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CONDITIONS FOR LOANS 

The Pitt Rivers Museum has a history of making its collections widely available to borrowers for exhibition – whether locally, nationally or internationally - and welcomes the opportunity of doing so.  However, the Museum’s consideration of loan requests must take into account the safety and security of the material, the need to recover the full costs to the Museum of making a loan, and the volume of requests the Museum receives.  The Museum’s agreement to loan material from its collections must necessarily be selective and the clauses that follow lay out the conditions in instances in which it accepts to do so. 

INITIAL PROCEDURES 

1. Any communication regarding the loan of objects in the Museum’s collections (including historical photographs, manuscripts, and rare books) should be addressed in the first instance to the Director, Pitt Rivers Museum, South Parks Road, Oxford OX1 3PP. Applicants for loans must complete the application form and declaration printed at the end of this document. It should be noted that loans are normally made only for public exhibition purposes.

2. Applications for loans should normally be made at least six months before the date on which objects are required. Requests for loans are referred to the ‘Visitors of the Pitt Rivers Museum’, in effect the Museum’s Trustees, a body which meets three times a year in October, late January (or early February), and in May. 

3. Before being referred to the Visitors, all requests for loans are considered by the Museum's Conservation Section, which advises on the suitability and availability of objects requested for loan and on the conditions required during display. These conditions and requirements are notified to prospective borrowers who must provide details of how it is proposed to meet them before a loan is sanctioned. 

4. As a matter of policy, the Pitt Rivers Museum does not lend artefacts to travelling exhibitions. 

SECURITY 

5. The premises in which the object or objects loaned are to be housed shall in all respects be safe and secure and adequate safeguards, including such special protective measures as the Director of the Pitt Rivers Museum may require, shall be provided against the risk of loss or damage from any cause. Objects for exhibition should be displayed in secure locked showcases, except with the approval of the Director of the Pitt Rivers Museum.  If security screws are used in place of a lock to close a showcase a mix of screws should be used. No smoking is to be permitted in the galleries in which the objects are kept, either during the exhibition or during the mounting and un-mounting of the exhibits.

6. For record purposes and security all artefacts to be loaned must be photographed prior to shipment. Existing stocks of photographs must be supplemented as necessary, at the expense of the borrower, to meet this requirement. 

INSURANCE 

7. Loans must be fully insured at the borrower's expense from the moment the objects leave the Pitt Rivers Museum until the moment they return. Insurance is the responsibility of the borrower, who must submit adequate details of insurance to the Pitt Rivers Museum for approval and retention at least one month in advance of the commencement of the loan. An English translation of non-English-language documents will be required. Indemnities offered by governments will normally be accepted in lieu of commercial insurance. The value of the objects for purposes of insurance is determined by the Pitt Rivers Museum. Where an external valuation is required, the costs for this service must be met by the borrower. The Pitt Rivers Museum reserves the right to arrange its own insurance at the cost of the borrower. 

TRANSPORT 

8. Arrangements for the transport of objects shall be mutually agreed between the Pitt Rivers Museum and the borrowing institution. In the case of overseas loans, and in other instances as appropriate, the Pitt Rivers Museum reserves the right to specify the shipping agent and the transport programme to be employed. Under no circumstances will the Museum authorize loans if the transportation arrangements might subject specimens to unsatisfactory conditions of any kind. Loans must be accompanied by one or more members of the Pitt Rivers Museum staff, who will travel with the objects throughout their journeys to and from the borrowing institution at the expense of the borrowing institution. Business class or first-class travel must be arranged when staff are accompanying the objects. When a loan is being taken as hand luggage, the Museum may require that an additional seat is booked for the hand-carry case.  Tarmac and warehouse clearance must be arranged by the authorised shipping agent and the courier kept informed of progress where possible. The borrower must pay all expenses of conveying loans.  These include customs clearance, agents’ fees, costs incurred in relation to the certificated inspection of air cargo for security, as well as the travel and subsistence of couriers. Any road transportation by van/lorry should be in an air-suspension vehicle. Couriers’ overnight requirements vary according to distance: for Europe, it is generally a minimum of three nights; for the Americas, a minimum of four nights; and for Australasia, a minimum of five nights. This takes into account the need for artefact acclimatization.

9. The borrower is responsible for ensuring that customs inspections, both en route to the place of exhibition and on return, occur at the place of exhibition. Objects on loan must not be unpacked for customs inspection en route. 

PHOTOGRAPHY 

10. Photographs of artefacts may be ordered by the borrower in advance of the loan. Photography, digitized imaging, and filming or copying by any means of material while it is on loan requires the written permission from the rights and permissions section of the Pitt Rivers Museum and the written transfer of copyright to the Pitt Rivers Museum. If permission is granted, no artificial light other than flash should be used and no handling of the material or opening of showcases should be involved. Public photography of artefacts, once on display, should only be allowed on the condition that it is for private use only.

11. The Pitt Rivers Museum normally grants to the borrowing institution the right to use images of loaned objects in a book-format exhibition catalogue. Written permission should be sought for this and any other use of images of loaned objects including exhibition posters, press photos, or information on the web. 

Image credits:  Pitt Rivers Museum, University of Oxford.

TREATMENT AND CARE OF OBJECTS 

12. A representative of the Pitt Rivers Museum will accompany artefacts to oversee their safety until they are installed for display. Material cannot be sent in advance to be worked on during an extensive display preparation period. On arrival (and again before departure at the conclusion of the loan period), the courier will agree condition reports with the appropriate representative of the borrowing institution.  The courier will oversee any handling involved both in mounting artefacts for display and in removing them from display.  Once the artefacts are mounted they will be securely locked into their cases in the presence of the Pitt Rivers Museum representative. Cases containing Pitt Rivers Museum specimens must not be unlocked (except as provided for in paragraph 16 below) unless a member of the Pitt Rivers Museum staff is present. This means that if Pitt Rivers Museum artefacts share a showcase with non-Pitt Rivers Museum specimens, the latter will need to be in place before the Pitt Rivers Museum courier can leave.

13. Objects on loan must not be taken off exhibition or removed from their mounts during the loan period for any purpose, including those connected with conferences, seminars, or private research.

14. The Museum's representative has the right to query or require to be modified any of the mountings proposed, the security arrangements, the location of objects within the gallery, and the lighting conditions. 

15. The borrowing institution must ensure that the environmental conditions as laid down by the Pitt Rivers Museum (see point 3 above) for the relevant buildings, galleries, and showcases are maintained throughout the period of the loan. The environmental conditions for each artefact are specified in the Loan Agreement from the Pitt Rivers Museum. If for any reason these conditions cannot be maintained, the Pitt Rivers Museum must be consulted immediately for advice as to the best course of action. 

16. Any instance of the deterioration of, or damage to, an object on loan must be reported immediately to the Pitt Rivers Museum. Loan objects at risk may be removed in an emergency by competent staff of the borrowing institution provided that (a) removal is necessary to prevent further damage, and (b) removal is to a safe place. The Director of the Pitt Rivers Museum must be informed immediately. 

17. No conservation or restoration should be attempted on such objects without prior sanction in writing from the Pitt Rivers Museum, and the borrowing institution must be prepared to cover costs should it be deemed necessary to send Pitt Rivers Museum staff to inspect and, if necessary, conserve the objects. 

COSTS 

18. Costs arising in connection with loans are borne by the borrower. Besides those of insurance, photography, agents' fees, courier, transport and the certificated inspection of air cargo, costs include the making by the Pitt Rivers Museum or by persons designated by the Pitt Rivers Museum of any special mounts, stands or packing cases for the objects loaned and the time spent on packing and condition reporting. Most loans will require valuations from a specialist valuer for insurance purposes, and the borrower will also be responsible for the costs. A charge for conservation costs may be made should extra conservation be required for display or transport requirements. 

19. To prepare and facilitate each loan the administrative, conservation and technical services costs are levied on a cost recovery basis. These are outlined in the ‘Cost recovery for outward loans’ document 2014 (attached). The Museum also reserves the right to make levy an administrative charge for cost incurred on loan requests that are withdrawn by the borrower subsequent to the Visitors of the Pitt Rivers Museum agreeing the loan. 

20. Couriers' subsistence rates need to be at a level that ensures that couriers can do their job effectively and in reasonable comfort. For calculating reasonable subsistence rates for staff travelling overseas the University of Oxford refers to the benchmark rates published by the UK Government’s department of Revenues and Customs (online at <https://www.gov.uk/government/publications/scale-rate-expenses-payments-employee-travelling-outside-the-uk>). All couriers are to be treated as having Curator status for the purposes of subsistence rates. 

GENERAL 

21. On receipt of the loan, the Director or other senior representative of the borrowing institution must sign the official loan application form supplied by the Pitt Rivers Museum.

22. Any proposed change in the dates of an exhibition or any proposed temporary closing of an institution during the loan period must be submitted to the Pitt Rivers Museum for approval. The Pitt Rivers Museum reserves the right to cancel or curtail loans in the event of the borrowing institution changing previously agreed loan dates.

23. A copy of any exhibition catalogue (hard-backed, if produced) shall be supplied free of charge for deposit in the Pitt Rivers Museum’s library. 

J. Nicholson 
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APPLICATION FOR LOAN OF SPECIMENS FROM

THE PITT RIVERS MUSEUM, UNIVERSITY OF OXFORD
INSTITUTION: ________________________________________________________________

ADDRESS: ___________________________________________________________________

 _____________________________________________________________________________

NAME OF CHIEF EXECUTIVE: __________________________________________________

CONTACTS (with phone/fax/email details): _________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

DETAILS OF ARTEFACTS FOR WHICH LOAN IS REQUESTED (with accession numbers):

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

DETAILS OF EXHIBITON FOR WHICH LOAN IS REQUESTED: ______________________

______________________________________________________________________________ 

______________________________________________________________________________ 

DETAILS OF ANY ASSOCIATED PUBLICATIONS: ________________________________

______________________________________________________________________________ 

______________________________________________________________________________ 

DATES OF PROPOSED LOAN:___________________________________________________

VENUE OF EXHIBITION: _______________________________________________________

______________________________________________________________________________ 

SECURITY ARRANGEMENTS IN GALLERY (attach relevant documents and plans): 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

ENVIRONMENTAL CONDITIONS IN GALLERY (attach relevant documents and plans): 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

PROPOSED INSURERS (attach details of insurance policy):

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

DECLARATION

In connection with this application for the loan of artefacts from the Pitt Rivers Museum, I confirm that I have received and read a copy of Conditions for Loans from the Pitt Rivers Museum and that my institution is able and willing to comply with all the conditions contained in that document.

PLEASE READ THE MUSEUM’S LOAN CONDITIONS CAREFULLY AS SIGNING THE DOCUMENT CONSTITUTES PART OF A CONTRACTUAL AGREEMENT

SIGNATURE OF CHIEF EXECUTIVE (or person authorised to sign on the institution’s behalf):

______________________________________________________________________________ 

DATE: ___________________________________
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