Ashwell Village Museum Forward Plan
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1. Introduction 

Ashwell Village Museum was formed as a Trust in 1930 providing a permanent home for the collection of John Bray, Albert Sheldrick and others. As stated in the Trust Deed the museum is run by the trustees who have overall responsibility for the running and maintenance of the museum. They also act as the museum management committee and meet at least twice annually. The Friends Association supervises public access, outreach events and many fund raising activities. They meet at least twice annually. The Honorary Curator is responsible for the collection and attends all meetings.  
 
The museum has had Full Registration and Accreditation since 1989 and continues to be committed to maintaining a high standard of service and an efficient museum operation.  

The museum is staffed entirely by volunteers, numbering between 50 and 80 individuals, who give varying amounts of time and expertise. They contribute about 3000 voluntary hours, equivalent to at least 3 full time staff members, to the local community in a year. 

Professional support is given by the appointment of a Museum Mentor, the services of the Museum Development Officer and the Share Museums East regional organisation.

Trustees are re-elected every three years.  An assistant curator shares, with appropriate training, the curator’s responsibilities.  A Schedule of Policies and Statements has been implemented to ensure their regular review.







2. Statement of Purpose

As stated in the Trust Deed the purpose of the Museum is to ‘preserve objects of interest associated with the past history of the said Parish of Ashwell and the immediate neighbourhood.’

The key aims were originally outlined in the Museum Trust deed as follows:
· To accept any gifts suitable for preservation
· To accept suitable objects on loan
· Regulate the opening of the Museum to visitors
· Co-operate with the education authority to utilise the Museum as an object lesson in the past history of the Parish for children attending the local schools.

The Trust deed was written in 1930. Over the years these original aims have generally been maintained in principle but modified in detail by the Trustees to accord with the times. In particular objects are not now accepted on loan. Additionally the catchment area for school children has been extended to reflect the geographical position of the museum.

This museum’s aims are achieved by
· maintaining a permanent collection and adding relevant items where space and resources allow, 
· developing and refreshing the permanent displays of objects, documents and information, 
· encouraging members of the public to use the collection for research 
· continuing a programme of temporary exhibitions, lectures, walks, and other outreach activities including the use of the internet and social media where this is advantageous to the above objectives


3. Review of Previous Forward and Spending Plans

The Accreditation Standards published in 2011 and 2018 place a greater emphasis on the need for detailed planning. Previous Plans have been of a general nature dealing with long term objectives. Short term objectives and projects have been selected from a long list within the limits of urgency, funding, on-going routine work (eg conservation and documentation) and perhaps most of all volunteer time and expertise. This is now formalised into Section 5 of this document which states our key aims and relates them directly to the Specific Objectives in Section 6.

The first plan was: “The Forward Plan is generally to maintain the objectives outlined in the Museum Trust deed as modified and noted above. Spending is strictly limited to the resource available. The Museum is funded only by donations and events such as the annual Ashwell at Home day. “



The Spending Plan is reviewed at the regular meetings of the Trustees. The current plan addresses the problems of disproportionate increases in regular expenses over income and the reliance on extra fund raising to maintain the services provided by the museum. The plan will separate basic operating income and costs from project income and expenditure. Income and expenditure projections of basic costs and projects for each month in the coming year are drawn up by the Treasurer of the Trustees and progress is discussed at each meeting of the Trustees.
The Friends of Ashwell Village Museum association regularly makes a valuable contribution to the museum by funding a variety of improvements and capital projects which would otherwise be very difficult to complete. A reserve fund approximately equal to one year’s basic costs is maintained in case of loss of funding. A Building Maintenance Fund has been set up to deal with all eventualities concerning the structure of the building.



4. The Local Environment 

Ashwell is recognised as one of the most attractive villages in Hertfordshire and the museum stands at its heart, both physically and culturally. The museum is situated in the local authority of North Herts District Council and operates in a very good environment of support from it. Our Museum Mentor, Ros Allwood, is their Cultural Services Manager. Also being in Hertfordshire we are fortunate to have an excellent county Museum Development Officer. 
Our support group, the Friends of Ashwell Village Museum, organises essential volunteers for the opening of the museum, raises much needed funding and provides members with a social aspect to the museum’s work environment. 

In this environment it is always much easier to raise funds for interesting capital projects than for unexciting but essential revenue costs, without which the museum could not operate. And although many are attracted to live in Ashwell for the benefits of a rural life and a vibrant community it is becoming increasingly hard to recruit volunteers of any age who are willing to take on responsible roles.


5. Key Aims  

To maintain the standards set out in the Statement of Purpose and Trust Deed of the Museum and recognised by the award of Accreditation in 2015.  To enable active use of the collections today – whilst responsibly preserving them for the future.  These aims are organised under four principal headings:

1. Maintain the museum for the benefit of the public and local community
2. Improve, build on, enhance and preserve the collection
3. Provide interpretation, education and research facilities
4. Raise awareness of Ashwell’s history and environment, particularly in the local community



6. Specific Objectives
The numbered sub-headings in this section refer back to the four Key Aims in Section 5.

1. Maintain the Museum
a) Governance
Trustees will:
· Meet regularly to oversee and assess the work of the Museum
· Keep records of their decisions
· Maintain accreditation status
· Review and supplement Museum policies in accordance with an agreed schedule.

b) Financial Planning
· The Trustees will prepare a spending and funding review
· The Treasurer will maintain an annual up-to-date spending forecast
· The Curator and Assistant Curator will identify, prioritise and plan finances for future capital projects 

c) Fundraising
The Trustees will:
· Review the question of entrance fees/donations annually, in consultation with the Friends Association
· Consider having a non-cash donations facility in the Museum
· Maintain awareness of possible grants and claims and make sure they are used for the benefit of the Museum
· Continue to organise fundraising events, including Ashwell at Home
· Work closely with the Friends of Ashwell Village Museum in raising funds for the benefit of the Museum

d) Building Maintenance
The Trustees will:
· Conduct regular surveys of the buildings
· Prepare and work through a Museum building maintenance plan to ensure building remains in a sound state

e) Security and Safety
· The Curator will ensure that the fire and security alarms are regularly maintained and tested
· The Trustees will carry out annual Risk Assessment and Health and Safety assessments each January
· The Trustees will ensure that Portable Appliance and Fixed Wire testing to be carried out as often as required
· The Trustees will ensure that the Fire and emergency plan is maintained and regularly reviewed following the agreed policy review schedule

f) Volunteers
Recruitment:
· The Curators and Friends Association will welcome volunteers and find ways of attracting more volunteers.
Training:
· The Curator and Assistant Curator will arrange the training of volunteers in administration, conservation, research and archive work as needed.
· The Friends will arrange the training of volunteers to staff the front desk.
· The Friends will arrange the regular cleaning and an annual more intensive deep clean of the Museum. 


2. Collections and Conservation
a) Acquisition and Disposal Policy
The Curator and Assistant Curator will oversee acquisitions and disposals in accordance with this policy.  The policy will be reviewed regularly, following the agreed policy review schedule

b) Documentation
The Curator and Assistant Curator will:
· Maintain a Documentation Procedure Manual
· Maintain an Accession Register
· Ensure that computer programs for collection and archive management are maintained

c) Care and Conservation 
The Curator and Assistant Curator will:
· Draw up, prioritise and oversee a programme of conservation housekeeping
· Recommend to the Trustees which items on the programme need professional attention
· Ensure that the necessary controlled environment is preserved in the Museum 
· Oversee pest management
· Ensure that items are stored efficiently


3. Museum Services
      a)  Display and Exhibitions
The Curator and Assistant Curator will:
· Oversee the part of the collection on public display and the layout of the display
· Keep under review the suitability of the existing display cases, stands and supports
· Maintain good, efficient and up to date lighting
· Be responsible for clear and attractive labelling of exhibits
· Maintain a programme of temporary and special exhibitions

b) Opening
· The Trustees and Friends will carry out a regular review of opening times with a view to increasing visitor numbers
· The Trustees will monitor visitor numbers and report on them at AGM
· The Friends will maintain a rota of trained volunteers to staff the front desk
· A front of house information folder will be stored at the front desk
· The Friends will organise group bookings
· The Friends will ensure museum opening times are widely publicised

c) Information Accessibility
 The Curator and Assistant Curator will:
· Maintain the existing Resource Centre of objects, books maps, and archive documents, both paper and online.
· Pursue a programme of expanding the number of resources available publicly online.

d) Research
The Curator and Assistant Curator will be available to help and advise researchers. 

     e) Interpretation and Education
Publications:
· The Curator and Assistant Curator will oversee as required the preparation and maintenance of booklets, worksheets, leaflets and loan boxes to extend the public use and understanding of the Museum’s resources.  

 f) Volunteer Opportunities
The Curator will arrange for the recruitment and deployment of volunteers to work on new and current projects, including young people on work experience and the Duke of Edinburgh Award scheme. 

4. Raising Awareness and Community Involvement
The Trustees and Friends will take every opportunity to involve the local community in the work of the Museum.
 
7. Implementation of the Plan
The detailed plans in this section refer to the Key Aims in Section 5 and the Specific Objectives in Section 6.  This section of the policy is a day-to-day working document and is therefore updated more often than the policy as a whole.
      
Key to Priorities in the following pages: A - Annual, On - Ongoing, Low, Medium, High

1. Maintain the Museum
a) Governance
Trustees’ agreed schedule for reviewing and updating policies:

	Policy or Statement
	Review Dates

	Access Policy and Information
	2014
	2019
	2024
	2029

	Collection Development Policy
	2012
	2017
	2022
	2027

	Disaster Prevention & Emergency Response
	2014
	2019
	2023
	2028

	Environmental Sustainability Policy
	2014
	2018
	2023
	2028

	Forward Plan (incl. Museum Projects)
	2014
	2017
	2021
	2025

	Security Review
	2014
	2018
	2023
	2028

	Volunteer Agreement
	2014
	2020
	2025
	2030

	Workforce Chart
	2015
	2020
	2025
	2030



b) Financial Planning – see Section 8
c) Fundraising
Projects and responsibilities:

	Fund Raising

	Project
	Details
	Responsibility
	Priority

	Entrance Fee/Donations
	Determining
	Trustees
	A

	Card Donations on site
	Installed in Foyer
	Trustees
	Med

	Grants        
	Local Government
	Trustees
	On

	Grants           
	Collection related
	Curator
	On

	Lottery
	For Building Maintenance Fund
	Trustee Treasurer
	On

	
	
	
	

	Fundraising Events 
Ashwell at Home
	
Annual village event
	
At Home Committee
	
A

	Coach trips
	To places of historic interest
	Friends Committee
	On

	Lectures
	On historical themes
	Friends Committee
	On

	Special events
	e.g. Social evenings
	Friends Committee
	On

	
	
	
	



d) Building Maintenance
Trustees’ Building Maintenance Plan:
	Building Maintenance

	Project
	Details/ Cost if known
	Responsibility
	Priority

	Annual Survey
	Structure of building
	Trustees
	A

	
	Observations
	Curator and Staff
	On

	Event Response
	Building Maintenance Fund
	Trustees
	High

	5-yearly maintenance plan
	Falls due in 2024/2029/2034
Building Maintenance Fund
	Trustees
	High

	Capital Projects
	
	
	

	Carpet in Gallery 1 and 2
	To prevent pest damage
	Trustees
	High

	Replace Blind in Gallery 2
	Broken – no light control
	Trustees
	High

	Install Blind in Gallery 1
	Replace total blackout
	Trustees
	Low

	Floor Tiles in Old
	Lift and then replace with damp protection
	Ideal world
	Low



e) Security and Safety Issues:

	Security and Safety

	Project
	Details/ Cost if known 
	Responsibility
	Priority

	Fire and Intruder Alarms
	Maintain and test 
-contract with Alarmsmiths
	Curator
	On

	Fire Extinguishers
	Maintain and test 
-contract with Alarmsmiths
	Curator
	On

	Risk Assessment
	Annually 
	Trustees
	A

	Emergency Plan
	Add to Policy Review Schedule
	Trustees
	A

	Fire Risk Assessment
		Annual review 1st October
	Trustees



	Trustees
	A






2. Collections and Conservation
b) Documentation:
	Collection Management

	Project
	Details/Cost if known
	Responsibility
	Priority

	Accession Register
	Make a hard Copy and keep off-site.
Digital backup offsite and in cloud
	Curator and Asst.Curator
	On

	Documentation Procedure Manual
	Review in response to changing needs
	Curator
	On

	
	Rationalise Data Entry
	Volunteer
	On

	
	Update - at accreditation
	Curator and Trustees
	

	Data Management
	
	
	

	Computer Program-Modes
	Annual Support Subscription 
	Trustees
	A

	File Management and Backup System
	Backups made to external hard drives and the cloud
	Curator and Asst.Curator
	On

	
	Procedure manual and maintenance programme
	Curator and Asst.Curator
	On

	Computer Hardware 
	Regular maintenance
	Curator and Asst.Curator
	On

	Computer software
	Review need for updating software
	Research needed
	Low

	Documentation and Digitising Tasks
	
	

	Cataloguing new accessions
	Continuing 
-Training and computer skills needed
	Curator and Asst.Curator
Volunteer
	On

	Photograph objects  
	Continuing need for more post production input 
Computer skills needed
	Volunteer
	On

	Coin Scanning
	New Project
	Volunteer
	Low

	Scan new photographic accessions
	Continuing 
Computer skills needed
	Volunteer
	On

	Digitise sound files
	Completed
	Volunteer 
	

	Digitise video clips
	Continuing 
Computer skills needed
	Volunteer 
	Low

	Digitise Archives
	Continuing 
Computer skills needed
	Volunteer
	On



c) Care and Conservation:

	Care and Conservation

	Project
	Details/Cost if known
	Responsibility
	Priority

	Conservation Housekeeping

	
	Deep clean building
	Friends
	A

	
	Non-invasive and case cleaning
	Trained Volunteers
	

	
	Specialist (Textile)
	Trained Volunteer
	

	Environment

	Temperature and 
Humidity  Loggers
	New system required. Cost  
	Curator then Volunteer
	Med

	Heating
	Fine controllable heating system Achieved for OLD building post renovation 2019. Quote for new system. Assistance from Friends
	Trustees
	Med

	Storage
	
	
	

	Special facilities for metal objects
	Professional advice in association with conservation work see below
	Curator
	On

	Objects needing professional attention
	
	
	

	Leather Spectacles 
	Conservation and Display Environment – Expert advice
	Curator
	Med

	Sword and metal Archaeology
	Professional survey
	 Curator
	On

	Taxidermy
	Regular Survey
	Curator
	On

	Mounts and Frames
	Overview 
· Volunteer training
	Volunteer
	Low


3. Museum Services
      a)  Display and Exhibitions:

	Display and Exhibitions

	Renovation of Old building in 2019 resulted in the need for a complete refit of all the displays.

	Project
	Details/Cost if known
	Responsibility
	Priority

	Themes and Plans
	
	Curator and Asst.Curator
	

	New Displays
	
	“
	

	Great fire 
	
	“
	Low

	Coprolite digging 
	
	“
	Low

	In need of refurbishment 
	
	Curator and Asst.Curator
	

	Time Line
	Materials: £50
	“
	Low

	Smaller Projects
	
	Curator and Asst.Curator
	

	Picking models
	Shelf
	“
	Low

	Toilet cistern
	Mount
	“
	Low

	Gold Prospector’s Drawers
	Medals and War memorabilia
	“
	Low

	Programme of at least one major exhibition per year based on current research projects
	To be completed for ‘Ashwell at Home’ event.
	Curator and Asst.Curator
in collaboration with interested party.
	High

	Cases and Supports
	
	
	

	BM Cases
	Suitable or replace?
	Curator
	Low

	Dolls House
	Glass front with lighting
	Curator
	Low

	Bicycles
	Bespoke stands
	Curator
	Low

	
	LED for cabinet interiors
	Curator
	Low

	Tabletop case
	Replace for security and safety
	Curator
	Med

	Labelling and Printing
	Standardised in-house system 
	Research
	On





b) Opening:
	Opening

	Project
	Details/Cost if known
	Responsibility
	Priority

	Volunteer Rota and Training
	
	Friends
	On

	
	Social and Discussion
	Friends
	On

	
	Q & A & Information
	Friends
	On

	Front of House Information
	Alarm Procedures Training
	Curator and Friends
	On

	
	Information file
	Friends
	On

	
	Data Recording
	Friends
	On

	Group Bookings 
	
	Friends
	

	
	With guided walk
	Curator
	

	Regular Events
	
	
	

	Makers in the Museum
	Regular monthly. Free with grant from Ashwell Show
	Curator
	On

	Archaeological Finds Group
	
	
	

	
	
	
	

	Special Events
	
	
	

	Local History Talks
	
	Friends/Guest Speakers
	

	Advent Window
	
	Asst.Curator
	

	Young Archaeology
	
	Asst.Curator
	

	Heritage Open Day
	
	Curator and Asst.Curator
	

	Private View
	Related to new exhibitions
	Curator and/or Friends
	

	Launch of new publications
	
	Curator and/or Friends
	



c) Information Accessibility and d) Research:
· Resource Centre
· On-Line Resources
· Curatorial Consultation

	Information Accessibility and Research Facilities

	Project
	Progress to date
	Responsibility
	Priority

	Resource Centre
	
	
	

	Label:  Shelves, Books, Boxes  
	Training and computer skills needed
	Volunteer
	Low

	Devise and instigate a system to allow access to History Information Files
	Large volume of research papers recently recieved
	Curator and Volunteer
	Med

	Website
	

	Updated 2022
	 
	 
	 

	Catalogue
	[bookmark: _GoBack]
	
	

	Check data and update
	 
	Curator and Volunteer
	On

	Photograph Objects and digitise documents ready to upload
	Work in progress as part of the documentation procedure
	Consult with webmaster
	Med

	Community Archive
	
	
	 

	Edit and approve contributions
	 
	Volunteer
	Med 

	Encourage contributors   
	 
	Organiser
	 On




e) Interpretation and Education:

	Interpretation and Education
	

	Project
	Progress
	Responsibility
	Priority

	Publications
	
	
	

	Walk Around Ashwell
	Pubs leaflet published 
-others could follow: buildings, shops, chapels
	Curator, Volunteers
	Low

	Village News
	Monthly Article
	Curator
	On

	Work Sheets
	Early years in use 
Need to update when objects move
	Curator and Asst.Curator
	

	Topic and Reminiscence Boxes
	Available for loan
	
	




f) Volunteer Opportunities:
    - to be read in conjunction with all the preceding sections

	Project
	Details
	Priority

	Curatorial Assistance
	
	

	Capture and filing of data 
	Training given
	On

	Tidy up data in collection management program – standardize input, edit displays and output 
	Volunteer with expertise
	On

	Collection research
	
	

	Ashwell Historical database
Biography
Buildings
Events
Documents
	In conjunction with website
	

	Suggestions for Research  
	
	

	Bailey’s builders records
	
	

	Evacuee Records
	
	

	H W Bowman Papers
	
	

	Opening Rota
	Organised by the Friends: see above
	

	Start-up screen with information and options 
	Computer expertise and volunteer needed
	Low

	Visual tour of the limited access areas.
	Computer expertise and volunteer needed
	Low

	Housekeeping
	Friends and Volunteers: See above
	On




8. Resources and Spending Plan

Income and expenditure projections of basic costs and projects are drawn up by the Treasurer of the Trustees annually and progress is discussed at each meeting of the Trustees.
Revenue income and spending on basic costs are expected to increase in line with inflation. Projects are usually dependent on external funding or dedicated fund raising.
The Friends of Ashwell Village Museum and visitors to the museum provide our two main sources of income. Visitors enjoy the experience of the museum as their generosity in the donations box and comments in the visitor book bear out. Since 2016 a donations box in the museum foyer has made it easier for visitors to donate on site. We now plan to make it possible to make donations on-line.
Further income is generated at the annual Ashwell at Home village open day.  The museum also benefits from donations from the annual Ashwell Show if it has enough funds available.  However, neither of these sources is totally reliable because they both depend heavily on the weather. A quarterly lottery draw provides a regular income.
The museum also benefits occasionally from the Herts. Heritage Fund, which provides support for acquisitions; and the ‘Small grants’ scheme, run by the Herts Association of Museums for projects related to the Forward Plan.  
Spending during the time scale of this policy is expected to follow the same broad pattern as in previous years, with basic income and expenditure closely matched to maintain museum operations. Basic income is expected to continue without any major changes but running costs are increasing rapidly by comparison with spending in previous years. New project spending will continue to depend on additional funding.
A major restoration project in 2019 was carried out with funding from Historic England, North Herts District Council and local fundraising. We now have a Building Maintenance Fund of £50,000 to maintain and protect the building from future deterioration.
9. Consultation and Analysis of Views

· All volunteers will be encouraged to participate in discussion about the museum operation and put forward suggestions. These will be discussed at the Trustee and Friends Meetings and adopted if agreed upon. 
· Suggested changes to policy and spending will be presented to the Trustees for discussion and action as agreed. 
· Consultation with our Museum Mentor and Museum Development Officer will continue to be frequent and helpful. 
· Visitors will be encouraged to sign the visitors’ book which has space for comments and suggestions. This information will be analysed to tell us who our visitors are and where they come from, to allow better targeting for display content, publicity and to identify gaps and problems. Comments and suggestions will be discussed as above.
· Local schools, especially Ashwell Primary School, will be actively consulted and their views taken into consideration.



This plan was reviewed in 2022-23    
Approved by the Trustees on 27th March 2023
Section 7 to be reviewed on an on-going basis.
Next full review due in 2026.
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