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Basic information Spectrum

Coffee break: 11:15-11:30
Yard, Georgian National Museum

Lunch: 13:00-14:00
Restaurant "Shemoikhede Genatsvale" (corner,
10, Pushkin str.) - Please follow the CIDOC 2017

staff/volunteers while heading to the restaurant.

Coffee break: 15:30-15:45
Yard, Georgian National Museum

Toilets
Fire exits



Workshop Overview Spectrum

10:30-11:15 Introductions

11:15-11:30 Break

11:30-12:00 Why?

12:00-13:00 Defining the museum system
13:00-14:00 Lunch

14:00-15:00 What happens to objects
15:00-15:30 Developing Spectrum
15:30-15:45 Break

15:45-16:15 Developing Spectrum (discussion)
16:00-17:00 Localising Spectrum



Introductions



Introductions §pgctrum

Your name

A fun or unusual fact about yourself
Your organisation

Your job title

Your experience generally (role (if any) in
collections management)

What you hope to aim to get from this
workshop



Me Spectrum

Gordon McKenna
Collections Trust (formerly MDA)
Standards Manager (though had other roles)

Experience:
Archaeological science
Museums A fun or unusual fact about yours .-'
ICT (P7 "
Spectrum S

M

Terminologies
International work

From the workshop:
Sparked interest in Spectrum

Met the hopes of the attendees
Had a good time



Your introductions Spectrum

Your name

A fun or unusual fact about yourself
Your organisation

Your job title

Your experience generally (role (if any) in
collections management)

What you hope to aim to get from this
workshop



Why



An Example (UK Collection)

“A Catte”



Some Connections

Current owner
x11 Great grand daughter



Better Known As....

Mary, Queen of Elizabeth Il
Scots



Making connections ...

| am going tell you stories that connect:

The UK’s most popular poem: IF (Work)

The First World War (Event)

The Guards Division (Organisation)

The fictional Harry Potter (Person?)

The city of Cologne (Place)

The warship SMS Gneisenau (Physical thing)



National story Part 1

IF you can keep your head when all about you
Are losing theirs and blaming it on you,

If you can trust yourself when all men doubt you,
But make allowance for their doubting too;

If you can wait and not be tired by waiting,

Or being lied about, don't deal in lies,

Or being hated, don't give way to hating,

And yet don't look too good, nor talk too wise:

N If you can talk with crowds and keep your virtue,
. Or walk with Kings - nor lose the common touch,

if neither foes nor loving friends can hurt you,

: If all men count with you, but none too much;

' , ... Hyou can fill the unforgiving minute

Sm——— With sixty seconds' worth of distance run,

Yours is the Earth and everything that's in it,

And - which is more - you'll be a Man, my son!




National story Part 2

JOHNKIPLING

FRISH: & 11 ARDS
CESTEMBER \GELS

27TH




Personal story Part 1




Personal story Part 2




Personal story Part 3




Personal story Part 4




Personal story Part 5

Does he look familiar?




A European Example ~ Spectrum

‘Rounday Garden Scene’

‘Leeds Bridge’

Louis Le Prince
(1842-1890)



The Task Spectrum

What the User Sees:
The Beautiful Content

The Reality:
The Hard Work




The Nightmare Spectrum

Group trying to
provide access
to cultural ]
information i
without ]

E

standards

Does this look familiar?



Which Metadata? Spectrum

o0 0000

Rights management Rights management Rights management
event event event
Digitisation Creation
event event
Asset management Cataloguing Authority management
event event event

Technical Descriptive Descriptive
Metadata Metadata Metadata




Environments

Collections Management
Environment

Service Environment

Spectrum

Discovery Environment




Defining the museum system
—Working in groups

—Reporting back

—Discussion



Aspects of the system  Spectrum

Transformation — What are you trying to do
Worldview — Why are you trying to do it
Environment — Constraints

Owners — Actual & virtual

Actors — Who is making it happen

Clients — Who is it for



Policy Framework — BSI PAS 197 Spectrum

e Mission statement — Informs

* Collections management policy:
* Collections development
e Collections information
* Collections access
* Collections care and conservation

 Met by procedures and processes

Spectrum



What happens to objects
—Working in groups
—Reporting back
—Discussion



Describe §Q.§Ctrum

What happens to objects before they enter the
museum - events

What happens to objects after they enter the
museum - events

What information is needed to describe objects
What is an object



Object Events

Acquisition

Carrier production
Commissioning
Completion
Creation

Designing
Destruction
Excavation
Execution of design
Exhibition
Expression creation
Finding (Activity)
Marketing

Move of object
Part addition
Part removal
Performance
Planning
Production
Provenance
Publication event
Restoration
Transfer of custody
Transformation
Use

Work conception

Spectrum



Procedures

Object entry

Acquisition and accessioning
Location and movement control
Inventory

Cataloguing

Object exit

Loans in (borrowing objects)
Loans out (lending objects)
Documentation planning

Condition checking and technical assessment
Collections care and conservation

Valuation

Insurance and indemnity
Emergency planning for collections
Damage and loss

Deaccession and disposal

Rights management

Reproduction

Use of collections

Collections review

Audit

Spectrum



Some information groups Spectrum

ject identification

ject description

ject production

ject field collection

ject history and association

OO OO O
o O O O O




Developing Spectrum



Genesis of SPECTRUM §P§Ctrum

* Editor — Alice Grant (from V&A)

* Organic growth- Founded of best practise
* Aims: Practical; Non-prescriptive

e Community participation — Road tested

e Results:

— Large A4 Binder

— SPECTRUM Essentials
— Factsheets

— Training

— Promotion



SPECTRUM 2 Spectrum

* Editor — Geoff Cowton (Wordsworth Trust)
* Review Committees

* Results:
— Some changes to Procedures and Units of information
— Large A4 Binder and foldout
— No updated SPECTRUM Essentials
— Updated Factsheets
— Updated Training
— Promotion



10 Year ‘Interregnum’ Spectrum

e Standards in Action Series:

— Guide to SPECTRUM
— IT Guide

— Archaeology

— Archives

* Facts and Artefacts (2 editions)

 SPECTRUM Knowledge (Use of collections
procedure)

* Museum Registration arrived
* Total worldwide sales — c300



SPECTRUM 3 Spectrum

* Review Committees looking at:
— Digital material (what needed to be added)

— Units of information (review)
— Changes and new content (most of the work)

e Editors — Efthymia Patsatzi & Gordon McKenna

* Results:
— Procedures (additions, mergers, re-namings)
— Changes to structure of Procedures and less links!
— Information groups embedded in Procedures
— Changes to Units of information (additions mainly)
— SPECTRUM Terminology (webpages)
— Free (for non-commercial use) PDF download (buy printout)



SPECTRUM 3.1 & 3.2 Spectrum

 Additional content:

— Reuvisiting Collections work (‘user-generated’ information)
— Cultural Property changes

* SPECTRUM in XML

— Better PDF

— Data interchange schema

— Change management easier

— Enables management of different versions easier

* Licences — Over 5000



SPECTRUM 4 Spectrum

* Workflows
* Separate appendix
* Licences — Over 7000



Principles

Collectively

— Spectrum’s developers are its users
Pragmatically

— Reflect real-life issues in real museums
Inclusively

— Practical approach, with the Minimum
Standards an achievable goal for all

— Allow different museums work in different
ways

Realistically
— Perfection was never going to be achieved

— Spectrum would be a process, added to
and refined over time

Spectrum

'

SPECTRUM  PRACTICE

o > 4



The benefits.... §Q.§Ctrum

A synthesis —the ‘distilled wisdom of a
community’

A language to describe the work we do
Consistency — record and share information about
collections’” management and use

A way to define practice and skills, a way to share
knowledge, share work

Improved collections management practice —
more creative use of collections

A benchmark for improvement

An advocacy tool

In the UK, supports the Museum Accreditation
Standard



Procedures — SPECTRUM 4

Pre-entry

Object entry

Loans in

Acquisition

Inventory control

Location and movement control
Transport

Cataloguing

Object condition checking and technical assessment
Conservation and collections care
Risk management

Insurance and indemnity management
Valuation control

Audit

Rights management

Use of collections

Object exit

Loans out

Loss and damage

Deaccession and disposal
Retrospective documentation

Spectrum



Procedures — SPECTRUM 4

o Pre—cade

Object entry

Loans in

Acquisition

Inventory control

Location and movement control

|

Cataloguing

Object condition checking and technical assessment
Conservation and collections care

Risk management

Insurance and indemnity management
Valuation control

Audit

Rights management

Use of collections

Object exit

Loans out

Loss and damage

Deaccession and disposal
Retrospective documentation

Spectrum



Spectrum
Procedures — SPECTRUM 5 oo

. Object entry

. Acquisition and accessioning [name change]
. Location and movement control

. Inventory [new-ish]

. Cataloguing

. Object exit

. Loans in (borrowing objects) [name change]
. Loans out (lending objects) [name change]
. Documentation planning [new-ish]

. Condition checking and technical assessment [name change]
. Collections care and conservation [name change]
. Valuation [name change]
. Insurance and indemnity [name change]
. Emergency planning for museums [new-ish]

. Damage and loss [name change]
. Deaccessioning and disposal [name change]
. Rights management

. Reproduction [new]

. Use of collections [changed]

. Collections review [new]

. Audit



Spectrum
Procedure structure (1) e

e Definition
* Scope
e The SPECTRUM Standard
* Policy
* Minimum requirements
* Why they are important



Definition

Logging all objects coming into your care for whatever reason, including loans,
enquiries and potential acquisitions.

Scope

This procedure provides a receipt for objects left with you, sets out your terms

for accepting responsibility, gives the object an identifying number, and captures
key information right away. It is especially important if you accept enquiries and
potential acquisitions at the front desk and someone else will follow up later.
Anyone who might receive an cbject in this way should know what to do and how
to record the information you need.

You should take the same care of all objects you are responsible for, whether or
not they belong to your museum. You might be held liable if you lose or damage
such objects, even if you did not ask for them to be left with you (eg they arrive
unexpectedly in the post). You need to record their arrival before you decide what
to do with them.

In this procedure we use the term ‘owner' to mean the person depositing the
object with you, but this will not always be the case. If the depositor is someone
else, make sure they have authority to act on the owner’s behalf,

This Is a Spectrum primary procedure. UK museums must meet the standard set out
beiow to fulfil the requirements of the Museum Accreditation Scheme.

The Spectrum standard

You should have a policy on why and how you receive objects and other material
such as assocliated archives, This could either be a standalone document or part of
a wider collections management policy. Either way, in deciding your policy you will
most likely need to consider these questions:

= In what circumstances will you accept objects into your care?

= Who is authorised to do this?

= What are your terms and conditions for accepting deposited objects?
= How long, and in what form, is enquiry information held?

You sheuld 3iz0 have 3 writtan procedure that explains the staps to folow whan

cojacts amive at your mUsaum. Spectnum's suggasted procacura Is 3 usetul
starting point, but howavar you do I, your own precadure shoukt meet the

following minimum raguiremants:

Minimum requirement Why this Is Important

You can accourk for all objacts left in You do not lose track of objects laft with
your cara you for @ short ime as anquirias.

You hava clasr tems and conditions for | You 09 rot end up being respansble
accepting objects nto your cara for uriwanited objacts

You record why cojacts have baen left
with you.

You 00 et wrangly process 3 han a3
an acquisition.

You schadue the default raturn of
objacts to the owner If they ara not to
te atquired orloaned

You can plan for the return of objacts.

You do not end up Iccking after objects
whose status Is unclaar.

You recerd who legally owns objects
laft with you.

You can deal with tha ﬂgm Ferson
If you wantto aoquire an 0D]9:1 and
obtain lagal titia to 1.

You 335685 3nd mitigate any potential
risks to pacpla or othar objects from
ncoming objacts.

You can quaranting lHams potantally
Infested with pasts that could damage
your existing callactions.

You recerd 33 much significant
nformtion about newly-amived objects
35You can, to be addad to In the future.

You 02 ret lese the cppartunity t
1nd out 3beut provananca of Ikaly
Copyright holdars whie thelr ownar s

get a sigratura to show thay accept
your terms and conditions.

IN YOUr museum and raady to alk.
Both you and owners know your liability | Ownars are awara of tha limits of any
for 55 or damaga while obfacts arain | claim thay may maka If aryihing goes
your cara wreng.

You 00 ret taka on llablites that might

creata financial risks.
You provide a recelpt for ownarsand | s clear to ownars that you have

atcaptad cara of objects thay have laft
with you

Ownars cannot later claim they did not
acapt your terms and condtiors.

You c3n uniqualy identity newly-amivad
objects.

You 62 ret mi up cojacts that ook
similar.




Spectrum
Procedure structure (2) e

Suggested procedure [written]
* Steps — what you need to do
* Links to Units of information including

advice on how to record information

 Actors — Use a standard for of name

 Date — Use a standard format

 Various — Use a standard term source
 Guidance notes

e Form of records



Suggested procedure

Preparing for object entry (if known in advance)

I Prepare for the arrival of the objects at your museum.

You will oftan us2 this precadure during tha course of othar, linked procaduras,
particularly:

«  Acquisition and accesslonlng

« Loans in (borrowing objects)

Praparing for tha arrval of acquisiions or loans you are expacting might be as
simple as briefing tha pacple who will be Invalved In the procadura and making
sure suitable storage space Is avallabla In the ¢332 of archaeokgical archives
and matanal from other idldwork, praparations may start several years bafore tha
objacts amive. Sae Note 1.

It you naed o arrangsa transport for tha objects go to Location and movement
control.

It you n2ed to update your Insuranca and Indamnity covar go to insurance and
Indemnity.

Creating an entry record and receipt

I Make a record of the objects as soon as they amive,

Sae Note 2 for Infarmaticn about what form your objact antry records should take.
Record the Rllwing Infarmation a3 naedad See Note 3 for guidanca on what to
d0 Wwith 1arge groups of items.

Loan In Information (If relevant)

« It 3 Loan in reference number has bean allocated, racord this on the ntry
form (If not use the Entry number).

Object Identification Information

« Brief description of tha objects, Includng any accompanying Information (23
production or usaga)

Object description Information

« Brief statement of conditicn and completenass (Id2ntify tha composite parts of
00;(4:15 which might appeaar as cne thing) - Conaltlon note and Completeness
note.

Object entry Information
. EMIy number (unless a Loan M reference number has baen allbcatad).
« Nameand 3odrass detalls of tha currant owner:

Guidance notes

Note 1: Material from archaeological investigations or
other types of fieldwork

Making arrangements to racetve archaeciogical archives (23 when tha
archaadlogists hava finishad researching excavated matarial) o other kings of
fieldwork (23 natural sclance axpediicns) can potentially be complicated and
nead to be negotizted years In advance of the matanal 3miving at your museum
For gukdance on the Esuas Invalvad and recommendad standards s2e relevant
rasources listed undar this pracedure on tha Collactions Trust website.

Note 2: Object entry records

Informaticn for Object entry Is usualy managad on paper, rather than daially, 33
It requires signaturas and racelpts, RECords can ba:

. Object antry forms
. Object antry files,
. Daybooks.

Object entry forms

Pra-printed cbjact antry forms are avallabie from the Collections Trust These
carboniass forms are avallable elther from stock, or pra-numbarad and overprinted
with your organizaticn’s name and address. Thay are printed cn the reverse with
standard terms and conditicns for depasit The farms are n triplicate:

«  The top (whita) copy of the form shculd be flad Immed ately into an ‘antry flle;
whera |t sarvas a3 your master record.

« The second (pink) part of tha form should be given to tha d2positcr asa
receipt for the objects. This part of tha form should te prasanted whan Itams
are returnad to tha owner/depoasitor.

« The third (blua) part of tha form should be kept with the dapasited cbjects.
Object entry file

The cbject entry file containg your master copy of dapesiiad objact Information,
filed In numerical order, with na g3ps In the sequence. If you are using Colacticns
Trust forms, this fli2 will contain the white coples of the form, which camy the
crignal skgnatura of tha ownar/depeaitar. Tha cbject entry file Is an Important
archive and shculd be kapt s3fe. It shoud ba clear from tha fll2 which objects have
entered your premizes and what eventuslly happaned to them.

Day books

Some organizations use @ book, usually known 33 3 'day book' of ‘antry ook,
which ususlly records the data, tha objact, ha nama and adaress of the daposior,
and tha ownear or dapeaitor's signatura. (Note that the day back I not an
accession ragistar, which I usad to formally racord the acquisiicns into your kng-
tarm colacticn )



Procedure structure (3)  Spectrum

Workflow
* Reflects suggested procedure steps
* Simplified
 Shows
* |nputs
* What to record



Object entry

Preparing for object entry (If known In advance)

Acquisition and

accessioning or Fron
Loans in From
(Domowing obyects)
Gon 'mo: 4
Location and reum
moc:omr el Arrange transporet ¥ rokavant.
Geh and i
Inzurance and raumron Updats inzurance or indemnky
Incomnity H covor ¥ rolavark.
Creating an entry record and recelpt
Unepactad amval -H Objects amive
na:*
Maks & of the cbjacts. “‘l"""""*
Goh nd
e acking . raum ¥ca Chack and ndke the objects’
prtide— ’ condticn and assass sny risks.
Goto and ralumn fom *
$ Givo (o sond) the ownsr & copy

LR I I O O
.

Continue on next page -

L

im0,
7
Loan in information

Coject idoreiication

information
Cojoct desoription
information

Cojotentry
Indormation

dozumentaticn o3
object entry fzem



Information groups  SPectrum

* Information needed to:
* Support procedures
 Describe objects, reproductions and texts
* Actor — persons, organisations, people
* Contains:
* Description of group
* Units of information in the group



Acquisition information

Use to record an acquisition event. Reference the object(s) involved using their
Object number unit in the Object identification information group.

Units of information:

Accession date
Acquisition authoriser (Per)
Acquisition authorisation date
Acquisition date
Acquisition funding
Acquisition funding source (Org, Per)
Acquisition funding source provisos
Acquisition method
Acquisition note
Acquisition provisos
Acquisition reason
Acquisition reference number
Acquisition source (Peo, Per, Org)
Group purchase price
Object offer price
Object purchaser offer price
Object purchase price
Original object purchase price
Original object purchase price denomination
Transfer of title number

Rights information

Use to record the rights associated with objects, reproductions, or texts created
for a use, whoever holds them. Reference an object using the Object number
unit, a reproduction using the Reproduction number unit, or a text the Text
reference number in the Object use information group.

Units of information:

Right reference number
Right type
Right holder (Org, Peo, Per)
Right holder's contact (Org, Per)
Right begin date
Right end date
Right note



Units of information ~ SPectrum

Contains:
* Definition
* How to record
 Examples
e Use
* Information group



Title

Definition

How to record

Examples
Use

The name assigned to an object or group of objects by the
artist/creator or collector at the time of origin or subsequent
titles either specifically assigned or generally understood to
refer to it.

Always record the Title with punctuation and capitalisation
exactly as given. If an object is titled ‘Untitled’ record this
as the title. Model names and numbers can be regarded
as titles. Record the capitalisation as used by the artist or
manufacturer.

Silver Shadow; Barbie; Virgin and child

The same Titie can be assigned to one or more objects. An
object can have more than one Title. A Title can be used for
a named collection where the Record type indicates that the
record is describing a collection.

Information group Object identification information



Supporting Spectrum in the UK Spectrum

* Supports Museum Accreditation

e Software developed using it (compliance)
* Advice (local and specific)

* Training

* Website

* Publications

 Terminology (thesauri)



Localising Spectrum
—Working in groups
—Reporting back
—Discussion



Questions .Sp.ectrum

What do you need to do it?
Who is going to do it?

How long is it going to take?
Are you interested?



Collections Trust Suggests  Spectrum

Lead organisation

Network to help and oversee
Skill to translate

Awareness of localisation needs
Budget (no budget = long time)
Working with Collections Trust
Aftercare?



Thanks!

Any Questions?

Gordon McKenna
Standards Manager
gordon@collectionstrust.org.uk




