Loans-In Policy 

                RAFM/DCM/2/6/7/1


THE ROYAL AIR FORCE MUSEUM’S POLICY FOR LOANS-IN

INTRODUCTION
1. The following paragraphs define the policy to be followed when arranging to borrow artefacts and when renegotiating existing borrowing arrangements, excluding very short-term entry to the Museum of material, solely for the purpose of copying.

EXISTING LOANS
2. The Royal Air Force Museum has a backlog of loans-in for which agreements need to be formalised and documented. Revising and renewing these agreements will take precedence over arranging new loans-in to the Museum.
SELECTING ARTEFACTS TO BORROW

3. Loans-in will be made for the purposes of scholarship, education or display only.
4. Artefacts accepted on loan will normally only be those covered by the Museum’s Collecting Statement (RAFM/DCM/2/6/22).
CONDITIONS APPLICABLE TO LOANS-IN

5. In considering whether to borrow an artefact a number of factors should be considered, including any hazards that may be associated with the artefact; the ownership of the artefact; the acceptability to the Museum of any conditions that are placed on the loan by the owner of the artefact; and the ability to obtain import customs clearance and subsequent export licences.

6. Loan-in agreements will normally be made by the Museum for a specified period not longer than five years, with the option for extension if agreed by both the Museum and the owner.
7. The Museum will not guarantee that artefacts it borrows will be placed on display. When a loaned artefact is not on display, the public may ask to see it by prior appointment and will be allowed to view it.
8. Visitors have access to photograph and sketch artefacts on display, and to inspect and request copies of artefacts held in research departments (e.g. documents and photographs).
9. In the case of works of art, documents, photographs, films or sound archives loaned to the Museum, copies will normally be taken for security and reference purposes. Such copies will be used in any manner permitted by the Copyright, Designs and Patents Act 1988, and will remain the property of the Museum.
10. The Museum will accept responsibility for all reasonable expenses in connection with the loan, such as insurance in transit, transport, packing, customs, specific display requirements and courier costs.
11. Loans-in to the RAF Museum cannot usually be insured. Instead, the Museum may carry the risk of borrowing an artefact or acquire Section 16 Indemnity in accordance with the Indemnity and Insurance Policy (RAFM/DCM/2/6/10/1).
12. The Museum will only accept responsibility for damage and deterioration of an artefact whilst in its care if it is proved beyond reasonable doubt that the Museum has been negligent in the care of the artefact. In such cases the Museum will bear the burden of any repairs/replacement.
13. The Museum will not be responsible for damage caused by Acts of God, war, hostilities, acts of terrorism, negligence by the owner or his agents or for claims by third parties claiming entitlement to the artefact.
14. Loans may be terminated at any time by the Museum with a minimum of three months written notice.
15. A lender may insist that they wish to reclaim the artefact, within the loan period, but should give the Museum six months notice in writing.
16. Additional loan conditions will be agreed for individual loans. These will be specified on, or attached to, the RAF Museum Loan-In documentation; see Documentation section below.
17. In negotiating a loan, the point of return is to be agreed as part of the process.

AUTHORISATION

18. Authority to accept artefacts into the collection on long term loan (over six months) will be sought from the Director General.

19. Loan-in agreements for short term loans (six months or less) will be authorised by the Keeper of the relevant department.

RESPONSIBILITY FOR BORROWED ARTEFACTS

20. In accordance with the Entry Policy (RAFM/DCM/2/6/4/1) the Museum will take responsibility for artefacts upon completion of an RAF Museum Entry form (RAFM DCM3 (2004)).
21. In accordance with the Exit Policy (RAFM/DCM/2/6/12/1), the Museum’s responsibility for loaned artefacts will cease upon completion of and RAF Museum Exit form (RAFM DCM5 (2004)).
22. In accordance with the Movement and Transport Policy (RAFM/DCM/2/6/5/1), the artefacts will be transported according to arrangements agreed by the lender and the RAF Museum. Liability for artefacts in transit must be made clear in the associated loan documentation.

MANAGEMENT OF LOANED ARTEFACTS

23. Artefacts may be accepted by the Museum on temporary deposit for examination prior to being accepted on loan or for permanent acquisition. Such temporary deposits will be in accordance with the Entry Policy (RAFM/DCM/2/6/4/1).
24. Loans over six months are to be regarded as long term and will be accessioned into the collection to assist collections management. All loans will be managed using loans-in documentation.

25. Any captions will, unless the Museum is otherwise instructed by the owner, acknowledge that the artefact(s) are on loan from the particular owner/institution. The caption and any exhibition brochures will, unless agreed otherwise with the lender, state no more than the lender’s name.

26. Two copies of any published exhibition brochures which contain entries referring to artefacts borrowed may be provided to the lender free of charge by the Museum.

27. Where relevant, artefacts must not be operated, worn, entered into or climbed on without the lender’s/owner’s prior written consent, and then only if it is clear that such use is safe and non-damaging to both staff and the artefact.

28. The care, security and safekeeping of any artefact placed on loan to the Museum will be to the same standards as those extended to the Museum’s permanent collections. In addition, the RAF Museum will seek to meet any reasonable requirements of the owner concerning the environment in which the artefact is stored or displayed.

29. The Museum will seek to establish the status of any independent property rights, such as copyright, of any artefact loaned, whether copy or original, see Intellectual Property Rights Policy (RAFM/DCM/2/6/16/1).

30. The Museum will permit the owner/lender reasonable access at all reasonable times, by prior appointment, for inspection for whatever reason.

31. Where appropriate, any special packing material may be retained for re-packing and artefacts will be packed in the same manner (or better) than that originally employed. The materials will be stored carefully during the period of the loan in conditions that avoid damage and permit re-use.

32. Museum staff will assess the condition of each artefact upon entry to the Museum, when taken on loan and record the details on a Condition Report Form (RAFM DCM16 (2004)). An equivalent Condition Report will be made upon the termination of the loan. This will help to minimise the likelihood of any dispute over deterioration of the artefact.

33. If any artefact is damaged whilst in the Museum’s custody the owner will be notified immediately.

34. When appropriate, artefacts may be dusted regularly, or kept clean and free of corrosion/deterioration but no other cleaning, repairs, restoration or conservation will be carried out without the prior written consent of the owner. No work will normally be undertaken to improve the artefact’s condition beyond that in which it is received.

35. Artefacts loaned to the Museum will not be lent to a third party without the prior written consent of the owner.

36. The Museum reserves the right to remove loaned artefacts to a place of safety in case of emergencies (fire, flood etc).

37. Artefacts will be returned promptly to their owner at the end of the exhibition or loan period or when no longer required, subject to observation of the agreed notice period. Where an object is no longer required and the lender cannot be contacted to agree an early collection date, the Museum will store the object until the end of the planned loan period.
38. The Museum will contact the owner three months in advance of the end of the loan period to negotiate either the return of artefacts or renewal of the loan agreement.
39. After reasonable effort to contact the lender/owner, the Museum reserves the right to dispose of artefacts if they are not collected four months after the agreed collection date.

OWNERSHIP

40. As part of the loan agreement, the owner is required to keep the Museum advised of any change to, or plans to change, ownership.

41. Where a loaned artefact is to be returned to a new owner, the new owner is required to furnish the Museum with proof, of his/her legal right to the artefact, which is to the satisfaction of the Director General and/or Trustees.

42. For all types of loans made by corporate bodies such as registered limited companies which have since been dissolved, the Museum may pursue legal title to the artefact(s) under the law of bona vacantia. The Museum will not pursue title to objects loaned by private individuals or unincorporated organisations.
43. The Museum aims to maintain regular contact with lenders via its loan-in documentation so that any new owner or corporate company liquidator/receiver, may be notified of the artefacts on loan.
DOCUMENTATION

44. All artefacts entering the Museum as Inward Loans must be documented on RAF Museum Loan-In forms (RAFM DCM4 (2001)). The form must be signed by both the owner, or their representative, and the appropriate Museum authoriser.
45. Documentation must also be completed to comply with other, associated collections management policies. This will include, but is not limited to, an RAF Museum Entry form (RAFM DCM3 (2004)), an RAF Museum Condition Report form (RAFM DCM16 (2004)), and eventually, an RAF Museum Exit form (RAFM DCM5 (2004)).
46. Each curatorial department will maintain loan-in files so that:

a) Each loan record is retained at the end of the loan for a period of six years from the end of the calendar year in which the artefact was returned to its owner.

b) Past and current loan agreements for the same artefact(s) may be found together.

c) Loan agreements due for renewal or return of artefacts are brought to curators’ attention.
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