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MUSEUM of NORTHERN ARIZONA
Collections M anagement Policy

Adopted by the MNA Board of Trustees, August 5, @0Revised and approved by the
MNA Board of Trustees, August 2, 2012.

STATEMENT OF PURPOSE

The Museum of Northern Arizona was founded in 1828he Northern Arizona Society
of Science and Art. As a private, non-profit ingiibn the Museum is dedicated to the
preservation, research, and interpretation of itefmstural and cultural significance
with an emphasis on the Anthropology, Art, Biolagyd Geology of the Colorado
Plateau. Therefore, it is the responsibility of Meseum to acquire items that are
consistent with the goals and purposes of the Musaud to maintain these items in
perpetuity.

The Museum also serves as a repository for caliestirom public agencies or Native
American Tribes. Ownership and/or control of spems, artifacts, and documents will
reside with these agencies and the Museum willestas funds are made available by the
Museum or owning agency, to curate archaeologieaérrals in line with 36 CFR Part

79 andguidelines of the repository agencies.

STATEMENT OF AUTHORITY

Items in the Museum'’s collections fall under twodw categories of ownership: those
for which the Museum holdgtle; and those that the Museum holds in trustpiaolic
agencies or Native American tribes.

The Museum’s Board of Trustees has legal, fiscad, an ethical responsibility for the
collections for which the Museum holds title and fiaal authority on decisions
regarding acquisitions, loans, deaccessions, alfettion policies and amendments. The
Board of Trustees is responsible for approving moditoring compliance with and
periodic revisions as needed to the collectionsagament policy, approving accessions
to and deaccessions from the museum’s collectiwh easuring that the daily
management and implementation of the collectionsagament policy is carried out
through delegation to MNA staff under the authoafyhe Director.

Fiduciary responsibility for collections that areldhin trust by the Museum will reside
with the owning or controlling agency. Routineidatassociated with care of these
collections and use will be completed by the Musasnfunds are made available. These
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responsibilities should be carried out through statdished agreement or Memorandum
of Understanding with the respective entity. MNAsHd actively seek the establishment
of Museum responsibilities and care through a Memdum of Understanding or
Agreement if one does not currently exist.

I.  Scope of Collections

A.  The purpose of MNA'’s collections is to document tia¢ural and cultural
history of the Colorado Plateau and its adjacezasarMNA houses a
diverse array of collections, including archaeodagji ethnographic,
geological, paleontological, and biological speaisieas well as many
fine arts and archival-and-libranyaterials. These collections are used to
further knowledge and provide a basis for researcthe Colorado
Plateau, for aesthetic appreciation, for publipldig and education, and
for other educational purposes. As core assetseansstitution, the
Museum is dedicated to ensuring the best poss#nks protection,
curation, conservation, availability for suitabt@entific and artistic
research, interpretation, and where appropriasplaly to the public.

B. The museum maintains two basic types of collections

1. Permanent Collections: Items of inherent scientgaholarly,
and/or aesthetic value, and all items which the@dus holds in
trust for Federal, State, or Tribal governmenteskhitems are
accessioned for use in research and scholarshipafgublic
exhibitions, and other areas involved in the doautai@n of the
Colorado Plateau.

2. Education Collections: Non-accessioned items usedlucational
contexts with the assumption that these itemshweillamaged or
destroyed through continuous use. No material oeterd by
MNA to be of scientific or aesthetic significancélwe placed in
Education Collections. The periodic review of iteimshe
Education Collections will be performed by the aypiate
Curator to determine if they have acquired scientif aesthetic
significance in consideration of changing knowledgd time.

a. The Museum may accept items for the Education
Collection. These items will not be accessioned and
catalogued but assigned to the Education Departsnent
teaching collection. These items will be acceptét e
understanding that they may be altered or destroyed
through use in educational programs.

b. The Education Department is responsible for manirtgi
records on items in the Education Collection and
conducting periodic inventories. All items in thedueation
collection will be kept in a secured storage area.

II.  Acquisitions
A.  The purpose of collecting is to further the sciemand educational
mission of the museum by providing well documergpdcimens
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pertaining to the natural and cultural history, anigl of the Colorado
Plateau and its adjacent areas.

B. Items should not be accepted or otherwise acqéireluseum
collections unless the following conditions are met

1.

The items are relevant to and consistent with tlssion, purposes
and activities of the Museum. Items should meé¢¢ga
established in the collections development plaeded). Criteria
will be developed collaboratively by the appropi&turator and
the Collections Department. If the curatorial positis vacant, the
Museum will seek outside consultation to facilitdte acquisition
process.

The Museum will store, protect, and preserve itanmder
conditions that ensure their availability for Musepurposes and
adhere to professional standards.

Manuscript Collection material should be of an rad nature.
Any material that is not of an original nature vii# considered for
addition to the library holdings as reference-only.

It is intended that the items shall have permanémtiye
collections as long as they retain their physiotdgrity, their
identity, and their authenticity, and as long asytremain useful
for the purposes of the Museum.

The legality of the item is established and docuertn

a. The acceptance of an item by the Museum as acquired
legally means that the museum has acted in a rebkon
and prudent manner in determining that the itemnioas
been acquired illegally.

b.  Anyone wishing to deposit specimens in the Museum’s
collections, including Museum staff members, isextpd
to have proper collecting permits in hand priocatlecting
specimens in the name of the Museum and for dejosit
Museum collections.

c. No item which has been acquired illegally, i.eviolation
of any state, federal, or international laws, &ppendix
A) or whose ownership or legality is in doubt v
accepted. The above statement does not include item
which have been repossessed from illegal sourcasypy
government or tribal agency and which have beerusted
to the Museum for safekeeping by such Agency.

d. The Museum will accept transfers of materials & th
scientific, cultural, or aesthetic values of theserials are
aligned with the mission of the Museum and thedfanis
in consultation and approved by a public or Trisgéncy.

C. All Museum accessions must be approved by the Boiafdustees upon
the recommendation of the Director and the Progtammittee.

1. ltems, once designated for a particular collecticategory,
permanent or educational, will be available fot thge unless the
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category is changed through the recommendationeof t
appropriate Curator in collaboration with the Cctiens
Department and approved by the Board of Trustees.

2. For the portion of the Museum’s collections acqgiipgior to the
delineation of these categories, the appropriat@tGuin
collaboration with the Collections Manager will detine if the
item should be in the Permanent or Education datlec

D. Items will be acquired through gift, bequest, passd exchange, transfer,
and field collecting.

E. Oral history projects undertaken through the Museamihtransferred to
the archives must be accompanied by the signedHistdry Interview
Documentation Worksheet and (the) Oral History ReteForm(s), both
of which are available through the Collections Dépant. As per the
forms, all original recordings and transcripts @arée deposited in the
MNA archives upon completion of the interview pije

F.  The Museum will not purchase any item obtaineddle. No
documented or undocumented prehistoric or fossierads, or NAGPRA
eligible materials, will be purchased.

G. Items offered to the Museum which are not consuleppropriate to the
collections may be accepted but not accessiortbeié is a clear
understanding and a signed agreement between tiog dod the Museum
that the items will disposed of for the benefitltd Museum in a manner
consistent with the Museum'’s collections managermehty (See Section
IV). Complete and accurate records of such tramsecwill be
maintained by the Collections Department.

H. Title to all items acquired by gift, purchase, @de for the collections
should be obtained free and clear, without resbncas to use or future
disposition whenever possible. As a general thie Museum does not
accept gifts accompanied by donor restrictionsamtie restriction states
that the item may not be sold by the Museum. OméyDirector can
approve a restrictiowhen recommending an item for acquisition. If items
are accepted with restrictions or limitations, heere the conditions
should be stated clearly in an instrument of coaneg, or a contract
should be made part of the accession record anddshe strictly
observed by the Museum.

I.  The Museum will not store or display items for @t individuals except
when those items are required and used in the xiootenuseum exhibits.

J. Purchase or exchange of any item over $20,000 hawst an independent
appraisal by a qualified appraiser in that paréctield. The appraiser
must be certified or accredited by the Appraisesso&iation of America,
American Society of Appraisers, or the Internatiddaciety of
Appraisers. The Museum will cover costs associafi¢hl the appraisal.

K. Items found in MNA collections for which there is documentation,
and/or abandoned items will be treated as a lohe.Museum will make
every reasonable effort to identify the item ang gelevant information
about it. If the Museum is unable to establish awhip, the Museum is
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obligated to hold the item in a designated locatiatil it can be legally
determined to be abandoned property. At this tiftbe item is within the
MNA Scope of Collections, it may be considereddocession into the
collection. If it is outside the Scope of Collects) it may be
deaccessioned.
lll.  Incoming and Outgoingoans and Temporary Custody

A. Outgoing loans will be granted for exhibit, intezpve, research or other
purposes to institutions or corporations for ite@sithat are in keeping
with the scope and mission of the Museum.

1. The Museum requires that requests for loans mustduke in
writing and submitted to the Collections Departm&wequests for
loans are initially reviewed and evaluated by tlodié€tions
Department and approved in consultation with the@griate
Curator or governmental agency. If no appropriatea®r exists,
the recommendation is made by the Collections Mandfja
consensus upon a recommendation cannot be madairéotor
will review the request and make a final recomménda
Significant loan activities are to be reportedrte Director, who
has authority to accept or reject any loans.

2. In general, the Museum will not loan original ardiimaterial
when a facsimile will suffice. Exceptions will beante for
conservation treatment, media migration, and tnépiscn
purposes. The Museum will not loan archival mateo private
individuals.

3. Loans are made only for educational purposes ter stluseums,
corporations, or similar cultural and scientifistitutions whose
mission sufficiently justifies the appropriatenessl relevancy of
the loan. Loans must be requested by an officialesentative of
the borrowing agency. As a general rule, loansatenade to
individuals and students. Loans of geological aatiral science
collections may be made to qualified private resleans, upon the
recommendation of the R&C Committee and the appraivéhe
Director or owning or controlling government ol agency.
Under no circumstance will the Fine Art or Anthrdgy
Collections be loaned to private individuals.

4. Loan requests will be evaluated with respect tdadHewing
conditions:

a. the purpose for which the item is to be used,

b. the context in which the item will be held and ered,

c. the physical and/or intellectual integrity, or tredue of the
item,

d. restrictions regarding the loan of the item indéchin the
accession records,

e. the environmental conditions of transport, storae]
display to which the item will be exposed, incluglin
temperature, humidity, light level, and air quality
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f.  the security and insurance policies and provisadribe
borrowing institution,

g. the plan and cost for moving the item, (unless rotise
specified, the borrower will pay the cost of movihg
item)

h. an AAM Standard Facility Report or a standard MNA
security and condition report.

5. The integrity of loaned items will be scrupulouplptected by the
borrowing institution. The method of packaging arathsport shall
be in keeping with the safeguarding of the itemspmcimens
under the supervision of the Collections Departnient
consultation with the appropriate Curator. The €xlbns
Department will ensure that necessary permits bir&med in
order to maintain compliance with national andriné&ional laws.
The Collections Department will also insure thgpraypriate
insurance coverage is obtained for any item beiaged.

6. No item on loan may be restored, cleaned, preseoreatherwise
altered for display or research purposes withoittevr permission
from the Collections Department in consultationhvitie
appropriate Curator or controlling or owning goveent or tribal
agency. No parts of specimens may be removedddyshor shall
any parts of specimens or duplicate specimensthmee or
disposed of by the borrower without specific pruoitten
agreement. Any molds or casts made to geologidrsees must
be approved in advance by the Museum. One casbmagtained
by the borrowing institution, while all molds mus# returned to
the MuseumAll items will be protected from vandalism and/or
theft by appropriate security measures.

7. Loans will be granted for a period up to one ye#i\an option for
renewal. Renewal of loans will be considered oeraipy-year
basis, The Collections Department is responsibienanitoring
the status of all loantong term loans are subject to review unless
the loan agreement specifies otherwise.

B. As a general rule, subloans should not be graitedubloans to other
institutions will be made by the loanee withouprvritten permission
from the Collections Department, under the recondagan of the
appropriate Curator and the approval of the Directa@overnment
agencySubloans of MNA items will not be granted unlesshsioan
rights are conferred to the borrowing institutigntbe loan agreement. No
items may be used for commercial purposes withwitatritten approval
of the Collections Department, who will make a maoceendation in
consultation with the appropriate Curator. RigHtseproduction are not
included in the loan agreement and must be obtamedliting from the
Collections Department.

C. The same conditions and care that pertain to ooggeiuseum loans will
be accorded to incoming loans.
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D. The Museum will make every effort to ensure thaté¢hs a good faith
effort to examine the provenance of borrowed itams obtain any special
permits, if required. The Collections Manager, amsultation with the
owning agency, will be responsible for ensuring tha provenances of
items are addressed.

E. Appropriate loan forms shall prescribe proceduogsrfcoming and
outgoing loans. A complete record of such transastiwill be maintained
by the Collections Department.

F. Items left in the temporary custody of the museuihbe considered an
incoming loan and treated as such.

IV. Deaccession and Disposal

A. The Museum recognizes that it is important to ressshe contents of its
collections to ensure that the collections meentission of the Museum.
In recognition of its fiduciary responsibility tiMuseum will ensure that
any deaccessioning of collection items will proceed legal and ethical
manner in keeping with professional museum starsddide Museum
acknowledges its civic responsibility associatethute care of
significant cultural, historical, and scientifieihs. In order to meet our
mandate to professionally manage these items,rdatige of
deaccessioning will be utilized in line with the MACode of Ethics, the
MNA Code of Ethics, and in line with the museum g@nafessional
community.

B. Deaccessioning is defined as the formal processmbving an
accessioned item or group of items from the mussyomaimanent
collection (Simmons, 2006). This process also &g the transfer of
items from the Museum’s permanent collection togtiecation
collection. Appropriate deaccessioning is parthef Museum’s ongoing
responsibility to serve the public trust by ensgnmeservation funds are
not depleted and critical space consumed by cdoingems not relevant
to the Museum’s mission.

C. Items in the collections to which the Museum hdite should be
retained permanently if they continue to be reléwaml useful to the
mission of the Museum and if they can be propedyesl, preserved, and
used.

1. Deaccessioning of any item may be considered wherooa

combination of these conditions are met:

the item is no longer relevant to the Museum'’s aiss
the item is outside the Museum’s scope of colledtio
the item has deteriorated beyond any perceivedibnsss
the Museum can no longer adequately care for cepve
the item
the item is deemed to be of inferior quality
the item is hazardous
duplicate items exist in the collection
the item is subject to NAGPRA repatriation
the item was acquired in violation of law

Qooo

—J5Q =~ 0
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J.  theitem was erroneously accessioned into the perma
collection or was originally thought to be auther{tror
example: exhibit props, fakes or forgery etc.)

k. an item for which the Museum does not hold title is
requested for return by the owning agency (See ¥ fhis
policy)

2. Any item of significant worth or apparent valuengang over
$20,000 or more) proposed for deaccession mustindependent
appraisals by not less than three appraisersiedrof accredited
by the Appraisers Association of America, the Armcani Society
of Appraisers, or the International Society of Agipers.
Appraisals must be full appraisals that include parables, not
simply estimates of value.

D. Before disposing of any items from the collecticthe Museum must
determine that it has clear title and is legalBefto do so. Certification of
legal status and restrictions is the responsibilftthe Head of the
Collections Department.

1. When donor or depositor restrictions relating te asdisposition
are located for items proposed for deaccessioryitreeum will
proceed in the following manner:

a. Legal restrictions will be observed strictly, urdeslief
from their terms is authorized by the original dgray
authorized representative of the donor, or thraaugburt
approved cy pres action, or court action based tip®n
doctrine of equitable deviation.

b. Items to which precatory restrictions apply neetibeo
disposed of until reasonable efforts are made nopty
with the restricting conditions. See “Definitions’ Sec.
XV.

c. If the Museum finds evidence of legal dispute regeg an
item subject to deaccession, it will table its dem to
deaccession until a final judgment regarding temihas
been made in a court of law, by court order, oouigh
resolution by arbitration.

2. If the title of the item is in question, refer tec@ion Il, part J of
this policy concerning items found in collections.

3. Duplicate records in archival collections may bgpdsed without
going through the deaccessioning process, provtdedn
accordance with the donor agreement.

E. MNA will comply with the Native American Graves Reation and
Repatriation Act and may deaccession items in dalegpatriate them in
accordance with the Act. See Section X of thisqydior further
discussion of NAGPRA.

F. Requests for the return of items owned by governmetribal agencies
that the Museum has acquired under permit or seavesrepository for,
should be submitted in writing by the authorizedrazy official and
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should list the reasons for the return. As a fdfjeracognized repository,
the Museum of Northern Arizona is duty bound tcebalty review all
such return requests, in order to fulfill our leghligations to the owning
agency. All such requests will proceed throughstieps outlined in IV.G
of this policy. (See below)

G. All proposed deaccessions must be approved by tlaedBof Trustees
upon the recommendation of the Research and GolhscCommittee, the
Director, and the Program Committee. Proposed @sammns will proceed
through the following approval steps, accompanigthke recommended
disposal method (See IV.H.) and the public stater(teee IV.H.10).

1. The steps for approval are as follows:

a. Items may be proposed for deaccession by the apatep
Curator or by the Head of the Collections Departnen
the Research and Collections Committee.

b. Review and recommendation made by the Research &
Collections Committee to the Director.

c. Ifthe Research and Collections Committee recommend
deaccession and the Director agrees, the Direatbor w
forward the recommendation to the Program Committee

d. The Program Committee will review the recommenadanmtio
and either reject it, recommend it to the Boardafproval,
or recommend it to the Board for approval with sesjgd
modifications.

2. The staff member or department who initiates a ciesgion
review will be responsible for providing all relextaand required
information to the Head of the Collections Departime/ho will
create complete and accurate records and maihmn in
perpetuity.

3. The Museum’s intent to deaccession any item withagket value
over $20,000 must be published, along with a summgrelevant
documentation, in a regular communication to MNAMers,
like MNA Notes or MNA e-notes.

4. If possible, reasonable efforts should be madetdact the item’s
original donors with a notification of the Museunment to
deaccession.

H. The Head of the Collections Department in consioitatvith the
appropriate Curator and the Director is respongini¢he ethical and
legal disposal of items which have been approveddaccession. The
method of disposal should be in the best interegteoMuseum, the
public it serves, and the scholarly or cultural counities it represents.

1. Preferred methods of disposal of non-NAGPRA reldtis
approved for deaccession include the following:

a. Donation/Transfer of item to a public museum ohares

b. Donation/Transfer of item to an appropriate nonfipro
organization or tribal group (example: grass dkira local
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theater company as a prop or maps given to a sotalol
for educational use)

c. Exchange of item with a public museum or archives

d. Disposal or destruction of item, if warranted by
circumstances.

e. Sale of item at public auction.

2. Preference will be given to placing items through gxchange, or
sale, in another tax-exempt public institution véierthey may
serve the purpose for which they were acquiredaliyitby the
Museum.

3. Ifitems have regional value and significance, aiddal efforts
will be made by the Museum to keep them in the eyppate
region.

4. The Museum will not sell prehistoric or naturaleswe items,
(with the possible exception of mineral specimensjther items
of significant scientific or aesthetic value.

5. Any item that meets the criteria for sale (seecst@int above,

IV.H.4), must be sold at public auction.

Deaccessioned items will not be sold in the Musasugift shop.

Recipients of deaccessioned material will be redifof any known

hazards associated with the deaccessioned itencfemical

treatments, radiation, etc.)

8. Any return, monetary or otherwise, that is realifredn the
deaccessioning of an item will only be used forcpasing new
permanent collection items for the collectionsmrthe
improvement of storage conditions or conservatibitems in the
Museum’s permanent collections.

9. No staff member trustee, research associate t&ﬂunr member

N

the Museum of Northern Arizona.
10. A public statement explaining the reasons for dession of any
items will be available for public review upon regt
V.  Conservation and Care of Collections
A.  The Museum of Northern Arizona is committed to iegrior its most
significant resource, the collections. The Museuithstrive to hold and
administer all collections in its care so as to hoeeexceed the standards
of the museum profession. Preventative conservaitme management
tool designed to prolong the life of museum colt@ts by minimizing or
slowing the rate of deterioration to prevent damageollection items. By
identifying inherent instability and common ageotsleterioration and
understanding the interactions that occur betweeragents and
collection items, the Museum attempts to limit dgemé&o the collections.
B. The Museum will strive to hold and administer alllections to the
highest possible professional standard and praioadjfe of the
collections. Care of archeological collections Wi in line with the
standards required by Federal regulation 36 CFR7®ar
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C. The day to day responsibilities for the care antseovation of collections
rests with the Collections Department.

1. Collections staff will stay abreast of current musepractices and
standards, and changing practices and technologgesding
collections care.

2. The Collections Department will ensure that appdosiisaster
plans and emergency procedures are in place aratagdo less
than every five years.

3. Conservation needs with respect to collections lvélimonitored
and recorded. The Collections Department is resplenfor
making recommendations for conservation treatnrent i
consultation with the appropriate Curator and ewtkeprofessional
conservators, if applicable.

4. The Collections Department will facilitate and suypse all
conservation treatments and maintain appropriaerds of these
treatments.

5. The Collections Department is responsible for ayirag
supervising, and handling shipped items and conmgjeind
maintaining complete and accurate condition reports

6. The Collections Department is responsible for tlow@ment of
items within the Museum'’s facilities, as well akitdms that enter
or exit the Museum.

7. Archival quality, acid-free supplies will be utiéd for all new
acquisitions to the collections. Inappropriate ag@ materials will
be replaced with museum quality supplies.

8. The Collections Department will monitor and record
environmental conditions in storage, exhibit gadlerand in other
areas where items are stored and displayed.

D. Collections areas will be cleaned on a regularshdsie Collections
Department is responsible for ensuring that calbestareas are clean,
orderly, and free of dust, debris, and pests. @tgpschedules are
established in Collections Department Procedures.

E. The Museum is committed to having a set of Integtd&est Management
(IPM) practices at which it will implement to thegree that funds and
personnel are made available. IPM philosophy seekfminate or
reduce deterioration caused by insects and otheeamu pests through the
least toxic methods, thus not compromising coléectntegrity or human
safety. IPM involves proper collections care, fiagilnaintenance and
upgrades, and modification of human behavior. IPiNlve accomplished
through the following activities and stipulations:

1. Periodic programs to:

a. Inspect collections and building for biologicalisity.

b.  Monitor and identify insects and other pests thiosticky,
baited or pheromone trapping.

c. Improve and monitor building envelope seals through
caulking, weather stripping, and patching.
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d. Clean collections through vacuuming and dusting
schedules.

e. Dispose of and store wastes.

2. Infestations or other pest problems will be tredigdsolation and
with non-toxic treatments such as vacuuming, fregzor
modified environments. If these treatments fail @aoh integrity
is imperiled, other methods might be employed ansultation
with a trained conservator.

3. Under no circumstances will any chemicals or inselgs that
have been determined by the EPA to hiaaenful effects on any
item (in the form of residues), collection, or $takember, be used.

4. Records of pest monitoring and treatments, as agell
housekeeping schedules and activities will be raaietl by the
Collections Department.

5. Restricted and permitted areas will be designateddtivities that
could introduce pests into collections. Potent@iaerns are:

a. Eating, drinking and food storage.

b. Live plants and cut or dried flowers.

c. Location of wet and dry trash.

d. Holding areas for new acquisitions.

e. Items brought into the Museum by visitors for
identification which may contain or be infestedtwit
insects.

VI.  Security and Risk Management
A. The Museum will strive to maintain a secure envinent for every item
in its collection. The Collections Department wilbrk with other
departments to ensure that items are protectedriadaral disasters,
vandalism, theft, human error, mechanical or opamat failure, and
deterioration. Collections will be secured throulgé following measures
and monitored by the Collections Department:

1. All entrances and exits to spaces that contairectdins will be
securely locked with deadbolts and alarmed.

2. Access to keys will be restricted to only those wkeed them for
day to day access.

3.  Key control will be implemented through a key pglimonitored
by the Collections Department.

4. Visitors to collection areas, or those persons dimot access
collections as part of their day-to-day responsgied, must wear
visible collectiondadges at all times and must sign in and out of
an access log. The staff member who allows visitoess is
responsible for ensuring that access logs are aisgphnd badges
are distributed and properly displayed.

5. The Museum will use and maintain high quality filetection, and
where appropriate, fire suppression systems.
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6. Environmental monitoring equipment, including temgtare and
humidity monitors, will be used to detect any uraldluctuations
in temperature or water leakages.

7. A security plan for collections will be implementexntinually
evaluated, and revised no less than every fivesyear

8. The Collections Department is responsible for drgft
implementing, and reviewing a disaster preparedpless

The Museum will provide security for some itemsténcollection through
the purchase of insurance. The Museum carries timtitton T. Block
Fine Arts Insurance Policy. Collections on loamtoer institutions must
be insured by the borrowing institution. The Cdilees Department is
responsible for documenting a written certificaténgurance for any
loaned items. In the rare case that natural scispeeimens are loaned to
private researchers, or in the case that a vals@biaor cannot be
assigned for an item (for insurance purposies)Museum will require a
certificate of insurance, bond, or other appropriaeans of ensuring that
the Museum will be compensated for harm to or tddbose items.

VIl.  Records and Inventory

A.

B.

Institutional archives are subject to a retentiod disposition schedule as
outlined in the Museum’s Document Destruction amdeRtion Policy.
Records and their management, both on an institaitscale, down to
very detailed recording elements, are a significamponent of collection
care. Computerization of collection records witipapriate backup
archiving, accession files, timely and accurataloguing of items,
treatment records, history of use, results of resgeanovement and
location changes, and many other levels of docuatient all play a role
in the significance of the item and must be docuetand centrally filed.
It is the policy of the Museum to maintain accurateely, secure, and
complete records.

1. The Collections Department is responsible for tleemagement and
maintenance of all collections records.

2. While in the care of the Museum, all activities al&tisions
regarding the item, whether the item is part offieemanent or
education collections, or on loan, will be fullatked and
documented.

3. Every effort will be made to collect as much docuataéon on
each item including: full identification, the stataf any
intellectualproperty rights or copyright, the person(s) respguas
for its collection or donation, the circumstanceser which it was
acquired, and any ambiguities or questions that eiout the item
or its collection.

4. For those items that come about as part of cuedtand research
activities, Curators and researchers will be resitda for
providing all documentary information to the Cotieas
Department, which is responsible for maintaininigy iperpetuity.
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VIII.

8.

Duplicate records should be maintained and diggedrds should
bebacked up on a daily (standard work day) basiss& hecords
should be stored in secure storage facilities batand off site.

A legal instrument of conveyance or contract, sgtforth an
adequate description of the items involved andotieeise
conditions of transfer, should accompany all adoessand should
be kept on file at the Museum. This document shbeldigned by
the seller, lender, or donor, or their legal repreative, and by an
authorized Museum representative.

Items left, either temporarily or permanently, e Museum will
be recorded as an incoming loan, which will be usedentify the
item(s) and associated documentation. Non-accessibems will
receive an educational collections catalog numbanancoming
loan number for tracking purposes. A complete réadrsuch
transactions will be maintained.

Records systems will identify items by a unique Blus number.

A current, reconciled inventory of collections lietprimary tool for
maintaining accountability and providing accessdlbections. Regular,
periodic comparison between inventory records aedhysical
collections is necessary for prudent collectionsaggement.

1.

Upon completion of a comprehensive inventory du@ifg6-2007,
a regular program of inventory will be implementsdthe
Collections Department. The recommended inveniargline is
as follows:

1. Spot-check inventories will be performed annually.

2. Major sectional inventories will be performed evéwe

years.
3. Wall-to-wall inventory cycles will be completed ey&0
years.

Inventory results will be reconciled with previogsords by the
Collections Department. The Collections Managel wilestigate
any inconsistencies in these records and reporitamg deemed
to be significantly altered or missing to the Diggc
All items accessioned into the Museum’s permaneliction,
items on loan, and items in reposited collectiaessaibject to
inventory by the Collections Department. The Cditats
Department will consult with the appropriate agetewgstablish a
schedule, method, and time to conduct inventoriesposited
collections.
Changes and deletions to inventory records mudbbamented
with the name of the person making the change amdigdication
of the appropriate authorization to make the change
Movement, removal, or modification of the physiladation of
items in collections storage must be fully docuredrdand
coordinated with the Collections Department.

Access and Use
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A. The Museum has a responsibility to pass on to éuge@nerations
collections that are intact and in near pristineraginal condition.
Unrestricted public access would result in rapid mreparable damage to
items and documentation. To maintain the publistircollection access
must be limited to educational and research itesharel activities.

B. Access will depend upon available space, facilitsésff, donor
restrictions and item stability. The Collectionsidger, in consultation
with the Curators;NAGPRA-Speecialisind owning and controlling
government and tribal agencies, as appropriatesigonsible for allowing
and monitoring access to the physical collectighwaell as collection-
related information and documentation. The MNA ediions shall be
accessible by appointment for legitimate reseanchstudy by responsible
investigatorsand the general public as delineated in this ppSaopject to
established or speciptocedures necessary to safeguard the items,
physical restrictions related to space and faeditand the availability of
appropriate staff.

1. Collections access by the general public is welablne
appointment, and can be accomplished in the forgraip or
private collection tours as well as during MNA spored events.
Access fees may be charged. (See Collections Rucedthnual)

2. Access to anthropological collections by Native Aiten Tribal
members will be made upon request and will be stibgethe
same restrictions as research access. Sensitieetamhs,
including sacred and ceremonial materials, are aotessible with
Tribal or owning agency permission.

C. Access at a requested time is subject to avaitatwfiCollections
Department personnel or the appropriate Curatanolnase shall
administrative or other staff allow access to atitns in the absence of
Collections Department personnel or Curators.

1. All persons entering and exiting collections ster&arilities must
sign in and out of an access log. The Collectioapddtment is
responsible for maintaining access logs.

D. Access to site files is restricted to qualifiediunduals with legitimate
research interests because improper use of sumtmiafion may result in
irretrievable damage to valuable resources. Pgliarel procedures for
accessing files containing locational information paleontological,
geological, biological, and archaeological sites @utlined here.

1. Access to Archaeological Site Records is governeBdueral and
State legislation regarding archaeological sitations. (See
Appendix B) Access to Natural Science Site Recwd®verned
by the regulations of various state, federal, aibdtagencies.

2. To comply with the referenced legislation, MNA e&juired to
screen all users regarding their reasons for aicgesscords
information and to deny access under the refereleggslation if it
is to be determined that release of information ceyse damage
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to the archaeological, paleontological, geologardbiological
record.

3. The Collections Manager and the appropriate Cusatdlt only
grant access to approved individuals requestirgfiééts. The
policy and guidelines for establishing approvassfollows:

Individuals seeking approval for site file accesi$ have
one or a combination of the following qualificatgror
archaeological site files: a professional archagistavith
at least a Master’s degree in anthropology oredlield,
or equivalent experience; an archaeologist whoshABM
or ARPA permit or is qualified to hold one; or fede
agency archaeologists meeting Office of Personnel
Management requirements for GS 193 Series archgisblo
Qualified archaeologists may request that an enegay
student advisee be given access to site recottigiin
stead. Students or others who do not meet qudidita
will not have site files access without approvahfra
gualified archaeologist supervisor. For naturatisce site
files: a professional in a natural sciences fieith\at least
a Master’s degree in a relevant field, or equivialen
experience. Students and others who do not mest thi
qualification will not have site file access with@pproval
from a qualified supervisor.

a. All applications for site files access must inclade
statement of qualifications and demonstration @fdhe
Applications will be submitted to the Collections
Department and initially screened by the Colledion
Manager or designee, in order to ensure that thecapt
meets the base qualifications as outlined abowkftzan
request conforms to all legal requirements. In @oldi the
Collections Manager or designee, will approve orydine
applicant based on potential effects on the cadlastor on
collections management. The Collections Departmht
forward the application to the appropriate Curatbo will
review the application for the scientific qualificans of the
applicant, the legitimacy of the proposed reseaanhl,any
other issues relating to the scientific valueshefitesources
involved. The Curator will review the applicationcamake
a final decision to approve or deny the applickot.an
applicant to gain access to site files, both thiéeCtions
Manager and Curator must concur in approval. If the
application is denied and the applicant appealsi#ogsion,
the Collections Manager and/or Curator will provide
written policy justification to the Director andeh
applicant. The Collections Manager and Curator({8) w
approve or deny the application within a reasonabteunt
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of time, preferably in one or two days. In the atzgeof a
Curator, the Director or an approved designee regigw
access applications and grant access.
b. The Collections Department will maintain a list of
individuals who have been approved for access pusty.
These individuals will be granted automatic acesgsss
the Curator(s) or Collections Department has flagbeir
record as problematic. The Collections Departmetht w
archive all request forms when returned by the ©ufs).
4.  All visitors to site files must:

a. Make an appointment
b. Meet qualifications outlined above
c. Fill out a site files access request form

d. Sign an archaeological records use agreemant (f
archaeological  site files)

e. Signin and sign our each time they use thdikete
f.  Wear a visitor badge

5. Individuals approved by the appropriate resourceagar or
equivalent for a government agency or tribe forchlthe Museum
holds items and records will be granted automapreval to
access records owned by the agency with whichdhewffiliated.

6. Requests for access to site files not owned bywtiigeum will be
processed in line with any existing agreement (M®IQA) the
Museum holds with a state, federal, or tribal agefitie request
must conform to the protocols of the owning or colting agency.
It is the responsibility of the Collections Depaetnt to ensure that
the established guidelines and protocols of eaeh@gare
followed.

7.  Site files owned by the Museum are not subjechéoRreedom of
Information Act. Files owned by government agenaiessubject
to this act, except if they contain site locatinformation and in
specific circumstances. FOIA claims must be madéeo
appropriate agency who may grant access to treetfiley own.

8. Rules for accessing archaeological electronicrsiterds are
governed by the AZSITE Consortium, which also iettraccess
to qualified professionals with demonstrated n&esgk the
AZSITE Policy for specific information.

E. MNA collections are to be used for research andyshy qualified
researchers, Native American Tribal members, ahdrstwith legitimate
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historical or cultural interests in the collectipasd for education through
museum exhibition. Requests for use of collectgimsuld be submitted to
the Collections Department, where they will be esxed by the
Collections Manager in consultation with the appiate Curator or
controlling government agency or tribe if that ageaor tribe so requires.

F. Access to items may be declined if a particulanite of a very fragile
nature, the handling of which may further add sadiéterioration.

G. Requests for access and use of items covered byPR®Gnay be subject
to consultation with the owning or controlling gonment agency or
appropriate tribe.

H.  The restriction of unpublished archival material ¢altural purposes will
be done in consultation with specific tribal officend agencies. If
applicable, any signed MOU between the Museum anidewill be
respected. Consultations will occur as previougssions of material - as
well as new accessions - are deemed to be of aralljt sensitive nature.
Records of these consultations will be maintaimethe relevant accession
file for the archival material. The Archivist wiplrovide contact
information to researchers for the tribal offica&lfr agency when a
research request is made to view or use matetietrdeed to be of a
culturally sensitive nature. Access will be grantgadn receipt of formal
written permission from the necessary tribal offigeency. The written
archival finding aid for a collection containingstacted items will contain
a statement detailing the nature of the restriction

I.  Destructive Analysis often yields information tthenefits the research
collection as well as the scientific discipline.dRests for destructive
analysis must be submitted to the Collections Diepamt in advance, in
writing, and must be supported with documentateyarding research
plan, collection material under consideration, scdigtion of the analysis
to be performed, and the significance of the reteakny undestroyed
samples will be returned to the Museum as will esgf the data resulting
from the analysis. The latter will be incorporaietb the permanent
item/specimen record. The Collections Departmeifttdigtribute requests
to the appropriate Curator and if applicable, owron controlling
government agency or tribal agency, who will revirequests and
submit a recommendation to the R&C Committee. Dietire analysis
requests will be brought before the R&C Committee must be
approved by the Committee for all Museum-ownedemibns. An effort
will be made to respond to these requests withenroonth. Destructive
analysis decisions for collections owned by a gonental or tribal
agency will be made by those agencies.

J. In all circumstances, any person granted accessliections will be
provided guidelines and procedures for safe hagdimd security of
items.

IX.  Reproduction and Copyright

A. The MNA reserves the right to copyright, trademankpatent materials

produced by staff or contracted employees whileyaay out regular and
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project specific employment-related duties, unkegsior agreement has
been made.

B. MNA staff and research associates should acknowléulat research and
related work performed while employed by the Musearran a grant
funded through the museum is the property of MN#less other
arrangements are made in advance with an indivaluigistitution.
“Employment” means accepting payment from the Muséar services
performed as a regular, project specific, or MNArgrfunded employee.

C. ltisthe policy of the Museum to comply with th@7b Federal Copyright
Act and subsequent legislation.

D. The Museum will determine the copyright statusteiis in its collection
when requests are made for use in published miat&@umentation of
legitimate copyright holders will be maintainedtire relevant accession
file. If the copyright or license is held by anatlparty, it is the
responsibility of those requesting use of the niateto seek permission
for such use. If the material is subject to useéeu the Fair Use Doctrine
the requestor will credit the copyright holder @hd Museum in the
publication.

E. Prior to undertaking online digitization projecghftographs, items), the
Museum of Northern Arizona will ensure that issaéswnership and
copyright have been pursued.

F. In support of its mission as an educational ins8tity the Museum will
abide by 17 U.S.C., Section 107, which statesdbpyrighted material
may be used or reproduced under special circumessathat constitute fair
use. The Museum recognizes that determining farnmsolves the
weighing of interests. The interests relevant todae are:

1. The purpose and character of these, including veetinch use is
of a commercial nature or is for nonprofit educadilopurposes;

2. The nature of the copyrighted work;

3.  The amount and substantiality of the portion usectlation to the
copyrighted work as a whole; and

4. The effect of the use upon the potential markebforalue of the
copyrighted work.

G. Requests for use of copyrighted material will besidered on a case-by-
case basis and evaluated and approved or denige I§ollections
Department.

H. Photography or any other form of reproduction oftam in the
Museum'’s collection must be performed under thelgjines and/or
approval of the appropriate Curator, Collectionp&rément, and if
applicable, the owning or controlling governmentrdyal agency. The
Museum will hold the copyright on reproductionsaofitem in its
collection unless that copyright is otherwise heldpther arrangements
have been made and approved by the Director.

I.  The Museum of Northern Arizona must be creditedlferuse of any
photographs, illustrations, and art work in the Blus’s collections, as
well as depictions of items in MNA collections. Allustrations and items,
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including those in MNA publications, will be idefitid with MNA catalog
numbers. MNA catalog numbers will be cited in altdments, reports,
and publications. For publication purposes, the &dns of Northern
Arizona acronym is “MNA”. This acronym shall beetit preceding the
catalog number for all documents from MNA colleatitems.

J. Atleast three copies of any published documeritdbatains copyrighted
materials from MNA should be sent to the Museung, each for the
Museum Library, the collections department, andrésearch department.
In the case of a paper presentation, the date land pf presentation
should be submitted with three copies of an abistnacopy of the paper.

K.  Royalties for Museum photographs or compensatay fer staff time
will be charged in line with the existing photo fealicy.

X.  Native American Graves Protection and Repatriafio) Endangered Species
Act, and other laws

A. ltis the policy of the Museum of Northern Arizottacomply with all
state, federal and international laws. The legglirements of the Native
American Graves Protection and Repatriation Act G¥¥RA), Arizona
Revised Statute 41-865, and the Endangered Sp&ci€ESA) are of
particular relevance to some of the items in thesdlum’s collections. In
carrying out the legal requirements stipulatedrigse laws, the Museum
will work collaboratively with Native communitiesid government
organizations to provide the highest standard o# ead ensure the most
appropriate use of these collections. The Museulirstrive to balance its
mission of public education and research with progatment and
respect for sensitive materials.

B. MNA will comply with NAGPRA, a federal law. NAGPRAequires that
museums, under certain circumstances, repatridieci@ descendents,
federally recognized Indian tribes and Native Haavaorganizations,
cultural items defined as Native American humanaies associated
funerary items, unassociated funerary items, itehsiltural patrimony,
and sacred items. See Appendix C for Tribal Coatol and
Repatriation of Culturally Sensitive and Sacred évfials policies and
procedures.

1. The Museum will work with tribes and the NationeAGPRA
office to better assess which items in the Musewolkection may
be contaminated with pesticide residues. The Mussilinmot
knowingly repatriate contaminated items withoutttising to the
tribe information about their contamination.

C.  MNA will comply with the Arizona Revised Statuté-865 Disturbing
human remains or funerary items; rules; violatidassification;
definitions. This state law provides protection fimman remains on
private lands in Arizona. This law states that hagnan remains found on
private land will not be intentionally disturbedilMbe treated in a
respectful manner, and be reported to the Diregfttiie Arizona State
Museum (ASM).
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XL XL

1. Iltis the policy of the Museum to decline any ofééthuman
remains from private individuals and refer thosdividuals to
contact the Director of ASM.

2. If the Museum becomes an involuntary recipientuhhin
remains, the Collections Department will contactvVA&nd process
the materials as a loan.

3. Any discoveries of undocumented human remains faund
collections will be handled on a case-by-case basis

Access, handling, and photography of sensitiveispats (endangered
species, threatened species, tribal, endemic, @euas status specimens)
will be done in accordance with applicable staibat and federal laws.
Public Disclosure
The Collections Management Policy will be availaioi¢he public on the
Museum’s website. In an effort to provide accestsedtucational
resources to the public, the Museum will work todgamaking
information about collections, including photograg@nd written
documentation, available on the website.
The Museum may disclose through the Director saofdrination about
the collections that is deemed beneficial for BdthA and the public,
including: the number and type of items in collent, and other general
and educational information about collections. Damames, if the donor
has requested anonymity, the value of the piec®,gmience information
on archaeological and natural science collectiass(ate, federal, and
tribal laws apply), and detailed information ontatélly restricted
collections will not be disclosed to the public.

XIl.  Ethical Situations/ Staff Ethics and Responsileiiti

A.

B.

C.

All MNA trustees, staff, researchers, and volurdeeill abide by the
MNA Code of Ethics (see Appendix D) and the AAM @axf Ethics.

The Museum will only collect items in compliancethvall federal, state,
and international laws.

The Museum will act in an ethical and appropriasnmer when acquiring
items through field collecting, purchase, exchamngerade.

Museum staff members may not be involved in apprgisr in the
dealing of items outlined in the Scope of CollegtioThis policy is
extended to items accessioned in the Museum’satmteas well as items
outside of the Museum’s collection.

Staff members may not take action to build a peakoollection of some
significance in competition with the Museum’s cotiens. Staff members
should disclose any significant collecting actestior personal collections
to the Director. The Director should disclose ahthese activities to the
Executive Committee of the Board of Trustees. Stalfiections are
allowed if they are deemed to e minimusor of little scientific or
artistic significance.

XIll.  Allocation of Staff Responsibilities

A.

Successful collections management involves the e@adipn of
Collections Department personnel, Curators, Rebeascand outside

MNA Collections Management Policy 21
Adopted August 5, 2006; Rev. August 2, 2012



consultants. The Museum recognizes that no ongithdil possesses all
the knowledge to best protect and maintain cobbestin perpetuity, and
therefore sees the management of the Museum’sctiolhs as a
collaborative effort where all opinions and coneeaine considered when
implementing policies.

1. Collections Department: The day to day physica¢ adrthe MNA
collections is the primary responsibility of the MNCollections
Department. The Collections Department is respde s
ensuring that the collections are properly accessiand
catalogued, maintained and conserved accordingrtert
museum standards, and is responsible for maintaptiysical
control of the collections and information abouwithocation. The
Collections Department takes the lead implemerttiegMuseum’s
collections preservation plans and for securingigréor
improvements in collections care.

2. Curators: Curators are responsible for the “intdllal care” of the
collections, that is, they are responsible for ust@ading and
building the significance of the collection througgsearch and
public programs. In addition, they add to the aziltens through
research projects.

3. Shared Responsibilities: While the division of r@sgibilities
outlined above is based on respective areas oftssgand
training, it is recognized by MNA that this divisi@f labor is not
absolute and that there are overlapping areaspargse and
experience with respect to collections care. Fangle, some
Curators may have specific, specialized experiamceknowledge
about the best methods for preparing and storiegisgens in their
area of specialization. Therefore, there is an etgtien that the
relationship between the Curators and the Collastdepartment
will be based on collaboration and consultatioms Expected that
the Curators and the Collections Department wilktan a regular
basis to discuss collections management issuesararns. If, in
the event that a collections management issue bettie
Collections Department and a Curator cannot bdvedpit will
be the responsibility of the Museum Director to makresolution
based on examination of the relevant facts, coasoit with the
parties involved and, if necessary, on outside peesultation.

4. Research and Collections Committee: The Researth an
Collections Committee (R&C Committee) is a staffronittee
consisting of the Collections Manager, key Collees Department
staff members, Curators, and other appropriaté stafmbers as
selected by the Museum Director. The Committee lvélchaired
by the Museum Director or the Director’s designgee R&C
Committee will meet regularly, at least quartetbydiscuss
collections and research issues, collections manage
procedures, proposed acquisitions and deaccessiot®ther
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matters of interest and concern. The purpose ofdhamittee is to
facilitate communication among the Research anteCadns
Department staffs and to advise the Museum Diremaesearch
and collections issues and on proposed acquisiéinds
deaccessions. The R&C Committee is also responfsible
implementing the Museum'’s Research Policy, as ajgatby the
Board, and reviewing on-going and proposed reseascher
MNA Research Guidelines, to ensure research foliogtitutional
goals and plans.
XIV.  Monitoring and Revising Collections Management &oli
A. The Program Committee of the Board of Trusteesspansible for the

periodic review and revision of the Collections Mgament Policy, which

should take place every five years, or as circuntgts dictate.

XV.  Definitions (Source: Simmons, John. 2006ings Great and Small: Collections
Management Policiegsmerican Association of Museums, Washington, D.C.),
(Source:
http://lwww.slais.ubc.ca/RESOURCES/students/ArchiVarminology.pdf)
(Source: Shepherd, Elizabeth and Geoffrey Yeo. 28@Baging Records: a
Handbook of Principles and PracticEacet Publishing, London), (Source:
Wythe, Deborah, ed. 200Museum Archives: An Introductio8ociety of
American Archivists, Museum Archives Section, Clgcgall), (Source: Pearce-
Moses, Richard. 200% Glossary of Archival and Records Terminolo§gciety
of American Archivists, Chicago, IL).

Abandoned Property — Property left by a former awmleo relinquishes ownership by not claiming the
property within a reasonable length of time.

Access — The right, opportunity, or means of fimglinsing, or approaching collections or information

Accession (n) — A set of one or more artifactspitepecimens, etc., received from the same sotitbe a
same time; an acquisition that a museum has takeership of and holds in the public trust. (v) The
process of taking legal ownership of an item oro$éiems to hold in the public trust; the process
assigning a unique place in the list of contenta obllection to the components of an accession.

Accessioning - The formal process used to acegpatllly and to record a specimen or item as paat of
collection; the act of accepting items into theegaty of materials that a museum holds in the puhlist;
the creation of an immediate, brief, and permaneedrd utilizing a control number for an item oogps
of items added to the collection from the same @@at the same time, and for which the museum has
custody, right or title. +

Accrual — Materials added to an existing (archiealllection; an accretion

Acquisition (n) — Something acquired by a museunt (ot necessarily involving the transfer of
ownership); (v) — The process of obtaining custahysical transfer) of an item or collection.

Appraisal — A judgment of what something is wodh;expert or official valuation, as for taxatiohet
process of determining the monetary value of soimgthin archives, itis 1.The process of identityi
materials offered to an archives that have sufiiici@lue to be accessioned; 2. The process ofrditierg
the length of time records should be retained, dasdegal requirements and on their current aridrpial
usefulness.
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Archival quality — Materials manufactured from iheraterials specifically designed to extend the &f
artifacts and records by protecting them from agefileterioration.

Archives — 1. Materials created or received by @@ family, or organization, public or private,the
conduct of their affairs and preserved becausbeoehduring value contained in the information they
contain or as evidence of the functions and respibities of their creator, especially those maaési
maintained using the principles of provenance,ioaigorder, and collective control; permanent relsor
2. The division within an organization responsitdemaintaining the organization's records of eimyr
value. — 3. An organization that collects the rdsasf individuals, families, or other organizatipas
collecting archives.

Artifact — Something made by or modified by a hurbaing.

Bequest — Transfer of property to an institutiodemthe terms of a deceased person’s will; theogift
personal property under the terms of a will. Betgiegay be conditional upon the happening or non-
happening of an event (such as marriage), or theutary in which the gift is contingent upon a fetu
event. Bequests can be of specific assets or agktidue (what is left after specific gifts havebenade).

Catalog — (n) the list of the content of a collewti(v) to organize the information about accessibn
collection elements into categories; creation té@rd of information specific to an item, assemblylot,
cross-referencing other records and files.

Catalog number — a number assigned to an indiviclhiidction element during the cataloguing process.
Catalog record — a paper or electronic record ededtiring the cataloguing process.

Cataloguing — The process of organizing the infdimmaabout an accession by creating records ofiipec
information; the creation of a full record, in colefe descriptive detail, of all information aboutigem,
assembly, or lot, cross-referenced to other recandsfiles, and often containing a photograph,cket
film, sound, or other electronic data.

Certificate of Insurance — A document, signed legyitisurance company or its agent, that is written
evidence of insurance in force at the time of issea

Collection — An organized accumulation of itemspecimens that have intrinsic value; a group of
specimens or items with like characteristics oommon base of association (e.g., geographic, donor,
cultural); items or specimens that the museum hioldisist for the public.

Collection Development Plan — A plan defining tlomtent of the collections that guides the stafiin
coordinated and uniform direction to refine andangbthe collections in a way that gives the museum
intellectual control over collections.

Collections Management — The activities that refathe administration of collections, includingphing,
development, care, conservation, and documentatarmg for collections and make them available for
use.

Collections Management Policy — A written documeipproved by the institution’s governing authority,
that specifies how collections will be acquiredcessioned, documented, stored, used, cared for, and
disposed of.

Collections stewardship — The careful, sound, a&sg@ansible management of collections that are stetiu
to the museum’s car, including legal, social, attiical obligations to provide proper physical sgga
management, conservation, and care for the callestaind associated documentation.
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Commercial use — Use of a component of a colledatinits associated documentation for sale, resale,
purchase, trade, barter, or actual or intendedtearor gain or profit.

Condition report — An accurate, informative destivipreport of an item’s or a document’s state of
preservation at a moment in time.

Conservation — Maximizing the endurance and minimgizhe deterioration of an item or specimen
through time, with as little change to it as pokssib

Contract — An agreement between two or more padittegscan be enforced in court. Sometimes this term
used to refer to the written document on whichabeement of the parties is recorded.

Copyright — (1)Legal recognition of special intelieal property rights, distinct from the right of
possession, that a creator may have for a workyi@giy exists for original works in a tangible madind
covers the rights to reproduce, adapt, distribpgeform, or display the work. (2) The exclusivehtigf the
author or creator of a literary or artistic proged print, copy, sell, license, distribute, traorsh to another
medium, translate, record or perform or otherwise (or not use) and to give it to another by will.

Copyright law — The body of law that governs thpleiation of literary, musical, artistic, and ridd
works. In the United States, this is containeditteTL7 of the U.S. Code, in combination with the
regulations of the Copyright Office and the cases have interpreted Title 17 and those regulations

Cultural affiliation — A relationship of shared gqmidentity which can be reasonably traced hisatisicor
prehistorically between a present day Indian tdbdlative Hawaiian organization and an identifiable
earlier group (NAGPRA, 25 U.S.C. 3001.2(3)); asatien of an item with the culture that produced or
used it.

Culturally sensitive item — a collection elemerdtthequires special handling or use restrictiorestduits
importance to a particular culture.

Curation - The process of managing and preserviogjlection according to professional museum
standards and archival practices (36 CFR 79.4(b)).

Curation agreement — A contract between two padtailing the curation of a collection, including
details on the state of the collection when givethe repository, work to be done at the reposjtory
responsibilities to the collection for both partiessts, ownership, and access and use of thectiolie

Cy pres -The doctrine in the law of charities whereby whiglpeicomes impossible, impracticable, or
illegal to carry out the particular purpose of ttmor, a scheme will be framed by a court to catrythe
general intention of applying the gift to charilplurposes that are closely related or similah¢oariginal
purposes.

de minimis-So small or minimal in difference that it does nwtter or the law does not take it into
consideration.

Deaccessioning — The formal process of removingcaessioned item or group of items from a donor to
an institution and describes the conditions ofdifie

Deed of gift — A contract that transfers ownerdffign item from a donor to an institution and dises
the conditions of the gift.

Destructive sampling — Any type of analysis thattdeys or alters a sample during the process.
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Disposal — The process of physically removing ecdessioned item, or item(s) subject to dispositisn
outlined in the Document Destruction and RetenRolicy, from the museum’s custody.

Exchange — To trade or barter property, goods aseéfwices for other property, goods, and/or sesjic
unlike a sale or employment in which money is gardhe property, goods or services.

Ethics — A set of principles or values to govera tonduct of individuals.

Facility Report — A report prepared by an instiatthat outlines its facilities, environmental cofg and
monitoring, and collections management procedures.

Fair Use — Use by reproduction of a copyrightedkafor criticism, comment, news reporting, teaching
(including multiple copies for classroom use), dalghip, or research.

Fiduciary — Relating to or involving a trust; of lating to holding something in trust for the peib

Finding aid — 1. A tool that facilitates discoverfyinformation within a collection of (archival)cerds. —
2. A description of records that gives the repagifthysical and intellectual control over the mitisrand
that assists users to gain access to and undetsianaaterials.

Funerary items — Items that, as a part of the dét@tlor ceremony of a culture, are reasonablyelveli to
have been placed intentionally with or near indilidhuman remains at the time of death or later.

Gift — The voluntary transfer of ownership of pragecompletely free of restrictions.

Governing Authority — The executive body to whible director reports and is responsible, chargeld wit
the legal and fiduciary responsibility for the muse(e.g., board, trustees, regents, commission).

In perpetuity — Continuing forever; used in referemo the curation of material remains and documbent
a repository for the entire length of an item’s lif

Incoming loan — Items, lots, specimens, or archiraterials to which the museum does not have &gl
but for which it is legally responsible while thase in its possession and used in a museum-spahsore
activities.

IPM — Integrated Pest Management — The coordinagedf biological and environmental information
with selected control measures to reduce or eliteipast damage; a holistic approach to pest marexgem
decision making, taking advantage of all approprf@st management options, including chemicals.

Institutional archives — Archival documents relgtio the substantive functions of an agency or
organization.

Intellectual property — Unique products of humateliigence that have real or potential commercédlig
(e.g., designs, inventions, literary works, unigaenes, and industrial processes).

Intellectual property rights — Non-physical (intéolg) rights to an item or record that exists inelegently
from ownership of the physical item; intellectuabperty rights include copyright, images, and right
use.

International law — Treaties between countries;tifatibral agreements; some commissions covering
particular subjects, such as whaling or copyrigbteredures and precedents of the Internationait@bu
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Justice (“World Court”), which only has jurisdictiavhen countries agree to appear; the United Ngtion
Charter; and custom. However, there is no speldity of law that governs the interaction of allioas.

Inventory — (n) An itemized listing of items, oftércluding current location, for which the museuash
responsibility; (v) The process of physically ldngtitems through an inventory.

Item- A statement or maxim; a saying with a patticbearing; a unit included in an enumerationwns
total; A thing that can be distinguished from augr@nd that is complete in itself., especially when
included in a list or collection

Loan — A bailment; a temporary transfer of a cditatitem from a lender to a borrower; a loan doets
involve change in ownership.

Loan agreement — A contract between a lender dwdrawer of an item, specifying the item and ourign
the conditions of the loan and the respective nesipdities of each party.

Loan fee — A fee charged to a borrowing institutigra lending institution for a loan. It is usuadlycharge
in addition to the actual costs (conservation, pagkshipping, etc.) of handling a loan.

Location file — An instrument used to find a compohof a collection in the collection storage array

Manuscript collection — A collection of personalfamily papers. Note: Although manuscript liteyall
means handwritten, 'manuscript collection' is ofiead to include collections of mixed media in vihic
unpublished materials predominate. They may alslidte typescripts, photographs, diaries, scraphooks
news clippings, and printed works.

Material — Relating to, consisting of, or derivedrh matter.

Mission — Statement approved by the museum’s gavgruthority that defines the purpose of the
museum.

MOA — Memorandum of Agreement; a written documéat details the responsibilities of all partiegin
plan or procedure.

MOU — Memorandum of Understanding; a written docontkat details the responsibilities of all parties
a plan or procedure.

Museum — An organized, permanent, nonprofit orgation, essentially educational and often aesthietic
purpose, with a professional staff, that owns @susngible items, interprets them, care for theamd,
exhibits them to the public.

NAGPRA — Native American Graves Protection and Régtéon Act; An act instigated in 1990 to protect
human remains, funerary articles, and sacred ithatscan be affiliated with a Native American tri25
U.S.C. 3001.2(3)).

Item — Something placed before the eyes; somettapgble of being seen, touched, or otherwise seased
material thing.

Item found in the collections — An item in the eaflions that lacks any useful documentation a®toih
was acquired.
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Item in custody — Any item that the museum is resjide for or is liable for, including both itentsat the
museum owns and those left in temporarily in it®ca

Item in temporary custody — An item left temponaiii the museum for other than loan purposes (fag.,
attribution, identification, examination for podslgift, or purchase).

Off-site storage — Collections storage at a sit¢ ihseparated from the museum.
Old loan or unclaimed loan — An expired loan oml@é unlimited duration left unclaimed by the lende
Orphaned collection — a collection that has losatarial support or whose owner has abandoned it.

Original — In law, the first copy or archetype; tfimm which another instrument is transcribed,iedpor
initiated.

Outgoing loan — An item loaned by a museum to agrathstitution. It is an outgoing loan from the
perspective of the lending institution; such a leanld be an incoming loan to the borrowing ingidn.

Permanent loan — An oxymoron used in referencdaarawith no specific ending date.

Policy — A guideline that regulates organizaticaetion. Policies control the conduct of people tnc
the activities of the systems.

Preventative conservation — Actions taken to detedid, block, and mitigate agents of deteriorativat
affect museum collections.

Precatory restriction — Restriction on a gift tisathe expressed wish of the donor.
Procedure — Specific instructions for enacting eawying out a policy.

Provenance — For works of art and historical itetims,background and history of ownership. The more
common term for anthropological collections is “geaience,” which defines an item in terms of the
specific geographic location of origin. In scieiti€ollections, the term “locality,” meaning spécif
geographic point of origin, is more acceptableatdchives, 1. The origin or source of something. — 2
Information regarding the origins, custody, and evship of an item or collection.

Public domain — In copyright law, the right of angoto use literature, music, or other previously
copyrighted materials after the copyright period bBapired.

Public trust — A relationship in which the museuobds property that is administered for the berdfihe
public.

Publication — In U.S. Copyright Law, the distrilortiof copies of a work to the public by sale oresth
transfer of ownership (including gifts and donasipror by rental, lease, or lending. The offeriog t
distribute copies can constitute publication, bpualic performance or display of a work normalbed
not.

Record Group — The whole of the documents thatyemeganization or physical or juridical person
accumulates by reason of its independent functi@ctvity.

Records — All information fixed in a tangible (taat, electronic, audiovisual, or visual) form thats
created by an organization as part of its dailyiress.
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Records Management — The systematic and admimgtrantrol of records throughout their life cytte
ensure efficiency and economy in their creatioe, bandling, control, maintenance, and disposition.

Registration — The process of assigning the comuptsr@ an accession to a unique place in a senti@ro
list of the content of a collection.

Registration Number or Museum number — A numbeigass to the items or specimens in an accession.
Repatriation — To return or restore the contrahmfitem to the country of origin or rightful owner.

Repository — A facility that can provide long-teprofessional, systematic, and accountable curatoria
services for a collection that it does not own.

Repository Agreement — Agreement in which an intih provides long-term professional, systematic,
and accountable curatorial services for a colledii@t belongs to another entity (e.g., a stategowuent,
federal government, or foreign government).

Restricted gift — The voluntary transfer of owndpsbf property with conditions and/or limitationkaped
upon that ownership.

Risk — The chance of an undesirable change ocgurrin

Risk management — A program of risk control thatudes analyzing the probability of risks to museum
collections, facilities, visitors, and staff as s planning and implementing appropriate prevesga
measures and response methods.

Sacred item — Specific ceremonial item for whicheégded by traditional religious leaders for thectice
of traditional religions by their present-day adirés.

Sale — Transfer of title in return for money oretthing of value on terms agreed upon betweebtlyer
and seller.

Scope of collections — A statement that definegtimpose of a collection a sets agreed upon lithiés
specify the subject, geographical location, anatpariod for the collection. The statement alscsiaTs
the uses to which a collection that will be acadire fulfill the purposes of the collection.

Security — Safeguarding the collections and musgrgunds from theft and vandalism.

Specimen — A representative part of a whole, oeams of discovering or finding out; an experimant,
pattern, or model.

Stewardship — The careful, sound, and responsibleagement of that which is entrusted to a museum’s
care.

Title — The possession of rights of ownership akpaal property. Separate rights of possessiondecl
copyright interests, trademark rights, and any siggnterests that the previous owner may havemssd.

Trademark — A distinctive design, picture, emblégp or wording (or combination) affixed to goods f
sale to identify the manufacturer as the sourdb@product. Words that merely name the maker (but
without particular lettering) or a generic nametfog product are not trademarks. Trademarks are
registered with the U.S. Patent Office to prove arsé ownership.
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Wall-to-wall coverage — Insurance that covers amibn loan from the moment it is removed from its
normal resting place, incidental to shipping; tlglowall phases of packing, transfer, consolidation,
exhibition, and repacking; until it is returnedit® original resting place, or a place designatgthle
owner.

Work — (n) Something produced by creative effontatistic production (e.g., a work of art).

Appendix A
Laws and statutes affecting collection acquisition:

« Native American Graves Protection & Repatriatiort Ac

« Antiquities Act of 1906

« United States Copyright Law (1976)

« Archaeological Resources Protection Act of 1979

« Lacey Act (16 U.S.C. 337%t. seQ

« National Historic Preservation Act of 1966

+ US Statute Regulating the Importation of Pre-ColiamiMonumental or
Architectural Sculpture or Murals (Pub. L. 92-58%9 U.S.C. 209%t. seq).

« Treaty of Cooperation between the United StateSnoérica and the United
Mexican States Providing for the Recovery and RetdifStolen Archaeological,
Historical, and Cultural Properties (Pub. L. 92-p87

« Endangered Species Act (16 U.S.C. 1581seq).

« Migratory Bird Treaty Act (16 U.S.C. 708t. seq).

- Bald and Golden Eagle Protection Act (16 U.S.C., @68seq).

- Convention on International Trade in Endangereccfegeof Wild Fauna and
Flora (CITES) (16 U.S.C. 1538[c])

« Marine Mammal Protection Act (16 U.S.C. 1361,seq.

« The Wild Exotic Bird Conservation Act (16 U.S.C.049

- and other laws as applicable

Appendix B

Access to Archaeological Records is governed bydlewing Federal and State
legislation regarding archaeological site locations

1. National Historic Preservation Act, 36CFR800, Sat®04(a) Authority to
withhold from disclosure,(b) Access determinatioponsultation with Council
(16 U.S.C.470w-3).

2. Archaeological Resource Protection Act, 16 U.STQhh.

3. Federal regulation for the Protection of ArchaeaabResources, 43 CFR Part 7,
7.18.

4. ARS 39-125.

Appendix C
Tribal Consultation and Repatriation of Cultureégnsitive and Sacred Materials
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A. The relationship of MNA to Native American landsigreoples was established
by the Museum'’s founders to be ones characterigeddpect and appreciation
for natural and cultural diversity, and of scieiotihterest into the historical
processes that continue to shape the lives ofetfien’s indigenous peoples. The
Museum recognizes the importance of Native Amerpaispectives in all
aspects of collections management and values atideollaborative
relationships with regional tribes. Taking into aant the sensitive nature of
many Native American materials, the Museum will pbyrwith all applicable
laws, act in an ethical and responsible mannertfarodigh all its actions,
demonstrate respect for Native American valuestipes, and material culture.

B. Consideration of the disposition and treatmentuttucally sensitive and sacred
materials permeates all aspects of collections gemant.

1. Accessioning and Documentation: To the fullest eixpmssible, MNA
will consult with the appropriate Native Americaibes regarding
ownership, consent, and treatment issues befordidgavhether to
acquire culturally sensitive and sacred materelsted to those groups. If
the Museum accessions any culturally sensitivesaicded materials, they
must be in the form of a transfer and must have@approval. The
Museum will document culturally sensitive and sdameaterials in
consultation with the appropriate tribe, as thofdy@s is reasonable and
appropriate, except to the extent that such doctatien is inconsistent
with religious or cultural practices.

2. Loans: MNA will make decisions regarding loans oltgrally sensitive
and sacred materials in consultation with the amate tribes and/or
responsible or owning government agencies. Loalsat be made if
written permission from the appropriate entity @ abtained.

3. Conservation and Care of Collections: Consultatisitls appropriate
tribal representatives on the care and conservafigalturally sensitive
and sacred materials will be respected and takercomsideration.
Recommendations for care will be made on a caseabg-basis and
recorded by the Collections Department.

4. Access: Access to culturally sensitive and sacratenals will be strictly
monitored by the Collections Department—Fhe-NAGPERFecialisiThe
Collections Department will work with individualbal members, tribal
entities, and federal agencies to oversee andtéeibccess to these
materials.

C. Native American Graves Protection and Repatriadlon(NAGPRA) is a federal
law that provides a process for certain museumd-aderal agencies to return
Native American cultural items to lineal descendeatlturally affiliated Indian
tribes, and Native Hawaiian organizations. The MMA comply with the legal
regulations stipulated by NAGPRA, follow NAGPRA dalines, and actively
consult with Native Americans to repatriate itefmattare subject to NAGPRA, or
care for items that are not repatriated.

D. The Collections Department is the museum departnesponsible for facilitating
and ensuring compliance with NAGPRA. The Museunogeizes the importance
of a NAGPRA Specialist, a staff member whose timdedicated to coordinating
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these efforts. If funds cannot be secured throughtg or operating funds, the
Collections Manager will be responsible for re-gssig those duties to
appropriate staff and ensuring NAGPRA compliance.

1. In compliance with NAGPRA, summaries were provitiedribes or
government entities in 1993 and inventories weowiged in 1995.

2. All NAGPRA claims made on items to which the Musedoes not hold
title should be directed to the owning or respolesgmvernment agency.
The Museum is legally obligated to comply with aeguests or decisions
made by government agencies that hold title tostenwhich the
Museum serves as a repository for.

3. As defined by law, the five categories of items ethare subject to
NAGPRA are as follows:

a. Human remains, in the context of NAGPRA, is defiasdhe
physical remains of the body of a person of Nafiwgerican
ancestry. The term does not include remains oigf remains
that may reasonably be determined to have beely fyaen or
naturally shed by the individual from whose bodgythvere
obtained, such as hair made into ropes or netsthiégourposes of
determining cultural affiliation, human remainsongorated into a
funerary item, sacred item, or item of culturalrpabny must be
considered as part of that item.

b. Associated funerary item, as a part of the de&thori ceremony of
a culture, are reasonably believed to have bearglaith
individual human remains either at the time of Heatlater, and
both the human remains and associated funerarg iéeen
presently in the possession or control of a Fedsgahcy or
museum, except that other items exclusively madedaal
purposes or to contain human remains shall be deresi as
associated funerary items.

c. Unassociated funerary items, as a part of the déatbr
ceremony of a culture, are reasonably believeate lbeen placed
with individual human remains either at the timele#th or later,
where the remains are not in the possession oraiaitthe
Federal agency or museum and the items can befiddrity a
preponderance of the evidence as related to spéuwifividuals or
families or to known human remains or, by a pregoadce of the
evidence, as having been removed from a specifialsite of an
individual culturally affiliated with a particuldndian tribe.

d. Sacred items, are defined as specific ceremoeialstwhich are
needed by traditional Native American religiousdieis for the
practice of traditional Native American religiong their present
day adherents.

e. Items of Cultural Patrimony, an item having ongolmstorical,
traditional, or cultural importance central to thative American
group or culture itself, rather than property owbgdan individual
Native.
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4. Visitation and consultation requests by tribal memstor individuals
acting on behalf of the tribe should be made iaasonable time frame
and directed to the-NAGPRA-Specialidllections Manager. Following
federal guidelines, the Museum will respond to ¢hesjuests within thirty
days. If Collections Department personnel are untibmeet at that time
originally requested, the meeting will be reschedudt the earliest
convenience of both parties.

a. Only the-NAGPRA-Specidat, Collections Manager and Director
are authorized to allow visitations and consultaito NAGPRA-
eligible items, which will be made on a case-byechasis.

b. Authorized tribal members or individuals actinglmhalf of the
tribe are required to sign a Collections Accesseggrent.

c. At no time during a visitation or consultation wallmuseum staff
member promise or otherwise suggest that any itédhev
repatriated to a tribe or lineal descendent.

5. Repatriation requests should be made by the trépatriation office and
addressed to the Director in writing, followingasished NAGPRA
guidelines. Once a repatriation request is receitrexiCollections
Department will proceed in the following manner:

a. The-NAGPRRA-SpecialisCollections Manager will create a file
that contains complete records on the requested iteluding
current condition reports. Records of all documioraof the item
and any repatriation activities will be maintairigdthe
Collections Department.

b. Additional or missing documentation of the itemlvoi¢ in
consultation with the appropriate tribal entityimdividual. If the
item has not been photo-documented -the- NAGPRASIgsC
Collections Manager will present the following calesations to
the tribal entity or individual who will decide tihe item can be
photographed:

I. Photo-documentation may assist in subsequent
identification and return of repatriated items thppear in
the market.

ii.  Photo-documentation will aid the Museum in keeping
accurate and complete records.

c. The-NAGPRA-SpecialisCollections Manager will present the all
documentation on the item with a repatriation cléonthe
Research and Collections Committee within a reddertane
frame since the receipt of the request. This inetuall MNA
documentation as well as other documentation fraaitations and
consultations. The Research and Collections Coraenitiill
evaluate each claim in consideration of the folloyvcriteria, and
in accordance with Federal Law:

i.  The item requested can be classified under oneoce of
the five categories under which NAGPRA has jurigdit

MNA Collections Management Policy 33
Adopted August 5, 2006; Rev. August 2, 2012



Appendix D

ii.  Cultural affiliation between the claimant and tlegquested
item has been established; or, the requesting ¢abeshow
cultural affiliation based upon geographical, Kipsh
biological, archaeological, anthropological, lingfig,
folkloric, oral tradition, and/or historical evides, or other
relevant information or expert opinion.

iii. A known lineal descendent or affiliated tribe resfirgg the
return of the item presents unchallenged evidertdehw
would support a finding that the Museum did notéthe
right of possession of the item in question.

. The Research and Collections Committee will forwter

recommendation to the Director who will forward bisher
recommendation to the Board for a final decisib@at lany point
the decision not to repatriate an item is made,gheson or entity
will provide written justification of that decisicand present it to
the tribal entity requesting repatriation. Thedrimaking the claim
will be encouraged to continue consultation with lhiuseum to
achieve a lawful and fair outcome. The Museum saliously
consider any decision to repatriate an item, takihg
consideration that repatriation decisions may distalkegal
precedent.

. The Museum recognizes four outcomes regardinganapon

claim, including: full repatriation, no repatriatiavith no
restrictions on use, care, and exhibition, no megadn with
restrictions on use, care, and exhibition, and lmfatem(s) to
appropriate tribe.

If a repatriation claim is approved by the Board'aistees, the
claim must be submitted to the Federal Registerliatet] for
thirty days. From that date, the Museum has uprtety days to
return the item, barring counter claims.

If multiple claims on an item are made, the Museuthretain the
item until all claims are resolved. Parties malitajms to an item
will be invited to the Museum to resolve the clahmough a
process of arbitration and mediation.

Items that have been approved for repatriationvalsubject to
deaccessioning procedures. The Museum will be resspie for
packaging the item to ensure safe handling andp@n The
Museum will share the cost of transporting the tegi@d item
with the tribe to which it is repatriated.

Museum of Northern Arizona Code of Ethics
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The Museum of Northern Arizona’s Code of Ethicsleggto the trustees, staff, research
associates, scientists, volunteers, and othetstdtl with the Museum for official
purposes. These individuals will be known colleetyvas “Museum Associates.”

All of the principles articulated in the Code ohkess, regardless of the section in which
they are established, apply to all Museum Asscosiate

A copy of the Museum of Northern Arizona Code dhiEs will be given to each new
Associate. Each Associate will be asked to indidayesignature, that they have received
and agreed to read and abide by the document.

BOARD OF TRUSTEES

The Museum of Northern Arizona’s Board of Trustmsaesponsible for maintaining the
institution’s public trust and its service to sdgidocally, regionally, nationally, and
internationally. The governing authority proteatsl@nhances the Museum'’s collections
and programs and its physical, human, and finamegdurces. The board ensures that
support for the Museum’s mission, respect for iversity of society, and for the natural
and cultural common wealth, will be reflected ie thse of all Museum resources.

It is the policy of the Museum of Northern Arizoriag., that all members of the Board of
Trustees and officers of the corporation shall e@sergood faith in all transactions
related to their trustee/officer role with the Muse

The Museum trustee shall conduct all activitiesluding those relating to persons
closely associated with the trustee such as busaEsociates or relatives related by
blood or marriage, in such a way that no conflidt arise with the policies, operations or
interest of the Museum and that an appearancendlictas avoided.

Any trustee or officer who has, or whose businas®ciate, relative or a person close to
the trustee has, a self-interest in any contrat®, purchase, lease, exchange or service to
or from the Museum, or a self-interest in any deai®f the Museum, including monies,
shall make known that interest and shall refraamfivoting upon same, and in some
instances, depending on the extent of self-intepesticipating in the decision-making
process.

No trustee or person close to the trustee or actmigehalf of the trustee may acquire
items deaccessioned from the Museum of Northernofa. Since the exhibition of an
item can enhance its value, the display of itemsemior created by the trustee or a
person close to the trustee shall be by Museunoaagtion only.

Trustees should only use the Museum of Northeradhia’s property for official
purposes and make no personal use of the Musewftegton, property or services in a
manner not available to a comparable member oféneral public.

The Board of Trustees ensures the following:
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1. that all those who work for and on behalf of theddum understand and support
its mission and public trust responsibilities;

2. that its Board members understand and fulfill theisteeship and act corporately,
not as individuals;

3. that the Museum’s collections and programs anghisical, human and financial
resources are protected, maintained, and developgport of the
organization’s mission;

4. thatitis responsible to and represents the isteraf society;

5. that it maintains a relationship with staff in wihishared roles are recognized and
separate responsibilities are respected;

6. that working relationships among trustees, emplsyaed volunteers are based

on equity and mutual respect;

that professional standards and practices infortdhgainde Museum operations;

that policies are articulated and prudent overdgybtacticed;

that governance promotes the public good rather itidividual financial or

personal gain.

© oo~

BOARD OF TRUSTEE RESPONSIBILITIES

1. Fiduciary obligationThe Board of Trustees of the Museum of Northerizgva holds
fiduciary responsibility for the institution’s asgsgcollections, and programs, and for its
good standing as a not-for-profit charitable andcagional institution.

Through collective decision-making, the Board isamtable for assuring that high
standards of integrity, prudence, and professiemaéire observed,;

a. in the preservation and strengthening of fira@ressets;

b. in the maintenance and safekeeping of landdimgis and collections;

c. in the development of exhibits, publicationsj&tional programs, research
endeavors, and marketing and promotional activifabe Museum’s mission, and;

d. in soliciting charitable contributions, keepifirgancial records, investing its financial
resources, and filing timely financial reports dax returns to safeguard the Museum'’s
tax-exempt status.

2. Decision-making AuthorityThe fiduciary responsibilities of trusteeship eagried out
corporately, through participation in decision-nrakby the full Board and its
established committees.

The Chair of the Board shall be the only trustebarized to take action on behalf of
those bodies, including policy guidance to theatog unless such responsibility is
explicitly delegated.

3. Conflict of Interest Disclosurdrustees should be careful to avoid all conflafts
interest, either actual or perceived, between tlodéras a fiduciary of the institution and
the business or personal relationships they maintéh the institution, its staff, and its
volunteers. Trustees should never profit from thelmtionship to the Museum. No
personal items may be offered on consignment td/ingeum’s retail operations or may
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be sold under the auspices of the Museum at anpbitesales or exhibitions, as this
constitutes a conflict of interest.

In addition, Trustees must make public disclosudrdeir financial interest in any
proposed transactions involving themselves or thesinesses and the Museum, whether
directly or indirectly. Trustees must abstain freating on any Board action in which
they have a financial interest, and may not seekfloence other trustees or staff on any
Museum matters in which their financial interesinigolved.

4. Guidance to Staff, Research Associates, andrivedus Trustee direction to staff,
research associates, and volunteers on mattersi®ih policy and procedures shall be
communicated through either the Director or Chathe Board.

STAFF

Staff Responsibility to the MuseurAs a nonprofit corporation, the Museum of Norther
Arizona assumes a position of public trust thattnesupheld at all times. Financial
transactions by staff involving the Museum mustlbatimes be conducted according to
the highest legal and ethical standards. At no timg any staff member attempt to take
advantage of the Museum'’s status as a nonprofiiocation or place the Museum in the
position of aiding a third party in any illegal ey, including the evading of the lawful
payment of taxes.

The Museum'’s Code of Ethics applies to all staffarelless of whether those people
consider themselves bound by professional standstdblished by the International
Council of Museums and the relevant standing pexd@sl committees of the American
Association of Museums and regardless of otheregsabnal obligations.

One of the primary activities of a museum is cditeg: It is in the area of personal
collecting that many ethical issues arise affecsitadf actions in relation to the Museum.

The fundamental principle guiding personal collectby Museum staff is that the staff is
prohibited from competing with the Museum for amit The collection categories are
stated in the Museum’s Collections Policy. It i tiee intent of the Museum to deprive
an individual of an inheritance. Moreover, the giliiges are not intended to interfere
with the gifting of cultural material to employegarticipating in the traditional activities
of their own culture.

1. ConsignmentdNo employee collection may be offered on consigninto the
Museum'’s retail operations or may be sold undeatispices of the Museum at any one
of its sales exhibitions.

2. Employee DealingNo employee of the Museum may participate in grojessional
dealing (defined here as the buying or sellingoiafit) in items similar or related to the
items collected by the Museum.
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3. Consulting Consulting activities or special requests for kExyge’s services outside
the Museum must neither unduly interfere with thgular operational needs of the
Museum nor represent any potential or actual coindli interest with the Museum.
Regardless of whether or not professional senacegperformed on the employee’s time
off, all such activities must be approved by thekayee’s supervisor in consultation
with the Director.

4. Loans Loans of collections or Museum assets are mabjetoinstitutions when it is
clearly established that the loan will supportithiesion and will be in accordance with
the current Collections Management Policy (appe@disee excerpt from the MNA
Collections Management Policy) of the Museum. Gasbither assets cannot be loaned to
a private individual or Museum Associate.

5. Role of staff in public programBurthermore, staff members are encouraged to
participate in public programs, lectures, worksh@p&l seminars in a professional
capacity and as a representative of the staffefMbseum of Northern Arizona. These
engagements may be a part of the employee’s redutess and the employee’s
supervisor is responsible for determining the appabeness of such activity on a case-
by-case basis.

6. Director The Museum’s Director may not accept persona &l honoraria for
consulting and speaking engagements without thiéeemrapproval of the Board
president.

7. PersonnelEmployees should acknowledge, by signature, gthical responsibility to
adhere to the policies outlined in the MNA Persdii@nual.

VOLUNTEERS

Volunteers are subject to a code of ethics simdldhat which binds the professionals in
the field in which they work. Like them, volunteexssume certain responsibilities and
should be expected to account for their work oralfedf the Museum in a similar
manner to other individuals associated with thétunson.

Volunteers are expected to:

1. Have a good attitude about the work they doemab of the Museum;

2. Be open in their communications with staff atitkeo individuals associated with the
Museum;

3. Serve the best interests of the Museum ataélgj
4. Keep confidential matters confidential;

5. Be willing to learn how to best serve the atyivor which they have volunteered; and
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6. Be dependable in the conduct of their work.
MUSEUM ASSOCIATES

Confidentiality Trustees, staff members, research associatesphumteers must be
attentive to the potential sensitivity of many issinvolving museum finances,
confidential board discussions, personnel, reseactiities, specialized services and
partnership initiatives, and collections. Such eratshould be treated as confidential
until or unless they become public knowledge thioBgard action or official Museum
communications such as news releases, newsldtatsre stories, and the Annual
Report.

Conflicts of InterestMuseum Associates should at all times considar tkelationships
and actions in the public and private sectors vatpect to their association to the
Museum and its mission.

1. Museum Associates should strive to maintaincathgood faith relationships in their
affiliation and involvement with and between MNAet institutions and individuals.

2. Any Museum-related gift or favor valued at $0@0nore, to a Museum Associate
from a member of a public must be reported to thectbr. The director should report
any offer of gifts or favors to the executive corttee of the board. As a general rule,
associates should courteously refuse these gifesvors from the public, especially from
vendors or persons who have business dealingghgthMuseum. Associates should
exercise caution to avoid situations that woulgherceived as a conflict of interest or in
which their independent judgment would appear todmapromised.

3. Museum Associates should acknowledge the cowflimterest that the acceptance of
a loan of money, assets, or items from individulaisig business or having a business
relationship with the Museum would create, andidedhose loans.

4. Museum Associates should be aware of circumstawbere outside volunteer activity
could pose or be perceived as a conflict of intefserefore, Associates should be
scrupulous about their involvement in any actititgt would pose a conflict of interest
with the mission of the Museum.

5. Museum Associates should be forthright about #regagement in any significant
political activity and maintain a clear degree @paration between their performance of a
civic duty and their Museum-related decisions,@atj and productions. Associates
should not state or imply that MNA endorses or sufsptheir political activities and
should not use their affiliation with the Museuntfuother or affect their political cause,
interest, or involvement. Email accounts hostedraadaged by MNA should not be

used for political activities.

6. The use of MNA'’s name or brand should only bedusy Museum Associates in the
conduct of appropriate private activities when #pewritten approval is given by the
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director. Similarly, Associates should refrain freoggesting that the Museum sponsors
or endorses their private activities without speabpproval.

7. Museum Associates should adhere to policiesnaatlin the Donor’s Bill of Rights.
(See appendix 1) In the area of fundraising, theddm and Museum Associates should
be scrupulous to use gifts for their intended paeso Associates should demonstrate
honesty and integrity when communicating informatio donors in order to secure a
gift, as well as the Museum’s intentions regardiog that gift will be used.

Collections Trustees, staff, and research associates mugtlgaevith the following
standards set forth in the Museum of Northern Ar&s Collections Policy.

The distinctive character of Museum ethics derives the ownership, care, and use of
items/archives, specimens, and living collectiemesenting primarily the Colorado
Plateau’s natural and cultural common wealth. Flesvardship of collections entails the
highest public trust and carries with it the preption of rightful ownership,
permanence, care, documentation, accessibilityresmbnsible disposal.

Museum Associates that deal with collections enthat

1. collections in the Museum’s custody supportritssion and public trust
responsibilities;

2. collections in the Museum’s custody are protgcsecured, unencumbered, cared for,
and preserved,;

3. collections in the Museum’s custody are accalifde and documented, whether
owned by the Museum, or curated under tribal anetgonental agencies, or other
cooperative agreements;

4. access to the collections and related informasgermitted as regulated by Museum
policies and procedures;

5. acquisition, disposal, and loan activities areducted in a manner that respects the
protection and preservation of natural and culttegaburces and discourages illicit trade
in such materials;

6. if requested, the Museum may provide an apprésedf certified or accredited
appraisers or other related professionals so lertgeir qualifications are well
established and no individual or institutional coission or compensation is received

7. disposal of collections through sale, tradegsearch activities shall be governed by
the Museum’s deaccessioning policy and by the Muméepolicies and procedures as
noted in its Collections Policy;
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8. the unique and special nature of human remaiddumerary and sacred items are
treated with respect and recognized as the basi décisions and actions concerning
such collections; and

9. collections-related activities promote the palgiood rather than individual financial or
personal gain.

ProgramsMuseums serve society by advancing an understgradid appreciation of the
natural and cultural common wealth through exholoii, research, scholarship,
publications, and educational activities. Thesgmms further the Museum’s mission
and are responsive to the concerns, interestsieeds of society.

Museum Associates involved with programs ensure tha

1. programs support its mission and public truspoasibilities;

2. programs are founded on scholarship and markeatdllectual integrity;

3. programs are accessible and encourage parionday appropriate audiences
consistent with its mission and resources;

4. programs respect pluralistic values, traditi@ms] concerns;

5. revenue-producing activities and partnershipscampatible with the Museum’s
mission and support its public trust responsiletii

6. programs promote the public good rather thaividdal financial or personal gain.
RESEARCH ASSOCIATES, ARTISTIC ASSOCIATES AND SCIENC STAFF
Research associates, artistic associates andistighat are affiliated with the Museum
of Northern Arizona will conduct themselves andexdthto the professional standards

and codes of conduct of their specific disciplifddlA also expects that they will:

1. act in the interest of the advancement of seiemd contribute the best, highest quality
scientific information;

2. conduct, manage, judge, report, and communsadatific activities and information
honestly, thoroughly and without conflict of intete

3. be responsible for MNA resources entrusted éonth

4. be accountable for the prompt and accuratecatale use, and reporting of all
financial resources and transactions under theitrob
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5. neither hinder the scientific and informatiorthgaing activities of others nor engage in
dishonesty, fraud, deceit, misrepresentation, leerascientific, research, or professional
misconduct;

6. be diligent in the creation, use, preservatng maintenance of collections and data
records;

7. follow the records retention policies of the aygiate MNA department or program;

8. comply with Federal law and established agre¢setated to the use, security, and
release of confidential and proprietary data;

9. know, understand, and adhere to standards ditpoformation dissemination and the
formal publication of scientific information andsggect the property rigits of others;

10. acknowledge that the intellectual property itesyifrom research and related work

performed while employed by the Museum or on atgiamded through the museum is
the property of MNA, unless other arrangementvaade in advance with an individual
or institution;

11. be responsible in all scientific activities bwth the collection and interpretation of
data that is collected and the integrity of conicins presented from such data;

12. conduct research fairly, openly, honestly, aoclurately.

13. treat confidential or privileged research datanformation responsibly, respectfully,
and as promised in the research design.

14. formally acknowledge the work or input of otihesearchers, and of host or
sponsoring organizations.

15. fully disclose all research methods and proeesito any research subjects and to
MNA.

16. welcome and participate in peer review of resedesign, methods, and results.

17. accept full responsibility for all researchities, including data collection and
interpretation, and for the integrity of conclusquresented from such data use and;

18. be characterized by the clear placement optidic good above personal or
individual gain or success.

The Museum’s mission statement, vision, goals,ahdr institutionally articulated
guiding principles express the organization’s ethiesponsibilities toward public
programs and services. All programs are markeabpgact and sensitivity for cultural
differences, as well as rigorous scholarship atellectual integrity.
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