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Museum Accreditation 2018 Standard Required DocumentsDOCUMENTS SUMMARY
Key documents to upload:
1 Governing document (legal document)
2 Current governance and management
3 Forward plan and budgets for current and next financial year
4 Approved accounts for last two financial years
5 Collections development policy (based on Accreditation template)
6 Collections documentation policy
7 Collections care and conservation policy
8 Collections access policy
Key documents to have available on request:
1 Security report
2 Emergency plan
3 Documentation procedural manual
4 Documentation plan
5 Collections care and conservation plan
6 Access plan
7 Plans for users and non-users, learning and engagement, and marketing





DETAILS
	Section
	Upload
	Have available on request
	Notes

	1.2
	[bookmark: _Hlk78816392]Current, approved constitution/governing document
	
	A legal document. Required for first application or if changed since last return

	1.3
	Document describing current governance and management

All:
· Committee structure
· Terms of reference
· Signed minute of approval

 + other documents depending on size and type of museum - see Arts Council Accreditation Guidance
	
	Local Authorities:
· policy approval powers held by a portfolio or cabinet system

Staff: 
· Staff organogram 

Volunteers:
· Volunteer agreement

Accreditation mentors:
· signed agreement, signed appointment minute and mentor report

Separate related bodies:
· SLA document

	2.1
	Forward/ business plan + signed approval

Budgets for current and next financial year
	
	

	2.2
	Audited, signed and approved accounts for the last two available financial planning years
	
	

	3.2
	
	Security report
	Must be reviewed as a minimum every five years

	3.3
	
	Emergency plan
	Must be reviewed as a minimum every five years

	4.1
	[Loan agreement(s) only if these account for more than 50% of total collection held]
	
	Should be consistent with statements of ownership in other sections 4.2 and 5.2

	4.2
	Collections development policy + signed approval
	
	· Use the current (2014) template provided by ACE
· Must be reviewed as a minimum every five years

	5.1
	Collections documentation policy + signed approval
	
	· Must be reviewed as a minimum every five years

	5.2
	
	Documentation Procedural Manual + Documentation Plan
	· Documentation Procedural Manual must include as a minimum the nine SPECTRUM primary procedures
· Documentation Plan may be a separate document or be included in the Forward Plan. It should show as a minimum how any inventory backlog is being addressed 

	6.1
	Collections care and conservation policy + signed approval
	
	· Must be reviewed as a minimum every five years
· Policy may be a separate document or be included in the Forward Plan.

	6.2
	
	Collections care and conservation plan
	· Must include current care and conservation priorities and planned actions
· Plan may be a separate document or be included in the Forward Plan.

	7.1
	Collections access policy statement + signed approval
	
	· Must be reviewed as a minimum every five years

	7.2
	
	Access plan
	· Must be reviewed as a minimum every five years
· Plan may be a separate document or be included in the Forward Plan. It should cover collections on display and not on display
· Optionally can be uploaded as an Additional Attachment

	8.1
	
	Plan for users and non-users
	· Plan may be a separate document or be included in the Forward Plan. It should include visitor figures over the last three years
· Optionally can be uploaded as an Additional Attachment

	8.2
	
	Assessment of users’ needs
	· Processes for analysing users’ needs should be described and referenced in the Forward Plan

	8.3
	
	Plan for developing range of users
	· An Audience development plan can optionally be uploaded as an Additional Attachment
· Plan may be a separate document or be included in the Forward Plan

	9.1
	
	Plan and activities (including exhibitions) for learning and engagement
	· Plan and description of activities may be a separate document or be included in the Forward Plan
· Learning plan can optionally be uploaded as an Additional Attachment

	9.2
	
	Communications with users (visitor information, marketing plan)
	· Upload documents or provide web links
· Marketing plan can optionally be uploaded as an Additional Attachment
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