CARLISLE
CATHEDRAL

COLLECTIONS MANAGEMENT POLICY

INTRODUCTION

Carlisle Cathedral holds and cares for its portable heritage collections in support of its mission.
This policy explains what the Cathedral holds, how we care for these collections, how the
Cathedral creates, obtains, maintains and shares information about these collections, and how
we will ensure that these collections continue to support our mission. It includes the statutory,
legal and ethical context and shows how we will regulate the development and management of
our collections.

The purpose of this policy is to set out a framework and standards for the management, care,
documentation, acquisition and disposal of material which forms Carlisle Cathedral’s portable
heritage collections.
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|. AIMS & OBJECTIVES

Carlisle Cathedral’s portable heritage collections support the Cathedral’s mission, offering
evidence of our past, reflecting the history of Carlisle Cathedral and its communities, helping to
create the unique nature of our sacred space and enriching our public engagement offer. This
policy ensures:

e that we acquire and dispose of objects in ways that match this connection to our purpose.

e explains how we will preserve these collections and safely make them available.

e explains how we manage these collections effectively to support our accountability as
stewards of these remarkable collections.

e explains how we maintain and share information about these collections.

With the long-term purpose of Carlisle Cathedral in mind, the Chapter accepts the principle that
sound curatorial reasons must be established before consideration is given to any acquisition to
the collection, or the disposal of any items in the Cathedral’s collections.

2. SCOPE

This policy outlines the collections management of Carlisle Cathedral’s portable heritage
collections. ‘Collections management’ includes acquisitions, loans, disposals, transfers,
documentation, conservation and collections care. Carlisle Cathedral has a separate Collections
Access Policy. ‘Portable heritage collections’ — also known as ‘special collections’ — includes
printed books, manuscripts, archives, artworks and objects.

Carlisle Cathedral’s Dean & Chapter Archive is managed on our behalf by Carlisle Archives.

The management of collections held by cathedrals is governed by the Care of Cathedrals Measure
201 | and the Cathedrals Measure 2021. The Cathedrals Fabric Commission for England (CFCE)
helps cathedrals to comply with the requirements of this legislation.

The Care of Cathedrals Measure requires cathedrals to maintain an inventory of all objects
belonging to or in the custody of the Chapter that the Cathedral’s Fabric Advisory Committee
(FAC) deem to be ‘of architectural, archaeological, artistic or historic interest’. The Cathedral
Inventory lists significant items in a Cathedral’s ownership or possession, tracks the location and



conservation works of those items and ensures that decision-making is undertaken at an
appropriate level under the Measure. The FAC must consult with the CFCE to identify items of
outstanding interest. The inclusion of an object on a Cathedral Inventory imposes legal obligations
under the Chapter relating to the sale, loan or disposal of the object, or to any work to the
object affecting its character or the wider character of the Cathedral. These legal obligations are
subject to the oversight of the CFCE in the case of objects classed as outstanding, or the FAC
for all other objects on the Cathedral Inventory. Further details about the Inventory are available
in the most recent guidance issued by the CFCE (2021).'

The Inventory is separate to a general Assets Register, and everyday objects without special
significance should not be included on the Cathedral Inventory even if they are of monetary value
(such as modern library collections, audio-visual equipment). However, all items will be included
in the Cathedral’s Assets Register. This includes mass-produced items acquired for liturgical use
with no artistic intent, fixed items (such as monuments and stained glass windows) and auxiliary
collections.

3. RESPONSIBILITIES

The Chapter of Carlisle Cathedral has overall responsibilities for the stewardship of the
Cathedral’s portable heritage collections. As stewards of exceptional collections with a
commitment to ensure that its portable heritage collections are managed appropriately, Carlisle
Cathedral works towards achieving appropriate professional standards. This is achieved by
employing appropriately skilled and qualified staff.

The Chapter has delegated authority to the FAC to approve any acquisitions with significant
resource implications and any proposed disposal of items from the collections. The FAC will
review and oversee the work to preserve and develop the collections.

The Head of Collections reports directly to the Chief Operating Officer. The Head of Collections
is responsible for the management of the collections, for recommending policy and strategy for
the collections to the Chapter alongside the FAC, Library Advisory Committee and Canon
Librarian, for developing and implementing a programme of collections documentation, care and
access, and for making an annual report on the management of the collections. The Head of
Collections is responsible for the delivery of the Chapter’s strategy for the collections. The Chief
Operating Officer is responsible for the estate strategy and the management of the estate
including buildings in which the collections are housed and for liaising with the Head of
Collections to maintain and enhance collections storage and access facilities and to mitigate any
risks to the collections in the course of development and building works. We also outhouse
collections storage to partners with more suitable premises/skills and employ freelance
conservators and consultants with specialist skills as needed.

Where appropriate we may use volunteers, trainees or interns as part of our commitment to
community engagement. The HR department and Head of Collections shall be responsible for
ensuring that any volunteers or interns are safely recruited and receive an induction in accordance
with Cathedral procedures, supervision and training.

Carlisle Cathedral recognises its responsibility when acquiring additions to its collections to
ensure that care of collections, documentation arrangements and use of collections will meet
appropriate professional standards where possible. Professional guidance will be sought from

' CFCE (2021). Cathedral inventories, www.churchofengland.org/sites/default/files/202 1 -
09/CFCE_Cathedral_Inventories_Guidance.pdf



bodies including the CILIP Rare Books and Special Collections Group, the
Historic Libraries Forum, the Archives and Records Association and the Museums Accreditation
Standard. The Chapter will take into account any limitations on collecting imposed by such factors
as staffing, storage and care of collection arrangements. The Cathedral will undertake due
diligence and make every effort not to acquire, whether by purchase, gift, bequest or exchange,
any object or specimen unless the Head of Collections is satisfied that the Cathedral can acquire
a valid title to the item in question. The Cathedral will not accept material without evidence of
clear and valid title.

4. HISTORY OF THE COLLECTIONS

Carlisle Cathedral’s collections reflect and embody the life of the Cathedral throughout its long
history. The portable heritage collections currently held by the Cathedral fall into three broad
groups. These groups differ in their scale, use and standards applied.

4.1 History of the Cathedral Library Collection

Carlisle Cathedral Library was re-founded after the Restoration, following the sacking of the
earlier library collections at the Dissolution and again during the Commonwealth. The present
collection contains over 8,000 volumes and is based on three distinctive |7th-century private
collections: (1) Canon Henry Hutton (c.1609-1655) (via Canon Arthur Savage); (2) Richard
Graham, |st Viscount Preston (via his widow, daughter of the Ist Earl of Carlisle); and (3) Thomas
Smith (1615-1702), Dean and later Bishop of Carlisle. As such, the collection has at its heart
private reading and private devotion — two themes that have continued with the development of
the collections since the early 18th century, with acquisitions from members of the Cathedral
community, particularly from clergy and their families, and other former residents of Carlisle,
Cumberland or the North-West. Among English cathedral libraries, only Canterbury and York
have larger holdings of published works in English for the period 1641-1700.

4.2 History of the Cathedral Archive Collection

The majority of Carlisle Cathedral’s archive is now housed at, and managed by, Carlisle Archives
as the Dean & Chapter Archive. The archives have always played a vital role in administration at
Carlisle Cathedral, providing a record of the organisation and community throughout the
Cathedral’s long history. The majority of the Dean & Chapter Archive dates from the post-
Dissolution, although there is the odd record dating from before the Dissolution such as the
| 3th-century ‘Lives of the Saints’ and 14th-century Romance of the Rose. The remaining archive
held at Carlisle Cathedral comprises mostly |19th- and 20th-century records drawn together by
Dean Henry Stapleton and Canon David Weston. Rare exceptions include Henry VIII's 1541
endowment charter and a 1708 lease signed by Canon Hugh Todd. The Cathedral Archive is
housed in the Weston Room (Upper Library) and is the place of deposit for archival records
created by Carlisle Cathedral, with regular transfers to the official place of deposit as part of the
Dean & Chapter Archive at the county record office, Carlisle Archives. The Dean & Chapter
Archive is listed on Carlisle Archives’ online catalogue, at:
https://archiveweb.cumbria.gov.uk/calmview/.

4.3 History of the Cathedral Objects Collection

On show in the Cathedral Treasury, in use around the cathedral precinct or held in storage,
objects include church plate and metalwork, woodwork and ceramics, embroidery and textiles,
paintings and sculpture, and contemporary artwork. Highlights include a collection of I5th- to



| 7th-century silver — a significant amount of which has been deposited via a Faculty by parishes
across the diocese — and examples of |5th-century vestments.

5. LEGAL, REGULATORY & ETHICAL FRAMEWORK

5.1 Legislation
Ecclesiastical legislation relating to this policy:

e Cathedrals Measure 2021
e Care of Cathedrals Measure 201 |
e Care of Cathedrals (Amendment) Rules 2020

Other legislation relevant to our management of collections:

e Ancient Monuments and Archaeological Areas Act 1979

e Data Protection Act 2018

e Freedom of Information Act 2000. While the Cathedral is not subject to FOIA, records
deposited in the care of Carlisle Archives become subject to it.

e Planning (Listed Buildings and Conservation Areas) Act 1990

e UK copyright legislation

e Equality Act 2010

5.2 Ethical frameworks

The Cathedral recognises its responsibility to work within the parameters of codes of ethics
produced by heritage sector bodies, including:

The Archives & Records Association’s Code of Ethics

The Chartered Institute of Library and Information Professionals’ Ethical Framework
Guidance from CILIP Rare Books Group on specific activities

The Museums Association Code of Ethics for Museums

5.3 Standards, toolkits & guidance
The Cathedral aims to work towards agreed standards in the sector, notably:

Archive Service Accreditation Standard

Museums Accreditation Standard

Spectrum Collections Management Standard (version 5.1) (Collections Trust, 2022)*
British Standard PAS 197: 2009°

British Standards PAS 198: 2012*

British Standards 4971: 2017°

British Standards EN 16893: 2018°

2 Collections Trust (2022). Spectrum 5.1, www.collectionstrust.org.uk/spectrum/spectrum-5

3 British Standards Institution (2009). Code of practice for cultural collections management: PAS 197:2009. London.
* British Standards Institution (2012). Specification for managing environmental conditions for cultural collections PAS
198:2012.

* British Standards Institution (2017). Conservation and care of archive and library collections BS 4971:2017.

¢ British Standards Institution (2018). Conservation of cultural heritage: specifications for location construction and
modification of buildings or rooms intended for the storage or use of heritage collections BS EN 16893:2018.



We make use of relevant toolkits and guidelines, including those produced by:

e Archives and Records Association

Digital Preservation Coalition

ICON

National Digital Stewardship Alliance

The British Library

The National Archives

e Museums Association

e The Collections Trust’

e Cathedrals Fabric Commission for England on the implementation of the ecclesiastical
legislation listed in 5.1.

e Disposals guidance listed in section 0.

6. COLLECTIONS MANAGEMENT

As well as employing appropriately skilled and qualified staff to oversee the portable heritage
collections, appropriate collections management also requires resources such as suitable storage,
shelving, packaging and materials. The Head of Collections works with the Development Director
to secure the resources needed. Resources are taken into account in collecting decisions.

Following the structure of the Cathedrals Measure (2021), we also aim to integrate our
management of fabric and collections, aiming to apply the principles of care across all the
Cathedral’s heritage.

7. THEMES & PRIORITIES FOR FUTURE COLLECTION
DEVELOPMENT

Our approach to collecting follows these values:

¢ Quality and significance: new acquisitions should match the history and longevity of the
Cathedral. Significance and quality may reside in any of the Cathedral Inventory factors:
architectural, archaeological, artistic or historic interest. This requirement is most important
when adding new objects which will be on show in the Cathedral or any of the precinct
buildings or used in Cathedral services. Quality and significance may lie in a collection rather
than any one item.

e Enrichment: new acquisitions should enrich and enhance the collections we already hold.
Items which help re-direct use and interpretation of existing collections are valued.

e Diversification: we aim to decolonise and diversify, collecting items which help us discover
and tell the broader stories of the Cathedral and its communities. Such stories may be untold,
alternative and/or contested. This approach seeks to be open about the history of the
Cathedral and to be more representative of its communities past and present. This includes
engagement with records from new or non-traditional sources, stories of women and other
people poorly represented in our traditional story, and our connections with the wider
world.

7 C. Woods (2019). Conservation planning benchmarks for archives, libraries and museums 3.0. National
Conservation Service and Collections Trust, www.ncs.org.uk/benchmarks3.php.



e Collaboration: we aim to collaborate, not compete, with other collecting organisations and
to form partnerships locally, regionally, nationally and internationally. We are particularly
interested in exploring audience-led development of collections in partnership with
communities and in building best practice across cathedrals.

e Aspiration: we are open to collecting in any format that we can safely and appropriately store
and make available. We note that our themes can be represented to the public not only by
collecting physical items managed as heritage but by exhibitions, loans, interpretation and
creative programming.

We collect items which are important for the history of the Cathedral and which help explain its
Christian purpose past, present and future.

7.1 Organisational archives

The organisational archives of Carlisle Cathedral form the permanent record of the Cathedral’s
work. New records are added to the Archives in line with our Record Retention Schedule.

7.1.1 Collecting priorities

e  Accruals backlog: transfers to the Archives in recent years have been minimal and there are
large backlogs of paper records held in departments. These will be appraised in line with the
Record Retention Schedule and transfers to a temporary records management store or to
the Archives carried out in collaboration with the departmental record-keepers and Carlisle
Archives team.

e Material which illuminates diverse stories and less familiar aspects of the Cathedral’s work.

e  Material which fills gaps in our holdings, such as old photographs of Cathedral life.

7.1.2 Policy on particular record types & topics

e Digital records: most records generated at the Cathedral since 2020 are born-digital. The
Head of Collections is exploring how the born-digital permanent record can be preserved.
The infrastructure and resources required mean that we are unlikely to find a solution
anytime soon. Meanwhile, staff are encouraged to employ interim solutions such as ‘Archives’
folders within the shared drives.

e Diocesan records: material relating to ecclesiastical administration in Carlisle, including
records of the Diocese of Carlisle, are referred to the diocesan Church House.

7.2 Other archives relating to the Cathedral

Archives created by individuals or organisations with a strong connection to the Cathedral may
be considered for acquisition, such as the papers of former Deans.

7.2.1 Collecting priorities

This collecting will be highly selective, taking into account the claims of other organisations and
the relevance of the material to the Cathedral.

e Materials that enrich existing collections with high evidential and informational value for the
history of the Cathedral, its liturgy, collections etc.

We do not collect:

e Modern notes pertaining to academic research or teaching, unless there is clear evidence of
their value to the Cathedral. Most such materials reproduce or summarise secondary
material available elsewhere.



e Copies of archives held in other institutions or private hands.
e  Archives of individuals or groups with little or no connection to the Cathedral.

7.3 Items created for, belonging to or used by the Cathedral community

This category of materials expresses the spiritual and creative insights of people over 900 years.
It also shows how people have worshipped, studied, built and carried out all the tasks that are
part of managing such an organisation. In this policy, we define the Cathedral community as the
clergy and lay people of the Cathedral including Chapter members and lay members of major
committees, paid employees and long-term volunteers. Collecting items connected to members
of the Cathedral’s congregation is covered in section 7.4.

We may collect items relating to Bishops of Carlisle and Penrith, but selectively bearing in mind
the collecting of other bodies.

7.3.1 Collecting priorities

e Manuscripts and printed books written by, belonging to or with provenance relating to
people connected with the Cathedral, selectively with the interests of other organisations in
mind.

Portraits or photographs of Cathedral people.

Artworks and other items commissioned for display or use in the Cathedral.

Items made by the broderers, masons and other craftspeople employed by or volunteering
at the Cathedral.

e  Material that puts such items into context, such as plans and drawings.

We do not collect:

e Entire personal libraries, though we might select materials which match our collecting policy
from such libraries.
e Personal belongings, unless they match policy in some way.

7.4 Creative responses to the Cathedral

Carlisle Cathedral has inspired people to create art in response to its setting, its building, its
collections, its history and/or its mission. We may collect such responses in whatever form they
take, including fine arts, photography, graphic design, literary works, performance, needlecraft,
etc.

We cannot possibly collect everything. We will therefore take a highly selective approach, taking
into account the rarity, quality, distinctiveness and potential use of the items. Not all creative
responses can or should be preserved indefinitely.

7.4.1 Collecting priorities

e Works of artists in residence, in whatever medium, created during or directly relating to
their residency at the Cathedral.

e Rights-cleared imagery that enables us to tell new and broader stories.

7.5Reacquiring & signposting to lost collections

Carlisle’s pre-Reformation collections were dispersed or destroyed. Most dispersed items no
longer exist or are lost to history. Rare exceptions include the pre-Reformation manuscripts now
held at the Bodleian Library, Oxford.



7.5.1 Collecting priorities

Wherever possible, we will seek to re-acquire dispersed objects created for or belonging to the
Cathedral. We will investigate the circumstances in which such objects were dispersed before
acquisition.

Where objects are safely housed in other collections, we will seek to partner with their owners
to facilitate access physically, intellectually and virtually, for instance through exhibition loans.
Carlisle Cathedral has no interest in acquiring Cathedral books and manuscripts held by
accredited or otherwise reputable libraries, archives and museums, except in the rare and unlikely
circumstances where those organisations have chosen to deaccession these items.

7.6 Supporting themes

Carlisle Cathedral’s story cannot be separated from its regional context. As such, the Cathedral
has an important collection of material relating to the development of Christianity in Cumbria
and the history of Carlisle and its region. However, the Cathedral is not a record office, local
studies service or museum with a regional remit. Our collecting is therefore highly selective and
collaborative in approach, working with other organisations who have a more comprehensive
remit in this area.

7.6.1 Policy on particular regional topics & materials

Other faiths: The Cathedral does not collect records or large collections relating to other faiths
or denominations in Carlisle, the North West or generally. This is not intended to exclude
material relevant to the history of the Cathedral, individual manuscripts or printed books, or
works created by people or organisations outside the Church of England.

Regimental colours: The Cathedral holds a large number of laid up colours from local regiments.
These are cared for in accordance with CFCE guidance, which is based on the relevant King’s
Regulations. We are not currently able to accept further standards for laying up due to
constraints of space.

Parochial libraries: The Cathedral holds a number of small parochial library collections on loan
from the relevant parishes. We are not currently able to accept further parochial library
collections due to constraints of space.

History of the book: Our printed book collection represents a major (and untapped) resource
for book history. Selectively, we will aim to fill notable gaps in our collections and to acquire
items that complement and enhance the books we already hold.

Parish silver: The Cathedral displays a number of parish artefacts in the Treasury on loan through
Faculty approval from the Diocesan Advisory Committee (DAC). We are severely limited by
space and proposals for new additions to the Treasury are unlikely to receive consent from the
Cathedral unless the item(s) are deemed significant and will therefore warrant inclusion in the
Cathedral Inventory.

7.7 Legacy collections

The Cathedral’s existing collections match its core collecting themes remarkably well. However,
we have objects in our care which are less relevant to our collecting and would probably not be
accepted if offered now. We continue to care for them but are open to the possibility of
deaccessioning should suitable opportunities arise.



7.8 Reference collections

The Cathedral acquires books, articles and other information relevant to its heritage collections
to assist staff, volunteers and users in their understanding of the collections.

8. THEMES & PRIORITIES FOR RATIONALISATION &
DISPOSAL

Carlisle Cathedral recognises that the principles on which priorities for rationalisation and
disposal are determined will be through a formal review process that identifies which collections
are included and excluded from the review. Reviews will be carried out with oversight from the
Chapter, the FAC and CFCE as appropriate and in line with the requirements of the Care of
Cathedrals Measure. The outcome of review and any subsequent rationalisation will not reduce
the quality or significance of the collection and will result in a more useable, well managed
collection.

The process will be documented, open and transparent. There will be clear communication with
key stakeholders about the outcomes and the process. Reviews will be carried out under the
supervision of professionally qualified and expert staff.

Themes and priorities for 2025-2028:

e Creation of the Cathedral Assets Register, ensuring that the database matches holdings and
locations are accurate.

¢ Creation of the Cathedral Inventory, providing recommendations for the inventory from the
Cathedral Assets Register for FAC to facilitate in line with the Care of Cathedrals Measure.

e Clarify the nature and ownership of materials lacking documentation.

e Rationalising storage to improve collections care, remove unnecessary duplicates and
material of low or no intrinsic relevance to the Cathedral within the collections and deposit
backlogged paper records to Carlisle Archives.

e Continued appraisal of onsite paper records.

8.1 Legal, regulatory & ethical framework relating to acquisition &
disposal

Beyond the legal, regulatory and ethical framework listed in section 5, staff will work with
colleagues and sector advisors to find the most appropriate ways forward for acquisition and
disposal, taking into account mission, care of collections and public interest.

8.1.1 Spoilation

The Cathedral will use the statement of principles Spoliation of Works of Art during the Nazi,
Holocaust and World War Il period, issued for non-national bodies in 1999 by the Museums and
Galleries Commission and revised in 2021 (National Museum Directors' Council, 2021).°

& National Museum Directors’ Council (2021). Spoliation of works of art during the Holocaust and World War Il
period. revised edn. www.nationalmuseums.org.uk/what-we-do/contributing-
sector/spoliation/spoliation_statement/



8.1.2 Archaeological material

The Cathedral will not acquire archaeological material (including excavated ceramics) in any case
where the Chapter or Cathedral Archaeologist has any suspicion that the circumstances of their
recovery involved a failure to follow the appropriate legal procedures.

In England, Wales and Northern Ireland the procedures include reporting finds to the landowner
or occupier of the land and to the proper authorities in the case of possible treasure (i.e. the
Coroner for Treasure) as set out in the Treasure Act 1996 (as amended by the Coroners &
Justice Act 2009).

8.1.3 Human remains

Carlisle Cathedral is a place of Christian burial. The complex long history of the site means that
any works on buildings or land may uncover remains. The Cathedral does not ‘collect’ human
remains outside this context.

Approval is required under the Care of Cathedrals Measure 2011 for works affecting human
remains in or under the Cathedral or within its precinct. Permission is required from the CFCE
for work involving the disturbance or destruction of human remains, and the FAC for other
activities. The Cathedral will follow the procedures in the guidance from the Advisory Panel on
the Archaeology of Burials in England (2017)° and Mitchell and Brickley (2017)."° The general
guidance for human remains in museums from the Department for Culture, Media and Sport
(2005) will be used when relevant."

8.1.4 Biological & geological material

Carlisle Cathedral will not acquire by any direct or indirect means any biological or geological
specimen that has been collected, sold or otherwise transferred in contravention of any national
or international wildlife protection or natural history conservation law or treaty of the United
Kingdom or any other country, except with the express consent of an appropriate outside
authority.

8.1.5 The repatriation & restitution of objects & human remains

Carlisle Cathedral ‘holds’ no human remains other than those which have received Christian
burial in the precinct or have otherwise been excavated on its land. The collections, as far as is
none, does not include any ‘world objects’. The Chapter, acting on the advice of the Cathedral’s
professional staff, may take a decision to return any remains that come to light unless covered by
the guidance in Department for Culture, Media and Sport (2005), objects or specimens to a
country or people of origin. The Cathedral will take such decisions on a case-by-case basis, within
its legal position and taking into account all ethical implications and available guidance.

The disposal of human remains will follow the procedures in Department for Culture, Media and
Sport (2005).

The Cathedral will not acquire any object or specimen unless it is satisfied that the object or
specimen has not been acquired in, or exported from, its country of origin (or any intermediate
country in which it may have been legally owned) in violation of that country’s laws at that
particular time (for the purposes of this paragraph, ‘country of origin’ includes the United

? Advisory Panel on the Archaeology of Burials in England (2017). Guidance for best practice for the treatment of
human remains excavated from Christian burial grounds in England. 2nd edn.

' P.D. Mitchell and M. Brickley (eds) (2017). Updated guidelines to the standards of recording human remains.
Chartered Institute for Archaeologists.

"' Department for Culture, Media and Sport (2005). Guidance for the care of human remains in museums.
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Kingdom). In accordance with the provisions of the UNESCO 1970 Convention on the Means of
Prohibiting and Preventing the lllicit Import, Export and Transfer of Ownership of Cultural
Property, which the UK ratified with effect from November | 2002, and the Dealing in Cultural
Objects (Offences) Act 2003, the Cathedral will reject any items that have been illicitly traded.
Chapter will be guided by the national guidance on the responsible acquisition of cultural property
issued by the Department for Culture, Media and Sport, Cultural Property Unit (2005)."

8.1.6 Exceptions
Any exceptions to the above clauses will only be because the Cathedral is:

e acting as an externally approved repository of last resort for material of local (UK) origin

e acting with the permission of authorities with the requisite jurisdiction in the country of
origin

In these cases, the Cathedral will be open and transparent in the way it makes decisions and will

act only with the express consent of an appropriate outside authority. The Cathedral will
document when these exceptions occur.

8.2 Collecting policies of other organisations

Carlisle Cathedral will take account of the collecting policies of other cathedrals, museums,
libraries and archives collecting in the same or related areas or subject fields. It will consult with
these organisations where conflicts of interest may arise or to define areas of specialism, in order
to avoid unnecessary duplication and waste of resources. Carlisle Cathedral will not seek to
collect materials which are better held elsewhere.

Organisations with relevant collecting policies are listed as follows:

8.2.1 Local organisations with significant overlapping interests
Organisation Notes on their collecting

Carlisle Archives (record office) Historical records relating to Carlisle and the
county of Cumbria

Carlisle City Library (Jackson Library)| Local history, rare book collection

8.2.2 Church of England organisations

Lambeth Palace Library Church of England records, historic library
Other cathedrals Printed books, manuscripts, archives, art, plate etc.

8.2.3 Relevant North-West museums, libraries & archives whose interests may

coincide

Cumbria Archives (record offices in | Cumbrian archives
Carlisle, Barrow, Kendal and
Whitehaven)

Cumberland & Westmorland Not a collecting organisation but likely to be
Antiquarian & Archaeological Society | interested in stone sculptures, archaeological finds
Tullie House Museum & Art Gallery | Art, natural sciences, history of Carlisle and
Northern Cumbria

12 Department for Culture, Media and Sport, Cultural Property Unit (2005). Combating illicit trade: Due diligence
guidelines for museums, libraries and archives on collecting and borrowing cultural material.
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8.2.4 National & other significant collecting organisations

Ashmolean Museum, Oxford Antiquities, archaeology, Western and Eastern art
British Library National library, manuscripts, printed books
British Museum World history/cultures objects antiquities
Fitzwilliam Museum, Cambridge Art and artefacts

The National Archives Government and public records

Victoria and Albert Museum Art and design

9. ACQUISITION METHODS

Carlisle Cathedral is open to all legal methods of acquisition of portable heritage collections,
including:

in-house transfer

commissioning and creation

purchase

donation or deposit

bequest

allocations under the government’s Acceptance in Lieu scheme

9.1 Decision-making

Acquisition of materials for a cathedral has long-term resource implications, thus decisions are
taken at an appropriate level. All potential purchases, gifts, deposits and transfers are reviewed
by an appropriately qualified curator in light of this policy before a decision is taken. The Head of
Collections has ‘delegated authority’ from the Chapter via the Chief Operating Officer giving
responsibility for the acceptance or rejection of potential gifts or bequest to the collections, for
soliciting gifts of material for the collections and for making recommendations and taking action
on the purchase of material. The role holder is expected to consult internal and external experts
on such matters as appropriate.

Most items entering our care are acquisitions for Cathedral collections or loans (via a Faculty).
We rarely accept items for consideration for collections as the Cathedral has limited space and
capacity to hold such material. We do not accept unsolicited donations and are under no
obligation to add any that are received to our collections. Acceptance of an item into the custody
of the Head of Collections does not imply or necessarily result in the item being added to our
collections or entered on the Cathedral Inventory.

The Head of Collections brings acquisition questions to the SMT in the following circumstances:

e Any potential purchases
e An acquisition that is likely to require further significant investment long-term
e High risk or controversial acquisitions

The FAC has to give consent for the permanent addition of any object that would materially
affect the character of the Cathedral.

We cannot offer valuations.



9.2In-house transfer

In-house transfer processes ensure that items belonging to the Cathedral are managed in the
most appropriate way. Most transfers take items from everyday usage to heritage status under
the care of the Head of Collections.

Records selected for permanent retention are transferred from the creating department to the
Archive at agreed intervals via the Head of Collections. These decisions are based on the Records
Retention Schedule and in line with the Records Management Policy. The Cathedral aims to
manage such transfers in a pro-active and planned way rather than reacting in response to office
moves or crises.

Modern library materials are intended to be of use now, not for permanent preservation by the
Cathedral. However, library materials can acquire heritage status with the passing of time or
changing understanding of their significance. Factors considered in deciding which modern library
materials are unique and distinctive and therefore in need of extra care in storage and access:

Significant provenance, for example, distinctive bindings, plates or annotations
Extra-illustration ‘Grangerisation’

Hand printing

Limited editions, for example, private press publications

Unpublished materials, such as archives and manuscripts

Rarity, either as absolute rarity (unique item) or from a regional or national perspective
Formats at risk of theft or damage on open shelves, for example, dustjackets, maps, plates,
very large or very small volumes

e Selectively, material which are important to the Cathedral, particularly expensive, and would
be hard to replace, such as manuscript facsimiles

Many heritage working objects in a cathedral setting can continue to be used for their original
purpose, such as church plate used in Holy Communion. The Cathedral Inventory allows the
Cathedral to manage working objects which are significant and ensure that the way they are used
is appropriate. Effective dialogue between curatorial staff and liturgical staff will ensure that
objects are appropriately cared for whatever their model of use.

9.3 Commissioning & creation

9.3.1 Chapter commissions & work in the church

Many objects in the collections, especially items displayed in the Cathedral building, are the result
of commissioning by the Chapter. Such work may be carried out by Cathedral staff and
volunteers, such as stonemasons or broderers, or by external makers. Typical occasions for
commissioning include memorials, anniversaries or other notable events, or major building
projects. Such commissions must involve considerable discussion and planning to ensure that the
works are appropriate through various lenses, including liturgy, public programming and aesthetic
value. Permission from the FAC is likely to be required.

Not all creative commissioning will or should result in items added to collections or being
permanently visible on site. The agreement between the Cathedral and commissioned artists may
permit artists to keep their artworks or sell them to third parties. Artworks may be transient
and ephemeral, part of a one-off occasion. Any commissioning likely to result in the addition of
items to collections must be in line with this policy and involve the Head of Collections from the
outset.



9.3.2 Objects created for education, outreach, development or other business
Other departments of the Cathedral may commission or create objects in the course of business;
for example, art created as part of outreach activities or collections of prayers or messages in
the church.

Such objects take their value to mission from the process and are not usually expected to join
permanent collections. If there is any possibility that such objects may be worthy of permanent
retention, it is imperative that the Head of Collections is involved from the outset to ensure that
preservation concerns are taken into account; otherwise the creating departments need to
manage user expectations and avoid accidentally ingesting such materials into storage.

9.4 Purchases

Purchases are made only if financial resources are available. They should not be made at the
expense of maintaining the existing collections or other operational expenditures. Heritage
purchases are only likely to be funded via existing reserved funding or seeking support from
external funding sources.

9.5 Donations & deposits

Many of Carlisle Cathedral’s greatest treasures have been gifted and we are grateful to all our
benefactors. We welcome donations and deposits which fall within our collecting policies (see
section 9). However, the Cathedral is under no obligation to accept donations or deposits which
do not match our policies or which it cannot accommodate.

Potential donors should bring or send material to the Cathedral only after consulting with the
Head of Collections. Unsolicited objects may be returned or disposed of. The complexities of
managing digital files mean that the Cathedral will not accept such materials on deposit.

Donation, or transfer of ownership to Carlisle Cathedral, is the preferred arrangement. Deposits
or loans will be considered where a donation is legally not possible (e.g. silver from a diocesan
parish, which must receive FAC and Diocesan approval through a Faculty application.

The Cathedral will not accept items on ‘permanent loan’ as this term has no legal meaning and is
no longer an acceptable concept in collections management. Items which are accepted on loan
or deposit must have a reasonable review period and notice period for both parties. The
Cathedral is working to clarify the position of legacy ‘loan’ material which lacks appropriate
documentation or has unacceptable terms and conditions on the loan.

Donations and deposits will not be accepted without a completed and signed Donation
Agreement between the giver/lender and the Cathedral. The Cathedral cannot accept material
offered under unsuitable terms and conditions (see section I |).

9.6 Bequests

Carlisle Cathedral is under no obligation to accept bequests of items which do not match its
collecting policies, which it cannot accommodate, or which impose unsuitable terms and
conditions (see section | 1).

People considering leaving items to Carlisle Cathedral in their will are encouraged to contact the
Cathedral’s Development Director. They can advise on will wording and explain how bequests
will be managed. Testators are encouraged to consider financially supporting the objects they
leave to the Cathedral.



Carlisle Cathedral may accept bequests of heritage items to sell in support of the Cathedral’s
mission. The value of such a bequest must be balanced against its cost to the Cathedral; for
example, of storage and organising a sale. Such items do not become part of collections and are
not added to the Cathedral Inventory. However, the Cathedral will still take into account ethical
and care responsibilities as outlined in this policy.

9.7 Factors affecting acquisition

Acquisition of materials for a cathedral has long-term resource implications. Carlisle Cathedral is
therefore highly selective in its collecting practice and reserves the right to refuse to acquire any
items which it cannot manage safely and which are not relevant to its purpose.

9.7.1 Physical factors

Objects in poor condition cost more to conserve and to house and are likely to be of less long-
term use to the Cathedral; for example, they cannot be shown or reproduced. The Cathedral
may therefore refuse to acquire objects in poor condition, especially if they require significant
expenditure that is not justified by their relevance to our purpose. Examples of such concerns
include mould, infestation with pests, or significant damage from dust or dirt.

Carlisle Cathedral lacks appropriate storage spaces for vulnerable formats with inherent vice,
such as audio-visual materials and many plastics. Where difficult formats are mission-critical to
our collecting, we will seek to deposit them with Carlisle Archives.

Objects which pose hazards to people or to other objects in the collections will not be acquired.
Such hazard include, but are not limited to, asbestos, radioactive or poisonous substances, and
flammable materials, for example cellulose nitrate film.

Carlisle Cathedral may seek to create facsimiles, subject to condition and copyright, of items we
cannot accept for the above reasons. However, we will not accept collections consisting largely
of reproductions or facsimiles of material held at the Cathedral or readily available in other
repositories, such as offprints or photocopies of published articles.

The size of an item or collection will be taken into consideration when deciding to add it to
collections. Very large items or collections are more likely to be refused due to the nature and
size of Cathedral spaces.

9.7.2 Legal considerations

The following areas of special concern should be noted beyond the legal framework outlined in
section 8.

Intellectual property: Carlisle Cathedral does not collect material which we cannot legally make
available; for example, photocopies or off-air recordings made for personal use. ldeally, Carlisle
Cathedral would wish to have assigned all intellectual property rights connected with an item. If
this is not possible, an appropriate licensing arrangement is required. The significance of this
clause will vary depending on the nature of the item and why it is being collected.

Terms and conditions: Carlisle Cathedral will seek to acquire objects on terms and conditions
which enable it to make best possible use of them for its purpose. For example, we will not
accept collections which are to be indefinitely closed to the public for reasons other than health
and safety, condition or data protection. The required terms and conditions may not be practical
or affordable for the Cathedral, for example, the stringent requirements for public display
required under the Acceptance in Lieu. If suitable terms and conditions cannot be agreed, the
Cathedral will not pursue the acquisition.



Data protection: Preservation of personal data in the organisational archives is highly selective and
covered by the provision for archiving in the public interest. When acquiring third-party modern
archives containing personal data, the position regarding data protection will be considered. Key
questions include: does archiving in the public interest apply? does the Cathedral become data
controller, co-controller or processor? If the position is unclear, or the Cathedral is being asked
to manage personal data without a lawful basis, Carlisle Cathedral will not pursue the acquisition.

10.7.3 Resource constraints

Carlisle Cathedral collects responsibly and sustainably. Collecting decisions take into account the
initial and long-term cost of housing, caring for and cataloguing materials, and making them
available to users. Constraints include limited space on the Cathedral site, budgets and staffing
levels. We will not collect items whose care cannot be accommodated within operational budgets
or reasonable assumptions about the availability of external funding.

Donors are encouraged to discuss resourcing with us when they offer items. We welcome
innovative practice such as pre-custodial processing, which enables us to make collections
available to the public as soon as they arrive at the Cathedral.

10.7.4 Level of public interest & use

Carlisle Cathedral is committed to active stewardship of our collections. We collect and care for
the collections so that they may continue to inspire, educate and delight current and future
audiences. As such, the Cathedral is likely to prioritise collecting items which will be of interest
to the public and which will assist us in achieving our mission in the following ways:

To help us convey the Cathedral’s purpose and values to wider audiences

To offer strong, positive, relevant impact in exhibitions or on display

To help us tell interesting and engaging stories or offer new angles for considering our history
To open up interesting research opportunities to scholars, which may in turn offer new
stories and possibilities

Collecting decisions are assumed to be long-term and our new heritage acquisitions to be
permanent additions. We therefore seek use and value over a long period and involve multiple
audiences. Short-term or very narrow interest is less relevant.

Carlisle Cathedral is keen to explore collaborations with educational establishments in the region
and further afield. However, we cannot collect to meet the research or teaching interests of any
particular researcher or educational department or establishment unless the requirements of this
policy are also met.

10. DISPOSAL PROCEDURES
10.1 Disposal at Carlisle Cathedral

The term ‘disposal’ refers to the permanent legal and physical removal of items from the
collections. Carlisle Cathedral has relatively little irrelevant material in its portable heritage
collections beyond items stored in the Weston Room; the Cathedral is actively working to weed
and dispose of 20th-century duplicates and records that are not in line with this policy.

10.2 Disposal & record appraisal

The appraisal of records transferred from internal departments to the organisational archives for
the permanent record is a routine professional activity and part of the records management



function in line with the Records Management Policy and Records Retention Schedule. Only once
items have been ingested into the organisational archives do they require the procedures listed
below.

10.3 Disposal & digitisation

It is never acceptable to dispose of heritage items because they have been digitised. Digitisation
offers wider and more convenient access to content for cathedral purposes, commercial sales
and public access, but cannot capture the materiality and provenance of physical collections.
Exceptions are possible, for instance, if originals are irreparably damaged or harmful to health. In
such cases, the digitisation is the preservation measure and the disposal is undertaken for the
reasons described. Departmental paper records which will not become part of the permanent
record of the Cathedral are not heritage items. These may be digitised and discarded in line with
relevant professional practice and Cathedral policy.

10.4 Decision-making & permissions

Disposal of items on the Cathedral Inventory will be carried out in line with the requirements of
the Care of Cathedrals Measure 201 I. All Inventory items for deaccessioning must be agreed by
the FAC and decisions recorded in FAC minutes. Deaccession and disposal of any object listed
in the Cathedral Inventory must be recorded, and the Inventory entry for that object must not
be deleted or re-used. Further details about the Inventory are available in the most recent
guidance issued by the CFCE (2021)."” For items of significance not owned by Chapter but in
their custody (such as parish plate), these must also be recorded on the Inventory, with the
permanent return of these items to be recorded on the Inventory without the need for
permission from the FAC or CFCE. However, any permanent return of parish plate back to the
parish would require a Faculty.

In addition to the above requirements, all disposals will be undertaken with reference to relevant
professional standards, including:

e The Spectrum primary procedures on disposal (for objects)
e The National Archives guidance on disposal (for archives)'*
e CILIP Rare Books and Special Collections guidance on disposal (for rare books)"

Chapter will confirm that it is legally free to dispose of an item. Agreements on disposal made
with donors will also be taken into account.

When disposal is being considered, the Cathedral will establish if it was acquired with the aid of
an external funding organisation. In such cases, any conditions attached to the original grant will
be followed. This may include repayment of the original grant and a proportion of the proceeds
if the item is disposed of by sale.

The decision to dispose of material from the collections will be taken by the Chapter only after
full consideration of the reasons for disposal given by the Head of Collections. Other factors
including public benefits, the implications for the Cathedral’s collections and collections held by
other organisations collecting the same material or in related fields will be considered. Expert

'* CFCE (2021). Cathedral inventories, www.churchofengland.org/sites/default/files/202 | -
09/CFCE_Cathedral_Inventories_Guidance.pdf

'* The National Archives (2015). Deaccessioning and disposal: guidance for archives services,
www.cdn.nationalarchives.gov.uk/documents/Deaccessioning-and-disposal-guide.pdf.

' CILIP Rare Books and Special Collections Group (2015). Disposals policy for rare books and manuscripts,
www.cilip.org.uk.



advice will be obtained and the views of stakeholders such as donors, researchers, local and
source communities and others served by the Cathedral will also be sought where deemed
necessary.

A decision to dispose of a heritage item, whether by gift, exchange, sale or destruction (in the
case of an item too badly damaged or deteriorated to be of any use for the purposes of the
collections or for reasons of health and safety), will be the responsibility of the Chapter acting
on advice of the Head of Collections. The FAC will grant or refuse consent to a request for
disposal from the Chapter but only if the item is in the Inventory and is not classed as outstanding.
No disposal of a heritage item is the decision of a staff member acting alone.

Full records will be kept of any decisions on disposals and the items involved and proper
arrangements made for the preservation and/or transfer, as appropriate, of the documentation
relating to the items concerned, including photographic records where practicable in accordance
with Spectrum procedure on deaccession and disposal.

10.5 Disposal methods

10.5.1 Summary of disposal methods

When disposal is motivated by curatorial reasons, the procedures outlined below will be followed
and the method of disposal may be by gift, sale, exchange or, as a last resort, destruction.

10.5.2 Disposal by gift or sale

Once a decision to dispose of material in the collection has been taken, priority will be given to
retaining it within the public domain. It will therefore be offered in the first instance, by gift or
sale, directly to other cathedrals or churches, museums, libraries or archives likely to be
interested in its acquisition.

If the material is not acquired by any organisation to which it was offered as a gift or for sale, the
community at large will be advised of the intention to dispose of the material normally. For
‘museum’ objects, this may be done through a notice on the Museum Association’s Find an Object
web listing service, an announcement in the Museum Association’s Journal or in other specialist
publications and websites.

The announcement relating to gift or sale will indicate the number and nature of objects involved,
and the basis on which the material will be transferred to another institution. Preference will be
given to expressions of interest from other cathedral or Accredited Museums or Archives. A
period of at least two months will be allowed for an interest in acquiring the material to be
expressed. At the end of this period, if no expressions of interest have been received, the
Cathedral may consider disposing of the material to other interested individuals and organisations
giving priority to organisations in the public domain.

10.5.3 Monies received from disposal

Any monies received by the Chapter from the disposal of items will be applied to support the
ongoing work and mission of Carlisle Cathedral. In line with its mission and statutory
requirements, the Cathedral will always prefer to focus resources on collections care and public
access to collections rather than acquisitions.

Any monies received in compensation for the damage, loss or destruction of items will be applied
in the same way.
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10.5.4 Disposal by exchange

It is unlikely that exchange will be a suitable method of disposal given the Cathedral’s restricted
collecting interests. However, the Cathedral is open to the possibility. Should an exchange be
proposed, we will follow established professional methods for such activities.

The acquisition by exchange of any item that would materially affect the character of the
Cathedral would require consent from the FAC.

The nature of disposal by exchange means that the Cathedral will not necessarily be in a
position to exchange the material with an Accredited Museum. Chapter will therefore ensure
that issues relating to accountability and impartiality are carefully considered to avoid undue
influence on its decision-making process.

If the exchange is proposed to be made with a specific Accredited Museum, other Accredited
Museums which collect in the same or related areas will be directly notified of the proposal
and their comments will be requested.

If the exchange is proposed with a non-Accredited Museum, with another type of
organisation or with an individual, the Cathedral will place a notice on the Museum
Association’s Find an Object web listing service, or make an announcement in the Museum
Association’s Museums Journal or in other specialist publications and websites.

Both the notification and announcement must provide information on the number and nature
of the objects involved both in the Cathedral’s collection and those intended to be acquired
in exchange. A period of at least two months must be allowed for comments to be received.
At the end of this period, Chapter must consider the comments before a final decision on
the exchange is made.

10.5.5 Disposal by destruction

If it is not possible to dispose of an object through transfer or sale, Chapter may decide to destroy
it. It is acceptable to destroy material of low intrinsic significance (duplicate mass-produced
articles or common specimens which lack significant provenance) where no alternative method
of disposal may be found. Destruction is also an acceptable method of disposal in cases where an
object is in extremely poor condition or has high associated health and safety risks.

Where necessary, specialist advice will be sought to establish the appropriate method of
destruction. Health and safety risk assessments will be carried out by trained staff where required.

The destruction of objects should be witnessed by the Head of Collections. In circumstances
where this is not possible, for example, the destruction of controlled substances then a police
certificate should be obtained and kept in the relevant object history file.

1. COLLECTIONS CARE

| 1.1 Scope of collections care

Collections care includes:

Preservation or preventive conservation, preventing or minimising the impact of damage or
decay

Active conservation, also known as interventive or remedial conservation, taking actions
which have a physical effect on the nature of artefacts.
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| 1.2 Overview of the collections’ care requirements

For the understanding of the collections’ care, the portable heritage collections currently held by
Carlisle Cathedral fall into two broad groups. These groups differ in their scale, use and standards
applied.

Cathedral Library and Archive Collection: Carlisle Cathedral Library and Archive are kept in
dedicated bookcases and storage, and accessed in an invigilated reading room. Broader access is
via digital means or in temporary exhibitions. These collections comprise the materials that are
common in historic libraries and archives: parchment and vellum, historic bindings in leathers and
textiles, various kinds of paper, photographic material and prints and drawings. The most
vulnerable materials include medieval seals, early modern book bindings, and |9th- and 20th-
century paper. The scale of these collections means that much collections care is preventative
and collections-based, with occasional interventions where possible and appropriate.

Cathedral Objects Collection: Carlisle Cathedral’s heritage objects are on show in the Cathedral’s
Treasury, in storage or in use around the site, such as in temporary exhibitions. Digital access is
less developed for this material. Materials include artworks, church plate made of various metals
and enamels, and pieces of wooden furniture. Notable vulnerable materials include watercolours
and textiles. The variety of locations and materials mean that our focus tends to be item-level
rather than collection-level as with library and archives.

| 1.3 Resources for Collections Care

As stewards of exceptional collections, the Cathedral works towards compliance with statutory
and professional requirements for caring for such materials. People with appropriate
skills/qualifications and capacity are key to achieving these requirements. The Cathedral therefore
seeks to employ staff with those skills and qualifications. We also outsource some storage and
access to partners with suitable resources and use freelance conservators and consultants with
specialist skills as needed.

Collections also require resources including suitable storage, shelving, packaging and materials to
protect them from agents of decay and destruction. Such requirements are often beyond what is
possible with operational budgets, so the Head of Collections works with the Development
Director to secure the resources needed from grants, philanthropy or income generation.
Resources for care are taken into account in collecting decisions.

| 1.4 People

All Cathedral staff, volunteers and visitors have a part to play in collections care. The Head of
Collections is responsible to the Chapter for the care of collections, having oversight of policies,
permissions and other matters covered in this document. This role includes working with the
other members of the Cathedral team to acquire funding, oversight of induction and training, and
developing strategic plans. The Cathedral Archaeologist has specific responsibility for the care of
archaeological finds and close involvement in fabric and collections works.

All collections team members are expected to understand collections care at an appropriate level
for their role and to keep up-to-date with developments in the field. They are expected to be
able to explain and demonstrate good handling and best practice to colleagues and the public in
a positive way, and must be aware of risks to collections and understand what to do in the event
of a concern. Volunteers play an important role in carrying out basic collections care activities
and assisting collections team members. Such work is always carried out under the oversight of
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collections staff or a conservator. Many other staff have particular responsibilities relating to
collections care, such as the Properties & Estate Manager, Vergers, Visitor Experience Manager
and clergy. The Head of Collections will endeavour to provide any necessary training and support.
All members of the Cathedral team are encouraged to contact the Head of Collections in the
event of any query or concern.

Interventive conservation will be carried out only by appropriately accredited and qualified
conservators with expertise and experience in working with the relevant materials. The relevant
accreditation for portable heritage is the Institute of Conservation (ICON) Accreditation, though
other accreditation may be acceptable for some projects. In exceptional circumstances, the
accreditation requirement may be waived if sensitivity, current knowledge and expertise,
understanding context, hand-skills etc. can be demonstrated via other routes, such as modern
artwork made of less common materials and whose creator or close connections are best placed
to advise on care and to carry out repairs. This is subject to permission from FAC/CFCE as
appropriate.

Carlisle Cathedral is currently unable to employ in-house conservation experts so we must seek
external specialists. The complexity of the Cathedral’s collections and structures means that it is
helpful to develop long-term partnerships with such specialists wherever possible.

Tendering processes for conservation or other collections works are managed by the Head of
Collections and approved by the Senior Management Team. When assessing tender submissions,
the Cathedral will never prioritise price to the detriment of the collections care. Only individuals
or organisations who can demonstrate they have the appropriate skills, equipment, personnel
and insurance will be invited to tender. For treatments to be carried out offsite, appropriate
facilities and security will also be required.

Some Cathedral collections items are deposited with other heritage organisations, usually in
order to provide better storage or care. The Head of Collections is responsible for
communication with these organisations and ensuring that deposited items are properly cared
for. The Head of Collections is responsible for gradually reviewing and formalising these legacy
arrangements to ensure the responsibilities of both parties, including collections care and
statutory permissions, are understood. The most significant relationships of this kind are with
Carlisle Archives and Tullie House Museum & Art Gallery. Collections stored with these
organisations are under the care of a team of expert conservators with whom the Cathedral has
a supportive relationship. Their support includes oversight of use by researchers and informal
guidance and advice.

| 1.5 Buildings & building works

Buildings which are in good order and wind/waterproof are essential for keeping collections safe.
Collections are stored or displayed throughout the Cathedral site in buildings which belong to
the organisation and are therefore managed by the Property team.

Works to Cathedral buildings are subject to the ecclesiastical legislation listed in section 9. Secular
planning law may also apply, depending on the location and proposed works to the building.
Planning of works to Cathedral buildings is based on the Quinquennial Review system, a
requirement of the Care of Cathedrals Measure. The Cathedral Architect, in conversation with
Cathedral staff including the Cathedral Archaeologist and the Head of Collections, surveys the
buildings. It is a collective role of the Cathedral team to care for the Cathedral’s heritage, and
the relationships between collections staff and the teams who care for the premises are therefore
collaborative and supportive. Building works increase the risk of harm to collections. In addition
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to the statutory permissions structure, the Cathedral has rigorous processes in its management
of works and contractors which ensure that such works do not put heritage or people at risk.
Details relating to fire risk are in section |1.9.

Cathedral collections stored offsite are in the care of heritage professionals who liaise with their
own maintenance teams about building issues.

| 1.6 Storage & environment

Suitable storage minimises environmental risks and keeps collections in good condition for much
longer. The requirements for such storage are outlined in the standards and guidance in section
9 and include appropriate management of temperature and relative humidity, protection from
mechanical and chemical damage, protection from light, fire, water, theft and vandalism, pests and
pollution.

The conventional storage solution for archives and printed material is the purpose-built
strongroom or the equivalent secure storage for material of other types and media. However,
Carlisle Cathedral is a complex historic site with collections acquired and used in various contexts
and spaces. It has no such strongrooms and no capability to create these within the precinct at
present. Leaving aside financial and spatial considerations, strongrooms would not be appropriate
for many of the Cathedral’s collections. Objects are in use or on show in the Cathedral church,
often in their original or historic location, and the relationship of objects to the orientation and
liturgy of the church cannot be ignored. As in all cathedrals and historic sites, management of
storage therefore remains an ongoing challenge.

Within the constraints of spaces and finances, Carlisle Cathedral is committed to making the best
of the space we have, juggling and triaging as appropriate. A simple RAG rating system helps
explain the nature of our spaces and the challenges of managing heritage collections in this setting:

Quality level Nature of space Examples
Museum quality Full compliance with standards ang
GREEN risks tightly managed. Objects

made of materials vulnerable to
environmental change are
displayed in cases which minimise

risk.
Heritage quality Historic spaces with
YELLOW conservation heating and further
mitigations such as UV blinds.
Acceptable quality Not purpose-built or fully Cathedral church, Treasury,
AMBER complaint but offering reasonably | Fratry Hall

stable conditions for robust
materials. Risks mitigated by
monitoring, checking, blinds,
dehumidifiers, etc. Most of these
spaces are lived in or otherwise
in constant daily use, and
therefore the ongoing care and
vigilance of the Cathedral
community is a further
mitigation.
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Unsatisfactory Spaces where risks cannot be Weston Room, Prior’s
RED adequately mitigated and Tower

collections are likely to incur
damage. Concerns are monitored
but remedies are difficult to
implement. These concerns have
the potential to tip into a crisis
situation.

This system will continue to be refined to allow for the nuance of variable conditions within
spaces and for the requirements of different materials. Immediate priorities for addressing storage
issues:

e Ensuring that most significant and vulnerable objects are appropriately housed.

e Completing the current plan to relocate archival material to Carlisle Archives.

e Addressing unsatisfactory storage locations which are putting objects in immediate or short-
term danger. Solutions may involve improving conditions in the spaces, relocations, buffering
via packaging or relocating objects to spaces with better ratings.

e Ensuring the safe storage of the materials which are most vulnerable to the harms of light,
fire, water, theft, vandalism, pests, pollution, mechanical and chemical damage, or lack of
management of temperature and relative humidity.

Depositing collections with partner organisations means that many of our most vulnerable
collections are safely housed in offsite strongrooms that meet relevant standards. Deposits are
subject to loan agreements. It should be noted that partners have their own storage concerns
and may no longer be in a position to accept further collections from the Cathedral in the future.

Carlisle Cathedral needs to find creative longer-term storage solutions as too many collections
are in poor locations. This is a priority for the Head of Collections in planning for coming years.

| 1.7 Environmental controls

I'1.7.1 Temperature & relative humidity

Heritage objects are most likely to survive undamaged within a specific range of environmental
conditions. Conditions outside this range increase the risk of warping, cracking, rot, mould, pest
activity and damage, and other harms. This range is tighter for some materials than others, and
rapid changes in conditions are more harmful than gradual change. Carlisle Cathedral aims to
store all portable heritage collections ins table conditions within acceptable parameters for
material type.

However, Carlisle Cathedral’s duty of stewardship goes beyond the heritage in our care to the
whole planet. The traditional tight control of museum, archive and library environmental
conditions by means of energy-hungry air management systems keeping whole collections within
narrow parameters is no longer acceptable in the heritage sector. Carlisle Cathedral has never
had collections stores which operate in this way. Any renovation to existing collections spaces,
or any new collections spaces, at the Cathedral will take into account the carbon footprint and
focus on holistic approaches, passive measures and other innovations where possible.

In order to achieve this aim, and to monitor the conditions for preserving building fabric, Carlisle
Cathedral invests in appropriate monitoring systems in the form of data loggers. The Head of
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Collections leads on these, monitoring the systems regularly and investigating any spikes or other
unusual patterns. Any issues discovered are resolved as a high priority.

A further level of protection from changes to temperature and relative humidity is created by
high-specification exhibition cases. The Cathedral has invested in such cases to protect its
treasures and loans while on display. The performance of the cases in the Treasury is monitored
daily by the Vergers along with temperature. There is no current provision for data loggers
recording temperature and relative humidity in the Treasury.

The presence of people can affect environmental conditions. Carlisle Cathedral reserves the right
to manage numbers in these spaces to protect fragile building fabric and collections. This can be
done by restricting timed tickets or introducing temporary queues. The Head of Collections
works closely with the Events, Engagement and Verger teams to plan ahead for large groups visits
to protect collections and minimise impact to the visitor experience.

11.7.2 Light

Light causes chemical and physical damage, especially to artefacts with organic components which
are particularly susceptible. Such light damage is cumulative and irreversible. Stone, ceramic, glass
and metal are not considered to be affected by light in this way. Materials which are particularly
light-sensitive include watercolours, colour photographs and textiles.

Ultraviolet light (UV) is of particular concern. Unfortunately, previous display practices have
already caused irreparable damage to some of our most significant treasures.

Some light is necessary for people to fetch, see and use heritage objects. Carlisle Cathedral aims
to minimise the exposure of light-sensitive objects, following the advice of conservators, sector
standards and best practice. The measures include:

e Display or production of very sensitive or light-damaged objects may be tightly restricted or
suspended indefinitely. This decision is taken following advice from conservators with skills
as outlined in section 10.4.

e Resting or rotating the display or other use of light-sensitive objects to schedules agreed
with conservation advice. This includes managing and recording light exposure (in lux hours)
and planning display periods accordingly.

¢ Minimising the use of electric lighting in rooms where artefacts are stored: lights are switched
off when not required for the safety of staff, volunteers or members of the public. This is
part of a wider care for carbon and cost reduction in which lights are not left on unless
required for safety.

e Use of packaging and boxes to offer additional protection.

e Care in selecting electric lighting for preservation and carbon reduction. Carlisle Cathedral
is in the process of installing LED bulbs throughout its spaces.

e Monitoring and controlling light levels in collections spaces. Low levels of lighting are
maintained in the Treasury where sensitive objects are on show. No UV light enters the
Treasury, where there is low LED lighting and dimmable LED spotlights in the cases.

e UV-protection transparent sheets are fitted in the library’s bookcases housed in the Prior’s
Tower and Fratry Hall.

Priorities for improvement include:

e A review of lighting in the Weston Room and Prior’s Tower Upper Floor.
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| 1.7.3 Pests

A pest can be defined as ‘any organism which jeopardises objects in collections’, such as certain
insects, rats, mice, squirrels and birds. Pests harm collections directly and indirectly by eating
organic materials, excreting, nest-building, chewing wires, etc.

Carlisle Cathedral aims to protect collections from pests via an integrated pest management
programme, including:

e Constant vigilance by staff and volunteers, and a culture in which reports of anything unusual
are encouraged. Such reporting is currently fostered informally by word of mouth but the
need to provide more structured training is a long-term objective.

e Use of sticky traps in-house with frequent monitoring.

¢ |dentifying and assessing the risk of any creatures found in the traps.

e Regular checking of vulnerable stored items such as copes by the Vergers team.

e Restrictions on food and drink to avoid spills and smells, and the management of waste to
reduce the appeal of spaces to pests.

e Environmental monitoring and control to create conditions that are less appealing to pests.

e Quarantine of new arrivals. There is no dedicated quarantine room so new, or suspect,
materials are placed in areas away from the collections for an appropriate time period with
regular inspection.

e Flowers and plants are not permitted in the collections spaces except for occasional botany
positioned in the Fratry Hall (such as for wedding receptions) on the south side of the room
(i.e. away from the bookcases). Flowers within the Cathedral church is a complex issue and
risks to textiles need to be included in our collections care planning process.

Carlisle Cathedral will ensure measures are taken to protect heritage that are also safe, and
compliant, for any creatures protected by legislation.

Animals other than assistance dogs are not permitted in the Treasury, Fratry Hall, Weston Room
or upper floors of the Prior’s Tower.

11.7.4 Mould

Moulds can destroy the aesthetic appeal of objects, obscure their content and, in extreme cases,
destroy whole items. Moulds are also a significant hazard to health. Mould spores are in the
environment at all times but certain conditions, such as wetted materials or high humidity,
encourage them to become active. Carlisle Cathedral is committed to protecting people and
collections from the impact of moulds.

The Cathedral implements measures to prevent or reduce impact of mould growth, including:

Monitoring, reporting and addressing leaks and other water ingress.

Factoring mould timescales into emergency planning.

Ensuring stable conditions that are unfriendly to mould development.

Seeking conservator advice when active mould is found.

Assessing health risks where active mould is present and ensuring that staff and other
personnel receive and properly use appropriate PPE.

e Quarantine, as described in section |1.7.3.
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| 1.8 Housekeeping & building maintenance

Good housekeeping and maintenance reduce the risk, and limit the impact, of concerns such as
water ingress, pest incursions and dust build-up. Carlisle Cathedral is committed to keeping its
premises clean and water tight.

All Cathedral staff and volunteers are encouraged to be aware of their surroundings and report
any risks or concerns to the appropriate department. The Verger team is responsible for cleaning,
including the floors and external fittings of collections spaces. Cyclical programmes of
conservation cleaning of spaces and objects minimise risk and prevent damage. The cleaning of
interiors of cases, objects within them and objects on open display need to be included in our
collections care planning process with a sustainable solution to be developed. This will require
additional funding sources and capacity.

Legacy areas of clutter and poor storage around the site are being tackled by the collections
team. This will free up space across the Cathedral site and improve the conditions of the
collections.

| 1.9 Fire & flood (emergency planning & response)

Fire, flood and other incidents can damage or even destroy heritage. Carlisle Cathedral and its
collections represent a significant heritage site. We have a large community of clergy, staff,
volunteers, residents and visitors to whom we have a duty of care. As such, we are committed
to preventing incidents which may harm heritage or people, and minimising the impact if they
occur. These matters are managed as part of health and safety at Carlisle Cathedral. Further
detail of policy and practice is available in the Cathedral’s Health and Safety Policy. The Head of
Collections has oversight of these matters from a collections care perspective and is in regular
dialogue with the Properties & Estates Manager. Cathedral staff and volunteers are encouraged
to be vigilant and report any concerns.

Fire safety and prevention measures include:

e Fire detection/alarm system.

e Fire risk assessments.

e Awareness training provided for all staff.

e Training of fire wardens.

e An evac chair is available in the Fratry Hall to enable visitors who cannot use stairs to
evacuate safely. There is no manual override for the chair lift in the Treasury.

No-smoking policy on site.

Waste management and ongoing de-clutter project.

Lightning conductors at height, regularly maintained.

We aim to minimise impact of incidents by effective communication and planning, including:

A top-level emergency plan.

A full salvage plan and a collections contacts plan.

Staff maintain strong connections with the Carlisle Fire and Rescue Service.

Staff are committed to developing formal and informal connections with Tullie House
Museum and Art Gallery and other local heritage organisations for mutual support in the
event of emergency.
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Carlisle Cathedral is aware that global heating is likely to increase the risk from fire and flood,
and will factor this into our planning and decarbonisation programme. The Cathedral works
closely with its insurers to make sure that we have sufficient cover to conserve collections in the
event of fire, flood or other damage.

| 1.10Security

Carlisle Cathedral is committed to protecting its premises and collections from theft, vandalism
and accidental damage. Security measures are kept under continuous review by the Head of
Collections, Properties & Estate Manager and the Head Verger. All staff and volunteers are
encouraged to be vigilant and report any concerns. Protective measures include:

e Sitewide CCTV system.

e Intruder alarm system.

e Frequent levels of checking and servicing of security systems.
e Strict control of keys to Cathedral spaces.

Carlisle Cathedral works closely with its insurers to make sure that security is satisfactory and
level of cover sufficient.

| 1.11Use, handling & movement

Well-intentioned but careless or badly planned handling or movement of objects can cause
serious damage; for example, a reader can force a bookbinding beyond its safe angle of opening
and thereby break the spine, or movers may bash an object against a corner or even drop it while
moving it. Use, even if appropriate to the original purpose of the object, may be damaging once
an object has become fragile.

Carlisle Cathedral’s collections are handled in various contexts. In all cases, the Head of
Collections has oversight of their care and offers training as needed to minimise the risks of poor
handling. Objects used in worship, such as church plate and vestments, are the responsibility of
the Vergers for everyday care and storage of these objects. Objects in poor condition are
reported to the Head of Collections and may be conserved or ‘retired’ from active use. Many
Inventory items, especially furniture and artworks, continue to be visible and in use around the
site. This continuity of heritage is part of the special atmosphere of the Cathedral and is valued
by the Cathedral community, residents and visitors. Such visibility also helps keep these
collections safe. The Vergers team works in collaboration with the Head of Collections to
monitor these objects and mitigate risks; for example, by removing fragile chairs from public
spaces. We continue to audit Cathedral objects for the Cathedral’s Assets Register and Inventory.

It is not Carlisle Cathedral’s policy to place Inventory objects in Cathedral clergy or rental
properties as this increases risk to the objects and places additional requirements on clergy or
the renters. Any non-Inventory items belonging to Carlisle Cathedral placed in clergy housing is
recorded in the Assets Register and monitored regularly.

All valuable objects in the Treasury and Fratry Hall are not handled by the public and are therefore
protected by cases and CCTV security. Only robust objects (i.e. carved stone or wood
sculptures) are placed on open display.

Carlisle Cathedral does not hold any ‘working historic objects’, i.e. objects preserved in working
order such as objects created for industrial activities or computers. Should such items be added
to our collections in future, the objects’ conservation needs will be assessed in line with current
museum best practice.
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Archives, manuscripts and printed books held by Carlisle Cathedral are accessed in the Weston
Room by appointment and under the invigilation of the Head of Collections. Appointments are
limited to numbers that can safely be managed. Arrangements can be made for access to these
objects in the Fratry Hall if the researcher requires an accessible work space. The Cathedral
makes available book supports, book snakes, pencils and other materials to facilitate proper
handling by staff, volunteers and members of the public. Similar arrangements apply in the reading
room used to access the Dean & Chapter Archive at Carlisle Archives, staffed by Cumbria
Archives personnel.

If objects are to be moved around the site, this will be planned ahead of time. Movement may be
classed as ‘works’ and will therefore be subject to consent from the FAC under the Cathedrals
Measure (2021). The weight, shape and vulnerability of the object will be considered, as will the
safety of the movers. Moves are carried out under the supervision of the Head of Collections
and by staff trained in manual handling and collections care. Additional protective measures that
may be employed include making a mock-up of the object, closing the space to the public, and
using a spotter to clear the path and open doors. Moves are recorded.

| 1.12 Conservation

Interventive conservation is carried out only on the guidance of expert conservators and by such
experts. Conservation work on Cathedral Inventory objects requires FAC and, for Outstanding
Inventory objects, CFCE approval. This requirement provides a further layer of expert scrutiny
over and above the input of the conservation consultants and professional staff.

Conservation actions will be undertaken only in line with ethical principles, such as the ICON
(2020) ethical guidance. Such principles apply to all stages of the work. In particular, our priority
when undertaking conservation actions will be to stabilise, protect and enable appropriate viewing
or other use of the object. Restoring to a projected ‘as new’ state would eliminate evidence and
the historical value of provenance and past use.

All details of decision-making, condition and treatment of the items are recorded and kept
permanently in the collections database. All items are photographed before and after treatment
and during treatment, if necessary. Such documentation is required as part of our management
of the Cathedral Inventory.

Prioritisation and planning of conservation works are the responsibility of the Head of Collections
guided by the above experts and in collaboration with relevant colleagues.

Naturally, urgent works take priority, such as:

e An emergency situation onsite or affecting Cathedral collections offsite.
e Other imminent threats or risks to collections, such as active mould or pest infestation.

Setting priorities outside emergency situations includes the following considerations:

Material — for ‘Outstanding’ status, rarity and/or significance of the object to the Cathedral’s
mission, history and audiences.

Risk — if the need for work is noted in a Quinquennial Inspection; nature of the risk, i.e. how
active is the deterioration and what the timescale is.

Purpose — if it is required for Cathedral activities, such as exhibitions or loans; if it is relevant to
telling or researching key stories, such as decolonisation or other areas of the Cathedral’s
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mission, interest, priorities or values; if it is required for partnership activities; if it is required for
research relevant to Cathedral activities; if there is demand for access to the damaged material.

Project — synergies with capital or maintenance programmes (timing, funding or access to spaces);
availability of funding and capacity to manage project.

We aim towards a more long-term planned approach to conservation that takes into account
timescales and timelines for funding.

| 1.13 Packaging

Packaging refers to materials used to contain heritage objects in storage or in transit; for example,
boxes, packing materials, crates, envelopes and folders. Archival/museum-quality packaging
reduces the impact of environmental variations on heritage objects and protects from mechanical
damage. Poor quality packaging can actively harm objects through chemical or mechanical damage.
Carlisle Cathedral is committed to providing archival/museum-quality packaging for collections
that require it either permanently or on a temporary basis. Permanent packaging is used for
archival collections and others which are not on display. Temporary packaging would be used to
protect objects in storage, transit or in situ during building works. This is prioritised as follows:

e All newly-acquired packaging materials will be of the required archival/museum-quality
appropriate to the format of the item.

e Collections in poor-quality legacy packaging (or none at all) will be gradually repackaged as
funding permits and to address areas of greatest risk.

Packaging and repackaging will be carried out by trained staff or volunteers under the oversight
of trained staff, conservators or curators. The cost of packaging materials and staffing will be
factored into project development.

In spaces in which collections are on display to members of the public, the aesthetics of packaging
will be considered. Note, in particular, that the appearance of printed books in the Fratry Hall is
part of the aesthetic of the exceptional space. The most appropriate formats are book shoes
invisible from the front or appropriate cotton tape ties. Carlisle Cathedral will work with
conservators and FAC to develop appropriate packaging where these solutions are not suitable.

| 1.14 Reprographics

Carlisle Cathedral welcomes the creation and use of surrogates reproduced from original objects.
Such surrogates relieve pressure of handling on originals, widen access beyond people who are
able to visit our site and open up new lines of research and engagement.

Reproduction, photography and filming onsite is subject to UK copyright law, safeguarding and
any other relevant legal restrictions. Reproduction by members of the public or other externals
is also subject to requirements that minimise disruption to Cathedral services, business and other
people. More information is available in the Cathedral’s Photography & Drone Policy.
Reproduction, photography and filming must be carried out with collections care as priority.
Reproduction from originals is therefore at the discretion of the Head of Collections and
delegated team members, and with the input of conservators as necessary. The risks include
damage from machinery or handling and the impact of light used in the process.

Contact methods of reprographics involve equipment which physically comes into contact with
the artefacts being copied; for example, photocopying or scanning. Such methods can lead to
mechanical damages, such as breaking a book spine or crumpling a page by pressure from the
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photocopier cover. To remove this risk, members of the public may not use any contact method
of reprographics with heritage collections.

Non-contact methods are also preferred for reprographics carried out on heritage collections
by staff or volunteers; for example, overhead cameras. Contact methods may be used by trained
collections staff with conservator input or external contractors with appropriate accreditation if
non-contact methods are not possible or practical. This requires the agreement of the Head of
Collections, conservator guidance and other appropriate permissions.

Flash photography should not be used by anyone when photographing collections or spaces near
them, in order to reduce any risk from light damage and minimises the impact of photography on
other people. Reproduction by Carlisle Archives staff of the Dean & Chapter Archives objects in
their care is covered by copyright agreements between Carlisle Archives and individual
researchers. Permission to publish images of items held in the Cathedral’s collections, including
the Dean & Chapter Archive held at Carlisle Archives, must be obtained from the Head of
Collections (see the Collections Access Policy).

Commercial photographers and filmers onsite must have secured permission from the Head of
Collections and from the Marketing & Communications Officer well in advance of their visit.
Commercial photography or filming in collections areas is always invigilated by curatorial or
conservation staff or freelancers who are empowered to challenge processes that are unsafe or
not appropriate.

Contracts for outsourced digitisation or other processes will be awarded only where contractors
can demonstrate that their work is fully compliant with standards are listed in this policy.

| 1.15 Exhibitions

This section should be read in conjunction with the Cathedral’s Exhibition Policy. Exhibitions
enable Carlisle Cathedral to bring visitors face-to-face with artefacts from our collections and tell
stories in a setting that balances access and collections care. Carlisle Cathedral’s Treasury is a
museum-quality space, designed for permanent and temporary exhibition programmes. The
Treasury displays many of the Cathedral’s most significant treasures, including items on loan. Two
museum-quality exhibition cases, housed in the Cathedral church and Fratry Hall, offer space for
a programme of temporary, short-term displays of library material as part of seasonal creative
programming. These cases enable use to tell a wide range of stories using the full range of
collections objects.

All exhibitions of the Cathedral’s collections are curated by the Head of Collections and planned
at least one year in advance as part of our creative programming. We welcome co-curation and
the involvement of researchers, colleagues, partners, volunteers and members of the public in
creating exhibitions.

The Cathedral’s exhibition practice minimises risk from agents of decay at all stages, including:

e All objects are inspected by the Head of Collections or a conservator prior to display.
Objects will not be used if advised against it and there is no suitable conservation or
mitigation available.

¢ |Install and de-install are overseen by the Head of Collections or a conservator.

e All exhibitions are monitored visually.

¢ Mounts are custom-made to fit each item to give it necessary protection. All mounts are
constructed of conservation-grade materials (acrylic, acid-free mountboards and plastazote
foam). Book pillows and other similar supports are used for the library books.

32



We aim for all labels and graphics within the display case to be made from conservation-grade
materials which do not emit gas.

| 1.16 Incoming Loans

Carlisle Cathedral values bringing artefacts from other collections into contact with our
collections to tell new stories. We request and agree to such loans only when the Head of
Collections is confident that the Cathedral can comply with lender requirements for security,
environment, integrated pest management and other aspects of collections care. If Carlisle
Cathedral is unable to meet the conditions of the loan, the artefact will be returned. Loans will
be accepted only with appropriate agreement, memorandum or contract in place.

The Treasury is the only part of the Cathedral precinct that has suitable display space of light-
sensitive or other vulnerable objects. Loans may be placed in other locations across the Cathedral
precinct if the conditions are acceptable to lenders.

Loans are unpacked, handled and repacked by the Head of Collections in spaces which are ‘locked
down’ during this period. Any damage or other concerns are reported to the lender immediately.
Loans in the Treasury are checked regularly by the Vergers team and any concerns reported to
the Head of Collections. Any cleaning required is carried out by the Head of Collections, a
conservator or trained staff or volunteers.

| 1.17 Items on deposit

Under the Care of Cathedrals Measure, heritage artefacts of significance deposited with the
Cathedral must be entered on the Cathedral Inventory and are subject to the same permissions
requirements as Cathedral-owned items. For example, relocating such artefacts or loaning them
to external exhibitions requires permissions under the Measure. Such proposals will only be
approved if agreed by the owners, but the owner’s permission does not preclude the statutory
requirement for FAC/CFCE approval.

Deposits are subject to terms and conditions. Carlisle Cathedral’s standard position is that
heritage items on deposit or otherwise in our custody receive the same levels of ‘passive care’
as our own collections (see sections |1.5 — |I.1l) but the depositor is responsible for direct
costs. This includes collections care actions, such as conservation or re-packaging.

Carlisle Cathedral is auditing its collections to make sure that legacy deposits (i.e. deposits
arriving prior to the agreement of this policy) are understood. As we are required to manage
them to the same standard as our own collections, deposits can require significant amounts of
staff time and resource which we need to focus on our own material. We therefore aim to
minimise our holdings of deposited material, retaining only what is relevant to Cathedral mission.
If we retain legacy deposits in our collections, we will negotiate appropriate terms and conditions
with the owners if they can be traced. If they cannot be traced, we will continue to care for them
and to seek out owners. If owners cannot be traced after systematic investigation, we reserve
the right to find an alternative heritage organisation that can offer a better home to materials
that are not relevant to our collecting.

[ 1.18 Outward Loans

Carlisle Cathedral’s collections can be shared with new audiences via loans to external exhibitions
providing that borrowers offer acceptable levels of care for loaned artefacts. Potential borrowers
are encouraged:
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e To send their Facilities reports as early as possible
e To ensure they understand the Cathedral FAC/CFCE permissions timetable and factor this
into their planning.

We are unable to support loan requests that cannot receive appropriate permissions in time.

Borrowers must fund all expenses and administrative fees. Borrowing institutions are required
to sign Carlisle Cathedral’s condition of loans agreement before material can be loaned. This
document covers the detail of our policies on outward loans. If the borrowing institution is in
breach of any of these conditions, Carlisle Cathedral reserves the right to refuse the loan and
have the item returned at the cost of the borrower.

If a loan is refused for collections care reasons, Carlisle Cathedral is open to supplying high-
quality surrogates as an alternative at the cost of the borrower.

Longer-term loans for exhibition are permitted only in exceptional circumstances and if the
object is not vulnerable to light or other damaging factors.

Carlisle Cathedral has several existing long-term loan arrangements with local partners. These
provide care for collections for which we lack adequate storage facilities onsite. The Cathedral
is auditing its collections and legacy long-term loan arrangements. We may seek other
arrangements of this kind as need and opportunity arise. Such arrangements will have built-in
review periods and terms and conditions to ensure collections are cared for and compliance with
Care of Cathedrals Measure requirements.

| 1.19 Digital Preservation

Digital materials are as vulnerable as physical collections, reliant ultimately on physical servers
whether onsite or outsourced. Their long-term preservation and access require ongoing
investment in systems and skills. Benign neglect and accidental survival are unlikely. Carlisle
Cathedral understands and accepts this situation and is beginning to explore how its digital assets
can be preserved and accessed long-term. Such storage must also take into account the cost and
carbon-intensity of digital set-ups.

Carlisle Cathedral is committed to finding ways to preserve and make available long-term its
digital assets:

e Digital surrogates of original objects, created by our staff, partners or contractors. These
digital files enable us to support research, marketing, engagement, interpretation and many
other essential activities. Reference shots of Inventory items form part of the Inventory and
are a requirement.

e Born-digital permanent record or the modern Cathedral Archives. Carlisle Cathedral does
not actively collect other born-digital material and will not do so until it is in a position to
manage this appropriately.

Staffing and resources are significant barriers to improving this area of practice. Digital
preservation requires a permanent commitment of ongoing resource and to continuous
development or recruitment of new and specialist skills. We will therefore seek wherever
possible to form partnerships and collaborations to share this load collectively and make the case
for external funding to support this work. Risks to these materials are managed to the best of
our current ability, with pragmatic measures such as creating ‘archives’ folders in shared drives
for non-current potentially historic material.
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We are aware that we must act to improve this area in the near future or risk loss of access to

data. We aim to introduce policy, plans and standards-led practice, including benchmarking using
the NDSA levels.'®

Records digitised for convenience and not intended for permanent retention are the
responsibility of the department digitising the records. The Head of Collections is happy to advise
but has no operational capacity or resource to assist with such activities.

Metadata also needs to be preserved to ensure collections knowledge remains available. The
preservation of metadata will be part of future digital preservation work. It is likely that this will
usually be via the use of standards-compliant, sector-wide systems and in continuing partnership
with Carlisle Archives. For more information on metadata and documentation, see section |3.

| 1.20 Research

Carlisle Cathedral supports the development of knowledge via research of all kinds. Research
into the creation and nature of objects improves our understanding of objects and how to care
for them. Carlisle Cathedral therefore welcomes research based on its collections by scholars
and practitioners, whether independent or from external organisations. However, our capacity
to support research that falls outside standard patterns of public engagement is limited. We are
also not in a position to enter into multiple formal partnerships with external organisations.

We will therefore direct our resources towards external research projects which support the
Cathedral’s mission, values and strategic priorities. We are particularly interested to support
research that:

e Facilitates decarbonisation of collections care practice or other aspects of the Cathedral’s
work

e Offers innovative solutions to problems faced by the Cathedral

e Helps widen access to the Cathedral’s collections

e Enables us to tell stories about conservation and collections that increase public access
and/or funding support to the Cathedral

e Brings clear financial benefit to the Cathedral taking into account oncosts

o |s of benefit to the people of Carlisle and the county/region/diocese.

2. COLLECTION DOCUMENTATION

12.1 Scope of collections documentation

Collections information is defined as “information an organisation collects, holds and maintains
about its collections and/or collected items”."” Such information is gathered through the
collections’ lifecycle, from acquisition, cataloguing, movement, loans, conservation, use by
researchers, etc. Documentation is a term widely used in the museum sector for such
information.

'® National Digital Stewardship Alliance (2019), Levels of Digital Preservation, version 2,
https://ndsa.org//publications/levels-of-digital-preservation/.
'7 British Standards Institution, PAS 197 (2009).
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2.2 Metadata standards
2.2.1 Standards & linked data

Carlisle Cathedral aims to follow relevant professional standards for the creation and
maintenance of metadata. Such standards ensure that metadata meets user needs and is available
to link and share more widely, meaning more people become aware of our collections and of the
Cathedral. The museum, archive and library professions have developed distinct standards and
ways of thinking about metadata. However, it is increasingly easy to interlink and connect
metadata produced in different systems and contexts, and we aim to exploit these connections
wherever possible.

12.2.2 Museum/Object collections

The standard for museum documentation is Spectrum.'® We do not currently follow this standard
but aim to achieve this standard long-term, particularly for the nine primary procedures (object
entry, acquisition and accessioning, location and movement control, inventory, cataloguing, object
exit, loans in, loans out, and documentation planning), when we have sufficient staffing capacity.

12.2.3 Library & archive collections

Library and archive documentation standards focus on metadata and do not prescribe other
aspects of managing collections. We do not currently follow any standards, and do not have
staffing capacity, resources or funding to achieve these standards. We aim to achieve these
documentation standards long-term, particularly:

e AACR2 (Gorman and Winkler, 1978)

e MARC2I, https://www.loc.gov/marc/bibliographic/

e DCRM (B) Descriptive Cataloging of Rare Materials (Books), Association of College and
Research Libraries, 2007

e Library of Congress Authorities, https://authorities.loc.gov/ and via searchFAST interface,
https://fast.oclc.org/searchfast/

e RBMS Controlled Vocabulary for Rare Materials Cataloging,
https://id.loc.gov/vocabulary/rbmscv.html

e VIAF, http://viaf.org/

e ISAD(G)2, International Council of Archives (2000)

e Manual of Archival Description 3 (Procter and Cook, 2000)

12.2.4 Digital collections
o W3C (Web Accessibility Initiative), https://www.w3.org/WAI/

12.3 Guidelines & other support

Creating metadata for heritage collections requires the use of many sources of information and
support. Publications created by these organisations are particularly relevant:

ALA Rare Books and Manuscripts Section and their Bibliographic Standards Committee
Archives and Records Association

CFCE

CILIP groups: Metadata and Discovery, Rare Books and Special Collections

Collections Trust

'8S. Brown and L. Duncan (2023), Spectrum 5.1 — The UK collections management standard, Collections Trust,
https://collectionstrust.org.uk/spectrum.
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Historic Libraries Forum
Museums Association
National Archives
OCLC

We are currently photographing collections items as part of our work on the Cathedral Assets
Register and Cathedral Inventory projects. As yet we have no born-digital materials in our
collections though that will change as our corporate archive reflects our changing working
practices. Digitised and born-digital collections generate and require complex information:
information about the originals, reproduction processes and the nature of the digital files.

12.4 Staffing & resources

Collections information work is the responsibility of the Head of Collections. Use of systems and
creation of metadata is always under the direction of appropriately qualified personnel. Cathedral
staff and volunteers play important roles in creating and handling collections information, and will
receive training and support as needed. Partner staff at Carlisle Archives create and manage
information about the Dean & Chapter Archive deposited with them in collaboration with the
Head of Collections.

Collections information management requires resources. |T requirements include hardware,
software licensing and support. The Head of Collections works with colleagues and partners to
secure access to what is required, via operational budgets, external fundraising and partnership
agreements. This need is likely to increase as we work more actively with digital and digitised
collections that require pro-active and indefinite action and expenditure to keep them secure and
accessible.

Large-scale new or retrospective cataloguing is outside the core capacity of Carlisle Cathedral
and is likely to be possible only with external funding (see section 12.8).

12.5 Overall approach to collections information

Carlisle Cathedral aims to have all collections catalogued and managed to modern standards and
via modern systems freely shareable online. Our collections information will be made available
to the public unless there are sound legal or operational reasons to restrict it, such as security
or protecting personal data.

We acknowledge that collections information and metadata creation are never ‘complete’.
Material is added, withdrawn, conserved, moved and loaned to and from other organisations. We
are constantly learning new information about collections. Ideas about acceptable language change
and interests move on. New research creates new information. We aim to ensure that our
records link to relevant scholarship, using references allocated by researchers.

We aim to have a ‘single point of (digital) truth’ for collections information. This builds on the
new requirement for Cathedral Inventories to be managed digitally. The Cathedral Assets
Register (on an Excel spreadsheet) is the primary location for basic information about the objects
and archives collections. We are migrating all relevant data to this system. A library management
system is currently less amenable to the storage of collections information other than metadata.
We keep documentation relating to these collections solely in a paper format, held in the Weston
Room, with no back up. Cataloguing of the library collection requires necessary evolution with
funding being sought for establishing a digital system.
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Carlisle Cathedral is committed to managing the records its staff and communities create in line
with statutory requirements and sector guidance. This includes the documentation created
following this policy. The Head of Collections collaborates with the Chief Operating Officer on
records management. More information is detailed in Carlisle Cathedral’s Records Management
Policy and Records Retention Schedule, created by the Head of Collections. The Records
Retention Schedule will require review once records management guidance is published by the
Church of England in early 2025.

12.6 Acquisitions & accessions

We aim to record the arrival of new items as soon as they are received. This ‘object entry’
process makes each item identifiable and ensures we gather information about ownership and
the reason we have accepted the item. All accessions involve properly documented written
transfer of ownership or appropriate agreements or memoranda of understanding where
ownership remains with another party. We aim to complete these processes as quickly as
possible. We also try to find out as much as possible about heritage items from donors,
depositors, makers and vendors to incorporate into our catalogues and aid future decision-
making. Delays may occur between our decision to accept material and its eventual arrival on
site and accessioning; for example, material bequeathed to Carlisle Cathedral. We will ensure
that our record-keeping about such arrangements is sufficient to enable future collections staff
to take appropriate action when the item becomes available.

New accessions that meet the requirements for addition to the Cathedral Inventory will be noted
and allocated temporary numbers. We will send information about them to FAC meetings for
ratification. Items worthy of Outstanding status will be discussed in detail at such meetings. To
ensure no object is inadvertently put at risk while awaiting a decision, items that are candidates
for Inventory or Outstanding categorisation will be treated as such until the decision is made.

We aim to regularise the position of legacy acquisitions through our current auditing project.

Digital acquisitions are handled using the same paperwork and processes as analogue at present.
We are aware of the need to develop standards-compliant ingest processes for born-digital
material as part of developing our digital curation.

For accessions via Faculty (i.e. parish silver), it is unlikely that the Cathedral will accept such items
unless the FAC deem them significant and warrant inclusion in the Cathedral Inventory. Separate
guidance is available on request regarding proposals for depositing or withdrawing parish silver
with the Cathedral.

12.7 Cataloguing: metadata creation & management

Our current practice for the cataloguing of new materials:

Material System Personnel

New library acquisitions Library catalogue on Excel Head of Collections
spreadsheet

New object acquisitions Cathedral Assets Register Head of Collections
(Excel spreadsheet)
and possibly
Cathedral Inventory

New corporate archives Excel spreadsheet Head of Collections / Carlisle
(or transfer to Carlisle Archives staff
Archives)
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Carlisle Cathedral is happy to share publicly available metadata via collective and co-operative
catalogues and aggregators. Information about part of the Cathedral Library collection has been
shared and is available on the English Short-Title Catalogue (http://estc.bl.uk/), Jisc Library Hub
Discover (https://discover.libraryhub.jisc.ac.uk) and The Bibliographical Society’s Cathedral
Libraries Catalogue publication project (1984-98).

Carlisle Cathedral is open to future collaborations with partners for creating and sharing
metadata. Such partnerships are of growing importance as digitised and digital collections become
more prominent, as managing such collections requires skills and infrastructure on a much larger
scale.

Any acquisitions will require discussion over resources for cataloguing. We are likely to refuse
material if we can see no realistic prospect of funding access to it. One way forward to is to
encourage donors and depositors to explore pre-donation processing. This reduces the risk of
creating new cataloguing backlogs and minimises the financial impact on the Cathedral of new
arrivals. Options include:

e Donors creating preliminary handlists or other finding aids, with guidance from the Head of
Collections.

e Donors funding professional cataloguing before or immediately after arrival of the material
at the Cathedral.

12.7.1 Unique references

Every item in the Cathedral’s collections must have an individual reference that enables it to be
identified, located and managed. What constitutes an individual item will depend on various
factors and is a matter for the professional judgement of the cataloguer following the guidance
covered in section 12.2.

Objects on the Cathedral Inventory and Assets Register receive unique references. Library
materials receive a unique identifier based on bookshelf location. Archive materials receive a
unique identifier at box level. It is not practical to follow standard professional practice for
managing material referencing at this time.

12.7.2 Marking & labelling

Carlisle Cathedral will mark and label its portable heritage collections with unique references in
order to identify items and match them to their catalogue records, ensure that Cathedral
Inventory objects are managed appropriately, help identify stolen or damaged items, or ensure
they are in the correct location.

Such labelling will be carried out in line with best professional practice, bearing in mind:

e Conservation: methods and materials will be inert and chosen for their suitability for each
format.

e Aesthetics: especially for objects on show in the church or other historic spaces, or in use
in domestic settings.

Carlisle Cathedral’s library collection is already marked using a pencilled bookshelf location
written on a Cathedral Library bookplate pasted on the inside of the front cover of the book.

12.7.3 Decolonising metadata

Carlisle Cathedral acknowledges the growing professional consensus that metadata can be a
source of hurtful and hateful language, and aims to decolonise its practice wherever possible. All
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organisations with heritage collections face these issues and we will keep up-to-date with best
practice among our partners and our professional colleagues. Areas of concern include:

e C(Classification schemes and controlled vocabularies may be developed from outdated/
offensive thinking represented in outdated/offensive language.

e Authority headings may not take account of the privacy, preferences and security of the
individual creators they represent.

e Legacy metadata may contain outdated or offensive language.

We will avoid or reduce the risks of these concerns by:

Avoiding the use of inappropriate headings from the above schemes.

Collaborating with professional networks to improve the schemes that exist.

Establishing and addressing areas of legacy metadata containing most risk.

Appropriate use of content warnings and explanations on catalogues and digitised content.
Taking action to tackle any problems reported to us.

12.7.4 Defining a rare book

Carlisle Cathedral aims to follow standard library professional practice in providing much more
detailed cataloguing for early printed books. This is because such books were hand-printed and
bound, and each item is unique. This level of cataloguing allows us to share information about
provenance, paper, binding and many other aspects of interest to researchers and the public.

Organisations differ in the year they choose as the ‘cut-off’ year between hand-print and machine-
made books and therefore the cataloguing methods used. This is because the transition to
machine printing was naturally a gradual one. Note also that many books made in the machine
era also present unique and distinctive qualities; for example, private press publications. As such,
we follow similar organisations’ policy on this matter, such as that of Durham Cathedral:

e Pre-1830: Rare

e 1831-1860: Assess the item — if it is hand-press, then it is Rare.

e [861— At the cataloguer’s discretion, based on considerations around the unique and
distinctive qualities of the item in hand.

12.8 Retrospective documentation improvements

Carlisle Cathedral has basic cataloguing for some of its collections, notably a handwritten card
catalogue for the library books, lists of Treasury items and Cathedral silver, and partial records
relating to our archaeological and in-house archival collections. There has been little continuously
active stewardship of the entirety of the Cathedral’s collections, so improvements must focus on
acquisition and loan documentation, formation of the Cathedral’s Assets Register and Inventory,
cataloguing and object care.

Gaps and backlogs in our documentation are monitored by the Head of Collections and
addressed via documentation planning processes. We will prioritise retrospective documentation
improvements in light of the following factors:

Supporting Cathedral mission and strategic priorities
Meeting Cathedral Inventory statutory requirements
Meeting accountability, transparency and audit requirements
Security of collections

Security of metadata
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e Potential for efficiencies and saving of staff time
e Availability of funding or partnership arrangements
e Responding to evidence of public demand for improved access

We know that we need to make significant improvements in our management of all
documentation and its associated metadata. The most pressing concerns are the archive and
archaeology cataloguing backlogs and the lack of a user-friendly library catalogue. These are legacy
issues that are a result of poor practice underpinned by a lack of professional support.
Management of digital and digitised content and its associated metadata is also a priority in order
to improve efficiency, reduce costs/carbon footprint and diminish the risk of creating further
backlogs.

12.9 Managing locations & movements

Carlisle Cathedral aims to maintain an accurate record of the physical locations of collections
items and of any movements of these materials from these locations. Movement records include
details of the date of the move, the personnel who carried it out, and any authorisation required.
The Head of Collections is responsible for these records and we rely on the collaboration of
other members of the Cathedral team to follow these policies.

We aim to audit and record the location of items in the Cathedral Assets Register. Any individual
items not listed in the Cathedral Assets Register, such as the library books, are currently managed
via paper records.

Cathedral Inventory items must not be relocated without the approval and oversight of the Head
of Collections. This includes material on loan to, or deposited with, other organisations. This
enables us to comply with the Care of Cathedrals Measure, keeping items safe and secure in good
condition in known locations. Many relocations of Cathedral Inventory items require permission
from FAC under the Care of Cathedrals Measure and, for Outstanding objects, CFCE. It is the
responsibility of the Head of Collections to ensure that such permissions are in place. Following
the exceptions stipulated by the Care of Cathedrals Measure, this does not apply to minor
temporary moves for worship, such as the movement of plate and vestments between storage
areas and the church. The Head Verger is responsible for recording such movements and the
Head of Collections can access these records. Non-routine use of worship of other objects, such
as books or artworks, involve negotiation between the Head of Collections and clergy to
minimise risk.

Carlisle Archives staff record movement of the materials within the Dean & Chapter Archive that
they manage on our behalf; for example, moving items to the reading room for research use.
Carlisle Archives staff are made aware of the requirements of the Care of Cathedrals Measure.

Other members of the Cathedral team may move items outside these parameters in emergency
situations providing this is in line with our salvage plan and it is safe for them to do so. They
should move damaged items only if they have been trained and in discussion with the Head of
Collections or conservation consultants. The Head of Collections should be informed as soon as
possible in writing of any moves. We may need to seek retrospective permission from the
FAC/CFCE.

Modern library materials are not covered by the above statutory requirements, but we are still
accountable for the whereabouts of these Cathedral assets. Any move outside the library is
recorded.
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12.10 Collections use & confidentiality

We create and manage records of collections use by individuals in line with relevant legislation
and professional norms. The Records Retention Schedule outlines how and why we keep and
dispose of such records. Personal data is kept confidential and is visible only to the staff who need
such access under the relevant legal basis.

Use of heritage material by researchers or Cathedral personnel is always recorded and may be
kept indefinitely. This is for security reasons as damage or theft of heritage material can come to
light many years after an incident. This includes use of the Dean & Chapter Archive at Carlisle
Archives, which is managed by Carlisle Archives staff.

We aim to retain information about collections donors and depositors indefinitely to ensure we
can prove title and provenance of our collections. Such data is created via accessions processes
and stored in the Cathedral’s secure drive. Personal data of living donors/depositors is not shared
with the public without permission.

The Head of Collections records information about physical and online visits in order to
understand patterns of demand and demonstrate value. This does not include personal data and
is kept for as long as it is useful.

Carlisle Cathedral may survey visitors online or on-site to gather information to help improve
services or otherwise improve our management of the Cathedral. Such surveys are always
voluntary and should not involve collecting personal data. They are carried out using software
which helps us manage data responsibly.

The Head of Collections does not currently collect personal data of users for marketing purposes.
We may occasionally contact library users to give them essential information about the service.

2.1 1 Loans

The term ‘loans’ is used here in the heritage sense: sharing of collections objects with other
museums, libraries and archives. Loans of our collections enrich public access to, and
understanding of, our collections and our mission. Loans are approved by the Head of
Collections. Further permission requirements are noted in the relevant section below. The
creation and maintenance of loan records, creation of loan agreements, securing insurance and
monitoring the status of loans is the responsibility of the Head of Collections.

12.11.1 Loans in (borrowing items)

Loans in (borrowing items) enable us to tell more stories about our collections, providing new
perspectives and insights. Carlisle Cathedral accepts items on loan for its programme of
temporary exhibitions. It is not usual for us to borrow items on loan to enhance our permanent
displays, but we do not exclude the possibility; examples can be found in the Treasury.

All loans in are covered by written loan agreements which cover care and all other terms and
conditions. Loans are accepted only with a clear use in mind, usually a specific exhibition. We
may on occasion and in exceptional circumstances accept loans for other purposes to support
diocesan objects; examples can be found in the Treasury of parish church plate deposited on loan
which a church cannot care for. These are covered by diocesan-approved Faculties.

Loans in must be for a set period, and no more than five years at a time. We do not accept
‘permanent loans’ as this is a meaningless and outdated concept in collections management.
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We aim to ensure that each loan item is valued as part of the loan agreement and appropriate
insurance agreed with the Cathedral’s insurer or via the Government Indemnity Scheme.

Records relating to loans in are kept indefinitely in the Cathedral’s secure drive. Loans accepted
for longer than a standard temporary exhibition cycle (6 months) are accessioned and added to
the Cathedral Assets Register.

Statutory permission is not required unless we are borrowing material from another Cathedral
subject to the Care of Cathedrals Measure. The FAC may take a view on any longer-term loan
to be placed in the church or other area of the Cathedral Precinct.

Carlisle Cathedral holds several legacy loans of individual objects and collections. We are working
to clarify the nature and status of such loans, and to arrange appropriate documentation or return
them to their owners if not relevant to the Cathedral’s mission.

12.11.2 Loans out (lending items)

Loans out (lending items) set our collections in new contexts and bring them to new audiences.
Loan approval will be determined by the nature and condition of the object, the level of
protection against risks offered by the exhibition facilities, the duration and timing of the
exhibition, the capacity of the Cathedral staff to facilitate the loan, and the intended message,
purpose and audience of the exhibition. Loans of items already deposited with other organisations
must also take into account the capacity and availability of curators and conservators in that
setting.

All loans out are covered by written agreements, which include the purpose of the loan, its
duration, the agreed standards of care, valuation and insurance arrangements.

Under the Care of Cathedrals Measure, loans of Cathedral Inventory items are subject to
approval by FAC, Chapter and, for Outstanding items, CFCE. Loans are taken forward for such
approval only if the Head of Collections (with advice from curators and conservators where
relevant) considers that the application is likely to be acceptable. Information about loans is kept
indefinitely as part of the Cathedral Inventory on the Cathedral’s secure drive.

Borrowers must provider a facilities report, security supplement and (where relevant) display
case supplement as soon as possible in the loan process. Borrowers are advised of the long
timelines for receiving statutory approval and of our policy of reclaiming administrative costs. All
loan costs, including transport and conservation, must be covered by the borrower. We reserve
the right to refuse or curtail a loan if environmental requirements or other terms and conditions
are breached.

Carlisle Cathedral stores a significant proportion of its collections with partners offsite. These
arrangements reflect historic practice and the challenge of safely storing heritage in a complex
heritage setting. We aim to work with these partners to ensure these arrangements are of mutual
benefit and that appropriate documentation is in place. Such documentation is kept indefinitely
on the Cathedral’s secure drive.

12.12 Rights management

Accurate and up-to-date information about rights and rights holders is essential. It enables the
Cathedral, its partners and the public to use collections effectively while remaining compliant
with intellectual property law.

We aim to gather rights information at object entry/accession stage of new material. Rights
concerns are incorporated into agreements and entry processes.
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In the longer term, we plan to clarify historic copyrights relating to key objects, such as modern
artworks or photographs by third parties. The scale of this task means that it will be a project
rather than operational business.

Information about individuals who are rights holders is subject to data protection legislation
including the requirement for a lawful basis for holding data. We will only share such information
with the consent of the subjects.

|2.13 Collections care & conservation

Record-keeping is an integral part of collections care at Carlisle Cathedral. We are required
under the Care of Cathedrals Measure to keep accurate records of conservation of Cathedral
Inventory items permanently. All details of condition and treatment of the items are recorded
and kept in the Cathedral’s secure drive. All items are photographed before and after treatment
and during treatment. We also retain records relating to permission received and procurement
of works.

12.14 Damage & loss

Carlisle Cathedral aims to record information about damage and loss affecting heritage items in
order to facilitate repair or recovery. This is required by Cathedral Inventory guidance. Such
information may include photographs and condition reports. Information about damage and loss
is recorded as quickly as possible on the Cathedral’s shared drive, and retained indefinitely. The
information is also incorporated into collections care planning processes. Depending on the
nature of the damage/loss, this information may need to be shared with conservators, appropriate
members of the Cathedral team, potential funders, Chapter and our insurers.

2.15 Valuation

Valuations are commissioned by the Head of Collections at the request of Chapter, our auditors
or our insurers. Valuations are carried out by sector experts. Information about valuations is
treated as confidential. It is stored securely on the Cathedral’s shared drive and made available
strictly on a need-to-know basis. We discourage conversation with users about market values of
our collections.

Valuations are not used to enable collections to be used as security for financial loans.

12.16 Insurance & indemnity

Carlisle Cathedral insures its heritage collections as part of our overall insurance cover. We aim
to insure all heritage objects against damage, loss and theft. Cover is reviewed annually as part of
an in-depth renewal process, in conversation with the insurers and colleagues.

12.17 Deaccessioning & disposal (items leaving our care)

Carlisle Cathedral is committed to keeping accurate records of situations in which items leave
our premises and pass out of our direct care. This may be as a result of deaccessioning, loans or
returning unwanted materials to donors. Heritage items can only leave the site with appropriate
authorisation by the Head of Collections. Loans out and deaccessioning of Cathedral Inventory
materials require statutory permissions.

Records relating to the deaccessioning and disposal of Cathedral Inventory materials are kept
indefinitely on the Cathedral’s shared drive.
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12.18 Security

Collections security is outlined in section 12.9. Carlisle Cathedral will follow professional
standards in ensuring its documentation in electronic and paper form remains secure and
accessible. All collections data held electronically is secured backed up in accordance with out
contracts with the IT business partner.

Access to the Cathedral’s shared drive is limited to the Cathedral staff. Historic Collections
volunteers have restricted access under supervision and oversight of the Head of Collections.

Data held in paper form is kept in secure storage areas with restricted and monitored access.
We aim to move such data into electronic format as soon as practical to minimise the risk of
data loss.

We always take security of collections and data into account when sharing collections information
with the public. For example, we avoid sharing the precise locations of objects in storage.

12.19 Audit

Carlisle Cathedral are currently carrying out a complete audit of all object collections as part of
the project to compile a Cathedral Assets Register and Cathedral Inventory. Each item is noted
in the current location and accurately described. Once this major project is completed, the Head
of Collections will identify and agree future policy and practice for such object audits in agreement
with Chapter and our insurers. We anticipate that future audits will include:

Regular full object audits

Spot checks and regular sampling

Focus on areas of greatest risk (e.g. rooms which are rarely accessed)

Focus on objects at greatest risk (e.g. portable artworks or plate)

Spot checks may be carried out following intrusion or other suspicious incidents

Audits of library and archives collections pose different challenges due to the scale of such
materials and the different types of risk that their storage and management pose. We aim to
explore the most effective way to audit these collections.

Audits are signed off by the Head of Collections and findings reported to the Chief Operating
Officer and to Chapter. Timely agreed action will be taken when we discover damage or loss.

Such audits rely on reliable records in a secure system that is protected from accidental or
malicious deletion and falsification. We are committed to providing and maintaining such systems
and creating in-house procedures that minimise the risk of such intrusions. It is not appropriate
to share the details in a policy which will be made available publicly.

|3. Monitoring & Evaluation

The Head of Collections will produce quarterly reports, including an end of year in Q4, and
submit them to the Chief Operating Officer. These quarterly reports will be shared with the
Senior Management Team, FAC and Chapter.

The Head of Collections will also maintain a permanent record of items accessioned into and
disposed of from the Cathedral’s portable heritage collections.

The Head of Collections will liaise with internal stakeholders, especially the Chief Operating
Officer, Canon Librarian, Head of Commercial Activity, Learning & Volunteer Officer and
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Marketing & Communications Officer, and external users as appropriate to promote the use of
the collections. For future detail, see the Collections Access Policy.

REVIEW OF THIS POLICY

e This policy will be reviewed at least every two years and may be subject to revision. Please
refer to the Cathedral website to view the most recent version.

Adopted by SMT: 24 February 2026
Date of next review by the Head of Collections: 2028
Date for re-adoption by SMT: 2028
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