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3.1

Statement of Purpose or Mission Statement
Mission

The mission of the Melbourne Tram Museum is to collect, preserve, interpret and
promote the history of tramways in Melbourne and its relationship to other Victorian
tramway operators.

Vision

The vision of the Melbourne Tram Museum is to provide access, understanding and
enjoyment of the tramway history of Melbourne through its collection and
interpretation of it and how it has defined life in Melbourne.

Purpose and Scope of the Collection Policy

The purpose of this Policy is to assist the Committee in fulfilling the mission of the
Museum in developing and managing what materials or objects it collects. The
document sets out the method for the management of the collection with reference
to other related policies or procedures. It sets out how any de-accessioning of
collection items is to be undertaken.

The Melbourne Tram Museum will focus its collection management program on the
social and technical history of the tramways in Melbourne. This will be augmented
with tramcars and material that will enhance the story of the development of
Melbourne through its street tramways or light rail systems. Melbourne tramways
includes horse drawn vehicles, cable tramways, municipal tramway trusts, the
Melbourne and Metropolitan Tramways Board (MMTB), the Victorian Railways
tramways and Victorian Government corporatised and franchised tramway
operators.

The policy notes the State owned Heritage tramcars, others on loan to the State and
to the Museum. Appended to this policy is the management of the Peter Duckett
collection owned by the State Government and housed by the Museum at the former
Hawthorn Tram Depot and the Museum’s own library collection.

What the Museum will collect

Key themes

The collection will contain information and cultural material relevant to the history of
tramways in Melbourne in the form of trams, engineering infrastructure, objects,
photographs, documents, oral and written histories and audio, video and electronic
media. Priority will be given to items or materials:
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3.2

3.3

3.4

3.4.1

3.4.2

e that are clearly identifiable as being or having been the property of tramways
in Melbourne

¢ relating to or contain significant reference to historically important past
events which involved tramways in Melbourne, its workers and associated
organisations and their people

o that clearly pertain to or contain significant reference to former or current
employees or workers of tramways in Melbourne including its predecessors

e that demonstrate aspects of tasks performed by particular employees or
workers for tramways in Melbourne or its predecessors

e which for the purpose of comparison, pertain to tramway work or operations
generally

e thatreflect the iconic status of Melbourne’s trams.

Historic period/timeline

From 1880’s to the present.

Geographic area/region

The principal area of collection is the Melbourne geographic area, where street-based
tramways have operated. The Museum will not collect items associated with other
Australasian cities that operated tramways other than reference material. Such
material will be first offered or directed to the Museums that operate or collect in
these geographical areas.

Physical items to be collected

Tramcars

Recommend to VicTrack what Melbourne trams should be retained and/or collected
or exhibited (on loan from others) for exhibition at the Hawthorn Depot on a rotating
basis. This is to be done with the knowledge / consultation of what other trams have
been collected or proposed to be collected by other organisations. Consideration to
be given to significance of particular trams and the technological maintenance of
these tramcars. The Museum may also directly collect tramcars having regard to the
issues of storage and long-term conservation.

Any decision to for the Museum to formally collect a tramcar/s must be made by the
full committee.
Other large items and equipment

Recommend to VicTrack and/or Public Transport Victoria what items, artefacts,
equipment from the Melbourne tramway system should be acquired for retention and
disposition.
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3.4.3 Physical artefacts

Acquire physical artefacts that can be used to support the exhibition and
interpretation of the tramcars and their stories at Hawthorn given space and storage
availability. This will include:

Collectable items — tickets, reports, objects, posters, timetables, drawings,
models, etc.

Journals

Books and one-off publications

Photographs

3.4.4 Contemporary collecting

The Museum will actively collect:

previous and current material issued by Yarra Trams or its successors such
materials as network maps, relevant reports, booklets, magazines, postcards,
images, souvenirs, equipment and operational paperwork to form an ongoing
collection of Melbourne tramways

memorabilia associated with the Melbourne tramways and its workers
materials that illustrate the iconic nature of the tramway system to Melbourne
and its residents

items directly associated with the activities of the Museum such as
magazines, photographs, drawings, organisational records and materials
produced for sales, eg models, posters.

3.4.5 What not to collect?

3.5

Materials directly associated with railways, unless associated with the
Victorian Railways electric street railway operations — offer or direct any
donation to the Newport Railway Museum Inc. or other railway collections or
dispose of.

Geelong, Ballarat, Bendigo, Adelaide, Brisbane, Sydney etc. items — offer or
direct this type of material to the relevant museums or libraries.

Bus operations, unless once operated by the Melbourne and Metropolitan
Tramways Board (MMTB), Metropolitan Transport Authority (The Met) or the
Public Transport Corporation (PTC) - offer or direct to the Bus and Coach
Society of Victoria.

Duplicate materials

Offer to receive, but advise the donor that if the materials are duplicate to our
collections, we will dispose of them at annual event or by sale through the Museum'’s
shop unless they wish to have them returned or passed on to another body.
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3.6

4.1

4.2

e Books - first checked that they are not in the Duckett or Museum'’s Library
e Journals - as for books, checking condition of existing holdings.
e Other items such as badges, bags, maps, drawings, tickets as above.

Access

In keeping with standards for preservation and preventative conservation of the
permanent collection, access to all items will be controlled. Research and access to
information will be available to the community with controls within legal constraints.
Storage areas will be secured with future provision for security surveillance. See also
Section 10.

How the Museum will collect

Method of acquisition

The Museum acquires objects, items, materials for the permanent collection by
donation, bequest, purchase or transfer.

The Museum will not accept conditional donations.

Acquisition sub-committee

The sub-committee consisting of one or two committee members plus one or two
other museum members will meet and consider donations on the following basis:

e The accepted object must be relevant to the collection and offer some
significance in the history or study of Melbourne’s tramways.

¢ Relevant documentation and provenance should be available

e The condition of the object must be reasonable and not in a fragile state
unless culturally or historically significant.

e Storage and display conditions must be available and suitable for the object.

e Conditional terms will not be accepted.

e Duplicates will not be accepted unless with particular relevant provenance or
to provide the situation where an object may be stored and another displayed
and possibly result in the object’s deterioration or to provide a reference or
library copy.

e The donor should be able to demonstrate clear legal title.

e Allitems to be available for research or viewing, i.e. not for private use only.

To assist the sub-committee in determining an object’s significance, reference is to
be made to an accepted guideline, such as Significance 2.0, a guide to assessing the
significance of collections, published by the Collections Council of Australia, 2009.
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4.3

4.4

4.5

Where an item/s is offered for purchase by the Museum, the full Museum committee
must be consulted and a formal agreement reached and noted in the minutes.

Formal acceptance of donation items

Upon delivery to the depot or pick up from the donor’s premises, a receipt form will
be issued and a copy given to the donor. Provenance will be recorded on the receipt
form. If the item is received by mail, the donor will be advised by e-mail or mail that
the item has been received.

The receipt form is to advise the donor that the Museum is holding the object and
may not be accepted into the permanent collection until considered by the
Acquisition Committee.

If the donation is not itemised, a list shall be prepared as soon as possible and
included within the donation materials/container.

For Items determined to be formally collected and incorporated into the collection,
the donor will be sent a formal letter of thanks along with a duplicate of the Donation
Form listing the items and asking for the Donation form to be signed and returned. A
stamped addressed envelope will be sent with the letter to assist in the return of the
Donor form. If the person requests that a Donation form not be sent, then an email
acknowledgement of the donation is to be made.

Donations not accepted into the Collection

If an item/s is not accepted as a donation, the donor is to be advised and returned,
personally, if possible, with a written explanation, or discussed with the person as to
its future especially if duplicate to the collection or its library such as books and
magazines. If the donor does not wish to have the item back but is willing to have the
item sold in order to further the activities of the depot, then the option of disposal at
a fund raising auction or “jumble sale” or “second hand” sales table to be undertaken.
Alternatively the donor could be advised of other collecting organisations that may
be willing to receive them.

Legal / ethical obligations

No object should be acquired unless the museum is satisfied that a valid title is held.
Decisions regarding the collection of any item that may not have a valid title must be
made by the Committee and formally minuted. In order to finalise a decision, the
adopted Code of Ethics must be referred to.

The Museum will not collect Aboriginal Artefacts, prohibited weapons, firearms,
shipwreck materials, human remains or dangerous items such as chemicals or
materials with asbestos unless it can be controlled or removed.
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5.1

5.2

Collection care

Documentation and record keeping

Prior to formal cataloguing of the items or objects, a list of the items received and
the donors’ details will be maintained and kept in the collection documentation.

Cataloguing of the item will follow Museum'’s Australia Small Museum'’s Cataloguing
Manual. This includes numbering of the objects or items and the storage location
system.

The Catalogue previously used the In-Magic dbTextworks program using the
Museum'’s collection protocols and built in forms. The Museum is now transitioning
its collection across to Victorian Collections. Documents are to be scanned to record
it in sufficient detail to make it useful for identification and relevance and objects
photographed to record the item and condition. If resources permit or the item
warrants, a detail scan of each page undertaken. Responsibility for the maintenance
of the register, backup, distribution of copies and cataloguing system is the
Collection Manager.

All associated documentation and information relevant to the item, such as the
donor’s details, signed forms, correspondence is incorporated into the system as an
associated document that can be directly referenced from the system. Originals of
documents are stored in a sequenced folder.

Storage and conservation

The storage system used in the Victorian Collections, which follows that of the Small
Museums Cataloguing Manual- that is room number, wall or compactus shelf and
box number or folder number.

For handling of items see https://mgnsw.org.au/sector/resources/online-
resources/collection-care/handle-museum-objects/. For particularly fragile items
obtain the advice of a conservator.

The Method of attaching numbers to object or items is:

e Books - soft lead pencil — inside back cover

e Ceramics — nail polish and ink on base

e Costumes (Uniforms) — with number in ink on white cotton tape and sewn
into document

e Glass - nail polish and ink on base

e Metal ltems - nail polish and ink or with card tag if able to be looped through
object

e Prints — on rear in soft lead pencil

e Paper documents — on rear in pencil or on last page if double sided
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6.1

6.2

6.3

e Photographs — on rear in soft lead pencil or if unable to use pencil on back on
photo due to nature of surface, a sticky label (removable type) with pencil.

e Sculpture — not applicable at this stage

e Textiles — piece of cotton tape with an inked number sewn into the item.

The collected items should be stored in order to meet good museum standards for
storage, given available funds. Paper and fragile items should be stored in acid-free
containers, well buffered and protected as much as possible from the elements,
insects and other damage that may occur.

Deaccessioning and disposal procedures

General

De-accessioning is the process of de-registering an object from the collection for
clearly stated reasons and disposing of it in accordance with approved policies.
Caution and transparency are essential in the process. This procedure only applies to
those that are formally catalogued into the collection.

For items that the depot has received and it has been determined not to accession
the item or object, then they are to be offered to other collecting institutions or sold
in the Museum’s shop or by other means — see clauses 3c and 4d.

Criteria for deaccessioning
The following criteria should be taken into account when de-accessioning an item:

e lIts relevance or significance to the history of Melbourne’s tramways.

e The condition of the object or if damaged beyond repair.

e Any determination made at the time of acquisition.

e The method of acquisition — whether donated and how donated.

e The need to dispose — i.e. pressure on space.

e ltis lesser quality duplicate of another object already in the collection.

e A substantiated request for the return of the object to its original
owner/donor is received.

e Any relevant Statutory requirements.

Deaccession procedure

a. Any identified item to be deaccessioned must considered by the full
committee of the Museum and its decision recorded in the minutes.

b. The item must be held for an agreed period (at least three months or until the
following committee meeting) to give a “cooling off” period before it is
disposed of.
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6.4

6.5

7

c. Staff, volunteers, committee members and their families are prohibited from
purchasing or otherwise obtaining a deaccessioned item.

d. Any funds acquired from the sales of the deaccessioned item should be used
for acquisitions or care of the collection.

Disposal procedures

Firstly the person who donated the item to the Museum should be consulted if
possible and offered the item. If they do not wish to have the item back, the item
should then be offered to other museums, either for sale, long term loan or as a
donation, depending on the acquisition history of the object and its value on the open
market.

If an item has been stolen and there is no hope of its return, it should be de-
accessioned.

For tramway items, these should be offered firstly through Council of Tramway
Museums of Australasia, other museums and followed by private bodies. In the case
of items which are not directly related to tramways, eg equipment or tools which
could have been used by any organisation, these should be offered firstly to other
museums, before being offered on the open market. An exception to this would be if
the item was determined to be of national or state significance when priority should
be given to the Museum of Victoria or to the State Library of Victoria.

Recording in the Collection Management System

The steps in the recording process after the decision is made and approved by the
Committee would be to:

» Record the item has been de-accessioned in the Victorian Collections
Management System — a record of the data would be maintained.

e Mark the work sheet as de-accessioned and store with the worksheet, any
correspondence, paperwork and a copy of the Committee approval.

e The Registration Number is not to be reused.

Disposal of the Museum collection and other assets

Section 76 of the Rules of the Association refers.
76 Winding up and cancellation

(1) The Association may be wound up voluntarily by special
resolution.

(2) In the event of the winding up or the cancellation of the
incorporation of the Association, the surplus assets of the
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8.1

8.2

Association must not be distributed to any members or former
members of the Association.

(3) Subject to the Act and any court order made under section 133 of
the Act, the surplus assets must be given to a body that has
similar purposes to the Association and which is not carried on for
the profit or gain of its individual members. The body must be
registered with the Australian Charities and Not-for-profits
Commission or its equivalent. The Collection, consisting of
acquired objects that have been formally catalogued, those
awaiting cataloguing in a collection management system
(tramcars, spare parts, equipment and specialised tooling) must
be dealt with as follows:

(a) Any item that has been loaned will be returned to the
Lender as recorded in the register

(b) All items housed by the Association as part of any
agreement with another Organisation, Government
Authority, or Government Department must be returned to
that body.

(c) All items within the Collection owned by the Association
and any other associated assets, records, files, equipment
and electronic data must be given or transferred to a
similar institution or institutions in a manner which is
consistent with the Association’s Collection Policy.

(4) The body to which the surplus assets are to be given or sold must
be decided by special resolution.

Loans

Loans — general

The organisation will accept inward loans of material for exhibition purposes and will
arrange for outward loan of materials to other Museums and consider same for other
relevant organisations for the purposes of exhibitions. All such loans will be subject
to written agreements between the Museums/Organisations and entered on the
respective loan registers.

Loan procedures

a. Permanent and long-term loans, other than for tramcars, will not be accepted
by the Museum
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b. The Museum will lend and borrow materials or items to help meet its
purpose.

c. The Museum will establish a loan register recording the loan and for filing the
relevant documents.

d. The maximum loan period is 12 months unless otherwise agreed in writing.

Agreements will include or address the following matters where relevant.

e Name of the parties to who the loan is made to or received from

¢ Name or description of the object/s being loaned

e Loan Period

e Location of where the loaned object may be used

¢ Insurance requirements and arrangements

e Rail Safety Accreditation requirements if any

e Condition reports of the object at the start and the end of the loan — eg
allowance for fair wear and tear.

e Storage requirements during the loan period and transportation

e Costs associated with the loans, including transport arrangements

e Training requirements

e Maintenance of the object - including modifications or adaptation

e Operational procedures

e Transportation and packing arrangements.

Inward loans

In addition to Section 8.2, a representative of both the Museum and the lender will be
required to sign an agreed inward loan letter. Each party will hold a copy of this
agreement. The form will record conditions of the loan and the period of the loan.

The Museum agrees to exercise the same care with respect to loans as it does for its
own collection.

Loans shall remain in the possession of the Museum for the time specified on the
form.

The Museum can request to renew loans if required. Documentation recording
renewal must be signed by a Museum Officer and the lender.

An alternative to the Museum'’s loan letter may be used if the loaning institution
covers the necessary aspects.

Outward loans

In addition to Section 8.2, Borrowers and a representative from the Museum will be
required to sign two outward loan agreement letters. Each party will hold a copy of
this agreement. This form will record conditions of the loan and the period of the
loan.
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10

11

12

The borrower will provide a secure display and/or storage area.

Objects cannot be treated or altered in any way without the written permission of the
Museum.

Loans will remain in the possession of the borrower until returned to the Museum.

Oral history policy

Where oral histories are collected or recorded by the Museum, these must be
collected in accordance with the guidelines of the Oral History Association of
Australia, that address the ethical, confidentiality and sensitivity issues relating to
oral history. These should be focused on the oral histories of current and former
Melbourne Tramway workers. An Oral History Release Form must be completed.

Access — how and when collection available, including charges

Access to the small items and archives collection for visitors, researchers and others
including members will be available when appropriate staff are available to source
the documentation, records, the item and ensure appropriate handling methods are
used. Access may be arranged by appointment or by other appropriate
arrangements.

The organisation may make a charge, based on out of pocket expenses and other
costs incurred by the Museum in providing access and copies of records, drawings
etc. Where the access required by the researcher is more than three hours in a single
day, a charge may be made for the personal time of the volunteer. Any charges and
rates will be approved by the Committee.

See Appendix 2 for sample forms.

Review of policy — when

This document was reviewed after its first 12 months of operation and will be
reviewed during 2025.

Endorsement

This document (version 1.0) was reviewed and approved by the Committee of the
Museum at its meeting of 23/3/2019 and changed to version 1.02 after a review by
the Committee at its 25/3/2023 meeting. To be reviewed during 2025.
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Appendix 1 — Peter Duckett Collection and Museum Library

Peter Duckett Collection — Peter Duckett, a well-known tramway enthusiast and once
proprietor of the Model Dockyard, and his family gave his large vast collection of
tramway books, journals, films, papers and photographs to the Department of
Transport library for preservation in 2011. This material was housed in the
department’s city-based library along with some 170 Boxes of mainly foreign
language publications in an offsite store. In 2013, the Transport Library was closed
and the entire collection relocated to the Hawthorn Tram Depot.

Museum Library - Established as a follow on resource from the Duckett Collection,
to house tramway books that are not related directly to Melbourne’s tramways,
Melbourne related books and some journals that would form a continuing collection
had Peter Duckett continue to maintain his library.

Footnote — the Department name from 1/1/2023 is the Department of Transport and
Planning
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Appendix 2 - Forms

MELBOURNE
TRAM MUSEUM

Object Receipt Form

Date:

Object/s received from:

Name:
Address: Postcode:
Telephone: Email:

Description of Object(s) Received: Record information about the object/s. Note for example, if
received in boxes or envelopes. Attach additional sheets as needed.

Any other information about the Object History?

This form records that the museum is holding the object/s and does not mean the object/s has been accepted as
a donation to become part of the permanent collection. If the item is accepted as a donation, a formal letter and
Record of Gift will be sent to the donor. If the object is not accepted, we will discuss the matter with you before
returning the object to you or undertaking other actions such as the sale of the item/s through our sales department
to raise funds for the management of the collection.

Office Use:

Received BY ... s s DA€
Considered by Acquisitions Committee: Date............................... Collected Y/N, Reg No/s.................
Donation Letter sent Date...........cccovveevircrneseree e

Depot Staff: Make a copy of this form using the printer and give original to donor and copy to the

archives staff. Place object/s in the archives room with the copy of this form. Object
Receipt form.doc V1.4.

Melbourne Tram Museum PO Box 6172, Hawthorn West Vic 3122 Email: info@trammuseum.org.au
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MELBOURNE
TRAM MUSEUM

Record of Gift

Donor:
Description of Object(s)

The following items have been donated as an unconditional gift by the signatory to the
collection of the Melbourne Tramway Museum Inc.

Signed: Date:

Donor's Signature

Office Use:
Received By: Letter sent:
Registered No: Date:

Two copies of this form to be signed — one to be retained by the Donor and one by the Museum.
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