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TERMS AND CONDITIONS 

 
1. Procedure 
 
1.1 Requests to borrow objects from the Museum’s collections should be made in writing to 

the Collections Manager at least six months before the date the loan is required to 
commence. 

 
1.2 Applicants must sign an official application, supplied by Colchester and Ipswich Museum 

Service, accepting the Museum’s conditions for loan. The signatory should be the chief 
executive or head of service of the applying institution.  Loans are agreed subject to the 
following conditions which apply whatever the duration of the loan.  Additional conditions 
may be imposed for certain types of objects. 

 
2. Costs 
 
2.1 Unless by prior agreement, borrowers are required to meet all the costs incurred by both 

themselves and by Colchester and Ipswich Museum Service in making loans.  Borrowers 
will meet (as appropriate) the cost of insurance, packing; customs clearance and transport 
of loans; the travel and subsistence expenses of members of Colchester and Ipswich 
Museum Service’s staff escorting loans, including travel insurance; and forwarding 
agents’ and any other costs. 

 
3. Security 
 
3.1 Borrowers must submit for approval details of security and fire-prevention arrangements 

at the borrowing institution.  Smoking, eating and drinking must be forbidden in the 
exhibition area at all times. 

 
4. Insurance and Indemnity 
 
4.1 All borrowers are required, at their own expense to insure objects borrowed by them 

against all risks from the moment the objects leave Colchester and Ipswich Museum 
Service until the moment they return. Insurance arranged by borrowers should normally 
be placed in the London market. 

OR 
 
4.1 The Borrower shall arrange for the objects to be covered “nail to nail” throughout the term 

of the loan by a Government Indemnity to the value agreed with Colchester and Ipswich 
Museum Service which shall indemnify and keep indemnified Colchester and Ipswich 
Museum Service in respect of any loss of or damage to the objects howsoever arising 
during the term of the loan. 

 
This indemnity, as set out in paragraph 2 of the Government Indemnity Scheme 
Undertaking and referred to as the “Condition Precedent”, is conditional upon the 
following: 
 

4.1.1 no restoration or conservation work is carried out on the object without the prior 

agreement of the owner; 
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4.1.2 the borrower is under no liability for the loss of, or damage to, the object arising 

or flowing from: 

 

4.1.2.1    war, hostilities or war-like operations, but excluding acts of terrorism, 

riot, civil commotion, piracy and hijacking; 

4.1.2.2    the negligence or other wrongful act of the owner, his servants   or 

agents; 

4.1.2.3   the condition (including inherent vice or a pre-existing flaw) of the object 

at the time of its loan; 

4.1.2.4   restoration or conservation work undertaken to the object by the 

borrower, his servants or agents with the agreement of the owner; or 

4.1.2.5   a third party claiming to be entitled to the object; and 

 

4.1.3 any liability which the borrower may incur to the lender arising out of the loan of 

the object shall not exceed the specified value. 

 
4.2 The Borrower shall provide Colchester and Ipswich Museum Service with documentary 

evidence of the Insurance or Government Indemnity arranged by it under the provision of 
Clause 4.1. 

 
5. Photography 
 
5.1 The borrower may reproduce official Colchester and Ipswich Museum Service 

photographs of loaned objects only in exhibition catalogues and publicity related to the 
exhibition. Photographs must be paid for in advance. The source must be acknowledged 
and copyright remains vested with Colchester and Ipswich Museum Service.  

 
5.2 Photographing of material on loan is not permitted without prior permission from 

Colchester and Ipswich Museum Service (except in the case of 5.3 below).  
 
5.3 Photography for publicity purposes is permitted but the items must only be photographed 

as part of a showcase or overall gallery setting. No artificial light other than flash should 
be used and neither handling of the material nor the opening of showcases should be 
involved. The borrower is required to inform Colchester and Ipswich Museum Service 
when photographs of loaned objects are being used for publicity purposes. 

 
6. Packing, Collection and Transport 
 
6.1 All packing will be undertaken by either Colchester and Ipswich Museum Service’s staff 

or by fine art handlers approved by Colchester and Ipswich Museum Service. 
 
6.2 Objects on loan shall be escorted by a member, or members, of Colchester and Ipswich 

Museum Service’s staff in transit from Colchester and Ipswich Museum Service premises 
to the place of exhibition and back.  The number of couriers needed to ensure the safety 
of a loan and their travel and subsistence expenses in accordance with Colchester City 
Council standards for the whole of the journeys must be agreed in writing between 
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Colchester and Ipswich Museum Service and the borrower before the loan is dispatched.  
A representative of the borrower or of the borrower’s agent must be present on arrival at 
the borrowing institution. 

 
6.3 The borrower is responsible for ensuring that customs inspections, both en route to the 

place of exhibition and on return, occur at the place of exhibition.  Objects on loan must 
not be unpacked for customs or security inspections en route. 

 
6.4 Dates for the dispatch and return of objects before and after the exhibition must be 

arranged before the exhibition opens. 
 
6.5 The most direct route for conveyance of loans must normally be used.  First class travel 

is normally insisted upon when objects are conveyed in the passenger cabin of an aircraft 
and club class (or equivalent) in other cases. 

 
7. Environmental Conditions 
 
7.1 Borrowers will be required to submit details of the proposed environment in which the 

items will be kept: 

 Evidence of environmental conditions within the space (thermohygrograph charts etc). 

 Details of and showcases, including their locking mechanism. 

 Proposed mounting methods. 

 Type and position of lights. 

 Samples of all materials used in and display construction or packaging (mounting 
cloths and supports, adhesives, paint etc) must have been tested for suitability. 
Colchester and Ipswich Museum Service may require samples for testing. Allow at 
least two months for this. 

 
7.2 Some objects require particular conditions for display. These conditions and requirements 

are notified to prospective borrowers who must provide details of how it is proposed to 
meet them before a loan is sanctioned. 

 
7.3 The construction materials of showcases and their internal fittings must be approved by 

Colchester and Ipswich Museum Service’s conservation team.  Colchester and Ipswich 
Museum Service reserves the right to withdraw loaned material from exhibition at any 
time if it judges that environmental conditions are unsuitable at the exhibition space. 

 
7.4 Objects which are sensitive to changes in the ambient temperature and relative humidity 

or to excessive light levels will require these factors to be controlled.  These controlled 
conditions must be maintained throughout the period of the loan. Details of how these 
controlled conditions are to be achieved and maintained must be submitted to Colchester 
and Ipswich Museum Service in advance of the loan. If for any reason they cannot be 
maintained Colchester and Ipswich Museum Service must be informed immediately. 

 
7.5 Sensitive material must be routinely monitored throughout the exhibition by means of a 

suitable device continuously recording temperature and relative humidity which is 
connected to a chart recorder or digital output.  Copies of the charts must be sent to 
Colchester and Ipswich Museum Service at regular intervals (normally one month). 

 
8. Display 
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8.1 Unless special written permission to the contrary is given objects should be exhibited in 
showcases or frames.  The use of approved fittings and security screws may be stipulated 
to affix frames to walls.  Alarmed showcases are normally required for high-value items. 

 
8.2 Colchester and Ipswich Museum Service shall be acknowledged, as follows: 
 On loan from Colchester and Ipswich Museum Service 
 
9. Care and Treatment of Objects 

 

9.1 Colchester and Ipswich Museum Service’s objects must not be handled except by 
Colchester and Ipswich Museum Service’s own staff or, in cases of emergency, with the 
Museum’s permission.  Except in emergencies, cases containing Colchester and Ipswich 
Museum Service’s objects should not be reopened once the Museum’s objects have been 
included and the cases locked.  Framed objects must not be removed from their frames 
or have their backgrounds or glazing removed.  No exception can be made for these 
regulations for purposes connected with conferences, seminars or private research. 

9.2 Any instance of theft, deterioration of, or damage to objects on loan must be reported 
immediately to Colchester and Ipswich Museum Service.  Such objects should not be 
removed or touched without written permission of Colchester and Ipswich Museum 
Service unless immediate removal is necessary to prevent further damage. 

9.3 In the event of any unusual condition or damage caused in transit or whilst on exhibition, 
the borrower is to accept full responsibility for costs incurred for conservation or repair. 

 
9.4 On no account must conservation or repair of Colchester and Ipswich Museum Service’s 

objects be attempted without consultation with Colchester and Ipswich Museum Service. 
Colchester and Ipswich Museum Service reserve the right to send its own staff to inspect 
and, if necessary conserve such items at the expense of the borrower. 

 
10. General 
 
10.1 Any proposed change in the date of an exhibition or any proposed closing of the 

premises in which an exhibition is, or is to be held must be submitted immediately to 
Colchester and Ipswich Museum Service for approval.  If the dates arranged for an 
exhibition are changed by a borrower the loan may be cancelled. 

 
10.2 A copy of the exhibition catalogue shall be supplied free of charge to Colchester and 

Ipswich Museum Service. 
 
10.3 Irrespective of the terms of the loan a borrower shall release promptly to Colchester and 

Ipswich Museum Service at any time any or all of the objects lent if require to do so by 
the Collections Manager of Colchester and Ipswich Museum Service, or his representative 
for whatever reason.  The travel and subsistence costs of couriers collecting Colchester 
and Ipswich Museum Service’s objects shall be paid by the borrower as if the loan had 
terminated normally. 

10.4 A Colchester and Ipswich Museum Service courier has full authority to terminate a loan if 
in his or her judgement any of the loan conditions is not met. 

 


