Staff Report

Agenda Item: Proposed Amendments to the Town of Clarkdale Archive Policy ~
Approval of amendments to the Town of Clarkdale Archive Policy.

Staff Contact: Dawn Norman, Community Services Supervisor

Meeting Date: November 10, 2009

Background: On September 9, 2008, Town Council approved the Town of Clarkdale

Archive Policy Manual as recommended by the Heritage Conservancy Board. With this
document now having been in effect for one year, staff has identified areas where amendments
might serve to improve the clarity of its text and/or intent.

On October 21, 2009, the Heritage Conservancy Board approved the following amendments:

1.

2.

Reformatted structure of Contents page and other general formatting throughout the
document;

Section HI — Verbiage amended to acknowledge future changes as a part of the adopted
document;

Section V — Verbiage amended to clarify authority of Collections Manager and inciude a
term of service for that position. This change will provide consistency with other Town
appointed terms;

Sections IX and X all contain minor amendments to verbiage in order to provide clarity
and consistency with other Town documents;

Section XIV — Verbiage amended to clarify the difference between access by Town staff
as opposed to non-staff access requests.

Recommendation: To approve the amendments to the Town of Clarkdale Archive Policy.
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L—I———_Mission of the Heritage Conservancy Board «--+-{ Formatted: Space After: 0 pt

HI

The Mission of the Heritage Conservarcy Board is: To collect, identify, interpret,
document, and disseminate accurate information pertaining fo the history of Clarkdale
and to preserve and protect this history and all historic archives, artifacts and structures.

Town Archive

The Town of Clarkdale Heritage Conservancy Board preserves and makes accessible the
archives and artifacts of enduring value of the Town of Clarkdale and its predecessors.
Any restrictions placed on these collections are applied in a uniform manner to all users.
The Town Clerk’s office is responsible for the nnplementatmn of the Town’s Archive
Policy.

The official repository for the historical archives and artlfacts of the Town of Clarkdale is
the Town Clerk’s office. Town-owned historical archives are. currently located in the
Archive on the lower floor of the town-owned building at 900 First North Street,
Clarkdale, Arizona. Town-owned historical artifacts are currently: located in the Archive
and in various other locations in the Town Complex at Nmth and Main Streets Clarkdale,
Arizona. :

Policies

.---{ Formatted: Highlight
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approved, governs the preservatxon of the archives and artifacts regardmg the h15tory,
prehistory, culture or mtural lustory of the Verde VaIley of Arizona,

Definitions

Accession —The formal process used to add to the Archive’s permanent collections.
Acquisition — The discovery, ptehm:nary evaluat:on, and negotiation for custody and title
of; potent:al additions to the Archive’s collections.

Archive — A building or room that houses ‘archives.

Archwes A collection of documents photographs (including those that are framed),
maps, ledgels journals, books, or pamtmgs kept for their historical interest and
permanent preservation. B

Artifact — An object that documents the history, prehistory, culture, or natural history of
the Verde Val]ey,o,f Arizona.

Collections — Archives and artifacts held in trust and preserved by the Heritage
Conservancy Board.

Collections Manager — A person appointed by the Heritage Conservancy Board, under
Supervision of the Town Clerk, having direct responsibility for working with historical
collections.

Deaccession — The formal process used to remove an item from the Archive’s permanent
collections.

Display — To place in view, show, exhibit.

Loans ~ Temporary transfers of material to or from the Archive that do not involve

change of ownership.
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Trust — A fiduciary relationship in which a trustee holds legal title to property that must
be managed for the benefit of others.

Authority and Responsibilities/Purpose

Authority for this policy rests with the Town Council of the Town of Clarkdale, and is
administered through the Heritage Conservancy Board of the Town of Clarkdale -under
the supervision of the Town Clerk. The Collections Manager, under the supervision of
the Town Clerk, is responsﬂ)le for the daily application of these standards The Heritage

The Collections Manager has responslblhty as ass1gmd by the Heritage Conservancy
Board, for safely and efficiently housing these collections; for adding to the holdings
through donation and purchase; for preparng ; materials for use in research, exhibition,
and loans; and for compiling and mamtaining documents which record origin, accession,
deaccession, registration, loans and any other functions of the co]lectmns

Collections : R

The Heritage Conservancy Board shall make dec1szons on accessmns, deaccessmns loan
requests, and disposal of deaoc%moned or umocess:oned material

An inventory of the collection shall be completed amlually
Acquisitions ... .

Items to be co:mdered for dccession shall be: evaluated by, the Herrtage Conservancy
Board, in accordance with the priorities of accmsmn listed below.

A Artlfact and Archwe Pnorm&c of the 'I‘ovm of Clarkdale
1 Hlstonc nems ﬁ'om the Clubhouse
2. ltems regardmg Clarkdale s hmtage from any source.
w3 Ongmals prefe:red Cop:es depending on the content.
B Items Considered for Accession Must:

1. I)ocumem dn-ectly the history, prehistory, culture, or natural history of the
Verde Valley of Arizona or, on a more selective basis, be representative of the
matenal culture or natural material of those areas.

2. Bem good phys1cal condition unless they have such outstanding historical
value, rarity, or significance that they are other wise desirable; or unless their
condition can be brought to an acceptable level.

3. Be capable of appropriate storage, protection, and preservation under
conditions at the Archive.

4. Be accompanied by a clear and valid title or by a designation of the Archive
as repository of trust from an appropriate state or federal land manager. To
" this end, donors will sign the Archive’s Receipt and Provisional Deed of Gift
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certifying that they have clear and valid title that they transfer to the Archive
without donor-imposed restrictions or stipulations except that:

a) Anonymous donations may be considered with the stipulation that the
Town of Clarkdale will apply the measures of AR.S. 44-380 through
44-388 that define the process of acquiring title to abandoned property.

b) Donations bearing donor-imposed restrictions may be accepted if the
Heritage Conservancy Board decides their value exceeds the burden of
the restrictions.

c) Tllegally obtained material can never convey good title. Therefore,
ethnographxc and archaeological specimens will not be considered if
there is reason to believe they have been collected in contravention of
state or federal laws* or in vmlatwn of accepted Archive ethical
standards. However, such material may be held in trust if it is assigned
to the Archive by the appropriate Land Manager. Natural history
material will not be accepted if there is reason to, believe it has been
collected in violation of state federal or mtemanoml laws regulating
such collecting. ** :

d) Be accompamcd by documenmtwn of lts origin and hlstory, if possible.

*  Including but not limited to rheAmencmAmrqumes At q" '1906; the Archaeological Resources
Protection Act of 1979 (PL. 96-95); the. Nar:onal Historic Preserwt;an Act of 1966; and Arizona Revised
Statute 41-841-846, dealing with resourcas on state land. :

**  Inparticular rheLaceyAct af 1900, amtmded 1981; the endangered Species Act of 1973; the Marine
mammal Prorec:wn Aet of 1972; rhe Migratory Bird Treary Act of 1 91 8; and the bald Eagle Protection Act

of 1940.

VIII. Ttems Donated for Resale or Other Non—collectlons Use

IX.

A. Af; ‘during prehnunary negonatmn, some or all of the items in a proposed
“ 7 acquisition seem unsuitable for the permanent collection but suitable for resale,
e thcdomrnmstbeapprmdofthlsmtentandmustmarkandsxgnthegggp_;pl_gm
.. Provisional Deed of Gift indicating his or her approval of this use. Alternately,
-:donors may spec:fy retumn of items refused by the -Heritage Conservancy Board.

B. Collectwn&related ‘materials which are donated specifically for resale will be so
marked on the Archive’s Receipt and Provisional Deed of Gift, and will be
reviewed by the Henta,ge Conservancy Board, but will not be accessioned into the
collections.

C. Approved sale and disposal will be governed by Arizona State Statute Title 9,
Chapter 4, Article 1, 9-402.

Loans
A. Loans from the Archive Collections:

1. Al zequests will be evaluated and approved or denied by the Heritage
Conservancy Board based upon conformity with the criteria of this policy.

2. Require the borrowing institution provide proof of Bailee’s Customer
Insurance or fine arts insurance coverage in an amount to be determined at the
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time of the loan, be trained in archival handling, have appropriate sscurity, use
safe display practices, and have environmental controls appropriate for the
condition and value of the material.

3. Loaned items may, from time to time, be inspected to ensure that items arc
stored, handled, preserved, protected, and displayed by currently accepted
standards. Loaned items may be requested to be retumned if, upon inspection,
the borrowing institution has not met the appropriate practices,

4. Will be administered by the Collections Manager using a Contract of L.oan of
Collections Material and a Condition Report for each loaned item. These
documenis will be retained as a part of the item’s history.

5. Must not conflict with the Archive’s use of t.hc materials, nor of staff time ox
expertise, or other resources.

6. Must be consistent with the ph11030phy of pubhc trust and be for exhibition to
the general public or for scholarly research. kt

7. Must help the Town of Clarkdale to achieve its goals or have a public benefit
to an extent that clearly omwelghs any nsk w the material ot loss to the
Town’s other programs. o

8. Will be packed and transported ina manner approved by the Collectlons
Manager. It will be returned to the Archive packed in the containen(s) and
manner mwhxchxtwassent Bt

[ 9. Will be fora specific period of time, ot to exceed six {6) morths. Requests ____.---{ Formatted: Hightight
for renewal shall be cons1dered by the Henta,ge Conservancy Board.
I 10. Misst be requested in writing at least thirty {30) days before the date needed, .- { Formatteds Highight

Requests made wﬂh less lead txme may be granted if time permits.

gl ‘_:I 1. Will be credlte_d pronunently as “From the Town of Clarkdale Archive
' Co]lectlons” ;

B Loans to the Archlve

The Co]lectwns Manager will verify the Condition Report with the item upon

[ 2. 'I'he;_ Town of_ Clarkdale will provide proof of Bailee’s Customer or fine arts
insurance coverage, be trained in archival handling, have appropriate security,
use safe display practices, and have environmental cortrols appropriate for the
condition and value of the material, as requested by the owner.

| 3. Loans will be for a specified length of time, not exceeding one (1) year, with ..--{ Formatted: Highlight

optiontorepew. T
X. Deaccession

A. Permanently removing items from the Archive’s collections must be done with
extreme care and be carefully documented so as to avoid the possible appearance
of violation of the public trust.
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i B. No accessioned item shall be deaccessioned until at least two (2) years after the

date of its accession (see U.S. Tax Reform Act of 1984) if the donor claimed an
IRS deduction for that donation.

C. Will be initiated by the Collections Manager and be presented to the Heritage
Conservancy Board, which may approve or reject the deaccession.

D. Will be documented on a standardized Deaccessions Form, which will be kept as
a permarent record,

| E. Will include a reasonable effort to ascertain that the Town of Clarkdale -is legally
free to dispose of the item, considering possible domor 1estrictions.

| F. Ifitem for deaccession has a value of more than one thousand dollars ($1,000.00), __
deaccession will be approved by the Town Coum:l after being recommended by
the Heritage Conservancy Board.

G. Criteria for deaccessioning. Material may be conmdered for deaccession if it:
Is outside of the scope of the Town of Clarkdale’s collectlon priorities.
Had been misidentified or wrongly attributed. ' .' :

Is a poorer duphcate adequately represented by a better sample

Can’t be properly presewed by the Town of Clarkdale.

Is damaged or bas detenorated beyond usefulness

Is dangerous to staffor harmful to other collectlon materials.
Has been access:oned more than once '

A T e

®

H. Method ofDlsposal T, -
1 Wlli be determmed by Anzona State Statute.
. Will be oomldered first for pubhc auction.

o 3. Willnot vmlate fedexal or Arizona laws regu]atjng the sale of archaeological
. J1gsources, plants ammals or mineral specimens.

XI.  Ethics Regardmg Collectxons

All Archive workers shall observe accepted high standards regarding their work and
access to the Archive collections. The worker holds his or her position as a public trust,
and any effort to realize personal gain through official conduct is a violation of that trust.
The reputation and name of the Archive and the Town of Clarkdale must not be exploited
for personal advantage.

XII. Appraisal or “Expert Opinion” by Archive Workers

No Archive workers may furnish appraisals of the monetary value of donations to the
Archive. They may help donors to obtain appraisals by:
! A. Furnishing a list of known appraisers, noting their areas of expertise, but not
specifically recommending any of them.
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B. Perrmitting access to the donated material by appraisers.

C. Providing publicly circulated sales catalogs or price lists to the donor, or woen
suggesting where they may see similar items offered for sale.

XIII. Care of Collections

The Archive workers will make every reasonable effort to assure that its collections are
stored, bandled, preserved, and exhibited by the best currently accepted standards. They
will keep records that are necessary to establish title, to maintain physical control, and to
retain origin and historical associations of the materials in the collections.

XIV. Access to Collectlons

XV

ons must receive cert:ficatlon

eertified by the Collections Manager prior 1o havin
Archive without supenrlsmn g

C. Items to be studied will be retneved from storage by the Archive workers and
brought to the researcher. ©~

D. Information concerning the namre and Iocatlon of any a:chaeologlcal or historical
resource on public land the excavation or removal of which requires a permit
under federal or Arizona statute will. not be released to the public without
permission from the appropriate Land Manager. This restriction does not apply to
books or pubhshed documents wlnch are normally for sale to the public.

: 'E “The Collecuons Mana.ger may thhhold access to archival documents if it is
' believed that such access would constitute an unwarranted invasion of personal
 privacy, expose an individual to phys:cal harin, release business secrets, violate
~-donor reslnctlons or inhibit ongomg negotiations or litigations.

F- Informatlon such as storage locanon, appraised value, donor names, and site
locatlons will not be released without compelling reasons.

G. _Access'té"bg_llecti'ohs by Town staff will be based upon need to perform work in
the Archive. No non-collections work will be done in collections storage areas
unless it is necessary for security, building mamtenance or similar Archive needs.

effi

,lr,n__g_jggths Collectxons Mamger
cmergerey. |
Authority For and Appeal of Decisions e

A.—Appeal of decisions may be made first to the Heritage Conservancy Board, then to+-.
the Town Clerk, and then to the Town Council,
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