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ARTICLE I Mission and Vision

Mission:

The Geneva Historical Society is dedicated to engaging diverse audiences in a dynamic dialogue
about the shared heritage of Geneva, New York and its environs.

To achieve its Mission, the Geneva Historical Society:

e C(ollects, catalogs, preserves and studies artifacts which provide a visual and tangible
connection to Geneva’s past.

e Uses traditional and digital media such as publications, blogs, and online platforms to stimulate
an interest in history and Geneva’s people, places, and things.

e Develops collaborative relationships with community organizations and businesses to expand
the community’s access to its past and assist in shaping its future.

e Administers its historic properties to meet the educational and interpretive goals of the
Historical Society and to offer a leisure time activity for community members and its visitors
and support Geneva as a destination city.

e Provides resources to promote preservation of structures and landscapes in order to advance
economic development, and to instill a pride in its diverse architecture.

Vision:
By actively connecting Geneva’s past and present, the Geneva Historical Society remains an
integral part of the community.

ARTICLE II Collections

Collecting Objectives:

The Historical Society’s Vision and Mission states that the organization will collect artifacts which
provide a visual and tangible connection to Geneva’s past, and will aid in making local history a
vital part of community life. “Artifacts” refers to three-dimensional objects, images, publications,
and documents.

In addition to the Vision and Mission, collecting criteria will be considered before items are added
to the collection. They include but are not limited to:
a. Objects made in Geneva and/or by Genevans
b. Those used or owned by local residents
c. Those objects that have a direct and important connection to an institution, event or person
relative to Geneva

Secondarily, although priority will be given to acquiring objects with local significance, the
Historical Society will consider objects that will fill gaps in the collection and enable the Historical
Society to properly interpret historic spaces and particular collections (ex. clothing).

Personal Collections

Trustees and staff must recognize that the Historical Society’s collection interests and needs take
priority over those of individual collections. The Collections Management Policy outlines what
materials fall within the Historical Society’s collecting scope.




As outlined in the Personnel Policy, staff may not compete with the Historical Society in any
personal collecting activity. The Historical Society has the right, for a specified and limited period,
to acquire any object purchased or collected by any staff member at the price paid by the employee
when the object falls within the Historical Society’s collecting scope. At the time of hire or soon
thereafter, employees who own material that is similar to the Historical Society’s collections may
be asked to provide the Historical Society with a list of their holdings. The employee may also be
asked to update the inventory periodically. Family heirlooms, gifts, material owned by the
employee prior to their employment with the Historical Society or objects whose market value is
less than $10 are exempt.

During their term of office, trustees shall observe the following with the respect to the formation of
personal collections. Upon learning of an object that may relate to the Historical Society’s
collections, trustees must give the Historical Society the first option to acquire the object at its
stated purchase price plus out-of-pocket costs. If a trustee decides to dispose of part or all his/her
personal collection of items within the Historical Society’s field of interest, it would be appropriate
to offer it first to the Historical Society whether as a gift or at fair market value. In the event of
public sale, the trustee must be sensitive to his/her relationship to the Historical Society, must not
trade on that relationship, and must differentiate personal ownership from institutional affiliation.

ARTICLE III Professional Obligations and Conduct

Standards

The Historical Society shall comply with Rules of the New York State Board of Regents Section
3.27 “Chartering and registration of museums and historical societies with collections.” Two
primary standards that impact collections are:

e Development and implementation of policies and procedures to protect the long-term
integrity of objects, artifacts, records and specimens, as well as their associated data and
documentation, for use in research, education and exhibits.

e Ensuring that the collections shall not be capitalized.

Ethics

Staff and volunteers shall follow the code of ethics (Appendix A) adopted by the Historical Society
and will “act professionally with honesty, integrity, and openness.” Should situations arise that are
not covered under the Historical Society’s policy, staff and volunteers will consult the American
Association of Museums (AAM) code of ethics (Appendix A).

Preservation

The preservation of artifacts in the care of the Historical Society, both in the permanent collection
and on loan, is a high priority. The best interests of the artifacts will be considered when making
decisions about acquisition, collections storage, exhibition, and public access. Professional
standards will be followed for environmental controls, care, and conservation. Staff will follow the
Housekeeping Policy to ensure the cleanliness of our storage rooms and properties (Appendix B).



Documentation

Adequate records shall be kept of all collection transactions including but not limited to:
acquisitions through gift, transfer, or purchase; loans, both incoming and outgoing; and
deaccessioned materials. In addition, staff will maintain databases of accession information and
conduct periodic inventories to confirm condition and location of artifacts. Research about specific
objects will be added to their records as it becomes available.

Appraisals

No employee shall offer appraisals of the monetary value of materials or objects to donors, or
reveal the Historical Society's insurance value, for the purposes of establishing a fair market value
or gifts offered to the Historical Society. Donors desiring to take an income tax deduction must
obtain an independent appraisal. Employees may assist a donor in locating a qualified appraiser by
providing links to appraisal organization websites (Appendix A). Employees will not appraise or
otherwise place a monetary value on objects casually brought to the Historical Society.

As a public service, employees may attempt to attribute, identify or authenticate items brought to
the Historical Society by the public.

Recommendations for Conservators

The Historical Society will provide a link to the American Institute for Conservation to anyone who
requests conservation help. (Appendix A)

ARTICLE 1V Acquisition Policy and Procedures

Acquisition Policy

The Historical Society will enhance its collections by adding, in a judicious manner, those objects
which are appropriate to its Vision and Mission and fit within the collecting objectives which are
described above. Objects may be added to the collections by means of gifts, bequests, purchases,
exchanges or any other transaction by which title to the objects shall pass to the Historical Society.

All potential acquisitions, whether by gift, exchange, or purchase, shall be reviewed and decided
upon by the Archivist or Curator as needed. In the case of purchases, where the cost of an artifact is
$1,000.00 or more the decision shall be made by the Board of Trustees upon recommendation of
the Collections Committee within sixty days.

All acquisitions shall be made in accordance with the following rules:

1. Before accepting an object, the Historical Society shall make reasonable efforts to ascertain
that the donor, seller, or trader has legal title to the object.

2. The physical condition of acquisitions made by the Historical Society shall be of sufficient
quality to warrant their use as instructive or scholarly objects.

3. Prior to accepting any artifacts or documents, the Curator or Archivist shall investigate the
available storage space, adequacy of facilities, and need for special care and maintenance.
If there are any questions regarding the ability of the Historical Society to maintain the
materials under conditions that ensure their availability for Historical Society purposes and
in keeping with professionally accepted standards, they may not be accepted.



In general, acquisitions shall not be encumbered with conditional terms by the donor or
seller. This includes, but is not limited to: guaranteeing that an acquisition will not be
disposed of, that it will be either restored or maintained to donor or seller satisfaction, or
that it will be permanently displayed.

All acquisitions for the Historical Society shall be acknowledged in writing by the Curator
or Archivist. A legal instrument of conveyance, setting forth an adequate description of the
objects involved and the precise conditions of transfer shall accompany all acquisitions and
be kept on file at the Historical Society. This document must be signed by the donor or
seller and an authorized Historical Society representative. If a gift is rejected, it shall be
returned to the donor with a letter of rejection briefly stating the museum's position.
Historical Society staff shall not give appraisals for the purpose of establishing the value of
items offered to the Historical Society. Donors are responsible for establishing value for
their tax purposes.

If an item is left at or sent to the museum without any donor information attached, the
museum will follow New York State Law 233-AA (Appendix A).

Accession Procedures

An accession is always an acquisition added to the Historical Society collection, officially
transferred as a unit intellectually and physically with a gift form signed by the donor (Appendix

Q).

Upon accession, the Curator or Archivist will follow accessioning procedures.

1.
2.

Register the gift in the Accession Log.

File the gift form and other correspondence pertaining to the record in the appropriate year’s
folder. Copies of the gift form and correspondence should be kept on the Curator or
Archivist’s computers, following the Digital Preservation Policy.

The Curator or Archivist will then survey and assess the collection for condition, rehousing
needs, existing arrangement, forms of material, and general subject content. Facts about the
creator and collection are also recorded in order to facilitate the writing of the collection-
level description.

Processing of an archival collection will include rehousing, removing improper fasteners,
and other duties to ensure the preservation of the materials. A general inventory will be
created at time of processing while an item-level finding aid will be completed at a later
date.

During the processing of three-dimensional materials, items will be added to the collections
database and kept in Collections Storage.

During processing, notes should be taken to explain choices made by staff. Anything
requiring conservation, restricted access, or material stored elsewhere should also be noted
and included in the collection as well as in a document kept on the Archivist’s computer to
prioritize future conservation needs. Any three-dimensional materials stored separated from
archival collections will be noted in the archival records.

ARTICLE V Deaccessioning
Policy and Procedures:

The Historical Society may, from time to time, deaccession and dispose of objects from the
collections as deemed necessary by the Director, the Collections Committee, and in some cases the
full Board of Trustees. Reasons for deaccessioning include, but are not limited to, those listed here:



a. Evidence has arisen that the object does not meet the criteria for acquisition listed in
Articles IT and I'V.
A better example of the object has made the object less useful.

c. The physical condition of the object has deteriorated to the point that it is no longer usable
by the Historical Society or is beyond the Historical Society's ability to restore or maintain.

d. The object has been lost or stolen and remained so for longer than two years.

In accordance with Rules of the New York State Board of Regents Section 3.27, the following
limitations apply:
a. Collections or any individual part thereof and the proceeds derived therefrom shall not be
used as collateral for a loan; and
b. Proceeds derived from the deaccessioning of any property from the institution's collection
are restricted in a separate fund to be used only for the acquisition, preservation, protection
or care of collections. In no event shall proceeds derived from the deaccessioning of any
property from the collection be used for operating expenses or for any purposes other than
the acquisition, preservation, protection or care of collections.

In the event that an object is recommended for deaccessioning, the Historical Society will make
every reasonable effort to ascertain that it is legally free to do so. If restrictions exist, the Historical
Society will make reasonable efforts to comply with them, or seek authority to alter them from the
donor or a court of competent jurisdiction.

Materials that were never accessioned which are of minimal value to the collection may be
disposed of by the Archivist or Curator via repatriation or through other means. Any record of
repatriation or disposal should be noted on a corresponding gift or receipt form. If no record of the
donation exists, staff may choose to note the disposal on a sheet of paper with the gift forms.

Accessioned materials may be deaccessioned and disposed of upon the unanimous approval of the
Collections Committee where a quorum is present and a majority vote of the Board of Trustees.

In accordance with the Historical Society’s Code of Ethics, deaccessioned materials will be
disposed of in a professional manner that avoids any appearance of impropriety. The first choice of
disposal, regardless of an object’s condition, is to place the object in another tax-exempt public
institution where it may serve the purpose for which it was initially acquired by the Historical
Society. The manner of transfer (gift, exchange, or sale) will be at the discretion of the Curator and
Archivist. The Historical Society will consider that institution's ability to care adequately for the
object before approving its transfer in this manner.

If a deaccessioned object cannot be placed with another institution, it may be offered for sale
through an advertised public auction or in the public marketplace in a manner that will best protect
the interests, objectives, and legal status of the Society. Objects will not be given or sold directly to
Historical Society trustees, staff, or volunteers, or their families or representatives.

If a deaccessioned object cannot be placed with another institution and has no monetary value due
to its condition, it may be destroyed and disposed of in a discreet manner.



An adequate record of the conditions and circumstances under which objects are deaccessioned and
disposed of will be made and retained as part of the Historical Society's collection records.

This policy supersedes all previous deaccessioning policies.

ARTICLE VI Loans

Loans, Out-Going:

The Historical Society may lend items from its permanent collections to museums, galleries, and
institutions for exhibit and research purposes. Loans are made upon the approval of the Director or
designated staff subject to the general criteria and regulations governing loan requests.

Consideration of loan requests is governed by the following general criteria:

1. A requesting organization must be a bona fide educational or cultural agency.

2. Security and conservation measures must satisfy Historical Society requirements, the nature
of which may vary with the type of item requested. Conservation concerns include
temperature, relative humidity, light level, installation techniques, proper encasement,
security and handling.

3. The Historical Society may request that the borrower have door-to-door insurance from the
time the object(s) leaves the Historical Society’s custody to the time it returns the Historical
Society’s custody.

4. Generally, items presently on exhibition may be removed for loan purposes.

All loans shall be for a specified period of time. Determination of loan renewals may be

made by the authority of the Director or designated staff.

6. The requesting organization must agree to observe the Historical Society's regulations
governing loans.

W

Loans, In-Coming:

The Historical Society can borrow objects which enhance the interpretive value of an exhibit or
publication, and material for research purposes. A Loan Form will be filled out by a Historical
Society staff member and a copy will be given to the lender. Borrowed items will be treated with
the same level of care as objects in our permanent collection.

The period of a loan will not exceed two years. Long-term loans are discouraged; in the case of
significant artifacts, the staff will consider renewing the loan.
See Appendix C for loan forms.

ARTICLE VII Access to Collections

Access to Collections:

The three-dimensional collections of the Historical Society will be made available to the public by
appointment only. Access to collections material may be restricted because of unstable condition. A
staff member will be present when collections material is being accessed. Origin and value
information may be withheld.

Archival materials will be available to the public through the Historical Society’s Research
Archive. The Archive is open at posted hours or by appointment. Access to archival materials may
be restricted because of unstable condition. A staff member will be present when collections



material is being accessed. A research policy will be provided to researchers upon their visit which
explains what is allowed in duplication and photography of our materials, how materials should be
handled, the fee for their visit, and what is allowed during the research visit (Appendix D).

Exhibition Policy
The Historical Society maintains a regular schedule of exhibits and rotation of objects on display.
For more information, see Appendix E.

Photograph and Film Use Policy

Images in and of the Historical Society’s collections may not be reproduced without specific
written permission from the Historical Society. Fees for such use may be levied at the discretion of
Historical Society staff. For the complete policy and to receive permission to use a digital image,
document, or video file see the Photograph and Use Policy (Appendix F).

Intellectual Property

All original research and published materials produced by the Historical Society and its employees
belong to the organization and cannot be reproduced or referenced without proper citation or
attribution. Any contracts or agreements with other agencies must be put into writing through the
Research and Publishing Contract (Appendix G)

Approved - November 4, 1991

Amended - March 25, 1996

Amended by the Collections Committee- October 1, 2008
Approved by the Board of Trustees - November 19, 2008
Amended by the Collections Committee - May 2, 2018
Approved by the Board of Trustees - June 20, 2018
Amended by the Collections Committee - May 5, 2021
Approved by the Board of Trustees - May 19, 2021



Appendix A References:
New York Law 233-AA
AAM Code of Ethics for Museums

Geneva Historical Society Code of Ethics

Appraisers/Appraisals
If you would like an appraisal for objects you are donating to the Geneva Historical Society, the
IRS website can be used for reference.

“This publication is designed to help donors and appraisers determine the value of
property (other than cash) that is given to qualified organizations. It also explains what
kind of information you must have to support the charitable contribution deduction you
claim on your return...Appraisals are not necessary for items of property for which you
claim a deduction of 85,000 or less.”

If you want an appraisal for insurance reasons, estate value, etc., there are certified appraiser
organizations with list of appraisers in the state.

American Society of Appraisers

International Society of Appraisers

Conservators

American Institute for Conservation

This website explains the role and training of conservators in preserving artifacts. It maintains a list
of certified conservators by state and object type.



https://www.aam-us.org/programs/ethics-standards-and-professional-practices/code-of-ethics-for-museums/
https://www.irs.gov/publications/p561
https://www.irs.gov/publications/p561
https://www.appraisers.org/Home
https://www.isa-appraisers.org/
https://www.culturalheritage.org/

Appendix B Housekeeping Policy

This policy is intended as a guideline for how and when to clean the Archives areas to promote
cleanliness and preservation of collections. The Archives areas include the vault, office space and
holdings for the Archivist and Curator, the reading room, photo archives, kitchen, and storage
space. The Collections Storage areas include the stairway to the sub-basement, the exhibit prep
area, and the collections storage room.

Geneva History Museum

Archives

Only archival staff will be allowed to clean the vault and photo archives, while the janitor will be
responsible for vacuuming the reading room. The kitchen is being included as a weekly cleaning
due to its location being so close to the Archives.
Schedule
- Daily/Weekly:
o Vacuuming and cleaning the carpets and floors by the janitor
o Daily basic kitchen cleaning by staff and weekly cleaning by janitor; trash,
recycling, sink/counter area
o Table in reading room should be dusted
o With the persistent ant problem, monitoring of ant traps should be done regularly

- Monthly:
o Areas to be dusted on a rotating basis, Saturdays, by the archival staff
= Office space
= Reading room, bookcases and other furniture
= Photo archive
- Bi-monthly:
o Vault: 1 carriage, including shelving and boxes, per month dusted on rotating basis
with a goal of 3 carriages every 2-3 months
o Vault bookcases and books
- Annually:
o Interior and exterior of windows (can be done more often if necessary)

Approved supplies:
- Commercial cleaner can be used on the metal furniture/bookcases
- Soft cloths on document/photo holders and books in the vault
- Cleaning wand to capture cobwebs
- Soft brush can be used on books, brushing carefully and away from person

Collections Storage

Only collections staff will be allowed to clean the exhibit prep area and collections storage room
and stairway.
Schedule
- Monthly:
o Clean the stairway area from Hucker Gallery foyer to the sub-basement:
= Sweep stairs
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= (Clean cobwebs
= Sweep and cobweb area at top of stairs
o Clean the collections storage area as follows (may not be needed every month):
=  Vacuum floors with Nilfisk HEPA filter vacuum
= (Clean cobwebs around doors, baseboards, and wherever found
=  Dusting/ dust covers....?
- Every Other Month:
o Clean the exhibit prep area:
=  Vacuum floors with Nilfisk HEPA filter vacuum
= (Clean cobwebs around doors, shelves, and wherever found
o Quarterly:
= Check the filter in the air handler in collections storage area, and change as
needed.
Approved supplies:
- Commercial dust cloths on metal shelving, stairway, and exhibit prep area
- Cleaning wand to capture cobwebs
- Museum-quality dust cloths on artifacts

Front & Rear Parlors

Only collections staff will be allowed to clean the parlors. The Curator is responsible for dusting
artifacts, frames, etc.

Schedule
- Weekly:
o Vacuum rugs and upholstered furniture with Nilfisk HEPA filter vacuum.
o Dust horizontal surfaces and artifacts — frequency may change depending on season
(weekly when windows are open in summer, maybe less in winter)
- Every other week:
o Collections staff will check and dust artifacts not in cases
- Monthly:
o Clean cobwebs
Approved supplies:

- Commercial dust cloths on windows and window sills
- Cleaning wand to capture cobwebs
- Museum-quality dust cloths on artifacts

Exhibit Galleries

The cleaning service will be responsible for vacuuming floors and dusting exhibit cases. The
collections staff will be responsible for artifacts on display that are not in cases.
Schedule
- Weekly:
o Cleaning service to vacuum floors and dust cases
o Check for and remove cobwebs, especially around motion sensors
- Every other week:
o Collections staff will check and dust artifacts not in cases

11



Rose Hill

The Rose Hill manager will clean the period room furniture, artifacts, and historical floor
coverings. Rooms with historical rugs are the Breakfast Room, Music Room, Nanny’s Room,
Boys’ Bedroom, Red Bedroom, Green Bedroom, Gold Bedroom, upstairs Sitting Room and Sewing
Room. The cleaning service is responsible for weekly cleanings in the Mansion, Carriage House,
and East Tenant Cottage. Activities include cleaning the bathrooms, sweeping and vacuuming the
floors, taking out the trash. A deep cleaning is done at the beginning and end of season.

Schedule
- Weekly:
o Vacuum rugs and upholstered furniture with Nilfisk HEPA filter vacuum.
o Dust horizontal surfaces and artifacts — frequency may change depending on season
(weekly when windows are open in summer, maybe less in winter)
- Monthly:
o Clean cobwebs
Approved supplies:
- Commercial dust cloths on windows and window sills
- Cleaning wand to capture cobwebs
- Museum-quality dust cloths on artifacts

Carriage House, Carpenter’s Shop, and East Tenant Cottage

Rose Hill Mansion and its outbuildings are open seasonally from May to October, unless being
used for educational programming or events. All outbuildings will be cleaned by the Rose Hill
Manager

Carriage House
Daily:
- Check restrooms for trash, floors, toilet and sinks — clean if necessary; replenish supplied
- Check main floor for dirt, leaves, etc. — sweep if necessary
Weekly:
- Clean restrooms and remove trash at least once a week; replenish supplies
- Sweep main floor at least once a week
- Dust furniture and Model T
- Check for and remove cobwebs

Carpenter’s Shop
Weekly:
- Sweep the floor
- Dust the pews and chairs
- Check for and remove cobwebs

East Tenant Cottage

Daily:
- Check restrooms for trash, floors, toilet and sinks — clean if necessary; replenish supplied
- Check main floor for dirt, leaves, etc. — sweep if necessary

Weekly:

12



- Clean restrooms and remove trash at least once a week; replenish supplies
- Sweep main floor at least once a week
- Check for and remove cobwebs

Johnston House
The John Johnston House and Mike Weaver Tile Museum are open seasonally from May to
October, on weekends or by appointment, unless being used for educational programming or
events. The Rose Hill manager will be responsible for cleaning the period room furniture, artifacts,
and historical floor coverings.
Schedule
- Every Other Week:
o Vacuum floors, rugs, and upholstered furniture with Nilfisk HEPA filter vacuum.
o Dust horizontal surfaces and artifacts
o Clean cobwebs
Approved supplies:
- Commercial dust cloths on windows and window sills
- Cleaning wand to capture cobwebs
- Museum-quality dust cloths on artifacts

For opening and closing procedures for Rose Hill and Johnston House, please refer to Appendix H.

References:

Housekeeping for Historic Homes and House Museums by Melissa Heaver
National Park Service: Museum Housekeeping

National Park Service: Conserve O Gram
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Appendix C Forms
Gift Form
543 S Main St

Geneva History Museum - ¥
Rose Hill Mansion Geneva NY 14456
Johnston House 315789 5151

Gift Form

| hereby give and donate, without limiting conditions, the following object(s) to be the absolute property of
the Geneva Historical Society. | also transfer any applicable copyrights to the Society. | affirm that | own
said object(s) and that to the best of my knowledge | have complete and clear legal itle, right, and interests
to give:

Items and Description Accession #

Donor:
Name:

Address:
Phone:

Signature: Date:

Museum Representative:
Signature: Date:

Title:

Deed of Digital Gift Form
Geneva History Museum J 1 543 S Main St
Rose Hill Mansion Geneva NY 14456
Johnston House ﬁ E N EVA 315789 5151

Deed of Digital Gift

The Donor of the property described herein hereby gives, grants, assigns, conveys, transfers and
delivers to Geneva Historical Society as an unrestricted gift, all ownership rights, title and
interest in and to the property described below, including any literary and/or artistic property
rights and privileges which the Donor may possess in and to said property.

Description and enumeration:

The Donor acknowledges that the Geneva Historical Society acquires the materials with the
intent of making them available for an ongoing or indefinite period of time. In order to
accomplish this, the Geneva Historical Society may need to transfer some or all of these
materials from the original media as supplied by the donor to new forms of media to ensure their
ongoing availability and preservation. The donor grants Geneva Historical Society rights to make
preservation and access copies of materials in the collection and to make those copies available
for use.

The Geneva Historical Society may use outside contractors to store, evaluate, manage and or
analyze materials in the collection. Any such arrangements must abide by the terms of this
agreement.



Loan Form — Qutgoing

Geneva History Museum # 543 S Main St
Rose Hill Mansion Geneva NY 14456
Johnston House: 315789 5151

Loan Outgoing Form
Historic Geneva hereby loans the flems listed bekow to

Reason for use of itzms.

understands they are respensible for retuming the ftems in the same.
‘candition they were received.

Lender:
Museum Represeniative: Date:

Tile:

Borrower:
Name:

Address:
Phane:

Signature: Date:

Retumed

Loan Form — Incoming

Geneva History Museum
Rose Hill Mansion
Johnston House
Loan Incoming Form

Date:

Loaner:
Name:

Address,
Phonelemail

Signature: Date:

temis) loaned to

Historic Geneva will retur the above items in good condition by:
Date:

Museum Representative
Signature:
Name:

Tite:

543 South Main St
Geneva NY 14456
315789 5151
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Appendix D Research Room Policy and Application

1.

&

10.

Archive Use Fees:

a. Supporters & Students: Free

b. Non-supporters: $5
Access to some materials requires advance notice or an appointment scheduled in advance
of visiting (including some oversized material, costumes, personal effects, fine art, and
photography). We strongly encourage all visitors to contact us prior to their visit.
The Collection Storage areas are closed to the public. A staff member will assist you with
any requests. Staff will make every effort to provide access to archive materials, but may
refuse access based on the condition, security concerns, sensitive material, or culturally
sensitive material.
No manuscript or other resource item may be removed from the museum. All materials used
must be kept in the order they are found in folders; any copies needed are to be marked with
a copy slip available upon request.
Manuscripts and resource items may be photocopied only by a member of the Society’s
staff and at the discretion of the Archivist or Curator.

a. Copies: 25¢ or 50¢ per page

b. Scanning large quantities: $5

c. Any emailed copies are free unless otherwise stated by staff
Only pencils are approved for use in the Archives. Pens are not permitted.
Hands should be washed with soap and water prior to handling any materials. Many of the
manuscripts and resource items are fragile and should be handled with care. Gloves are only
required for photographs or negatives, see staff for a clean pair. Manuscripts and resource
materials should not be marked, cut, folded, soiled, or in any way damaged. Any accidents
or discovery of damaged material should be reported immediately to a member of staff.
Eating is not permitted in the archive area; ALL drinks must have a lid and be kept far from
any research materials.
Photographs of materials are permitted for personal use only and are not to be used in any
publication or on social media (print or digital).
If planning to publish, the researcher assumes all responsibility to conform to the laws of
libel and literary property rights which may be involved in their use of any document
preserved in the archives. The researcher must obtain all necessary permissions from the
Archivist. Where permission is granted, the applicant agrees to all that is included in the
Photograph and Film Use Policy.
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Appendix E Exhibition Policy
This policy is intended as a guideline for the creation, installation, and recordkeeping for
exhibitions at the Historical Society properties.

Exhibit Log

In the collections database, the Curator notes when and for how long an artifact was on display. In
addition to tracking light exposure, it also encourages the Curator to select items that have not been
on display before or in some time. An exhibit log spreadsheet will be kept for all materials on
display and will include the beginning and ending dates, location it was on display, and any damage
found.

Geneva History Museum

Two of the four levels of the Geneva History Museum are used for displaying artifacts. On the first
floor, the front and rear parlors are used for furniture, decorative and fine arts. The southwest
gallery is used for rotating exhibits that change three to four times a year. A walk-in closet with
glass door in the main hallway is used to highlight specific artifacts, either from the museum’s
permanent collection or from community members. The downstairs level has a hallway used for an
exhibit that changes once a year. Since 2010, the Hucker Gallery has displayed Geneva’s Changing
Landscapes as a permanent exhibit overview of Geneva’s history from the Ice Age to the present.

Creating Exhibits

For changing galleries, exhibit themes are discussed among staff on a three-year plan.
Considerations include but are not limited to: subjects not covered before or recently, anniversaries
of historic events, generating community involvement, and reaching out to underserved
communities.

Future exhibit ideas are discussed each year by all staff members. The Curator and Archivist are
responsible for exhibit research, writing, and production. Other staff members are involved in
editing and proofing.

Display of Collections Material

All collections materials are displayed behind glass or Plexiglas when possible. Some large artifacts
cannot be covered, and some artwork is not glazed. When light sensitivity is a concern for archive
materials, reproductions may be displayed.

Due to artifact storage limitations, the front and rear parlors are open storage. Items can be removed
and replaced with like items, but there is no space to remove everything from the parlors. However,
there are enough artifacts to rotate what is on display, to limit the light exposure and to provide new
things to see.

Rose Hill Mansion

Rose Hill Mansion is open seasonally from May 1 to October 31, by guided tour. The interpretation
of the house has evolved over time. The tour focuses on the time period from 1850 to 1890 when
the Swan family lived there. The lives of all people at the house — family, in-house staff, farm
workers on the property, and hired help — are interpreted. Some of the artifacts and paintings are
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central to the interpretation, such as Rose and Swan family paintings, and furnishings owned by the
families.

Creating Exhibits

Rose Hill programming and displays are discussed by staff as part of the three-year planning
process. Thematic displays may be staged around the house for a specific period of time, i.e. period
clothing, quilts, coverlets, etc. As interpretive goals for tours evolve, some artifacts may be added
or removed to meet those goals.

Display of Collections Material

On tour days (Tuesday through Sunday), the house is open from about 9 am to 4:30 pm. Otherwise,
shutters and curtains are closed to darken rooms and limit natural light exposure. When the house is
opened for the season, all artifacts will be inspected for wear and exposure, and may be replaced
with similar objects.

When the house is closed for the season, art work is taken down and turned toward walls to reduce
light exposure. When this is not possible, extra coverings are used to darken the room. Dust covers
are placed over smaller furniture, and period bed coverings are covered with sheets.

Carriage House

The Carriage House serves as the visitor center and gift shop for the mansion. There is one large
artifact in the space: the 1916 Model T estate wagon owned by Margaret Hutchins. There are
interpretive posters in cases and around the walls. The interpretive themes and artifacts on display
rarely change.

On tour days, the building is open from 10 am to 4 pm.

East Tenant Cottage

In 2019, the East Tenant Cottage was renovated to provide accessible bathrooms. The rest of the
space is now used for exhibit. As an unmonitored public space, only reproductions of archival
materials will be used. Artifacts will be secured and will only be used if there are duplicates in the
collection. The current exhibit is focused on workers at Rose Hill, from enslaved African
Americans to the people that run Rose Hill as an historic house. On tour days, the building is open
from 10 am to 4 pm. This space may become part of the three-year exhibit planning process in the
future.

Johnston House

John Johnston House is open seasonally from May 1 to October 31. The house is open on Saturday
and Sunday, and by appointment. The interpretation of the house has evolved over time. Most of
the rooms have period furniture, decorative and fine art. Interpretive posters have been added to
several of the rooms, focusing on themes of agriculture, immigration, and technology. Some of the
artifacts and paintings are central to the interpretation, such as Johnston family paintings, and
furnishings owned by the family.
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Creating Exhibits

Johnston House programming and displays are discussed by staff as part of the three-year planning
process. The interpretive themes presented in the rooms may change over time.

Display of Collections Material

On tour days (Saturday and Sunday), the house is open from about 10 am to 4 pm. Otherwise,
curtains are closed to darken rooms and limit natural light exposure. When the house is opened for
the season, all artifacts will be inspected for wear and exposure, and may be replaced with similar
objects.

When the house is closed for the season, art work is taken down and turned toward walls to reduce
light exposure. Dust covers are placed over smaller furniture, and period bed coverings are covered
with sheets.

Mike Weaver Drain Tile Building

The outbuilding at the Johnston House contains most of the Mike Weaver drain tile collection. A
small portion of the collection is displayed on shelves and the floor along two walls. There are also
drain tile installation tools, and items from Weaver’s personal collection. The remainder of the
collection is stored on the second floor of the building, and some on the second floor of the
Johnston House. Tiles are selected to show a range of shapes, sizes, and locations where they were
found.
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Appendix F Photograph and Film Use Policy

Non-Commercial Use

Historic Geneva supports and encourages access to the materials in our collections. Images on the
Historic Geneva website or associated social media platforms may be downloaded and printed for
personal or classroom use, provided that the files are not changed, a copyright notice (where
applicable) is included, and the source of the image is identified. All other uses require prior written
permission from the Archives. The purchase of scanned images does not constitute permission to
publish or distribute.

Historic Geneva archival material (photographs, documents, etc.) may not be reproduced without
specific written permission from the museum. Historic Geneva does not lend its collections for
personal or commercial use.

By signing a Media Reproduction Form, the Requester acknowledges they have read and
understood the conditions highlighted in this policy.

Conditions of Use:

o Requesters understand Historic Geneva reserves the right to: refuse to copy any item based
on its preservation status; refuse to copy items that are restricted by copyright; and exercise
judgment about the ethical use of materials prior to granting permission to copy.

o Historic Geneva charges a use fee for photocopied or scanned images to be displayed
offsite.

e Any scanned or photocopied image may come with a watermark. Permission to display
images with or without a watermark must be obtained from the Archives.

o Before receiving your order, the use fee must be paid in full.

e Permission to use materials from Historic Geneva collections does not give the user
exclusive rights to the material, nor the right to manipulate or crop the item without explicit
permission, nor does permission include future re-use of the material. Each new use
requires a new permission form and additional fees may be required.

Rights and Reproduction
Please note that Historic Geneva grants permission for reproduction on a case by case basis and
only to the extent of the Archives’ own rights relating to each request.

e Superimposing other images or text, excessive cropping, derivative art, and digital
manipulation of images are not allowed without permission.

e In addition to copyright permission, some museums and other providers of images charge a
fee for the production or use of a digital image from their collections, even if the underlying
work is in the public domain. Historic Geneva charges a small fee for photocopies and
providing copies of images for display.

Photographic Services

Historic Geneva staff will scan images and documents to the requester’s specifications as
scheduling allows. Images will not be loaned to individuals for off-site scanning. Historic Geneva
reserves the right to refuse scanning based on scheduling or artifact safety.
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Audio, Film, and Video

Screening copies of some titles in the audiovisual collection may be requested for research,
classroom, and personal use on site at the Geneva History Museum. Archival staff will do their best
to provide access to audiovisual materials, but may refuse access based on individual collections,
potential damage to material, or inability to access the item. Fees may be associated with the use of
audiovisual material in outside projects.

Commercial Use

Historic Geneva supports and encourages access to the materials in our collections. Images on the
Historic Geneva website or associated social media platforms may be downloaded and printed for
personal or classroom use, provided that the files are not changed, a copyright notice (where
applicable) is included, and the source of the image is identified. All other uses require prior written
permission from the Archives. The purchase of scanned images does not constitute permission
to publish.

Historic Geneva archival material (photographs, documents, etc.) may not be reproduced without
specific written permission from the museum. Historic Geneva staff reserve the right to exercise
judgment about the ethical use of materials prior to granting permission. Historic Geneva does not
lend its collections for personal or commercial use.

Conditions of Use

o Historic Geneva charges a use fee for photographs to be published or exhibited in any print,
photographic, electronic, or other media. This fee is for one time use in one medium of one
publication in one language. See fee schedule below.

o Historic Geneva must be credited on or next to each image or film clip with a line reading:
Courtesy of Historic Geneva (and photographer/artist’s credit if applicable). Or the
Archivist will apply a watermark on the image in a conspicuous area. In print, the credit line
must appear with the image on the same or facing page, or picture credit page. In
audiovisual products, the credit line must appear with the credits. In exhibitions the credit
line should appear with the image.

o Before receiving your order, the use fee must be paid in full.

o Non-editorial use (such as book covers, book jackets, album covers, calendars, posters, or
other commercial applications) requires special permission.

Rights and Reproduction
Please note that Historic Geneva grants permission for reproduction on a case by case basis and
only to the extent of the Archives’ own rights relating to each request.

e Not all items will be made available for reproduction and/or publication. Certain materials
may not be available for preservation reasons, copyright status, or other restrictions.

e Permission to use materials from Historic Geneva collections does not give the user
exclusive rights to the material. Each new use requires a new permission form and
additional fees are required.

o Historic Geneva archival staff will do their best to provide the requester with as much
copyright information as possible, but the ultimate responsibility for ascertaining whether
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additional related rights exist, and for obtaining all other necessary permissions rests with
the user.

e Permission will be granted for non-exclusive, one-time, one-edition, English language use
within the body of a publication, or for one-time use in producing a television program,
film, or other audiovisual material.

o The requester may not crop, alter, manipulate, superimpose, enhance, or otherwise change
the asset in any manner without obtaining prior written permission.

o Historic Geneva reserves the right to inspect and approve color proofs.

o Immediately upon publication, one copy of the work will be furnished to Historic Geneva at
no cost unless a waiver of this requirement has previously been obtained.

Photographic Services

Historic Geneva cannot provide prints of photographs on demand. Any necessary arrangements for
photographic reproductions are the responsibility of the user. Original images will not be mailed or
subjected to mechanical processes detrimental to the safety of the artifact.

Historic Geneva does have digital scanning equipment. Staff will scan images to the customer’s
specifications as scheduling allows. Images will not be loaned to individuals for off-site scanning
or photographing. Off-site scanning for publishing purposes is subject to review by Curator and
Archivist. Historic Geneva reserves the right to refuse based on scheduling or artifact safety.

Audio, Film, and Video

Screening copies of some titles in the audiovisual collection may be requested for research,
classroom, and personal use on site at the Geneva History Museum. Archival staff will do their best
to provide access to audiovisual materials, but may refuse access based on individual collections,
potential damage to material, or inability to access the item. Fees will be associated with the use of
audiovisual material in projects of a commercial nature.

Items will be delivered by email or Dropbox unless otherwise requested.

(Appendices for this policy are in a separate document)
Approved by Collections Committee March 6, 2002
Approved by Board of Trustees March 20, 2002

Revised by Collections Committee: 5/2/2018, 9/6/2023
Amended by Board of Trustees: 6/20/2018, 9/19/2023
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Appendix G Research and Publishing Contract

This agreement is entered into on this  day of ,20 by and between
(Publisher) and the Geneva Historical Society for the purpose of completing a
publication (Work).

The agreement follows:

1. Project: The project should be completed by tentative deadline of . The Publisher
can request the Geneva Historical Society make a reasonable number of changes and edits
during the course of production of this work.

a. The Geneva Historical Society agrees to
_IResearch
"1 Write
I Create a Booklet
I Create Exhibit panel(s),
[10ther:

2. Payment: The Publisher and the Geneva Historical Society will agree on a number of hours
spent on research and writing of the work to be done by staff members of the Geneva
Historical Society (see fee schedule in Appendix One). The Geneva Historical Society will
furnish an invoice alongside the work; payment should be furnished by Publisher after
delivery of the work.

a. Research Hours:
b. Writing Hours:

c. Actual Research Hours:
d. Actual Writing Hours:
e. Staff Time Log:

3. Publication/Printing: The Work produced by the Geneva Historical Society is:
1 Owned fully and freely by Publisher

Owned fully and freely by the Geneva Historical Society

Can or [ cannot be printed by the Geneva Historical Society

Can or [] cannot be sold by Publisher

Can be sold by the Geneva Historical Society with all proceeds going to Publisher

Can or [ cannot be sold by the Geneva Historical Society

] Other:

4. A copy of this work will be placed in the archives by the Geneva Historical Society and will
be available for use by researchers or staff. Limits can be placed on researcher use by the
Publisher or the Geneva Historical Society in Section 6.

5. Copyright: Any concerns of copyright should be laid out in this section (i.e. logos, etc.)

a. Publisher:

I O o B B O

b. Geneva Historical Society:
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6. Other Concerns:

Publisher Representative: Date:
Print name:
Geneva Historical Society representative:  Date:

Appendix One: Fee Schedule

Walking Tours of Geneva: $5

Programs out of the limits of the city and town of Geneva: $25 plus mileage
Research: $20/hour

Writing: $20/hour
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Appendix H Rose Hill Complex and Johnston House Seasonal Procedures

Closing Procedures for Rose Hill

Though the official season ends on October 31, closing procedures will depend on any scheduled
events after that date. If only the first floor of the mansion will be used for an event, the second
floor can be closed. The first floor and the Carriage House will be closed after the last event. The
West and East Tenant Cottages will be closed once they are no longer needed for the season.

Mansion

General

Close the windows in the basement and belvedere

Collect and store fans

Clean out and turn off the refrigerator in the Strong Kitchen. Leave the door open.
Clean out the refrigerator in the Staff Kitchen

Winterize the bathroom

Turn off the water line to the bathroom and kitchen

The Rose Hill manager will reduce the temperature incrementally to 55 degrees
Remove all trash and recycling

Install Styrofoam door insulators

First Floor

Kitchen
o Store items on table, mantel, and around hearth (including stoneware) go in the pantry
or pie safe
o Cover the breakfront and its shelf contents
o Group chairs (and plate warmer if not put in pantry) and cover
o Cover clock
Back Hall
o Take down paintings and turn toward wall
o Group chairs and fire screen and cover
Dining Room
o Items on flat surfaces, depending on size, go in one of the sideboards, or in the
music room closet
Group chairs and cover
Cover sofa
Close shutters
Curator will look for ways to block north windows to reduce light on the Severin
Roesen
e Breakfast Room
o Items on flat surfaces, depending on size, go in one of the sideboards, or in the
closet
Remove and put away the table cloth and napkins
Group chairs and cover
Cover the breakfront’s glass doors
If they can be reached, take down the paintings and turn to the wall

o O O O

0 O O O
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o Manually tilt each slat on the venetian blinds to reduce light — they’re delicate
and may fall apart if operated with the rope
Main Hall
o Cover sofas, Franklin bust, chairs in a group, étagere, and top of tall case clock
o With help, take down the paintings and turn toward wall
o Maintenance person will put foam board on front door
Music Room
o Items on flat surfaces can go in the closet, or be grouped together on a table and
covered
Close piano keyboard
Cover harp and sofa
Group chairs, stools, and music holder and cover
o Close the shutters
Front Parlor
o Items on flat surfaces can go in the closet, or be grouped together on the round
table and covered
Cover sofas, and the fragile stacking tables in the corner
Group chairs and cover
Close shutters
Take down artwork and turn against wall — the Agnes and Margaret portraits will
need to be laid flat on the parlor bedroom bed due to their frames
Back Parlor
o Items on flat surfaces can go in the closet, or be grouped together on a table and
covered
o Take down artwork and turn against wall
o Cover bookcase glass
o Close the shutters

O O O

o O O O

Parlor Bedroom
o Items on flat surfaces can go in drawers, or be grouped together on a table and
covered
o Take down artwork and turn against wall
o Group and cover furniture
o Cover the bed

o Close the shutters and blinds
Parlor Dressing Room
o Take down painting and turn against wall
o Cover the small artifacts on the dressing table
o Close blinds
Office
o Cover the bookcase glass
o Items on flat surfaces can go on table and be covered
o Cover furniture
o Pull shades
o Cover clock
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Second Floor

e Main Hall

@)
©)
@)

Group furniture and cover
Take down art and turn against wall
Cover marble table and its items

e West Sitting Room

©)
@)
©)

Group small artifacts or keep in place and cover
Cover furniture
Close shades

e Sewing Room

o

®)
@)
®)

Group small artifacts or keep in place and cover

Cover furniture

Take down art and turn against wall

If there are clothes in the room, put them away in a nearby room or in the hall
linen closet

e Gold Bedroom

®)
@)
©)
@)
©)

Put away small artifacts in drawers or group and cover
Group and cover the chairs, mirror, cradle on floor
Cover the bed clothes

Take down art and turn against wall

Close shades

e (QGreen Bedroom

@)
©)
@)
©)
@)

Put away small artifacts in closet or drawers, or group and cover
Group and cover the small furniture and spinning wheel

Cover the bed clothes

Take down art and turn against wall

Close shades

e Blue Bedroom

o

©)
@)
©)
@)

Put away small artifacts in drawers, or group and cover
Group and cover the chairs and Recamier sofa

Cover the bed clothes

Take down art and turn against wall

Close shades

e Red Bedroom

o O O O

©)

Put away small artifacts in drawers, or group and cover
Group and cover the chairs and small bed

Cover the bed clothes

Take down art and turn against wall

Close shades

e Boys Room

o

OO O O O

Put away small artifacts or group and cover

Group and cover the small furniture

Cover the bed clothes

Cover the sofa

Hang dark cloth over curtain rod to reduce light in the room
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e Nanny’s Room

o Put away small artifacts or group and cover

o Group and cover the small furniture and artifacts on floor

o Cover the bed clothes

o Take down art and turn against wall

o Hang dark cloth over curtain rod to reduce light in the room
e Bridget’s Room

o Put away small artifacts or group and cover

o Group and cover the small furniture, including “stored furniture” by north

window
o Cover the bed clothes
o Hang dark cloth over curtain rod to reduce light in the room

Carriage House

Bring in the benches and urns

Assist the Gift Shop Manager in mothballing the Gift Shop
Turn in donations

Clean out and turn off the refrigerator

Clean the microwave

Remove and store the air conditioner

Turn off POS system

The Rose Hill manager will reduce the temperature when end of season activities are
finished

Recycle dated brochure materials

Adjust the windows from screen to storm

Return pop cans and water bottles

Remove all trash and recycling

Remove signs

Store hand sanitizer

Clean up docent area (signs, reservation books, etc.)
Change answering machine message

East Tenant Cottage

e Remove the air conditioner
e Winterize the building — turning off the water, removing all trash
e Take down the exhibit

West Tenant Cottage

e Store the picnic tables
e Winterize the building
e *Subject to change once it opens as a vacation rental

Carpenter Shop
e Final sweep

28



e Unplug electronics

Grounds

e Install snow stakes
e Store benches, urns, and furniture

Other
e Inspection of all the boilers

Opening Procedures for Rose Hill

The first floor of the Mansion will be opened two weeks before Taking Tea or May 1, whichever is
earlier, with appropriate cleaning. Second floor will be opened, with appropriate cleaning, two
weeks before May 1.

West Tenant Cottage
e To be determined based on rental property timeline

Bathroom Building

Turn the water on

Deep cleaning of the building (cleaners)
Stock the bathroom

Re-install exhibit

Carriage House

Deep cleaning (cleaners)

Take out the benches and urns that have wintered in the building
Set up the Gift Shop for the season (Gift Shop Manager)

Set up the brochure rack

Updates to the POS System

Set-up the tour reservation book

Adjust windows from storm to screen

Stock the bathroom

Record new message on the phone

Update signage as needed

Carpenter’s Shop

e Sweep the building
e Plug in the electronics and make sure everything is in working order

Grounds

e Remove the snow stakes
e Clean-up the yard and driveway
e (lean and install the benches and urns
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e Power wash the outbuildings (during the season the mansion should be power washed twice
a month)

Mansion

Deep cleaning of the building (cleaners)

Open windows in the basement and belvedere

Turn on water

Turn thermostat up (as the season progresses turn heat off)

Remove the Styrofoam door insulators from the Main Hall doors

e Set up each period room — remove dust covers, bring out artifacts that have been stored
away, hang paintings, open shutters and blinds, etc.

e Conduct an inventory of the artifacts on display

Closing Procedures for Johnston House
The season ends the last weekend of October so the house and drain tile museum can close after
that.

Tile Museum

¢ Final sweep and dusting
e Cover artifacts with plastic sheeting (tiles, plow, tools)

House

General
e Collect donations
e The Rose Hill manager will reduce the temperature incrementally to 55 degrees
e Collect and remove all trash
e Final sweep and dusting
Kitchen
e Put away small artifacts or group and cover, including objects in the hearth
e Group small furniture/ artifacts like rocking churn and cover
e Close curtains East window and east door do not have curtains
Robert’s Bedroom
e Put interactive grain containers in a bin and store in the stairway off the kitchen
e Cover the corn sheller
e Close curtains
South Parlor
e Remove silver from case and move to Rose Hill for winter
Take down Johnston portraits and turn toward wall
Cover sofa, corner cupboard, tall case clock and secretary
Group small artifacts and cover
Group chairs and small tables and cover
Close curtains
North Parlor
e Group small artifacts and cover
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e Take down prints and turn toward wall
e Cover furniture and artifacts on floor — wash kettle, etc.
e C(Close curtains
North Bedroom
e Put away small artifacts or group and cover
e Cover bed clothes
e Cover chair and small furniture
e C(Close curtains No curtains in this room
South Bedroom:
e Cover trunk and small table with interactives
e Close curtains

Opening Procedures for Johnston House
By the end of April appropriate cleaning should be done so the house and drain tile museum can
open on the first weekend of May
Tile Museum
e Sweep and dust
¢ Conduct an inventory of artifacts on display
House
e Conduct an inventory of artifacts on display
e Set up each period room — remove dust covers, bring out the artifacts and
interactives, hang paintings, etc.
e Wash curtains and replace if needed
e Sweep and dust all of the rooms
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