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Pembrokeshire Archives and Local Studies:

Exhibition and Display Policy
1. General introduction
1.1. Pembrokeshire Archives and Local Studies service seeks to engage with as broad a range of stakeholders as possible and seeks to use the best medium to do so commensurate with professional guidelines.
1.2. This policy is one of a suite of policies designed to safe-guard historical material while making it available for research, educational development and personal enrichment.  It supports the main aims of the service’s mission statement, viz. to:

1.2.1 provide responsible access to the county’s rich and often unique archival heritage

1.2.2 ensure that it is preserved, conserved and maintained to the highest standards, guidelines and best practice

1.2.3 take active steps to engage with people of all ages and backgrounds

1.2.4 maximise the collections’ potential to inspire, illuminate and connect people
2. Policy aims
2.1 To explain the basis upon which Pembrokeshire Archives and Local Studies will allow material to be exhibited and displayed
2.2 To make clear the procedures required to ensure proper care and preservation of original material when removed from the repository for external exhibition and display purposes

2.3 To explain the responsibilities of the exhibitor

2.4 To make clear the responsibilities and authority of the service in relation to collections care when original material is being exhibited or displayed externally

3. Scope of policy
3.1
This policy relates to original material only: secondary source material in the form of printed, widely available resources from the local studies section and non-original material, e.g. digital copies and photocopies, are treated under the Reprography Policy.
3.2
This policy relates to the loan and exhibition of original material borrowed by third parties: it does not cover the removal of original material for exhibition and display by owners of said material.

3.3
This policy should be read in conjunction with the Reprography Policy.
4. Glossary of terms
4.1 Condition report – a document created to record the physical condition of material prior to release for exhibition purposes and used throughout the event to monitor any changes to the material

4.2 Conservation work – this covers any physical and practical work required to prepare the material for removal and exhibition including, but not limited to, repackaging, cataloguing, photographing and repair.

4.3 Display and displayed – used interchangeably with exhibition and exhibited.

4.4 Event – any activity involving the use of original material to be put on display.

4.5 Event/display/exhibition organiser/exhibitor – an individual representing him or herself or an organisation or consortium of organisations wishing to put on an event.

4.6 Exhibit, exhibited and exhibition – used interchangeably with display and displayed.

5. General position statement on the exhibition and display of original material
5.1. Pembrokeshire Archives and Local Studies does not routinely encourage the exhibition and display of original material, preferring in the main to assist the production of exhibitions and displays by providing good quality copies wherever possible.  The service has, for this purpose, invested in a variety of digital reprography equipment that greatly facilitates the ability to take copies of the vast majority of the original material held within the collections.  There are several reasons why the provision of digital and other copies is to be preferred to the display of original material; these include, but are not necessarily confined to, the:
5.1.1  Risk to the material on display: the service cannot support any activity that will expose any original material to the risk of loss of integrity, be that structural integrity or evidential integrity.

5.1.2  Cost: in order to ensure the protection of the original material being exhibited it is likely that a considerable amount of preparatory work will need to be undertaken by the service’s team and especially by the conservation staff.  This cost, which can be considerable, will be borne by the individual or organisation seeking to exhibit the material.

5.1.3  Reduction in access for research purposes: while the material is being exhibited at another location it is not available on a free-at-point-of-access basis to the general public or to members of staff undertaking paid research on behalf of the public.  This conflicts with the service’s Public Access Policy and the service seeks always to minimise such conflict wherever possible.

5.1.4  Resource capacity: the preparatory work required to ensure the protection of the original material for an exhibition can be considerable and places a burden upon the team that can be incommensurate.

5.2  However, in certain cases the exhibition and display of original material may be approved, especially where the material is not owned by Pembrokeshire County Council and where permission has been sought from, and agreed to by, the owner of the material to be displayed.

5.3  In these cases Pembrokeshire Archives and Local Studies will seek adherence to set procedures in order to ensure as far as possible and practicable the preservation of the material being loaned out on exhibition.

5.4  The preservation of original material when being exhibited is paramount.  Thus material should not be put on permanent display.  In addition the duration of an event using original material, the security in place during an event, the frequency material is displayed and the format and size of the material will all be considered when an application to use material at an event is received.
6. Requesting the use of original material for exhibition or display
6.1 The responsibility for securing permission to use original material in an exhibition or display rests with the exhibition or display organiser.  Where possible the service will assist with this process but cannot give permission where the material is not owned by Pembrokeshire County Council.
6.2 Once permission has been secured, the contact for arranging all processes for exhibition will be the Trainee Conservator.

6.3 In order to complete all the necessary preparatory work including evaluation, conservation survey and related documented report and any required conservation treatment, a written loan request for exhibition purposes must be received at least six months in advance of the exhibition or display.
7. Exhibitor responsibilities
7.1 Insurance

7.1.1 The exhibitor must insure the material to be exhibited or displayed for the full duration of the time the material is removed from the service.  Cover must be acquired on an agreed value basis to cover the cost of restoration and the cost of transit from the moment it becomes the responsibility of the third party to the time of its cessation.  In addition, insurance must cover all risks of physical loss or damage to the item[s] loaned.  The full cost of this insurance is to be borne by the exhibitor unless another agreement is reached by the exhibitor with the owner of the material.  In either case the terms of the insurance and the agreement must be given in writing to the service as a record prior to the removal of the material.
7.2 Costs

7.2.1 All costs associated with the exhibition or display including delivery and travel costs, packing and cataloguing and any conservation work undertaken by the service will be borne by the exhibitor.  The costs incurred by the service will be worked out on a case by case basis and will be dependent upon the amount of work required to deliver the project.  This cost will be given to the exhibitor before any work is undertaken.
7.3 Security and display
7.3.1 Once material is removed from the service it becomes the responsibility of the exhibitor and will remain so until it is returned to the repository following the completion of a return condition survey.  The exhibitor must provide details of the security measures in place in the form of a report on the paperwork provided by the service.  The area where the material is to be exhibited or displayed must be secure against theft and vandalism including the provision of a functioning intruder alarm system.  In addition, there must be adequate fire detection and/or protection in place.
7.3.2 During the hours when the exhibition or display is open to the public the area must be physically supervised at all times.  It is the responsibility of the exhibitor to ensure that security is sufficient.

7.3.3 The exhibition or display organiser must have in place an emergency plan in the form of documented procedures and completed risk assessments to cover any incidents involving the exhibited material.  This should be submitted to the service for approval prior to removal of the material.

7.3.4 All exhibited or displayed material must be housed in locked cases with the keys removed and stored in a secure location.

7.3.5 No cases housing original material are to be placed in direct sunlight.  It would be good practice to place monitoring devices within the cases to measure lux and UV levels, temperature and relative humidity.  If installed these should be monitored to ensure that the conditions within the case[s] comply with the environmental conditions required (see the relevant section in this document).

7.3.6 All material must be appropriately supported with the use of book rests, book cushions, cradles and related devices.  A member of staff from the service can assist with advice on appropriate measures on how best to care for the material when exhibited or displayed.

7.3.7 Except in an emergency, once the material has been placed in its exhibition case it must not be removed without the permission of the archive service until the end of the exhibition.

7.3.8 In the event of an incident the exhibition or display organiser must invoke the emergency plan procedures and inform Pembrokeshire Archives and Local Studies at the earliest opportunity of the incident even if the material affected does not include that on loan from the service.

7.3.9 In the event of an incident any salvage work carried out on material on loan from Pembrokeshire Archives and Local Studies must conform to best practice as established by conservation professionals.  The service must be informed immediately if salvage work is required.

7.3.10 No marks of any kind are to be made by the exhibitor on any of the packaging or the material being loaned from the archive service without prior agreement from the service.

7.3.11 No marks of any kind are to be removed by the exhibitor from any of the packaging or the material being loaned from the archive service.

7.3.12 All materials used within display cases and with which the original material may come in to contact must be of archival quality.

7.3.13 For preference, lighting for display cases is to be placed outside the cases using low heat generating lights.  Lights must be filtered for ultra-violet light to reduce the effect on the material.

7.3.14 The attaching of anything to the material including post-it notes, staples, pins, blu-tak, sellotape, non-archival grade paper clips and Velcro is not permitted under any circumstances.  Advice must be sought from the archives and local studies service.

7.3.15 Material being stored prior to exhibition or display must be stored in an area offering commensurate security and environmental conditions to the exhibition or display area.
7.4 Environmental conditions

7.4.1 The environment within display cases must be stable to ensure the least amount of stress on the material.  Wide fluctuations are not acceptable.  Acceptable levels are as follows:
7.4.1.1 Temperature – is to be maintained at a stable temperature between 16oC and 19oC with no more than a 2oC variation over a given 24-hour period.  The temperature must never exceed 25oC or remain above 20oC for a prolonged period of time.
7.4.1.2 Relative humidity (RH) – is to be maintained at a stable RH between 45% and 60% with no more than +/- 5% RH variation over a given 24-hour period.

7.4.1.3 Light – light damage is cumulative and irreversible, thus light levels for light-sensitive material must not exceed 50 lux with ultra-violet light levels to be no greater than 75 microwatts per lumen.  For less light-sensitive material the light levels must not exceed 200 lux if agreement has been reached with the archive service prior to display.
7.4.2 Environmental monitoring data for the proposed exhibition area must be made available to the service upon request both before material is displayed and during display to prove that the environmental conditions can be, and are being, met.

7.5 Condition checking

7.5.1 Any changes in the condition of the exhibited material and any damage incurred during the course of the exhibition or display must be reported to Pembrokeshire Archives and Local Studies immediately.
7.5.2 Upon receipt of the material, the exhibition or display organiser must check the item[s] against the condition survey provided by the archive service and report any discrepancies immediately to the service.

7.5.3 At the close of the exhibition or display the event organiser must conduct a further condition check and note any alterations to the condition of the item[s] on the loan paperwork which is to be returned at the same time as the loaned material.

7.6 Conservation and handling

7.6.1 No conservation work is to be carried out by the exhibitor or anyone acting on his or her behalf.
7.6.2 Handling of material must be kept to a minimum and conducted by authorised personnel only.  Once the material is placed in its locked display case it should not be removed for closer viewing or handling by members of the public.

7.7 Packing and transport

7.7.1 Material will be packed by the archives team prior to collection.  However, unless agreed otherwise, unpacking material for exhibition or display will be the responsibility of the event organiser.  The condition of the item[s] must be checked against the accompanying condition report and a note made on the report that this has been done.
7.7.2 Transport to the venue is the responsibility of the event organiser unless agreed otherwise.

7.7.3 Any packaging accompanying the material from the archive service must be kept safe and used for repacking when the material is returned.

7.8 Photography and other reproductions

7.8.1 Photographs and/or other reproductions of the exhibited or displayed item[s] must not be published or broadcast in any format for private or commercial use by the event organiser or anyone standing in the place of the event organiser or any third party without the prior written permission of the archive service.  In addition, any copyright clearance must be secured prior to any images being captured.

7.9 Credits and acknowledgements

7.9.1 All requested credits and acknowledgements from the service and the owner of the material being exhibited or displayed, where relevant, must be applied.  The event organiser must secure the relevant wording from the owner of the material.  The correct credit for the archive service is as follows:

7.9.1.1 “Pembrokeshire Archives and Local Studies, part of Pembrokeshire County Council”
7.10 Returning loaned material

7.10.1 Unless otherwise agreed the event organiser is responsible for repacking loaned material and transporting it to the archive and local studies service.  The packaging in which the material was received must be used for its return.
8. Pembrokeshire Archives and Local Studies responsibilities
8.1 Insurance
8.1.1 Before release of material on loan for exhibition and display purposes the service must see, and take a copy of, the insurance cover and any loan agreement made with the owner of the material being removed for display.  The service is not responsible for organising insurance for any material being released for exhibition including material owned by the authority.

8.2 Costs

8.2.1 The service will provide costs associated with any work required from the service in order to deliver the exhibition or display project to the event organiser prior to any work being carried out.  Payment must be received before the material will be released from the repository to the event organiser.
8.3 Security and display

8.3.1 The service will offer advice and assistance on matters of security and display to the event organiser, advising on best practice and assisting with placing of items in display cases if requested or required.
8.3.2 The service reserves the right to inspect security and display arrangements at the venue prior to the release of any material to be exhibited or displayed.  A member of the archive service may also inspect the premises during the course of the event to ensure adherence to security and display standards.

8.3.3 Where the material is owned by Pembrokeshire County Council the service reserves the right to withdraw the exhibited item[s] if, following inspection, the security and display conditions are deemed not to be adequate and are having a detrimental effect upon the material.
8.3.4 Where the material is owned by a third party the service reserves the right to inform the owner of any concerns identified following an inspection of the venue.

8.4 Environmental conditions

8.4.1 The service will offer advice and assistance on how best to meet the environmental conditions required for the safe-keeping of the material on loan.
8.4.2 The service reserves the right to inspect the environmental conditions at the venue prior to the release of any material to be exhibited or displayed.  A member of the archive service may also inspect the premises during the course of the event to monitor the environmental conditions.

8.4.3 Where the material is owned by Pembrokeshire County Council the service reserves the right to withdraw the exhibited item[s] if, following inspection, the environmental conditions are deemed not to be adequate and are having a detrimental effect upon the material.

8.4.4 Where the material is owned by a third party the service reserves the right to inform the owner of any concerns identified following an inspection of the venue.

8.5 Condition checking

8.5.1 Pembrokeshire Archives and Local Studies will create a condition report for each item being loaned for exhibition or display.  A copy of this report will accompany the item[s] to the venue for use by the event organiser.  It will also form the basis of the return condition report used by the service to review the condition of the item[s] upon return to the repository.
8.5.2 The service reserves the right to inspect the item[s] at the venue during the course of the event.

8.5.3 Where the material is owned by Pembrokeshire County Council the service reserves the right to withdraw the exhibited item[s] if, following inspection, the condition of the material is deemed to have deteriorated.

8.5.4 Where the material is owned by a third party the service reserves the right to inform the owner of any concerns identified in relation to its condition following an inspection of the venue.

8.6 Conservation and handling
8.6.1 Any conservation work required to make the loaned material fit for exhibition or display will be undertaken by the archive service unless the owner of the material dictates otherwise.  The service reserves the right to place the burden of payment for all such costs incurred on the event organiser.
8.6.2 Where the owner of loaned material wishes conservation work to be undertaken by an external organisation Pembrokeshire County Council will not be held liable for any defects or issues arising from workmanship by a third party.  Any agreement for work to be undertaken by a third party must be shown to the service and a copy taken as a permanent record prior to removal of the material from the repository.
8.7 Packing and transport
8.7.1 All packing prior to transport to the venue will be undertaken by members of the Pembrokeshire Archives and Local Studies team.

8.7.2 The service may assist with transportation to the exhibition, placing the material in the display case[s] and removal at the end of an event.  Decisions will be made as to the extent of assistance given on a case by case basis.  The service reserves the right to place the burden of payment on the event organiser.
8.8 Photography and other reproductions

8.8.1 The service reserves the right to place restrictions upon the making of any copies of the original material in any format or to refuse to allow any reproduction for publication or broadcast in any format.

8.9 Credits and acknowledgements

8.9.1 Pembrokeshire Archives and Local Studies requires correct acknowledgement for material exhibited or displayed.
8.10 Returning loaned material
8.10.1 Unless otherwise agreed, the archive service will not be responsible for repackaging and/or collecting loaned material.
9. Scrutiny
9.1
 It is intended that this policy document will be open for viewing and comment.
10. Policy review
10.1 From date of adoption this policy will be reviewed every five years or sooner if any major changes occur in service delivery that will have an appreciable effect on its contents.
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