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	Course Outline
	Building a Meaningful Collection

	SUMMARY
	This workshop helps participants understand the value of, and process of creating a Scope of Collections Statement for their museum, historic house, site, or other history organization. 


	TARGET AUDIENCE
	Board members, staff, and volunteers with responsibility for seeking and accepting objects for their organization’s collection. 


	StEPs STANDARDS AND PERFORMANCE INDICATORS
	This workshop curriculum supports the following standards and performance indicators from AASLH’s StEPs program (www.aaslh.org/steps).

Section Three: Interpretation (INT)
· Standard 1: “The institution asserts its public service role and places education at the center of that role.”

· Standard 2: “The institution clearly states its overall educational goals, philosophy, and messages, and demonstrates that its activities are in alignment with them.”
Section Four: Stewardship of Collections (COLL)
· Standard 1: “The institution owns, exhibits, or uses collections that are appropriate to its mission.”

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

· Standard 3: “The institution’s collections-related research is conducted according to appropriate scholarly standards.”
· Standard 4: “The institution strategically plans for the use and development of its collections.”

Basic Level Performance Indicators
· The institution understands that its responsibilities include providing interpretation and related educational activities for public audiences. (INT 1A)

· The institution looks for ways to serve many public needs as it goes about its work. (INT 1A)

· The institution identifies key interpretive topics and offers related activities in support of its mission. (INT 2A)
· Staff, volunteers, and governing authority members recognize that all of the institution’s collections should be appropriate to the mission. (COLL 1A)

· The institution declines items unrelated to its mission. (COLL 1A)
· The institution understands the importance of complying with local, state, federal, and international laws and regulations. (COLL 2B)
· The institution has a written, governing authority-approved code of ethics that is consistent with professional codes of ethics. (COLL 2C)
· Staff, volunteers, and the governing authority are aware of the role of ethics in collections acquisitions, access, care, use, preservation, deaccession, disposal, and valuation. (COLL 2C)
· The code of ethics includes a conflict of interest statement. (COLL 2C)
· The institution has at least one person (paid or unpaid, part- or full-time) whose designated responsibility includes collections care and management. (COLL 2D)
· The institution encourages staff to network with professionally trained curators, registrars, conservators, and others to obtain knowledge regarding collections care and management. (COLL 2D)
· The institution recognizes that it benefits from collections-related training for staff and volunteers, and provides access to basic training opportunities. (COLL 2D)
· The institution is willing to allocate funds for collections care and management. (COLL 2E)
· The institution can explain the reason(s) for accepting and refusing collections. (COLL 2F)
· The institution has records to document ownership of collections. (COLL 2F)
· The institution collects the history of its artifact and archives collection items. (COLL 3A)
· The institution conducts research to identify collections. (COLL 3A)

· The institution has defined a collections scope that supports the institution’s mission. (COLL 4A)

Good Level Performance Indicators
· The institution creates exhibitions and programs that provide meaningful, satisfying, and engaging experiences for its audiences. (INT 1A)
· Members, staff, and volunteers consider all of their public activities to be part of the institution’s interpretation. (INT 1A)

· Interpretive design and presentation are consistent with each other and the mission. (INT 2A)
· The institution has a written statement of its broad interpretive goals that also describes how activities and themes are developed and implemented. (INT 2A)
· The governing authority, staff, and volunteers have access to and understand this statement. (INT 2A)
· The institution’s collections policy addresses the basic relationship between mission and collections. (COLL 1A)

· The institution has collections policies and procedures in place that comply with all applicable laws and regulations. (COLL 2B)
· The institution has identified collections to which laws and regulations apply. (COLL 2B)
· The code of ethics has been incorporated into the institution’s collections policy and procedures. (COLL 2C)
· Staff responsible for collections have collections care and management training and are encouraged to continue that training. (COLL 2D)


· The institution has written job descriptions for staff and volunteers who work with collections. (COLL 2D)
· The annual budget has a line item for collections care and management. (COLL 2E)
· The institution recognizes the need to raise funds for collections care and management. (COLL 2E)
· The institution has written procedures for accepting and refusing collections. (COLL 2F)
· Staff, volunteers, and others conducting research on artifacts and archives items document their work in writing. (COLL 3A)

· Collections files contain written provenance information. (COLL 3A)
· Collections planning is part of the institution’s strategic plan. (COLL 4A)

Better Level Performance Indicators
· The institution addresses community and other public needs through its exhibitions, programs, and facilities. (INT 1A)

· It is involved in the current issues and activities of its community so that its programs and offerings are relevant. (INT 1A)  

· All aspects of museum operations reflect interpretive goals (e.g., education, interpretation, curatorial, marketing, sales, administration, site, and operations). (INT 2A)


· All staff and volunteers recognize they are involved in conveying interpretive goals and philosophy to the public. (INT 2A)
· The institution reviews and refines its interpretive goals every three to five years. (INT 2A)
· Governing authority members, staff, and volunteers are involved in the review process; the community may be involved. (INT 2A)

· The institution has a collecting plan that addresses how it systematically adds to its collection. (COLL 1A)

· The institution updates policies and procedures to correspond with new legislation. (COLL 2B)
· Legal counsel has reviewed collections policies and procedures to verify that they conform to all applicable laws; legal counsel is consulted when revisions are made to collections policies and procedures. (COLL 2B)
· The institution has identified the legal status of each artifact and archival item in its collections. (COLL 2B)

· The institution has written procedures for identifying and resolving conflicts of interest and other ethical issues. (COLL 2C)
· The institution reviews and updates its code of ethics every three to five years and amends it as needed. (COLL 2C)
· The institution allocates resources for collections staff training. (COLL 2D)

· The institution develops and maintains in-house training and orientation for staff and volunteers working with collections. (COLL 2D)
· The institution regularly reviews and revises collections-related job descriptions. (COLL 2D)
· The institution is willing to allocate funds for conservation. (COLL 2E)
· The institution raises funds specifically for collections-related projects including conservation. (COLL 2E)
· Procedures include a formal review process with decisions documented in writing. (COLL 2F)
· The institution reviews and updates the procedures on a regular basis. (COLL 2F)
· The institution conducts and publishes scholarly research related to its artifact and archives collections. (COLL 3A)
· There is a written collecting plan that the governing authority regularly reviews. (COLL 4A)


	OUTCOMES
	From taking part in the workshop, participants will: 

1. Understand that most museums have cumbersome general collections due to lack of structure, significance, and procedure
2. Understand that a Scope of Collections Statement will help them meet a variety of “bottom lines” in collections management
3. Understand that the collection is ultimately for the audience

4. Understand that collections are a liability

5. Understand the difference between mission and scope statement

6. Understand that significance is the most important criteria in collections management

7. Feel confident in beginning a draft of a scope of collections statement in conjunction with stakeholders at their museums

8. Be encouraged to enroll in the StEPs program.


	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. A stopwatch, timer, or clock 
3. Flip chart and markers



	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:

1. A copy of their organization’s mission statement (or other document explaining the purpose of the organization)
2. A copy of their organization’s collections management policy (or other document that explains the organization’s collecting activities)

3. An object from home (not a museum) that fits in a plastic grocery bag and that has special meaning to them. Participants should not let anyone see their object or talk with anyone about the object they chose to bring. 
The instructor should bring:

1. This curriculum and other notes/materials they have prepared 

2. PowerPoint slides on a flash drive or laptop computer

3. Enough copies of the following handouts for all participants: 

· Handout A – What Does Your Museum Collect?

· Handout B – Reflections 
· Handout C – Determining Significance

· Handout D – Glossary of Terms

· Handout E – Resources for Further Reading

· Handout of the PowerPoint slides for note-taking (optional, but many people like to have these; instructor will need to create the handout from the PowerPoint slides)


	INSTRUCTOR  PREPARATION
	Be sure to review the Notes Section of the PowerPoint slides as there is an abundance of helpful information there (the Notes Section is located underneath each PowerPoint slide). 

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 want to consult the following materials as part of their preparation for teaching the workshop:
Gardner, James and Elizabeth Merritt. AAM Guide to Collections Planning, American Association of Museums, 2004.

Malaro, Marie. A Legal Primer on Museum Collections, Smithsonian Institution, 1998.
Duchon, Dennis. Avoid decision making disaster by considering psychological bias, Review of Business 1991. http://www.entrepreneur.com/tradejournals/article/11593419.html
Heritage Health Index Report  Published by Heritage Preservation and the Institute of Museum and Library Services, 2005.
Handout B:  Glossary 



	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 (additional notes may be found in the notes section of the PowerPoint slides)
Slide 1


Workshop title slide
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 very 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 session 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. 
Slides 2- 13 

Introduction to the StEPs Program




StEPs is a voluntary, self-study program developed by the
 


American Association for State and Local History for small- and
 


mid-sized history organizations. The program uses standards, 



assessment questions, and recommendations (called performance 


indicators) to help organizations rate their policies and practices in 


six standards sections. 



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.

15 minutes

Goals for This Workshop

Slides 14-18   

What we will learn today
Review the main topics of today’s workshop and the outcomes. Note that the workshop supports a large number of StEPS performance indicators; you won’t be addressing each one individually, however. 
Clarify that this workshop is about crafting a Scope of Collections statement. While there will likely be questions along the way about accessioning, deaccessioning, legal issues and other topics related to collecting, the workshop will primarily focus on what a Scope of Collections Statement is, what part of the museums governing documents it fits into, how to write one and what the implications are of adopting such a statement.
30 minutes

What Does Your Museum Collect?
Slides 19-23
The slides have visuals that relate to the instructions.

Distribute HANDOUT A face down. When you say, “go,” participants should pick up their pens and answer the worksheet’s first question. The time limit for this exercise is a strict two minutes. Use a timer, stopwatch, or clock.

Without discussing participants’ answers, now ask them to write down their organization’s mission. Again, the time limit is a strict two minutes.  Use a timer, stopwatch, or clock.
Distribute HANDOUT B. Give participants 8-10 minutes to answer the questions. Then invite a few participants to share their responses as time allows. Ask, “What did you learn about this exercise?”
60 minutes

How, Why, and What Do Museums Collect?

Slides 24-37 
This section provides background about museum collecting and how a scope of collections statement can help. 

Use Gertrude’s Kitchen to help illustrate the difference between a mission statement, a scope of collections statement, and a collections management policy. See the slide notes for discussion topics.

60 Minutes
Lunch

60 Minutes
Defining a Collecting Scope

Slides 38-57
This section will review the nuts and bolts of what makes a good scope statement and will review examples.

Slides 58-69
After reviewing the positive examples of museum missions and scope of collection statements, take the group through evaluation of the fictitious Smithtown Historical Society’s mission and scope statement. The first slide has a poor scope statement followed by four examples of gift offers. Have the group act as the collections committee and using the mission and scope as guide, decide to collect or not collect the offers. Repeat the exercise with the improved scope statement. Allow time for participants to reflect on the experience and ask questions.

15 Minutes
Break
45 Minutes
Significance Activity
Slides 70-73
This activity uses the objects participants brought with them. Without removing the objects from their bag, participants should trade objects with the person next to them. Everyone can then remove the objects from their bags. 
Distribute HANDOUT C.  Ask participants to answer the questions on the handout WITHOUT talking to their neighbor about the object.  

Once everyone has completed their worksheets, participants should share their answers with the object’s owner and discuss their experiences. 

As time allows, ask a few participants to share their stories. Participants will use their experiences as they approach the next section of the workshop about significance and bias.

40 Minutes
Determining Significance and Remembering Bias
Slides 74-80
This section tackles two difficult-to-understand topics: significance and bias. Main ideas here are becoming aware of the idea of bias, and learning how to evaluate significance of potential donations and/or existing collections. Review and discuss the examples as presented in the slides.

15 Minutes
Does it Belong?
Slide 81
Ask participants to review their objects and determine if they belong in their own museum’s collection. If not, what museum, if any, would be appropriate? 
20 Minutes
Writing Your Scope of Collections Statement
Slides 82-85
This section reviews how to write your Scope of Collections Statement. 

Slides 86-88
Use these slides to discuss with participants the impact of a new Scope of Collections Statement.  
Distribute HANDOUTS D AND E.
Slide 89

Final comments and questions.
Instructor’S gUIDE
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AASLH encourages the use of this curriculum by museum service providers, consultants, and others who present training to historical societies, historic houses, and other organizations. While permission to use and adapt the curriculum for education and training purposes is not necessary, we do require credit to AASLH and its StEPs program, including the AASLH website address, whether the user’s work is in print, electronic, or spoken format. 














About the American Association for State and Local History


The American Association for State and Local History is the only national association dedicated to the people and organizations that practice state and local history in order to make the past more meaningful to all Americans. From its headquarters in Nashville, Tennessee, AASLH provides a variety of programs and services, as well as leadership in the national arena. AASLH's members are American leaders in preserving, researching, and interpreting traces of the past to connect the people, thoughts, and events of yesterday with the creative memories and abiding concerns of people, communities, and our nation today. History organizations are foremost education institutions, and they excel in creating the enlightened, engaged citizenry that the founders envisioned. 
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