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Agenda

- Why write policies and procedures?

- How do we define policies vs
procedures?

- The writing process

- Core policies and aligned
procedures

- Making progress and updates

- Resources to help along the way




Why write policies and procedures?

. Sets and supports standards and internal best
practices

- Formalizes critical actions and workflows

- Creates consistency

+ Assigns responsibility

- Training and succession planning tool

- Demonstrates transparency and alignment
with professional ethics

- Shows external stakeholders you have a plan



Policies Procedures

- Guiding statements that regulate - Succinct instructions for
activities accomplishing tasks, protocol for
. Sets standards and supports decision- Implementing the policy
making - Sets workflows and consistent action
- For those doing the work but also steps
orovide public transparency - For staff, volunteers, and interns
- Notes when policy applies and who working directly on collections
holds responsibility projects
- Approved by the board or broad - Written and adopted by core team
leadership team doing the work
» Require larger discussions and - Readily updated and implemented

approvals for updates



The Writing Process

- Identify priorities

- Make It a team effort

- Write what you know, note S
where you don't

- Use examples, modify to
sult

- Take advantage of available
resources
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M I ss I o n Purpose, identity, why
V i S i O n Aspirational, forward looking
Va- l- u e S How, approach, culture g

Collection Scope CO“.ECtiOn COIIECtions

- What you will collect
and what you will not

- Geography, time Development Management

period, subjects and

themes, formats POlicy POI.icy

- Use of collections

Collecting Scope - Consolidated set of shorter policies that govern all collections

y el M et _ _ practices

The kockefeller Archive Center's acquisition efforts focus on collections documenting the : 4 X : : :

broader history of philanthropy and other efforts to work on behalf of the public good. 2 CDITII'I’]ItITIE‘nt tU Standards and COHSIS’[ent praCtICES n allgnment W”h

Because the means and methods of these activities are constantly evolving, the RAC's I'ﬂiSSiDn, ViSiDI‘l, and Values H—_‘:“
overall collecting strategy and efforts will continuously evolve and remain flexible so as to . 5 F - =R
PR ST - Describes relationships between people and collections ;

- Crsllprediy

Rockefaller Arehive Center Codlectii

- Provides legal and ethical framework
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at you wilt cotlect
Development

and what you will not
- Geography, time
period, subjects and
themes, formats
- Use of collections

Collecting Scope

The Rockefeller Archive Center’'s acquisition efforts focus on collections documenting the
broader history of philanthropy and other efforts to work on behalf of the public good.
Because the means and methods of these activities are constantly evolving, the RAC's
overall collecting strategy and efforts will continuously evolve and remain flexible so as to

reflect and document these changes.

Rockefeller Archive Center Collection Policy - Collecting Scope



Collections
Management
Policy

- Consolidated set of shorter policies that govern all collections
practices

- Commitment to standards and consistent practices in alignment with
mission, vision, and values

- Describes relationships between people and collections

- Provides legal and ethical framework




ore Introductory

Mission

- Frames the entire CMP
- Include Vision and

Values if have

The mission of CCHS is to explore the culture of
Chenango County - its unique traditions and
noteworthy stories — through the preservation and
presentation of our local heritage.

-Chenango County Historical Society & Museum

Statement

of Authority

Summarizes roles regarding the collections

- Identifies responsiblitiy for collections management decisions
- Assigns responsibility for implementing collections related

policies
The Office of University Archives is responsible for developing
the general records retention schedules for management and
disposition of university records commen fo many offices, as
well as developing schedules for records unique fo campus
affices. Further, the University Archives provides for the
selection, preservation and research use of records after their
current administrative, fiscal, and/or legal values have expired

=Ohio State University, Office of University Archives

Components

Purpose Collection
Statement Scope

P nanees e EE L TING SRIE « Outline of what collected including

This [CMP| is intended as a public statement of the principles : : :
and procedures which underpin all aspects of collection care. typ?E' e rgrap hic (B R time
The policy provides guidelines for the HMRC's archival pEFIDd. topics
coﬁec;:’o.r;s—remred acr:w’n’esé in;uring that these ;:ecn'w'n'es - Abbreviated version of full CDP,
meet high professional standards. The HMRC collections polic : . S

e P aligns with collecting goals

is a public statement of HMRC 's commitment to care for and
manage its collections properly.

~Houston Metropolitan Research Center

Code of
Ethics

+ Aligns practices and activities with professional standards
« Confirms commitment to upholding ethics of profession

+ Adherence to already established codes:



Mission

- Frames the entire CMP
« Include Vision and
Values if have

The mission of CCHS is to explore the culture of
Chenango County — its unique traditions and
noteworthy stories — through the preservation and

presentation of our local heritage.

-Chenango County Historical Society & Museum



Purpose
Statement

- Summarizes the goals of the CMP

This [CMP] is intended as a public statement of the principles
and procedures which underpin all aspects of collection care.
The policy provides guidelines for the HMRC’s archival
collections-related activities, insuring that these activities
meet high professional standards. The HMRC collections policy
(S a public statement of HMRC’s commitment to care for and
manage (ts collections properly.

-Houston Metropolitan Research Center



Collection
Scope

- Outline of what collected including
types, georgraphic region, time
period, topics

- Abbreviated version of full CDP,
aligns with collecting goals



Statement
of Authority

- Summarizes roles regarding the collections

- Identifies responsiblitiy for collections management decisions

- Assigns responsibility for implementing collections related

policies

The Office of University Archives is responsible for developing
the general records retention schedules for management and
disposition of university records common to many offices, as
well as developing schedules for records unique to campus
offices. Further, the University Archives provides for the
selection, preservation and research use of records after their
current administrative, fiscal, and/or legal values have expired

-Ohio State University, Office of University Archives
















































