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SECTION 1: YOUR DETAILS

	Full Name
	Jane Smith
	Do you have an Icon Pathway Mentor? 
	Yes



SECTION 2: YOUR ROLE AND EXPERIENCE

Current / most recent role

	Your organisation or the name of your practice
	County Archives

	Your job title or main area of work
	Collections Care Manager

	Start date in current employment
	Feb 2022

	Please give a brief outline of your current work responsibilities and activities.

	As Collection Care Manager of the County Archives, I am responsible for the care of all physical collections in the Archives. The Archive is split across 3 buildings and has in excess of 4 million items, of which 900,000 are Special Collections. The collections include every medium ever used for written communications, from cuneiform clay tablets to email archives. I manage a 4-person team consisting of a Collection Care Team Assistant Manager, a Senior Conservator and 2 Conservators. We also regularly host both conservation and archive volunteers, typically students on undergraduate courses from the nearby university. 

My key responsibilities are: (1) to ensure that the Archive’s internationally significant collections are conserved in accordance with best practice; (2) to lead and manage the afore-mentioned Collections Care Team; (3) to ensure that the Archive remains in the forefront of developments in conservation and preservation, (4) to provide expert advice on the care and long-term preservation of collections. 

I manage the conservation assessment of large potential and new acquisitions. As I was originally trained as an interventive book and paper conservator, I do sometimes get to undertake interventive work myself but, more typically, this is now undertaken by other members of the team. Organising the team workload is critical, making sure deadlines are met while following best practice and keeping records in our collection database system (EMU) and spreadsheets. I am also in charge of purchasing suitable material and equipment for the lab, which includes quotes, quality checks and providing information for large capital expenditures. I liaise with staff from across the Archive as well as other Institutions and external specialists to work collaboratively. I coordinate ongoing training on new conservation treatments and analytic techniques for the Collection Care team and any member who learns a new technique is expected to train the rest of the team. 
I update the Collections disaster plan and arrange annual external training on disaster recovery for all Archive staff. I enable our work to take place in a health and safety (H&S) compliant work environment by ensuring forms are up to date and I sign off the Risk Assessments of the team. The environmental monitoring system is checked weekly and the Integrated Pest Management quarterly in the absence of specific concerns (that are promptly addressed), as is the case with the environmental monitoring. I negotiate and ensure annual servicing of all equipment. I update annually the Collection Care Policy for the Archive which guides our activities; this policy is based on several policies with library-specific additions. 





Qualifications
Please list any relevant qualifications that you hold.

	Qualification
	Institution
	Date from
	Date to

	MA Book and Paper Conservation

BA Conservation of Cultural Heritage
	City and Guilds

University of Lincoln
	Sept 2016

Sept 2013
	Sept 2017

July 2016



Previous experience
Please list any previous job roles that are relevant to your application.

	Role
	Dates from / to

	Collections Care Manager (maternity cover), National Museum, I temporarily took on managerial responsibility for the Conservation Collections Team in the West Site. During this time, I co-authored a successful funding bid for NHLF funding to support conservation of a newly acquired collection of 60 military uniforms. I also worked with curatorial managers to co-author a new strategy on Collections Management, including a section on deaccessioning of parts of the collection.
 
 
Book and Paper Conservator, National Museum. I was one of 2 book and paper conservators, within a larger conservation team of 8 conservators and two Collections Care managers caring for the National Museum Collection (albeit, spread across 3 buildings.) Whilst most of my work focused on the Museum’s collection of medieval manuscripts, I also had the opportunity to work on a number of 3D paper objects such as globes and Japanese screens. During this time, I also supported the Preventive Conservation Colleagues to advise on aspects of object recovery in their Disaster Management Plan and also support IPM monitoring in one of the archival stores prone to pest outbreaks. 

Icon Book and Paper intern at Regional Library – supervised by Fred Bloggs ACR, I primarily performed condition assessments and some basic treatments on a collection of historic records from Surgeon’s Hall that had been impacted by a silverfish infestation. The records consisted of both loose papers and books and included papers and diaries of eminent surgeons, correspondence, treatment records etc and were dated mostly between 1840 and 1890.
	May 2021 to Feb 2022




July 2018 to April 2021



Nov 2017 to June 2018




SECTION 3:  UNDERSTANDING YOUR PROJECTS:  GUIDANCE NOTES

Use this section of the Application Form to describe three significant projects and activities which you will be using for evidence and discussion for your assessment visit. We expect that you will draw on more projects at your assessment. The purpose of this is so that we can give you initial feedback to ensure that you are ready to start building your portfolio and commencing the assessment process.

Instructions for selecting projects:

Types of projects: All types of conservation-restoration projects can be used; we suggest that in this form you select a variety of projects which show the breadth of your practice so that we can ensure that a) we identify the right assessor and b) that we can provide you with clear support in terms of how you demonstrate your material knowledge and technical practice through the assessment process. 

Level of work: The projects you select need to enable you to draw out your knowledge in line with the Assessment criteria. These are projects in which you can show your depth of understanding and the high standard of your work.

Complexity: To be successful, the projects you include need to be considered ‘complex,’ these are typically those projects which: 

· Require choices between options which lead to significantly different outcomes.
· Present dilemmas and value-conflicts or require significant value-judgements.
· Present substantial technical problems, for instance in relation to unstable or degraded materials or the level of risk associated with treatments or strategies.
· Require a deep level of practical understanding to be applied to the situation.
· Require the marshalling and management of a wide range of resources.

To be considered complex a project must include one or more of these factors to a high degree. There is no expectation that a specific project will have all of these factors present – perfect projects that tick every box rarely exist!

Autonomy: You are being assessed on your own personal impact on conservation decision making and your own technical skill (where relevant). This doesn’t mean that you need to have overseen every element, but you will need to be able to draw out your own role in the projects clearly. 

Evidence: When you are building your portfolio, you will need to upload evidence of work you have completed that addresses each of the 37 criteria that make up the Icon Professional Standards. This could take a wide range of forms, including assessment reports, images, videos, or the objects itself. You need to feel confident that you can provide this for the projects you select for accreditation. 




Project 1 Example
	Project Title
	Pest infestation in archival store

	Your Job Title
	Collections Care Manager

	Dates from/to
	August 2022 – November 2022

	
	

	What type of tasks did you undertake in this project?

	Assessment of object / site or collection
	Yes/No

	
	Interventive Treatment
	Yes/No

	
	Preventive Measures
	Yes/No

	
	Research 
	Yes/No

	
	Conservation Management
	Yes/No

	
	Other (please specify)

	To what extent did you have autonomy in this project?
 (Mark the box)

(Note: To be able to meet the assessment criteria at the correct level, candidates need to have enough knowledge and experience that they can work with autonomy. They should not require close supervision to ensure decisions or quality of work are acceptable.)
	I had total autonomy when working within my field of expertise, but took advice from specialists when working outside my field of expertise. 
	x

	
	I had some autonomy when working within my field of expertise but sometimes had to get decisions approved by managers or other stakeholders. 
	

	
	I generally had to follow instructions provided by others.
	

	

	Which of the Icon Professional Standards does this project meet? Highlight those that are relevant. Do not tick all the standards – perfect projects that tick every box rarely exist!

Note: Assessment candidates are required to explicitly explain how projects relate to specific professional standards. Therefore, being aware exactly which standards are covered by which project is vital. Refer to the ACR Assessment Criteria for details.)
	St. 1
	1.1
	1.2
	1.3
	1.4
	1.5
	

	
	St. 2
	2.1
	2.2
	2.3
	

	
	St. 3
	3.1
	3.2
	3.3
	3.4
	3.5
	3.6
	

	
	St. 4
	4.1
	4.2
	4.3
	4.4
	4.5
	

	
	St. 5
	5.1
	5.2
	5.3
	5.4
	

	
	St. 6
	6.1
	6.2
	6.3
	6.4
	6.5
	6.6
	6.7
	6.8
	6.9
	6.10
	6.11
	6.12
	6.13
	6.14



Project 1 Example
	Background to the Project (Approximately 200 words) 
(Please provide any useful contextual information to help us understand the nature of the project. For example: history, provenance, condition, use, location, storage etc.) 
Storage building 4 is located on the far perimeter of the archive site and is under-utilised, with only 30% of the storage space in use. It consists mostly of objects waiting to be assessed and accessioned, some larger objects that don’t fit easily into existing storage areas. However, it still contains items of historical significance, in particular it houses a collection of outsized books including some religious texts and also business ledgers that track the development of the town from a rural market-town to an industrial powerhouse in the 18th and 19th century. 

As it plays somewhat of a minor role in the overall storage of the collection, building 4 has historically been overlooked. (For instance it was the last storage room on the museum site to have adequate environmental monitoring systems installed and, due to its remote location, tends to be accessed less frequently than other storage facilities on the site.)

A few months after starting at the Museum, aware that the room was overlooked and the last thorough inspection of the room had been several years ago, I organised a 3-person team to check the condition of the contents and advise on any potential threats to the collection and unaccessioned items. 







	Summarise the various stages of the project, what did you have to do? (Approximately 300 words)

This will be reviewed by fellow conservators, so use conservation terminology and be as specific as possible. (E.g. don’t just say ‘I performed treatments’, tell us what treatments, materials, methods were used.) We need to see the level you are working at, so highlight some of the challenges in the project e.g. ethical issues / tricky decisions / fragile materials etc.

I undertook a risk assessment and equipped the team with masks (for mould), nitrile gloves, and UV light torches with protective goggles. I divided the team in two pairs, and we proceeded, room by room, in a sweep from the ends to the centre, checking the condition of the collections as we went. Although the storage space was under-utilised, the store still contained approximately 1000 collection items and approximately 300 unaccessioned items, so it was a large job.

We found mice activity in a room with outsized books. Behind some (boxed) 19th century business records there were remains of a food wrapping, and a possible nest behind another nearby shelf. No mice were seen but there were several areas of droppings in Room 4, aisle A and throughout Room 2. Though it was my first encounter with a mice issue, through research I’d learned that UV light could identify urine by fluorescence. The UV light revealed remains of urine in the area. I encouraged the team to map IPM activity metre by metre and I summarised our findings in a report to the Museum Senior Management Team, stating how many metres of collections were affected and that (external) treatment was required to minimize/avoid hazards to staff, noting that we don’t have the facilities in-house.

 It was difficult to decide which part of the collections to be treated first because the entire room would have been prohibitively expensive. Here the data from the UV light was very helpful. In order to make decisions I ranked both the significance of the objects and the extent of the damage by square metre. This helped me develop a priority list of objects that needed to be prioritised for interventive treatment. We also ascertained that several rooms within the stores were unaffected and could continue to be used for storage. However merely moving objects to the unaffected rooms wasn’t a satisfactory long-term solution. Firstly, we could not accommodate all the items within the unaffected rooms. Furthermore, failing to tackle the outbreak adequately could lead to an increase in pest activity and compromise the unaffected rooms in the future. When I got permission to proceed with treatment, I asked a private specialist for a quotation and, after approval, I organised and supervised the move of approximately 600 items to unaffected rooms, and then the packing, removal and eventually reinstallation of approximately 90 items following treatment. 

	With reference to one or more of the Icon criteria for complexity (see guidance notes page for details), explain why this project is a complex project. (Approximately 100 -200 words.)

Require the marshalling and management of a wide range of resources – the project involved assessing and/or moving a large number of items and working with a range of stakeholders.  As well as managing the team undertaking the initial survey (which took 3 weeks) as Collections Care Manager I was also required to get buy-in from museum management to invest in pest management and specialist cleaning services and packing supplies to help with the decant of the room. This was a challenging sell, as the Archive was entering a period of financial restructure at the time and resources were frozen across many departments. (The Management Committee suggested the alternate option of emptying the store completely but, after some discussion, understood this would be a longer-term aim involving returning unaccessioned items and loans, potentially deaccessioning other items and finding alternate storage for the items that remain.) 
Once agreement was in place, I had to engage and liaise with specialist contractors to carry out the work, and work with museum technicians and the conservation staff to manage the temporary decant of rooms and reinstallation of objects. 








Project 2 Example
	Project Title
	Flood Response in Basement Rooms

	Your Job Title
	Collection Care Manager

	Dates from/to
	Feb 2023 – May 2024

	
	

	What type of tasks did you undertake in this project?

	Assessment of object / site or collection
	Yes/No

	
	Interventive Treatment
	Yes/No

	
	Preventive Measures
	Yes/No

	
	Research 
	Yes/No

	
	Conservation Management
	Yes/No

	
	Other (please specify)

	To what extent did you have autonomy in this project?
 (Mark the box)

(Note: To be able to meet the assessment criteria at the correct level, candidates need to have enough knowledge and experience that they can work with autonomy. They should not require close supervision to ensure decisions or quality of work are acceptable.)
	I had total autonomy when working within my field of expertise 
	X

	
	I had some autonomy when working within my field of expertise but sometimes had to get decisions approved by managers or other stakeholders. 
	

	
	I generally had to follow instructions provided by others.
	

	

	Which of the Icon Professional Standards does this project meet? 
Highlight those that are relevant. Do not tick all the standards – perfect projects that tick every box rarely exist!

(Note: Assessment candidates are required to explicitly explain how projects relate to specific professional standards. Therefore, being aware exactly which standards are covered by which project is vital. Refer to the ACR Assessment Criteria for details.)
	St. 1
	1.1
	1.2
	1.3
	1.4
	1.5
	

	
	St. 2
	2.1
	2.2
	2.3
	

	
	St. 3
	3.1
	3.2
	3.3
	3.4
	3.5
	3.6
	

	
	St. 4
	4.1
	4.2
	4.3
	4.4
	4.5
	

	
	St. 5
	5.1
	5.2
	5.3
	5.4
	

	
	St. 6
	6.1
	6.2
	6.3
	6.4
	6.5
	6.6
	6.7
	6.8
	6.9
	6.10
	6.11
	6.12
	6.13
	6.14



Project 2 Example
	Background to the Project (Approximately 200 words) 
(Please provide any useful contextual information to help us understand the nature of the project. For example: history, provenance, condition, use, location, storage etc.) 
In the early hours of the 11th Feb 2023, a large water main burst in the middle of a major road in the town, flooding several buildings including 3 basement rooms of the County Archive. A small number of collections were directly impacted with water damage – specifically, a collection of naval maps, 2 oil paintings, a collection of microfiche materials, mostly of local newspapers from the 1970s to 1990s. (These were in the process of being gradually digitised by the archive.) and a small collection of early 20th century poster art from the local theatre.   However, a bigger issue was the potential for mould growth which could impact a greater number of objects. Consequently swift action was needed to minimise further deterioration of the collection and the archive space.




	Summarise the various stages of the project, what did you have to do? (Approximately 300 words)

This will be reviewed by fellow conservators, so use conservation terminology and be as specific as possible. (E.g. don’t just say ‘I performed treatments’, tell us what treatments, materials, methods were used.) We need to see the level you are working at, so highlight some of the challenges in the project e.g. ethical issues / tricky decisions / fragile materials etc.

As soon as I was informed of the incident, I organised the Collection Care team to immediately meet at the Library and ensured that staff had masks, rubber boots and gloves and access to the Disaster plan document. Firemen were already pumping water out of the building and, upon reviewing the damage, I asked for all the objects directly affected by water damage to be immediately transported to a safe, dry area upstairs to work on the recovery and salvage. 

I divided the team into working groups that included the insurance helpers offered to us. One group separated the objects that needed to be treated from the dry ones and prepared them for the insurance team helpers to transport the objects safely. The other working group commenced treatment the objects.  . 

Knowing that the insurance company would cover further work, I advised sending the affected materials for treatment by an external company specialised in disaster recovery; this was approved. They were contacted on day one and were on site the following day. The recovery salvage was completed in one day and then further subsequent actions were conducted to ensure a humidity decrease in the stores and to bring the environmental conditions back to safe standards. I ensured fans and dehumidifiers were placed in certain strategic points as well as tiny tags which indicated environmental condition. This data was downloaded twice a week; after eight weeks the areas were dry and stable. Only when the relative humidity had fallen from 80% to 45% was it safe to bring the objects back to their shelves. All these actions required discussion with, and approval from, the Archive Senior Management Team to move forward. 

Though I update the disaster plan document annually and appropriate measures in this case were prompt, I realised that an easy-to-follow guide that starts with reporting a disaster and goes on to list what to do and whom to contact would be very helpful. I initiated meetings with the Head of Digital Development to create an app to simplify the process and make it more efficient. An area of improvement I noted is that pictures of the flood are easier and quicker to access. The Disaster Recovery app I am developing will improve communication, outline steps to do, and make it easy to store images in a single location, crucial in a large institution with a large staff. 

	With reference to one or more of the Icon criteria for complexity (see guidance notes page for details), explain why this project is a complex project. (Approximately 100-200 words.)
· Require a deep level of practical understanding to be applied to the situation. This was a dynamic situation where important decisions had to made quickly to avoid further damage to the archive and to prevent health and safety issues for staff.  I had to apply all my knowledge of disaster management and my underlying material knowledge of archival objects to ensure as many risks as possible could be safely mitigated. I had undertaken a systematic review of the archive’s disaster management procedures the previous year and I had a clear understanding of the different risks, the steps needed to mitigate them, the different stakeholders I needed to engage with and the order of events in a flood salvage situation.
· Require the marshalling and management of a wide range of resources. Again, I had to work with a wide variety of stakeholders including Archive Senior Management Team, an external insurance company, external disaster recovery contractors, archive collections care team and collections technicians. 











Project 3 Example
	Project Title
	Chinese pith watercolours, treatment and rehousing

	Your Job Title
	Collections Care Manager, with occasional interventive benchwork.

	Dates from/to
	Mar 2024 – May 2024

	
	

	What type of tasks did you undertake in this project?

	Assessment of object / site or collection
	Yes/No

	
	Interventive Treatment
	Yes/No

	
	Preventive Measures
	Yes/No

	
	Research 
	Yes/No

	
	Conservation Management
	Yes/No

	
	Other (please specify)

	To what extent did you have autonomy in this project?
 (Mark the box)

(Note: To be able to meet the assessment criteria at the correct level, candidates need to have enough knowledge and experience that they can work with autonomy. They should not require close supervision to ensure decisions or quality of work are acceptable.)
	I had total autonomy when working within my field of expertise 
	x

	
	I had some autonomy when working within my field of expertise but sometimes had to get decisions approved by managers or other stakeholders. 
	

	
	I generally had to follow instructions provided by others.
	

	

	Which of the Icon Professional Standards does this project meet? 
Highlight those that are relevant. Do not tick all the standards – perfect projects that tick every box rarely exist!

(Note: Assessment candidates are required to explicitly explain how projects relate to specific professional standards. Therefore, being aware exactly which standards are covered by which project is vital. Refer to the ACR Assessment Criteria for details.)
	St. 1
	1.1
	1.2
	1.3
	1.4
	1.5
	

	
	St. 2
	2.1
	2.2
	2.3
	

	
	St. 3
	3.1
	3.2
	3.3
	3.4
	3.5
	3.6
	

	
	St. 4
	4.1
	4.2
	4.3
	4.4
	4.5
	

	
	St. 5
	5.1
	5.2
	5.3
	5.4
	

	
	St. 6
	6.1
	6.2
	6.3
	6.4
	6.5
	6.6
	6.7
	6.8
	6.9
	6.10
	6.11
	6.12
	6.13
	6.14



Project 3 Example
	Background to the Project (Approximately 200 words) 
(Please provide any useful contextual information to help us understand the nature of the project. For example: history, provenance, condition, use, location, storage etc.) 
Although I am technically a Collections Care Manager, I do sometimes still undertake interventive benchwork to support the team during busy periods and to maintain my practical skills. During 2024, the team were preparing some items for loan to a museum for an exhibition on the Qing dynasty, I found the Archive had a collection of 9 full bound silk and paper albums, each with 12 drawings on pith. I knew from my previous work at the National Museum that pith substrates are very delicate, crack easily and are extremely hygroscopic. I spoke with the Archive Senior Management Team about the need to make the objects safer for access and recommended treatment foreseeing growing interest with the ‘Qing’ dynasty. Workload was divided across the conservation team, and I personally undertook the work on albums 3 and 4. 








	Summarise the various stages of the project, what did you have to do? (Approximately 300 words)

This will be reviewed by fellow conservators, so use conservation terminology and be as specific as possible. (E.g. don’t just say ‘I performed treatments’, tell us what treatments, materials, methods were used.) We need to see the level you are working at, so highlight some of the challenges in the project e.g. ethical issues / tricky decisions / fragile materials etc.

I had not previously worked with the material, I so acquired pith drawings from sites such as Ebay to test different adhesives and Japanese paper fibre for repairs under different humidity and pressure conditions. Though initially very flexible, pith loses this quality over time, cracking when bent. Most of the watercolour drawings on pith in these albums were on very thin Chinese paper pages held by lined silk/paper tape; unfortunately, many drawings were also adhered to these two materials. Work on pith requires strict environmental control; our lab and storage areas have these conditions (T:19C°, RH: 50%). After thorough research (books, articles, blogs) to assess the different approaches to conserve and preserve albums with pith drawings, I developed my treatment and re-housing plan, an adaptation of those of the Library of Congress and the Royal Botanic Gardens in Kew; this strategy removes and remounts the drawings. While I acknowledge the ethical downside of separating objects that were originally together, accessibility is a priority in the light of growing interest in these objects and handling could lead to further damage. I presented my case for treatment to the Curator, and after a thorough discussion, it was agreed that I proceed. 
The treatment evolved as I gained more experience, e.g. employing agarose gels to detach the drawings from the tapes/pages or the use of funori as the final adhesive choice to repair the tears (I haven’t seen any of these materials used for pith treatments). Consistent with our philosophy of environmental sustainability, all gels and other materials are biodegradable. I started with the simpler and lower quality drawings to finish with the important and most elaborate ones. Once each drawing was removed and treated it was placed on individual custom-made numbered trays for safe transport. The album bindings had also been repaired and are now stored in Solander boxes with the corresponding set of drawings in window mounts secured with a safer non-adhesive Hugh Phibbs adapted mount. 
This project was also well-suited for team building and training as pith is a fascinating and complex material to work with. We have recently discovered that there is potential to uncover the provenance of the albums through pigment identification, which is a potential collaborative opportunity with other institutions. 



	With reference to one or more of the Icon criteria for complexity (see guidance notes page for details), explain why this project is a complex project.  (Approximately 100-200 words.)

· Require choices between options which lead to significantly different outcomes.
· Present dilemmas and value-conflicts or require significant value-judgements.
There was an ethical dilemma around the removal of the drawings from the albums – since this detachment fundamentally changes the nature and purpose of the objects. It also brings the risk of dissociation if the different objects were stored separately. However, I deemed this was necessary because the structure of the album was contributing to the deterioration of the drawings and to keep the drawings in situ would almost certainly accelerate the deterioration of the drawings. 

· Present substantial technical problems, for instance in relation to unstable or degraded materials or the level of risk associated with treatments or strategies. The physical properties of aged pith make it an extremely challenging material to work with, it has little flexibility and unless handled skillfully can continue to crack. This project was a real test of my hand skills. 







Submission


FEE BREAKDOWN

Icon do not profit from Accreditation fees.

The true cost of the process, factoring in stakeholder time, is estimated to be approximately £2,000. However, thanks to the voluntary contributions of our Mentors and Accreditation Moderation Committee, we are able to offer a reduced fee of £950. This covers the Assessors’ time (£750), license for OneFile e-portfolio (£65) with the remaining amount used to subsidise administrative time and, if required, Assessor travel costs.


TIMEFRAME ACKNOWLEDGEMENT

I commit to completing my e-portfolio within 10 months of enrolment on OneFile and both assessment parts (e-portfolio and the Assessment Day) within 16 months. I understand that failure to adhere to the initial timeframe proposed by Icon may result in an extended registration period on OneFile. 

I further acknowledge that if my access to OneFile exceeds 12 months, an additional fee of £65 will be paid to cover the cost of my OneFile licence.


APPLICANT DECLARATION

I declare that all statements which I have made in this document are to the best of my knowledge truthful. I undertake to comply with the Icon Professional Standards and Code of Conduct in my work. I accept that in the case of an appeal against a review decision; the decision of the Icon is final. 

Deliberately making a statement which is false or calculated to mislead will result in disqualification from accreditation.

By signing below, I confirm that I have read, understood and agree to these terms.


	Name: 
	Date:




End of Application Form 
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