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Museums	of	Historic	Hopkinsville‐Christian	County	

Collections	Management	Policy	
 

I. Introduction 

The Collections Management Policy establishes the principles, guidelines, and legal 
responsibilities for the acquisition, management, care, access, and use of the collections of the 
Museums of Historic Hopkinsville-Christian County (MHHCC). MHHCC holds its collections 
in the public trust and recognizes its responsibility to provide proper documentation, care, and 
maintenance of its holdings. In doing so, the organization strives to uphold the professional and 
ethical standards as set forth by the American Alliance of Museums.  

Mission Statement 

The mission of the Museums of Historic Hopkinsville-Christian County is to collect, preserve, 
and display objects, written information, and oral histories of historical, cultural, and social 
significance to the Pennyrile Region for the education and enjoyment of the citizens of the 
Pennyrile Region and particularly Hopkinsville and the Christian County area. 

 

History of Collection 

In 1974, the City of Hopkinsville acquired the former U.S. Post Office building from the U.S. 
government for use as an educational museum. The Pennyroyal Area Museum (217 East 9th 
Street) was established in October 1975 and opened on July 8, 1976 with the goal of collecting, 
preserving, and sharing the local history of the Pennyrile region. The museum expanded its 
facilities and its mission with the opening of the Woody Winfree Fire-Transportation Museum 
(310 East 9th Street) in February 2008 and the Charles Jackson Circus Museum (314 East 9th 
Street) in August 2011. These two museums combined with the Pennyroyal Area Museum to 
create the Museums of Historic Hopkinsville-Christian County. The Museums of Historic 
Hopkinsville-Christian County Board of Directors and staff maintain a wide range of activities in 
their endeavor to preserve and interpret the past and to portray the development of the nine-
county Pennyroyal region (including Caldwell, Christian, Crittenden, Hopkins, Livingston, 
Lyon, Muhlenberg, Todd, and Trigg).  

II. Statement	of	Authority	
The Museums of Historic Hopkinsville-Christian County is governed by a twelve member 
volunteer Board of Directors. The Board consists of ten community members appointed by the 
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Mayor of Hopkinsville, one community member appointed by the Christian County Judge 
Executive, the City/County Historian, one City Council representative, and one County 
Magistrate. The Board is responsible for the approval of the Collections Management Policy. 

MHHCC staff is made up of three full-time professionals and one part-time professional. All 
members of the staff, board, and volunteers will use this Collections Management Policy as a 
guide for all collections-related activities. It shall be the main goal of all members of the staff, 
board, and volunteers to uphold the highest standards of safety and preservation of the 
MHHCC’s collections. 

The Executive Director is responsible for the overall management of the museum including the 
supervision of collections-related activities including, but not limited to, acquisition, 
maintenance, conservation, and risk management. He/she provides regular collections reports to 
the Board of Directors. 

The Director of Collections and Membership has the immediate responsibility for the care of the 
collections. He/she shall seek to balance the needs of the collections with the need for public 
access, research, and exhibition. The Director of Collections and Membership shall be 
responsible for creating and keeping detailed documentation on all acquisitions. 

The Director of Programs and Exhibits will work with the Executive Director and Director of 
Collections and Membership to plan programs and exhibits that utilize the collections in the most 
responsible manner to ensure the safety and continued conservation of artifacts while 
maintaining the educational mission of MHHCC. 

The Collections Committee of the Board of Directors meets quarterly to review recent 
acquisitions and other issues in regard to the collection. This committee possesses the authority 
to accept or to refuse artifacts into MHHCC’s collection. The committee consists of the 
Executive Director, Director of Collections and Membership, Director of Programs and Exhibits, 
Board Chairman, and other Board representatives. 

III. Ethics	
The Board of Directors, MHHCC staff, and all volunteers will, in all matters dealing with the 
museum’s collections, adhere to the ethical and professional standards set forth by the American 
Alliance of Museums and will abide by all laws of the Commonwealth of Kentucky. Under no 
circumstances shall the Board or staff use, or permit to be used, the name, reputation, or 
collections of MHHCC for personal advantage or for the advantage of another person or entity. 

MHHCC shall own, exhibit, or use collections that are appropriate to its mission, and the 
Museum shall legally, ethically, and effectively manage, document, care for and use the 
collections. In addition, the Museum shall conduct collections-related research according to 
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appropriate scholarly standards; shall strategically plan for the use and development of its 
collections; and, guided by its mission, shall provide public access to its collections while 
ensuring their preservation. 

The acquisition and collection of objects by a member of the staff or board member for a 
personal collection does not in itself pose an ethical problem. However, the growth and 
maintenance of a personal collection can represent a conflict of interest between the staff and/or 
board member and the Museum. Therefore, the Museums of Historic Hopkinsville-Christian 
County prohibits any member of its staff or board from purposely interfering with its operations 
leading to acquisitions or donations to the Museum for his/her own personal benefit or gain.  

Museum staff, board, and volunteers are prohibited from bringing items from their personal 
collections to the Museum for storage or other non-Museum related use. 

IV. Scope	of	Collection	
The collection of MHHCC shall consist of objects that tell the story of Hopkinsville, Christian 
County, and the Pennyroyal region of southwestern Kentucky. This story incorporates historic, 
social, and cultural aspects of all people and all aspects of the community and the region. The 
collection of artifacts includes clothing, agricultural implements, vintage vehicles, fire 
memorabilia, military memorabilia, circus memorabilia, items relevant to Edgar Cayce, as well 
as countless other items that help tell the story of the region. 

V. Categories	of	Collection 

All artifacts included in the collection shall reflect the mission of MHHCC and will be classified 
in one of the following three categories: 

1. Permanent Collection: This collection is composed of the core items that make up the 
bulk of the museum’s collections. Objects in this collection are considered irreplaceable, 
are historically valuable, and are subject to special paperwork and procedures. Highest 
priority for conservation, maintenance, and storage is placed on objects in this collection. 
Objects in this collection may be used for exhibition, as an outgoing loan to a qualified 
institution, or for research purposes, all with recommendation of the Director of 
Collections and with the approval of the Executive Director. Any public access to these 
collections when not on exhibit shall be granted and supervised by the Director of 
Collections.  

2. Education Collection: Objects in this collection are typically duplicates, are replaceable, 
have no historic value, and are not subject to the same documentation required of the 
Permanent Collection. These items may be handled or utilized in educational and hands-
on programs and may eventually be destroyed. They may be objects that have been 
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deaccessioned, or never accessioned into the permanent collection or the research 
collection. 

3.  Loans: MHHCC will accept objects on a loan basis from time to time. These objects 
shall be acquired for utilization in a specific exhibit as determined by the staff. Although 
not part of the permanent collection, the same standards of care will be given to objects 
on loan and will be subject to special documentation and procedures while in the care of 
MHHCC. Objects on loan will be used only for exhibition and will not be used for 
research, as teaching tools in programs, or loaned to other institutions. 

VI. Acquisition	and	Accession	

Acquisitions 

Building a strong collection is one of the main activities of the Museums of Historic 
Hopkinsville-Christian County. Objects are considered for acquisition on a case by case basis by 
the Collections Committee of MHHCC. There are a number of ways that the museum may 
acquire objects for the collection including donations, purchases, or bequests. Each acquisition 
must meet the following criteria: 

 The object has historical value and is relevant to the collecting goals of MHHCC. 

 The object helps to fulfill the mission of MHHCC. 

 The object will be useful for exhibition and/or research purposes. 

 The object is in good condition and does not show signs of extreme deterioration. 

 The object can be stored and maintained without placing unnecessary strain on 
MHHCC’s financial, storage, or staffing resources. 

 The donor has clear title to the object and is qualified to make the donation. 

 The object’s authenticity is without question. 

 Physical possession of the object can be obtained by MHHCC in a timely manner. 

 If at all possible, the object will be acquired without restrictions. In rare cases, an object 
of the highest historic or cultural value may be accepted into the collection with 
restrictions. These acquisitions and the restrictions must be approved by the Board of 
Directors, and documentation must be maintained by the Director of Collections and 
Membership. 

All acquisitions into MHHCC’s collections fall into one of the following categories: 
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1. Donations: The bulk of the museum’s collections is acquired through donation. A 
donation occurs when the owner of an object makes a permanent and unrestricted gift to 
the Museum.  

2. Purchases: While the Museum agrees that most acquisitions be received in the form of a 
gift, it recognizes that circumstances may arise in which a purchase may be made to 
enhance the Museum’s collections. Purchases will be made only as a last resort. An item 
considered for purchase must meet the criteria as outlined above in Acquisitions and must 
be of exceptional value to MHHCC and its mission. Consideration shall be given to the 
availability of funds, the fairness of price, and the possibility that the object could 
acquired through donation elsewhere. All purchases must be approved by the Board of 
Directors with recommendation by the Executive Director. 

3. Bequests: Testamentary gifts should be recited in the last will and testament of the 
donor. MHHCC is under no obligation to accept bequeathed items into its collections. 
Objects in question must fit the Museum’s mission and must meet the criteria outlined 
above in Acquisitions. If an object bequeathed to the Museum does not fit the scope of 
the collection, the Museum may dispose of the object following the procedures for 
Deaccession and Disposal. 

Accessions 

Accessioning is the two-part process of acquiring (acquisition) and documenting (registration) an 
object. The two parts of the process hinge on the transfer of title to the Museum.1 The decision to 
accept an object into the collection rests with the Collections Committee of MHHCC. Potential 
acquisitions will be held on temporary deposit until the next quarterly meeting of the Collections 
Committee.  

1. A staff member will create a Temporary Receipt/Prospective Donation form for any 
object(s) offered to the Museum. This form will contain, at a minimum, the donor’s 
contact information and a basic description of the object(s) included in the donation. The 
donor’s signature is required on the form, and the donor is given a copy of the form.  

2. The Director of Collections and Membership will provide the Collections Committee 
with appropriate documentation for each potential acquisition and will provide his/her 
recommendation for acceptance into the permanent collection. 

3. Acceptance or rejection of acquisitions will be approved by majority vote of the 
Collections Committee. 

                                                            
1 MRM5, p. 51 
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4. If the object(s) has not yet been delivered to MHHCC, MHHCC will obtain possession of 
the object(s) within a timely manner following the approval by the Collections 
Committee of the acquisition. 

Once the decision is made to accept an object into the collection, a Deed of Gift is signed by the 
donor transferring title of ownership and establishing that the gift is the outright and 
unconditional property of the Museums of Historic Hopkinsville-Christian County. 

Once an object has been formally acquired, it is the responsibility of the Director of Collections 
and Membership to accession the object into the collection and to maintain up-to-date 
documentation of the object. It is imperative that complete, thorough, and easily accessible 
documentation be kept for each item that comes into the collection. The following procedures 
must be followed for each object accessioned: 

1. The Director of Collections and Membership will create a Deed of Gift form that will be 
mailed to the donor for his or her signature. The deed will, at a minimum, include the 
following information: description of the object(s) with attention paid to condition; name 
and contact information of the donor; date of the transfer of ownership; and the terms 
governing the acceptance of the gift. The Director of Collections and Management will 
include an additional copy of the Deed of Gift for the donor’s records, as well as a thank 
you letter and a return envelope for the signed copy. 

2. Once the completed form is received, the Director of Collections and Membership will 
assign the object(s) in the donation a permanent and unique accession number. This 
number will be marked on the object using the most appropriate methods available. 

3. The Director of Collections and Membership will create a digital file for each object 
accessioned into the collection using the PastPerfect database that includes the location of 
the object and a photograph. He/she will also create a paper file for each donation that 
includes the Temporary Receipt, Deed of Gift, and copies of any supporting material. 

4. The object will be put on exhibit or will be packaged and placed in storage. 

If the decision is made by the Collections Committee to reject an acquisition into the collection, 
the Director of Collections and Membership will take appropriate action to contact the owner 
and/or to dispose of the object based on the request of the donor. 

Appraisals 

The MHHCC staff will not appraise any object to be acquired. If the donor wishes to receive an 
appraisal, he/she is responsible for finding a qualified professional.  
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VII. Deaccession	and	Disposal	

Deaccessioning is the legal and ethical procedure that is followed to permanently remove an 
object accessioned into the collection of the Museum. Objects in the Permanent Collection of 
MHHCC should be retained in perpetuity if they continue to be relevant to the Museum’s 
mission and collection goals and if they can be properly used, stored, and maintained. To ensure 
that this process is not taken lightly, the following steps must be adhered to:  

Reasons for Deaccessioning Objects 

The Director of Collections and Membership may recommend an object for deaccesioning to the 
Executive Director and the Board based on one or more of the following reasons: 

1. The object is no longer relevant to the Museum’s mission and goals. 

2. MHHCC does not have the resources to properly maintain and care for the object. 

3. Object has deteriorated beyond any recognizable, usable or repairable state. 

4. Object has become hazardous to humans, the environment, or other objects in the 
collection. 

5. Excessive reproductions or copies of an object exist in the current collection. 

6. The object is discovered to be a fake or forgery. 

7. The object was acquired by unethical or illegal methods. 

8. Object is to be reclassified from the Permanent Collection into the Education Collection. 

Process for Deaccessioning Objects: 

The following steps must be taken to document the deaccession of an object: 

1. The Director of Collections and Membership verifies that MHHCC holds clear title to the 
object in question. The Deed of Gift typically serves as proof of the transfer of ownership 
to the Museum. If a Deed of Gift is not on record and no title is clear, MHHCC must 
consult with an attorney to determine the appropriate course of action. 

2. The Director of Collections and Membership submits a report on the object that includes, 
at a minimum, the reason for deaccession and the condition of the object to the 
Collections Committee. The Collections Committee then makes a recommendation to the 
Board of Directors. The Board must approve to deaccession by majority vote. 
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3. The Director of Collections and Membership deaccessions the object and completes all 
necessary documentation in the computer database and the object’s permanent file. The 
object’s accession number is voided and is not to be used again. 

4. The deaccessioned object is disposed of, sold, or transferred to another qualified 
institution. Under no circumstances will a deaccessioned object be given or sold to a 
member of the staff or Board. 

5. Any funds made from the sale of a deaccessioned object will be restricted for the 
purchase of objects for the collection or for conservation of the collections. 

VIII. Loans	

The Museums of Historic Hopkinsville-Christian County participates in an incoming and 
outgoing loan program. Incoming loans provide opportunities for special exhibits. Outgoing 
loans offer opportunities to share the Museum’s vast resources with other qualified organizations 
and expand the reach of the Museum to a greater audience. 

Incoming Loans 

The following rules and procedures will be maintained for all objects on loan to MHHCC: 

1. Loans will be made for exhibition, research, or educational programming. At no time will 
a loaned object be used for purposes not approved by the lender. 

2. Loans will be for a specific duration of time not to exceed one year. A loan renewal may 
be approved by the Executive Director. 

3. Permanent or indefinite loans will not be accepted. 

4. Loans will be documented according to standard museum practices. No object will be 
permanently marked in the documentation process. 

5. Each object on loan must have a written loan agreement that is signed by both the lender 
and a member of the museum staff. This agreement outlines the conditions of the loan. 

6. The same care provided to objects in the Museum’s Permanent Collection will be given 
to objects on loan. No alterations (cleaning, restoration, etc.) will be made without the 
consent of the owner. 

7. The lender is responsible for providing insurance for objects on loan based on the 
object’s fair market value. 
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8. The borrower is responsible for costs involved with shipping, transporting, and packaging 
objects on loan. Objects will be returned to the lender in the same manner as they were 
received. 

9. The lender is responsible for notifying the borrower of any change in ownership or 
change in contact information. 

10. All changes made to a loan agreement must be done in writing and must be approved by 
both parties. 

11. At the end of the loan period, the Director of Collections and Membership will contact 
the lender to discuss possible renewal of the loan or to arrange the return of the loan. 
Objects will only be returned to the lender of record. 

Outgoing Loans 

Objects from the Permanent or Education Collection of MHHCC are available for loan to a 
qualified institution with the approval of the Collections Committee.  

1. Loans will be made for exhibition, research, or educational programming. At no time will 
a loaned object be used for purposes not approved by the lender. 

2. Loans will be for a specific duration of time not to exceed one year. A loan renewal may 
be approved by the Executive Director. 

3. Permanent or indefinite loans will not be granted. 

4. Loans will be documented according to standard museum practices. No object will be 
permanently marked in the documentation process. 

5. Each object on loan must have a written loan agreement that is signed by both the lender 
and a member of the museum staff. This agreement outlines the conditions of the loan. 

6. The same care provided to objects in the Museum’s Permanent Collection will be given 
to objects on loan. No alterations (cleaning, restoration, etc.) will be made without the 
consent of the owner. 

7. The lender is responsible for providing insurance for objects on loan based on the 
object’s fair market value. 

8. The borrower is responsible for costs involved with shipping, transporting, and packaging 
objects on loan. Objects will be returned to the lender in the same manner as they were 
received. 
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9. The lender is responsible for notifying the borrower of any change in ownership or 
change in contact information. 

10. All changes made to a loan agreement must be done in writing and must be approved by 
both parties. 

11. At the end of the loan period, the Director of Collections and Membership will contact 
the lender to discuss possible renewal of the loan or to arrange the return of the loan. 
Objects will only be returned to the lender of record. 

Unclaimed Loans 

At the end of the loan period, all attempts will be made to contact the original lender or heirs to 
terminate and return the loan. If the search is unsuccessful, legal counsel shall be sought to 
follow state statutes regarding unclaimed property. 

IX. Objects	in	Custody	

Unclaimed Loans/Found Objects 

Unclaimed loans and objects found in the collection are items to which the Museum has 
responsibility but no clear title of ownership. Unclaimed loans are defined as objects accepted as 
an incoming loan for which the loan duration has expired and the owner on record cannot be 
found. Objects found in the collection are defined as those objects that are in the custody of the 
Museum but for which no documentation or signed paperwork (Deed of Gift) exists. 

For both unclaimed loans and objects found in the collection, the staff of MHHCC will make a 
good faith effort to locate the owner or donor and to reconcile the object with any missing 
paperwork or documentation. After these attempts are made, the Museum may move forward 
with steps to assume ownership of the object. At all times, the Museum will comply with the 
laws of the Commonwealth of Kentucky when dealing with unclaimed or abandoned property. 

 

X. Collections	Care	

The Museums of Historic Hopkinsville-Christian County holds its collections in the public trust 
and has a legal and ethical obligation to care for these collections. The Museum accepts 
responsibility of providing the best conservation and preservation practices available.  

Staff Responsibilities 
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All members of the MHHCC staff, board, and volunteers have an obligation to support the care 
and conservation of the collections. The direct care of the collection is the primary responsibility 
of the Director of Collections and Membership. He/she is to see that all objects are properly 
stored, conserved, exhibited, and maintained. 

Handling the Collection 

As a general rule, only staff of MHHCC is allowed to handle objects in the Permanent Collection 
of the Museum. In some instances, a trained volunteer may be utilized to assist with special 
projects like conducting inventory or assisting with exhibit development. In these cases, the 
volunteer will receive prior training and will be under the supervision of a member of the staff. 
Under no circumstances will untrained individuals be allowed to handle objects in the collection. 

Conservation 

Conservation of objects will be a primary concern of collections management. When an object is 
accessioned into the collection, it will be evaluated, and notation will be made as to its condition. 
Every effort will be made to care for and store or exhibit the object so as to maintain its original 
condition upon entering the Museum’s collection. 

The Museum strives to provide preventive conservation measures for objects in its collections. 
As funding is available, the Museum seeks to provide the appropriate environment, including but 
not limited to lighting, temperature, and humidity controls, in its storage and exhibit areas. The 
Museum also makes it a policy to store objects using archival-quality materials.  

The need for professional conservation of individual objects may be required. Priority for 
conservation will be given to objects scheduled for exhibition or to objects with extreme historic 
value. When conservation is deemed necessary and as funds are available, the Director of 
Collections and Membership will contract with a trained conservator to do the work. The 
conservator must submit a report of the object’s condition and a proposal for its conservation to 
the Executive Director. Only after the proposed treatment has been approved by the Executive 
Director may conservation work begin. The Executive Director is required to report all 
conservation work to the Board of Directors. 

Pest Control 

The Museum shall maintain a contract with a qualified pest control company. This company will 
make monthly inspections of all museum facilities to check for all pests that may cause a danger 
to the collections. If an infestation is found, treatment procedures must be approved in advance 
by the Executive Director. 

Inventory 
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The Director of Collections and Membership is responsible for keeping detailed, up-to-date 
records of where all objects in the collection are located. The location of the object is included in 
the computer database. If a database entry does not exist for an object, its location shall be noted 
in its object file until the database entry is completed. 

A comprehensive inventory of collection is scheduled to be completed by December 31, 2014. A 
policy for regular, periodic inventories will be established following the completion of this initial 
process. 

XI. Insurance	and	Risk	Management	

The Museums of Historic Hopkinsville-Christian County provides property and liability 
insurance for its collections and for loans from the Museum to another qualified institution. This 
coverage includes all items in the collection stored or exhibited in the Pennyroyal Area Museum, 
the Woody Winfree Fire-Transportation Museum, and the Charles Jackson Circus Museum. In 
addition, the Museum holds liability insurance to cover collections stored off-site at various 
locations. Additional insurance may be required in special circumstances. 

The Executive Director is responsible for insuring the collections at fair market value, acquiring 
additional coverage when needed, and providing values for insurance purposes. MHHCC 
reviews and updates coverage annually. 

The Museum does not insure objects on loan for temporary exhibit. 

The Museum shall maintain the best security possible for its collections both in storage and on 
display. The current security system is monitored through Wilson Alarm Company for all three 
museum facilities. Each museum has interior motion detectors. Additional features include the 
following:  

 The Pennyroyal Area Museum has three exterior security cameras. 

 The Woody Winfree Fire-Transportation Museum has a fire suppression system provided 
through Simplex Grinnell.  

The security system in each building is activated/deactivated using a numbered code known only 
to full-time staff and other authorized key holders. The Board shall approve additional key 
holders for the buildings. 

The Executive Director maintains current contact information with the police and fire 
departments. 

XII. Access	and	Use	
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The collections of the Museums of Historic Hopkinsville-Christian County are held in public 
trust and exist for the education and benefit of present and future generations. All requests for 
access to the collection will balance the desire for education with the need for conservation. 

The staff and other trained volunteers have access to the collections at the discretion of the 
Executive Director.  

The general public shall have access to objects on exhibit during the regular operating hours of 
the Museum. In addition, the general public may be granted access to objects in storage for 
research purposes. In such cases, a request must be made in writing to the Director of Collections 
and Membership and will be granted at his/her discretion. Consideration will be given to the 
condition of the object requested; risk to the item; risk to the individual; intended use of the 
information; and staff resources available to fulfill request. At no time will an individual be left 
unsupervised with an object. 

Photography is permitted in exhibit areas. Photography and duplication of research materials and 
objects in storage will be granted at the staff’s discretion. 

XIII. 	Policy	Review	and	Revision	

The Collections Management Policy will be formally reviewed by the Collections Committee of 
the Board of Directors every three years. The Executive Director and the Director of Collections 
and Membership will recommend more frequent review if circumstances require it. The 
Collections Management Policy and amendments to this policy shall be approved by the Board 
of Directors. 

 

 

APPROVED AT MEETING OF THE BOARD OF DIRECTORS HELD ON _________ (day) 

of _________________(month), ______________ (year).  

 
 
 
________________________________________________ (CHAIRMAN)  
 
 
 
ATTEST:  
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___________________ _____________________________(SECRETARY) 
 


