Policy for External Loans and Day Display of PRONI records.

Introduction: 
This document outlines our policy for lending/displaying original archives outside the Public Record Office of Northern Ireland (PRONI), and details requirements and considerations for organisations requesting loans or temporary day displays of original PRONI records.
This policy supports the NI Programme for Government (PfG) target of increasing engagement with arts and cultural activities, and DfC and PRONI supporting objectives of widening access to and promoting engagement with PRONI’s archives across a diverse range of audiences, whilst safeguarding the preservation of original records in line with PRONI’s statutory role under the Public Records Act (NI) 1923. 

This policy applies to all external organisations seeking to borrow PRONI records for exhibitions or temporary displays, including but not limited to; museums, galleries, libraries and educational institutions.
1. Formal loan requests from external organisations. 

1.1 Requests will generally be considered a loan request where original PRONI record/s would be held/displayed in a location outside of PRONI by another organization for 24 hours or more, without return to PRONI during that period.

1.2 Formal loan requests should be made a minimum of six months prior to the expected installation date, using the PRONI Loan Request Form, although informal engagement between PRONI and the requesting organisation may start long before this time.  The formal request must include the following information:

i) Item reference/s and description
ii) Exhibition/display proposal or exhibition summary

iii) Reason for loan request, expected audience and reach

iv) Location of proposed exhibition / all displays

v) Proposed display date/s
vi) Organisation responsible for request and contact person

1.3 Usually, requests would be for loan of up to three records.  The maximum number of items that will be considered for loan is generally ten. Requests for more than 10 items will only be considered in exceptional circumstances.


1.4 The maximum loan period is generally six months. Requests for loans extending to longer periods will only be considered in exceptional circumstances.  

1.5 For standard requests (up to ten records and up to six months display), the requester will generally be notified of PRONI’s decision within two months of submitting a formal request. For extraordinary requests, timescales may vary. 


1.6 Where it is not possible to loan an original record/s, for example due to its condition, it may be possible for PRONI to provide a high quality digital copy/print of some or all of the material requested.


1.7 Loan of original records will be subject to a satisfactory site assessment by a PRONI Conservator. 


1.8 Loan of original records will be subject to completion of a formal Loan Agreement, as provided by PRONI. 


1.9 Loan of original records will be subject to ongoing compliance with pre-agreed PRONI requirements for the exhibition/display space, including temperature, relative humidity, light levels, security and access controls, and suitability of display cases and mounts. 


PRONI reserves the right not to proceed with the loan, or to re-call loaned records at any point during the exhibition, where these requirements have not been met by the borrower.  PRONI will not be liable for any costs incurred by the borrower up to this point or thereafter as a result of this decision. 

1.10 Borrower will be responsible for making couriering arrangements, which must be agreed with PRONI in advance.  Where this service is not being provided by PRONI, it must meet PRONI specifications for preservation and security (eg via a specialist Art Handling Service).

Dependent on the location of the exhibition, a PRONI Conservator will either accompany in person, or remotely monitor all borrowed records whilst in transit to and from the display location.  

Borrower will be responsible for all costs associated with couriering loaned materials.  This may include accommodation and ancillary costs for a PRONI Conservator travelling with the record/s (any such costs would be advised/agreed in advance). 


1.11 A PRONI Conservator, or pre-agreed proxy, will undertake the mounting/installation and de-installation of all borrowed materials.  
All exhibition cases, mounts and supports must be provided by the borrower, and approved by a PRONI Conservator in advance of installation.  

Borrower will be responsible for: manufacture/procurement of suitable exhibition cases, mounts and supports and all associated costs; and any additional installation/de-installation costs, which may include travel, accommodation and ancillary costs incurred by a PRONI Conservator or proxy (any such costs would be advised/agreed in advance). 

1.12 Exhibition case/s holding PRONI records should not be opened during the course of the display and records must not be removed or adjusted, unless in the event of an emergency, without prior agreement from a PRONI Conservator.  


1.13 Any changes to the display environment which may result in temperature or relative humidity moving outside the pre-agreed parameters (for example, failure of air handling systems) should be highlighted to PRONI immediately.


Environmental data may be requested by PRONI, to be provided by the borrower at pre-agreed intervals throughout the lifetime of the loan, which will be monitored by a PRONI Conservator. 


1.14 PRONI must be credited, as directed, in all exhibition materials and publications associated with the loan, and the PRONI reference must be included in the exhibition caption.

1.15 PRONI reserves the right to request the return of all or any loaned records at any point during the loan period, regardless of the terms set out in the Loan Agreement.  The borrower must return the record/s upon written request from the PRONI Director. PRONI will arrange collection of records in this instance. PRONI will not be liable for any financial implications for the borrower resulting from the early return of said records. 
2. Day displays

2.1 Occasionally, PRONI may be able to facilitate a day display of original record/s. This is where original record/s would be displayed/viewed in a location outside PRONI hosted by another organization, but are not staying outside PRONI overnight.

2.2 Day displays will generally only be considered as part of a partnership engagement programme between PRONI and another organization, or at the request of a depositing organization for a specific event. 

PRONI can work with organisations/depositors to facilitate tailored access for individuals/groups interested in specific records or collections onsite.  This is always the preferred means of providing public access to original records to safeguard their ongoing preservation.  Onsite access at PRONI should be considered by the requester and options discussed with PRONI staff prior to making a formal request for a day display.

When requesting a day display, a clear rationale must be supplied by the requester as to why the original record/s in question cannot be viewed onsite at PRONI.  

2.3 Formal Day Display requests must be received a minimum of three months prior to the expected display date, using the PRONI Day Display Request Form. Engagement with PRONI should have taken place before this to consider onsite access options.  The formal request must include the following required information;


i) Item reference/s and description

ii) Exhibition/display/access proposal

iii) Reason/rationale for loan request, expected audience and reach

iv) Location of all proposed exhibition / displays

v) Proposed display date/s and time/s
vi) Organisation responsible for request and contact person


2.4  The maximum number of records which will be considered for a day display will consist of either; one large record/volume, two medium records/volumes or three small records (eg letters, photographs etc.).  Requests outside these parameters will only be considered in exceptional circumstances.


2.5 For standard requests, the requester will generally be notified of PRONI’s decision within one month of receipt. For extraordinary requests, this timescale may vary.


2.6 Where it is not possible to facilitate a day display of original record/s, for example due to condition, it may be possible for PRONI to provide a high quality digital copy/print of some or all of the material requested.


2.7 Day display of original records will be subject to completion of a formal Day Display Agreement, as provided by PRONI.


2.8 Day display of original records will be subject to a satisfactory site assessment by a PRONI Conservator. 

A member of PRONI staff will conduct a site visit in advance of the event: to assess the suitability of the proposed display room/area in relation to temperature, relative humidity, light levels, security and access controls; and to check parking arrangements for transporting the record/s to and from the display building. 

Records should be displayed in a separate room during larger events, away from food, drink, smoking/vaping and direct sunlight.  

Original records would either be displayed in a secure portable display case provided by PRONI, or displayed on flat tables within an agreed room/space, and would be under PRONI staff supervision at all times.

2.9 Loan of original records will be subject to ongoing compliance with pre-agreed PRONI requirements for the display area in relation to the factors aforementioned (see 2.8), including adherence to any agreed restrictions to the number of people permitted into the display area at any given time.   No food or drink will be permitted in the agreed display area. 

PRONI reserves the right not to proceed with the display or to remove records at any point during the day/event, where these requirements have not been met.  PRONI will not be liable for any costs incurred by the requesting organisation as a result of this decision. 


2.10 A standard day display will require two members of PRONI staff in attendance at the display venue (one of which should be a Conservator).  At least one member of PRONI staff will supervise records on display at all times.  Extraordinary requests may require a greater PRONI staff complement.  Costs may be incurred for staff attendance, dependent on location, duration etc. Any such costs would be advised/agreed in advance. 


2.11 Only PRONI staff will be permitted to handle the documents on display, but pages can be turned upon request. Limited handling may be permissible for individuals/small groups, subject to prior agreement by PRONI.
For further information on displaying Schools Records, please see CO1/25/474835

