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	Facilities Report for borrowing institutions
CONFIDENTIAL

Please attach:

1. Photographs of the exhibition spaces - showing ceiling, walls and floor

2. Temperature and Relative Humidity charts

3. A list of staff

4. A floor plan indicating location of exhibition spaces, public entry and exit points

This form will enable lenders to assess the practicalities involved in making loans.  It is intended to help both borrowers and lenders identify potential problems and reach agreement on how these can be resolved.

It should therefore be completed and returned as quickly as possible.  As a standard form it can be filled in once and updated for use with any future loan requests.  Please complete the form as fully and accurately as possible, adding any other information which you feel may be relevant.

You should retain a copy for future use.

CONTACT:

Loans & Acquisitions


Museum of New Zealand Te Papa Tongarewa 


PO Box 467


Wellington


New Zealand

Telephone: +64-4-381 7000
e-mail:
loansteam@tepapa.govt.nz
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	NAME OF INSTITUTION
	

	Address
	

	Phone number
	


	STAFF
	Name
	Title

	Who is in charge of the institution?
	
	

	Who is responsible for unpacking/packing objects?
	
	

	Who is responsible for completing Condition Reports
	
	

	Who is responsible for monitoring and recording climate?
	
	

	Who is responsible for installing/deinstalling objects?
	
	

	Who is responsible for lighting?
	
	

	Who has been nominated to be contacted in case of emergency?
	
	

	Is there a Conservation Department?  If YES list staff names and titles.
	
	


	VOLUNTEERS
	YES
	NO

	List the names of any volunteers who handle borrowed objects.



	Are volunteers who handle objects supervised by a staff member?
	
	

	List the names of any volunteers who are responsible for gallery security.



	Are volunteer security personnel supervised by a staff member?
	
	


	BUILDING

	Are your premises purpose-built galleries/museum/other?



	If ‘other’ please specify.



	Describe the materials used to construct the building.



	Describe the material used as insulation.



	When was the building completed?




	EXHIBITION AREAS
	YES
	NO

	What is the area of the intended display space (m2)



	DESCRIBE
	Construction materials
	Surfacing or coating

	Floors
	
	

	Ceilings
	
	

	Hanging surfaces
	
	

	Are there any windows, skylights, doors?
	
	

	Indicate size, use, location, etc



	Is there any major construction or painting of walls planned or in progress at the time of the exhibition?
	
	

	If ‘yes’, describe



	Are there any water sources in the exhibition areas? (plumbing pipes, drinking fountains, sprinklers, etc:)
	
	

	If ‘yes’, describe

	Are the exhibition areas used for anything other than viewing?
	
	

	If not, what other functions do they serve?



	Do you make routine inspections for rodent, insect and micro-organism problems?
	
	

	Do you undertake routine extermination/fumigation procedures?
	
	


	CLIMATE CONTROL
	YES
	NO

	Describe your environmental system.



	Where is it located?



	Describe the cooling system in both the exhibition and exhibition storage areas.



	Describe the heating system in both the exhibition and exhibition storage areas.



	Are the environmental systems in operation 24 hours a day?
	
	

	How often are the environmental systems monitored?



	Is the relative humidity controlled in the exhibition space?
	
	

	If ‘yes’, please describe.



	What specific temperatures and relative humidity values are maintained?



	Describe any seasonal changes and/or fluctuations.



	Is a record of the variations in temperature and relative humidity kept?
	
	

	Are temperature and relative humidity records available? (Please enclose)
	
	

	Can you adjust the temperature and relative humidity values if necessary?
	
	

	Does the system have air filtration?
	
	

	If ‘yes’, what size particle matter is excluded from the building?



	Are display cases equipped with dust barriers?
	
	

	Are objects ever positioned over or near air-conditioning or humidification vents or units?
	
	

	Do exterior doors open directly into the exhibition spaces?
	
	

	If ‘yes’, how many?



	Do exterior windows face directly into the exhibition space?
	
	

	If ‘yes’, how many?



	Can they be covered with solid panels if required?
	
	


	LIGHTING
	YES
	NO

	What specific types of lighting are used in the exhibition areas? Daylight
	
	

	Tungsten
	
	

	Halogen
	
	

	Fluorescent
	
	

	Other  (Please specify)
	
	

	How is the lighting system arranged?  (ie: spots/ambient)  Please describe in detail



	Will the objects be protected from ultra-violet radiation?
	
	

	How?



	Will they be protected from heat build-up?
	
	

	How?



	Are display cases fitted with internal lights?
	
	

	If ‘yes’, please describe.



	Are light levels measured?
	
	

	How?



	Are light levels adjustable?
	
	

	How?



	How low can you adjust the light levels?



	What light levels are maintained for:
	Lux levels

	Textiles
	

	Works on paper
	

	Varnished oil paintings
	

	Unvarnished oil paintings
	

	Acrylic paintings
	

	Paintings with exposed fabric
	


	SECURITY
	YES
	NO

	Do you have 24-hour human guard security?
	
	

	Would you be willing to hire additional guards, if required?
	
	

	What type of security personnel do you have?

Institutional security staff
	
	

	Other staff
	
	

	Contracted security personnel
	
	

	Students
	
	

	Volunteers/docents
	
	

	Others (please specify)
	
	

	Do you have a trained security supervisor in charge at all times?
	
	

	Are your security personnel specifically trained for your facility?
	
	

	If ‘yes’, briefly explain the extent and duration of their training.



	Are your guards:

Armed
	
	

	Radio equipped
	
	

	Pager equipped
	
	

	Phone equipped
	
	

	Other (please specify)
	
	

	Do you complete police checks on guards prior to hiring?
	
	

	Indicate the number of guards normally on duty:

During public hours (day/evening)



	When closed to the public but open to staff



	During closed hours (night)



	How many galleries are assigned to each guard?



	Is a guard assigned during installation and deinstallation?
	
	

	If ‘no’, can one be, if required?
	
	

	How often are ‘checklist’ checks made of the objects on exhibition?



	Who is responsible for these checks?



	Do you make a photographic record of objects on exhibition?
	
	

	Do you maintain records on internal movement and relocation of borrowed objects?
	
	

	Are security personnel stationed at all entrances and exits to the building during open hours?  (Emergency exits not included)
	
	


	
	YES
	NO

	If ‘no’, please explain



	Is every object entering or leaving the building signed in and out?
	
	

	Indicate the positions of those authorised to sign for the removal of objects from the building



	Do you have a sign-in/sign-out procedure for guards and after-hours personnel?
	
	

	How many staff members have keys to exterior doors?



	Specify positions/titles



	Are periodic exterior checks of the building carried out?
	
	

	If ‘yes’, by whom



	Do your staff and special guests wear identifying badges when in non-public areas of your building?
	
	

	Do you have an emergency disaster plan?
	
	

	If ‘yes’, how frequently is the staff trained regarding this plan?



	What emergency procedures are observed in case of theft or vandalism?



	Do you have an electronic security alarm system in operation throughout the building?
	
	

	If ‘no’, please specify which areas are not protected?



	What type of detection equipment are in operation?



	Who does your electronic alarm system alert?



	Do exterior doors open directly into the exhibition areas?
	
	

	If ‘yes’, indicate the locking mechanism



	Are there windows in the exhibition areas?
	
	

	If ‘yes’, do they open?
	
	


	
	YES
	NO

	If ‘yes’, what type of physical security (eg: bars, grates, mesh) is used?



	Are all the building’s exterior openings secured and alarmed?
	
	

	If ‘no’, please explain



	How often are the security systems tested?



	Who undertakes the tests?



	Are tests conducted to determine the adequacy and promptness of human response to alarm signals?
	
	

	If ‘yes’, how often?



	Are records kept of all alarm signals received, including time, date, location, action taken and cause of alarm?
	
	

	Who is responsible for keeping these records?



	Are glass or perspex cases available to protect fragile, small or extremely valuable objects?
	
	


	FIRE PROTECTION
	YES
	NO

	Describe your fire protection system (ie: types of detectors, sensors, alarms)



	Where are the fire protection devices located?



	What type and where are extinguishers located in the building?



	How often are fire extinguishers checked?



	Are staff trained in the use of fire extinguishers?
	
	

	Which ones?



	How often are systems checked?



	How is the fire detection system activated?

Smoke, heat or flame detectors; manual alarms


	
	YES
	NO

	Is smoking allowed in any area of the building?
	
	

	If ‘yes’, please describe where.



	How long does it take for the Fire Department to arrive at your facility in response to an alarm?



	Is there an established procedure with the Fire Department about how they enter and extinguish a fire to avoid unnecessary damage to objects?
	
	

	How far is your building from the nearest fire hydrant.



	Do you have an established fire emergency procedure?
	
	

	If ‘yes’, how frequently is the staff trained in this procedure?




	HANDLING AND PACKING
	YES
	NO

	Do you have personnel available for loading and unloading?
	
	

	If ‘yes’, how many?



	Do you have staff specially trained to pack and unpack objects?
	
	

	If ‘yes’, how many?



	Supervised by whom?



	Are written incoming and outgoing condition reports made on all objects?
	
	

	If ‘yes’, by whom?



	Do staff wear gloves when handling objects?
	
	

	Do you have the ability to build crates in-house?
	
	

	Is matting and framing carried out by your staff?
	
	

	If ‘no’, by whom?




	LOADING DOCK
	YES
	NO

	Describe how objects are received into the building.



	Is the loading dock covered?
	
	

	How are crates handled.  Do you have

Forklift
	
	

	Pallet jack/lift
	
	

	Dollys
	
	

	Trolleys
	
	

	Other
	
	


	EXHIBITION PREPARATION AND INSTALLATION
	YES
	NO

	Is the space used for unpacking and preparing objects for exhibition different from gallery space?
	
	

	If ‘yes’, describe this space and locate on floor plan



	Is there restricted access to the intended exhibition space during installation?
	
	

	Who has entry?



	Do you utilise an off-site packing/preparation facility?
	
	

	Describe in detail the hanging and/or display of objects.



	Do you have solid physical barriers that can be utilised to protect objects if required?
	
	

	What training have installation staff been given?



	Do volunteers or contract staff help with installation?
	
	

	If ‘yes, give details.



	Who else is allowed to handle objects?




	INSURANCE
	YES
	NO

	Do you have an all-risk museum coverage on a wall-to-wall basis?
	
	

	Is it subject to exclusions?
	
	

	What are the exclusions?



	Have you made any insurance claims within the last five years?
	
	

	If ‘yes’, please record the details:




	Use this space if there is any additional information which you feel may be relevant




	REPORT PREPARED BY

	NAME
	POSITION/TITLE

	
	

	
	

	
	

	DATE


PAGE  
4

