TWEED REGIONAL
MUSEUM

SERVICE AGREEMENT




THIS PAGE IS BLANK



N TWEED REGIONAL
Table of Contents b\ MUSEUM

Tweed Regional Museum: Background ...........ccoeccciiiemmirieiicissssecneensssssssssseese s eseresssssssnnsnes 1
Memorandum of Understanding 2004 - 2015 ... 1
Current ENVIFONMENt .......oicciiiiiieiniiiiiiisie e rrecssseneree s seessesssssnessesssssssnenesresessssssassanssnnnans 2
Tweed Shire Council Cultural Facilities ...................ccccooiiiiiiii e, 2
Scope of this Agreement........... et e e s e anane e 3
PUIPOSE ..ot a e e e e e e e e e e e e e e, 3
DEfINITIONS ... ————————————— e e e e e e e e e e e aa e e e e e eaeree i 3
CouncCil OblIGatioNS.......c.ccoiiiiiii e e n e 3
Historical Societies' ObligationS............cccooviiiie e 4
Collection development and management ..., 4
Collection ManagemMENt ..............eurieiiiiie e 4
Copyright, Licence and other permiSSiONS............coooiuiiiiiiiiiieecc e, 5
Program Development and Implementation ..............c..cccooiiiiieiiii e 5
Promotion and advertiSing .............ouuuiiiiiiiii e ——— 6
Obligations of Historical Society extends to its members and volunteers.......................... 6
Tweed Regional Museum: GOVEINANCE ... e e ess s s s s e s e 6
Governance: Tweed Regional Museum Advisory Committee............cccooovcveeeeeiccii i, 7
Tweed Regional Museum Strategic Plan 2014 — 2017 ..o 7
Tweed Regional Museum: Management and Administration: Policies, Procedures and
e (03 (0T oo L 7
Tweed Regional Museum Collection PoliCy..............ccccccooiiiiiiiiiiceccceeee e 7
Tweed Regional Museum Deductible Gift Recipient Fund Policy and Procedure............... 7
VOIUNTEEI POLICY ... et e e e e e ee e e s aaaes 8
€0de Of CONAUCT....... e ettt e e et e e e e s eeanae e e e e e 8
Work Health and Safety............oooie e 8
Electronic equipment and communication.....................ooi i 8
Alcohol and Other Drugs in the Workplace Protocol...............ccovveeiiiiiiiii e, 8
SCHEAUIES ...t st ee s s e s nnaar e ne e reeneenannn 101
Schedule 1: Collection Development and Management .............ccccvviiiiiiiccieeeeenec . 101
Schedule 2 — Promotion and AdvertiSing..........ccoooeiiieeii e 134
Schedule 3 - Acknowledging support and contribution by the Societies....................... 16

Contents i

/



Tweed Regional Museum - Service Agreement

Tweed Regional Museum: Background

Memorandum of Understanding 2004 - 2015

In 2004 Tweed Shire Council (Council) and the Murwillumbah, Tweed Heads and Uki and
South Arm Historical Societies (Historical Societies) signed a Memorandum of
Understanding (MOU) agreeing in part to:

"Develop the Tweed River Regional Museum, based on the sites, collections, archives,
photographs and research material at Murwillumbah, Tweed Heads and Uki, and
building on the museums established by the historical societies.. ...

. . . to provide improved care of collections and enhanced services for visitors and the
communily. . . . positioning the new unified museum as an integral part of Council’s
cultural infrastructure. . ."

The transfer to Council of the collections assembled by the three historical societies over
many years represents a rich legacy held in trust for generations to come.

The Tweed Regional Museum collection is a substantial community asset reflecting the
generosity of local families, and the community’s appreciation of their history.

The 2004 MOU set out a range of aspirations for the development, management and
governance of a single regional museum, consistent with industry standards for such
facilities including, for example:

ready access to information;

effective care and protection of collections,

education programs,

public facilities,

paid professional staff,

well designed storage, and permanent and temporary exhibition spaces.

Achievements to date include:

Employment of professional full-time, part-time and contract staff
» Design, construction and fit out of purpose-designed collection storage facility;
* Implementation of a collection management system supporting collection care,
program development and research.

Refurbishment of the Murwillumbah and Tweed Heads branches incorporates new and
renovated buildings and new displays and programs, culminating in the reopening of a
refurbished Boyds’ Shed in December 2018. At the same time, the MOU, and subsequent
agreements recognise that, in addition to supporting activities of the Tweed Regional
Museum, as outlined later in this Agreement, the Historical Societies have maintained their
identify as separate self-governing organisations, undertaking their own range of programs
and activities.

Since the signing of the MOU in 2004, a number of Museum-specific policies and
procedures have been developed, together with other relevant Council policies and
procedures. These provide the basis for Museum operations and include, for example:

» Tweed Regional Museum Collection Policy;
» Tweed Regional Museum Strategic Plan 2014 — 2017 (new Strategic and Business
Plans in development for 2019 and beyond)
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e Tweed Regional Museum Advisory Committee Operational Guidelines and Terms of
Reference.

« Tweed Regional Museum Deductible Gift Recipient Fund Policy and Procedure

e Tweed Shire Council Cultural Plan

e Tweed Shire Council Community Strategic, Operational and Delivery Plans 2017 —
2021

During the first half of 2015 a comprehensive review of the MOU between Council and the
Societies was conducted and a report produced. This report, together with a broader
Council-wide review of programs and operations, informed the development of the first
Service Agreement (2016-2017) between Council and the Societies. A subsequent
agreement covering the period 1 January to 31 December 2018 was implemented.

Current Environment

Tweed Shire Council Cultural Facilities )

The Tweed Regional Museum, and the Museum'’s support for the Historical Societies, is
articulated in key planning delivery documents. The Community Strategic Plan 2013/2023 is
the overarching, visionary document in Council’s Integrated Planning and Reporting
Framework. It translates the community's key priorities and aspirations into long term
strategic goals that guide the future direction of Tweed Shire Council. Council has a
custodian role in developing the Community Strategic Plan, while realising its long term
strategic goals are a shared responsibility between Council, the community and other
government and non-government entities.

The combined Delivery Program 2013/2017 and Operational Plan for the years 201 5/2016
details Council's role in the delivery of projects and services during the four year term of the
elected council, to realise long term strategic goals. The Delivery Program details the
delivery of planned projects and services for each year, aligning each action to a budget and
outlining any other resourcing issues. Each activity is also assigned to a Council officer who
is responsible for its delivery.

Council's progress in delivering each planned project and service is monitored by budget
reviews and a set of key performance indicators reported to the community every three
months.

The Tweed Regional Museum Strategic Plan 2014 — 2017 and future Strategic and
Business Plan, which will be finalised during 2019, are mapped to these documents.

Currently, Tweed Regional Museum, and the Museum’s support for the Historical Societies,
is a component of Council’s commitment to:

e Supporting community life

e Fostering strong, cohesive, cooperative, healthy and safe communities for residents
fo enjoy access to the arts, festivals, sporting activities, recreation, community and
cultural facilities.

The Museum, alongside all Council programs and services, will be included in future
strategic reviews and development of relevant plans. These will shape the nature and extent
of Council's support for the Museum, and in turn of future Agreements such as this.

Council is currently reviewing all Leases and Licences with community organisations that
occupy Council premises and as a result, there may be some amendments to the current
agreements. The Tweed Heads and Murwillumbah Historical Societies have current licences
and leases and the amount that Council subsidises their rent is reported as an in-kind
financial contribution from Council in Annual Reports.
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Scope of this Agreement

Purpose

1. This Service Agreement (Agreement) articulates the relationship between Council and
the Historical Societies for the period 1 January - 31 December 2019. An Agreement
beyond this date will be informed by any planning processes and operational reviews
undertaken by Council during the term of this Agreement.

This Agreement is an operational document to facilitate co-operative and productive
relationships between Council and each of the Historical Societies for the benefit of the

community.
Definitions
In this Agreement, unless the wording or context indicates otherwise:
(a) “Council” means the Executive officers of Council;
(b) “council” means the elected members of Council;
(c) “Historical Society, Historical Societies” means the individual and collective

groups of members of the Murwillumbah, Tweed Heads and Uki & South Arm
Historical Societies.

(d) “Tweed Regional Museum” means the collection, facilities and activities owned,
funded, administered and/or supported by Tweed Shire Council.

Council Obligations

2. Council will support the Historical Societies by providing accommodation within Council
buildings, or in the case of the Uki & South Arm Historical Society, by meeting costs
associated with tenancy of a building owned by the Uki Hall Trust.
This support originates in Clause 5.3 of the 2004 Memorandum of Understanding
(below) and carries through the life of this Agreement:

“The societies will have office space within the regional museum free of all
charges. The historical societies may use the buildings, office space, equipment,
library, computers and facilities of the Regional Museum free of charge, and,
conduct meetings, research and public programs, in consultation with the
curator/manager, and, in accordance with the museum policies and plans
endorsed by the Advisory Committee.”

3. Council will continue to provide support to the signatory Historical Societies for the
term of this Agreement by meeting a range of costs, within the annual budget
allocation to the Tweed Regional Museum, through the provision of:

e Office accommodation within Council buildings or financial support to rent such
accommodation;

¢ Financial support to clean, maintain, insure and secure facilities:

o Telephone and internet equipment, connection and use;

e Computer equipment including both hardware and software, and associated
maintenance and service costs;

o Multi Function Device (MFD) and associated maintenance and service costs;

o Contribution towards administrative consumables such as paper; and
Operational advice in the implementation of adopted policies, protocols and
procedures relating to the operation of the Tweed Regional Museum.

e Access to the Tweed Regional Museum collection.
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Historical Societies' Obligations

4. Each Society agrees to support and contribute to the Tweed Regional Museum in
three key areas:

e Collection development and management;
e Program development and implementation; and
e Promotion and advertising

Acknowledging and reporting support and contribution

5. Council’s direct support for the Tweed Regional Museum, and by extension the Socie'ty
partners in the Museum (as identified in clause 3 above), is significant, as are the
contributions made by the Societies.

The support and contributions provided by the Societies to the Museum under the terms of
this Agreement are formally acknowledged by Council, including through the specific
contributions outlined in Schedule 3 of this document and specific measures and projects as
agreed separately with each Society annually.

Collection development and management

6. The TRM collection was defined in Clause 6.1 of the 2004 MOU as being made up of:
“Objects, photographs, maps, pictures, research materials, archives and other
items collected by the Societies”.

Following the formation of the Tweed Regional Museum, the Collection was defined in
greater detail in the Tweed Regional Museum Collection Policy. This Policy guides
activities referred to in this Agreement and its Schedules.

7.  Key principles underpin Council's commitment to the Tweed Regional Museum and to
the Historical Society partners supporting the Museum. The Historical Societies
acknowledge and agree to support these principles, which are set out below:

o One collection, managed by Museum staff in accordance with the Tweed Regional
Museum Collection Policy and associated Tweed Regional Museum procedures and
forms. '

e Historical Societies no longer develop or maintain collections.

e One Collection Management System (CMS) managed and maintained by Council
and Museum Staff, will be accessible to Historical Societies for research and other
activities.

e Societies and Museum staff to work together to migrate and maintain all relevant
collection information to the CMS, and to other shared information systems,
accessible from all Museum sites, according to procedures developed and managed
by Museum staff.

¢ All collection items are stored at the Museum collection store when not on display, or
at other sites with agreement of the Museum Director.

8. Each Society agrees to observe the specific operational requirements set out in
Schedule 1 Table 1 titled Collection Development: acquisition and de-accession.

Collection Management
9. Each Society acknowledges the following:

¢ Council has invested in one Collection Management System (CMS), widely used in
the collections sector. This CMS (known as Vernon CMS) is used by the Tweed
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Regional Gallery and Margaret Olley Art Centre, and the Tweed Regional Museum,
and is capable of dealing with all collection management and research needs across
all Museum sites.

e Council is committed to ensuring that this system is maintained, and that the data
stored within it is protected.

¢ Council staff have sole responsibility for the design and operation of this database,
and for the conventions of data entry and classification used.

10. The procedures set out in Schedule 1 Table 2 titled Collection Management describe
the general approach to preservation of collection-related data and to the operation of
the CMS.

Council will no longer support the upkeep, creation or use of databases using other
software programs on computers supplied and maintained by Council and will work
with the Societies to migrate any relevant data and information from other systems to
Vernon CMS during the life of this Agreement and any future Agreements.

11.  Each Society agrees to observe the specific operational requirements set out in
Schedule 1 Table 3 titled Collection Management.

Copyright, Licence and other permissions
12.  Each Society acknowledges that:

All copyright and permissions in material in the TRM Collection, or material used for
activities on Museum premises, including in relation to oral history interviews and
transcripts, images (digital and physical), and other collection documentation, are to be
entered into in the name of the Tweed Regional Museum. All Copyright agreements,
licence agreements and any other related agreements or permissions must be
negotiated by Museum staff and made between the Museum (under the signature of
the Museum Director) and the licensor, and not by individual Societies.

13.  Each Society agrees to observe the specific operational requirements set out in
Schedule 1 Table 3 titled Copyright, Licence and other permissions.

Program Development and Implementation

14.  Item 5.3 of the 2004 MOU stated, in part that “The Historical Societies may . . . . .
conduct meetings, research and public programs, in consultation with the <Museum
Director>, Museum staff, and, in accordance with Museum policies and plans
endorsed by the Advisory Committee."

The signatories to this Agreement acknowledge that the redevelopment of the Tweed
Regional Museum Murwillumbah, and the Tweed Regional Museum Tweed Heads, the
implementation of new display and interpretation standards, together with development of
curriculum-based education resources and extensive promotion of the new Museum facility
and associated programs has significantly increased the exposure and audiences for
Museum programs, and increases the need for consistent approaches to programming at all
Museum sites.

New office and research facilities, refurbishment of the Court House and Boyds' Shed,
building and ongoing refurbishment, interpretation and programing related to further extends

Page 5



Tweed Regional Museum - Service Agreement

the need to adopt and implement consistent approaches to programming across Museum

sites

A coordinated approach to programming was also identified as a priority during the 2015
MOU review process.

The parties will work to develop a coordinated approach to program development and
presentation over the life of this Agreement.

Promotion and advertising

15.

16.

The Societies acknowledge the following:

Recognition and support for the Museum relies on awareness of a common brand,;
consistent promotion across all sites; and on appropriate recognition of the Museum
and Council at each facility, and by each of the Societies in all relevant promotion and
advertising.

Each Society agrees to observe the specific operational requirements set out in
Schedule 2 Table 1 titled Promotion and Advertising

Obligations of Historical Society extends to its members and volunteers

17.

Each Society agrees that all members and volunteers of their Society shall be made
aware of the obligations set out in clauses 4 to 15 and Schedules 1 to 2 of this
Agreement together with all operational policies, procedures and protocols adopted
by Council and each Society shall ensure that each individual member and volunteer
will be held responsible by their Historical Society to undertake all activities in
accordance with the intent of these principles, policies, procedures and protocols.

Where a failure to abide by the requirements of this Agreement by individual
members and volunteers occurs and is brought to the attention of the Museum
Director, Council shall at its discretion determine which of the following responses will

apply:

(1) Withdrawal of all support to the Historical Society in the event of ongoing
occurrences which affect the operations of the TRM;

(2) In the event of ongoing occurrences which do not affect the operations of the
TRM but impact negatively on the relationship between the relevant Society and
Museum staff or the public perception of the Museum, the Museum Advisory
Committee shall determine the matter.

Tweed Regional Museum: Governance

18.
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Governance: Tweed Regional Museum Advisory Committee

The Tweed Regional Museum Advisory Committee is one of ten committees that provide
advice to Council.

Membership and scope of the Committee is set out in Terms of Reference available at
http://www.tweed.nsw.gov.au/Committees

Tweed Regional Museum Business Plan
At the time of signing this Agreement, the process of developing a new business plan for the
Tweed Regional Museum (from 2019) was underway.

This Plan will take into account the provisions of this Service Agreement and will also form
the basis for development of future Service Agreements.

Tweed Regional Museum: Management and Administration:
Policies, Procedures and Protocols

19. A number of Museum-specific Policies, together with general Council policies,
procedures and protocols are directly relevant to TRM and are binding on signatories
to this Agreement, together with their employees, members and volunteers.

All of these documents form collateral obligations on Council and the Historical
Societies to establish protocols and processes for the protection of the collection,
Council staff and Historical Society members and volunteers.

These include:

Tweed Regional Museum Collection Policy

The Policy sets out key Principles, Criteria and Procedures relating to collection
development and management. The document is based on the concept of a unified Museum
with one collection, and on the principle set out in the 2004 MOU, that all three Historical
Societies, as signatories to that MOU, cease to collect in their own right.

A copy of the Policy is available at

http://museum.tweed.nsw.gov.au/Policies/Collection%20Policy%20TRM%20Version%201.2
pdf

A range of Forms and Procedures which underpin collection development and management,
and implementation of the Collection Policy, are detailed in Schedule 2 of this Agreement.

Tweed Regional Museum Deductible Gift Recipient Fund Policy and Procedure

This Policy sets out the Australian Tax Office (ATO) requirements for operation of a
deductible gift recipient (DGR) Fund by Tweed Shire Council as per the Australian Taxation
Office’s endorsement of the Tweed Regional Museum (TRM) as a public museum under
item 12.1.3 of section 30-100 of the /Income Tax Assessment Act. The financial and
operational procedures for administering the Tweed Regional Museum Gift Fund are set out
in a separate document, the Tweed Regional Museum Deductible Gift Recipient (DGR)
Fund Procedure.

A copy of the Policy is available at

http://www.tweed.nsw.gov.au/Policies/T weed%ZOReqional%20Museum%20Deductible%20
Gift%20Recipient%20Fund%20Policy%20FINAL %20adopted%20230114 .pdf
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A number of Council Policies are directly relevant to Museum operations and/or impact on
how Council will work with the Societies in relation to the Museum. All signatories to this
Agreement are subject to these Policies, and acknowledge that signing this Agreement is
agreement to abide by these and other relevant Policies, Procedures and Protocols that
Council may adopt.

Volunteer Policy

Any person regularly attending one of the three Museum sites, to provide information and
advice to the public, to undertake business on behalf of Council/TRM, or using equipment
and resources provided by Council is classified as a Council Volunteer and is required to
undertake a formal registration and induction process tailored to the activities of the Tweed
Regional Museum.

This includes members of any of the Historical Societies regularly volunteering at Museum
sites, Front of House volunteers and members of the Museum Advisory Committee.

A copy of Council's Volunteer Policy is available at
http://www.tweed.nsw.qov.au/Policies/Volunteers.pdf.

Code of Conduct
All Museum staff and volunteers are subject to the Code of Conduct Model and Procedures.

A copy of this document is available at

http://www.tweed.nsw.gov.au/Policies/Model%20Code%200f%20Conduct%20Version%201.
9%20(Policy).pdf .

Work Health and Safety

A range of Work Health and Safety Procedures and Protocols apply to Council’s
management and operation of safe work places and public facilities, including all TRM sites.
A number also apply to staff and volunteers active at these sites.

All Museum volunteers are provided with relevant documentation during induction processes
and are required to observe all relevant Procedures and Protocols while at Museum sites or
while undertaking Museum business.

Copies of relevant documents are available at each Museum site via Council’s intranet.
http://tscdotnet/OMS/

Electronic equipment and communication

Computer equipment and communication devices such as fax machines, email and internet
access are resources provided for business purposes and all volunteers using such
equipment have a responsibility to be proper, efficient, economical and ethical in their use.

A copy of Council's Use of Electronic Devices and Services Protocol is available at

http://knowledge/Controls/Council/Policies/Documents/Electronic%20Communication%20De
vices V2.5.pdf

Alcohol and Other Drugs in the Workplace Protocol

Council volunteers are subject to this Protocol and are defined under the Protocol as
Employees.

A copy of Protocol is available at

http://tscdotnetlhruweb/pdfslprotoco|s/A|cohoI%20and%200ther%20Druqs%20|n%20the%2
OWorkplace%20Protocol%20-%20Employee%20Application%20v2.0.pdf
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DATED this 30% day of A\ori‘ 2019

SIGNED by TWEED SHIRE COUNCIL

SIGNED by TWEED HEADS HISTORICAL W‘L

SOCIETY INC President
Name: Aoss JopriSon/

SIGNED by MURWILLUMBAH HISTORICAL
SOCIETY INC

SIGNED by UKI & SOUTH ARM HISTORICAL
SOCIETY INC President

Name: Hecena Duckiv 0o RTH-

E\DN’(\.G)T

Hon. Secretary
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TWEED REGIONAL
MUSEUM

PO Box B16
Murwillumbah NSW 2484

P (02) 6670 2493
F(02) 66724770

museum.tweed.nsw.gov.au
irm@tweed.nsw.gov.au




