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1. Introduction 
This policy outlines the documentation priorities and needs for Bolton Library and Museum Services including the collections stored at the Swan Centre, the Chadwick Resource Centre, Store Away (Whittles Mill), Deep Store, Smithills Hall and Hall i’ th’ Wood.

2. Purpose of the Document 
The purpose of this policy is to facilitate access to the museum and archive collections whilst striving for best practice in the documentation of objects, documents, and other material in the care of Bolton Library and Museum Services. 

3. Terminology and Definitions 
Documentation is the management of information about collections. The main purpose of documentation at Bolton Library and Museum Services is:
· To ensure collections are accessible to the public.
· To establish accountability, i.e., to know what the service has and where it is.
· To enable the service to meet the requirements of the Arts Council England (ACE) Museum Accreditation Scheme, National Archives Accreditation Scheme for Archives registration and Zoo License.
· To demonstrate commitment to professional standards. 
· To gain credibility with funding bodies, potential donors, and the public.
· To help staff to look after objects and organisms in their care, by making collections information readily available.
· To ensure that objects and organisms can be found quickly when needed and used to their full potential.
· To help staff to answer enquiries from other organisations, researchers, and the public.
· To help staff to identify potential topics for exhibitions, online engagement, and educational events.
· To assist the service in proving legal ownership of objects if there is a dispute over title.
· To allow the service to respect the rights of others (e.g., Data Protection Act, Freedom of Information Act) whilst also protecting its own rights (e.g., copyright).
· To enable the service to provide descriptions of lost or stolen collections to insurers or the police.
Bolton Museum, Smithills Hall and Hall i’ th’ Wood are Accredited museums. One of the requirements of the Arts Council England (ACE) Accreditation Scheme is the setting up of Spectrum primary procedures (Object Entry, Acquisition, Cataloguing, Location & Movement Control, Loans In, Loans Out and Exit). This document explains how the museum meets these procedures. 
The Aquarium is covered by the Zoo License. The archives are a registered Place of Deposit and an Accredited Archive. 
Spectrum procedures are in place and are applied to all current museum collections management activities. However, the historic information held by the service about objects in some of our earliest museum collections does not always meet the minimum standard for these procedures. This is subject to an active programme of documentation updating and records management.

4. Duties and Responsibilities of Individuals and Groups 
It is the responsibility of individual museum, archive, and aquarium access officers and managers to ensure compliance with the standards set out in this policy.


5. Policy Implementation

The following are responsible for the implementation of the Documentation Policy & Plan:
Team Leader: Museum Access, Museum Access Officers for Collections, Archives & Aquarium & Aquarium Assistant, supported by the Senior Management Team. 
Regular Collections Management meetings provide oversight of the actions outlined in this policy and plan. This is the meeting at which all decisions relating to collections are approved, including but not exclusively: object / organism entry, acquisition, disposal, research, exit and loans. The meetings are held, at minimum, monthly.
Urgent decisions may be made outside of a Collections Management meeting, in this case the issue must be emailed to all Museum Access Officers & Team Leader: Museum Access for comment and approval before proceeding.

6. Documentation Policy and Procedures 

6.1. Documentation Policy Statement  
Bolton Library and Museum Services strive to achieve best practice in the documentation of collections. The service is committed to achieving Spectrum, National Archives and Zoo License standards of documentation for all collections in its care and adhering to those standards for all primary museum, archive, and aquarium procedures.

6.2. Aims
The aims of the documentation policy and plan are:
· To maintain the Spectrum primary procedures to the standard required by the ACE Accreditation Scheme and to continue to apply them to all collections management activities within the museum.
· To apply the Spectrum primary procedures retrospectively to all items in the permanent museum collections and on loan.
· To document targeted groups of items according to current legal, ethical, and practical requirements.
· To introduce additional Spectrum procedures according to the demands of the museum service.
· To ensure the documentation of the organisms living in the Aquarium meets Zoo License standards. 
· To ensure the documentation of the archives meets National Archives Archive Service Accreditation standards. 

Each Spectrum primary procedure is outlined in individual policy notes relating to the procedure. All primary procedures are outlined in the Museum Procedural Manual. These documents are available on the shared computer drive and in hard copy in the Conservation Office.
 
6.3. Documentation Procedures

6.3.1. Object Entry 
Bolton Library and Museum Services has a written policy and procedure for Object / Organism Entry which meets minimum standards. 
Museum entry documentation is in the form of an electronic printable, auto-updating Entry form, which is saved in a shared drive. Hard copies of the form are put into the object history file and entry form folder.
Museum Entry forms are completed by any member of staff who accepts into the care of Bolton Museum an object which is not already part of the permanent collections.
The current museum Entry form was introduced in 2018. From 2005 to 2018 entry documentation was in the form of pre-numbered four-part entry form, the top copy of which was filed centrally. Prior to the introduction of the entry form system in 1995, a departmental daybook system was in use. In the past, entry documentation was not always completed for every object left in the care of the museum. 
Object Entry forms cannot be completed retrospectively for objects that have entered the museum in the past without proper documentation.
Aquarium: New organisms coming into the aquarium are documented on the Aquarium stock tracker spreadsheet and in the daybook. 
Archives: Archives are accessioned at the point of entry. The relevant information for archive accessions is recorded using a paper system and an industry standard archive management software system. 
Local Studies: Local Studies items are catalogued using the appropriate bibliographic information at the point of entry. Materials are catalogued using an industry standard library management software system SPYDUS and organised according to DEWEY.  

6.3.2. Acquisition  
Bolton Library and Museum Services has a written Development Policy which outlines the service’s priorities in terms of the acquisition of objects and organisms. All new acquisitions must meet the relevant ACE Accreditation Standard, Zoo License and Archive Service Accreditation Requirements. 
The transfer of title agreement is part of the Entry form (see above) and is signed by the object’s owner at the time of donation/sale.
Prior to the introduction of the 2003 Entry form, a separate transfer of title form was used.
New accessions to the museum collections are documented in an accession register (in use since 1999) which records the formal acceptance of objects into the museum’s permanent collections, allocates a unique object number and provides sufficient information for collections management purposes. Museum Access Officers are responsible for recording new acquisitions in the register.
A second, back-up copy of the accession register is stored off-site in a fire-proof safe. Microfiche copies of historical registers are also stored off-site in a fire-proof safe. Digital copies of the microfiche registers have also been made.
Newly accessioned museum objects are marked/labelled as appropriate with their unique number following Spectrum marking and labelling guidelines as agreed with the Team Leader: Museum Access.
An object history file is created for each new museum accession. Object history files contain all the paper documentation relating to an acquisition and are filed in accession number order.
Between 1879 and 1997 various ledger systems were employed by different museum departments. Between 1987 and 1999 new accessions were printed out from computer files – this was not carried out consistently. 
Aquarium: New organisms coming into the aquarium are documented on the Aquarium stock tracker spreadsheet and in the daybook. The Aquarium collection annual spreadsheet details species kept and those proposed. In accordance with Zoo License an annual stock report must be submitted to Bolton Council Environmental Health for public dissemination.
Archives: Details of new acquisitions are recorded on a paper accession form which is filed by year, donor information is also recorded in paper format. This information is then transferred to archive management software system supported by a manual for accessioning and cataloguing which was developed by the Greater Manchester Archives and Local Studies Partnership to encourage consistency for better data exchange. Depositors are required to sign an agreement form either a ‘donation’ form to transfer rights and ownership or a ‘deposit’ form if the item if the item is a permanent loan. These agreements are kept with the paper accession records which are kept in a locked room.
Local Studies: Acquisition of materials for Local Studies is by purchase and donation.
The Stock Management Team oversees the purchase of all Local Studies material in consultation with the Museum Access Officer: Archives and Local Studies. Donated material is discussed and approved at Collections Management meetings and the donation is acknowledged in a paper format.

6.3.3. Cataloguing 
Bolton Library and Museum Services has a written policy and procedure for cataloguing which meets Spectrum minimum standards, Zoo License and Archive Service Accreditation Requirements.
Museum catalogue records are created in digital format in the Objects module of the TMS collections management system. Museum Access Officers are responsible for creating catalogue records for newly acquired objects in their subject areas and for adding any descriptive, historical, or contextual information which may become available later.
Catalogue information held in the TMS system can be retrieved by searching on any field, including object number, object name, donor, or current location. 
Prior to the introduction of computer databases in the early 1990s, museum objects were catalogued using various card-based manual systems, often specific to a particular department. Subsequently, digital object records were created on MODES and Cardbox databases. There were separate databases for each curatorial department, and in some cases, for subject areas within departments. Over 100,000 records were migrated from MODES and Cardbox databases to a single TMS database when the new system was implemented in 2005. Since then, more than 45,000 new records have been added to the system.
Backups of the TMS database & Aquarium spreadsheets are made daily by Bolton Council’s IT support service, Agilisys, a hard copy TMS back up pre 2015 is stored in a fire-proof safe at a separate location. 
Archives and Local Studies: Cataloguing the archive material held by Bolton Archives is essential to enable staff to effectively manage the information retained for permanent preservation and to enable public access. 
Archive cataloguing is conducted using an industry standard archive management software system supported by a manual for accessioning and cataloguing which was developed by the Greater Manchester Archives and Local Studies Partnership to encourage consistency for better data exchange. Bolton Archives uses the following standards: The mandatory elements of International Council on Archives General International Standard of Archival Description [ISAD(G)], International Council on Archives, International Standard Archival Authority for Corporate Bodies, Persons, and Families [ISAAR(CPF)], National Council on Archives, Rules for the Construction of Personal, Place and Corporate Names [NCA Rules].
Local Studies: Cataloguing of local studies material is conducted by using an industry standard library management software system supported by a manual for accessioning and cataloguing which was developed by the Greater Manchester Archives and Local Studies Partnership to encourage consistency for better data exchange. When compiling catalogue records, libraries adhere to standards and guidelines for the creation of names and subjects (known as Authority Files) and use internationally recognised standards for bibliographic data. The bibliographic standards currently employed in libraries are MARC 21, the Anglo-American Cataloguing Rules, 2nd Edition (AACR2) and more recently the Resource Description and Access Standards.

6.3.4. Location and Movement Control 
Bolton Library and Museum Services has a written policy and procedure for Location and Movement Control which meets Spectrum minimum standards, zoo license and archives registration requirements.
When museum objects are moved from their home location, an object movement ticket is used. The location is then updated on the TMS object record. The member of staff who moves the object is responsible for completing the object movement ticket and updating the object record. Home and temporary locations are entered on TMS using an on-line authority list of museum locations.
In the past, object locations have been recorded in the accession registers, on manual catalogue cards and in MODES/Cardbox catalogue records, but locations have not been named consistently and the information has not been kept up to date.      
Museum objects that have been added to TMS since the migration from MODES and objects that have been relocated during this time have up to date location information entered using the location authority.
Aquarium: The internal relocation of an organism is recorded in the aquarium daybook.   
Archives and Local Studies: When archives and local studies items are moved from their shelved location a production slip is completed in duplicate which records the name of the user, reference number, date, name of staff member retrieving item. One slip is placed in the location of item being removed and the other is filed. On return of the item to its location the two slips are matched up and recorded as returned with the date and name of staff member who returned item. One copy of the slip is filed and retained for 3 years. Items produced are returned to their shelving the same day.

6.3.5. Object Exit 
Bolton Library and Museum Services has a written policy and procedure for exit which meets Spectrum minimum standards, zoo license and archives registration requirements.
Exit documentation is in the form of pre-numbered three-part exit form, the top copy of which is filed centrally. Exit forms are completed by any member of staff who dispatches an item from the permanent collections of the museum. 
The current Exit form meets the Spectrum minimum standard. 
Prior to the Exit form system (introduced in 2002), dispatched objects were documented using loan out forms, which were filed by department. In the past exit documentation has not always been completed for every object which has left the museum.
Object Exit forms cannot be completed retrospectively for objects that have been dispatched from the museum in the past without proper documentation.
Aquarium: Organism exit is recorded by entering in the Aquarium stock tracker spreadsheet and daybook.
Archives and Local Studies: When archives and local studies items are to be sent off premises for scanning or conservation the museum’s object Exit form is used.

6.3.6. Loans In 
Bolton Library and Museum Services has a written policy and procedure for Loans In which meets Spectrum minimum standards, zoo license and archives registration requirements.
All new Loans In are subject to a fixed term loan agreement (either the lender’s Loan Out agreement or a Bolton Loan In agreement) with a maximum initial term of 5 years.
A Loan In record with a unique number is created on TMS for all new Loans In.
All Loans In information is filed centrally in loan number order.
Loans In have previously been recorded on a Loan In form, filed by department.
Aquarium Loans In for breeding would be covered by a bespoke agreement made between Bolton and the lending institution. 
Archives and Local Studies: The archives and local studies service do not typically loan items from other institutions.

6.3.7. Loans Out 
Bolton Library and Museum Services has a written policy and procedure for Loans Out which meets Spectrum minimum standards, zoo license and archives registration requirements.
All new Loans Out are subject to a fixed-term loan agreement (a Bolton Loan Out agreement) with a maximum term of 5 years.
A Loan Out record with a unique number is created on TMS for all new Loans Out.
All Loans Out information is filed centrally in loan number order.
Loans Out have previously been recorded on a Loan Out form, filed by department.
Aquarium Loans Out are covered by a bespoke agreement drawn up between Bolton and the borrower. 
Archives and Local Studies: Any loans out are subject to the same requirements as museum objects, but archive loans out are recorded on an archive loan form and filed by year.   

6.3.8. Condition Checking
Condition Checking it is an activity that is often initiated by the implementation of one of the other Spectrum procedures. 
The museum has a written policy and procedure for Condition Checking which meets Spectrum minimum standards.
When objects are condition checked, the overall condition is entered/updated on the TMS object record. The overall condition is entered on TMS using an on-line authority list of condition terms.
Full condition checks are also documented on a Condition Report form, which is then attached in digital format to the TMS object record.
Condition checks are conducted either by the Team Leader: Museum Access or by the relevant Museum Access Officer, depending on the reason for the check.
Prior to the introduction of TMS basic condition checks were recorded on object records on MODES. Full condition reports were recorded on paper only.
Aquarium: The condition of all living organisms is checked through observation twice a day (as a minimum) with any changes or concerns being noted in the Aquarium Daybook spreadsheet and actioned where necessary. 
Archives & Local Studies: The condition of items is recorded at the point of accession and cataloguing. Any changes to condition are recorded on the archive management software system. The condition of items is checked as they are produced for readers and quarterly random spot checks are conducted.

6.3.9. Conservation
Conservation is not a Spectrum primary procedure. However, it is an activity carried out by the service’s Team Leader: Museum Access and by contracted external conservators on a regular basis. 
The museum has a written policy and procedure for Conservation which meets Spectrum minimum standards. The museum also has a Conservation and Care forward plan.
There is a standard treatment report for recording in-house conservation treatments. 
There is a standard contract in place for use with external conservators. As part of the contract, the external conservator agrees to supply a full treatment report.
In-house and external treatment reports are linked to TMS object records and therefore accessible via the object number.
Prior to the creation of the standard treatment report, in-house conservation treatments were recorded manually, either on record cards or in a lab book. 
External conservation treatments have previously been documented on reports provided by conservators, some on paper and some in digital format. 
Historical internal/external conservation reports are not accessible by object number.
In the past not all in-house/external treatments have been documented.
Archives: Any conservation work carried out on archives are recorded on the archive management software system.
Local Studies: Any conservation work carried out is recorded on the binding/repair slips filed in the Archive and Local Studies workroom.

6.3.10. Deaccessioning and Disposal 
Deaccession and disposal is not a Spectrum primary procedure. However, Bolton Library and Museum Services does consider disposals as part of our continual collections review and storage projects.
The service has a Development Policy covering the disposal of objects which meets the ACE Accreditation Standard. 
The service has a written policy and procedure for Disposal & Deaccessioning which meets Spectrum minimum standards.
All disposals from the permanent collections are recorded on the TMS object record and the relevant accession register entry is annotated with details of the disposal, including date. 
An object history file containing all paper documentation relating to the disposal is retained and filed under the original accession number.
Aquarium: Organisms to be disposed of by transfer to another institution will be agreed at a Collections Management meeting and then recorded in the meeting minutes and on the Aquarium Stock Tracker spreadsheet at disposal.
Archives and Local Studies: In the unlikely event of archive or local studies items being disposed of the service’s policy and procedure for disposal and deaccessioning will be followed and recorded on the archive management software system.

6.4 Security of Documentation
Paper records: The most significant paper documentation are the accession registers. These are scanned in, saved as a digital format on the museum drives and backed up on disc – historically gold CD this may be changed to external hard disk. The original old accession registers are all kept in a fire safe at the off site store Chadwick Resource Centre. The active register is kept between the museum and off site stores as required by the curatorial team. 
Other paper documents such as entry and exit forms, letters, archival documents are kept in the museum archive in the office roller racking at the museum and in the archive strong room. Important data from paper records such as donor details and loan agreements are also kept as digital copies in the museum drive or attached to the database. 
Digital records including the database TMS (The Museum System) are all backed up as follows:
Daily backup of all server data - retained for 90 days
Monthly backup - retained 365 days
Yearly backup - retained until manual deletion
Backup is taken to offsite disk based storage, located at a separate DataRecovery data centre




7. Monitoring and Review
Museum Access Officers, Collections, Archives, Local Studies and Aquarium, Team Leader: Museum Access, and the Senior Management Team are responsible for monitoring compliance with this policy. 
The Policy will be subject to regular review, usually every 5 years or sooner in line with any new guidance that may be published.
[bookmark: page9]
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Appendix 1: Documentation Action Plan 

Documentation projects and tasks have been identified and are listed below, arranged by individual procedures and in priority order. Where possible, actions have been assigned to specific staff or teams and an approximate timescale for each task has been identified.

This is a live document: tasks and priorities will be updated according to the needs and priorities of the service and removed as they are completed. This plan was fully revised in 2024 and is due for revision in 2029. 

	
	Action
	Approx. timescale 
	Action by 
	Progress

	Aim: to improve and update catalogue records of objects/collections 

	1. Cataloguing 

	1
	Continued inventory of all Natural Science Specimens. Add to TMS / update and improve existing TMS records. 
	By 2030
	Museum Access Officer – Natural History; Collections Volunteers 
	

	2
	Continue creating full records for all Type Specimens in Natural Science Collections. Photograph, store, and mark appropriately. 
	By 2030 
	Museum Access Officer – Natural History; Collections Volunteers
	

	3
	Continue Botany cataloguing. Cataloguing and digitizing the collection which is about 50,000 objects and giving them specific locations. 
	By 2030
	Museum Access Officer – Natural History; Collections Volunteers
	

	4
	Create full records on TMS of all specimens within the Geology Collection including good images of each specimen. 
	By 2030
	Museum Access Officer – Natural History; Collections Volunteers
	

	5 
	Complete documentation of the World Cultures Collection. 
Clean up TMS records, mark, and label objects; add digital images to records. 
	By 2027
	Museum Access Officer – Egyptology, Archaeology & Ethnography; Collections Volunteers
	

	6
	Continue repacking and updating documentation of British Archaeology collection. 
	By 2027
	Museum Access Officer – Egyptology, Archaeology & Ethnography; Collections Volunteers
	

	7 
	Continue repacking and updating documentation of the Near East collection including pottery from Tell Iktanu in Jordan.     
	By 2027
	Museum Access Officer – Egyptology, Archaeology & Ethnography; Collections Volunteers
	

	8
	123 objects on display at Smithills Hall currently have inventory numbers. Steps have been taken to match these with items in the historic accession registers. However, most of the descriptions in the registers are not very clear. We now need to decide whether to fully accession the 123 objects.  
	By 2027
	Museum Access Officer – Art and Social History; Collections Team 
	

	9
	104 objects from the Hall i’ th’ Wood collections currently have inventory numbers rather than full accession numbers. This is historical. Need to review next steps including whether to give accession numbers.
	By 2027
	Museum Access Officer – Art and Social History; Collections Team
	We have investigated whether the 104 objects could be matched up to items listed in the accession registers dating back to early 1900s but with limited success. 

	10
	Continue photographing objects without digital images in the Chadwick store; add images to TMS.
	Ongoing
	Museum Access Officers; Collections Volunteers 

	

	11
	Review how the Netsuke and other Japanese decorative art are stored and consider how photographs could be displayed of each object to improve identification. 
	By 2027 
	Museum Access Officer – Egyptology, Archaeology & Ethnography; Collections Volunteers
	

	12
	Some objects that moved to the Chadwick store from the old store still need their home locations updating on TMS (delay is because objects on high shelves cannot be currently accessed until material has been cleared from the floor below). 
	By 2027
	Museum Access Officers; Collection volunteers 
	

	13
	Ensure any objects flagged on TMS as being hazardous, poisonous, or radioactive have photographs to enable them to be easily identified. Add to TMS.
	By 2027
	Museum Access Officers; Collection volunteers
	

	14 
	Add historical or contextual information to the TMS records for the Georgian Print collection. 
	By 2030

	Museum Access Officer – Art and Social History; Collection volunteers.
	

	15
	Cataloguing of the Rock Hall Archive
	By 2027
	Museum Access Officer – Archives; volunteers
	

	16
	Cataloguing of the Octagon Theatre Archive
	By 2027 
	Museum Access Officer – Archives; volunteers 
	

	17 
	Cataloguing of the Bolton Museum Archive 
	By 2027
	Museum Access Officer – Archives; volunteers
	

	18
	Aquarium: Review husbandry sheets for all species
	Review March of each year 
	Museum Access Officer - Aquarium
	

	19
	Aquarium: Stock tracker document
	Monthly update at minimum. Data entry from Day book.
	Museum Access Officer – Aquarium & Aquarium Assistant
	

	Aim: to mark/label all objects in the permanent collections with their unique object number 

	2. Object marking and labelling 

	1
	Mark/label objects at Smithills Hall that do not currently have accession numbers marked on them.
	By 2027
	Museum Access Officer – Art and Social History; Collection volunteers 
	

	2
	Mark all museum objects with accession numbers.
	Estimated completion with all Collections officers working on this is January 2030. The full scale of this project will become clear as individual collections are inspected. 
	Museum Access Officers; Collection volunteers 
	

	Aim: to create back-up copies of historical and current accession registers 

	3. Accession register security back-up 

	1
	Create new back-up copies of the current accession register and store these in a fireproof safe. 
	By 2025 
	Museum Access Officers 
	

	2
	Create back-up copies of those historical accession registers which have not been copied. 
	By 2026
	Museum Access Officers 
	

	Aim: to ensure that all loans in and out of the collections are up to date

	4. Loans 

	1 
	There remain a few historical long-term Loans In where we have been unable to trace the object owner. As new information becomes available to us, we will seek to resolve these loans.  
	Ongoing 
	Museum Access Officers 
	All Loans In have been reviewed and most have been resolved in the past year.

	2
	Continue to review and update Loans Out.  
	Ongoing
	Museum Access Officers
	Loans Out have been reviewed in the past year, the majority have either been closed or renewed (where the borrower sought an extension). 

	Aim: to ensure objects in the permanent collection are properly conserved 

	5. Conservation 

	1
	Basic condition assessment & conservation of the Bradshaw Gass & Hope Architectural Archive. 
	By 2026
	Collection Access Officer and Volunteers 
	

	2
	Add historical conservation treatment reports to TMS. 
	By 2026
	Collections team
	

	3
	File historical conservation reports in paper in object history files.
	By 2026 
	Collections team 
	

	Aim: to take an active and ethical approach to the disposal of items from the permanent collections

	6. Deaccessioning and disposal  

	1
	Review inventoried objects transferred to the Chadwick store from the old Lincoln Mill store. Add to disposals list where appropriate. 
	By 2026
	Museum Access Officers; Team Leader – Museum Access 
	

	2
	Boxes of miscellaneous loom parts and components identified during store move. An expert in historic textile machinery has reviewed these. Review was inconclusive. Consider for disposal. 
	By 2026
	Museum Access Officer – Art and Social History; Collections Team 
	

	3
	Rationalization of pictures and prints from ex-Picture Loan scheme. Review of the picture loan prints and drawing up recommendations for either retention or disposal. School loans potential will also be considered. 
	By 2027
	Museum Access Officer – Art and Social History 
	

	Aim: to ensure regular inventories are conducted of the collections

	7. Inventory 

	1
	Aquarium: Review Species list and Stock check 
	Review January of each year 
	Aquarium Access Officer
	

	2
	Museum Galleries 
	March 2025 
	Museum Access Officers; Collections volunteers 
	Last completed 2023

	3
	Smithills Hall 
	March 2025 
	Museum Access Officers; Collections volunteers
	Last completed November 2020

	4 
	Swan Centre H10 and H12 
	May 2025
	Museum Access Officers; Collections volunteers
	Last completed May 2021

	5 
	Bolton Town Hall 
	May 2025
	Town Hall staff / Museum Access Officers 
	Last completed 
2018

	6 
	Farnworth Library 
	December 2025
	Museum Access Officers 
	Last completed 2019

	7 
	Westhoughton Library 
	December 2025
	Museum Access Officers
	Last completed 2021

	8
	Horwich Heritage 
	2026
	Museum Access Officers 
	Last completed November 2023

	9
	Inventory of archives stored at Store Away (Whittles Mill) 
	December 2025
	Museum Access Officers – Archives 
	

	10 
	Hall i’ th’ Wood (objects have been transferred to Chadwick store)
	July 2026
	Museum Access Officers
	Last completed July 2025

	Aim: to ensure collections are sustainably managed

	8.Storage Review

	1
	Review of all archives stores with possibility of merging stores and moving items to Deepstore, specifically closed access deposits.
	December 2025
	Museum Access Officers – Archives
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