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What is STEPS?

« Standards and Excellence Program for
History Organizations

 Self-study program to help museums,
nistoric houses, and sites assess their
policies and practices

* Primarily for small to mid-size organizations,
put open to all

* Flexible way to work towards making “With the basic, good and better
improvements and meeting national experioncs for us and naped us set — EMERY

goals for the future.” WORKBOOK
standards »
Flavia Cigliano, Nichols House A s

* No application or deadlines Museum, Boston




STEPS Enrollment

* One-time fee of $195*
« Easy-to-use workbook

» Earn Bronze, Silver and Gold
. pon : Belfast Historical Society & Museum
certificates**

Stewardship of Historic Structures and Landscapes

« STEPS Community offering workbook i

section PDFs,sample forms, policies,
job descriptions and more

STEPS
*Non-members must join at the institutional level; rates are based on budget WORKBOOK

**Must maintain active institutional membership to receive certificates



STEPS Enrollment

* National recognition for certificates
earned

* Discounts on AASLH webinars

“It was wonderful to see our hard

work pay off when we earned our

first gold certificate. STEPS showed us we're on the
right track and more importantly, it made our board
understand there's a reason why we have to pay
attention to these things.”

Charlene Orr, Historic Mesquite, Mesquite, TX




Updated Edition

* New content about inclusion, equity, accessibility, digital collections,
financial management, fundraising, and more

* The workbook also now uses a learning taxonomy of action verbs
that helps your organization understand what is being recommended




STEPS

Updated Edition

Mission, Vision, and Governance m

m Asaessmenl(}\lesﬁon Performance indicawrs

MVG
Standard
2.

The institution
is committed
{o public
accountability
and is
{ransparent in
its mission and

its operations.

E.

Ir the governing
autbarity
cormmitted t0
transparency in
financial mateers
and other areas?

Basic

[1 The governing authomhe
importance of being honest ‘when scliciting
monetary or other donations and truthful and clear’
with donors about how thelr gift will e of Was
used

o requ\red o file an IRS Form 990, the institution
rnakes Its three most recent ones, alond with its
annuat financial repott, available to stakehotders
and the public.

[ The governing authority records financial
management and other decisions in meeting
minutes and makes those minutes available to
stakeholders and the pubtic.

Good

[ The institution publ Embers of its
governing authority by publishing an up-to-date
list of names in its newsieter, on its web presence,
and in other communications.

1 The institution publishes an annual list of donors in
its newsletter of other communications

Better

1 The lnst\tutnnua\ independent
financial review of audit with stakeholders and the
public.

Stardards anid Exceilenze Frogem for Histary Orgenizations

Stewardship of Collections m

formance Indicators

isic
& instltutlohat useum coltections
are shaped by conscious and unconscious biases.

The governing authority, staft {paid and unpaidl,
and volunteers .@ general, eamples
af consclous and unconscious plas in the
nstitution's collections.

The institution adds specific strategies fo s
Coltections Development Plan t@ help reveal
plases in its collections.

iter

The institution shares jts Collections Development
Plan with the commiunities it senves and engages
those communities in helping it begin the
assessment.

The institution engages the cornmunities it Serves
in correcting biases found during the assessment
(OCess.

Starpdards and Excelince Progeam for igtory Organizsticns

STEPS

Star
darcs and Excell
for History Orgar

e Program

nzstions

WORKBOOK
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STEPS

Updated Edition

Stewardship of Collect

Standard Assessment Question | Performance Indicators

coL B.
Standard Does the
3 i institution

: wnderstand that
The institution’s collections often
culture, Took the way they
policies, and do because of bias?
procedures are
inclusive and
equitable.
130

Basic

O The institution recognizes that museu
are shaped by conscious and uncons

O The governing authority, staff (paid an
and volunteers can describe, in gener

onscious and unconscious biash

institution's CoTeCas|

Good

O The institution adds specific strategie!
Collections Development Planto hel
biases in its collections

Better

O The institution shares its Collections |
Plan with the communities it serves al
those communities in helping it begin
assessment.

O The institution engages the communi
in correcting biases found during the
process.

Glossary

Glossary

his glossary was compiled using definitions from a number of reliable sourc

American Alliance of Museums, American Institute for Conservation, MASS

SOS from the American Museum of Natural History, National Association fo
Definitions Project. National Park Service, Society for the Preservation of Natural Hi
Society of American Archivists, and the Washington Conservation Guild

Abandoned Property: Property to which

the owner has relinquished all rights. When
property is abandoned, the owner gives up the
sonable expectation of privacy concerning

it. TRNgerson finding the abandoned property
is entitled Wgieep it. Many jurisdictions have
statutes that maqjfy the common law’s
treatment of lost or®Randoned property, and
institutions should becog familiar with the
state laws that may impact thgnderstanding of
what constitutes abandoned prop®y

Accessibility: In its publication, "Facing
Change: Insights from AAM's Diversity, Equity,
Accessibility, and Inclusion Werking Group,”
the American Alliance of Museums defines
accessibility as giving equitable (i.e., fair and
Just) access to everyone along the continuum
of human ability and experience. Accessibility
encompasses the broader meanings of
compliance and refers to how organizations
make space for the characteristics that each
person brings

Accession: (1) An object. group of objects.
or archival collection physically and legally
transferred to an institution’s permanent
collection as a unit at a single time from
one source; an acquisition. (2) To take legal
and physical custody of an addition to an
institution’s collection, including establishing
documentation for it (3) To document the
transfer of records or materials in a register,
database, or other log of the repository’s
holdings.

Accreditation: In the museurr
accreditation refers to the pro
by the American Alliance of M
recognizes museums that hav
its Accreditation program crite
been awarded accredited stat

Acquisition: (1) An item acquil
institution. (2) The method by
institution acquires an item su
bequest, purchase, transfer frc
institution, exchange with anc
archaeological find

Advisory Committee: A group
Qith specific skills, knowledge
thatqeet with the staff of an

make re mendations aboL
offerings.

American Institute T
Membership association Tsgc!
conservators and allied profes
preserve cultural heritage. The
maintains a database of conse
to provide advice or treatmen
collections.

Annual Giving: Repeating gift
funds on an annual or recurrir
same constituency; income is
operating budget support

Appraisal: Evaluating an item”
historical value.

AFrogram of the AMERICAN ASSOCIATION for STATE and LOCAL HISTORY

Standards and Excelience Program for History, %

STEPS |

STEPS

Collections Housekeeping: The careful
cleaning of spaces by appropriately trained staff
ipaid or unpaid) or volunteers where collections
are stored or exhibited using methods,
materials, and supplies compatible with
preservation recommendations. The goal of
collections housekeeping is preservation while
the goal of regular housekeeping is usually
aesthetics and the health and safety of visitors
and staff.

Collections Housekeeping Plan: A written
document outlining appropriate collections
housekeeping procedures including locations,
tasks, methods, supplies, equipment,
frequencies, and the title of the person(s)
responsible for performing the tasks.

Collections Housekeeping Schedule: A

quide that reminds appropriately trained staff
and volunteers when to do tasks, tracks and
charts progress, and prevents tasks from being
forgotten

Collections Information System: (See
Collections Management System)

Collections Management: Attention to not
only the physical care of collection items but
the proper recording and access of information
related to each item including provenance.

Collections Management Policy: The primary
sQlicy document an institution uses to ensure
thatsgllections are acquired legally and
ethically™g appropriate to and advance the
institution’s msgjon; and are properly managed,
housed, secured, Odggerved, documented, and
used. (From John Simnigg in Things Great and
Small: Collections Managermag Policies)

Collections Management System |
Software used to organize and manage
information about a museum’s collections by’
tracking all information “related to and about™
each item. Systems range from very basic to

highly complex and may include the ability to
track information related to provenance, history,

266

Glossary

exhibition, conservation, loans, publications,
and other details. In many cases, a CMS also
plays a vital role in supporting an institution’s
goals of making collections available to the
public electronically.

Collections Procedures Manual: Document

containing specific steps staff (paid or unpaid)
and volunteers follow when performing
collections management tasks such as
processing new acquisitions, completing
paperwork on incoming or outgoing loans,
recommending items for deaccession, etc_
The manual, which is typically developed and
frequently updated by staff and volunteers,
helps them meet the governing authority-
approved policies contained in the institution’s
Collections Management Policy.

Collections Registration System: (See
Registration)

Collections Scope: An outline of what an
institution collects including a description of its
existing collections and its collecting goals.

Compliance: That the institution pays attention
to its responsibility to obey any laws and
requlations, that it has identified laws and
regulations appropriate to its operations, and
that it enforces compliance with those laws and
regulations among its staff and volunteers.

Condition Report: A writien evaluation of an
object’s condition.

Conflict of Interest: Conflict between a
person'’s private interests and those of an
institution and its collections.

Conflict of Interest Policy: Policy prohibiting
governing authority members, staff, or
volunteers from engaging in activities that
would benefit themselves over their allegiance
to the institution and its mission.

onscious Bias: Clear recognition of feelings
and attitudes.

Standards and Excelience Program for History Organizations

for Histar,
History Orgenczations.

WORKBOOK
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Meaningful Progress, Not a Lot of Money

 Board orientation manual

 Job descriptions for board officers and
paid/unpaid staff

» Code of ethics

« Space rental policy

* Emergency preparedness plan
« Maintenance plan

 Collections management policy

“The workbook provided an excellent
resource for evaluating our entire program.
Its methodical approach promotes
improvement at a pace that a small staff
with limited resources can follow.”

Bill Latady, Bois Forte Heritage Center and S'!:EPS

Cultural Museum Tower, Minnesota e
WORKBOOK




Updated Edition

STEPS

Stewardship of Historic Structures and Landscapes

Standard Assessment Question Performance Indicators

HSL
Standard
11:

Guided by its
mission, the
institution
provides public
access to and
interpretation
of its historic
structures and
landscapes
while
ensuring their
preservation.

Are bistoric
structures and

landscapes that are

open to the public

physically accessible

to all audiences?

Basic

[0 The institution recognizes its role as a place of
public accommodation according to the American
with Disabilities Act (ADA) and its obligation to
remove barriers; if barriers have not been removed,
they have been evaluated and a plan is in place for
removal.

[0 The governing authority, staff (paid and unpaid),
and volunteers recognize that while ADA allows
“threaten or destroy” exceptions for historic
structures, the goal is always to allow all people
equal access (e.g., photographs or virtual tour of a
space inaccessible to wheelchair users).

Good

[J The institution commits to offering opportunities
for all audiences by providing services and
provisions to enhance accessibility as a standard of
operation.

Better

[J The institution collaborates with community
members who have relevant life experience to

BRI




Previous Edition

StELs | mvc | aup |

Standards Self-assessment Questions | Performance Indicators
COLL |. Are there written @

Standard procedures for [ The institution uses a written donor form for
2: acquiring, borr'owz'ng, artifac‘gs and archival items accepted into its
€ collections.

N and lending collection
The institution § [ The institution uses a written loan agreement

items? for each incoming and outgoing loan

legally, ethically, | foar
s Y transaction that involves collection items.

and effectivel
y [T All loans are for a specified time period.

manages,
documents, cares Good
for, and uses the (] There are written procedures for acquiring,
. borrowing, and lending artifacts and archival
collections. items included in the collections policy.
Better

[ The institution reviews and updates its
procedures on a regular basis.

SRR

[ The institution requires condition reports for
all incoming and outgoing loans.

J. Are there written @




Addressed Topics

Mission, Vision, and Governance

Bylaws and Other Enabling Documents

Committees

Compliance with Laws, Codes, and Regulations
Environmental Sustainability

Ethics and Public Trust

Financial Management, Accountability, and Transparency
Fundraising

Governing Authority

Inclusion and Equity

Mission, Vision, and Values

Personnel Hiring, Compensation, and Performance Evaluation
Planning

Support Groups

Technology

Volunteers

Management

Compliance with Laws, Codes, and Regulations
Emergency and Disaster Preparedness, Response, and Recovery Plan
Environmental Sustainability

Ethics and Public Trust

Facility Care, Maintenance, and Space Allotment
Financial Management, Accountability, and Transparency
Fundraising

Inclusion, Equity, and Accessibility

Institutional Archives and Records Management

Mission, Vision, and Values

Personnel Hiring, Compensation, and Evaluation
Planning

Risk Management, Safety, Security, and Insurance
Technology

Visitor Amenities

Volunteers




Addressed Topics

Interpretation Audience and Community Engagement
* Accessibility * Accessibility

* Accountability and Public Trust * Accountability and Transparency

* Environmental Sustainability * Environmental Sustainability

* Inclusion and Equity * Marketing and Public Relations

* Interpretation Content and Delivery * Physical and Intellectual Access

* Interpretive Planning * Technology

* Research * Visitor Experience

* Shared Authority * Visitor Services

+ Support for Staff and Volunteers * Visitor Studies

* Technology

LI
17,
—'
m
)
im

Engagement




Stewardship of Collections

Accountability and Transparency
Collections and Mission

Collections Care and Preservation
Collections Management
Compliance with Laws and Regulations
Conservation Planning
Deaccessioning and Disposal
Digital Collections

Emergencies and Disasters
Environmental Sustainability

Ethics and Public Trust

Financial Resources for Collections
Incoming and Outgoing Loans

Inclusive and Equitable Collections Practices

Institutional Archives
Research

Safety and Security
Staffing

Storage

Technology

Addressed Topics

Stewardship of Historic Structures

Accountability and transparency

Care of collections housed in historic structures
Care, preservation, and maintenance
Compliance with laws and regulations
Emergencies and disasters
Environmental sustainability

Ethics and public trust

Inclusion and equity

Interpretation

Mission

Planning

Public access

Research and documentation

Safety and security

Staffing

Technology




@ STEPS Community

< c

STEPS The Official Community

e

of the
WORKBOOK

Standards and Excellence Program
for History Organizations

WELCOME TO THE STEPS COMMUNITY! STEPS WORKBOOK STEPS PARTICIPANTS STEPS COMMONS CERTIFICATES (40) MVG RESOURCES AUD RESOURCES

INT RESOURCES COLL RESOURCES HSL RESOURCES MGMT RESOURCES SAMPLE PLANS, POLICIES, AND FORMS STEPS GROUPS DISCOUNT CODES AASLH STEPS STAFF

st oy Communsy Engugumst

RESOURCE CENTER DASHBOARD

+ You are registered!

Welcome to the STEPS Community!

Logged in as Alex Collins.

The STEPS Community is currently being updated with new materials and pdf downloads of the new workbook. We will send a notice

out to all STEPS Community members when these updates are complete.

In the meantime, don't forget to invite fellow staff, board members, and volunteers from your organization to join the STEPS
Community! They will be able to register with the community using their Staff Profile or Academic Faculty/Student Profile. Click on
the handouts below for more information on creating Staff Profiles or Academic Faculty/Student Profiles.

We ask that you not share the STEPS Community link with anyone outside your organization because it is a benefit only for
those enrolled in STEPS. s a0 Excelence Program

for History Organizations

Thank you for your patience and participation! WORKBOOK

Profiles

Stewardship of Collections

Stewardship of i
Storic Structures ang
Landscapes



STEPS

Standards and Excellence Program
for History Organizations

A self-study program for history organizations that encourages
awareness and achievement of national standards.

6 sections x 3 certificate levels =

18 pOSSible progress certificates CONGRATULATIONS TO

Belfast Historical Society & Museum

This Gold Certificate Acknowledges Completion
of Better Performance Indicators for

Stewardship of Historic Structures and Landscapes

STEPS

: :.424 \-‘_Q L_{_i-[
Date
WORKBO-(-)K

John Dichtl, President & CEO

SRR

AMERICAN ASSOCIATION for STATE and LOCAL HISTORY




Membership Center > Resource Center >

.. AA S LH Resou £€ MY DASHBOARD MY CART FAQ
e O Center

Search this site UPCOMING EVENTS

Check this page regularly for the most current event schedule.
FIN
WEBINARS

Cherie Cook Live Webinars are online discussions, typically lasting 75 to 90 minutes including a Q&A session. Register for webinar events and associated
resources, like slide decks, worksheets, and recommended resources.

Welcome!

RESOURCE CENTER HOME

AASLH Conversations AASLH Conversations

Guidelines and
" Procedures for Reopening
Your Historic Site

®  Deaccessioning ina
Recession?
Why and Why Not

AASLH Member

MY DASHBOARD Orientation

- -7 — " — — y ¥ L ¢
UPCOMING EVENTS =50 - 3 :
Live Webinar: AASLH Conversations: Live Webinar: AASLH Conversations: Live Webinar: Member Orientation
Guidelines and Procedures for Reop... Deaccessioning in a Recession? Why ...  (June 2020)
RECORDED WEBINARS MAY 20, 2020 | 3 - 4 PM EST | AASLH MAY 21,2020 | 3 - 4 PM EST | AASLH JUN. 10, 2020 (NEW DATE!) | 3- 4 PM EST |
Conversations: Guidelines and Procedures Conversations: Deaccessioning in a Member Orientation is an AASLH
for Recession? Why and Why Not is an AASLH ... informational event presented by Rey Rege...

Rennenina Youir Histaric Site ic an AASIH e

ﬂ R Type here to search

H w X o™ P -« @ 708 P " STE PS

/13/2020

Stondorc n Exca
scaence Progras
for Hiany S

WORKBOOK

Audience and Commmunity Engagement



Teamwork

“Find small museums in your
area that are interested in

%8 working on STEPS too. Go

¥ through the sections together.

% It's great camaraderie! You don't
feel so alone, and tackling
problems and projects together
is very rewarding.”

Tori Mason, Grassmere Historic
Farm, Nashville

STEPS

tandords and Excell
xcellence Progr
for History Organzations ™"

WORKBOOK



Is My Organization in a Rut?

— s ) ~_ ~
=53 o e

“‘STEPS helped us be more forward thinking
rather than getting stuck in day-to-day
challenges. We have come together as a
team to work for the good of the museum.

Our credibility in the community has Nt

increased as people understand we are 2SS
: : ” WORKBOOK

committed to this assessment process. e —

Pioneer Museum, Fredericksburg, Texas




Is My Organization Open to Hard
Discussions?

AN

Are we open to discussing topics and issues that some people may find uncomfortable because those
discussions may involve changing or ending long-held traditions and practices? If we don’t think

everyone is open to those discussions, what is our plan?




Helping Organizations Improve Long-
Term Sustainabillity

4 Mﬁ\\ﬁ' ‘\\6 ""

« Communication within our board of /{25
directors has improved because e
STEPS gives us a common
language to achieve clear goals.

ROOTS

» Alignment with STEPS has given
BHS grant opportunities to improve
management of our collections.

Black Heritage Society of Washington State, Seattle




Are we willing to take a close look
at our policies and practices?

e Qur board of directors has a better
understanding of how museums
work.

* OQur strategic plan is less vague.

 STEPS helps us when we're
developing new policies like
a disaster plan.




Building Credibility and Generating New
Opportunltles

“We can demonstrate to county
officials that we are following
national standards. STEPS is

¥ also helping us train

| maintenance staff and others

¥ who are not familiar with
recommended practices.”

Rob Orrison, Brentsville
Courthouse Historic Centre,
Virginia




Essex Historical Society's
Accomplishments

* Rewrote our mission statement

» Created our organization’s first ever
strategic plan

« Addressed thorny issues like
deferred maintenance and land-use
In a structured, systematic way

Essex, Connecticut




Essex Historical Society's
Accomplishments

- Addressed space allocation issues. ‘x‘“ o s
For example, we had an empty first &« ®& |
floor and another unused area but
we were renting offsite storage.
STEPS provided the foundation for
In-depth and sometimes awkward
discussions about the need to

“STEPS gave our organization the opportunity to think creatively

deaCCESSK)n some CO”eCtIOn |temS and permission to experiment.

These topics, let alone actions, would

and move Others baCk to our Slte have been UNHEARD of before STEPS.” _§IEES
from offsite storage.

, rogram
for History Organizations

WORKBOOK




ldentify What's Important

#® “Do it! You will likely be able to

71 check off more boxes than you
first think is possible. The

® STEPS workbook is wonderful

| at helping you identify what is
Important and what you need to
focus on.”

Tori Mason, Grassmere Historic
i Farm, Nashville



Thank You!

Alex Collins
(she/her/hers)

Professional Development
Manager

American Association for State
and Local History

collins@aaslh.org

STEPS

Standoray

WORKBOOK

.° AASL AMERICAN ASSOCIATION
O I I for STATE and LOCAL HISTORY
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