Stock Checking Policy

RAFM/DCM/2/6/11/1

THE RAF MUSEUM POLICY FOR STOCK CHECKING ARTEFACTS


INTRODUCTION

1. The primary purpose of the RAF Museum Policy for Stock Checking Museum Artefacts is to determine the extent of compliance by staff with procedures for the control of Collections Management System (CMS) location recording for accessioned artefacts.  A secondary purpose is to determine if artefacts have been removed without authority (e.g. stolen). Part 14 of the RAF Museum Risk Register also deals with Collection Related Crime.
2. This document states the policy for Stock Checking, including the recording, reporting and corrective actions.  For the purposes of this policy, location means the place designated for the storage or display of objects (e.g. case, shelf, room).

TYPES OF STOCK CHECK

3. Location Stock Check.  A Location Stock Check is a systematic, object led comparison between the artefacts found in a location and the location information recorded on the CMS.

4. Artefact Stock Check.  An Artefact Stock Check is a CMS led comparison between the location recorded on the CMS and the physical location of the artefact or group of artefacts.

ITEMS TO BE CHECKED
5. During each cycle, a 4% sample of items on CMS inventory in each collection should be selected, with approximately 50% of the sample selected subject to a Location Stock Check and 50% to an Artefact Stock Check.

6. Stock Check cycles will be determined and published by the RAF Museum Policy Implementation Group, based on criteria including the vulnerability of locations to loss through theft or misplacement.

LOCATION STOCK CHECKS

7. Location Stock Checks will be carried out by trained members of staff led by the Curator responsible for that location. All objects in the selected location will be checked.
ARTEFACT STOCK CHECKS

8. Artefact Stock Checks are to be carried out by trained members of staff led by the Curator responsible for the specified Collection.
RECORDING RESULTS

9. Errors in the CMS will be corrected as soon as they are discovered.  
10. Where artefacts subject to the stock check are not found the Loss Procedure (RAFM/DCM/2/6/13/2) must be followed.

11. A report will state the result of each Stock Check.
REPORTING

12. The Stock Check Report will be signed off by the Curator responsible for the stock check, the departmental Keeper and the Museum Registrar:

· The Curator responsible will comment on the report, stating what corrective action has been taken, before passing the report to the Keeper responsible within 2 weeks of the stock-check;

· The Keeper will add any additional corrective action initiated to overcome systematic weaknesses and submit the report to the Registrar enclosing any necessary Loss Reports.
13. The Registrar will brief the Director Collections Division on the results and follow-up actions.  The Director Collections Division will report progress to the Director General and the Trustees as necessary.
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