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	The Designation Scheme 

for Museums, Libraries and Archives




The Designation Scheme for Museums, Libraries and Archives


Application Form 





	Section A

Contact Details

	

	1.
	Name and address of lead applicant body

	

	Switchboard Tel.
	

	Website
	

	
	Director or Chief Executive of lead applicant body

	Name
	

	Job Title
	

	Email
	
	Tel No (direct)
	

	PA’s Name
	

	PA’s Email
	
	Tel No (direct)
	

	

	2.
	Main contact for application:

	Name
	

	Job Title
	

	Address (if different from above)
	

	Tel. No (direct)
	

	Email
	

	

	3. 
	Joint Applications: List partner organisations, including addresses and websites

	

	

	

	4.
	Declaration

	I confirm that this application has been submitted following confirmation of eligibility by MLA, and that eligibility information has not changed since we indicated our intention to apply.

I declare that the information on this application form and the supporting information enclosed with it are accurate to the best of my knowledge.

	                                    Lead applicant                                        
	Joint applicant (if required)

	

	Signed
	
	

	
	

	Name
	
	

	
	

	Position
	
	

	
	

	Date
	
	

	
	

	The Director or Chief Executive of the applicant, or for joint applications both applicants, should sign the form.

	Section B         Collections  

	
	

	5.
	Name/s of collection/s covered by your application, and their locations.  

	

	6. 
	Brief summary description of the collection/s that are covered by your application.

(300 word limit) 

	

	7.
	If the collection/s which is the subject of this application are only part of your        holdings, what percentage do they represent of the whole?

If this collection/s is less than 20% of the whole, explain why this collection merits Designation whereas the other parts of the collection do not. (200 word limit)  

	

	8. 
	Describe how you would use Designated status to benefit this collection. (300 word limit) 


	Section C         Organisation  


	9. 
	Mission Statement 

Provide the organisation’s mission statement, and include the area served if it is not covered by the mission statement. (300 word limit. If the mission statement is longer, summarise here and attach the full statement as an appendix.)

	
	

	10.
	Background
Provide a brief description of the history and background of the organisation. (300 word limit)


	

	11.  
	Management and Operation

State the annual income, expenditure and turnover. 

State the total number of staff (FTEs) and, if appropriate, indicate the number of volunteers. Please insert a copy of the staff structure.

	

	12.
	Usage of the collections

State the current visitor/user numbers per site, the visitor profile and admission charges (if appropriate).   

	


	Section D
    Meeting the Criteria

	

	
	Quality and Significance  

	Follow the guidance in the Application Procedure relating to the Quality and Significance criteria. Please ensure that you include sufficient information in this section to enable an assessment to be made and do not leave key elements to the appendices (supporting documents) which may not be seen by all Panel members.

If you are applying for one or more individual collections within an organisation’s holdings, please include evidence related to each single collection.



	13.
	Quality 

	13.1 Describe the subject matter of the collection, including principal categories of material.

        (500 word limit) 



	13.2 Describe the geographical range covered by the collection, if relevant. (100 word limit)  



	13.3 Describe the chronological range of the collection. (100 word limit)

	13.4 Quantify the extent of the collection (e.g. numbers of items, linear kilometres of                                                            shelving, etc.). (50 word limit)



	13.5  Explain whether your collection is being developed or is closed and, if closed, explain why.

If your collection is being actively developed, describe significant additions to your collection in recent years. 

Give a summary of your Acquisition Policy or collection development plans, highlighting how you plan to develop any particular areas of the collection.  (500 word limit) 

Note: Your Acquisition Policy or Collection Development Policy should be attached as an appendix. 

	

	13.6 Please make the case for the Quality of your collection. Address each area below, in the order set out, and provide appropriate evidence. (Limit of 7 sides of A4 in 11pt type, single spaced)

· Provide evidence that your collection comprehensively covers its subject, and include references to important items or groups of items.

· If appropriate, provide details of relevant information associated with the collection, e.g. related object collections, library material, archives, photographs, oral history testimony or field reports.

· Describe the relative strengths and weaknesses of your collection, including identifying any areas of the subject that are not covered by your collection and are in collections elsewhere.

· Put the collection into context by explaining its relationship to any other collections held by the organisation and to the work of the organisation. 

· Any additional evidence.  



	
	

	14.
	Significance 

	14.1 Following the guidance, make the case for the Significance of your collection. Address each area below, in the order set out, and provide appropriate evidence. (Limit of 7 sides of A4 in 11pt type, single spaced)

· Explain the full context and wider significance of the subjects, geographic areas, communities and themes which the collection covers.  

· Explain the collection’s significance for contemporary national life, and/or culture and art.  

· Show how your collection is a principal resource for the study, understanding and appreciation of the subject. Please indicate why your collection would have to be consulted in order to research or advance understanding of the subject.  

· Show how the collection is central to advancing public understanding and scholarly knowledge of the subject area, region or community that it represents.

· Explain, with appropriate evidence, how your collection is nationally and, if appropriate, internationally significant. 

· Any additional evidence. 



	

	14.2 Comparison with other collections

	Please compare your collection with other collections of similar material in the UK and, if relevant, abroad. Where possible include the subject matter, size, geographical and chronological coverage of these collections. Explain how the Quality and Significance of your collection compares to these others. If the nature of your collection is such that international comparisons are inappropriate, please explain why this is so. (2000 word limit/ 4 sides of A4) 

	


	
	Collection Management and Service to the Public

In the following sections, libraries and archives should demonstrate how they meet all the essential requirements and most of the desirable requirements. 

Accredited or Registered Museums have already shown that they meet all the essential requirements and should concentrate on showing how they meet the desirable requirements.  

In areas where you do not yet meet some of the desirable requirements, please show how you are working towards achieving these requirements.

Please set out your answer following the order of the requirements in the Application Procedure. (Limit of 10 sides of A4 in 11pt type, single spaced)

Note: This section requires the submission of certain documents.  

	15
	Collection Management 

	15.1       Care of Collections 

	

	15.2  
	Documentation, cataloguing and internal research and communication related to the collection

	

	16.
	Service to the Public

	16.1  
	Access and learning related to the collection 

	

	16.2 
	Promoting study and understanding of the collection for public use.

	

	
	

	16.3
	Role in the sector

	

	

	16.4 
	Partnership working

	

	

	16.5  
	Strategic planning

	

	


	Section E

Supporting Information

	17.  Expert Advisers 

Please provide the names and contact details of two experts who may be able to assess the Quality and Significance of your collection against the criteria set out in the guidance document. 

	
	First nomination
	Second nomination

	Name
	
	

	Job title
	
	

	Relationship

to applicant  
	
	

	Address
	
	

	Telephone 
	
	

	Email
	
	


	18. Appendices  

There are some required documents identified in the application guidance and indicated in bold below, which must be submitted. For joint applications, a joint partnership agreement signed by all partners must also be submitted.

In other cases you may submit the relevant parts of supporting documents, and state briefly in the final column which paragraphs or pages contain the evidence.

Please note it is recommended that approximately 10 separate appendices should be submitted, and these must contain evidence which is directly related to the assessment criteria. The focus should be on the quality and relevance of the quality of evidence, not its quantity. Any application considered oversized will be returned for simplification.

Please ensure that all your supporting information will fit into a single A4 box file.



	Appendix no.
	Description of supporting documents and the question to which they relate

	Sections of the supporting evidence which are relevant to your application

	1.
	Published Acquisition Policy.

(Question 13.5)
	

	2.
	Collection Management Plan or Policy. (Question15.1)
	

	3.
	An appropriate strategy document: documentation/cataloguing plan.

(Question 15.2)
	

	4.
	Forward plan, business plan or strategic plan. (Question 16.5)
	

	5.
	
	

	6.
	
	

	7.
	
	

	8.
	
	

	9.
	
	

	10.
	
	


One electronic version and one hard copy of your completed application form and supporting evidence should be submitted to:  

Sarah Waldron, Designation Assistant, Accreditation and Designation, MLA, Grosvenor House, 14 Bennetts Hill, Birmingham B2 5RS.

Email: designation@mla.gov.uk.

Updated July 2010.
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