27 July 2018

Chairman:

Alderman S P Porter

Vice-Chairman:

Councillor J Gallen

Aldermen:

M Henderson MBE, W A Leathem, and J Tinsley

Councillors:

N Anderson, R T Beckett, J Gray MBE, A Givan, H Legge, A
McIntyre, T Mitchell, T Morrow, N Trimble and R Walker

Ex Officio

The Right Worshipful the Mayor, Councillor U Mackin
Deputy Mayor, Councillor A Grehan

The Special Meeting of the Leisure & Community Development Committee will
be held in the Cherry Room, Island Civic Centre, The Island, Lisburn, on
Tuesday, 1 August 2018 at 6.00pm for the transaction of business on the
undernoted agenda.
Hot food will be available in the Lighters Restaurant at 5.30 pm.
You are requested to attend.

Dr THERESA DONALDSON
Chief Executive
Lisburn & Castlereagh City Council
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AGENDA
1.

Apologies

2.

Declarations of Interest

3.

Minutes – Meeting of the Committee held on 5 June 2018 (copy attached)

4.

Report from the Director of Leisure and Community Wellbeing
4.1
4.2

4.3
4.4
4.5
4.6
4.7
4.8
4.9

Children’s Funeral Fund: Burial Charges
Comber Greenway: Construction of Pedestrian Bridge: Request for Delegated
Authority from Council to Consider the Associated Tender Report and Agree the
Award of Contract
Museum Accreditation Renewal
Lisburn & Castlereagh Local Peace IV Partnership – Minutes of Meeting
Peace IV – Council Delivered Projects
Review of Community Grant Schemes
Strategic Greenways
Community Development Bursaries 2018/2019
Tackling Housing Challenges Together – Conference – 19th September

5. Confidential Report by the Director of Leisure and Community Wellbeing
(Members are requested to access the confidential report on SharePoint
under the Confidential Folder)

6.

5.1

To consider a further report in regard to the request to stage a concert in
Wallace Park, Lisburn (confidential due to information relating to financial or
business affairs of any particular person – including the Council holding that
information).

5.2

To consider a further report on the request form Echlinville Distillery for the use
of images in the ownership of the Council (confidential due to information
relating to the financial or business affairs or any particular person – including
the Council holding that information).

5.3

To consider a further report in regard to next steps in implementing the
Review of the Irish Linen Centre/Lisburn Museum (confidential due to
information which is likely to reveal the identity of an individual)

Any Other Business
--ooOOoo—

To:

Members of Lisburn & Castlereagh City Council
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LISBURN & CASTLEREAGH CITY COUNCIL
Minutes of the Meeting of the Leisure and Community Development Committee
held in the Island Civic Centre, The Island, Lisburn, on Tuesday, 5th June 2018 at
5.35pm
PRESENT:

Alderman J Tinsley (Chairman)
Councillor R Walker (Vice-Chairman)
The Right Worshipful The Mayor
Councillor T Morrow
Deputy Mayor
Councillor H Legge
Aldermen W A Leathem, S Martin and S P Porter
Councillors N Anderson, R T Beckett, R B Bloomfield MBE,
J Gallen, A Givan, A Grehan, A McIntyre, S Martin, and T
Mitchell

OTHER MEMBER:

Councillor J Palmer

IN ATTENDANCE:

Lisburn & Castlereagh City Council
Director of Leisure & Community Wellbeing
Head of Service (Cultural & Community Services)
Head of Service (Parks & Amenities)
Head of Service (Sports Services)
Major Facilities Manager (Sports Service)
Member Services Officer
Advantage NI
Mr Gerry Ford, Director

Commencement of Meeting
The Chairman of the Committee, Alderman J Tinsley, extended a welcome to all
present and announced that Alderman W A Leathem, would join the meeting shortly, he
then proceeded to outline the new revised evacuation procedures in the case of an
emergency.
The Chairman asked that any Member entering or leaving the meeting alert him
accordingly so that the Member Services Officer might accurately reflect arrival and
departure times in the minutes.
1.

Apologies
Apologies for non-attendance at the meeting were accepted and recorded on
behalf of Councillor J Gray MBE.
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2.

Declarations of Interest
The Chairman, Alderman J Tinsley, invited Members to declare any interests they
might have in relation to the business of the meeting and reminded them of the
requirement that they complete Declaration of Interest forms in this regard which
had been provided at their places.
Alderman S Martin declared an interest item 6.4, Tender Report in Regard to the
Provision of Soft Drinks Vending within Lisburn & Castlereagh City Council, on the
basis his father is an employee of one of the tendering companies.

3.

Minutes
It was agreed that the minutes of the Meeting of the Leisure and Community
Development Committee held on the 1st May, 2018, as adopted by the Council at
its meeting on 22nd May, 2018, be confirmed and signed.

4.

Presentations
4.1

Advantage NI – Ravine Project

The Chairman, Alderman J Tinsley, welcomed Mr Gerry Ford from Advantage NI,
to the meeting and with the aid of power point he provided a presentation on the
following:







Background of Advantage NI including its aims & objectives and
international work
The benefits and opportunities of the Ravine Project and what it offers to
young people, particularly the most vulnerable in society, including
prisoners, young people with mental health challenges and those furthest
from the labour market
Location of the Ravine Project including details of the site coverage and the
proposed route and the connection with the Carryduff Greenway
The vision that the Ravine Project will provide to include six conservation
stations where families can interact with nature, organic nature gardens and
an eco-pod
Capacity to become a hub to society, creating an environment that is rich
and vibrant by diversity.

During the delivery of the presentation Alderman W A Leathem entered the
meeting at 5.41 pm.
Following the presentation, Mr Ford responded to Members’ questions, which
covered a range of issues including:



The rehabilitation opportunities through the programme for young offenders
from Hydebank Closed College.
Funding for the programme is received mainly from the Lottery, Alpha and
other “in-kind” support.
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Success of a previous programme run by the organisation that has helped
nine young offenders start up their own business within a year of leaving
youth custody.
The organisation is small with six full time members and additional staff is
brought in as and when required.

The Chairman thanked Mr Ford for his presentation and he left the meeting at 5.55
pm.
4.2

Officers Project Update – Carryduff Greenway

It was noted that this item would be considered at Item 1 of the Head of Service
(Parks & Amenities) report.
5.

Report from the Director of Leisure and Community Wellbeing
It was proposed by the Deputy Mayor, Councillor H Legge, seconded by Councillor
A McIntyre and agreed that the main report and recommendations of the Director
of Leisure & Community Wellbeing be adopted, subject to any decisions recorded
below.
5.1

Race Against Multiple Sclerosis (RAMS): Family Fun Day – Request for
Financial Assistance

Members were provided with a copy of correspondence received from Race
Against Multiple Sclerosis dated 5 May, 2018, requesting financial assistance
towards the cost of the forthcoming Family Fun Day which is to be held on
Saturday 28th June, 2018, at Lisburn Fire Station. Members were further advised
that the Council has in previous years supported this event. Following
consideration it was agreed to recommend that financial assistance in the sum of
£300 for this event be approved.
5.2

Northern Ireland Human Rights Commission: Out of Sight, Out of Mind –
Report of Investigation into Travellers Accommodation

Members were reminded that NIHRC recently published their final report of
investigation into traveller’s accommodation and is seeking a formal response. A
paper summarising the report and the recommendation contained within it
pertaining to councils and other public bodies had been finalised by Council
Officers and had been circulated for the consideration of Members.
Following consideration Members agreed to recommend:





The recommendations within the report be noted
The report be referred to the Local Community Planning partnership for
consideration in a community planning context
The Council continue to be represented on the NI Local Government
Partnership on Travellers Issue to ensure it is kept informed of future
developments
Appropriate awareness training on the Race Relations [NI] Order be
arranged for relevant Council staff
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5.3

Sports Northern Ireland: Everybody Active 2020
5.3.1 Strand 1: Opportunities – 2018/19 Letter of Offer
Members were advised that a Letter of Offer to the sum of £108,238, for
the above named programme had been received by the Council from
Sport NI. The award represents the 3rd year of support to the Council
under the programme. Members agreed to accept the award as set out in
the Letter of Offer.
5.3.2 Strand 4: Outreach, Capacity Building and Small Grants –
2018/19 Letter of Offer (Exchequer Revenue)
Members were advised that a Letter of Offer to the sum of £41,526, for the
above named programme had been received from Sport NI. Last year
was the first occasion funds had been made available to the Council from
Sport NI through the programme to support a small grant scheme for local
sports clubs and organisations. Members agreed to accept the award as
set out in the Letter of Offer.

5.4

Special Meeting of the Leisure & Community Development Committee

Members were advised of the intentions to hold a Special Meeting of the Leisure &
Community Development Committee later this month. The purpose of the Special
Meeting is to consider reports in regard to the following:





Report arising from the Notice of Motion in the name of the Deputy
Mayor, Councillor H Legge agreed by Council at the Monthly Meeting
held on 22nd May, 2018. Members were reminded that having agreed
to support the Notice of Motion in relation to the waiving of interment
fees for anyone under the age of 18, should be referred to the Leisure
& Community Development Committee for consideration of detailed
arrangements
A further report taking forward the recommendations contained within
the Review of the Museum Service considered by Members at the
Special Meeting of the Committee held in March
Any urgent matters requiring consideration before the suspension of
Monthly Committee meetings over the July & August holiday period

It was noted the date & time of the Special Meeting remained to be finalised and
Members agreed that consultation with the new Chairman should take place in this
regard.
5.5

Community Facilities: Council Support

Members were advised that the Council provides annual revenue support of
£25,000 per annum to Maghaberry Community Centre, Hillsborough Village
Centre and Laganview Enterprise Centre arising from a former Lisburn City
Council satellite community centre policy. This funding was to ensure the
continuing sound maintenance and effective use of the asset.
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On the merger of the two former Councils the new Lisburn & Castlereagh City
Council inherited two separate methods of operating community centres and
facilities. Members were also advised that the Council, in recent years, had
assisted with the development of two further community facilities at Hillhall and Old
Warren, where both assets are owned by the Council but leased to community
organisations to operate in the interest of protecting the Council’s assets, and
ensuring continuing effective use.
It was agreed that a detailed report to assist in the consideration of both the
adoption of a preferred community centre operating model and the proposal of an
annual revenue contribution for the two additional facilities, be brought forward to
the Committee for consideration at its meeting in September 2018.
5.6

Department for Communities: Community Festivals Fund – Response
from the Department

Members were reminded that at the last meeting of the Committee it was
requested that the Director write to the Permanent Secretary within the
Department for Communities setting out the Council’s concerns in relation to the
delay in issuing Letters of Offer to Council in regards to the Community Festivals
Fund.
Members noted a copy of the response received from the Department for
Communities dated the 14th May, 2018, which confirmed the release of Letters of
Offer to Councils in respect of the Community Festivals Fund. Members further
noted that following discussion of this issue at the recent Council meeting it had
been agreed a further letter be sent to the Permanent Secretary in this regard.
5.7

Report from the Head of Service (Parks & Amenities)

It was proposed by the Vice Chairman, Councillor R Walker, seconded by
Councillor A Givan and agreed that the report and recommendations of the Head
of Service (Parks & Amenities) be adopted, subject to any decisions recorded
below.
Items for Decision
5.7.1

Carryduff Greenway: Project Update & Presentation from
Advantage NI

The Head of Service (Parks & Amenities), with the aid of powerpoint provided a
presentation on the Carryduff Greenway regarding the vision, benefits, proposals
of future zones and the challenges ahead. Following the presentation the Head of
Service (Parks & Amenities) responded to a number of questions from Members:



Approval being sought from the nearby schools’ play park.
Challenges faced in regards to Zone Two.

Members noted the rationale and intention to deliver the project in stages and
liaison would continue with necessary stakeholders and it was agreed that
Members would be kept up to date with the ongoing progress of this project.
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During consideration of this item Councillor A McIntyre left the meeting at 6.17 pm
and returned at 6.20 pm.
5.7.2

Proposal to Host and Sponsor the 2019 International Cross
Country Race at the Billy Neill Soccer Centre of Excellence

The Head of Service (Parks & Amenities) reminded Members that, at the March,
2017 meeting of the Committee, they had considered a request from Athletics NI
to host and sponsor an International Cross County event at Billy Neill Soccer
Centre of Excellence in 2018. Members were further reminded that there was no
provision in the 2017/18 Financial Estimates and therefore Members resolved to
hosting the event in January 2019, which allowed the Council to make the
appropriate budgetary provision.
Members were provided with a proposal from Athletics NI, requesting financial
support from the Council to the value of £15,000, plus a further £3,000 of in-kind
costs in the form of venue hire, use of barriers and portaloos.
After consideration it was agreed to recommend that the Council host and sponsor
the International Cross Country event at Billy Neill Soccer Centre of Excellence on
Saturday 19th January, 2019 to the value as stated above and approved that
Officers progress by a formal Letter of Offer to Athletics NI. It was also
recommended that this event should be tested on its success prior to considering
any longer term commitment to support the event.
5.7.3

Bleacher Seating

The Head of Service (Parks & Amenities) reminded Members that, at the April,
Meeting of the Committee, they were advised that the Council’s bleacher seating
had been deemed to have reached the end of its useful life following a H&S
structural inspection. It was also agreed that a further report would be brought
back to the Committee outlining the current usage of the seating by the Council
and other groups and the costs involved in either purchasing replacement seating,
or alternatively hiring seating as and when required.
Members were provided with a copy of the report on comparative costs and
agreed not to replace the seats but to recommend the option of hiring such seating
on an as and when required basis.
5.7.4

Grass Cutting Services

Members were advised that the Council has for a number of years provided a
grass cutting service on behalf of the Department for Infrastructure [Roads] at a
number of sites owned by the latter organisation within the Council area. The
Department for Infrastructure [Roads] has advised the Council it will no longer
remunerate the Council for this service. Members were provided with a more
detailed report to consider the impact this service has on the Parks & Amenities
Unit’s ability to provide quality service to the Council’s own facilities; and the
associated options moving forward as laid out in the report before deciding how to
progress this matter.
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Following a lengthy discussion on this matter it was agreed that contact should be
made with the Department for Infrastructure [Roads] for further discussion on the
issue. The impact on the budgets were also noted.
During discussion of the above item, the Deputy Mayor, Councillor H Legge left
the meeting at 6.28 pm and returned at 6.32 pm
5.7.5

Queen Elizabeth II Playing Fields – Fun Fair Request

Members agreed to decline the request received to operate a Fun Fair and
amusements at Queen Elizabeth II Playing Fields during the summer holiday
period.
5.7.6

Play Park Updates
(a) Refurbishment Programme

Members received an update from the Head of Services (Parks & Amenities)
regarding the refurbishment programme to Play Parks at Queen Elizabeth II
Playing Fields, Moat Park, Colby/Newton Park, Hillhall, Edgar Avenue and
Lambeg and were informed that the Play Park refurbishment programme had
slipped slightly and that work on site is anticipated to start at the end of November
2018, with a completion date of 12 April, 2019 in time for opening ahead of the
Easter holidays.
Members at the meeting highlighted concerns raised by residents in relation to the
delay in the refurbishment programme and after consideration it was agreed that
the Director consult with the Corporate Management Team and an update on this
matter to be brought back to the next meeting of the Committee.
(b) Tonagh – Potential Play Park
Members were reminded that at the March 2018 meeting of the Committee it was
agreed, an LPS valuation be sought for the purchase of an area of land currently
owned by NIHE for the possible development of the above. The valuation remains
valid for six months from the inspection date 05/05/2018, and are as follows:
(i)
(ii)

Freehold transfer - £30,000
Leasehold [25yrs] - £18,500

The valuations assume a restriction to recreational use which will be included in
any associated land transfer documents. Members were advised that it would be
a period of time before the scheme could proceed, as both planning approval and
financial provision in the Council’s Investment Programme would be required.
After consideration of both options, it was agreed to recommend to proceed with
the option of Freehold transfer.
Councillor J Palmer left the meeting at 6.43 pm and returned at 6.44 pm.
5.7.7

Britain in Bloom 2018 – Hosting of Delegates
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It was agreed to recommend the approval of £500 expenditure for a light lunch
reception at Hillsborough Castle, to host visiting delegates attending the 2018
Britain in Bloom Awards on Sunday, 21 October, 2018.
5.7.8

Requests for Community Use of Facilities

It was agreed to recommend the approval for community use of Council facilities
and associated infrastructure support to the following community groups:



Glenavy FC at Aghalee Playing Fields on Saturday 21 July, 2018 to host a
family fun day incorporating the Village Hall with minor infrastructure
support with barriers.
Charity Request at Billy Neill or Moat Park in June, 2019 to host a charity
cycle / family fun day and food vans in aid of Crohns and Colitis with the
support of the use of car park, changing rooms and 1 x football pitch.
5.7.9

Bells Lane Allotments

Members were provided with an update on the progression of the Bells Lane
Allotments Improvements Project as detailed in the Head of Services (Parks &
Amenities) report.
Members noted that the Leisure & Community Development Committee has
delegated authority on this matter due to associated grant deadlines.
Members were also provided with, and noted the contents of the Economic
Appraisal regarding improvements to the Council’s Bells Lane Allotments, and it
was agreed to recommend acceptance of the Economic Appraisal. It was further
agreed to recommend that approval be given to Officers to progress the
implementation of Phase 1 of the concept plans for Bells Lane Allotments, with
50% funding for Phase 1 to be provided from an adjustment to the Leisure &
Community Capital Investment Schedule.
Councillor T Mitchell left the meeting at 6.45 pm and returned at 6.49 pm.
5.7.10 Retrospective Approval – Canal Boxing Club
Members agreed to provide retrospective approval for a financial contribution of
£1,000 to Canal Boxing Club towards the costs associated with the boxing
entertainment at the Mayor’s Family Fun Day in Wallace Park on Saturday 12
May, 2018.
5.7.11 Christmas Lights Switch on Event and Festival of Lights 2018
It was agreed to recommend approval for the “Switch On” Event in the City Centre,
taking place on Thursday 22 November, 2018.
Item for Noting
5.7.12 Drumbo FC – Licence Agreement

564

Agenda

LCD 05.06.2018
Members noted that the Licence Agreement between Drumbo FC and the Council
to rent the land at Drumbo Playing Fields would expire on 30 June, 2018. The
Club had paid for and installed a pavilion on the site and Club representatives
have confirmed that they wish to terminate the licence, albeit they have yet to
decide whether they will leave the building “in situ” or have it removed. Members
noted the loss of future rent to the Council from the Financial Estimates 2018/19
and agreed that Officers would provide Members with a further report on the
Club’s intentions regarding the Pavilion as soon as the Club’s position is clarified.
5.7.13 Mayor’s Parade and Family Fun Day 2018
Members noted the feedback provided from The Mayor’s Parade and Family Fun
Day, which took place on Saturday 12 May, 2018. The event attracted large
crowds, with 10,469 being recorded in Wallace Park alone.
5.7.14 Park Life Programme
Members were provided with a final draft programme regarding the Park Life 2018
Programme which is being delivered over the summer period in Wallace Park,
Moat Park and Moira Demesne. It was noted the programme has been extended
to Moria Demesne, on Saturdays only during the month of July.
5.7.15 Summer Bedding Plant Displays
Members were reminded of the previous decision of the Environmental Services
Committee to approve the summer bedding plant floral displays to depict the
Charities of the outgoing Mayor, and that this Committee had approved the
displays for summer 2018. Since that decision, Hillsborough has once again been
nominated to represent Northern Ireland in Britain in Bloom and Officers
recommended an associated display at the Hillsborough Roundabout. In addition
Members have also subsequently agreed to hold the Wallace Bi-centenary
musical concert in Wallace Park.
In light of the above Members noted that the floral display plans for summer 2018
have been amended to accommodate both events and the intention to place the
new Mayor’s charity at the Lagan Valley Island site in the Autumn.
5.7.16 Balmoral Show 2018
Members noted the success of the Grounds Maintenance Section in achieving the
‘Best Trade Stand not showing equipment or food’ Award at the Balmoral Show.
For the information of Members, photos of the floral display depicting a 3D train to
celebrate the Translink Ulster in Bloom competition and NI Railways 50th
Anniversary were circulated.
Verbal Item
5.7.17 Vandalism at Moria Demesne
The Head of Services (Parks & Amenities) reported that an incident of vandalism
had occurred at Moria Demesne, whereby a number of trees recently planted by
children from Meadowbank Primary Special School, had been snapped in two.
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The incident occurred at 11.30 pm on Monday night and is being investigated by
the police.
5.7.18 2018 Ulster Grand Prix
Members were advised that a brochure of the Ulster Road Racing In Focus,
Spring 2018 Issue had been provided to Members.

5.8

Report from the Head of Service (Culture & Community Services)

It was proposed by Alderman S Martin, seconded by the Vice-Chair, Councillor R
Walker, and agreed that the report and recommendations of the Head of Service
(Culture & Community Services) be adopted, subject to any decisions recorded
below.
Items for Decision
5.8.1

2018 – 2020 Community Christmas “Switch On” Funding Policy

Members were provided with a copy draft of the revised ‘Community Christmas
Switch on Events – Funding Policy 2018 – 2020 and summary of the amendments
made had been detailed in the Head of Services (Cultural & Community Services)
report.
Following a lengthy discussion, it was proposed by Councillor S P Porter,
seconded by Councillor N Anderson and agreed that the Funding Policy 2018 be
accepted. Alderman S P Porter, asked that Officers explore the introduction of a
further small grant scheme aimed at supporting Christmas celebrations in those
areas not covered by the “Community Christmas “Switch On” Funding policy.
Following discussion it was agreed Officers prepare a report on this matter for
consideration by the Committee in September 2018.
The Right Worshipful the Mayor, Councillor T Morrow left the meeting at 6.57 pm
and returned at 7.00 pm.
5.8.2

Committee Representation – Lisburn & Castlereagh Citizens
Advice

It was agreed that Councillor A Grehan and Councillor J Gray should represent the
Council on the Board of Lisburn & Castlereagh Citizens Advice for a further 12
months.
5.8.3

Review of Community Grant Schemes

Members were advised that this item would be deferred for consideration at the
forthcoming Special Meeting of the Leisure & Community Development
Committee.
5.8.4

Museum Accreditation
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Members were advised that this item would be deferred for consideration at the
forthcoming Special Meeting of the Leisure & Community Development
Committee.
5.8.5

Wallace High School – Musical Recital, Wallace Collection London

Members were reminded that representatives of Wallace high School would be
travelling to London on the 28 June, 2018 to perform a Musical Recital as part of
the Wallace Collection programme of events to mark the bi-centenary of the birth
of Sir Richard Wallace.
It was agreed to recommend that the Right Worshipful the Mayor, Chairman, Vice
Chairman, Director of Leisure & Community Wellbeing and Head of Cultural &
Community Services represent the Council at the event taking place at the
Wallace Collection, London.
It was further agreed on a proposal made by Alderman S Martin and seconded by
Alderman W A Leathem that delegated authority be provided to the Director and
Chairman to agree additional invitations to those Elected Members who had
previously been actively involved in the organisation of the overall Wallace Bicentenary Programme, but who would no longer be in office following the
forthcoming Council AGM.
Councillor N Anderson left the meeting at 7.00 pm, and the Deputy Mayor,
Councillor H Legge left the meeting at 7.01 pm.
5.8.6

Department for Communities – Community Support Programme

Members were provided with a copy of letter of variance from the Department for
Communities in respect of additional funding awarded to the Council for Advice
Sector Support for Welfare Reform, totalling £56,629.04, and advised that this
funding is ring fenced to the Council’s Advice provider [Lisburn & Castlereagh
Citizens Advice].
Members agreed to recommend the letter of variance in the revised sum of
£56,629.04 from the Department for Communities to the Council, under the
Community Support Programme, in respect of Welfare Reform be accepted.
Items for Noting
5.8.7

Armed Forces Covenant Action Plan – Year 1 Progress Report

Members were reminded that at the June 2017 meeting of the Committee, the
Council signed the Armed Forces Covenant, undertaking to promote effective
communication, collaboration and support for our Armed Forces Community and
that the Council committed to the development of an action plan to address the
key objectives of the covenant, as detailed in the report.
Members were provided with and noted the contents of the action plan that has
been operational for 12 months and a report which outlined the progress made
against the action plan from across the organisation.
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5.8.8

Seeding Grant Application – Community Dementia Care NI

Members noted the successful seeding grant application received from
Community Dementia Care NI under the Council’s Seeding Grant Scheme.
5.8.9

Funding to Citizens Advice Northern Ireland

Members noted the contents of the letter from the Department for Communities
dated 3rd May, 2018, regarding its decision not to fund Citizens Advice Northern
Ireland for 2018/19.
5.8.10 Glenavy Community Hub - Update
Members noted that HBK Architects had been appointed to review the site on
Main Street, Glenavy and have arranged to meet with members of the community
through the inter-agency group on Monday 11 June, 2018. An update report will be
produced and brought back to the Committee at a future meeting.
Verbal Item
5.8.11 The Executive Office – District Council Good Relations
Programme 2018 - 2019
The Head of Service (Cultural & Community) verbally advised Members of the
recent receipt of a formal Letter of Offer from the Executive Office in respect of an
award to the Council under the District Council Good Relations Programme 2018 –
2019. The award was in the sum of £125,958.10, which Members noted was
slightly less than the sum requested. The Head of Service confirmed however that
despite this small reduction, the full agreed Action Plan could still be delivered.
It was agreed to recommend the Letter of Offer made in the above sum under the
District Council Good Relations Programme be accepted.
5.9

Report from the Head of Service (Sports Services)

It was proposed by Councillor J Gallen, seconded by Alderman S P Porter, and
agreed that the report and recommendations of the Head of Service (Sports
Services) be adopted, subject to any decisions recorded below.
Items for Decision
5.9.1

Dundonald International Ice Bowl: Purchase of Ice Resurfacing
Machine

Members were provided with background information and a business case in
relation to the need for a new ice resurfacing machine to be purchased for
Dundonald International Ice Bowl.
It was agreed to recommend approval to the procurement of a new Ice
Resurfacing Machine for use at Dundonald International Ice Bowl, it being noted
the Ice Resurfacing Machine can be transferred to the new facility when
developed.
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5.9.2

Procurement of Leisure Management Software

Members having considered the recommendations provided in the report of the
Head of Service (Sports & Services) in relation to the procurement of the Legend
Leisure Management Software for installation across Sports Services and
potentially other Leisure and Community Wellbeing sites, agreed to approve the
procurement of the Leisure Management Software, subject to the completion of a
satisfactory business case.
Items for Noting
5.9.3

Lisburn Half Marathon/10k & Fun Run: Additional Costs
Associated with the Roads (Miscellaneous Provisions) Act
(Northern Ireland) 2010

Members noted the impact of the Roads (Miscellaneous Provisions) Act (Northern
Ireland) 2010, legislation that has recently been implemented which empowers
Local Councils with the responsibility of co-ordinating road closures for certain
events, including the Lisburn Half Marathon and 10K and Fun Runs.
This legislation has also coincided with the potential for the PSNI to charge for
their attendance at similar events, or indeed as in the case of the 2018 Lisburn
Half Marathon/10K & Fun Run, whilst not charging, to greatly reduce the
organisation’s manpower present on the night.
It was highlighted to Members that the Council as the event organiser must make
alternative arrangements with one of four designated contractors to ensure traffic
is controlled in such a manner as to minimise traffic disruption and risk to the
runners. This service creates considerable additional cost to the Council as it
requires the preparation of the Traffic Management Plan (year 1 only), advertising
of the road closures, and payment to the company implementing the Traffic
Management Plan. The additional cost for the 2018 event is estimated to be in the
region of £10,000.
Following a lengthy discussion Members agreed that a further report on this matter
be brought back to the Committee for further consideration following this year’s
Half Marathon, 10K and Fun Run, and a meeting scheduled to take place with the
PSNI in July.
5.9.4 Dundonald International Ice Bowl Contract with Belfast Giants
Hockey Team
Members were provided with, and noted the contents of, a copy of the
Sponsorship Agreement between Dundonald International Ice Bowl and The
Belfast Giants for the 2018/19 Season, The new Agreement mirror’s previous
agreements over the past number of years.
5.9.5 Sports Services financial Performance 2017/18
Members were provided with a breakdown of financial performance against
Budgeted Income and Expenditure across Sports Services, Facilities and
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Programmes for 2017/18. The breakdown indicated that despite the external
economic climate and more private competition, the Service continued to be
delivered in an efficient manner, with the performance of areas such as Bowling
and the Caravan Park at Dundonald International Ice Bowl, along with Lagan
Valley LeisurePlex benefiting from recent capital investment.
The Chairman, Alderman J Tinsley, commended the Head of Service and team
and asked that these sentiments be conveyed to the staff in the facilities
concerned.
Verbal Item
5.9.6

Lisburn & Castlereagh Summer in the City 2018

Members were provided with a copy of the Lisburn & Castlereagh Summer in the
City 2018 Scheme Guide and noted that the LeisurePlex scheme was fully booked
out on the first day of registration.

6.

Confidential Report from the Director of Leisure & Community Wellbeing
The Chairman advised that the reasons for confidentiality were as set out in the
agenda, ie:









Echliniville Distillery: Request to use Council Owned Images (confidential
due to information relating to the financial or business affairs of any
particular company (including the Council holding the information)
Sports Services Catering Provision (confidential due to information relating
to the financial or business affairs of any particular company (including the
Council holding the information)
Lagan Valley Leisureplex – Review of Leisure Assistant Provision and
Shift Patterns (confidential due to information relating to any consultations
or negotiations, or contemplated consultations or negotiations, in
connection with any labour relations matter arising between the Council or
a Government department and employees of or office holders, under the
Council
Tender Report in Regard to the Provision of Soft Drinks Vending within
Lisburn & Castlereagh City Council: Tender Evaluation Report – Soft
Drinks Vending (confidential due to information relating to the financial or
business affairs of any particular company (including the Council holding
that information)
Peace IV Programme: Consideration of Tender Report (confidential due to
information relating to the financial or business affairs of any particular
company (including the Council holding the information)
Maghaberry: Developing Place, Sharing Space Fund Grant Competition –
Legal Advice (confidential due to information in relation to which a claim to
legal privilege could be maintained in legal proceedings
Ulster Grand Prix Bike Week 2018: Letter of Offer to Dundrod & District
Motor Cycle Club (confidential due to information relating to the financial
or business affairs of any particular company (including the Council
holding the information)
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Tender for Pedestrian and Cycle Paths at Billy Neill Soccer Centre of
Excellence (confidential due to information relating to the financial or
business affairs of any particular company (including the Council holding
the information)
Wallace Park – Musical Event 25 August 2018 (confidential due to
information relating to the financial or business affairs of any particular
company (including the Council holding the information)
Recruitment of Frontline Posts (confidential due to information which is
likely to reveal the identity of an individual)
Bonfire Inter-Agency Meeting (confidential due to information which is
likely to reveal the identity of an individual)
Absence Report (confidential due to information which is likely to reveal
the identity of an individual)

“In Committee”
It was proposed by Councillor T Mitchell, seconded by Councillor A McIntyre, and
agreed that the confidential report of the Director of Leisure & Community
Wellbeing be considered “in Committee”, in the absence of members of the press
and public being present.
It was agreed by Councillor A McIntyre, seconded by Councillor A Givan that the
confidential report and recommendations of the Director of Leisure & Community
Wellbeing be adopted, subject to any decisions recorded below and other items
noted:Items for Decision
6.1

Echliniville Distillery: Request to Use Council Owned Images

Members noted the request from Echliniville Distillery as detailed in the report and
agreed that following discussion with the Council’s Marketing & Communications
Unit, a further meeting should take place with the company, before a subsequent
report is brought back to a future meeting of the Committee for consideration.
6.2

Sports Services Catering Provision

Members having been provided with background paper and associated
recommendations in relation to the provision of Catering Services within Sports
Services, it was agreed to recommend that approval be given to Officers to
progress the consolidation of the catering contracts at Lagan Valley LeisurePlex,
Castlereagh Hills Golf Course and Dundonald International Ice Bowl into one
contract with an anticipated contract start date of 1st April 2019. It was further
agreed the existing contracts at Lagan Valley LeisurePlex and Castlereagh Hills
Golf Course be extended to 31st March, 2019 to facilitate this process. It was also
noted that additional expenditure would be required at Dundonald International Ice
Bowl to upgrade the existing catering facilities as part of the contract process.
6.3

Lagan Valley Leisureplex – Review of Leisure Assistant Provision and
Shift Patterns
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Members noted the review provided which outlined the proposed changes and
rationale regarding shift changes at Lagan Valley LeisurePlex, and agreed to
recommend that these be approved and that appropriate discussions are initiated
with Human Resources and where applicable, with Trade Unions.
Councillor B Bloomfield left the meeting at 7.32 pm and returned at 7.35 pm.
6.4

Tender Report in Regard to the Provision of Soft Drinks Vending within
Lisburn & Castlereagh City Council: Tender Evaluation Report – Soft
Drinks Vending

The Committee was provided with copy of the tender report and noted the award
of the tender for the provision of Soft Drinks Vending within Lisburn & Castlereagh
City Council as set out in the report.
6.5

Peace IV Programme: Consideration of Tender Reports

The Committee having been provided with a copy of the tender reports and noted
that the tenders were assessed by panels comprising of Local Peace Partnership
members and Council officers, agreed to recommend that the recommended
awards under those Peace IV themes as listed in the Director’s report be
accepted.
6.6

Maghaberry: Developing Place, Sharing Space Fund Grant Competition –
Legal Advice

Members were reminded that at the April 2018 Committee Meeting a report and
recommendations in regards to the above was considered. Members had agreed
that legal advice should be obtained on the Council’s freedom to “top up” the fund
on the basis that this might establish a precedent.
It was agreed to recommend that approval be given to Officers progressing the
letter of offer to the successful applicants on the basis of the total funding award
as set out in the Directors report.
6.7

Ulster Grand Prix Bike Week 2018: Letter of Offer to Dundrod & District
Motor Cycle Club

Members were provided with a proposed Letter of Offer from the Council to the
Dundrod & District Motor Cycle Club which set out the terms of the Council’s
support for the Ulster Grand Prix Bike Week event in 2018, following discussions
with the UGP Sub Committee on 10 May 2018.
Members noted that the Leisure & Community Development Committee had been
provided with delegated authority in relation to this matter.
Following consideration Members agreed to:


Approve the waiving of the rent applied to the lands under lease from the
Council to the Dundrod & District Motor Cycle Club at the Dundrod Pits area
in years 2017, 2018 and 2019.
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6.8

The Letter of Offer to the Dundrod & District Motor Cycle Club setting out
the terms of the Council’s support for the Ulster Grand Prix Bike Week
event in 2018.
Tender for Pedestrian and Cycle Paths at Billy Neill Soccer Centre of
Excellence

Members were advised on the progress of the tender for the Pedestrian and Cycle
Paths at Billy Neill Soccer Centre, it was agreed to recommend that the tender
report be approved as outlined in the Director’s report.
6.9

Wallace Park – Musical Event 25 August 2018

Members considered a request to stage the above event in Wallace Park, Lisburn.
It was agreed that further clarity was required on a number of issues and it was
agreed that Officers would meet the promoter of the event before providing a
further report for the consideration of Members at the forthcoming Special Meeting
of the Committee.
Alderman S P Porter, left the meeting at 7.45 pm.
6.10

Recruitment of Frontline Posts

The Committee agreed to recommend the approval of the recruitment of the posts
as outlined in the Directors report.
Items for Noting
6.11

Bonfire Inter-Agency Meeting

Members noted a copy of the Draft Minutes from the Bonfire Inter-Agency meeting
held on 9th May, 2018.
6.12

Absence Report

Members noted the information detailing the most recent rolling report on
Departmental absenteeism.
“Resumption of Normal Business”
It was proposed by Alderman W A Leathem, seconded by Councillor J Gallen and
agreed to come out of Committee and normal business was resumed.
7.

Any Other Business
7.1

Letter of Condolence
Alderman W A Leathem

It was proposed by Alderman W A Leathem, seconded by Councillor T Mitchell
that a letter of condolence be sent from The Right Worshipful the Mayor,
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Councillor T Morrow to former Alderman and Freeman of the City Mr I Davis, on
the passing of his son.
The Chairman, Alderman J Tinsley advised the Committee that the AGM had been
rescheduled to commence at 2.00 pm, to allow for Members attending the funeral.
7.2

Bereavements
Alderman J Tinsley

The Chairman, Alderman J Tinsley expressed his condolences to a member of the
Department’s staff, who recently had lost both parents within two days.
7.3

Response from Mencap
Councillor J Gallen

Councillor J Gallen enquired if there was an update in regards to partnership
arrangements with Mencap in relation to community use of the Mencap building at
Newtownbreda.
The Head of Services (Cultural & Community Services) confirmed that Officers
had liaised with Mencap and utilised facilities, but no formal arrangement has been
put in place.
Conclusion of the Meeting
At the conclusion of the meeting, the Chairman, Alderman J Tinsley, thanked the
Director, Heads of Services, and Members of the Committee for the support they have
afforded him during his term as Chairman. He stated that he appreciated their hard
work and commended them on the fantastic opportunities they brought forward to the
Council. Councillor A Grehan extended her thanks on behalf of the Committee to the
Chairman for his contribution to the Committee.
There being no further business, the meeting concluded at 7.52 pm.

Mayor/Chairman
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LISBURN & CASTLEREAGH CITY COUNCIL
SPECIAL MEETING OF THE LEISURE & COMMUNITY DEVELOPMENT
COMMITTEE 1st AUGUST 2018

REPORT BY DIRECTOR OF LEISURE & COMMUNITY WELLBEING

PURPOSE AND BACKGROUND
The purpose of this report is to set out for Members’ consideration a number of
recommendations specifically relating to the operation of the Council.
The following items are for decision:
1. In line with the decision taken at the Council Meeting on 22nd May
2018, Members are asked to consider arrangements to support
the waiving of child burial charges
2. To agree a request that Council provide delegated authority to the
Committee at its October meeting to receive the tender report and
agree the award of the tender for the construction of a footbridge
on the Comber Greenway adjacent to Dundonald International Ice
Bowl
3. To approve updated policies, procedures & protocols to allow
progression of the renewal of Museum Accreditation in respect of
the Irish Linen Centre/Lisburn Museum
4. To approve the Minutes of Meetings of the Lisburn & Castlereagh
Peace IV Partnership held on 21st May & 18th June 2018
5. To approve Service Level Agreements being put in place in
relation to two projects within the Council`s Peace IV Action Plan
being delivered by the Council
6. To agree the Terms of Reference for the Review of Community
Grant Schemes
The following items are for noting:
7. To note correspondence from the Department for Infrastructure in
regard to Strategic Greenways
8. To note awards made under the Council`s Community Bursary
Scheme
9. To note arrangements for the forthcoming “Tackling Housing
Challenges” Conference being held at Lagan Valley Island on 19th
September 2018

DLCW Report

ITEMS FOR DECISION

1. CHILDREN’S FUNERAL FUND: BURIAL CHARGES
At the meeting of Council held on 22 May 2018, Members approved in
principle the following Notice of Motion presented by the then Deputy Mayor,
Councillor Legge:
“That this Council, recognizing that under the terms of the Children’s Funeral
Fund, Councils in England and Wales do not charge parents the cost of
burials or cremations, agrees to waive all Council charges and costs relating
to those services for children up to the age of eighteen”.
Members further agreed at the above meeting that the matter be referred to
the Leisure & Community Development Committee for detailed consideration.
At the above meeting the Permanent Secretary’s advice was noted namely,
that in the absence of the Assembly and a Minister to consider similar
provisions in Northern Ireland, Councils had the option of introducing
discretionary arrangements to waive their burial or cremation fees for children.
To assist Members in considering the implementation of the Motion the
following statistics are provided by way of background:
a. There have been 2 under 18 burials in the last 3 years costing around
£320 for each interment.
b. The Council already operates a policy whereby it charges the same fee
for ashes and infants/still born infants up to 12 months old. The
frequency of these has been:
2015-16

5

2016-17

8

2017-18

8

Fees for 2018/9 are as follows for the above
Residents £89.00

Normal rate would be £320.00

Non residents £179.00

Normal rate would be £1179.00

It should be noted that if the interment occurred at the Weekend/Public
Holiday there is an extra £240.00 cost
In implementing the Motion, Members are recommended to do so on
the following basis:
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i.
ii.

iii.

The Council waives the cost of interment (opening the grave) for
all children under the age of eighteen on the day of death.
The policy only applies to Lisburn & Castlereagh City Council
residents: ie the child must normally have been a resident on the
date of death.
The policy whereby the Council charges the same fee for ashes
and infants up to 12 months old for non-residents continues.

For clarity, the policy does not include:
iv.
v.
vi.

Any associated fees or charges levied by the Funeral Director or
third parties.
The cost of purchasing a plot as each grave can hold multiple
future adult burials.
Any subsidy towards a cremation should parents chose this
option but would apply to the subsequent burial of ashes.

Recommendation
It is recommended that Members agree to waive Council burial charges and
costs relating to those services for children up to the age of eighteen, on the
basis set out above.

2. COMBER GREENWAY: CONSTRUCTION OF PEDESTRIAN BRIDGE:
REQUEST FOR DELEGATED AUTHORITY FROM COUNCIL TO
CONSIDER THE ASSOCIATED TENDER REPORT AND AGREE THE
AWARD OF CONTRACT
Members have previously agreed to progress the above project which is being
assisted by funding from the Department for Infrastructure [DfI].
The tender for the Comber Greenway pedestrian bridge will be returned and
evaluated in September. In order to enable progression of the tender award
and project delivery by the funding deadline from DfI, Members are asked to
agree to request delegated authority from Council to the Leisure & Community
Development Committee to allow consideration of the associated Tender
Report and to agree the award of the tender at the October meeting of the
Committee.
Recommendation
It is recommended that Members approve a request to Council to grant
delegated authority to the October meeting of the Leisure & Community
Development Committee in order to consider the Tender Report and to agree
award of the contract for the construction of the Comber Greenway pedestrian
bridge.
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3. MUSEUM ACCREDITATION RENEWAL
Members are advised that to allow it to retain its status as a registered museum
and thereby participate in inter museum exchange of artefacts to support
exhibitions, and maintain standard protocols around object acquisition, the Irish
Linen Centre/Lisburn Museum is required to maintain museum accreditation.
This requires adherence to a range of policies, and protocols and these must
be reviewed and updated on a regular basis. Officers have recently submitted
an application for the renewal of Museum Accreditation, in line with the revised
UK’s Collections Management Standard SPECTRUM 5.0.
To ensure compliance with the revised standard, the Museum is required to
update its suite of procedures, in relation to;











Object Entry
Acquisition and accessioning
Location and movement control
Inventory
Cataloguing
Object Exit
Loans in
Loans Out
Documentation planning

In addition the following polices also require updating,






Access policy
Collections Development Policy
Environmental Sustainability Policy
Documentation Policy
Care and Conservation Policy

Copies of the updated policies and procedures are attached at Appendix 1 for
Members consideration and approval.

Recommendation
Members are recommended to approve the updated policies, procedures and
plans to allow for the progression of Museum Accreditation.
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4. LISBURN & CASTLEREAGH LOCAL PEACE IV PARTNERSHIP –
MINUTES OF MEETING
Attached at Appendix 2 & Appendix 3 for the approval of Members are copies
of the Minutes of the meetings of Lisburn & Castlereagh Local Peace IV
Partnership held on 21st May 2018 and 18th June 2018.
Recommendation
Members are asked to approve the Minutes of the meetings of Lisburn &
Castlereagh Local Peace IV Partnership held on the 21st May 2018 and 18th
June 2018.
5. PEACE IV – COUNCIL DELIVERED PROJECTS
Members are advised that two of the projects listed within the Council’s Peace
IV Action Plan are to be directly delivered by the Council through the
establishment of Service Level Agreements, namely;

-

The Garden of Reflection, Moat Park – Up to £20,000
Ballybeen Pitch Development, Dungoyne – Up to £161,037
Copies of the respective SLA`s are attached for the consideration of Members
at Appendix 4 & Appendix 5. In line with good governance Members are
recommended to approve the SLA’s in relation to the above Council delivered
projects.
Recommendation
Members are recommended to approve the progression of Service Level
Agreements in respect of the two Council managed Peace IV projects.

6. REVIEW OF COMMUNITY GRANT SCHEMES
Members will recall the decision taken at the May meeting of the Committee for
Officers to develop a Terms of Reference for the appointment of an
independent consultant to review, evaluate, streamline and develop a
consistent approach to grant aid management, with a view to reduce any
unnecessary bureaucracy for groups when accessing Council Community
Grant Schemes.
Attached at Appendix 6 is a copy of the draft terms of reference for Members
consideration.
Recommendation
Members are recommended to consider the detail of the Terms of Reference
for the review of Council Community Grant Schemes.
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ITEMS FOR NOTING

7. STRATEGIC GREENWAYS
At the official re-opening of the Comber Greenway on Thursday 7 June 2018
attended by the then Chairman of the Leisure & Community Development
Committee, the Mayor, and Deputy Mayor, discussion took place with the
relevant Permanent Secretary over a number of interventions that the
Department for Infrastructure (DfI) might be asked to consider, which would
greatly enhance the Council’s strategic vision for the Greenways in its area.
Following this meeting, a letter was sent to the Permanent Secretary
encapsulating the discussion. The letter can be found at Appendix 7.
Members attention is also drawn to the response from the Permanent Secretary
dated 20 July 2018, a copy of which is appended at Appendix 8
Recommendation
It is recommended that Members note the contents of the letter sent to the
Permanent Secretary in regard to strategic greenways within the Council
area, and his subsequent response.

8. COMMUNITY DEVELOPMENT BURSARIES 2018/2019
Members are reminded of the Council’s Community Development Bursaries
scheme, delivered through the Community Support Team. The aim of the
scheme is to provide financial assistance, up to £1,000, to support individuals
to access high level educational courses with a Community Development focus,
with a view to increasing their skills and capacity and in turn strengthening their
work locally within their community.
The 2018 / 2019 bursary scheme opened for applications during the spring
2018 period via public adverts, e-zine communication and information
dissemination through our Community Support Team. At the closing date 4
applications were received and assessed. The outcome of the assessments
are detailed below;

Successful applications
Group
Ballymacash
Regeneration Network
TADA
Seymour Hill & Conway
Community Association

Course
Communication, Presentation and Public Speaking
BA in Professional Development in Leadership and
Management
Advanced Diploma in Social Enterprise
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Unsuccessful applications
Group
Halftown Residents
Association

Course
City & Guilds Level 3 Diploma in
Cookery

Reason
Course did not have a
Community Development
focus.

Recommendation
Members are asked to note the awards under the Community Development
Bursary scheme.

9. TACKLING HOUSING CHALLENGES TOGETHER – CONFERENCE – 19TH
SEPTEMBER
Members are advised that the Council, through its Housing Forum Group, are
collaborating with Housing Rights and Supporting Communities NI in hosting a
housing focused conference entitled ‘Tackling Housing Challenges Together’.
The Conference will take place on 19th September 2018 at Lagan Valley Island
and will focus on embracing the opportunity of Community Planning to realise
better housing outcomes.
Attached at Appendix 9 is a copy of the information flyer in relation to the event,
which provides Members with further information in regards to the focus and
speakers for the event.
The costs of the event is £99 per delegate, however the Council will be provided
with complimentary places to enable the attendance of;
-

The Mayor
Chairman of the Leisure & Community Development Committee
Chairman of the Lisburn & Castlereagh Housing Forum

The Committee is asked to consider whether it wishes to nominate any other
Members to attend at the cost indicated above.
Recommendation
Members are asked to note the details of the Tackling Housing Challenges
Together Conference, and consider whether it wishes to nominate any other
Members to attend.

James D Rose
Director of Leisure and Community Wellbeing
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Appendix 1
Irish Linen Centre & Lisburn Museum
Lisburn and Castlereagh City Council
Council approved date:

Review Date: December 2022

Introduction
The Irish Linen Centre and Lisburn Museum is an accredited museum, the UK
Museum Accreditation scheme is managed by Arts Council England, in conjunction
with the Northern Ireland Museums Council.
The current accreditation scheme focuses on three significant aspects of managing a
museum:
Corporate governance and organisational health
Collections Management
Users and their experiences

If the museum was not accredited, the museum would not be eligible for grants or be
apply to other museums and public institutions for the loan of objects.
Re- accreditation takes place every three years, there is no accreditation fee.
As significant part of managing a museum is collections management. In 2017 there
was a significant review of the Collections Trust UK Collections Management
Standard - SPECTRUM.
As an accredited museum we are required to have in place nine of the 21 collections
management procedures encompassed in the standard:
These procedures are:










Object Entry
Acquisition and Accessioning
Location and Movement control
Inventory
Cataloguing
Object Exit
Loans In (Borrowing objects)
Loans Out ( lending Objects)
Documentation planning

1
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Lisburn and Castlereagh City Council
Council approved date:

Review Date: December 2022

For each procedure the museum’s governing body must approve a policy.
The Accreditation standard also requires three additional policies:




Care and Conservation
Access Policy
Environmental sustainability policy.

The Accreditation scheme requires there to be the following plans in place:
Documentation Plan
Care and Conservation Plan
Forward plan –attached is a supplementary report
The scheme requires that Lisburn and Castlereagh City Council, as the museum’s
governing body, approves the policies, procedures and plans.
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Irish Linen Centre & Lisburn Museum
Lisburn and Castlereagh City Council
Council approved date:

Review Date: December 2022

Receipt and deposit of Objects Policy
Scope of the policy
This policy governs the entry of objects into the Irish Linen Centre & Lisburn
Museum including: acquisitions, loans, donations, enquiries and other deposits
associated with exhibitions, displays, conservation, research, education,
photography and publication.
The adoption of this policy by the governing body, Lisburn and Castlereagh City
Council, is a requirement of the UK Museum Accreditation Scheme.
The Irish Linen Centre & Lisburn Museum’s definition of an object includes images in
multiple formats and any paperwork/documents considered as archival material.

Introduction
Objects may be received and deposited at the Irish Linen Centre & Lisburn
Museum for several reasons:
For inspection and assessment in considering the purchase of the object
For inspection and assessment in considering accepting the object as a
donation to the museum’s permanent collections
To receive the object on loan for a finite period
As an enquiry, whereby Museum service staff identify objects
Receive photographs to copy for the museums photographic collection

Authorisation level
Museum Reception staff, Assistant Keeper of Collections, Keeper of Collections,
Research Officer, Museum Service Manager, and Duty Officers are authorised to
receive object(s).
The authorisation to receive object(s) is limited to acknowledging receipt of the
object or group of objects.
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Irish Linen Centre & Lisburn Museum
Lisburn and Castlereagh City Council
Council approved date:

Review Date: December 2022

Objects may be received at reception when collections or Museum Service
Managerial staff are not available to examine or receive object(s). Museum
Reception staff or the Duty Officer will record all relevant information relating to the
depositor and the object(s) in the “Record of Deposit “ book.
Collections or Museum Service Managerial staff are responsible for the security,
inspection, and assessment of object(s) deposited.
The Museum Service Manager, Keeper of Collections or the Research Officer will
determine if objects should be received into the Museum’s Collections.

Conditions of Deposit
The Irish Linen Centre & Lisburn Museum will take the same care and precautions
for the protection of the item(s) deposited whilst they are in its custody, as it does for
those in its permanent collections.
Except in the case of negligence on the part of itself, its officers or employees, the
museum’s governing body, Lisburn and Castlereagh City Council, does not accept
liability for loss of or damage to, or deterioration in, the item(s) deposited.

Return of deposits - Enquiries and identification
It is the responsibility of the depositor to collect item(s) left as an enquiry or for
identification within 4 weeks of the date of deposit.
In the event of the item(s) not being collected within that period, the museum’s
governing body reserves the right to dispose of the item(s) as it thinks fit 3 months
after the date of deposit.

Return of deposits- Offers of loan, donations, objects for sale
The museum has a Collections Development policy, which limits those items, which
it may acquire. Not all offers of loans, donations or objects for sale can be taken up.
If the museum’s governing body or officers acting with delegated authority do not
accept an offer, the owner will be advised in writing. In the event of items not being
collected within 4 months of the date of receipt, the museum’s governing body
reserves the right to dispose of the item(s) as it sees fit.
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Irish Linen Centre & Lisburn Museum
Lisburn and Castlereagh City Council
Council approved date:

Review Date: December 2022

Opinion on objects disclaimer
Lisburn and Castlereagh City Council, its officers or employees, cannot accept any
responsibility whatsoever for an opinion that may be expressed on items submitted
for examination. Opinions may be given only the owner or to the owner’s
representative.

Valuation of Objects
Museum staff are not authorised to give valuations to assist in the disposal of private
property, or to express opinions regarding the merits of businesses, organisations or
institutions.

Statement of Ownership
The owner or depositor acting on behalf of the owner(s) must sign the “Record of
Deposit” confirming that they have undisputed title to the object(s) and the authority
to dispose of the items and transfer such title to the Irish Linen Centre & Lisburn
Museum.

Loans - Borrowing of objects
The “Record of Deposit “book acts as a first receipt for objects loaned to the
museum. Loan items will be subject to a separate loan agreement, to which
additional conditions including a specific return date, and agreed valuation will apply.
Loans are never accepted for an indefinite period, but may be renewed.

Special Conditions
Special conditions may be agreed between the museum and the owner/depositor;
these conditions should be recorded on a separate sheet, to which the
owner/depositor and an authorised museum representative must be signatories.

Costs incurred by the deposit of an object
The museum will not be liable for any costs incurred on receipt of the object unless
such costs are agreed as a special condition on receipt of the object(s)
7
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Policy Review procedures
This policy statement supersedes all previous and existing practices and policies,
formal and informal relating to the Receipt and Deposit of objects at the Irish Linen
Centre & Lisburn Museum.
This policy represents the aims and plans of the Museum’s governing body at the
time of its adoption in 2018 and as such will be subject to review as the museum
develops and /or to comply with the revision of the Collections Trust, collections
management standard - SPECTRUM. A policy review must take place prior to
December 2022
The Receipt and Deposit of Objects policy will be published from time to time, at
least once every five years.
The Northern Ireland Museums Council will be notified of any changes to the Receipt
and Deposit of Objects policy and the implications of any such changes on
collections management.
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Receipt and Deposit of Objects procedure.
Scope of the Procedure
This procedure relates to the entry of objects into the Irish Linen Centre & Lisburn
Museum including deposits associated with:





Acquisitions
Loans
Donations
Enquiries

and other deposits associated with:








Exhibitions
Displays
Conservation
Research
Education
Photography
Publication

Introduction
Objects may be received and deposited at the Irish Linen Centre & Lisburn Museum
for several reasons:
For inspection and assessment in considering the purchase of the object
For inspection and assessment in considering accepting the object as a donation to
the museum’s permanent collections
To receive the object on loan for a finite period
As an enquiry, whereby museum staff identify objects
Receive photographs to copy for the museums photographic collection
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Irish Linen Centre & Lisburn Museum
Lisburn and Castlereagh City Council
Council approved date:

Review Date: December 2022

Authorisation level
Museum Reception staff, Assistant Keeper of Collections, Keeper of Collections,
Research Officer, Museum Service Manager, and Duty Officers are authorised to
receive object(s).
The authorisation to receive object(s) is limited to acknowledging receipt of the
object or group of objects.
Objects may be received at reception when collections or Museum Service
Managerial staff are not available to examine or receive object(s). Museum
Reception staff or the Duty Officer will record all relevant information relating to the
depositor and the object(s) in the “Record of Deposit “ book.
The Duty Officer should transfer the object(s) to the Receiving room. The Receiving
room to be locked at all times.
Collections or Museum Service Managerial staff are responsible for the security,
inspection, and assessment of object(s) deposited.
The Museum Service Manager, Keeper of Collections or the Research
determine if objects should be received into the Museum’s Collections.

Officer will

Conditions of Deposit
The Irish Linen Centre & Lisburn Museum will take the same care and precautions
for the protection of the item(s) deposited whilst they are in its custody, as it does for
those in its permanent collections.
Except in the case of negligence on the part of itself, its officers or employees, the
museum’s governing body, Lisburn and Castlereagh City Council, does not accept
liability for loss of or damage to, or deterioration in, the item(s) deposited.

Creating a receipt and entry record
Preparation prior to receipt of an object (when The Irish Linen Centre & Lisburn
Museum knows in advance).
Liaise with depositor to clarify any specific terms and conditions (if different from the
standard).
Ensure all relevant museum staff have been briefed with relevant and appropriate
information.
Ensure that the object is in a fit state to be deposited into the custody of the
museum.
10
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Have a storage location available, preferably quarantining objects prior to condition
check.
Confirm that a condition check has been carried out on objects covered by the
Government Indemnity Scheme before transport.

Completing the ‘Record of Deposit’
Make a record of the object as soon as it arrives. Wherever possible obtain as much
information about a deposit before arrival.
If the depositor provides an inventory of the objects being deposited, this should be
checked for possible discrepancies and a list of objects to be deposited should be
agreed.
Museum staff should record information using the ‘Record of Deposit’ book.
The record should include:





















Entry number
Name, address and telephone number of the current owner (and depositor if
different).
Entry date
Brief comment on condition. If possible digital photographs should be taken.
Duty Officer can use their I phone.
A description of the object(s).
Entry reason e.g. donation, loan, identification, possible acquisition.
Entry method
Number of objects deposited.
Requirements of the owner (or depositor) including return details, and
confidentiality of information provided.
Note packing materials when necessary (may be an integral part of the object)
Agreed return date.
Signature of the owner (or depositor if different).
Name and signature of the museum staff who received the object.
Information on packing materials if necessary.
Field collection information where relevant.
Additional significant information such as:

Insurance details (including previously agreed valuation)
Field Collection information where relevant
A hazards note (e.g. chemical, radioactive).
Any legal/licence requirements (e.g. firearms licence).
11
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 Any associated rights (e.g. copyright).
 The owner’s asking price if it is being offered for sale.

Condition of the object
Curatorial staff should undertake a condition report for the object at the time of
deposit.
A condition report establishes the original condition of the object upon receipt.
A condition report also helps minimise risk to the existing collections of infestation by
invasive organisms (such as woodworm, mould).
The Museum Service Manager or Keeper of Collections shall determine if a risk
assessment should be carried out and also determine the scale of the condition
check.
If possible and wherever practicable record an image or images of the
object(s).

Prior to undertaking a condition report reference should be made to:





Previous condition checks and technical assessments carried out on the object.
Health and safety information about the object.
Handling guidelines.
Information about the object’s environmental, storage and display history.

Appropriate and relevant information should be made available to museum staff
undertaking the condition report.
All objects should be examined except when unpacking, which should be carried out
by specialists.
When no examination is carried out the ‘Record of Deposit’ should state that the
object(s) were received unexamined.
The Condition Check information should include the:







Object number
Condition details
Date of the condition check
Name of the assessor
Method used in the condition check
Reason for the condition check

This information should be recorded on a ‘Condition Check Report Form’.
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On occasions a full technical assessment may be undertaken by a conservator, this
report may include conservation actions, which may be required.
Positive information such as ‘no cracks’ can be very useful. Use sketches or
diagrams in addition to photographs to indicate areas of loss or damage.
The Museum Service Manager or Keeper of Collections should be informed if the
condition of the object gives cause for concern, or if it differs from that recorded in
previous condition checks.
Condition of information may also be required with regard to:












Acquisition and accessioning
Location and movement control
Object exit
Loans in
Loans out
Collections care and conservation
Valuation and insurance indemnity
Damage and loss
De accessioning and disposal
Use of Collections
Audit

Protocol when Depositor is present
If the depositor is present give them a copy of the recorded information (the second
[PINK] copy of the Record of Deposit) as a receipt for the object(s). This informs
them of the museum’s terms and conditions for accepting deposits, including their
rights in the personal information that the organisation now holds, and in compliance
with the General Data Protection Regulation (GDPR) (Regulation (EU) 2016/679).

Protocol when Depositor is not present
If the depositor is not present, but known, when the object(s) is received (e.g. if items
arrive through the post), send them a copy of the ‘Record of Deposit’ (the second
[PINK] copy of the Record of Deposit) as a receipt and ask for a copy to be signed
and returned to the Irish Linen Centre and Lisburn Museum.
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Protocol if the Depositor is not known
If, the depositor is not known (e.g. if items arrive unexpectedly, anonymously,
through the post with no details of ownership, record as much detail as possible,
including photographs (if legally possible).
Record all information on ‘Record of Deposit’ form and include an explanatory note
indicating that the depositor was not available to verify details.

Temporary Labelling of Object(s)
Tag the object with a Temporary Label marked with the Entry number (the Record of
Deposit number).
If the object is in pieces or cannot be easily tagged, place it in a container and tag
the container.

Location of the Object
Record the location of the object(s). It is important to keep this information up to
date as the object(s) is moved and/or returned.

Protocol when the object(s) is offered for acquisition
If an object(s) is being offered for acquisition, record the:






Proposed object purchase price.
Reference to related information and correspondence about the potential
acquisition.
Rights of ownership.
Any other rights associated with the object.
Object valuation for insurance or indemnity purposes.

Protocol when an object(s) is offered on loan as for research
If an object is being offered on loan as for research, record the:




Reference to a loan or other information file.
Object valuation form.
Any other Rights associated with the object.

14

DLCW Report

Irish Linen Centre & Lisburn Museum
Lisburn and Castlereagh City Council
Council approved date:

Review Date: December 2022

Conditions of Deposit – Terms and Conditions
The “Record of Deposit “ form has terms and conditions of deposit printed overleaf to
ensure the depositor is aware of the conditions of deposit as outlined:

General
The museum will take the same care and precautions for the protection of the item(s)
described overleaf, whilst they are in its custody, as it does for those in its permanent
collections. Except in the case of negligence on the part of itself, its officers or
employees, the museum’s governing body does not accept liability for loss of, or
damage to, or deterioration in, the items(s) described overleaf. No valuation
indicated verbally or written on this form at the time of deposit will be admitted by the
museum.
When item(s) are left at the museum for whatever reason, the second [PINK] part of
this form will be given to the depositor as a receipt. This must be presented when
the item(s) are returned to the owner or their representative. Both it and the
museum file part of the form [WHITE] will then be signed by the person receiving the
items to acknowledge their receipt in a satisfactory condition. The owner (or the
owner’s representative) and the museum will retain their respective parts of the form.

Enquiries & Identifications
Neither the museum’s governing body, nor its officers or employees, can accept any
responsibility whatsoever for an opinion that may be expressed on items submitted
for examination. Opinions may be given only to the owner of an item or to the
representative of the owner.
Museum staff are not authorised to give valuations, to assist in the disposal of
private property, or to express opinions regarding the merits of business firms.
It is the depositor’s responsibility to collect item(s) described overleaf and left for
identification within 4 weeks of the date of the form. In the event of the item(s) not
being collected within that period, the museum’s governing body reserves the right to
dispose of the item(s) as it thinks fit after a period of 3 months from the date of the
form,

Acquisitions
The museum has a Collections Development policy, which limits those items, which
it may acquire. Not all offers of loans, donations or sales can be taken up. If the
15
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museum’s governing body does not accept such an offer, the owner will be advised
in writing. In the event of items not being collected within 4 months of the date of this
form, the museum’s governing body reserves the right to dispose of the item(s) as it
thinks fit.

In the case of acquisition by the museum’s governing body of the item(s) described
overleaf by gift or sale, the owner (or a person authorised to act on behalf of the
owner) transfers to the museum’s governing body absolute ownership of those
items, together with any rights of copyright or reproduction held by the owner in
respect of those items, without condition other than that the governing body will hold
the items on trust for use by its museum for educational purposes to the public
benefit, and in accordance with those provisions of the Museum Accreditation
scheme in force at the time of the gift.
This form acts as a first receipt for material offered for loan, if accepted, loan items
will be subject to a separate loan agreement, to which additional conditions
(including a specific return date and agreed valuation) will apply. Loans are never
accepted for an indefinite period, but may be renewed.

Special Conditions
If special conditions, additional to the above, are agreed between the Museum and
the owner/ depositor, these should be recorded on a separate sheet, to which the
owner/depositor and an authorised museum representative must both be signatories.

Review of Procedure
This procedure will be reviewed annually to ensure compliance with: collections
standards, changes to the legal environment, changes in museum policies.
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Collections Development Policy
Scope of Collections Development Policy
This policy governs the acquisition of items for the Collections of the Irish Linen
Centre & Lisburn Museum. The adoption of this policy by the governing body,
Lisburn & Castlereagh City Council is a requirement of the United Kingdom Museum
Accreditation Scheme.

Museum’s Statement of Purpose
The mission of the Irish Linen Centre & Lisburn Museum is to present, preserve and
interpret through collection, research, exhibitions and educational programmes, the
history and heritage of the Lisburn & Castlereagh City Council district, Lisburn, the
Lagan Valley and the Irish linen industry.
Lisburn & Castlereagh City Council accepts that by definition a museum has a longterm purpose and that the Irish Linen Centre & Lisburn Museum possesses and
intends to augment its permanent collections in relation to its stated objectives and
Collection Policy.
Lisburn & Castlereagh City Council accepts the general principle that it is its
responsibility to ensure to the best of its ability that all the Collections in its care are
adequately housed, conserved and documented.

Current Collections
The current Museum Collections comprise the following subject material:
Irish Linen
The origin and development of the Irish Linen Industry in the Lagan Valley area
from the 17th century, and its importance both to the region and to the industry in
general in the whole of Ireland, forms the Museum’s specialist subject, and is the
core of its unique identity as the Irish Linen Centre.
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The collections relating to the Irish linen industry are:

Textiles
Major Irish linen damask collection, needle worked textiles and linen costume.
Non-Textiles
General linen industry artefacts illustrating the history of how linen was made,
what was made and who made it – domestic and industrial artefacts, working hand
looms weaving cambric and damask linen, thread making collection, advertising
materials, prints, drawings, portraits and photographs.
Linen Library
The complete library of the now defunct Linen Industry Research Association,
comprising a unique wide-ranging collection of textbooks and journals from the early
18th century to the present. Many of the older volumes are artefacts in their own
right in that they are rare books.
The collections relating to Lisburn Museum are:
Art Collection
The Museum collection is comprised of prints, drawings, watercolours and oils of
local topographical views, portraits and general works by local artists. The Museum
has a particularly fine collection of paintings by Lisburn born artist Samuel McCloy
(1831-1904) and is developing a notable collection of paintings of the Lagan from
1800 to the present.
Local and Social History of Lisburn and the Lagan Valley
Artefacts related to local crafts, trades, domestic life, civic life, costume, transport,
sport and military services are collected. These include ceramics, glass, furniture,
clocks, medals, maps, prints, photographs, documents, newspapers, and antiquarian
books.
Archaeological and Natural Science Collection
Local pre-history, natural history and geological objects have been collected for
display purposes.
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Museum Library
The Museum collects books, journals and antiquarian books on subject material
associated with or relevant to the history of its collecting area and specialist Irish
linen subject; and to the Museum’s Collections and management of all aspects of the
Museum’s core objectives.

Themes and priorities for future collecting
The collecting area for the Museum’s generally locally focused, collection is Lisburn
and the Lagan Valley region and Castlereagh
The collecting area relating to Irish linen, the Museum’s specialist subject, is the
island of Ireland. Collection criteria is defined as linen and linen related artefacts.
The Museum acknowledges that, in the past national and other museums have
collected material congruent with the collections of the Irish Linen Centre and
Lisburn Museum. The Museum will work with other recognised/accredited museums
to ensure that material is preserved in the place most appropriate, given the nature
of the items and their provenance.
Items made in, at some point used within, or otherwise provenanced to the
Museum’s collecting area, may be acquired, regardless of their location at the time of
acquisition.
In an emergency, and to ensure the preservation locally and in public ownership of
important material, the Museum Service Manager, in consultation with the Head of
Service is exceptionally authorised to collect material from outside the Museum’s
stated collecting area. Such material is acquired on the understanding that it may be
transferred to other accredited museums at a future time.
The period of time to which the collection relates will be from pre-history to the
present day.

Themes and priorities for rationalisation and disposal
The Museum priorities for rationalisation and disposal are artefacts too badly
damaged or deteriorated to be of any further use to the Museum.
Museum Service Managerial staff will focus on the disposal of duplicate or
unprovenanced material of low intrinsic importance, particularly material in the gifted
Lisburn Historical Society Collection, that was received as an entire collection.
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Limitations of Collecting
The Museum recognises its responsibility, in acquiring additions to its collections, to
ensure that care of collections, documentation arrangements and use of collections
will meet the requirements of the Accreditation Scheme. It will take into account
limitations on collecting imposed by such factors as staffing, adequate space and
conditions, storage and care of collection arrangements.

Collecting policies of other museums
The Museum will take account of the collecting policies of other museums and other
organisations collecting the same or related areas or subject fields. It will consult
with these organisations where conflicts of interest may arise or to define areas of
specialism, in order to avoid unnecessary duplication and waste of resources.
Specific reference is made to the following museum:
National Museums of Northern Ireland
Down County Museum

Policy review procedure
This policy statement supersedes all previous and existing practices and policies,
formal and informal relating to the Acquisition and Disposal of objects at the Irish
linen Centre & Lisburn Museum.
This policy represents the aims and plans of the Museum’s governing body at the
time of its adoption in 2015 and as such will be subject to review as the museum
develops and/or to comply with the revision of the Collections Trust, collections
management standard – SPECTRUM. A policy review must take place prior to
December 2018 at the latest.
The Acquisitions and Disposal of Objects policy will be published from time to time,
at least once every five years.
The Northern Ireland Museums Council will be notified of any changes to the
Acquisition and Disposal policy, and the implication of any such changes for the
future of existing policies.
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Acquisitions Not Covered by the Policy
Acquisitions outside the current stated policy will only be made in very exceptional
circumstances, and then only after proper consideration by the Museum’s governing
body, Lisburn & Castlereagh City Council, having regard to the interests of other
museums.

Acquisition Protocol
The Museum will exercise due diligence and make every effort not to acquire,
whether by purchase, gift, bequest or exchange, any object or specimen unless
Lisburn & Castlereagh City Council or a responsible officer is satisfied that the
Museum can acquire a valid title to the item in question.
In particular, the Museum will not acquire any object or specimen unless it is
satisfied that the object or specimen has not been acquired in, or exported from, its
country of origin (or any intermediate country in which it may have been legally
owned) in violation of that country’s laws. (For purposes of this paragraph ‘country
of origin’ includes the United Kingdom).
In accordance with the provisions of the UNESCO 1970 Convention on the Means of
Prohibiting and Preventing the Illicit Import, Export and Transfer of Ownership of
Cultural Property, which the UK ratified with effect from 1st November 2002, and the
Dealing in Cultural Objects (Offences) Act 2003, the Museum will reject any items
that have been illicitly traded. The governing body will be guided by the national
guidance on the responsible acquisition of cultural property issued by the
Department for Culture, Media and Sport in 2005.
So far as biological and geological material is concerned, the Museum will not
acquire by any direct or indirect means any specimen that has been collected, sold
or otherwise transferred in contravention of any national or international wildlife
protection or natural history conservation law or treaty of the United Kingdom or any
other country, except with the express consent of an appropriate outside authority.
The Museum will acquire archaeological antiquities (including excavated ceramics)
in any case where Lisburn & Castlereagh City Council or a responsible officer has
any suspicion that the circumstances of their recovery involved a failure to follow the
appropriate legal procedures.
This protocol requires reporting finds to the landowner or occupier of the land and to
the proper authorities in the case of possible treasure as defined by the Treasure Act
1996.
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Any exceptions to the above clauses, will only be because the Museum is either:
acting as an externally approved repository of last resort for material of local (UK)
origin; or
acquiring an item of minor importance that lacks secure ownership history but in the
best judgment of experts in the field concerned has not been illicitly traded; or
acting with the permission of authorities with the requisite jurisdiction in the country
of origin; or
in possession of reliable documentary evidence that the item was exported from its
country of origin before 1970.
In these cases the Museum will be open and transparent in the way it makes
decisions and will only act with the express consent of an appropriate outside
authority.
The Irish Linen Centre & Lisburn Museum does not hold or intend to acquire any
human remains.
The Museum Service Manager, as the Council’s senior museum professional,
and the senior Museum Service Managerial staff will normally have delegated
authority for the rejection of potential gifts or bequests to the Museum, for soliciting
gifts of material for the collections within the terms of this policy, and for making
recommendations and taking action on the purchase of material in accordance with
this policy and within the Council’s normal standing orders.
Where the acquisition of any item would result in significant financial
implications in respect of storage, conservation or display, the matter will be referred
to Council for decision.
Items offered to the Museum as gifts or bequests will not normally be
accepted if they are subject to any restrictive covenant or special conditions; such as
that they be displayed in a certain way. In exceptional circumstances, if the Museum
Service Manager feels that the item in question is of over-riding importance, the
Council may be asked to approve acquisition of a specific item to which the
conditions are attached. A general exception to this rule will be deemed to exist in
respect of restrictive covenants or conditions intended only to assure the permanent
protection of the item concerned in the Museum’s Collection, such as restrictions
placed upon any legal powers of disposal that the Museum may have; under such
circumstances, the Museum Service Manager may reasonably recommend that the
council accept the gift or bequest in question.
The acceptance of items on loan, normally for a finite period for display or
specific study, may be authorised by the Museum Service Manager acting on the
Council’s behalf. In exceptional cases, a privately owned item of major importance
that falls within the scope of this Policy may be accepted on a finite long loan,
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whether or not it is required for immediate display or study. No item will be received
on “permanent loan” as this term has no legal status. The period of all loans will
normally be agreed in writing between the Museum Service Manager and the owner
of the item at the time of deposit. Where the term of a loan has expired, it may be
renewed or extended for further finite periods, at the discretion of both the owner and
the Museum Service Manager.

Spoliation
The Museum will use the statement of principles ‘Spoliation of Works of Art during
the Nazi Holocaust and World War II period’, issued for non-national museums in
1999 by the Museums and Galleries Commission.

The Repatriation and Restitution of objects, and human remains
The Museum’s governing body, Lisburn & Castlereagh City Council, acting on the
advice of the Museum’s professional staff, if any, may take a decision to return
human remains, (unless covered by the “Guidance for the care of human remains in
museums” issued by the Department of Culture, Media and Sport in 2005), objects
or specimens to a country or people of origin. The Museum will take such decisions
on a case-by-case basis, within its legal position and taking into account all ethical
implications and available guidance.

Management of archives
As the Museum holds archives, including photographs and printed ephemera, its
governing body will be guided by the Code of Practice on Archives for Museums and
Galleries in the United Kingdom (3rd ed., 2002).
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Disposal Protocol
Reasons for Disposal
To remove from the Collections any specimen which is too badly damaged or
deteriorated to be of any further use for the purposes of the Museum.
To improve the quality of the Collections by the disposal of duplicate or
unprovenanced material of low intrinsic importance.
To transfer to the ownership of another accredited museum any museum
specimen which, by reasons of changes in public demand, social or educational
need, administrative responsibility, development priorities or the establishment of a
new registered museum, the Museum Service Manager advises the Council would
be more appropriately placed elsewhere.

Disposal Preliminaries
Lisburn & Castlereagh City Council will ensure that the disposal process is
carried out openly and with transparency.
By definition, the Irish Linen Centre & Lisburn Museum has a long-term
purpose and holds collections in trust for society in relation to its stated objectives.
Lisburn & Castlereagh City Council therefore accepts the principle that sound
Museum Service Managerial reasons for disposal must be established before
consideration is given to the disposal of any items in the Museum’s collections.
The Irish Linen Centre & Lisburn Museum will confirm that it is legally free to
dispose of any item and agreements with donors will be taken into account.
When disposal of a museum object is being considered the Irish Linen Centre
& Lisburn Museum will establish if it was acquired with the aid of an external funding
organisation. In such cases, any conditions attached to the original grant will be
followed. This may include repayment of the original grant and a portion of the
proceeds if the item is disposed of by sale.
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Motivation for disposal and method of disposal
When disposal is motivated by Museum Service Managerial reasons the procedures
outlined will be followed and the method of disposal may be by gift, sale or
exchange.
In exceptional cases, the disposal may be motivated principally by financial reasons.
The method of disposal will therefore be by sale. In cases where disposal is
motivated by financial reasons, Lisburn & Castlereagh City Council will not undertake
disposal unless it can be demonstrated that all the following exceptional
circumstances are met in full:
The disposal will significantly improve the long-term public benefit derived from the
remaining collection,
The disposal will not be undertaken to generate short-term revenue (for example to
meet a budget deficit),
The disposal will be undertaken as a last resort after other sources of funding have
been thoroughly explored.
The disposal decision-making process
Whether the disposal is motivated either by the Museum Service Manager, in
consultation with the Head of Service or for financial reasons, the decision to
dispose of material from the collections will be taken by Lisburn & Castlereagh City
Council only after full consideration of the reasons for disposal. Other factors
including public benefit, the implications for the Museum’s collections and collections
held by museums and other organisations collecting the same material or in related
fields will be considered. External expert advice will be obtained and the views of
stakeholders such as donors, researchers, local and source communities and others
served by the Museum will also be sought.
Responsibility for disposal decision-making
A decision to dispose of a specimen or object, whether by gift, exchange, sale or
destruction (in the case of an item too badly damaged or deteriorated to be of any
use for the purposes of the collections or for reasons of health and safety), will be
the responsibility of Lisburn & Castlereagh City Council , if any, and not of the
Museum Service Manager, or the Head of Service acting alone.
Use of proceeds of sale
Any monies received by Lisburn & Castlereagh City Council from the disposal of
items will be applied for the benefit of the collections. This normally means the
purchase of further acquisitions. In exceptional circumstances, improvements
relating to the care of collections in order to meet or exceed Accreditation
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requirements relating to the risk of damage to and deterioration of the collections
may be justifiable. Any monies received in compensation for the damage, loss or
destruction of items will be applied in the same way. Advice on those cases where
the monies are intended to be used for the care of collections will be sought form the
Northern Ireland Museums Council.
The proceeds of a sale will be ring-fenced so it can be demonstrated that they are
spent in a manner compatible with the requirements of the Accreditation standard.
Disposal by gift or sale
Once a decision to dispose of material in the collection has been taken, priority will
be given to retaining it within the public domain, unless it is to be destroyed. It will
therefore be offered in the first instance, by gift or sale, directly to other accredited
museums likely to be interested in its acquisition.
If the material is not acquired by any accredited museums to which it was offered
directly as a gift or for sale, then the museum community at large will be advised of
the intention to dispose of the material, normally through an announcement in the
Museums Association’s Museums Journal, and in other specialist journals where
appropriate.
The announcement relating to gift or sale will indicate the number and nature of
specimens or objects involved, and the basis on which the material will be
transferred to another institution. Preference will be given to expressions of interest
from other accredited museums. A period of at least two months will be allowed for
an interest in acquiring the material to be expressed. At the end of this period, if no
expressions of interest have been received, the Museum may consider disposing of
the material to other interested individuals and organisations giving priority to
organisations in the public domain.
Disposal by exchange
The nature of disposal by exchange means that the Irish Linen Centre & Lisburn
Museum will not necessarily be in a position to exchange the material with another
accredited museum. Lisburn & Castlereagh City Council will therefore ensure that
issues relating to accountability and impartiality are carefully considered to avoid
undue influence on its decision-making process.
In cases where Lisburn & Castlereagh City Council wishes to exchange materials
with accredited or unaccredited museums, the following protocols will be followed.
If the exchange is proposed to be made with a specific accredited museum, other
accredited museums, which collect in the same or related areas, will be directly
notified of the proposal and their comments will be requested.
If the exchange is proposed with a non-accredited museum, with another type of
organisation or with an individual, the Irish Linen Centre & Lisburn Museum will
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make an announcement in the Museums Journal, and in other specialist journals
where appropriate.

Both the notification and announcement must provide information on the number and
nature of the specimens or objects involved both in the Museum’s collection and
those intended to be acquired in exchange. A period of at least two months must be
allowed for comments to be received. At the end of this period, Lisburn &
Castlereagh City Council must consider the comments before a final decision on the
exchange is made.
Documenting Disposal
Full records will be kept of all decisions on disposals and the items involved and
proper arrangements made for the preservation and/or transfer, as appropriate, of
the documentation relating to the items concerned, including photographic records
where practicable in accordance with SPECTRUM procedure on de-accession and
disposal.
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Acquisition and Accessioning policy
Scope
This policy governs the documenting and managing the acquisition and accessioning
of objects for the collections of the Irish Linen Centre & Lisburn Museum.

Introduction
The adoption of this policy by the museum’s governing body, Lisburn and
Castlereagh City Council is a requirement of the UK Museum Accreditation scheme.
The Irish Linen Centre & Lisburn Museum’s definition of an object includes images
in multiple formats and, any documents considered as archival material.
Museum staff following research, due diligence, and in compliance with the
museum’s Collection Development policy may agree to purchase an object or accept
an object by way of transfer or donation

Authorisation level
The Keeper of Collections and the Research officer must obtain approval from the
Museum Service Manager to purchase objects or agree the transfer of objects from
another institution, but they and the Museum Service Manager can approve to
acquire objects by way of donation.
The Museum’s procedure for managing and documenting acquisitions must.:
Ensure objects are acquired in line with the museum’s Collections Development
Policy, Council procurement procedures ,relevant current (at the time) legislation,
treaties and codes of practice.
Ensure that donors are aware of the terms by which their gift or bequest is accepted
by the Irish Linen Centre & Lisburn Museum. In effect that objects donated may not
always be on display , or might be disposed of in the future.

Policy Review procedures
This policy statement supersedes all previous and existing practices and policies,
formal and informal relating to the Acquisition and Accessioning of objects at the
Irish Linen Centre & Lisburn Museum.
This policy represents the aims and plans of the Museum’s governing body at the
time of its adoption in 2018 and as such will be subject to review as the museum
develops and /or to comply with the revision of the Collections Trust, collections
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management standard - SPECTRUM. A policy review must take place prior to
December 2022
The Acquisition and Accessioning policy will be published from time to time, at least
once every five years.

The Northern Ireland Museums Council will be notified of any changes to the
Acquisition and Accessioning of policy and the implications of any such changes on
collections management.
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Acquisition and Accessioning of objects Procedure

Scope

This procedure governs the documenting and managing the acquisition and
accessioning of objects to the permanent collections, handling collections, auxiliary
collections and research collections of the Irish Linen Centre & Lisburn Museum.

Authorisation level
The Museum Service Manager, as the Council’s senior museum professional, will
normally have delegated authority for the rejection of potential gifts or bequests to
the Museum, for soliciting gifts of material for the collections within the terms of this
policy, and for making recommendations and taking action on the purchase of
material in accordance with this policy and within the Council’s normal standing
orders.

Introduction
The procedure for managing and documenting acquisitions and accessioning of
objects must:

Ensure objects are acquired in line with the museum’s Collections Development
Policy, relevant current (at the time) legislation, treaties and codes of practice.

Ensure that donors are aware of the terms by which their gift or bequest is accepted
by the Irish Linen Centre & Lisburn Museum. In effect that objects donated may not
always be on display , or might be disposed of in the future.
Acquisition and Accessioning involves separate activities such as:
• Deciding whether to acquire the object for the: permanent collections; handling
collections; auxiliary collections; or research collections;
• Establishing legal transfer;
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• Allocation of a unique number and labelling and/or (where possible)
marking the object with it;

physically

• Entry in accession register (if an addition to the permanent collections);
• Entry in any other appropriate register or listing (if not part of the permanent
collections).

Not all objects owned by the museum are formally added to the accession register.
An object may be purchased for exhibition purposes, but not necessarily with a view
to adding it to the permanent collections at the close of the exhibition. Similarly,
photographs considered as 'objects' with historical, scientific or aesthetic significance
may be added to the permanent collections, whereas photographs made as working
copies used for documentation or display may not. In such cases, alternative
management systems will be required to cover objects not part of the permanent
collections.

Acquisition Protocol
Museum staff should when possible prepare a report outlining why the object should
be acquired by the museum .
The Museum will exercise due diligence research into legal and ethical matters, or to
clarify the intellectual property rights associated with a proposed acquisition and
make every effort not to acquire, whether by purchase, gift, bequest or exchange,
any object or specimen unless Lisburn & Castlereagh City Council or a responsible
officer is satisfied that the Museum can acquire a valid title to the item in question.

In particular, the Museum will not acquire any object or specimen unless it is
satisfied that the object or specimen has not been acquired in, or exported from, its
country of origin (or any intermediate country in which it may have been legally
owned) in violation of that country’s laws. (For purposes of this paragraph ‘country
of origin’ includes the United Kingdom).
In accordance with the provisions of the UNESCO 1970 Convention on the Means of
Prohibiting and Preventing the Illicit Import, Export and Transfer of Ownership of
Cultural Property, which the UK ratified with effect from 1st November 2002, and the
Dealing in Cultural Objects (Offences) Act 2003, the Museum will reject any items
that have been illicitly traded. The governing body will be guided by the national
guidance on the responsible acquisition of cultural property issued by the
Department for Culture, Media and Sport in 2005.
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So far as biological and geological material is concerned, the Museum will not
acquire by any direct or indirect means any specimen that has been collected, sold
or otherwise transferred in contravention of any national or international wildlife
protection or natural history conservation law or treaty of the United Kingdom or any
other country, except with the express consent of an appropriate outside authority.
The Museum will not acquire archaeological antiquities (including excavated
ceramics) in any case where Lisburn & Castlereagh City Council or a responsible
officer has any suspicion that the circumstances of their recovery involved a failure to
follow the appropriate legal procedures.
This protocol requires reporting finds to the landowner or occupier of the land and to
the proper authorities in the case of possible treasure as defined by the Treasure Act
1996.

Any exceptions to the above clauses, will only be because the Museum is either:
acting as an externally approved repository of last resort for material of local (UK)
origin; or
acquiring an item of minor importance that lacks secure ownership history but in the
best judgment of experts in the field concerned has not been illicitly traded; or
acting with the permission of authorities with the requisite jurisdiction in the country
of origin; or
in possession of reliable documentary evidence that the item was exported from its
country of origin before 1970.
In these cases the Museum will be open and transparent in the way it makes
decisions and will only act with the express consent of an appropriate outside
authority.
The Irish Linen Centre & Lisburn Museum does not hold or intend to acquire any
human remains.
The Museum Service Manager, as the Council’s senior museum professional,
will normally have delegated authority for the rejection of potential gifts or bequests
to the Museum, for soliciting gifts of material for the collections within the terms of
this policy, and for making recommendations and taking action on the purchase of
material in accordance with this policy and within the Council’s normal standing
orders.
Where the acquisition of any item would result in significant financial
implications in respect of storage, conservation or display, the matter will be referred
to Council for decision.
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Items offered to the Museum as gifts or bequests will not normally be accepted if
they are subject to any restrictive covenant or special conditions; such as that they
be displayed in a certain way. In exceptional circumstances, if the Museum Service
Manager, in consultation with the feels that the item in question is of over-riding
importance, the Council may be asked to approve acquisition of a specific item to
which the conditions are attached. A general exception to this rule will be deemed to
exist in respect of restrictive covenants or conditions intended only to assure the
permanent protection of the item concerned in the Museum’s Collection, such as
restrictions placed upon any legal powers of disposal that the Museum may have;
under such circumstances, the Museum Service Manager may reasonably
recommend that the council accept the gift or bequest in question.
The acceptance of items on loan, normally for a finite period for display or specific
study, may be authorised by the Museum Service Manager , in consultation with the
Head of Service acting on the Council’s behalf. In exceptional cases, a privately
owned item of major importance that falls within the scope of this Policy may be
accepted on a finite long loan, whether or not it is required for immediate display or
study. No item will be received on “permanent loan” as this term has no legal status.
The period of all loans will normally be agreed in writing between the Museum
Service Manager and the owner of the item at the time of deposit. Where the term of
a loan has expired, it may be renewed or extended for further finite periods, at the
discretion of both the owner and the Museum Service Manager.

Spoliation
The Museum will use the statement of principles ‘Spoliation of Works of Art during
the Nazi Holocaust and World War II period’, issued for non-national museums in
1999 by the Museums and Galleries Commission.

The Repatriation and Restitution of objects, and human remains
The Museum’s governing body, Lisburn & Castlereagh City Council, acting on the
advice of the Museum’s professional staff, if any, may take a decision to return
human remains, (unless covered by the “Guidance for the care of human remains in
museums” issued by the Department of Culture, Media and Sport in 2005), objects
or specimens to a country or people of origin. The Museum will take such decisions
on a case-by-case basis, within its legal position and taking into account all ethical
implications and available guidance.
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Management of archives
As the Museum holds archives, including photographs and printed ephemera, its
governing body will be guided by the Code of Practice on Archives for Museums and
Galleries in the United Kingdom (3rd ed., 2002).

Object assessment
The evaluation and authorization to acquisition objects must be in compliance with
the museum’s acquisition and disposal policy and all relevant Lisburn and
Castlereagh City Council or Irish Linen Centre & Lisburn Museum procurement
and accounting policies. Museum staff shall retain any written documentation of
this process. Record a reference to this.

Plan properly for the receipt of the object and consider all implications concerned
with the acquisition. For example confirm that appropriate long-term storage or
display space is available for the object(s) to be acquired and that sufficient staff
time has been allocated to undertake the acquisition process.

Carry out and record a condition check.
Complete a condition report for the object(s) to be acquired. The condition report
should be appropriate to the circumstances. It is important to check the condition
of an object before acquisition to ensure that the 'hidden' costs of conservation can
be avoided or planned for by the museum. It may be necessary to record different
types of information e.g. the working capacity of large objects or the condition of
only a sample of a large group of objects. If the acquisition comes as a
disposal/deaccession from another organisation, it may arrive with an existing
condition report. This should be compared with your condition report and any
discrepancies between them discussed with the organisation disposing of the
object.

34

DLCW Report

Irish Linen Centre & Lisburn Museum
Lisburn and Castlereagh City Council
Council approved date:

Review Date: December 2022

Obtaining title
Obtain unambiguous evidence of title to the object. This must include the following
documentation:
A reference to the formal title of the legal body that is acquiring the object;
The name and address of the previous owner of the object and of any agent;
A brief description of the object;
A signature confirming transfer of title to the Irish Linen Centre & Lisburn
Museum;
The method of acquisition;
The assignment to the Irish Linen Centre & Lisburn Museum of any rights
(e.g.copyright) associated with the object and currently held by the owner;
If necessary, make a record of the steps taken to obtain title, and a record of the
extent to which title has been obtained and/or demonstrated.

Plan for the arrival of the objects
Considerations might include where they will be stored and who will carry out the
acquisition process.
Go to Receipt and deposit of objects procedure

Processing new acquisitions
Acceptance and selection of offers
Do not acquire objects if there is any doubt about the vendor's or donor's rights of
ownership. The Irish Linen Centre & Lisburn Museum is not obliged to accept
offers or bequests, and the terms on which collections are accepted must be clearly
understood by the donor. When the Irish Linen Centre & Lisburn Museum is
accepting collections, it is important that before these are accepted, the donor
must permit the Irish Linen Centre & Lisburn Museum to take out those items not
wanted for the permanent collection. A note about the group in its entirety should
be recorded (e.g. on the entry form) before any weeding takes place. Where,
however, the Irish Linen Centre & Lisburn Museum is offered a collection which is
an archive, or where the significance lies in the collection itself (rather than its
individual objects) - then the collection should not be broken up or weeded without
the most careful consideration. In certain circumstances archaeological archives
deposited in the Irish Linen Centre & Lisburn Museum which do not meet the
museum’s criteria for deposit and acquisition, the Irish Linen Centre & Lisburn
Museum has the option of retaining finds on a revisable basis and may defer
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accessioning until a full and proper assessment can be made of what should be
retained and what dispersed. This should take place within an agreed time period.
As part of the acquisitions process, objects need to be assessed for any potential
hazards, since compliance with the relevant health and safety regulations is crucial.
Objects that contain hazards may also affect the decision to acquire - and,
therefore, need to be assessed prior to entry.

Acquisition provisos
In general the Irish Linen Centre & Lisburn Museum will avoid acquiring objects
with terms and conditions. If in doubt collections management staff should seek
from Lisburn and Castlereagh City Council’s solicitor. Whilst it is unlikely that the
Irish Linen Centre & Lisburn Museum will be offered objects in lieu of tax ,
collections management staff should liaise with the relevant government
department as such objects is subject to specific requirements.
The Irish Linen Centre & Lisburn Museum should carefully consider each
acquisition for its environmental and ethical implications, as well as for its
intellectual, scientific and educational significance. There are also restrictions on
collecting caused by inability to store or conserve objects, or storage and use
problems caused by objects made of ephemeral or fugitive materials. The Irish
Linen Centre & Lisburn Museum must try to ensure that the acquisition of objects
does not contravene any local, national or international law, treaty or recognized
code of practice.. The museum should ensure that both statutory and amateur
groups from which it receives material are aware of, and abide by, its policies.

Accessioning the object
Assign a unique number to the object in compliance with the museum’s current
numbering format. Parts of a single object may be assigned the same root number,
but with a unique extension appended to each one. Where large numbers of similar
objects are gathered together in a secure container, the container may be
numbered, its contents counted and the total recorded (e.g. beads in a box, a box
of sherds, a tray of insects).
Record the following information in the accession register for each object or
associated set of objects identified by a single number:
The object number;
• A brief description containing sufficient information to identify each object and
separately numbered part. The description should be sufficient to allow
identification in the absence of the object number (including, e.g. a simple name);
The date of entry in the accession register;
The method of acquisition;
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The source (name and address of donor or vendor);
The date of acquisition;
The entry form number;
The transfer of title form number if separate from entry form;
Any conditions (or reference to any conditions) pertaining at the time of acquisition.
The reason for the acquisition.
Any additional information about the acquisition of the object.
Object history

Object use information
 The acknowledgement that should be used when the acquisition is displayed
and published.
 Any information about restrictions on using the object, or group of objects (eg
may not be loaned, only accessible by staff, or not accessible by external
researchers):
o Use restriction
o The date when the restriction applied from .
o Any other information about the restriction

Object owner’s contribution information
 Any additional contextual information received directly from the acquisition
source –
Try to note down all available information associated with each object, or group of
objects, at the time of collecting, particularly where objects are removed from their
context.

If the objects were a gift, send acknowledgement to the donor
Include the relevant object numbers and information about how they can access the
items in future.

Procedural Review
This procedure will be reviewed annually to ensure compliance with: collections
standards, changes to the legal environment, changes in museum policies.

37

DLCW Report

Irish Linen Centre & Lisburn Museum
Lisburn and Castlereagh City Council
Council approved date:

Review Date: December 2022

Location and Movement Control Policy
Scope
This policy governs the documentation and management of information
concerning the current location and movement of all objects or groups of objects
in the care of the Irish Linen Centre and Lisburn Museum. This is to ensure
objects can be located at any time.

Introduction
The Irish Linen Centre and Lisburn Museum must have a policy on moving
objects within the museum and a recording the locations of objects whether in the
museum or elsewhere.
The procedure for managing and documenting location and movement control
must:
Record all locations where objects are displayed or stored by the Irish Linen
Centre and Lisburn Museum.
Have records needed to monitor whether agreed environmental standards are
met.
Record every movement of an object, including date moved, and change the
location record in time with the museum’s location and movement policy.
Access location information by object number and location name.
Record who moved the object(s) and who authorised the move.
Have a full history of objects’ previous locations as practical.
Assess any risks of moving objects, from both health and safety and risk of
damage to the objects. If necessary, prepare written actin plan to investigate risk.
Have appropriate insurance as indemnity cover in place before transporting
objects, particularly borrowed objects.
The adoption of this policy by the museum’s governing body, Lisburn and
Castlereagh City Council is a requirement of the UK Museum Accreditation scheme.

Authorisation Level
The Museum Service Manager, Keeper of Collections, and Research Officer can
authorise the movement of an object.
In the event of an emergency Museum Duty Officers or key holders can move
objects at risk of damage.
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Identifying and Describing Locations
Give each display and storage location a unique name and number.
Create a detailed record describing each storage location. Assign a unique name
or number to each display and storage location:
Market Gallery
Small Gallery
Long Gallery
Victorian Staircase
Assembly Room
Flax to Fabric
Cottage
Interactive
Linen Gallery
Weaving Workshop
Factory Floor
Artefact Store
Conservation/Receiving Room
Archive Store
Museum Library
Specialist Library Collection (Meeting Room)
Lira Library
Lira Office
Photographic Suite
Maintenance Workshop
Museum Service Manager Office
Keeper of Collections Office
Research Officer Office
Museum Foyer
Ground Floor Exhibition Area South
Ground Floor Exhibition Area North.
Objects may also be moved to the Museum Storage Facility at Altona.
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Policy Review procedures

This policy statement supersedes all previous and existing practices and policies,
formal and informal relating to the Location and Movement of objects at the Irish
Linen Centre & Lisburn Museum.
This policy represents the aims and plans of the Museum’s governing body at the
time of its adoption in 2018 and as such will be subject to review as the museum
develops and /or to comply with the revision of the Collections Trust, collections
management standard - SPECTRUM. A policy review must take place prior to
December 2022
The Location and Movement of Objects policy will be published from time to time, at
least once every five years.

The Northern Ireland Museums Council will be notified of any changes to the
Location and Movement of objects policy and the implications of any such changes
on collections management.
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Location and Movement Control of Objects Procedure
Scope
This procedure governs the documentation and management of information
concerning the location and movement of all objects or group of objects in the care
of the Irish Linen Centre & Lisburn Museum, to ensure that the Irish Linen Centre
& Lisburn Museum can locate any object at any time.

Authorisation Level
The Museum Service Manager, Keeper of Collections, Research Officer and the
Assistant Keeper of Collections are authorised to access and edit Location and
Movement Control records.

Security of Location and Movement Records
Location and Movement Records will be maintained securely
Conservation/Receiving room and the Artefact Store.

in

the

Movement of Objects
Objects in the care of the Irish Linen Centre & Lisburn Museum may be moved to
the following locations within the museum:
Market Gallery
Small Gallery
Long Gallery
Victorian Staircase
Assembly Room
Flax to Fabric
Cottage
Interactive
Linen Gallery
Weaving Workshop
Factory Floor
Artefact Store
Conservation/Receiving Room
Archive Store
Museum Library
Specialist Library Collection (Meeting Room)
Lira Library
Lira Office
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Photographic Suite
Maintenance Workshop
Museum Service Manager Office
Keeper of Collections Office
Research Officer Office
Museum Foyer
Ground Floor Exhibition Area South
Ground Floor Exhibition Area North.
Objects may also be moved to the Museum Storage Facility at Altona.

Identifying and describing Locations
Museum Curatorial staff shall assign a unique name or number to each display and
storage location for the following areas:
Market Gallery
Small Gallery
Long Gallery
Victorian Staircase
Assembly Room
Flax to Fabric
Cottage
Interactive
Linen Gallery
Weaving Workshop
Factory Floor
Artefact Store
Conservation/Receiving Room
Archive Store
Museum Library
Specialist Library Collection (Meeting Room)
Lira Library
Lira Office
Photographic Suite
Maintenance Workshop
Museum Foyer
Ground Floor Exhibition Area South
Ground Floor Exhibition Area North.
Museum Storage Facility at Altona.
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Record:
Location type
Address if not in the museum
Environmental conditions
Security details
Access details

Maintain location system
Museum curatorial staff shall maintain location records, making changes when
required.

Recording locations of objects
Record the location of all objects. For each include:
Object No.
Current location reference name/number
Date first at that location

Moving objects
Record authorisation for all moves.
Include :
A reference number for the move
Authoriser of the move
Movement authorisation date
Check object condition to determine if it can be moved.
Check museum notes to identify any specific risks or recommendations with handling
or moving objects specifically associated with:
Display
Environmental
Handling
Packing
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Security
Storage
Special requirements
Determine if there are any access issues .
Any movement of objects may require conservation work or packing. Greater care
must be given to objects being transported. If necessary seek specialist from a
conservator or specialist shipper.
If no transport involved: update Object Location records.

If transport involved.
Establish and agree most appropriate means (refer to Spectrum checklist)
Seek consent of owner for moving objects the museum does not own.
File authorisations and record location of all documents.
Arrange Insurance.
Ensure documentation to accompany objects being transported is ready.
Retain copies and record location of documents.
Once objects have arrived at destination, obtain delivery receipt and if required
condition report to confirm no damage in transit.
File copies and record location of such documents
Update movement and object location records:
Object No.
Movement Reference Number
Removal date
Movement Contact
Signature of person accepting custody of the object.
Reason for the move
Additional information about the move as required.
Date object to be returned ( if relevant)

44

DLCW Report

Irish Linen Centre & Lisburn Museum
Lisburn and Castlereagh City Council
Council approved date:

Review Date: December 2022

If object was transported
Record :
Person(s) accompanying object(s) during transport.
Shipper
Shipper’s address
Shipper contact
Any additional information.
File and record location of such documents
Update object location record.

The Museum Service Manager, Research Officer, Keeper of Collections, Assistant
Keeper of Collections, and Duty Officers are authorised to request and approve
object movement.
The Technician, Assistant Technician and Education staff are authorised to assist
with the movement of objects, under instruction and supervision of any authorised
officer such as: The Museum Service Manager, Research Officer, Keeper of
Collections, Assistant Keeper of Collections, and Duty Officer.

Maintenance of Location and Movement Records
Location and Movement Records for objects made available for researchers should
also record each time an object is brought to a research room.
No object should be left unattended outside normal working hours without updating
the location record.

Procedural Review
This procedure will be reviewed annually to ensure compliance with: collections
standards, changes to the legal environment, changes in museum policies.
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Inventory Policy
Scope:
The Inventory Policy outlines how the Irish Linen Centre & Lisburn Museum
maintains inventory information for all the objects in its care.

Introduction
The Irish linen centre & Lisburn Museum written procedure explaining either how
you keep existing inventory information up to date or how the Irish Linen centre &
Lisburn Museum will the inventory backlog and then maintain inventory records to
ensure no further backlog.
The procedure will ensure that Collections Management procedures will meet the
minimum requirements for all other primary procedures.
Irish Linen Centre & Lisburn Museum Collections Management records, can if
required, produce a complete list of every object (or group of objects) in the service’s
care.
Have a unique number that refers to a group of objects or one object with several
parts, you record the number of individual items.
Every object (or group of objects) has a recorded name and brief description (or
image).
Know the current location of every object (or group of objects) and when it was noted
there.
Know who owns each object (or group of objects) in the care of the Irish Linen
Centre & Lisburn Museum, and how they came to be in the service’s care (e.g.
acquired, on loan).
Create an action plan with deadline to meet all requirements listed.
The adoption of this policy by the governing body, Lisburn and Castlereagh City
Council is a requirement of the UK Museum Accreditation Scheme.

Authorisation level
The Keeper of Collections is responsible for the maintenance of the Museum’s
collections inventory.
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Policy Review procedures
This policy statement supersedes all previous and existing practices and policies,
formal and informal relating to the Inventory of objects at the Irish Linen Centre &
Lisburn Museum.
This policy represents the aims and plans of the Museum’s governing body at the
time of its adoption in 2018 and as such will be subject to review as the museum
develops and /or to comply with the revision of the Collections Trust, collections
management standard - SPECTRUM. A policy review must take place prior to
December 2022
The Inventory of Objects policy will be published from time to time, at least once
every five years.
The Northern Ireland Museums Council will be notified of any changes to the
Inventory of Objects policy and the implications of any such changes on collections
management.
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Inventory Procedure
Scope
This procedure governs how the Irish Linen Centre & Lisburn Museum Collections
Management procedures comply with the minimum standards of the primary
procedures of the Collections Trust Documentation Standard – SPECTRUM 5.0
Object entry
Acquisition and Accessioning
Location and Movement control
Cataloguing
Object exit
Loans in
Loans out
Documentation Planning.

Introduction
When museum curatorial staff are checking records they should ensure core
information is collected for each object (or group of objects) as follows:
Unique object number
Object name
Number of objects (if a group)
A brief description (or image)
The current location
Current owner; if object owned by the Irish Linen Centre and Lisburn Museum record
of where it came from
Who recorded the information and when.

Producing an Inventory
Currently all museum objects are listed on an inventory, not all inventoried objects
are accessioned, there are also some objects donated to the museum but no
documentation .
At present not all objects have locations recorded. The Museum’s documentation
plan will outline the action plan to address these issues
Go around the locations being inventoried and list every object (or group) in them:
Object number
Number of objects
Object name
Brief description
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Current location. This should be location reference name/number
Recorder and recording date.
Does the object have a number marked on it or a label?
If an object has an accession number marked on it, or on an attached label, make a
record using this number.
If there is no number given the object a temporary identity number and a label to
attach the temporary number to the object.

Create or update records for objects that have accession numbers
For objects already marked or labelled with an accession number update existing
records (particularly their location) or create a new catalogue record if one does not
exist.
Check Discrepancies
Try to identify objects with temporary numbers. Go through existing documentation
looking for possible matches. Possible sources include:
Accession records
Transfer of title forms
Catalogue Records
Correspondence
Entry records - Day books
Exhibition Catalogues
Field collection notes
Financial records
Indexes
Labels
Loan agreements
Reports and minutes
Journals and other publications
Newspaper cuttings
Research notes
Staff memories.
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Mark or label any objects identified this way with its number
If able to match an object with a temporary number to an existing record for an
accessioned record, remove the temporary number and apply correct accession
number.

Update or add care information (including location)
Create or update records for these newly identified objects.

Resolving outstanding problems
When all reasonable avenues have been explored, you will be left with unidentified
objects that have probably never been accessioned. Such objects should be
accessioned or disposed of, complying with Collection Management policies.
If the decision is to accession, record the acquisition method as “Found unaccessioned in Museum Store”.

Review of Procedure
This procedure will be reviewed annually to ensure compliance with: collections
standards, changes to the legal environment, changes in museum policies.
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Cataloguing Policy
Scope
This policy governs the Cataloguing of objects in the permanent collections of the
Irish Linen Centre & Lisburn Museum

Introduction
The Irish Linen Centre & Lisburn Museum must have a written procedure that
explains the steps to follow when cataloguing.
Have a catalogue system in place that allows you to record the minimum information
needed for the Inventory procedure.
Catalogue Records are linked to the objects via unique accession numbers.
All relevant information about an object is available for its management and use
Users can easily access information about the Irish Linen Centre and Lisburn
Museums collections.
Catalogue Records are up to date.
There is an up to date back up of the museum’s Catalogue Records
The adoption of this policy by the governing body, Lisburn and Castlereagh City
Council is a requirement of the UK Museum Accreditation Scheme.

Authorisation level
The museum’s Keeper of Collections is responsible for ensuring that Catalogue
records are created and maintained. In addition to “Record of Deposit” daybooks,
data will be retained on the museum’s Collections Management database Modes.

Policy review procedure
This policy statement supersedes all previous and existing practices and policies,
formal and informal relating to the cataloguing of objects at the Irish Linen Centre &
Lisburn Museum.
This policy represents the aims and plans of the Museum’s governing body, Lisburn
and Castlereagh City Council, at the time of its adoption in 2018 and as such will be
subject to review as the museum develops and /or to comply with the revision of the
Collections Trust, collections management standard - SPECTRUM. A policy review
must take place prior to December 2022.
The Cataloguing policy will be published from time to time, at least once every five
years.
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The Northern Ireland Museums Council will be notified of any changes to the Object
Exit Policy and the implications of any such changes on collections management.
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Cataloguing procedure
Create a record for each object, or group of objects, accessible by
object number
A record should be created for each object, or group of objects, accessible by object
number.
The record should either contain or be linked to the core inventory information for the
object of group of objects.









A unique object number (from which it should be clear whether the object is from
your accessioned collections, on loan, or has some other status such as handling
item) –
An object name
The number of objects
A brief description (or image)
The current location – This should be a Location reference name/number
If not your museum, a record of who owns the object – Current owner (and, if
your museum does own it, a record of where it came from)
A note of who recorded this information and when – Recorder and Recording
date (use standard formats)

If you do not have this information for each object (or group of objects) go to
Inventory.

Add other important information.
When possible a more complete record should be created. For newly acquired
objects you should do this as soon as possible, rather than building up a backlog.

Object identification information





Other historical reference numbers
Title
Comments
Distinguishing features
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Object description information



















Age
Colour
Content and subject information:
o activity
o concept
o date
o description
o event name
o note
o object type
o organisation
o other
o people
o person
o place
o position
Copy number
Dimension, including:
o Dimension measured part
o Dimension value
o Dimension value date
o Dimension measurement unit
Edition number
Form
Inscription content
Inscription description
Material
Object status
Phase
Physical description
Sex
Style
Technical attribute , including:
o Technical attribute measurement
o Technical attribute measurement unit
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Object history and association information














Associated activity
Associated concept
Associated date
Associated event date
Associated event name
Associated object
Associated organisation
Associated people
Associated person
Associated place
Association type
Object history note
Related object number

Field collection information










Field collection date
Field collection event name
Field collection method
Field collection number
Field collection place
Field collector
Geological complex name
Habitat
Stratigraphic unit name
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Object production information








Object production date
Object production organisation
Object production people
Object production person
Object production place
Object production reason
Technique

Object owner’s contribution information





Owner’s personal experience (any previous owner)
Owner’s personal response
Owner’s reference
Owner’s contribution note



Reference
o Reference author/editor
o Reference association
o Reference details
o Reference note
o Reference number
o Reference publication date
o Reference publication place
o Reference publisher
o Reference title
o Reference type




Catalogue number
Document location

Amendment history (information about changes to the catalogue)






Unit of information added
Amendment history authoriser
Unit of information scheme
Information source
Recorder and Recording date
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Provide access to records via indexes
Access to catalogue information should be provided by indexes and/or free-text
retrieval. It should be appropriate to the nature of the collection, and might include
access by, eg:









Object name
Subject (eg using a standard classification scheme)
Artist, maker or manufacturer
Source (eg donor or vendor)
Production date
Associated people
Associated places

Maintaining catalogue records

Maintain links or cross-reference to relevant information recorded
during other procedures
It is important to be able to access relevant information generated during other
procedure when looking at an object’s catalogue record. Such information need not
be copied into the catalogue in full, but there should be a cross-reference to it so that
you and others know it exists and can find it in future. This may take the form of a
reference number and, at its simplest, the collections management information in a
catalogue record may comprise a series of reference numbers linking to records
elsewhere.

Updating the Catalogue
Catalogue records should be updated, as required, for example when new
information may come to light as a result of historical research, or conservation work.

Security of the Catalogue
The museum catalogue is the most complete account of the history of each item, so it
is essential that catalogue records are secure.
The museum catalogue shall be stored securely on the Council’s IT network. The
Council’s IT department is responsible for ensuring that the network is secure, and
that appropriate back up systems are in place.
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Access to the Museum’s computerised catalogue is limited to the following officers:

Museum Service Manager
Keeper of Collections
Assistant Keeper of Collections
Research Officer
The Assistant Keeper of Collections will ensure that a paper “hard “copy of the
Museum catalogue shall be stored securely in the Conservation / Receiving room.
The “hard” copy of computerised catalogue shall be updated, as required, on a weekly
basis.

Review of Procedure
This procedure will be reviewed annually to ensure compliance with: collections
standards, changes to the legal environment, changes in museum policies.
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Object Exit Policy
Scope
This policy governs the management and documentation of objects leaving the Irish
Linen Centre & Lisburn Museum. Object exit documentation is the recording data on
any item which leaves the museum’s premises, this policy applies to:
Temporary transfer of objects for copying/conserving.
Permanent transfer of objects.
Destruction of objects.
This policy does not apply to objects on loan see Loans Out procedure.
This policy does not apply to objects being returned to its owner (an unwanted offer or
gift)
The adoption of this policy by the governing body, Lisburn and Castlereagh City
Council, is a requirement of the UK Museum Accreditation Scheme.

Authorisation Level
The Museum Service Manager is authorised to approve the exit of objects from the
Irish Linen Centre & Lisburn Museum

Purpose of the Object Exit documentation
Exit documentation should ensure:
That legal requirements and the museum’s policy are fulfilled when objects leave the
museum.
That the museum is able to account for the exit of all objects from its premises,
including those which have been deposited as offers or for identification or loaned.
That location information for accessioned objects leaving the museum’s premises is
maintained.
That all objects leave with appropriate authorisation.
That a signature of acceptance from the acceptance from the recipient is always
obtained when transferring custody of an object between parties
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Policy Review procedures
This policy statement supersedes all previous and existing practices and policies,
formal and informal relating to the Exit of objects at the Irish Linen Centre & Lisburn
Museum.
This policy represents the aims and plans of the Museum’s governing body at the
time of its adoption in 2018 and as such will be subject to review as the museum
develops and /or to comply with the revision of the Collections Trust, collections
management standard - SPECTRUM. A policy review must take place prior to
December 2022
The Object Exit Policy will be published from time to time, at least once every five
years.
The Northern Ireland Museums Council will be notified of any changes to the Object
Exit Policy and the implications of any such changes on collections management.
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Object Exit procedure
Scope
The museum’s Object Exit procedure should explain the steps to follow when an object
leaves the museum.

Purpose of the Object Exit documentation
Exit documentation should ensure:
That legal requirements and the museum’s policy are fulfilled when objects leave the
museum.
That the museum is able to account for the exit of all objects from its premises,
including those which have been deposited as offers or for identification or loaned.
That location information for accessioned objects leaving the museum’s premises is
maintained.
That all objects leave with appropriate authorisation.
That a signature of acceptance from the acceptance from the recipient is always
obtained when transferring custody of an object between parties
.Curatorial staff should check relevant records to make sure there are no specific
reasons why certain objects should not leave your care.

Authorisation Level
The Museum Service Manager is authorised to approve the exit of objects from the
Irish Linen Centre & Lisburn Museum

If the objects are being transported, comply with Location and
movement control procedure
Schedule collection of the objects
Arrange for the objects to be at the agreed pick-up point at the agreed time
Obtain a signature to confirm the safe handover of the objects.
This might be on an object exit form, or Record of Deposit – Daybook.
Update location records
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Record the following information to an object’s location record as soon as possible:
Movement information
New location. This should be a Location reference name/number

Removal date
Person moving the object.
Signature of person accepting custody of the object.
Reason for move
Additional information about the move as required

Record information about the exit
Record on an object exit form or Record of Deposit.
Exit information that may need to be recorded includes:
Object identification information
Object number
Brief description
Object entry information
Exit reference number (for objects belonging to others
Person authorising the exit in your organisation – Exit authoriser
Exit authorisation date
Signature of person receiving the exiting objects (or reference to signature, if a
computer record)
Name and details of the destination of the exit:
Exit destination
Address
Reason for exit
How the exit was carried out
Exit date
Expected return date
Expected return method
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Exit note,
Any other information about the exit not recorded elsewhere
Object valuation information
Object valuation, if required for indemnity or insurance
Object condition and technical assessment information
Condition
Update insurance and indemnity records as needed
Go to Insurance and indemnity if you need to update your insurance or indemnity
cover, particularly if high-value items have left your buildings and are no longer your
responsibility.

Object Exit protocol
An authorised officer as outlined will be responsible for ensuring an exit record is
completed and signed before any objects are released from the museum’s collection.
The exit record should include the following information:
Accession Number or “Daybook Number”
Brief description
Person responsible
Condition
Valuation if required for indemnity or insurance
Authorised signature on behalf of the Irish Linen Centre & Lisburn Museum
Destination name, address and telephone number
Reason for exit
Signature of receiving officer
Date of exit
Date of delivery
Anticipated return date, if any
Reference other collection records

Other collection records
If an object is being returned to its owner (e.g. an unwanted offer of a gift), this does
not normally require the creation of a separate exit record as its removal will be logged
on the appropriate entry form. In this case the terms and conditions of the original
deposit should have specified the action which would be taken to return the object.
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Initiating a disposal
Museum Collections Management staff shall ensure they comply with the appropriate
procedure to establish the point at which the object should leave the museum and the
additional information and documentation required
The release must be authorised in writing and must be legal, ethical and unambiguous.
It must not violate or contravene any existing contractual agreements. “The “Record
of Deposit “ form can be used to indicate the authorisation for the release of an object,
or an Object Exit Form.
Exit information must be consistent with other information required for inventory
control, including updating the entry information for all temporarily deposited objects.
Organise agents, couriers and transport as required and record details.
If appropriate, advise relevant staff of changes in display.
Appropriate documentation must accompany the object. This includes the following:
A receipt for signature and return by the recipient;
The appropriate export and customs documents (for objects travelling overseas);
The appropriate insurance or indemnity documents;
The unpacking instructions (where required).
After the object's arrival at its destination has been confirmed:
Request and record return of receipt from owner/recipient;
Act immediately on any problems reported;
Update inventory records;
Update location records;
Update insurance and indemnity records.
If the owner has died since the object was received, contact the executor if known. If
current legal ownership of the object is in any doubt, Collections management staff
shall seek legal advice from the Lisburn and Castlereagh City Council solicitor
If the original owner of a deposited or loaned item cannot be contacted, collections
management staff shall seek legal advice with a view to either:
Acquiring the object;
or
Disposing of the object in compliance with the Irish Linen Centre & Lisburn Museum’s
procedures.
However, any further action should only be undertaken after a period of due diligence,
where reasonable efforts to trace the original owner have failed. Legal advice should
be sought with regards to the Torts (interference with Goods) Act 1977 and the Local
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Government (Miscellaneous Provisions) Act 1982 before proceeding on either course
of action.
If a loaned object is subsequently acquired by the Irish Linen Centre & Lisburn
Museum, process it as an acquisition.

Security of Object Exit Records
The Assistant Keeper of Collections will be responsible for ensuring Object exit
records are retained securely in the Conservation / Receiving room

Review of the procedure
This procedure will be reviewed annually to ensure compliance with: collections
standards, changes to the legal environment, changes in museum policies.
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Loans in Policy
Scope
This policy regulates the borrowing of objects for the Irish Linen Centre & Lisburn
Museum for the purpose of: exhibitions, display, conservation, research, education,
photography and publication.
The adoption of this policy by the governing body, Lisburn and Castlereagh City
Council, is a requirement of the UK Museum Accreditation Scheme.

Authorisation level
The Museum Service Manager, is authorised to approve the borrowing of objects on
behalf of the Irish Linen Centre & Lisburn Museum.

Why borrow Objects?
Loans can be initiated either by the Irish Linen Centre & Lisburn Museum or by the
Lender. Reasons for borrowing or receiving item(s) include: exhibition/display,
photography and or publication, conservation, research or for educational purposes.
Loans should not normally be accepted unless it is in the interest of widening public
benefit.

Conditions of deposit.
The Irish Linen Centre & Lisburn Museum will take the same care and precautions for
the protection of an item or items loaned to the institution whilst they are in its custody,
as it does for those in its permanent collections.
Except in the case of negligence on the part of itself, its officers or employees, the
museum’s governing body, Lisburn and Castlereagh City Council, does not accept
liability for loss of or damage to, or deterioration in, the item(s) deposited on loan, for
the duration of the loan.

Museum staff should record all relevant object related information such as:
Standards of care, display, handling, and usage.
Security and environmental arrangements.
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Curatorial staff must liaise with Council Insurance Officers and ensure adequate
insurance cover for all objects borrowed by the Irish Linen Centre & Lisburn Museum.
Insurance cover should also include for objects in transit.

Condition reporting and monitoring.
All relevant data on environmental conditions and the condition of objects should be
made available to lenders if and when requested.

Loan periods
The minimum length of a loan will be two weeks. Photographs deposited for copying
purposes will not be considered a loan, and do not require a loan agreement.
The maximum period of a loan will be 5 years. Loans may be renewed. If
the Irish Linen Centre & Lisburn Museum and the lender agree to another loan
period a representative of the owner.

Diligence
The Irish Linen Centre & Lisburn Museum must exercise due diligence to ensure that
only ethically acceptable items are borrowed. And reject those that might have been
taken illegally from archaeological sites, or the result of spoliation or are protected
natural material.
Collections management staff should seek guidance from the Cultural Property Advice
Website www.culturalpropertyadvice.gov.uk and databases of stolen art to assist in
the due diligence process.

Maintenance of loan records
The Irish Linen Centre & Lisburn Museum must ensure that loan records are
maintained and updated. The monitoring of the loan should extend beyond condition
and environmental records to include updating contact details.
The Irish Linen Centre & Lisburn Museum must contact institutional lenders of item(s)
where loan periods exceed 1 year to ensure contact details are accurate.
It is the responsibility of private lenders to inform the Irish Linen Centre & Lisburn
Museum of any change in contact details.
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Loan objects retained beyond the expiry date of the loan period
Every effort should be made to contact lenders of objects where the loan period of the
object(s) has expired but the original lender cannot be contacted.
It is the responsibility of the lender to collect or arrange for the collection of the loan
object(s) at the expiration of the loan period. In the event of loan object(s) not being
collected 24 months of the expiration of the loan period, the museum’s governing body
reserves the right to dispose of items as it sees fit.

Policy Review procedures
This policy statement supersedes all previous and existing practices and policies,
formal and informal relating to the borrowing objects for the Irish Linen Centre &
Lisburn Museum.
This policy represents the aims and plans of the Museum’s governing body at the time
of its adoption in 2018 and as such will be subject to review as the museum develops
and /or to comply with the revision of the Collections Trust, collections management
standard - SPECTRUM. A policy review must take place prior to December 2022
The Loans In policy will be published from time to time, at least once every five years.

The Northern Ireland Museums Council will be notified of any changes to the Loans
In policy and the implications of any such changes on collections management.
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Loans in procedure.
Scope
This policy regulates the borrowing of objects for the Irish Linen Centre & Lisburn
Museum for the purpose of: exhibitions, display, conservation, research, education,
photography and publication

Authorisation level
The Museum Service Manager is authorised to approve the borrowing of objects on
behalf of the Irish Linen Centre & Lisburn Museum.
Loans can be initiated either by the Irish Linen Centre & Lisburn Museum or by the
Lender. Reasons for borrowing or receiving item(s) include: exhibition/display,
photography and or publication, conservation, research or for educational purposes.
Loans should not normally be accepted unless it is in the interest of widening public
benefit.

Why borrow Objects?
Loans can be initiated either by the Irish Linen Centre & Lisburn Museum or by the
Lender. Reasons for borrowing or receiving item(s) include: exhibition/display,
photography and or publication, conservation, research or for educational purposes.
Loans should not normally be accepted unless it is in the interest of widening public
benefit.

Conditions of deposit.
The Irish Linen Centre & Lisburn Museum will take the same care and precautions for
the protection of an item or items loaned to the institution whilst they are in its custody,
as it does for those in its permanent collections.
Except in the case of negligence on the part of itself, its officers or employees, the
museum’s governing body, Lisburn and Castlereagh City Council, does not accept
liability for loss of or damage to, or deterioration in, the item(s) deposited on loan, for
the duration of the loan.
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Museum staff should record all relevant object related information such as:
Standards of care, display, handling, and usage.
Security and environmental arrangements.
Condition reporting and monitoring.

Loan periods
The minimum length of a loan will be two weeks. Photographs deposited for copying
purposes will not be considered a loan, and do not require a loan agreement.
The maximum period of a loan will be 5 years. Loans may be renewed. If
the Irish Linen Centre & Lisburn Museum and the lender agree to another loan
period a representative of the owner.

The loans process
Loans can be initiated by the Irish Linen Centre & Lisburn Museum or by the lender.
The Irish Linen Centre & Lisburn Museum should maintain an up to date record of the
status of the loan throughout the loan process.
All correspondence should be
maintained in a related file, accessible by lender name and loan number.
If the lender agrees to consider the loan, the Irish Linen Centre & Lisburn Museum will
provide further information on the venue (normally the Irish Linen Centre & Lisburn
Museum) as required including a formal facilities report if requested.
Carry out appropriate due diligence checks in order to confirm that the material was
not acquired by the lender through illicit trade, or spoliation, or is protected natural
material.
Loans from private sources may require separate or additional guidance for individuals
who have not loaned to the Irish Linen Centre & Lisburn Museum before, stating
responsibilities of both parties, and asking the lender to confirm title and provenance
of loaned object if necessary.
Record references to correspondence and documents.

Loan requests should be in writing and include:
Date(s) of proposed loan
Venue(s) for proposed loan
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Context and purpose of proposed loan including such information as the themes of a
proposed exhibition.
Lender’s name and address
Contact name and details
Object number(s) of requested object(s)
Brief description of requested object(s)
A statement regarding insurance or indemnity
All correspondence and additional information should be maintained in a related file,
accessible at least by lender name and loan number.
When the lender has agreed in principle to the loan and the list of objects to be
borrowed stabilises, additional information on each object should be obtained and
recorded.
Information should include:
Record details of request
Record the following from your loan request:
Loan in information
A reference number for loan in – Loan in reference number
Name and contact details of the lender:
Lender
Lender’s contact
Address
The person responsible for managing the loan on your behalf
The reason for the loan
The proposed dates of the loan:
Loan in begin date
Loan in end date
The status of the loan
The date of the status Object identification
The lender’s object numbers for the items being borrowed:
Other number
Other number type
If you are borrowing from, for example, a private individual, and there are no lender’s
object numbers, you should assign a temporary number of your own to each item. This
could be in two parts separated by a dash: first the Loan in reference number, then a
sub-number for each individual object borrowed from the same lender.
Maintain an up-to-date record of the status of the loan throughout the process
Exchanging further information
Complete and send a facilities report to the lender
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If the lender agrees to consider the loan, provide further information on your venues
as required. The lender is likely to ask for a facilities report, and may send you a blank
form.

Obtain further information for each object from the lender, and update loan file
When the lender has agreed in principle to the loan, and as the list of objects to be
borrowed stabilises, request further details of the objects and record them in a related
file. The information for each object should include:
The lender’s object number (if applicable)
Object description
The name and address of owner
Its valuation
Its condition
Its display requirements
Its environmental requirements
Its handling requirements
Any potential risks
Its dimensions
Photographs of it, for research
Details of any relevant intellectual property rights and associated licensing
requirements
Any additional descriptive and historical information as required
Exhibition number (if applicable)
It may be necessary to repeat these steps depending on conditions such as the
availability of objects, security and environmental conditions.
Maintain the related file containing correspondence, object information, and any other
documents, so that they can easily be found and referred to.

Agreeing the loan
Create and sign the loan agreement
Finalise the conditions of loan. If you are borrowing from another museum it is likely
that they, as the lender, will create the loan agreement. If not (eg you are borrowing
from a private individual) create a loan agreement based on the agreed conditions.
When the loan is confirmed, appropriate agreements should be signed by lender and
borrower. The agreement should refer to all conditions for the loan.
Add your copy of the signed agreement to the loan file, along with any other
correspondence.
Record loan information
Record, and add to the loan in information, the following:
Loan in information
The name of the person authorising the loan on behalf of the lender
The date of the authorisation
Condition’s applying to objects as part of the loan in agreement
General information about the loan
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Preparing to receive the loan
Schedule and prepare for the arrival of loaned objects
This might include reserving a storage location, and briefing others on the conditions
of the loan agreement. You will need to send the lender evidence of the insurance and
indemnity cover arranged, arrange transport and obtain any other licences needed for
the proposed use of the objects. Comply with Museum Record of Deposit and
Location and Movement Control procedures
On arrival send a receipt and condition update to the lender
Send a receipt to the lender to confirm arrival of objects. Their condition should have
been checked as part of the Record of Deposit procedure, and to a level of detail
required by the loan agreement, or by insurers or indemnifiers. If there are any
problems, let the lender know immediately.
Add copies of this correspondence to the loan file.
If conservation work is needed, agree this with the lender
If there is any damage to the objects, or if it was always planned that your conservators
would do some work on the objects (eg cleaning ahead of exhibition) refer to
Spectrum’s Collections care and conservation.

Monitoring the loan
Monitor and report the condition of the objects during the loan
Provide condition reports to the lender, as required by the loan agreement. If an object
has been damaged, the lender should be informed immediately and provided with a
full report. Go to Condition checking and technical assessment.
If required by the loan agreement, send environmental data (eg temperature and
relative humidity readings) and other information about the objects’ location. Report
any changed circumstances even if objects on loan are not directly affected (eg a
breach of security in a location containing borrowed objects), and go to Location and
movement control.

Extending the loan
Do you want to extend the loan?
If you want to extend a loan beyond the fixed term of the relevant loan agreement, go
back to the steps for agreeing the loan. Both the request to extend and the lender’s
response should be in writing, although you may not always need to draw up a
completely new loan agreement. In any event, you should check that the information
included in any existing agreement is still current. This might involve a new valuation
and updating your insurance or indemnity cover. Loan extensions should always be
for a fixed term.
If needed, go to Insurance and indemnity and potentially to Valuation.
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Return and closure
Contact the lender to arrange for the return of objects
Towards the end of the loan, arrange for the return of the objects. Confirm packing,
transport and receipt arrangements as agreed with the lender. If the loan dates are
being changed, consult the lender as soon as possible before an early return of the
loan.
Carry out a final condition report on the objects
Complete a final condition report on the object, taking photographs if possible, and go
to Condition checking and technical assessment.

Return the objects to the lender
Go to Object exit and from there to Location and movement control to arrange
transport.
Confirm all loan conditions have been met and close the loan file
Obtain written confirmation from the lender that all the conditions of the loan
agreement have been met, and take any action needed if not (eg paying outstanding
fees). Make final changes to the loan information and maintain the loan file as a
permanent record and audit trail of the loan.

Maintain the documentation as a permanent record of the loan.
If the owner has died since the object was received, contact the executor if known. If
current legal ownership of the object is in any doubt, Collections management staff
shall seek legal advice from the Lisburn City Council solicitor
If the original owner of a deposited or loaned item cannot be contacted, collections
management staff shall seek legal advice with a view to either:
Acquiring the object;
or
Disposing of the object in compliance with the Irish Linen Centre & Lisburn Museum’s
Disposal procedure.
However, any further action should only be undertaken after a period of due diligence,
where reasonable efforts to trace the original owner have failed. Legal advice should
be sought with regards to the Torts (interference with Goods) Act 1977 and the Local
Government (Miscellaneous Provisions) Act 1982 before proceeding on either course
of action.
If a loaned object is subsequently acquired by the Irish Linen Centre & Lisburn
Museum, process it as an acquisition.
74

DLCW Report

Irish Linen Centre & Lisburn Museum
Lisburn and Castlereagh City Council
Council approved date:

Review Date: December 2022

Diligence
The Irish Linen Centre & Lisburn Museum must exercise due diligence to ensure that
only ethically acceptable items are borrowed. And reject those that might have been
taken illegally from archaeological sites, or the result of spoliation or are protected
natural material.
Collections management staff should seek guidance from the Cultural Property Advice
Website www.culturalpropertyadvice.gov.uk and databases of stolen art to assist in
the due diligence process.

Maintenance of loan records
The Irish Linen Centre & Lisburn Museum must ensure that loan records are
maintained and updated. The monitoring of the loan should extend beyond condition
and environmental records to include updating contact details.
The Irish Linen Centre & Lisburn Museum must contact institutional lenders of item(s)
where loan periods exceed 1 year to ensure contact details are accurate.
It is the responsibility of private lenders to inform the Irish Linen Centre & Lisburn
Museum of any change in contact details.

Loan objects retained beyond the expiry date of the loan period

Every effort should be made to contact lenders of objects where the loan period of the
object(s) has expired but the original lender cannot be contacted.
It is the responsibility of the lender to collect or arrange for the collection of the loan
object(s) at the expiration of the loan period. In the event of loan object(s) not being
collected 24 months of the expiration of the loan period, the museum’s governing body
reserves the right to dispose of items as it sees fit.

Review of the Procedure
This procedure will be reviewed annually to ensure compliance with: collections
standards, changes to the legal environment, changes in museum policies.
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Loans Out Policy
Scope
This policy governs the documentation and management of lending objects to other
organisations or individuals for a specific period of time and for a specific purpose
normally exhibition / display, but including research, conservation, photography and
publication.
The adoption of this policy by the museum’s governing body, Lisburn and Castlereagh
City Council, is a requirement of the UK Museum Accreditation Scheme.

Authorisation level
The Museum Service Manager may authorise the loan of objects to organisations or
individuals for a specific period of time not exceeding 12 months.
Loan requests seeking the “long” terms loan of the object(s) for a period of more than
12 months to a maximum of 5 years must be approved by the museum’s governing
body, Lisburn and Castlereagh City Council.

Loan request protocol
All requests for the loan of an object or objects from the Museum’s collection must be
in writing, the potential borrower must provide the following information:
Details of the required object(s)
Name, address, contact details of the requestor
Name and status of individual making request
Purpose of loan
Proposed dates of loan
A statement of the indemnity or insurance provisions
The Keeper of Collections should ensure that the loan request is acknowledged,
stating whether or not the object is available for loan and if the museum is prepared to
consider the loan. Criteria which may affect the decision to consider a loan are:
The availability of the object(s) requested
Condition of the object
A risk assessment to the object as well as to the borrower and / or users
Ethical considerations such as condition, risk, or sensitivity
The acceptability of the purpose of the loan
Has the museum the right to lend
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The assessment of the loan request should examine the suitability of the proposed
borrower taking into account facilities reports and references and assurances that the
object will be adequately covered in the event of damage or loss.
Assessment should also include:
Is the timescale available to meet loan request
The cost, if any, to the museum
Security considerations
Environmental considerations
The use to be made of collections.

Loan Agreement
Once it is agreed in principle to lend, the Keeper of Collections shall ensure the object
information is made available to the prospective borrower. Information for each object
should include:
Name and address of the owner
Valuation
Its condition
Display requirements
Environmental requirements
Handling recommendations
Dimensions
Photographs
Additional descriptive and historical information
Estimated costs that the borrower will be expected to meet.
Conditions of loan should also be finalised such as:
Insurance and indemnity requirements

Terms of reproduction
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Packing requirements, transport, courier and other shipping requirements
Any additional terms and conditions as agreed with the borrower

The onus is on the borrower to accept the standard loan agreement of the Irish Linen
Centre & Lisburn Museum. The loan agreement should be signed by a representative
of the Irish Linen Centre & Lisburn Museum and the borrower or representative of the
borrower.

Monitoring the loan
The Keeper of Collections shall ensure that loans are monitored to ensure compliance
with the terms of the loan including such issues as:
Object condition (at least annually)
Environmental and display conditions (at least annually)
Insurance and indemnity polices (before renewal dates)

Renewal of loans
A loan agreement must be for a finite period however at the end of the agreed period
an application for renewal may be considered.
The Keeper of Collections shall
ensure that if the renewal is agreed that a new signed loan agreement is retained by
the Irish Linen Centre & Lisburn Museum.

Return of objects
The Keeper of Collections shall ensure that appropriate arrangements are in place for
the return of objects from loan including compliance with other primary procedures
such as the Receipt and Deposit of objects.
On return the object should be unpacked and a condition check initiated. A condition
report shall record any problems, if any.
The Borrower should be advised of the safe receipt of the object and confirm that all
the final conditions of loan have been met.
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Security of loan agreements
The Keeper of Collections will be responsible for ensuring Loan Agreements are
retained securely.

Policy review procedure
This policy statement supersedes all previous and existing practices and policies,
formal and informal relating to the lending of objects at the Irish Linen Centre & Lisburn
Museum.
This policy represents the aims and plans of the Museum’s governing body at the time
of its adoption in 2018and as such will be subject to review as the museum develops
and /or to comply with the revision of the Collections Trust, collections management
standard - SPECTRUM. A policy review must take place prior to December 2022.
The loans out policy will be published from time to time, at least once every five years.
The Northern Ireland Museums Council will be notified of any changes to the Loans
Out policy and the implications of any such changes on collections management.
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Loans Out Procedure
Scope of the procedure
This policy governs the documentation and management of lending objects to other
organisations or individuals for a specific period of time and for a specific purpose
normally exhibition / display, but including research, conservation, photography and
publication.

Introduction
Loans can be initiated either by the receiving organisation or by the lender. Reasons
for a proposed loan might include:
Exhibition;
Photography;
Research;
Conservation.
Authorisation level
The Museum Service Manager may authorise the loan of objects to organisations or
individuals for a specific period of time not exceeding 12 months.
Loan requests seeking the “long” terms loan of the object(s) for a period of more than
12 months to a maximum of 5 years must be approved by the museum’s governing
body, Lisburn and Castlereagh City Council.

Assessing the request
Open a file for the loan
When you receive a request to borrow your objects, create a file for the potential loan
and give it a Loan out reference number. Loan requests should be made in writing.
Record details of request
Check that the potential borrower has provided the following information, and record
it:
Object identification information
Details of each required object, including:
Object number
Brief description
Loan out information
A reference number for the loan
Name and contact details of the borrower:
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Borrower
Borrower’s contact
Address
Status of the borrower
The reason for the loan
If intended for exhibition, the scope of the exhibition and details of all venues
The proposed dates of the loan:
Loan out begin date
Loan out end date
A brief statement of the indemnity or insurance provisions needed – Special conditions
of loan
The current stage (beginning with ‘requested’) in the loan process the object has
reached – Loan object status
The date that stage was reached – Loaned object status date

Acknowledge the request
Acknowledge the request, stating whether or not the objects are available for loan and
if you are prepared to consider lending. If not, explain the reasons. Keep a copy in the
loan file and make a note of the Document location so that you and others can find it
in future.

Requesting further information
Request further information from the borrower
If you are considering lending, send the potential borrower any general conditions you
have, together with a request for further information about the loan. This may include
a request for them to complete a facilities report.

Consider the request
In the light of the further information, consider whether you want to go ahead with
lending the proposed objects. Factors might include:
The suitability of the proposed borrower, taking into account:
A reference to previous loans to a particular borrower or venue
Information gained from a site visit to the proposed venue
Consulting the relevant regional agency or the National Security Adviser
Assurance that the object will be adequately covered in the event of damage or loss
Necessary schedule to meet the loan
Costs (eg of conservation work)
Specific requirements relating to the objects requested (eg couriers required)
Security considerations
Environmental considerations
Use to be made of collections (eg working objects)
If you decide not to lend, write and explain the reasons. Keep a copy in the loan file
and make a note of the Document location so that you and others can find it in future.
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Agreeing the loan
Provide the borrower with information for each object
If you decide to lend, provide the prospective borrower with the following information
for each object:
Its object number
Object description
Its valuation
Its condition
Its display requirements
Its environmental requirements
Its handling requirements
Any potential risks
Its dimensions
Photographs for research or publicity (if rights permit)
Details of any relevant intellectual property rights and associated licensing
requirements
Any additional descriptive and historical information as required
The estimated costs that the borrower will be expected to meet (eg conservation work,
bespoke frames or mounts)
Record the final conditions of the loan and create the loan agreement
Finalise the conditions of loan and create a loan agreement based on them. Maintain
the related file containing correspondence, object information, and any other
documents, so that they can easily be found and referred to.
Record the authorisation of the loan:
Loan out information
The name of the person authorising the loan
The date the authorisation was given
Both parties sign loan agreement
When the loan is confirmed, appropriate agreements should be signed by lender and
borrower. The agreement should refer to all conditions for the loan. Add your copy of
the signed agreement to the loan file make a note of the Document location so that
you and others can find it in future.

Preparing for the loan
Check and record, with images, the condition of objects for loan
Go to Condition checking and technical assessment.
Carry out any necessary conservation work, including bespoke mounts and frames
Go to Collections care and conservation.
Confirm that all security conditions have been met
If applicable, confirm that a satisfactory report has been received from the National
Security Adviser, or another qualified individual, and that all security conditions have
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been met. If the report is unsatisfactory, consider whether to give the borrower an
opportunity to comply fully with the security standards required for the loan before any
final decision is taken.
Obtain evidence of insurance or indemnity arrangements and update records
Obtain evidence of insurance or indemnity arrangements before dispatching the
objects. Update records, and go to Insurance and indemnity.

Sending the objects
Make arrangements for sending the objects and confirm their safe arrival
Go to Object exit and from there to Location and movement control.

Monitoring the loan
Monitor the condition and location of the objects during the loan
Monitor loans by updating the following information according to the loan agreement:
Object condition (at least annually)
Environmental and display conditions (at least annually)
Insurance and indemnity policies (before renewal dates)

Extending the loan
Does the borrower want to extend the loan?
If the borrower wants to extend a loan beyond the fixed term of the relevant loan
agreement, go back to the steps for agreeing the loan. Both the request to extend and
your response should be in writing, although you may not always need to draw up a
completely new loan agreement. In any event, you should check that the information
included in any existing agreement is still current. This might involve a new Valuation
and updating Insurance and indemnity.

Arranging for return
Confirm the arrangements for the return of the objects, and plan their return to you
Go to Location and movement control.

Closing the loan
Invoice the borrower for any remaining costs
Invoice for any remaining costs incurred according to the terms of the loan agreement.
Acknowledge safe receipt of the objects and confirm that all loan conditions have been
met
Acknowledge safe receipt of the objects by returning the borrower’s receipt and
confirm that all the final conditions of loan have been met (eg payment of costs, receipt
of catalogues).
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Add relevant information about the loan to the objects’ catalogue records
This might include references to exhibitions and other uses that form part of the history
of your objects. Go to Use of collections.

Close the loan file
Make final changes to the loan information. Record any information, such as details of
security incidents or courier reports, which may be relevant in case of future requests
from the borrower. Maintain the loan file as a permanent record and audit trail of the
loan.

Security of loan agreements
The Keeper of Collections will be responsible for ensuring Loan Agreements are
retained securely.

Review of the Procedure
This procedure will be reviewed annually to ensure compliance with: collections
standards, changes to the legal environment, changes in museum policies.
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Access Policy
Scope
This policy governs accessibility to the collections of the Irish Linen Centre and
Lisburn Museum.

Statement of General Principles
The Museum and Heritage Service is committed to the widest possible access to
Lisburn Museum’s collection which it houses, conserves and displays. The
collection is held for everyone, regardless of education, income, residence, or
personal circumstances.
The Museum and Heritage Service’s aim is to make physical access to the collection
as easy as possible for all; to enable everyone as far as possible to have access to
scholarship and information about the collection; and to allow everyone to enjoy and
study the collection in as many ways as possible.
As a service provider and equal opportunities employer the Museum and Heritage
Service aims to comply with the provisions of the Disability Discrimination Act 1995,
the Disability Discrimination Act 1995 (amendment) Regulations (Northern Ireland )
2004, the Disability Discriminatory (Northern Ireland) Order 2006 and the Special
Educational Needs and Disability Order (Northern Ireland) 2005.

Access to the Collection/Irish Linen Centre & Lisburn Museum
Introduction
The Museum and Heritage Service seeks to provide all visitors with equal access to
the Irish Linen Centre & Lisburn Museum, making alternative provision where
necessary, within the constraints of part of the Centre being a listed building.
It assures that current and future construction projects at the Irish Linen Centre &
Lisburn Museum provide appropriate physical access for all visitors. Expert advice is
sought whenever necessary

Learning about the Collection
The Museum and Heritage Service encourages and enables the widest possible
audience to study the Collection. It seeks ways to improve and extend access to
information and scholarly research.
The Museum and Heritage Service continues to consult people with disabilities,
specialist organisations (such as ADAPT, the Equality Commission, Northern Ireland
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Museums Council, the Northern Ireland Tourist Board), and other museums, on the
best and most practical ways of improving intellectual access.

Safety in the Irish Linen Centre & Lisburn Museum
The Museum and Heritage Service takes account of the needs of visitors with
disabilities in all safety procedures primarily at the Irish Linen Centre & Lisburn
Museum, but to include to enable all occupants of the building to be evacuated at the
same time in an emergency. Health and safety is also of paramount importance for
all staff and visitors who participate in Outdoor Museum tours of: Lisburn, Castle
Gardens, Wallace Park and River Lagan Trails
The Museum and Heritage Service provides a duty manager, fire wardens,
uniformed staff and staff trained in First-Aid and the use of Automated External
Defibrillators, in the evacuation of people with disabilities by way of tailored Personal
Emergency Evacuation Plans and other emergency procedures. Two Evac-Chairs
are available to be used in the evacuation of visitors.
As a further precaution 8 refuge areas with communication points have been created
within the building, to offer protection to visitors and staff who are unable to evacuate
the building.

Information and Signage
The Museum and Heritage Service strives to provide information in forms that are
accessible to all visitors and to cater for most needs. We offer information in
alternative formats. Signage is designed and situated to be as legible as possible.
The Museum and Heritage Service undertakes to review regularly its methods of
communication and to adapt best practice in this area, in consultation with specialist
organisations (such as ADAPT, Equality Commission, RNIB, Deaf Association of
Northern Ireland, The British Deaf Association).

Employment and Training
The Museum and Heritage Service aims to ensure that its employment practices do
not discriminate against people with disabilities, by complying with all Lisburn and
Castlereagh City Council employment and recruitment policies and procedures.
The Museum and Heritage Service has and will continue to provide disability
awareness training for all staff as identified by management, performance review, or
in consultation with specialist organisations and other experts on ways to improve
training in this area.

The adoption of this policy by the museum’s governing body, Lisburn and Castlereagh
City Council, is a requirement of the UK Museum Accreditation Scheme.
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Policy review procedure
This policy statement supersedes all previous and existing practices and policies,
formal and informal relating to the lending of objects at the Irish Linen Centre & Lisburn
Museum.
This policy represents the aims and plans of the Museum’s governing body at the time
of its adoption in 2018and as such will be subject to review as the museum develops
and /or to comply with the revision of the Collections Trust, collections management
standard - SPECTRUM. A policy review must take place prior to December 2022.
The Access policy will be published from time to time, at least once every five years.
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Environmental Sustainability Policy
Scope
This policy governs the how the Irish Linen centre & Lisburn museum will ensure
Environmental sustainability is an integral aspect of all museum functions and
activities.

Introduction
The Irish Linen Centre and Lisburn Museum recognises its sustainability obligations
to its staff, visitors, communities and stakeholders – both locally and globally – and to
present and succeeding generations.
The adoption of this policy by the museum’s governing body, Lisburn and Castlereagh
City Council, is a requirement of the UK Museum Accreditation Scheme.

Compliance
The Irish Linen Centre and Lisburn Museum is committed to implementing the
requirements of all relevant sustainability legislation and regulations, and, where
possible, exceeding any relevant minimum requirements.

Sustainable Development
The Irish Linen Centre and Lisburn Museum will manage activities over which it has
control and which impact upon its various environments in accordance with the
principles of sustainable development.
The Irish Linen Centre and Lisburn Museum will monitor its use of natural resources,
both non-renewable and renewable and maximise the efficiency and effectiveness
with which they are used, with a view to minimising environmental impacts.

Sustainability Awareness
The Irish Linen Centre and Lisburn Museum aims to raise the sustainability awareness
of its staff, visitors, communities and stakeholders by promoting the concept of
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sustainable development and by openly recognising the on-going need to move
towards a more sustainable future.

Staff training
The Irish Linen Centre and Lisburn Museum will provide appropriate sustainability
training and development for its staff, and will encourage them to apply sound
sustainability practices at work, at home and within the wider community.

Review
To ensure we meet our commitments, we undertake to periodically monitor and review
our environmental performance and take corrective action where necessary. This
policy will be reviewed annually.

Policy review procedure
This policy statement supersedes all previous and existing practices and policies,
formal and informal relating to the lending of objects at the Irish Linen Centre & Lisburn
Museum.
This policy represents the aims and plans of the Museum’s governing body at the time
of its adoption in 2018and as such will be subject to review as the museum develops
and /or to comply with the revision of the Collections Trust, collections management
standard - SPECTRUM. A policy review must take place prior to December 2022.
The Environmental Sustainability policy will be published from time to time, at least
once every five years.
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Documentation Policy
Scope
This policy governs the management of the museum’s collection management
documentation.

Introduction
Documentation underpins every aspect of Museum activity. Recording collection
information is central to being accountable for the collections, their accessibility,
management, research, study and use.
The adoption of this policy by the museum’s governing body, Lisburn and Castlereagh
City Council, is a requirement of the UK Museum Accreditation Scheme.

Our Policy for the documentation of the collections is to ensure that information we
hold relating to the collections is accurate, secure, reliable and accessible.

Aims and Objectives
The aim of this Policy is to ensure that we fulfil our guardianship, stewardship and
access responsibilities. Through implementation of this policy, our objective is to :
Improve accountability for the collections;
Maintain at least minimum professional standards in documentation procedures and
collection information and attain the very highest standards wherever possible;
Extend access to collection information;
Strengthen the security of the collections

Documentation level
The Irish Linen Centre & Lisburn Museum will adopt a common-sense approach as to
the level to which we document artefacts. Ideally for the majority of the Collections,
especially those that have high monetary, cultural significance or scientific value, our
collections management staff will document to individual item level.
For certain collections, such as bulk archaeological excavation material, it is neither
feasible nor practical to document the material in this detail, and we will document at
group level. We therefore aim to have a basic ‘inventory’ record for all identified items
and groups within the collection, whilst some items will be documented to a more
detailed ‘catalogue’ level, as defined.
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Definitions
The museum’s collections management staff will document our collections to either
Inventory or Catalogue level, as defined

Inventory level
This includes sufficient key information to allow any object(s) in our care to be
individually identified and verified. All accessioned items, loans inward and outward,
and any other un-accessioned objects as appropriate are documented at this level.
Catalogue level
Departments will identify the collections that merit further, more detailed,
documentation, thus raising the standard of information to catalogue level. Such
documentation will include the known history of an object, and reference to any
relevant publication etc.

Controlled access to sensitive information
All requests for information will be considered in terms of compliance with the
Freedom of Information Act (2000) and the General Data Protection Regulation
(GDPR) (Regulation (EU) 2016/679). We will review requests for confidential data
such as donor information, valuations or site details as a case by case basis, and in
accordance with the applicable legislation and legal agreements or conditions of gift.

Security against loss of irreplaceable collection information
The Irish Linen Centre & Lisburn Museum will ensure the physical security and longterm preservation of all documentation records, whether paper or computerised.
Collections management staff will update all manual and computerised records as
appropriate. Daily backups will be made to secure digital data. Where collection
information in wholly computerised and managed centrally we will make back-up
copies of all key files, and if considered appropriate, house them securely off-site.
Existing Collections information should be reviewed to identify areas of improvement
in light of collections management priorities.
The Museum Service Manager will produce a documentation plan to address
improvement priorities with an action plan with SMART objectives. Progress should
be periodically reviewed.
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The minimum requirements of the Inventory procedure must be realised.

Record the Document location of this plan, so that it can easily be found and referred
to.

Implement Plan
Regularly review progress, based on the milestones in the plan. Adjust the plan, if
necessary, based on the results of the review, and get the revisions approved.
Complete the work and evaluate the plan
At the end of the period covered by the plan, or revised plan, stop and evaluate how
effective it was, noting any lessons learned.

Continual improvement
Repeat the procedure
The point of this procedure is the continual improvement of the museum’s collections
information as part of the wider cycle of forward planning. So once you have evaluated
one plan, start thinking about the next one.

Policy review procedure
This policy statement supersedes all previous and existing practices and policies,
formal and informal relating to the lending of objects at the Irish Linen Centre & Lisburn
Museum.
This policy represents the aims and plans of the Museum’s governing body at the time
of its adoption in 2018and as such will be subject to review as the museum develops
and /or to comply with the revision of the Collections Trust, collections management
standard - SPECTRUM. A policy review must take place prior to December 2022.
The Documentation policy will be published from time to time, at least once every five
years.
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Documentation Plan
Introduction
This Documentation Plan has been prepared by Irish Linen Centre & Lisburn Museum
as part of the museum’s application for accreditation. The plan will bring the Irish
Linen Centre & Lisburn Museum’s Documentation System and the information held in
it up to accreditation standards.
This plan has been prepared by Paul Allison,
Museum Service Manager, in consultation with Trevor Hall, Assistant Keeper of
Collections. The Keeper of Collections is on sabbatical.
The museum has documentation backlogs in the linen collection, local and social
history collection and the photographic collection.
The Irish Linen Centre & Lisburn Museum will use SPECTRUM minimum standards
to assess the extent of the backlogs and bring museum records up to the SPECTRUM
minimum standards
Review of Current procedures
The main purpose of this Documentation plan is to :


Ensure museum documentation complies with SPECTRUM 5.0



Tackle documentation backlogs.



Continue the process of improving incomplete, inadequate, and
inaccurate documentation.

Collections Management Priorities 2018
1. Replacement of the museum’s collections management software system
2. Review of Museum Collections Management Documentation
3. Review of digitalisation of Museum Photographic collection documentation
4. Accession Backlog
5. Review Museum Library documentation
6. Create 4 new collections management procedures.
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1. Replacement of the computerised Collections Management
software system.
Recently the museum’s obsolete Collections Management Software programme
STATUS was replaced by MODES Complete, as part of the procurement exercise
the software supplier is currently arranging the transfer of existing data from STATUS
to MODES complete.
On receipt of the newly constructed Modes database it is essential that an audit is
undertaken to confirm the accurate and complete transfer of data.
Following the confirmation of an accurate transfer of data, The Assistant Keeper of
Collections will “clean “ the new database with assistance from the software supplier
and agree a consistent approach to describing objects.
Museum Curatorial staff require training on the new software programme.

2.

Review of the
Documentation

Museum’s

Collection

Management

The revisions to the Collections Trust’s Collection Management Standard SPECTRUM 5.0 has led to considerable change to the Irish Linen Centre & Lisburn
Museum’s Collection Management Policies and Procedures. In the expectation that
the Museum’s governing body Lisburn and Castlereagh City Council approves the
revised Collections Management Policies and Procedures, it is essential that a
documentation review takes place . This is to audit existing forms to ensure
compliance with the new procedures.
The creation of a new inventory procedure and listing new location areas requires
curatorial staff to fully understand the changes to the inventory, cataloguing and
location and movement control procedures that reflect the changes in Spectrum 5.0.

3. Review Digitisation of the Museum’s photographic collection
The museum’s photographic collection comprises approximately 17 500 images. The
programme for digitising the museum’s photographic collection has not progressed
as a consequence of the long term absence of the museum’s Technician. The post is
currently vacant and any significant progress will only commence with the recruitment
to the post.
A consequence of the vacant post is that the licences for the Museum’s software
programmes associated with digitisation have lapsed. In the absence of a post holder
the Assistant Keeper of Collections has on occasion accessed the files to print images
for customers and for exhibition panels.
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The cost of upgrading Portfolio Extensis and Adobe Photoshop will require funding.
Prior to such an upgrade it is pertinent to review if the existing software programmes
are still the best fit for the Museum’s Digital Photographic collection.

4. Accession Backlog
The museum has approximately 12360 objects in its collection, 11156 are
accessioned and recorded on the computerised collections management programme
STATUS. This means approximately 1214 objects are inventorised but not yet
accessioned.
The immediate priority of Collections management staff is to audit the 1214 items to
quantify items:
Where there is no legal impediment to accession them.
Items where a lack of documentation is an issue.
Items which should be considered for disposal as a consequence of condition.
With regard to items where a lack of documentation may be problematic, collections
management staff should consider the cultural and historical significance of the object,
any records or anecdotal evidence that exists and record on the collections
management system any concerns but proceed to accession.
The results of the audit should be recorded in the Collections Management Action Plan
to ensure accessioning of objects continues and is programmed into the duties of the
Assistant Keeper of Collections.

5. Museum Libraries
The recent refurbishment of parts of the Irish Linen Centre & Lisburn Museum has
provided the opportunity to increase the number of secure bookcases with additional
bookcases now installed in the meeting room. This coupled with the decant of the
Linen Industry Research Association Library has led to the decision to relocate some
of the more relevant LIRA books to the meeting room. A review of the LIRA library
has also led to the determination to create a secondary collection and remove such
books and journals to secondary stores.
The Research officer will be responsible for the procurement of a specialist Library
programme, including the cost of transferring data from the Library Module of
STATUS.
The Research Officer will also catalogue the Museum library on any new library
software programme.
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6. Create 4 new Collections Management procedures.
The Irish Linen Centre & Lisburn Museum has in place the nine primary procedures
as required by SPECTRUM.
The Irish Linen Centre & Lisburn Museum have also identified 4 procedures to be
included in the museum’s collection management procedures namely:
Protocol to create a new procedure.
Integrated pest management.
Environmental monitoring.
Photographic documentation
The timetable for the introduction of these procedures is outlined in the Action Plan.

96

DLCW Report

Irish Linen Centre & Lisburn Museum
Lisburn and Castlereagh City Council
Council approved date:

Review Date: December 2022

Care and Conservation Policy
Scope
This Policy governs the care and conservation of objects in the collections of the Irish
Linen Centre and Lisburn Museum. The Care and Conservation Plan sets out the way
the Policy will be actioned.
The adoption of this policy by the museum’s governing body, Lisburn and Castlereagh
City Council, is a requirement of the UK Museum Accreditation Scheme.

Introduction
The purpose of the Care and Conservation Policy is to set a framework for
The preservation of the collections and buildings in the care of the Irish Linen Centre
and Lisburn Museum.
Preventative and remedial conservation of the collections.
The safe use of and access to collections, within the limits of the Service’s resources.

Context
The Irish Linen Centre and Lisburn Museum aims to improve the care and condition
of all its collections in accordance with Benchmarks in Collections Care, Signposts in
Collections Care or other approved standards within the limit of its resources
The safety and preservation of the collections will be considered from the outset of
any plans to alter the display or storage, or modify the Irish Linen Centre & Lisburn
Museum or the museum’s stores.

Personnel
The care of the collections is the responsibility of everyone who works in or visits the
Irish Linen Centre & Lisburn Museum.
Any concerns regarding the collections should be reported in writing to the Museum
Service Manager or the Keeper of Collections.
The Irish Linen Centre and Lisburn Museum trains all staff who handle the collections
in the course of their work. No untrained personnel are allowed to handle items from
the collection.
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Researchers or other visitors (including placements) working with the collections will
be briefed on how to handle the items they are working on and will be supervised at
all times.
The Irish Linen Centre and Lisburn Museum’s Keeper of Collections may seek
specialist advice from an appropriately qualified conservator regarding any problems
or concerns relating to the care of an object or the collections.
The Irish Linen Centre and Lisburn Museum will check the suitability of conservators
chosen to work or advise on the collections. A professionally accredited conservator
or conservator listed on the Conservation Register will normally be chosen.
No item in the collections will be modified or altered until advice has been obtained
from a suitably qualified conservator.
Only suitably trained and qualified conservators will carry out interventive treatment
on objects.
The Irish Linen Centre and Lisburn Museum will keep detailed records of all treatments
carried out on objects, including the name and contact details of the person or
company.

The Buildings
The Irish Linen Centre and Lisburn Museum recognises that the maintenance of its is
fundamental to the preservation of both the building and collection and endeavours to
keep the buildings in a suitable condition. The Museum’s collection is stored and
displayed in the following buildings.
Irish Linen Centre & Lisburn Museum
Museum stores at Council Environmental Services Depot, Altona.
Both properties are owned and maintained by Lisburn City Council.

The Collections
The Irish Linen Centre and Lisburn Museum is aware of the risks to the collection from
environmental factors, poor handling, storage and display materials and methods, and
of the need to record the condition of the collection. The Museum cares for the
collection in store, on display and, by setting suitable requirements, on loan.
The details are listed in the Conservation and Collection Care Plan and include:
-

Monitoring and improving environmental conditions including
temperature, relative humidity, light and dust.
Managing the threat from pests
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Housekeeping
Conservation, cleaning of objects on open display
Documentation of the condition of the collection and of any
treatments carried out on objects
Storage materials and methods
Display materials and methods
Transport methods.

The Museum’s collection contains working historic items such as damask Jacquard
looms, cambric loom, piano card cutter and an Irish pedal harp.

Policy review procedure
This policy statement supersedes all previous and existing practices and policies,
formal and informal relating to the lending of objects at the Irish Linen Centre & Lisburn
Museum.
This policy represents the aims and plans of the Museum’s governing body at the time
of its adoption in 2018and as such will be subject to review as the museum develops
and /or to comply with the revision of the Collections Trust, collections management
standard - SPECTRUM. A policy review must take place prior to December 2022.
The Documentation policy will be published from time to time, at least once every five
years.
The Northern Ireland Museums Council will be notified of any changes to the
Documentation policy and the implications of any such changes on collections
management
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Care and Conservation Plan

This plan sets out the actions required to implement the Care and Conservation Policy.
The Keeper of Collections or the Museum Service Manager will refer any concerns to
an appropriate conservator.
Contents
1. Monitoring And Improving Environmental Conditions Including Temperature,
Relative Humidity (RH), Light And Dust
2. Managing The Threat From Pests
3. Housekeeping
4. Conservation Cleaning Of Objects On Open Display
5. Documentation Of The Condition Of The Collection And Of Any Treatments Carried
Out On Objects
6. Storage Materials And Methods
7. Display Materials And Methods
8. Handling Materials and Methods
9. Transport Methods
10. Loans In
11. Loans Out
12. Workforce Training
13. Plans for Improvement
14. Appendices:
•
Forms – [for recording inspections, results or whatever]
•
Contacts
•
Suppliers
•
References and where to find them (Benchmarks, etc)
•
Copies of factsheets: Signposts, handling guidelines, etc
1. Monitoring
And
Improving
Environmental
Conditions
Temperature, Relative Humidity (RH), Light And Dust

Including

TEMPERATURE AND RELATIVE HUMIDITY
The museum monitors and records the temperature and relative humidity (RH) in the
storage and display areas.
The museum aims to maintain conditions which are as stable as possible, within the
range 12 - 20ºC and 45 – 60% RH.
If the results fall outside the desired range, the cause is investigated and action taken
to improve conditions.
The current system is that museum galleries and artefact store are monitored by
sensors and automatically adjusted by the museum’s building management system.
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Thermo Hydro graphs are also located in galleries such as the weaving workshop to
corroborate and confirm temperature and humidity are within parameters.
Readings are maintained on the building management system.
The museum uses the following to control the environment:
6 Air Handling units and 6 Air conditioning units are located throughout the museum
galleries and artefact store, they run 24/7 a set points of 20 ⁰C 50%RH.
LIGHT
No objects are exposed to direct sunlight. Items are protected from unnecessary
exposure to light. Storage areas are kept dark when not in use.
Ultra violet light is excluded as much as possible. All windows are either blocked off.
Lights are replaced with UV free alternatives wherever possible.
Visible light levels are checked using the museum’s light meter whenever the lighting
is changed (lights are moved or new bulbs fitted). This is the responsibility of Keeper
of Collections
Light sensitive material is not left on permanent display.
The museum aims to keep light exposure for very light sensitive material to below
150,000 lux-hours per year and for less sensitive material to below 300,000 lux-hours
per year. The museum will remove items from display if light exposure is deemed to
be too high.

DUST
Items are not left exposed to dust if possible. They are protected by being kept in
boxes or display cases or covered with Tyvek or cotton sheets or acid-free tissue
paper. If items need to be protected with polythene sheet or bubble wrap they are first
covered with acid-free tissue paper. Covered objects and items in boxes are clearly
marked to identify the object inside.
Dust levels in the museum are controlled by
Good housekeeping
 Keeping external doors and windows closed whenever possible.
 Using mats to trap dust from shoes at entrances
 Keeping the approach to the museum clean
 Sealing off areas where building work is taking place


It is the Assistant Keeper Of Collections responsibility to ensure the measures relating
to monitoring and improving the environment are in place, communicated and acted
upon.
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2. Managing The Threat From Pests
Quarantine
Any item coming into the museum (even returning items which have been on loan) will
be kept separate from the collection until it has been fully examined by a member of
staff.
Items which have to be stored in the museum awaiting examination will be kept away
from the collection or isolated by placing them in a polythene box or wrapping them in
polythene sheet. They will be examined as quickly as possible, especially as there is
a risk of mould if they are damp.
Monitoring
Sticky traps are placed in the storage and display areas, along the floors, near
doorways and windows, on window sills and occasionally on shelves, to monitor insect
activity especially in dark, quiet areas. Hanging sticky traps are used if any moths are
seen.
The traps are checked monthly between February – June and then every two months
for the rest of the year (e.g. February, March, April, May, June, August, October,
December)
If pests are found which are potentially harmful to the collection or building, a
conservator is asked for advice which is then acted upon.
Prevention
No food or drink is kept in any area where the collections is stored or displayed.
Good housekeeping keeps the museum clean, reducing the risk of infestation by
pests.
Windows and doors are kept shut whenever possible. Open windows are protected
with mesh screens to prevent insects flying in. All vents in the walls are protected with
mesh screens.
Gloves are worn when handling objects to reduce the possibility of mould growth and
pest attack.
Areas which are full of boxes and objects are deep cleaned every five years. All boxes
and items are removed from shelving, the shelving and walls wiped clean with
microfibre cloths and then the items are replaced.
Good ventilation is important for preventing mould and pest infestation. Storage areas
are opened up regularly and fans used to encourage air flow when necessary. Items
are stored in a way to allow air movement around them. Boxes are kept at least 75mm
(3 inches) away from walls. Items are not stacked against external walls.
Any mouldy or pest infested packing material must be thrown out promptly. Any
information on it is recorded first.
It is Assistant Keeper of Collections responsibility to ensure the measures relating to
pests are in place, communicated and acted upon.
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3. Housekeeping
No polishes, cleaning agents or sprays are used in the museum without the advice of
a conservator.
Synthetic (not feather) dusters are used on walls, lights and ceilings (not objects).
Microfibre cloths (dry or dampened with clean water), brushes and vacuum cleaners
are used for cleaning the building.
Housekeeping does not include cleaning objects on open display.
Storage areas:
 Floors are cleaned by Assistant Keeper Of collections every month.
 Shelves, work surfaces and ledges are wiped down with microfibre cloths
by [Assistant Keeper of Collections every time used or monthly.
 Rubbish bins are emptied daily by anyone using the store.
Display areas:
 Floors are cleaned by cleaners daily.
 Cases are wiped with microfibre cloths by gallery staff daily.
 Rubbish bins are emptied daily by cleaners
 Windows are cleaned internally with microfibre cloths by specialist
contractors every two months.
Other areas:
Floors are cleaned by cleaners daily.
Rubbish bins are emptied daily by cleaners.
 Windows are cleaned internally with microfibre cloths by cleaning staff
weekly or daily depending on location.
It is the Assistant Museum Service Manager’s responsibility to ensure the measures
relating to housekeeping are in place, communicated and acted upon.



4. Conservation Cleaning Of Objects On Open Display (or in open storage)
Wherever possible, items are displayed in secure, suitable cases and stored in
appropriate boxes. Where this is not possible, items on open display or in storage are
carefully monitored and recorded and appropriate action taken when damage or dirt
is observed.
Delicate items including textiles, oil paintings, gilded frames, decorated wood surfaces,
and clocks) should only be cleaned by an appropriate conservator.
More robust surfaces may be cleaned using the brush vacuum method:
Examine the object carefully and make sure that it is safe to clean
Choose a suitable soft brush and make sure the metal ferrule is protected with masking
tape.
Cover the crevice nozzle of a vacuum cleaner with a piece of soft net or tights, held in
place with a rubber band.
Taking care not to touch the object with the vacuum cleaner hose or other apparatus,
gently brush the loose dust off the object into the nozzle of the vacuum. Do not touch
the object with the nozzle.
103

DLCW Report

Irish Linen Centre & Lisburn Museum
Lisburn and Castlereagh City Council
Council approved date:

Review Date: December 2022

Examine the object again, record your treatment of it and any observations.
It is the Keeper of Collections responsibility to ensure the measures relating to
conservation cleaning of objects on open display are in place, communicated and
acted upon.

5. Documentation Of The Condition Of The Collection And Of Any Treatments
Carried Out On Objects
The museum retains records of every treatment carried out on objects, by in-house
staff or external conservators. Records are added to an item’s catalogue entry
according to the procedures set out in the museum’s Documentation Procedural
Manual.
Every object loaned from the collection has its condition checked and recorded when
it leaves and returns to the museum.
Changes in the condition of any object are notified to the Keeper of Collections for
action in line with the museum’s Forward Plan.
It is the Keeper of Collections responsibility to ensure the measures relating to
documentation of the condition of collections and any treatment carried out are in
place, communicated and acted upon.

6. Storage Materials And Methods
The museum is aware that all items should be protected in inert packaging materials
in a way which protects the item from chemical or physical damage.
The museum replaces any inappropriate boxes and packing materials with acid-free
card and tissue paper, polythene, inert styrene or polypropylene boxes and polythene
foam as detailed in Signposts Factsheet No 2 Materials for Storage and Display
(downloaded from Collections Link). Items which are too large to be boxed are
covered with acid-free tissue or Tyvek fabric.
No item is stored on the floor. Smaller items are stored on shelves which are lined with
polythene Jiffy foam or acid-free tissue.
It is the Keeper of Collections responsibility to ensure the measures relating to storage
materials and methods are in place, communicated and acted upon.
7. Display Materials And Methods
The museum uses secure display cases whenever possible.
New cases are chosen in accordance with the Signposts Factsheet No 2 Materials for
Storage and Display and the Guidance Note Choosing New Display Cases
[downloaded from the Collections Link website].
Cases are lined with acid-free board, linen. Mounts are made with materials as listed
in Signpost Factsheet No 2. Mounts are constructed to provide support for the object
and protect it from physical damage during display and handling. No object is
permanently changed by its attachment to a mount.
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Items on open display are checked by the Assistant Keeper of Collections every 6
months. Items on open display are secured using the least damaging method possible.
It is the Keeper of Collections responsibility to ensure the measures relating to display
materials and methods are in place, communicated and acted upon.

8. Transport Methods
Items are carried between rooms and buildings in suitably padded containers.
Items always travel with sufficient documentation.
Items are never left unattended in vehicles.
It is the Keeper of Collections responsibility to ensure the measures relating to
transport methods are in place, communicated and acted upon.
9. Loans out
All requests for loans from the collection will be assessed individually before a decision
is reached. The condition of the items, the location, environment and security of the
venue, transport and personnel involved will all be reviewed.
Every borrower will be asked to fill out a Facilities Report..
Security, environmental, handling and conservation conditions are stipulated by the
museum and agreed with the borrower as part of the loan agreement.

Every item is checked against the original condition report when it is returned to the
museum. The loan and the outcome of the check is recorded on the item’s catalogue
entry according to the museum’s Documentation Procedural Manual.
It is the Keeper of Collections responsibility to ensure the measures relating to loans
out are in place, communicated and acted upon.
10. Loan in
The museum treats all incoming loans according to the requirements set out in the
loan agreement between it and the lending authority.
The museum will notify the lending authority if there is any change in its circumstances
which mean that it can no longer meet the requirements set out in this agreement.
It is the Keeper of Collections responsibility to ensure the measures relating to loans
out are in place, communicated and acted upon.

11. Workforce Training
It is the museum’s policy that only people who have received appropriate training
should handle items from the collections.
All Curatorial staff have received object handling training by external training
organisations, gallery staff may assist moving objects following in house induction and
always closely supervised by a member of the curatorial team.
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12. Plans for Improvement
Key Tasks set out in the Irish Linen Centre & Lisburn Museum Forward Plan
(Supplementary Documentation to support the Irish Linen Centre & Lisburn Museum
‘s Strategic aims 2018/19 include:
Continue moving specialist collection books from Archive store to new library
bookcases in meeting room by 31 March 2019.
Procure digital environment sensors to record temperature and humidity in galleries to
be installed by 31 March 2019
Replace track lighting in the Assembly Room to improve lighting levels and energy
efficiency by 31 March 2019.

Seek funding to effect repairs of the Museum’s 1938 Dennis Fire Engine, engage
specialist contractors to repair the gearbox by 31 March 2019.

Further to proposals in the Museum’s Strategic plan, the Museum Service Manager
to prepare a report outlining start up and running costs of relocating the Museum’s
permanent collections to a stand alone store by 31 March 2019
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Supplementary documentation
To support the
Museum & Heritage Service
Strategic review
2017
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1. Introduction
Recently (April 2018) The Director of Leisure, Community Development and
Wellbeing presented a Strategic Review of the Museum and heritage Service to the
governing body, Lisburn and Castlereagh City Council.
The review was undertaken by Jura consultants and examined the service’s current
position, visitor numbers, expenditure, competitors and comparators. Stakeholder
consultations also took place.
Further, research, costings and plans are necessary to explore more fully several of
the options included in the report.
Additional work is also necessary to establish start up and running costs of a stand
alone museum store.
Additional costings to clarify costs for essential building work, replacement of
mechanical services and recommended building improvements.
The overarching priorities are:
To reduce Museum operating costs
Increase footfall to Market Square
Contribute to the evening economy in Market Square.
This supplementary report augments the information in the Strategic review, visitor
numbers and net expenditure are provided for recent years.
It is anticipated that key decisions will be agreed by the end of the current fiscal year,
which will determine how the service develops. It is prudent to only identify key tasks
for 2018-2019.
It is envisaged a strategic plan for the Museum and Heritage Service 2019 -2022 can
then be reported to the Museum’s governing body.

2. Statement of Purpose
The mission of the Irish Linen Centre & Lisburn Museum is to present, preserve and
interpret through collection, research, exhibitions and educational programmes, the
Irish Linen Industry and the history and heritage of Lisburn and district.
The museum service promotes knowledge, understanding and enjoyment of its
collections to its visitors and a wider audience through display, publications and other
media.
The Strategic review recommends revisiting and expanding the museum’s mission
statement.
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3. Review of Previous Plan
Of the 12 key tasks outlined in 2015 Forward Plan 2 not actioned
Procure digital environment sensors for galleries to record temperature and humidity.
This is a task to be completed 2018-2019.
Undertake specialist conservation and cleaning of 9 large paintings. Funding not
available this project will not progress.

4. Current Situation
The Museum Service Manager manages the Irish Linen Centre and Lisburn Museum
and reports to the Head Of Service of the (Cultural and Community Services Unit).
Key Services are managed or provided by 4 senior officers
Assistant Museum Services Manager
Education Services Officer
Keeper of Collections
Research Officer

5. Finance
The Museum & Heritage Service’s net expenditure is outlined in Table 1.
Financial Year
April 2016 – March 2017
April 2017– March 2018
April 2018 – March 2019

Net Expenditure
£789362
£802428
£892 760

The significant increase in funding in the current year reflects the museum’s role in
organising Council wide activities and events to celebrate the bi-centenary of the birth
of Sir Richard Wallace.

In recent years visitor numbers have improved since the completion of phase 1 of the
Museum’s refurbishment programme in 2014.
Annual visitors to the Irish Linen Centre & Lisburn Museum in a Calendar year
2014

82759

2015

95028
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From February 2017 electronic counters record visitors through any of the museums
three entrances. Staff movement as recorded in the daily signing in/out sheets is
deducted. This is perhaps the main reason for the increase in annual visitors.

6. Vision
The Strategic plan reaffirms that the main purpose of the Irish Linen Centre and
Lisburn Museum is:
“To maintain the Irish Linen Centre & Lisburn Museum as a visitor centre and museum
of national significance for the study and interpretation of the Irish Linen industry and
provide a Irish Linen Centre and Lisburn Museum for Lisburn and Castlereagh City
Council.

7. Key Objectives
Lisburn and Castlereagh City Council Corporate plan 2018/2022 and Beyond – “Our
Plan for Growth and connecting “ outlines the council’s vision to achieve 5 outcomes
for people. Each outcome is linked to a Strategic Theme.
Theme

Outcome

1. Leading Well

Our community has confidence in civic leadership

2. Our Economy

We benefit from a growing and vibrant economy

3. Health and Wellbeing

We live healthier, more fulfilling and longer lives.

4. Where we live

We live in resilient and environmentally friendly places.

5. Our Community

We live in empowered, harmonious, safe and
Welcoming communities

The Museum & Heritage Service should reflect on how best it can contribute to key
corporate actions identified for each strategic theme.as follows:
Theme 2 The Economy
Corporate Action
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(iii) Build on our reputation as a place to visit, promoting the natural and historic
assets of our city, towns, villages, and countryside to attract greater numbers of
international and national tourists.

Theme 3 Health and Wellbeing
Corporate Action
( i ) Deliver an attractive range of programmes to encourage people of all ages and
abilities to participate in and enjoy physical activity, sustaining good physical and
mental health.
(vi) Work collaboratively to make our communities age friendly, reducing social
isolation and enhancing the quality of life for all.

Theme 4. Where we live
Corporate Action
(i) Work with our partners to agree and implement an ambitious Local Development
Plan for the future development of our area. The Plan will make clear our intentions
and guide decisions for sustainable, high quality design, development and
regeneration of urban and rural areas to meet the needs of all.

(ii) Promote sustainable tourism and use of our natural environment, open spaces
and waterways, with improved facilities.
Theme 5

Our community

Corporate Action
(i) Lead and facilitate the next phase of community Planning, working effectively with
our partners to grow community wellbeing.
(ii) Promote volunteering and participation in public and community life (arts, culture
and sport) growing community ownership and management of local assets and
facilities.
(iii) Work with partners to create the social conditions and environments that will
strengthen community confidence and provide support for people who need it,
including developing a series of Community Hubs as a focus for active citizenship,
local volunteering and civic activity.
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(iv) Encourage inclusivity and equality of opportunity across our community,
promoting the benefits of a diverse society, celebrating culture and good relations
between people of different backgrounds and identities.

Museum Key objectives are

1. To enhance the cultural life and heritage of Lisburn and Castlereagh City Council
by providing an accredited regional museum along with a supporting programme
of heritage activities and events.
2. To form partnerships with other funding bodies to maximise the potential for
museum and heritage development

3. To contribute to the economic development and wellbeing of Market Square and
the Lisburn Historic Quarter and Public Realm spaces through the provision of a
flagship museum and ancillary commercial activities.

4. The Irish Linen Centre and Lisburn Museum will continue to advise and assist with
the protection and development of the city’s heritage.
Museum key objectives should be re aligned to encompass corporate objectives.

8. Tasks for 2018/19
Design, mount and open exhibitions:
Sir Richard Wallace Exhibition
Women and the vote exhibition
Ewart Liddell linen design photographic plates (with University of Ulster)
Textiles and Concrete (University of Ulster)
40 Years Lisburn Museum 1979-2019
Education:
Deliver Education programmes for:
Schools
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Community engagement
Science programme
Seasonal workshops
Outreach programmes
Flaxie Festival
Autumn talks
An events and educational programme to celebrate the bi-centenary of the birth of Sir
Richard Wallace.
Victorian Santa’s grotto.

Documentation Plan:

Replacement of the museum’s collections management software system
Review of Museum Collections Management Documentation
Review of digitalisation of Museum Photographic collection documentation
Accession Backlog
Review Museum Library documentation
Create 4 new collections management procedures.

Care and Conservation Plan
Continue moving specialist collection books from Archive store to new library
bookcases in meeting room by 31 March 2019.
Procure digital environment sensors to record temperature and humidity in galleries to
be installed by 31 March 2019
Replace track lighting in the Assembly Room to improve lighting levels and energy
efficiency by 31 March 2019.

Seek funding to effect repairs of the Museum’s 1938 Dennis Fire Engine, engage
specialist contractors to repair the gearbox by 31 March 2019.
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Further to proposals in the Museum’s Strategic plan, the Museum Service Manager
to prepare a report outlining start up and running costs of relocating the Museum’s
permanent collections to a stand alone store by 31 March 2019

Security Assessment task

Replace Museum intruder alarm

Environmental sustainability actions:

Ensure recycling of photocopier and printer toners and waste.
Separation of food and daily waste
Replace track lighting with LED track lighting in the Assembly room
Install water meters if funds available.
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Glossary
Accessioning - following diligent checks formally add the object to the museum’s
collections. The Irish Linen Centre & Lisburn Museum operates as part of the
Cultural and Community Services Unit of Lisburn and Castlereagh City Council,
objects accessioned in to the Collections of the Irish Linen Centre & Lisburn
Museum are thereafter under the stewardship and ownership of Lisburn and
Castlereagh City Council.

Approval - means that the governing body or delegated authority has made a
policy decision to support a proposal and this has been ratified and recorded.
The Irish Linen Centre & Lisburn Museum operates as part of the Cultural and
Community Services Unit of Lisburn and Castlereagh City Council.

Collection - a body of cultural and heritage material. Collections may be physical,
non-tangible or digital.

Environmental sustainability – how the museum uses its resources responsibly
to minimise its detrimental impact on the natural world.

Object Entry- receiving items (artefacts or documents) into the museum.
SPECTRUM – the industry standard for collections management, defining agreed
procedures for: object entry, acquisition, location and movement control, cataloguing,
object exit, loans in, loans out and documentation planning.
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LCCC Peace IV Partnership
Minutes of the proceedings of the LCCC PEACE IV
Partnership held in The Cherry Room, Civic Headquarters,
Lagan Valley Island,
Monday 21 May 2018, 5.30pm
In Attendance
Partnership:
Cllr Jonathan Craig (Chair)
Cllr Uel Mackin
Ald Stephen Martin
Cllr John Palmer
Cllr Johnny McCarthy
Adrian Bird
Pauline McMullan
Mabel Scullion
Dolly Misra
Diane Ewart

DUP
DUP
APNI
UUP
SDLP
Resurgam Trust
Lisburn YMCA
Early Intervention Lisburn
Intercultural Friendship Group
TADA RCN (5.41pm)

Secretariat:
Niamh O’Carolan
Andrea McKittrick

Peace Programme Manager
Audit & Verification Officer

1. Apologies:
Apologies were received from:
Ryan Black
Angela McCann
Cllr Sharon Skillen
Gerard Flynn
Ralston Perera
Stephen Dallas

Head of Service
Policing and Community Safety Partnership
DUP
NIHE
SEHT
Education Authority

2. Minutes of the Partnership Meeting held on 16 April 2018 and
Matters Arising
Cllr Jonathan Craig welcomed all those in attendance to the meeting and invited
members to review the minutes of the Partnership meeting held on 16 April 2018 for
accuracy. The minutes were adopted as an accurate record of proceedings.
RESOLVED: That the minutes of the Peace IV Partnership meeting of 16 April
2018 be adopted as a true and accurate record of proceedings.
Proposed: Ald Stephen Martin. Seconded: Cllr Johnny McCarthy
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It was noted that any Matters Arising would be addressed on Item 4 of the agenda –
Peace IV Update.

3. Declaration of Interests
Cllr Craig requested if any of the members wished to declare an interest in any of the
items on today’s agenda.
The following declarations were made:
Adrian Bird – Welcome Project who will be working in conjunction with ICR for the
delivery of the Black, Minority, Ethnic (BME) & Cultural Awareness Project.
Cllr Jonathan Craig – Education Authority – the partnership received an update on
progress to date.
Pauline McMullan – Lisburn YMCA – the partnership received an update on progress
to date.
Cllr Uel Mackin – Boys’ Brigade NI – the partnership received an update on progress
to date.

4. Peace IV Update
Niamh provided an update on the following:
4.1 Update on recent Tender Assessment:
Niamh advised the following:
 CYP3b – Leadership & Citizenship Programme for Emerging Leaders
Three tenders received by 11 May 2018. After assessment, the tender was
awarded to Copius Advisory Services LLP.
 CYP4 – Capacity Building for Youth Based Workers
Three tenders received by 4 May 2018. After assessment, the tender was
awarded to National Children’s Bureau.
 BPR1 – Black, Minority, Ethnic (BME) & Cultural Awareness Programme
One tender received on 4 May 2018. After assessment, the tender was
awarded to the Institute for Conflict Research.
 BPR 5c – Understanding Cultures through Leisure Activities
One tender received on 4 May 2018. After assessment, the tender was
awarded to Copius Advisory Services LLP.
 BPR3 – Developing Capacity for Dialogue – Interfaith/Church Groups
Niamh advised that no tenders were returned by in relation on the submission
date and this will need to be re-advertised.
Niamh advised that proactive work will be undertaken to attract submissions. It
was agreed that the tender for this project will be re-advertised as soon as
possible.
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Niamh confirmed:
 SEUPB has approved the tender reports for each of the Programmes.
 Successful tenderers have not yet been advised of the outcome. Letters of
Contract will not be issued until the decisions have been ratified through the
Leisure & Community Development Committee (6 June 2018) and full Council
(26 June 2018).
 In the interim period Niamh will advise successful tenderers by telephone.
 Niamh will request that Copius Advisory Services LLP and the National
Children’s Bureau meet to discuss the delivery of the CYP tenders, ensuring
that no overlap will take place.
Discussion took place regarding the awarding of two further tenders to Copius
Advisory Services LLP. It was acknowledged that Copius Advisory Services LLP will
be responsible for the delivery of five programmes. The successful implementation
of Lisburn & Castlereagh City Council’s action plan is greatly dependent on one
organisation.
Adrian Bird raised concerns regarding Copius Advisory Services LLP’s capacity to
deliver on each of the tenders. It was acknowledged that Copius Advisory Services
LLP has also been awarded tenders in other Council areas. Niamh advised that
Copius Advisory Services LLP had indicated that it would be working in partnership
with other groups. Cllr Uel Mackin was surprised to learn that the partners are likely
to be community groups who themselves may have capacity issues to deliver.
It was proposed that Cllr Jonathan Craig as Chair of the Partnership along with Ald
Stephen Martin (Vice Chair) and Niamh will meet with Copius Advisory Services LLP
to address concerns raised regarding capacity to deliver and how it proposes to work
with community organisations. The Partnership will then receive an update on the
steps to be taken by Copius Advisory Services LLP to ensure successful delivery of
each of the tenders.
Pauline McMullan suggested that Copius Advisory Services LLP submit a risk
management plan to the Partnership which will be used to review / measure the
delivery of each tender. Niamh confirmed that a risk register had been submitted
with the tender, however Cllr Jonathan Craig indicated that accumulated risk for all
projects needs to be considered.
ACTION: Niamh to make the appropriate arrangements with Copius Advisory
Services LLP.
Adrian Bird acknowledged that the Partnership is in a difficult position due to the tight
timescales set down by SEUPB in the delivery of the action plan and also the
quantity/quality of tenders submitted.
RESOLVED: That a meeting be organised between the Partnership and Copius
Advisory Services LLP.
That the tender for BPR3 – Developing Capacity for Dialogue Interfaith/Church
Groups – be re-advertised as soon as possible.
Proposed: Cllr Uel Mackin. Seconded: Cllr Johnny McCarthy
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4.2 Update on Projects:
Niamh provided an update on progress of each project as per the paper titled Project
Update (May 2018). Niamh confirmed that going forward quality checks/site visits
will be undertaken to verify information provided.
4.3 Small Grants
Niamh advised that SEUPB has approved the Small Grants paperwork provided to
them (Guidance Notes and Application Form).
Niamh advised the Partnership that due to the recent tender assessment process,
underspends exist under the themes of both Children & Young People and Building
Positive Relations. The current proposal is to seek approval from SEUPB that any
underspends realised can be used to increase the amount of funding available for
Small Grants programmes. If agreed, it is anticipated that a budget of at least
£70,000 will be available for each of the themes.
It is further proposed that the Small Grants Programme will open in August 2018,
with applications to be submitted in September 2018.
RESOLVED:
That LCCC approach SEUPB seeking approval to increase budget available for
Small Grants Programme (CYP and BPR)
Proposed: Cllr Uel Mackin. Seconded: Cllr Johnny McCarthy
4.4 Conflict of Interest Forms:
Niamh advised the Partnership that completed documentation remained outstanding
from some Partnership members

5. Any Other Business
There was no other business.

6. Date of Next Meeting
Cllr Craig advised that the date of the next meeting is Monday 18 June 2018 at
5.30pm.
The meeting closed at 6.10pm.
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Appendix 3

LCCC Peace IV Partnership
Minutes of the proceedings of the LCCC PEACE IV
Partnership held in the Willow Room, Civic Headquarters,
Lagan Valley Island,
Monday 18 June 2018, 6.00pm
In Attendance
Partnership:
Cllr Jonathan Craig (Chair)
The Mayor Cllr Uel Mackin
Cllr Ben Mallon
Ald Geraldine Rice
Mabel Scullion
Pauline McMullan
Yvette Wilkinson
Dolly Misra
Gerard Flynn

DUP
DUP
DUP
Independent
Early Intervention Lisburn
Lisburn YMCA
Lagan Valley Vineyard
Intercultural Friendship Group
NIHE

Secretariat:
Ryan Black
Niamh O’Carolan
Andrea McKittrick

Head of Cultural & Community Services
Peace Programme Manager
Audit & Verification Officer

1. Apologies:
Apologies were received from:
Cllr Rhoda Walker
Cllr John Palmer
Cllr Johnny McCarthy
Cllr Andrew Girvin
Adrian Bird
John Mooney
Ralston Perera
Stephen Dallas

DUP
UUP
SDLP
TUV
Resurgam Trust
TWN
SEHT
Education Authority

2. Minutes of the Partnership Meeting held on 21 May 2018 and
Matters Arising
The Chair Cllr Jonathan Craig welcomed all those in attendance to the meeting and
invited members to review the minutes of the Partnership meeting held on 21 May
2018 for accuracy.
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Ald Geraldine Rice advised the Partnership that she had requested the Chief
Executive’s Office to offer apologies for all meetings she was unable to attend whilst
on leave. The Chair Cllr Jonathan Craig noted the apologies retrospectively.
The minutes were adopted as an accurate record of proceedings.
RESOLVED: That the minutes of the Peace IV Partnership meeting of 21 May
2018 be adopted as a true and accurate record of proceedings.
Proposed: The Mayor Cllr Uel Mackin.
Seconded: Pauline McMullan
It was noted that any Matters Arising would be addressed on Item 4 of the agenda –
Peace IV Update.

3. Declaration of Interests
The Chair Cllr Jonathan Craig requested any declaration of interests to be made in
respect of any of the items on today’s agenda. There were no declarations of interest.

4. Peace IV Update
4.1 Update on Projects:
Niamh provided a verbal update on the status of each project with the following points
noted:
Children & Young People


School & College Project – issues experienced in meeting target of 14
schools however Lisburn & Belfast YMCA has been in regular contact with
the PEACE unit. The following further pairings have been confirmed:
o Breda Academy & St Joseph’s College (Ravenhill Road Belfast)
o Old Warren Primary School & Cranmore Integrated PS (Dunmurry,
Belfast).



Life Skills Project – 11 areas engaged. Work ongoing.



Leadership & Citizenship – Youth Council – Revised Letter of Contract
issued to reflect increased offer of investment. Youth Council recently took
part on a successful trip to Lewisham.



Leadership & Citizenship – Emerging Leaders – Letter of Contract to be
issued to Copius Advisory Services LLP following full Council on 26 June
2018.



Capacity Building – Youth Based Work – Contract to be issued to National
Children’s Bureau after full Council on 26 June 2018. Niamh advised that
she and Ryan recently had a successful meeting with representatives from
National Children’s Bureau.

2|Page
DLCW Report



Small Grants Programme – Niamh confirmed that SEUPB has, in principle,
agreed to the use of identified underspends to increase the budget available
for Small Grants.

Shared Space & Services


Reimagining Your Area – Copius has engaged 12 target areas. Work
ongoing.



Carryduff Greenway – The Partnership noted that discussions have been
ongoing regarding this project and Niamh highlighted issues with land
ownership and permissions. Peace IV contribution was only ever going to
fund a section of the Greenway. Niamh had been in discussion with Ross
Gillanders, Head of Service Parks and Amenities and another route has
been identified near the entrance of the Greenway at Alderwood which
would join up with the Cairnshill Park and Ride. This does not require
permissions and could be completed within the timeframe. Ryan Black
advised the Partnership that the project must meet PEACE IV objectives and
reminded members that the PIV investment relates to a small section of a
much larger project.



Ballybeen Facility – Construction work to be tendered in August 2018.
Service level agreement to be signed after full Council on 26 June 2018.



Moat Park –Service level agreement to be signed after full Council on 26
June 2018 and work to begin August 2018.



Welcome Project – Construction and activity underway.



Boys Brigade Newport House – Refurbishment almost complete. The
venue has been used for a number of events/residentials. Completion of
refurbishment and programme of activity anticipated by specified timeframe.



Lisburn YMCA – Project delayed due to application to Modernisation
programme. Pauline advised that 10 projects had been selected to move to
the next stage. Lisburn YMCA is placed as 7th on the list. Pauline also
confirmed that a meeting has been scheduled for Friday 29 June 2018 and
will be able to provide an update thereafter.

Building Positive Relations


BME & Cultural Awareness – Letter of Contract to be issued to Institute for
Conflict Research after full Council on 26 June 2018.



Leadership & Dialogue – Key Institutions – the project is progressing with
Blu Zebra having met with the relevant key institutions and stakeholders.



Developing Capacity for Dialogue – Interfaith – Deadline for submission
of tenders – Monday 18 June 2018.
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Developing Capacity for Dialogue –Women – With permission from
Belfast City Council, Atlas Women’s Centre will be working with Scoil na
Fuiseoige (Twinbrook) on a cross council basis.



Understanding Cultures through Sport – Launch for the Sports
programme will be taking place on Tuesday 17 July at 10.30am at Lisburn
Racquets Club. Niamh advised that all members were welcome to the
launch.



Understanding Cultures through Art – Programme of activity underway.
ICR will be working with St Colm’s High School Dunmurry on a cross council
basis.



Understanding Cultures through Leisure Activities – Letter of Contract
will be issued to Copius Advisory Services LLP following full Council on 26
June 2018.



Small Grants – As with Children & Young People, Niamh confirmed that
SEUPB has, in principle, agreed to the use of identified underspends to
increase the budget available for Small Grants.

An update Copius Advisory Services meeting
At this point, the Chairman Cllr Jonathan Craig provided an update on the recent
meeting which took place between representatives from the PIV Partnership and
Copius Advisory Services LLP. He advised that reassurances had been provided by
Copius around their capacity and that this would be kept under review, in line with the
Partnership and Delivery agents Risk Registers. Niamh commented that all project
delivery agent will be subject to review and monitoring ‘spot checks’ and confirmed that
progress reports would be tabled at agreed intervals during the lifetime of each of the
project.
After much discussion, the following actions were agreed:



Niamh to arrange a schedule of monitoring visits with each delivery agent;
Niamh to provide an update in regards to:
o The name and contact detail for each project lead officer;
o Regular reports outlining progress made against agreed targets and
agreed timelines
o Assurances on:
 the robustness of the groups with which they are working to assist
on the delivery of PIV projects and
 the robustness of the assessment tool used to assess capacity of
participating groups.
o Details of the training provided, what is being delivered and how and if
there is mentoring support to those trained up within the community.

Whilst it was acknowledged that capacity building in participating groups is a positive
approach, the PIV Partnership need to ensure that a legacy continues.
RESOLVED: That the actions are agreed.
Proposed: Ald Geraldine Rice
Seconded: Cllr Ben Mallon
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Tender Process
Discussion took place regarding the open tender process. Niamh confirmed that
PEACE IV Partnership is not placed under any pressure to accept any tender. Tenders
will not be accepted if they fail to score a certain threshold, even if only one is received.
In the event that no tenders are received despite re-advertising, SEUPB has advised
Councils to then explore different delivery routes such as Partner Delivery.
Cross Council Activity
Niamh provided an update on her meeting (Monday 18 June 2018) with SEUPB staff
and her counterpart from Belfast City Council (BCC), advising that SEUPB were
satisfied with LCCC and BCC working on a cross council basis to meet cross
community targets. BCC has established a framework to assist with the process. From
this month both council areas will share the same SEUPB case officer which will be
beneficial for cross council activity.
SEUPB/eMS (Electronic Monitoring System)
Niamh confirmed that SEUPB will update the eMS with the rebid information in the next
month. As a result of this all claims will be frozen. Niamh advised that LCCC is up to
date with all claims information. The system will also be unavailable for updating
claims whilst SEUPB considers modifications (changes) which will be submitted in due
course.
Audit & Verification Officer
Niamh advised the Partnership that Andrea would be leaving her post at the end of
June 2018 taking up a permanent post with the Arts Council of Northern Ireland. Niamh
thanked Andrea for her contribution to the work of the PIV Programme since coming
into post in January 2018, noting that all claims were up to date. The Chair, Cllr Craig
echoed the sentiment and wished her well in her new endeavours. Niamh added that
the first reserve candidate had accepted the position and would be in post by 1st
August.
4.2 Small Grants
Niamh advised that SEUPB has, in principle, agreed to the use of underspend in
increasing budgets available to Small Grants programmes. A formal request will be
made to the SEUPB through a modification request.
4.3 Conflict of Interest Forms:
It was noted that completed documentation remains outstanding from some
Partnership members. The Chair Cllr Jonathan Craig has requested that details of
those Members from whom documentation is outstanding is provided to him. In the
meantime Andrea will email Members seeking submission. Niamh advised that
submission of this information is a requirement set down by SEUPB.
4.4 Development Day (September 2018)
Partnership members welcomed a further development day in September 2018
planned for the Boys’ Brigade premises at Newport House. This would provide an
opportunity to see the facility especially as it has now been refurbished. Ryan advised
that this would also provide an opportunity to meet with the Delivery Agents to hear
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details of progress on PIV projects. It is anticipated that the development day will take
place towards the end of September 2018 for half day.
The Mayor Cllr Uel Mackin left the meeting at 6.45pm.

5. Any Other Business
There was no other business.

6. Date of Next Meeting
The Chair Cllr Jonathan Craig advised that due to no meeting taking place in July 2018,
that the date of the next meeting is Monday 20 August 2018 at 5.30pm.
The meeting closed at 6.50pm.

6|Page
DLCW Report

Appendix 4

SERVICE LEVEL AGREEMENT
Mr Ross Gillanders
Head of Service, Parks and Amenities
Lisburn & Castlereagh City Council
Civic Headquarters
Lagan Valley Island
Lisburn
BT27 4RL
27 June 2018
Lisburn & Castlereagh City Council PEACE IV Partnership
PEACE IV Programme 4.1
Thematic Area:
Shared Space & Services
Tender Title:
Moat Park – Garden of Reflection
Project Reference Number:
PIV18/SSS/2c
Senior Responsible Officer:
Ross Gillanders
Head of Service Parks and Amenities

Dear Mr Gillanders
1.

Confirmation

I am pleased to inform you that Council agreed on 25 July 2017 to offer the above
contract funding up to £20,000 under Shared Space & Services and specific objective
4.1 of the Local Authority Action Plan for which Lisburn & Castlereagh City Council is
Lead Partner. This offer of Funding is for eligible costs only and is made strictly subject
to the terms set out in this Contract and the attached SEUPB Standard Conditions of
Grant. You should therefore carefully review these documents before accepting this
offer.
2.

Project Schedule

Details of the Project, including the aims, objectives and target beneficiaries, were
developed for the Stage 1 and 2 submissions to SEUPB and further developed and
agreed with yourselves. The information contained in this Service Level Agreement is
based on information developed through that process and on budgets approved by
SEUPB in their Letter of Offer to council. This document is a legally binding contract.
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Lisburn & Castlereagh Peace IV Programme
Moat Park Garden of Reflection
Ref: PIV18/SSS/2c

3.

Project Lifetime

The period of assistance is for 10 months starting 1 October 2018 with a Project
Activity end date and financial completion by 31 July 2019. The Project lifetime may
only be extended with the prior written agreement of the PEACE IV Partnership and
SEUPB

4.

Annexes

You will find with this Service Level Agreement, the following:
ANNEX A

Project Partner Form of Acceptance and Request for Bank Details

ANNEX B

Payment Budget

ANNEX C

Programme Schedule – Outputs and Milestones

ANNEX D

Standard Conditions of Grant Aid

Annex ‘A’ to ‘D’ constitute part of this Service Level Agreement. If any of these
items are missing please contact us immediately and before completing the
Form of Acceptance.

The following supplementary information on the Peace Programme will be emailed to
you to support your project:


Output Indicator Guidance



Programme Rules



Publicity & Information Guide

5.

PEACE IV Additional Specific Conditions:


A designated council officer (Managed by the Senior Responsible Officer, SRO)
must be appointed and will act as the key contact for the project.

 The designated council officer is to submit quarterly claim forms and must claim
a payment of grant within three months of the expenditure being incurred
(template will be provided).


The designated council officer is to submit Quarterly Progress Reports and
present updates on the implementation of programmes as and when required.
The Quarterly Progress Report will assist to measure the project delivery and
impact (template will be provided).
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Lisburn & Castlereagh Peace IV Programme
Moat Park Garden of Reflection
Ref: PIV18/SSS/2c

 The designated council officer shall maintain a full audit trail and all necessary
associated accounting records to enable full verification of expenditure and/or
verification of the delivery of agreed outputs.
 All participants taking part in your project must complete a standardised
baseline and end of project questionnaire which will track progress target
objectives as outlined in Annex C. (Questionnaires will be provided).
 The designated council officer must attend any training session(s) which will
cover finance, procurement, monitoring and evaluation, and information and
publicity of their project in line with SEUPB requirements.
 The designated council officer shall maintain a full audit trail and all necessary
associated accounting records to enable full verification of expenditure and/or
verification of the delivery of agreed outputs.


Eligible expenditure must be based on real costs, be proportionate, represent
value for money and be directly related to Project Activity. All expenditure must
be supported by invoices or other equivalent. Note that SEUPB may ask to see
evidence of this.



The designated council officer will be held responsible for any failures in
adherence to the Service Level Agreement, Standard Conditions of Grant and
Programme Rules and will be liable for any shortfall in expenditure and
penalties incurred.



The designated council officer will be held responsible for any post payment
irregularities identified by external audit carried out by organisations such as
The Audit Authority and European Court of Auditors.

 All publicity undertaken by the designated council officer will recognise the
contribution of SEUPB, Lisburn & Castlereagh City Council and any other
funders. The Project Contact must use appropriate Logos or funder references
in all publicity material as communicated to it by the Lead Partner (refer to
Publicity & Information Guide). Prior approval must be sought from the PEACE
IV Team on any communication and marketing activity.

Financial and non-financial Penalties may be applied to your project in the event
of non-compliance with any of the above.
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Lisburn & Castlereagh Peace IV Programme
Moat Park Garden of Reflection
Ref: PIV18/SSS/2c

6.

Impact on Specific Target Outcomes

All projects must positively impact the specific target outcomes of the PEACE IV
Programme. The baseline will be established once the project begins but verifiable
results should include:
Increased
 No. of people who would define their area as neutral always/most of
time/sometimes: by 4%


No. of people who would prefer to live in a mixed religion environment: by 4%



Sense of belonging and positive attitudinal change – 5%

Reduced


No. of people who would prefer to live in a single religion environment: by 4%

Improved:


Attitudinal change towards participating in spaces in single identity communities:
5%



Better use of new and existing spaces: 5%



Increased co-operation & collaboration between groups: 5%

The project will be evaluated half way through and at the end of the programme.
Cross-community balance: The Contractor must ensure that significant pro-active
effort is made to maintain adequate cross-community balance on the project.
Target – 60% Protestant, 40% Catholic.

Cross-Community Minimum Participation: The Contractor must ensure that all
participants have engaged in a minimum of 26 hours purposeful, meaningful and
sustained cross-community contact spread over a minimum of six months.

7. Procurement
The designated council officer must procure any good and services in accordance with
SEUPB procurement guidelines which can be found at:
www.seupb.eu/libraries/PEACE_IV_Programme_guidlelines.
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Lisburn & Castlereagh Peace IV Programme
Moat Park Garden of Reflection
Ref: PIV18/SSS/2c

8.

Responsibilities and Obligations of the Senior Responsible Officer
(working with Designated Project Officer)

At the operational level the designated council officer has the overall administrative and
financial responsibility for the implementation of the Project. They are responsible for
any risks incurred in failing to implement any aspects of the project. They must inform
the Peace IV Secretariat immediately if any aspect of the project is failing to be
implemented. Failure to deliver against the milestones within the agreed time frame and
budget could result in early termination of the project by the Lead Partner in conjunction
with the Managing Authority Unit in SEUPB.

9.

Amount of Funding

The Council will pay the Service Department such sums as shall become payable at the
times and in the manner specified in the Contract Documents. The maximum amount of
funding detailed below is specifically to fund the activities detailed in your proposal and
any subsequent documentation. Claims must be submitted to the PEACE IV
Secretariat as per payment schedule detailed below provided that project objectives and
milestones have been met.

The maximum amount of Funding detailed below is specifically to fund the activities
detailed in Annex C. The award is allocated on a calendar basis and is broken down as
follows (Annex B):

Year

Total Funding (£)

Milestone





Dec 2018

1,500

Feb 2019

5,000

April 2019
June 2019

5,000
2,000
5,000







July 2019

1,500




Total

Delivery agent appointed for activity
Contractor appointed
Construction starts
Activity with groups starts. Participants
recruited and baselines completed
Ongoing construction of Garden
Delivery of activity. Mid-way review
Construction Complete
Activity with group concludes
Launch of the Garden of Reflection and
PSNI wall
Progress report by deliver agent
Project evaluation complete

£20,000
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Lisburn & Castlereagh Peace IV Programme
Moat Park Garden of Reflection
Ref: PIV18/SSS/2c

10.

Payments

The conditions, which apply for the payment of Funding, are contained in this Service
Level Agreement. For expenditure and payments to be eligible, all conditions must be
full adhered to/complied with. Payment will be made in accordance with SEUPB
Payment Procedure Guidelines. Claims should be submitted on a quarterly basis and all
claims must be submitted within 3 months of expenditure being incurred. Please draw
your attention to Annex C - Project Budget and note that money cannot be moved
between budget headings. Your project must meet the quarterly spend target allocated
in your project budget.

The final claim must be submitted within 3 months of the Project end date. A
verification check on all claims will be carried out by the PEACE IV Secretariat and
following authorisation will be passed for payment.

Please refer to the Standard Conditions of Grant (ANNEX D) for details of the full
conditions that apply to the payment of Funding, including those circumstances in which
part or all of the Funding may be repayable.

11.

Document Retention

All documents associated with the PEACE Project must be retained for 3 years from
the date of the submission of the final claim. All files must be clearly labelled “All
Documents must be retained for 3 years from the date of the submission of the final
claim (insert date of submission of final claim).

12.

Project Schedule and Objectives and Milestones

The Funding shall be used for the purposes, outlined in the Project Schedule and the
outcomes, outputs, results contained therein (See ANNEX C).

13.

Ineligible Costs

All ineligible costs and clawback from SEUPB are the responsibility of the Council
Service Area and cannot be recouped from PEACE IV Funding Budgets.
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Lisburn & Castlereagh Peace IV Programme
Moat Park Garden of Reflection
Ref: PIV18/SSS/2c

14.

Bank Details

Lisburn & Castlereagh City Council will make payments into a dedicated bank account,
unless otherwise agreed authorisation for cost centre approach. Please return the
attached bank details form (Annex A) or else seek authorisation for a cost centre.

15.

Claiming your first payment

Until we have received all appropriate documentation from you, we cannot begin to
pay your Funding. In addition to any specific conditions of Funding that apply to your
project you must submit the following in order draw down your first payment:i)

The Form of Acceptance (Annex A)

ii)

Bank Account Details (Annex A)

16.

Accepting the Letter of Contract and Standard Conditions of Grant

The funding is made conditional upon you, the Lead Contact, meeting the Standard
SEUPB Conditions of Grant as outlined at Annex D to this letter. If you accept this
Agreement, you agree to abide by these conditions. This Service Level Agreement
with the Standard Conditions of Grant will (on acceptance) create the legally binding
agreement and you should read both documents carefully before accepting the offer of
funding. If you want to accept our offer you should return the Form of Acceptance
together with the Bank Details Form (Annex A).

You must sign and return this Service Level Agreement within 10 days of the
date of issue of the letter otherwise this Offer will lapse.

If there is anything you are unsure about in this Service Level Agreement or the
Standard Conditions of Agreement, get in touch with the PEACE IV Programme
Manager, Niamh O’Carolan (02892 447537) at your earliest convenience.

Yours sincerely,

____________________________
Dr Theresa Donaldson
Chief Executive
Encs.
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Lisburn & Castlereagh Peace IV Programme
Moat Park Garden of Reflection
Ref: PIV18/SSS/2c

FORM OF ACCEPTANCE

ANNEX A

We/ I have read and considered this Letter of Offer of Grant Aid and the Standard
Conditions of Grant that apply to the payment of Grant Aid. We/I are/am pleased to
accept the offer of Grant Aid as detailed in the Letter of Offer of Grant Aid and the
Standard Conditions of Grant and for the amount of Grant Aid set out specifically at
paragraph one above.

I confirm that I am duly authorised and empowered to sign this acceptance.

Name [BLOCK CAPITALS] …………………………………..

Authority

Senior Responsible Officer

Director

Signature

……………………………………

Date ………………………

Name [BLOCK CAPITALS] …………………………………..

Authority

Senior Responsible Officer

Director

Signature

……………………………………

Date ………………………

Please note that this acceptance form must be signed by both authorised
representatives of your section. At least one of these signatories must sign every
claim form.
Please return one signed hard copy of this Form of Acceptance. Please also ensure that
the completed Bank Details Request Form is returned.
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Lisburn & Castlereagh Peace IV Programme
Moat Park Garden of Reflection
Ref: PIV18/SSS/2c

PROJECT BANK DETAILS: SETUP AND AMENDMENTS

ANNEX A cont’d

I certify that a separate bank account has been opened or a separate cost centre
established for the Project and the details are as follows:
Organisation
Name
Address
Post Code
Email Address
Remittance
advice will be
sent to this
email address
Bank Name
Address
Post Code
Account Name
Account
Number
Sort Code

Must be 8 digits
Must be 6 digits

IBAN
Cost Code Detail
Cost Centre

SWIFT /BIC

Detail Code

SIGNED

DATE

NAME (CAPS)

POSITION IN ORGANISATION
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Lisburn & Castlereagh Peace IV Programme
Moat Park Garden of Reflection
Ref: PIV18/SSS/2c

PAYMENT SCHEDULE

ANNEX B

The agreed fee for the project is £20,000 and the schedule is as follows:

Q4

Q1

Q2

Q3

2018

2019

2019

2019

Totals £

Staff Costs
External Expertise

1,500

2,000

1,500

5,000

(Activity/Launch)
Travel &
Accommodation
Equipment &
Investment Costs
Infrastructure costs

0

5,000

10,000

0

15,000

1,500

5,000

12,000

1,500

20,000

(Capital)
Total
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PROJECT SCHEDULE, OUTPUTS AND MILESTONES

ANNEX C

Shared Space and Services
Moat Park – Garden of Reflection SSS/2c
Budget - £15,000 – Capital Costs
£5,000 – Programme of Activity
Project & Description
A Garden of Reflection will
be built in the area of the
current standing stone in
Moat Park. Programme
activity will involve local
schools and/ or uniformed
groups getting involved in a
cross community
biodiversity project - tied in
with the planting and design
of the Garden. The park is
opposite the Ulster Hospital
and will offer solace and
comfort to patients and
visitors. The neighbouring
Dundonald PSNI wall will be
artistically completed
(adding to the artistic panels
already on the wall) with
ideas from the groups,
making the PSNI station
less foreboding and a more
pleasing aspect in the area.

Participant Hours
Participants will
partake in a
minimum of 26
cross community
contact hours.

Duration
Duration of 10
months.

Cross Community
Targets
60% PUL, 40% CNR
Activities on a cross
community basis with
BME, age and gender
balance.
‘Success’ will be defined
as ‘a variance of no
more/less than 20%’
across project between
numbers from CNR and
PUL participants.

Results





Garden of Reflection developed
and launched. Panels designed
for Dundonald PSNI wall.
Cross Community activity around
biodiversity / planting / artistic
panels with Good Relations
embedded in the activity /
learning
Launch of the Garden of
Reflection and panels for PSNI
wall

Outcomes
A pro-active effort must
be evidenced to meet
the cross-community
target.
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Increased:
 Increase in the number of new
shared spaces = 1
 No. of people who would define
their area as neutral always/most
of time/sometimes: by 4%
 No. of people who would prefer to
live in a mixed religion
environment: by 4%
 Sense of belonging and positive

attitudinal change – 5%
Reduced:
 No. of people who would prefer to
live in a single religion
environment: by 4%
Improved:
 Attitudinal change towards
participating in spaces in single
identity communities: 5%
 Better use of new and existing
spaces: 5%
 Increased co-operation &
collaboration between groups:
5%

ANNEX D:

SEUPB STANDARD CONDITIONS OF GRANT
(ATTACHED SEPARATELY
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SERVICE LEVEL AGREEMENT
Mr Ross Gillanders
Head of Service Parks and Amenities
Lisburn & Castlereagh City Council
Civic Headquarters
Lagan Valley Island
Lisburn
BT27 4RL
27 June 2018
Lisburn & Castlereagh City Council PEACE IV Partnership
PEACE IV Programme 4.1
Thematic Area:
Shared Space & Services
Tender Title:
Ballybeen Facility – 3G pitch
Project Reference Number:
PIV18/SSS/2b
Senior Responsible Officer:
Ross Gillanders
Head of Service Parks and Amenities

Dear Mr Gillanders,
1. Confirmation
I am pleased to inform you that Council agreed on 25 July 2017 to offer the above
contract funding up to £161,037 under Shared Space & Services and specific
objective 4.1 of the Local Authority Action Plan for which Lisburn & Castlereagh City
Council is Lead Partner. This offer of Funding is for eligible costs only and is made
strictly subject to the terms set out in this Contract and the attached SEUPB Standard
Conditions of Grant. You should therefore carefully review these documents before
accepting this offer.
2. Project Schedule
Details of the Project, including the aims, objectives and target beneficiaries, were
developed for the Stage 1 and 2 submissions to SEUPB and further developed and
agreed with yourselves. The information contained in this Service Level Agreement is
based on information developed through that process and on budgets approved by
SEUPB in their Letter of Offer to council. This document is a legally binding contract.
1
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Lisburn & Castlereagh Peace IV Programme
Ballybeen Faciity – 3G Pitch
Ref: PIV18/SSS/2b

3. Project Lifetime
The period of assistance is for 11 months starting 1 October 2018 with a Project
Activity end date and financial completion by 31 August 2019. The Project lifetime
may only be extended with the prior written agreement of the PEACE IV Partnership
and SEUPB

4. Annexes
You will find with this Service Level Agreement, the following:
ANNEX A

Project Partner Form of Acceptance and Request for Bank Details

ANNEX B

Payment Budget

ANNEX C

Programme Schedule – Outputs and Milestones

ANNEX D

Standard Conditions of Grant Aid

Annex ‘A’ to ‘D’ constitute part of this Service Level Agreement. If any of these
items are missing please contact us immediately and before completing the
Form of Acceptance.

The following supplementary information on the Peace Programme will be emailed to
you to support your project:


Output Indicator Guidance



Programme Rules



Publicity & Information Guide

5. PEACE IV Additional Specific Conditions:


A designated council officer (Managed by the Senior Responsible Officer, SRO)
must be appointed and will act as the key contact for the project.

 The designated council officer is to submit quarterly claim forms and must
claim a payment of grant within three months of the expenditure being incurred
(template will be provided).


The designated council officer is to submit Quarterly Progress Reports and
present updates on the implementation of programmes as and when required.
The Quarterly Progress Report will assist to measure the project delivery and
impact (template will be provided).
2
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Lisburn & Castlereagh Peace IV Programme
Ballybeen Faciity – 3G Pitch
Ref: PIV18/SSS/2b

 The designated council officer shall maintain a full audit trail and all necessary
associated accounting records to enable full verification of expenditure and/or
verification of the delivery of agreed outputs.
 All participants taking part in your project must complete a standardised
baseline and end of project questionnaire which will track progress target
objectives as outlined in Annex C. (Questionnaires will be provided).
 The designated council officer must attend any training session(s) which will
cover finance, procurement, monitoring and evaluation, and information and
publicity of their project in line with SEUPB requirements.
 The designated council officer shall maintain a full audit trail and all necessary
associated accounting records to enable full verification of expenditure and/or
verification of the delivery of agreed outputs.


Eligible expenditure must be based on real costs, be proportionate, represent
value for money and be directly related to Project Activity. All expenditure must
be supported by invoices or other equivalent. Note that SEUPB may ask to see
evidence of this.



The designated council officer will be held responsible for any failures in
adherence to the Service Level Agreement, Standard Conditions of Grant and
Programme Rules and will be liable for any shortfall in expenditure and
penalties incurred.



The designated council officer will be held responsible for any post payment
irregularities identified by external audit carried out by organisations such as
The Audit Authority and European Court of Auditors.

 All publicity undertaken by the designated council officer will recognise the
contribution of SEUPB, Lisburn & Castlereagh City Council and any other
funders. The Project Contact must use appropriate Logos or funder references
in all publicity material as communicated to it by the Lead Partner (refer to
Publicity & Information Guide). Prior approval must be sought from the PEACE
IV Team on any communication and marketing activity.

Financial and non-financial Penalties may be applied to your project in the event
of non-compliance with any of the above.

3
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Lisburn & Castlereagh Peace IV Programme
Ballybeen Faciity – 3G Pitch
Ref: PIV18/SSS/2b

6. Impact on Specific Target Outcomes
All projects must positively impact the specific target outcomes of the PEACE IV
Programme. The baseline will be established once the project begins but verifiable
results should include:
Increased
 No. of people who would define their area as neutral always/most of
time/sometimes: by 4%


No. of people who would prefer to live in a mixed religion environment: by 4%



Sense of belonging and positive attitudinal change – 5%

Reduced


No. of people who would prefer to live in a single religion environment: by 4%

Improved:


Attitudinal change towards participating in spaces in single identity communities:
5%



Better use of new and existing spaces: 5%



Increased co-operation & collaboration between groups: 5%

The project will be evaluated half way through and at the end of the programme.
Cross-community balance: The Contractor must ensure that significant pro-active
effort is made to maintain adequate cross-community balance on the project.

Cross-Community Minimum Participation: The Contractor must ensure that all
participants have engaged in a minimum of 26 hours purposeful, meaningful and
sustained cross-community contact spread over a minimum of six months.

7. Procurement
The designated council officer must procure any good and services in accordance
with SEUPB procurement guidelines which can be found at:
www.seupb.eu/libraries/PEACE_IV_Programme_guidlelines.

4
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Lisburn & Castlereagh Peace IV Programme
Ballybeen Faciity – 3G Pitch
Ref: PIV18/SSS/2b

8. Responsibilities and Obligations of the Senior Responsible Officer (working
with Designated Project Officer)
At the operational level the designated council officer has the overall administrative and
financial responsibility for the implementation of the Project. They are responsible for
any risks incurred in failing to implement any aspects of the project. They must inform
the Peace IV Secretariat immediately if any aspect of the project is failing to be
implemented. Failure to deliver against the milestones within the agreed time frame
and budget could result in early termination of the project by the Lead Partner in
conjunction with the Managing Authority Unit in SEUPB.

9. Amount of Funding
The Council will pay the Service Department such sums as shall become payable at
the times and in the manner specified in the Contract Documents. The maximum
amount of funding detailed below is specifically to fund the activities detailed in your
proposal and any subsequent documentation. Claims must be submitted to the
PEACE IV Secretariat as per payment schedule detailed below provided that project
objectives and milestones have been met.

The maximum amount of Funding detailed below is specifically to fund the activities
detailed in Annex C. The award is allocated on a calendar basis and is broken down as
follows (Annex B):

Year

Total Funding

Milestone

Dec 2018

£1,500

Feb 2019

£52,000





April 2019
Aug 2019

£52,000
£2,000
£52,037





Delivery agent appointed for activity
Contractor appointed
Construction starts and activity with
groups starts. Participants recruited and
baselines completed
Ongoing construction - capital
Delivery of activity. Mid way review
Construction Complete

Aug 2019

£1,500





Activity with group concludes
Launch of the 3G pitch/ mini tournament
Project evaluation complete

Total

£161,037

5

DLCW Report

Lisburn & Castlereagh Peace IV Programme
Ballybeen Faciity – 3G Pitch
Ref: PIV18/SSS/2b

10. Payments
The conditions, which apply for the payment of Funding, are contained in this Service
Level Agreement. For expenditure and payments to be eligible, all conditions must be
full adhered to/complied with. Payment will be made in accordance with SEUPB
Payment Procedure Guidelines. Claims should be submitted on a quarterly basis and
all claims must be submitted within 3 months of expenditure being incurred. Please
draw your attention to Annex C - Project Budget and note that money cannot be moved
between budget headings. Your project must meet the quarterly spend target allocated
in your project budget.

The final claim must be submitted within 3 months of the Project end date. A
verification check on all claims will be carried out by the PEACE IV Secretariat and
following authorisation will be passed for payment.

Please refer to the Standard Conditions of Grant (ANNEX D) for details of the full
conditions that apply to the payment of Funding, including those circumstances in
which part or all of the Funding may be repayable.

11. Document Retention
All documents associated with the PEACE Project must be retained for 3 years from
the date of the submission of the final claim. All files must be clearly labelled “All
Documents must be retained for 3 years from the date of the submission of the final
claim (insert date of submission of final claim).

12. Project Schedule and Objectives and Milestones
The Funding shall be used for the purposes, outlined in the Project Schedule and the
outcomes, outputs, results contained therein (See ANNEX C).

13. Ineligible Costs
All ineligible costs and clawback from SEUPB are the responsibility of the Council
Service Area and cannot be recouped from PEACE IV Funding Budgets.

6

DLCW Report

Lisburn & Castlereagh Peace IV Programme
Ballybeen Faciity – 3G Pitch
Ref: PIV18/SSS/2b

14. Bank Details
Lisburn & Castlereagh City Council will make payments into a dedicated bank
account, unless otherwise agreed authorisation for cost centre approach. Please
return the attached bank details form (Annex A) or else seek authorisation for a cost
centre.

15. Claiming your first payment
Until we have received all appropriate documentation from you, we cannot begin to
pay your Funding. In addition to any specific conditions of Funding that apply to your
project you must submit the following in order draw down your first payment:i)

The Form of Acceptance (Annex A)

ii)

Bank Account Details (Annex A)

16. Accepting the Letter of Contract and Standard Conditions of Grant
The funding is made conditional upon you, the Lead Contact, meeting the Standard
SEUPB Conditions of Grant as outlined at Annex D to this letter. If you accept this
Agreement, you agree to abide by these conditions. This Service Level Agreement
with the Standard Conditions of Grant will (on acceptance) create the legally binding
agreement and you should read both documents carefully before accepting the offer
of funding. If you want to accept our offer you should return the Form of Acceptance
together with the Bank Details Form (Annex A).

You must sign and return this Service Level Agreement within 10 days of the
date of issue of the letter otherwise this Offer will lapse.
If there is anything you are unsure about in this Service Level Agreement or the
Standard Conditions of Agreement, get in touch with the PEACE IV Programme
Manager, Niamh O’Carolan (02892 447537) at your earliest convenience.
Yours sincerely,

_______________________________
Dr Theresa Donaldson
Chief Executive
Encs.
7
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Lisburn & Castlereagh Peace IV Programme
Ballybeen Faciity – 3G Pitch
Ref: PIV18/SSS/2b

FORM OF ACCEPTANCE

ANNEX A

We/ I have read and considered this Letter of Offer of Grant Aid and the Standard
Conditions of Grant that apply to the payment of Grant Aid. We/I are/am pleased to
accept the offer of Grant Aid as detailed in the Letter of Offer of Grant Aid and the
Standard Conditions of Grant and for the amount of Grant Aid set out specifically at
paragraph one above.

I confirm that I am duly authorised and empowered to sign this acceptance.

Name [BLOCK CAPITALS] …………………………………..

Authority

Senior Responsible Officer

Director

Signature

……………………………………

Date ………………………

Name [BLOCK CAPITALS] …………………………………..

Authority

Senior Responsible Officer

Director

Signature

……………………………………

Date ………………………

Please note that this acceptance form must be signed by both authorised
representatives of your section. At least one of these signatories must sign
every claim form.
Please return one signed hard copy of this Form of Acceptance. Please also ensure
that the completed Bank Details Request Form is returned.
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Lisburn & Castlereagh Peace IV Programme
Ballybeen Faciity – 3G Pitch
Ref: PIV18/SSS/2b

PROJECT BANK DETAILS: SETUP AND AMENDMENTS

ANNEX A cont’d

I certify that a separate bank account has been opened or a separate cost centre
established for the Project and the details are as follows:
Organisation
Name
Address
Post Code
Email Address
Remittance
advice will be
sent to this
email address
Bank Name
Address
Post Code
Account Name
Account
Number
Sort Code

Must be 8 digits
Must be 6 digits

IBAN
Cost Code Detail
Cost Centre

SWIFT /BIC

Detail Code

SIGNED

DATE

NAME (CAPS)

POSITION IN ORGANISATION

9
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Lisburn & Castlereagh Peace IV Programme
Ballybeen Faciity – 3G Pitch
Ref: PIV18/SSS/2b

PAYMENT SCHEDULE

ANNEX B

The agreed fee for the project is £161,037 and the schedule is as follows:

Q4

Q1

Q2

Q3

2018

2019

2019

2019

Totals £

Staff Costs
External Expertise

1,500

0

2,000

1,500

5,000

0

52,000

52,000

52,037

156,037

1,500

52,000

54,000

53,537

161,037

(Activity/Launch)
Travel &
Accommodation
Equipment &
Investment Costs
Infrastructure costs
(Capital)
Total

10
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PROJECT SCHEDULE, OUTPUTS AND MILESTONES

ANNEX C

Shared Space and Services
Ballybeen Facility - 3G Pitch SSS/2b
Budget - £156,037 – Capital works
£5,000 – Programme of Activity
Project & Description

Participant Hours

Duration

Although there has been a
grass pitch in Ballybeen estate
(which needs upgraded), there
has never been a 3G all weather pitch facility. The space
is not being utilised to its full
capacity. The 3G pitch will also
be floodlit making it accessible
not only in all weather
conditions but all year round as
well. Dungoyne FC currently
has to use other football and
training facilities eg Billy Neill
Playing Fields. Being able to
provide this versatile facility will
open up Ballybeen to visiting
teams in the South Belfast
League and from teams across
NI for friendlies and league
tournaments. It will enhance the

Participants will
partake in a
minimum of 26
cross community
contact hours.

Duration of
10 months.

Cross Community
Targets
60% PUL, 40% CNR
Activities on a cross
community basis with
BME, age and gender
balance.

Results



3G pitch facility completed
Friendly football matches/
activities with Dungoyne FC and
other teams across LCCC on
cross-community basis with Good
Relations sessions embedded in
the activity.
Final event/launch of Pitch with
mini football tournament

‘Success’ will be defined
as ‘a variance of no

more/less than 20%’
across project between
numbers from CNR and Outcomes
PUL participants.
Increased:
 Increase in the number of new
A pro-active effort must
shared spaces = 1
be evidenced to meet
 No. of people who would define
the cross-community
their area as neutral always/most
target.
of time/sometimes: by 4%
 No. of people who would prefer to
live in a mixed religion
environment: by 4%
11



usage of the space for all age
groups. Local residents are
keen to make the space a
functional, welcoming space for
local and regional visiting
teams. The activity will see
young footballers come together
on a cross community basis for
some fun activities, good
relations and friendly matches
culminating in a friendly mini
tournament at the launch of the
3G pitch.

Sense of belonging and positive
attitudinal change – 5%

Reduced:
 No. of people who would prefer to
live in a single religion
environment: by 4%
Improved:
 Attitudinal change towards
participating in spaces in single
identity communities: 5%
 Better use of new and existing
spaces: 5%
 Increased co-operation &
collaboration between groups:
5%

ANNEX D: SEUPB STANDARD CONDITIONS OF GRANT
(ATTACHED SEPARATELY)
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Grant aid review
Terms of Reference
May 2018
Version 1.0
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1.0 INTRODUCTION
Lisburn & Castlereagh City Council, through the Leisure & Community Wellbeing
department, deliver a range of community grant programmes to provide financial
assistance to local community / voluntary sector organisations in supporting organisational
core costs and costs associated with the development of needs based community projects.
The current suite of community grant programme include;
Community Support
Good Relations
Community Festival
Community Arts (Making Art with Communities)
Arts (Organisations & Individual artists)
Seeding Grants
Sports Grants
Each of the current grant schemes operate under individual grant polices with opening,
closing and assessment schedules established for each independently. The Council also
receive Central Government funding in offsetting some of the costs associated with some
of the schemes and must therefore align scheme objectives with overall funding contracts,
monitoring requirements and wider regional strategic objectives.
In addition the Council operate an informal discretionary grant scheme (up to £1,000),
which is used for ad hoc requests, outside of the grant aid schemes, received throughout
the year.
The Council has agreed to review our current grant polices, application processes and
claims management and monitoring systems with a view to;
1. Developing and implementing co-design opportunities with stakeholders in the
development of a consistent and streamlined Funding Assistance Policy.
2. Streamlining processes to reduce bureaucratic burden for the applicant, whilst
allowing for the collection of sufficient information to ensure robust assessments,
adequate financial controls and effective monitoring and impact measurement of grant
investment.
3. Further developing the role that I.T can play in reducing the need for applicants to
provide duplicate information, across funding schemes, and the required support
structures needed for groups to fully understand and access funding opportunities.
4. Creating a consistent, easy to understand and streamlined application, assessment,
grant management and monitoring system.

2.0

PROPOSAL

Lisburn & Castlereagh City Council wishes to appoint a suitably qualified organisation to
develop a new Financial Assistance Policy, which includes grant application, assessment,
claims management and monitoring systems. The policy should developed based on the
above objectives and under the principles of co-design and therefore must include active
involvement, from the outset, with relevant stakeholders in;



Reviewing and evaluating the Councils current grant management policies.
Researching and analysing best practice around grant aid management
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Creating a strategic fit, both internally within the Council and with our Central
Government partners
Developing a new policy and framework and grant management processes.

The development of the policy should also be underpinned by;





Evidence based research
Best value & resource maximisation
Skills development & empowerment
Sector development & sustainability
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Appendix 7

Our Ref: JR
20 June 2018
Mr Peter May
Permanent Secretary
Department for Infrastructure
Clarence Court
10-18 Adelaide Street
BELFAST
BT28GB

Dear Permanent Secretary
GREENWAYS: LISBURN & CASTLEREAGH CITY COUNCIL AREA
The Council wish to put on record its appreciation of the infrastructure developments
currently being undertaken by the Department for Infrastructure [DfI] in relation to the
greenways within the Lisburn & Castlereagh City Council area. There are however several
minor issues which if addressed would greatly enhance the works and provide greater
synergy with the Council’s own strategic aims. In no particular order:
The Blaris Trail Cycle Route – this is currently due to terminate at the Sprucefield Park and
Ride, however two spurs would create valuable links to two strategic locations within the
Council area.
1. The first suggestion would be to extend the current works beyond the Park and Ride
following an existing disused road/path (under DfI ownership) parallel to the M1 to
link with the Halftown Road access to the Eikon Centre at MLK. The significance of
this destination nationally, cannot be understated. At the National Cycling Network
Review held on 23rd May 2018 the stretch at this location and towards Sprucefield
itself were highlighted as being ‘Poor’. The Department has the opportunity to rectify
this now.
2. The second spur proposes to utilise the path under the M1 to the rear of the Blaris
Cemetery to link to the Sprucefield Retail Park and car parks where existing cycling
stands already exist.
Furthermore the Council would welcome a joint meeting with representatives from both the
Department for Infrastructure, and Lagan Navigation Trust to discuss potential steps for the
proposed Strategic Greenway through Lisburn, as identified in your Department`s
publication” A Strategic Plan for Greenways” [Primary route Belfast to Craigavon and
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cutting through Lisburn to Moira/Portadown]. This route was identified in the accompanying
AECOM Report and there is clearly great scope for this route given that much of it along the
M1 is in public ownership.
The next two issues relate to the Comber Greenway where again the ongoing widening
programme has been much appreciated.
3. The Department’s work to realign the greenway towards the Grahamsbridge Road /
Old Dundonald Road junction is well underway and will be a welcome improvement
to the route. However safely crossing the junction itself remains a challenge for
pedestrians and cyclists alike. The Council has been working closely with the DfI
Walking and Cycling Unit, and Sustrans to create accessible links from the Comber
Greenway through Moat Park to the Ulster Hospital and the Belfast Rapid Transport
Glider halt, and bike shelter adjacent to an in-bound halt at the same location. These
projects led by your Department can only be achieved successfully once the
Grahamsbridge Road junction has been addressed satisfactorily.
4. The Council in partnership with the Department provided the only 24/7 accessible car
park adjacent to the Comber Greenway at the Billy Neill Halt. The location is well lit
and provides a cycle repair hub for passing cyclists. With the aid of Sport NI and
Council investment, the Billy Neill facility will shortly see the addition of a network
of pedestrian and cycle paths which will create a new destination for those seeking the
tranquillity of a biodiversity rich environment, in which to exercise, train and enjoy.
Sadly the Greenway widening schedule is due to stop at Millmount just short of the
Billy Neill Halt. The Council would ask that you reconsider this programme and
consider extending the widening and lighting ducting to link with the Billy Neill Halt
where you have already invested.
The Council would ask that you seize the opportunity whilst the contractors are on site at
both the Blaris Cycle Trail and on the Comber Greenway to work in harmony with the
Council and demonstrate true Community Planning. The Programme for Government
outcome ‘We live and work sustainably – protecting the environment’ has the Indicator ‘%
all journeys which are made by walking/cycling/public transport’. The four proposals above
will go some way towards achieving these outcomes.
Yours sincerely

James D Rose
Director of Leisure & Community Wellbeing

cc: John Irvine (Director of Network Services Department for infrastructure, Roads)
Liz Loughran (Director of Safe and Sustainable Travel Division)
Donal Rogan, Director of Transformation, Lisburn & Castlereagh City Council
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Appendix 8

Safe and Sustainable Travel Division

James D Rose
Director of Leisure & Community Wellbeing
Lisburn & Castlereagh City Council
Civic Headquarters
Lagan Valley Island
Lisburn
BT27 4RL

Room G33
Clarence Court,
Adelaide Street,
Belfast, BT2 8GB
Tel: 028 90540843
Fax:
Your reference: JR/LL
Our reference: IN1/18/427993
20th July 2018

Dear James

GREENWAYS: LISBURN AND CASTLEREAGH CITY COUNCIL AREA
Thank you for your letter of 20th June 2018 to the Permanent Secretary in respect of
the recent work on the widening of the Comber Greenway and a number of
proposals in regard to walking and cycling infrastructure in the Lisburn and
Castlereagh City Council area. Peter May is grateful for your words of appreciation
about the work that the Department has done on the Comber Greenway and has
asked me to reply to the four points raised in your letter.
Link between Sprucefield Park & Ride and the Eikon Centre, Halftown Road
You are correct in pointing out that a link between these two locations would be a
possible alternative route for NCN 9. The Department recognises the importance of
the potential benefits of extending the cycle path from Sprucefield Park & Ride to
Halftown Road to link up with the Eikon Centre. Discussions have taken place
between MLK and DfI in order to determine who would be best placed to take this
project forward and we will continue to pursue this.
Link from Blaris Road to Sprucefied Retail Park
I am pleased to be able to tell you that the Department has instructed its contractor
to complete the link from the Blaris Cycle Path into Sprucefield Retail Park. The
management contractor of the retail park is aware of this proposal.
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Grahamsbridge Road / Comber Road junction
Providing an access to Moat Park at this point would be a useful addition to the
walking and cycling network. It could potentially tie in with the ongoing
reconfiguration work for access to the Comber Greenway at this location. The
Department has carried out a number of traffic surveys at Grahamsbridge Road / Old
Dundonald Road junction to determine what options are available to improve traffic
movements but this has not yet been resolved. Further investigation of Comber
Greenway alignment on the opposite side of the road would also be required and this
would involve the owner of the land.
Millmount Road to Billy Neill Halt
I have asked that a review of this section be carried out to consider the feasibility of
widening it. Initially, it was considered to be the beginning of the rural part of the
greenway and the embankment does not appear to be overly wide so widening is
likely to be a challenge. However, it will be included in the ‘Ecological Investigation’
to determine whether lighting could be installed (subject to the outcome of the
consultation process).
Finally, you asked for a meeting to discuss opportunities for the development of the
proposed greenway through Lisburn (and along the River Lagan). I would be happy
to meet with you to discuss this. The Lagan towpath is, as you know, within the
ownership of the Department and I would suggest that we involve colleagues in the
Inland Waterways Branch in DfI in that discussion. My Secretary will be in touch with
you shortly, to make arrangements.

Liz Loughran
Director, Safe and Sustainable Travel Division
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Appendix 9

Tackling Housing
Challenges
Together
Collaboration, Community Planning and
the Wellbeing Agenda
19th September 2018, Island Hall,
Lagan Valley Island, Lisburn
Community Planning offers a unique opportunity to realise better housing outcomes and promote
wellbeing for people in Northern Ireland. Housing Rights and Supporting Communities, in collaboration with
Lisburn and Castlereagh City Council, are pleased to invite you to attend a one day conference which will
focus on how working together can meet housing challenges.

The conference will:
• Address the need for this work at a Programme for Government and wider policy level.
• Hear from local government, housing and other agencies about their experiences in this area.
• Look at practical examples of initiatives already embracing this opportunity.
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