Loss Policy
RAFM/DCM/2/6/13/1

THE ROYAL AIR FORCE MUSEUM POLICY FOR RESPONDING TO THE LOSS OF ARTEFACTS


SCOPE AND PURPOSE

1. The purpose of the Museum is to preserve in perpetuity the artefacts in its care.  This includes any artefact which is accessioned into the Collection whether resident at the RAF Museum or with a borrower, any loan-in and any artefact which has been accepted by the Museum under the terms of the Entry Policy (RAFM/DCM/2/6/4/1). However, despite the Museum’s best endeavours, losses may occur.

2. The policy acknowledges that Museum records are not currently complete and addresses the current situation at the Museum.  It will apply from now until the completion of the Inventory only, when it will be revised.

3. The purpose of the policy is to ensure that losses are investigated promptly, dealt with at an appropriate level, and recorded accurately.

DETECTION OF LOSSES

4. A loss may be detected during a stock-check or by a member of staff or borrower in the course of their duties.  When an artefact is seen or reported not to be in its correct display or storage location, it will be regarded as either “missing - presumed misplaced”, or “missing - presumed stolen”. During investigation of the loss of a “presumed misplaced” artefact it may be necessary to consider theft, and therefore regard the artefact “presumed stolen” after the event.
5. Such losses will be reported immediately to the Keeper of the curatorial department concerned.
INVESTIGATION, REPORTING AND NOTIFICATION OF LOSSES

6. The Keeper of the curatorial department concerned will be responsible for investigating the loss, by conducting a search of the immediate area, and consulting those who might have moved the artefact.  A check will also be made as to whether any other associated artefacts are missing.
7. The Keeper, in consultation with members of the Acquisitions and Disposals Committee, will decide on the action to be taken to investigate the loss further.
8. In the case of a suspected theft, the Keeper will be responsible for immediately notifying the Director General – who may then notify other members of the Acquisitions and Disposals Committee – the Registrar and the Security Manager who will advise on what action should be taken to notify external bodies, for example the Police or the National Museums Security Advisor.  The Keeper will also notify the Security Manager of the status of the artefact; for example if the artefact is hazardous, is a firearm, or is currently subject to the Official Secrets Act.
9. In the case of theft the Trustees will be advised by the Director General.
10. Loss by the accidental destruction of an artefact should be reported, investigated and documented as all other types of loss.  Advice as to the appropriate treatment of any remaining parts of a destroyed artefact should be sought from specialists.
11. Until the completion of the Inventory, it may not be possible to confirm that a misplaced artefact has in fact been lost, although the ongoing process of the Inventory will ensure that misplaced artefacts continue to be sought actively.  The Acquisitions and Disposals Committee will be notified regularly of the status of all misplaced artefacts, and will decide if further action is necessary; the Director General will at this stage consider whether the Trustees need be advised.

RETURN OR RE-DISCOVERY OF LOSSES

12. Artefacts listed as misplaced may be re-discovered in the stores, or if stolen may subsequently be returned.

13. In the event of a misplaced artefact being found, the Keeper will inform all those still actively involved in the search and report the find at the next Acquisitions and Disposals Committee meeting.

14. In the event of a stolen artefact being returned, the Keeper will inform the Director General, the Registrar and the Security Manager who will advise on notification to external bodies.  The Trustees and the Acquisitions and Disposals Committee will be informed of the return by the Director General.

15. If a claim was made in respect of the loss, the Registrar will notify the Insurance Company/Indemnifying Body in accordance with the Museum’s Insurance/Indemnity Policy and Procedure (RAFM/DCM/2/6/10/1 and /2).

DOCUMENTATION

16. All losses will be recorded by the Keeper of the Department concerned.  If a primary record exists for a missing artefact, this will be annotated to record the loss.  The loss of an artefact “misplaced” for less than 6 months may not be recorded in the primary record but will be recorded in departmental records.

17. The Keeper will maintain a file of correspondence concerning each loss, the file to be cross-referenced to the accession register where appropriate.

18. Lists of missing artefacts will be kept by the Registrar (on behalf of the Acquisitions and Disposals Committee), for use in the Inventory.

19. In the case of the return of a stolen artefact, the main artefact record must show that the artefact was at one time stolen from, and then later returned to, the Collection.

LOSS INFORMATION: ACCESS, UPDATING AND RETENTION

20. Access to loss information will be restricted to those who are held accountable for the artefacts in the Museum’s care, and anyone else on a need-to-know basis.

21. Loss information will be maintained and updated by the Keeper of the curatorial department concerned.

22. All loss activity will be retained in perpetuity through the recording of an object’s location on the Museum’s Collections Management System. Paper records of the loss will also be kept in perpetuity unless the artefact is found or returned, in which case paper records will be retained for 7 years after the return of the lost artefact. 
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