what the group concludes are options

Slides 38 and 39 
Toggle between these two slides as you work with the group on 


thetwo challenges (leave one out or embellish and add 



according to time, and group interests, needs and 




abilities)
· Find more storage in a place we can access for exhibits and conservation

Create a space for processing collections




For each one you know the problem; so as a group 




decide what questions to ask as you pursue a solution.




If you have time and want an extra challenge in a 




different area: Find a place to store toilet paper, 




office paper, plastic cups, and the salt for the walk. 

At Your Site -- 30 Minutes




How will you implement this at your site, assessing 



building, collections and operational needs? This 




review prepares participants to consider their own 




situations and to complete the final activity of drafting 



rearranged spaces on their floor plans.

Slide 40

Controlling Factors At Your Site
· Acknowledge barriers and limitations

Seek out opportunities

· Determine if mission indicates any one issue can trump others

· Create synergies as your solutions:

· where do absences and excesses reveal opportunity?

· where do barriers and needs combine to create opportunity?

Slide 41

Operations Issues Needing Attention at Your Site




Issues include staff and public safety and comfort, building and 



collections security, space allocation for office and activities. 




· Can you install chain-link storage to segregate those folding tables and chairs from the boiler equipment and still meet code?

· Assess how often you really need that large gathering space; weekly or only seasonally? Is there a way to share spaces in the area instead of own all types of spaces yourself. Calculate the cost savings of sharing and perhaps that helps you decide.

· Use the “spring cleaning” or “new year/new leaf” idea to be very intentional about assessing space use, equipment, supplies, and conditions. Make a maintenance to-do list and a discussion agenda for a staff or board meeting that addresses efficiency of operations and space use. Some museums schedule their facilities to be closed to the public the entire week after New Year’s so staff can deal with their own projects and issues instead of responding to board and visitor needs. 

Slide 42

Look at the barriers; when you’re onsite take a walk and do 



your own visual survey, and think about future needs

Slide 43

What are needs for paid and unpaid staff?




Clutter can make a small staff feel even more overwhelmed. 



Can you get organizational coaching from a friend or volunteer 



who will help you make the best use of office storage? While 



you’re reorganizing, be brutal and give away what you have 



not used in a year. Organize an annual supply swap with sister 



institutions to make this a regular, beneficial activity.



Sample suggestions (but you could just discuss the slides)

· Perhaps you have created new intern space by getting that new smaller copier and discovering new space, but you have two interns. Can you schedule them to work at alternate times and share that desk? Each intern could have one file drawer and a password on the computer. 

Slide 44 - 46

Preservation Issues at Your Site 




Issues include use of the structure, the health of the building envelope 


and systems, and the historic fabric. 
All these limit or create 



opportunities. Look at the barriers, take a walk and do your own visual 


survey,
and think about future needs.




Sample suggestions (but you could just discuss the slides) 
· For example, you may find that the weight of the air handling systems is not safe for your attic joists to support, the HVAC system cannot remain up there. Where else can it go safely and effectively? What can safely be stored in the attic instead?

· Maybe you have no place else to store your collections than in the attic of the house. What can you do to make this storage safer? You can increase the insulation under the roof and in the floor, perhaps, to create passive buffering to protect the collections against heat fluctuations. As long as a preservation architect recommends the insulation use, this activity can improve collections care and energy use in the building, saving money to spend on building maintenance. 

· If your paper files are too heavy for the historic rooms they’re in, make sure you’re following a records management and archiving plan to limit how much material you keep and for how long. Place what you can into electronic storage.

· Maybe your office is in the room that has an important story to tell. Where can the office move to so this story can expand your interpretation?

Slides 47-50

Collections Issues to Manage at your Site



Issues include creating storage spaces for current and future needs, 


providing proper conditions through 
micro-climates, buffering, safety 


and security; cyclical maintenance; cost-of-care. Look at the barriers, 


take a walk and do your own visual survey, and think about 



future needs.




Sample suggestions (but you could just discuss the slides) 
· Do you know what your environmental conditions are in different storage areas? Some areas may be better suited to different object types. Borrow monitoring tools from your regional or state museum association, or a sister institution, and check to see where conditions are optimal and use this information to guide storage decisions. 

· Sometimes storage issues are really a matter of making time to organize things. Can you schedule a collection storage day to set aside time with volunteers to improve arrangements and storage conditions?

· Could you fit more in if you have metal shelves? Check with the Chamber of Commerce to see what businesses may be closing and have shelving to share.
· Are there passive environmental practices you can use to operate your building efficiently while improving collections care and visitor comfort? Perhaps providing storage cases and/or exhibit vitrines can allow you to improve environmental conditions without replacing your HVAC or buying big storage units. 




An important note: One of the most important collections care 


discussions today is the reality of achieving the recommended 


conditions of 70 degrees +/- 2 degrees, and 50% humidity, +/- 


5%. These very strict parameters seem to have been developed 


primarily because improved HVAC systems allowed them. In 


truth, they do not reflect the actual needs of objects or historic 


structures. Many historic sites and museums cannot afford 


systems capable of achieving these standards consistently and 


most sites do not operate in a way that can support these 



conditions; they have too many visitors who bring in hot or 


cold air as they come and go from the building, doors, and who 


generate heat and humidity when they are in the building. Be 


sure to use the parameters of your collections needs and your 


historic site needs to make decisions about storage and 



exhibition of objects. Do not assume that 70/50 is your guide. 


(See instructor’s reading) 
15-Minute Break
1 hour:   Now, It’s Your Turn to Plan

Slides 51 & 52

Options for Surveys, Studies and Other Possible Help 
Slide 53

Final Slide: Now It’s Your Turn to Plan




Activity:




15 minutes – participants will quietly compare their own lists for all 


three categories: building preservation, collections, and museum to 


see alignments and conflicts. Then participants will spend time 



labeling the blank plans for their own sites while the Instructor 



circulates to answer questions and to coach.



45 minutes – participants share their decision process and conclusions, 


or discuss how they could plan to solve their dilemmas with surveys 


and planning work. Participants make personal commitments to one 


or more activities, within a limited timeframe, to begin problem-



solving.
Final 30 minutes
Return to the flip chart and review the list of questions recorded 



at the beginning of the workshop. Were participants’ questions 



answered? Are there other questions? Comments?



Adjourn.

Instructor’S gUIDE
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