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Zelienople Historical Society (ZHS) collects, preserves, and exhibits materials and artifacts directly related to the people, places, and development of the Zelienople area, and through this endeavor, strives to involve and educate the community.

The need for a Collections Policy is based on the desire to offer the most meaningful collection and presentation of historical artifacts appropriate to the Zelienople area in the display and storage space available to ZHS. The Collections Policy must be periodically reviewed and revised as necessary in order to maintain current technologies and methods.

A. Collection Development Policy:

In order to be accepted by ZHS, objects must be relevant to the history of the Zelienople area and adhere to the Collections Policy. Gifts to ZHS must be approved for accessioning, which is the process used to accept and record objects, by the Accessioning Committee. 

All accessions to the ZHS collections will be unrestricted gifts to which the donor has clear title. Both physical and literary rights to the items will be assigned to ZHS. Gifts will have no limiting conditions or restrictions. Any object may be exhibited, stored, loaned, maintained, reproduced, traded, or disposed of in such a manner as to benefit the resources of ZHS.

Collection Guidelines:

1. ZHS accepts archival materials that contain information about the Zelienople area, including families and individuals, organizations, institutions, businesses, government agencies, and schools.

2. Artifacts will be considered if they reflect the lives and times of people in the Zelienople area, including objects that were made in or used in the Zelienople area. 

B. Collections Management Policy:

Objects purchased by ZHS must include a Bill of Sale.

A Temporary Custody receipt will be issued and signed for all objects considered for accession.

A Deed of Gift will be made for all objects accepted for accessioning to ZHS and must be signed and dated by the donor in order to establish ZHS’ title to the object. A letter of thanks to the donor with a copy of the Deed of Gift will serve as the official donor receipt. The Deed of Gift sets forth an adequate description of the object and conditions of transfer.

The name and contact information of the donor will be recorded, as well as the origin and physical characteristics of the item donated.

No appraisal of a gift may be made by ZHS.

C. Collections Processing:

1. Cataloging

Each object or collection accepted for accession will be given a unique three part accession number. 

The first part of the accession number is the four digit calendar year in which the item is accepted or cataloged. 

The second part of the accession number is the collection number. Each collection will be listed in the order it is received during that year. 

The third part of the accession number is the object ID. It lists the items in each individual collection numerically.

For example, 2010.5.3 would be the third object in the fifth collection given in 2010. 2015.4.1 would be the first (or only) object in the fourth collection given in 2015.

Pairs or sets of exactly identical items (shoes, dining room chairs, etc.) will be given individual accession numbers as above, with the suffix number .1 and .2 and so on, and each item in the set marked with its appropriate individual accession number.

To place an accession number on an object, apply a thin strip of Liquid Paper or clear nail polish as a base if necessary; write the accession number in ink, and coat it with clear nail polish. Accession numbers should be placed in the same location on the same type of object whenever possible, and should be inconspicuous. Utilize the following guidelines, amending them if necessary to preserve the object:

a. Clothing – write the accession number on a cloth tape, and baste it into   
    the neck or waistband
b. Furniture – place the accession number on the back, bottom, or inside a drawer
c. China and glassware – place the accession number on the bottom
d. Tools and other small objects – place the accession number where it 
    will not be seen during display
e. Photographs and paper – write the accession number directly onto the back

The completed accessions will be recorded in the Accession Book, including complete accession number, object name and description, and donor’s name.

Completed accessions will be recorded in the Zelienople Historical Society computer. The objects will then be cataloged, including object name, description, dimensions, provenance, digital photograph, location, condition, search terms, notes, and any other information relevant to the object.

In addition to the Accession Book which lists accessions in numerical order, two sets of paper files will be maintained: Donor and Location. Donor files will include signed copies of Temporary Custody Receipts, Deeds of Gift, copies of letters of thanks, bills of sale if applicable, artifact descriptions, and any other paperwork relevant to the objects donated. Location files will be maintained for each room or area in each of the Historic House Museums. As objects are moved, their descriptions must be updated in the Location files and in the computer.

2. Storing

Materials will be stored in a manner that provides optimum security, accessibility, and preservation.

Materials in need of conservation will be restored as soon as possible. Conservation will be performed only by qualified professionals using approved techniques and substances.

Materials, whether on display or in storage, will be protected from life shortening forces such as excessive heat, cold, humidity, dryness, dust, ultraviolet light, insects, vermin, or improper handling.


3. Deaccessioning

Deaccessioning is the formal process of permanently removing accessioned items from the collections. This process shall be cautious, deliberate, and scrupulous. Materials to be deaccessioned must be deemed suitable for deaccessioning by the Accessioning Committee of ZHS.

Deaccessioned materials may be offered to the original donor if feasible, offered to another repository, sold, or discarded with the recommendation of the Acquisitions and Accessioning Chairman.

Criteria for Deaccessioning:

a. The object has failed to retain its identity or authenticity, or has been lost or stolen and remains lost for longer than two years.
b. The object is a duplicate and without intrinsic value.
c. ZHS is unable to preserve the object properly.
d. The object has deteriorated beyond usefulness.
e. The object has doubtful potential utilization in the foreseeable future.
f. The object no longer meets the ZHS Collection Development Policy criteria.


D. Loans

1. Loans In

Loans will have definite purposes and time limits not to exceed one year, must include an end date, and may be renewable from year to year. 

ZHS is obligated to return all objects in the same condition as received. 

Adequate insurance will be maintained for all objects loaned to ZHS.

Loan files will be maintained alphabetically by donor. Each file will include a signed and dated loan agreement, name and contact information of the owner, description of the object, a thorough description of condition, dates received and due back, proof of insurance, and a photograph of the object. 

Loans will be entered into and tracked in the computer.

Borrowed items will be assigned a number in the same manner as an accession number, but when cataloged will begin with the prefix L for loan.


2. Loans Out

Files for objects loaned will be maintained alphabetically by institution. Loans out must include the following:

a.   Name, contact information, title, and signature of the person 
      responsible for the loan
b.   Name and contact information for the organization he represents
c. Description of the object including condition, accession number, and a photograph
d. Dates of the loan period not to exceed one year, and which must include a definite end date that may be renewed
e. Value of the object
f. Proof of insurance
g. Explanation of exhibit
h. Method of transport and those responsible
i. Provisions to receive the object back at the conclusion of the loan period
j. Special provisions such as loans to third parties, photography, or special handling
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