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SECTION 1 INTRODUCTION  
 

1.1 PURPOSE OF THE MANUAL 
 
The manual describes the organization and management of the Wolfville Historical Society.  It 
contains those practices and procedures which have been developed formally and informally 
over the lifetime of the Society by the members.  They are recorded, now for the first time, in a 
comprehensive manual to ensure that they are not lost or overlooked.  In effect the manual is the 
Society's institutional memory. 
 
The manual is not intended to place present or future members in an operational straight-jacket, 
but to provide guidance for the proper continuation of the Society in the future.  As time passes, 
new members will bring new skills, knowledge, vigour and commitment to the Society.  They 
will undoubtedly introduce new ideas and will adjust the policies in accordance with the culture 
of the day, but they will be enabled through the manual to build on the past. 
 
The members of the Wolfville Historical Society today want to ensure that Randall House and its 
contents are conserved and valued as treasured heritage artifacts.  Through use of the manual, 
professional standards of exhibition, interpretation and conservation will be achieved.  By 
enhancement of its other activities, the Society also wants to give acknowledged leadership to 
the community in historical and heritage matters, thereby attracting new members to ensure the 
continuation of the Randall House Museum and the Society into the future. 
 
From a practical point of view, the manual should be regarded as a working document, to be 
regularly updated in the light of experience.  Every board member and the chair of every 
committee will have a copy of the manual for the term of their office.  Other members of the 
Society are also encouraged to become familiar with it.  A copy will be found in the Randall 
House office.  It will be important information for the Society's stakeholders who require 
assurance that the Society is responsibly managed. 
 

1.2  FOUNDATIONAL STATEMENTS 
 
The following foundational statements have been extracted from the Strategic Plan, 2009-2012, 
which was formally adopted by the members of the Society at the Annual General Meeting on 
January 20, 2010.   
 
MISSION 
The Wolfville Historical Society is committed to preserving and to cultivating an appreciation of 
the heritage of Wolfville and the surrounding area. 
 
VISION 
Our community is actively engaged in and values its heritage and recognizes the Wolfville 
Historical Society as a leader in the preservation and interpretation of that heritage. 
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MANDATE 
The Wolfville Historical Society’s mandate is: 

• To tell the history of Wolfville and the surrounding area by collecting, preserving and 
interpreting artifacts, archival material and intangible forms of heritage. 

• To cultivate a greater understanding of the people and events that have shaped the area 
from the earliest inhabitants to contemporary times through research, publications, 
exhibitions, public programs and other activities. 

 
VALUES 
We value: 

• History and historical knowledge 
• High professional and ethical standards 
• Physical and intellectual accessibility 
• Collanboration and partnerships 
• Community engagement 
• Accountability to our stakeholders 

 
In carrying out this mission, the Society  
• employs staff and trains volunteers to operate the Randall House as a seasonal museum; 
• collects and preserves records and objects of historical interest which are related to the life 

and history of the Town of Wolfville and its surrounding communities1; 
 
• encourages membership in the Society and interest in the museum and in local history by 

means of meetings, historical addresses, and the reading of prepared historical papers and 
advises the Town Council of Wolfville, or any of its commissions or committees, on matters 
related to preservation and presentation of the history of Wolfville, including the naming of 
streets and parks and the preservation of buildings.  

 

1.3 A BRIEF HISTORY OF THE SOCIETY 
 
A meeting to establish the Wolfville Historical Society was first held in August, 1941 at the 
home of Mrs. Charles Wright.  Rosamund DeWolfe Archibald and others were concerned about 
the proposed demolition of the historic Thomas Andrew Strange DeWolf house, built in 1817, on 
the northeast corner of Main Street and Gaspereau Avenue.  The house, in addition to its 
connection with one of the Town's founding families, contained a room displaying the beautiful 
pictorial wallpaper said to have been given to Judge Elisha DeWolf by Prince Edward, Duke of 
Kent, as a wedding gift for his son, Thomas Andrew Strange DeWolf. 
 
Through the efforts of the members (among them Mayor W.K. Fraser, president; Rosamund 
Archibald, secretary; photographer Edson Graham, vice-president; Professor J.I. Mosher, 
treasurer; with the Reverend C.H. Johnson, Dr. Ronald S. Longley, Miss D.A. West, and 
Wolfville Acadian editor H.P. Davidson) the DeWolf House was saved for six years, and 

                                                 
1 The area which the Society considers to be its primary geographical area of interest encompasses Wolfville, Port 
Williams (Church Street and Starrs Point), Greenwich, White Rock, Gaspereau, Melanson, Brooklyn Road, 
Avonport and Grand Pre. 
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operated as a town museum with Mrs. May (Prat) Starr acting as curator.  Members and friends 
from near and far loaned artifacts for summer exhibits, and donated portraits, textiles, furniture 
and books which still form the nucleus of the museum collection.   
 
When the Wolfville Fruit Company required the land on which the DeWolf house stood, it 
offered the house to the Society on the condition that it be moved off the site.  This proved to be 
too expensive and the Society, with the help of the Nova Scotia government, procured the 
Randall House instead.  The Wolfville Historical Society was incorporated in 1947 and opened 
the new museum two years later.   
 
Randall House opens to the public from June to September, with a small paid staff to greet 
visitors and operate the museum.  Volunteers work year round on fund-raising, social events, 
exhibit planning and collections management.  In the fall, winter and spring, guest speakers 
address the monthly meetings on topics of historical interest which the public is encouraged to 
attend.  A grant from the Community Museums Assistance Program of the provincial 
government is received annually and the Town of Wolfville assists the museum both financially 
and through grounds maintenance and other shared projects.  These grants supplement the 
income received from membership dues and gifts and Society fund-raising events.   
 
Former presidents of the Wolfville Historical Society have made significant contributions to the 
museum and the community.  A yearly history prize is awarded to a graduating student of the 
Horton District High School in memory of Doctor Watson Kirkconnell, President of Acadia 
University.  The Society's memorial foundation, instigated by Robbins Elliott, has compiled a 
handsome memorial book commemorating outstanding citizens of the town.  The Rev. James D. 
Davison edited the first town history," Mud Creek" and produced "What Mean these Stones" a 
record of the old burying ground at the foot of Highland Avenue.  Several other members of the 
Society write and publish regularly on historical topics. 
 

1.4 BRIEF HISTORY OF RANDALL HOUSE 
 
This property, like all the other land in Horton Township, was granted to the New England 
settlers known as Planters, who arrived from Connecticut in the 1760s after the expulsion of the 
Acadians.  A house on the property is mentioned in the deeds as early as 1769 but it is likely that 
the large and imposing eight room residence with full attic and cellar was built at least a 
generation later by more established settlers.  Aaron Cleveland, a cooper, lived here with his 
family from 1809 to 1812, during which time he took out a large mortgage, and it is possible that 
he was the builder.  The house, which overlooked the harbour, the wharves and the bustling 
commercial centre of Lower Horton or Mud Creek, was strategically situated to be at the hub of 
village life. 
  
The term "the Randall House" was first used in 1812 when Charles Randall, carpenter, 
coachmaker and member of another Connecticut Planter family, purchased it from Cleveland.  
His wife Sarah Denison died shortly after the birth of their only child, Charles Denison Randall, 
and for a time father and son lived here alone.  They later moved to a smaller house on the 
property and rented the Randall House.  Among their tenants was the Rev. John Pryor, principal 
of Horton Academy and one of the founders of Acadia University, who is described as "a 
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cultivated, courtly man".  He and his family lived in the house and may also have used it as 
temporary classroom space for the Academy.  From 1835 to 1845 Mrs. Henry Best, widow of a 
Halifax naval officer, operated a seminary for young ladies in the building. 
 
Charles D. Randall bought the house from his father in 1844, and moved there following his 
marriage to Nancy Bill, the daughter of a prosperous farmer and member of the Legislative 
Assembly.  Members of the Randall family continued to live in the family home until 1927 when 
Eardley and Anna left the Randall House for the last time.  Eardley's initials can still be seen 
carved into the wall of the attic staircase, and his favourite Jerusalem artichokes grow again in 
the old garden.  
 
The Charles Patriquin family purchased the house in 1927, restored it and installed its first 
bathroom.  The Patriquins are still remembered for their warm-hearted interest in young people:  
there was a dress-up box for local children from which they could create Hallowe'en costumes, 
while Charles taught them how to care for wounded birds and animals.  He also looked after the 
ducks who spent the summer in the Duck Pond (the old harbour) and grew a productive garden 
nearby.  It was the Patriquins who expressed the wish that the house should remain unchanged in 
the community as a reminder of past times.     
 
Photographs of the Society's original museum, the T.A.S. DeWolf house, now stand in the front 
hall with a framed square of the pictorial wallpaper, all that remains of Prince Edward's gift.  The 
Randall House is arranged and furnished as an early Wolfville residence and most of the 
furniture and artifacts have been donated by local people.  A temporary exhibit room in the back 
parlour features changing displays which relate to the town and surrounding communities.  
  

1.5 ACTIVITIES AND SERVICES OF THE SOCIETY 
 
Introduction 
The purpose of this section is to answer the question "what do you do?"  It is intended to assist 
both old and new members in understanding the scope of expertise and effort needed to run the 
Society.  It is hoped that everyone will be enabled to discover the things which they themselves 
might do to help keep the Society true to its mission. 
 

1.5.1 Randall House and Contents 
The Randall House, because of its age and fine state of preservation, contributes to the unique 
character of the Town.  The most important obligation of the Society arising from its mission 
statement is the conservation of the Randall House and its contents, and the presentation of the 
whole as a community museum.  The Board has delegated authority to the Randall House 
Management Committee (hereafter RHMC) to have responsibility for the Randall House and its 
contents.   
 
The house, being over 200 years old, demands constant attention, and the work of conservation 
must be done with appropriate knowledge.  As a historic house, ca. 1800, the fabric of the house 
and the workmanship involved in its construction, will be of interest to many.   
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It has a fascinating collection of domestic objects: furniture, textiles, costumes, china, toys, 
paintings and books, some of which belonged to former residents.  All have some relevance to 
the people of Wolfville and its surrounding communities, and have been arranged in the rooms of 
the house to reflect the domestic life of earlier times.  As historical artifacts these objects require 
a high standard of care and management.  
 
A library and research office provide information for genealogists and local history researchers.   
 
The museum shop has books on local history, cards, notes and local crafts. 
 
The museum grounds are cared for by work crews from the Town of Wolfville and by a group of 
volunteer gardeners from the Society.  The Town provides regular lawn care and help with major 
landscaping projects, while the volunteers plan, plant and maintain the paths, shrubs, trees, 
flower, herb and vegetable beds.  The grounds committee has selected 1830-1850 as the time 
frame for the garden, and is planting the beds accordingly.   
 
There still remains much to be discovered about the history, the former occupants and the 
collections of the Randall House, and members of the Society are encouraged to add to the 
knowledge.   
 

1.5.2 Exhibits 
The Randall House itself is the Society's most important exhibit.  Some 4-5,000 artifacts 
comprise the collections of the Society.  These are on display in the rooms, in storage or on 
rotating display.  Special temporary exhibits take place on a regular basis throughout the summer 
season which have relevance to the history or people of the Town and the area.  Themes are 
suggested, and the exhibits designed and curated either by staff members or volunteers from the 
Society, and sometimes by individuals from the community, under the guidance of the exhibits 
sub-committee of the RHMC.   
 

1.5.3 Program 
The museum is normally open to the public from late spring to early autumn each year, but 
regular Society activities take place year round.  These are advertised through the Society 
newsletter, on its website and through local media and community groups. 
 
From early autumn to late spring the Society holds regular monthly meetings which feature 
speakers on a topic of current historic or heritage interest pertinent to Wolfville or Nova Scotia 
generally.  In September a dinner meeting with speaker is held as an annual fund raiser to which 
the community at large is invited. The annual general meeting is held in January and in the late 
winter there is a members' dinner with a guest speaker.   
 
Other elements of the program activity include publication of books (for example "Mud Creek", 
"Wolfville's Historic Homes" and "The Streets of Wolfville"), oral history, interaction with the 
local schools and recreation departments, as well as house tours with Acadia students, guides, 
scouts and other visiting groups.   
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1.5.4 Social Events 
In the summer, a number of events take place in the garden organized by the events or social 
sub-committee which are open to the public.  During the Town's Mud Creek Days, the Society 
often holds an ice cream social or there may be a tea or other event in conjunction with the 
opening of one of the temporary exhibits.  For example, in 2005 there was a "Teddy Bears 
Picnic" to introduce an exhibit of teddy bears, antique dolls and Christening gowns.  From time 
to time a community Christmas event has been held at the Randall House which reflects and 
celebrates the season with a variety of entertainers over a period of several evenings.  Other 
opportunities are taken to hold events as circumstances arise, such as the launch of a book. 

1.5.5 The Civic Memorial Book 
This is an ongoing research, writing and publication project, initiated by the Society in 1993 with 
the object of accumulating a memorial fund, the interest or dividend income from which 
provides the Society with an independent revenue source.  The book contains citations for past 
residents of Wolfville and area who in their lives contributed to the life of the Town.  The title 
"Civic" distinguishes the Society's book from a similar "Book of Remembrance" of military 
personnel maintained and kept in Acadia's Manning Chapel.   
 
The Civic Memorial Book is displayed in Randall House in the summer and otherwise is kept at 
the Esther Clark Wright Archives (hereafter ECWA) at Acadia University with the Society's 
archival collection.  From time to time it is also displayed at other sites.  

1.5.6 Archives 
The Society is fortunate to have an excellent relationship with the ECWA which stores the 
Society photographs and archival collections in secure, environmentally controlled surroundings 
and provides access to authorized persons from the Society by arrangement.  In addition several 
of the Society's important fonds are part of a joint custody agreement (see appendix 1) in which 
the material, while remaining in the ownership of the Society, may be accessed and made 
available to faculty, students and the general public  under the supervision of the ECWA staff.  

1.5.7 Outreach 
The Society has established a website, publishes a newsletter and also has collection of books, 
photographs, and research files which can be consulted by the public in the library and research 
office at Randall House.  Through the Society Historian and the Archivist it responds to general 
enquiries about local history, and also refers the public to other local sources of historical and 
genealogical information such as the Genealogy Committee of the Kings County Historical 
Society and the ECWA.  Members of the Society and staff are available to address outside 
groups or to arrange displays on local historical subjects.    
 
In addition, members assist the Town of Wolfville when an opportunity arises.  For example a 
task force of the board examined and sorted the documents and arranged for a full archival 
inventory and report on the accumulated papers of the Town, when they were returned by the 
provincial archives a number of years ago.  A member of the Society sits on the heritage 
advisory committee of the Town's planning advisory committee.    
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1.6 GOVERNANCE DOCUMENTS 

1.6.1 Memorandum of Association of the Wolfville Historical Society 
1. The Name of the Society is The Wolfville Historical Society 
2. The Objects of the Society are: 
 

a) The collection and preservation of records and objects of historical interest which are 
related to the life and history of the Town of Wolfville and the County of Kings. 

 
b) The encouragement of interest in local history by means of meetings, historical addresses, 

and the reading of prepared historical papers; 
 

c) The operation and maintenance of Randall House Museum for the benefit of the members 
of the Society, the residents of Wolfville and vicinity, and visitors; 

 
d) To acquire by way of grant, gift, purchase, bequest, devise or otherwise real and personal 

property and to use and apply such property to the realization of the objects of the 
Society; 

 
e) To buy, own, hold, lease, mortgage, sell and convey such real and personal property as 

may be necessary or desirable in the carrying out the objects of the Society; 
 

f) The provision of advice to the Town council of Wolfville or any of its commissions or 
committees on matters related to preservation and presentation of the history of 
Wolfville, including the naming of streets and parks and preservation of buildings. 

 
Provided that nothing herein contained shall permit the Society to carry on any trade, industry, or 
business and the Society shall be carried on without purpose of gain to any of the members and 
that any surplus or any accretions of the Society shall be used solely for the purposes of the 
Society and the promotion of its objects. 
 
Provided, further, that if for any reason the operations of the Society are terminated or are wound 
up, or are dissolved and there remains, at that time, after satisfaction of all its debts and 
liabilities, any property whatsoever, the same shall be made over to the Municipality of the Town 
of Wolfville, or in the event that said Town of Wolfville declines, then to some other charitable 
organization in Canada, having objects similar to those of the Society. 
 
3.     The activities of the Society are to be carried on within the Town of Wolfville and the 
County of Kings. 
 
 
 
January 18, 2006 
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1.6.2 By-Laws of The Wolfville Historical Society 
 
Definitions 
1. In these by-laws unless there be something in the subject or context inconsistent therewith: 
 

a. "Society" means The Wolfville Historical Society. 
 

b. "Registrar" means the Registrar of Joint Stock Companies appointed under the Nova 
Scotia Companies Act. 

 
c. "Special Resolution" means a resolution passed by not less than three-fourths of such 

members entitled to vote as are present in person at a general meeting of which notice 
specifying the intention to propose the resolution as a special resolution has been duly 
given. 

 
Seal 
2. The Seal of the Society shall be in the custody of the Secretary and may be affixed to any 

document upon resolution of the Board of directors. 
 
Membership 
3. Any person supportive of the objects of the society may become a member on payment of the 

annual membership fee and on payment shall have his or her name entered in the 
Membership Register (the "Register"). The presence of a person's name in the Register shall 
constitute proof of membership. There shall be no limit to the number of members. 

 
4. The Society may establish a variety of membership categories and the annual or one-time 

dues appropriate to each category, to suit its purposes from time to time. 
 
5. Payment of the annual membership fee in any one year shall carry an individual's 

membership over into the year immediately following, in the expectation that the fee will be 
paid at some point during that year.  If the annual fee for that year remains unpaid by  1 
October, a written reminder will be sent to that individual.  If the membership fee remains 
unpaid as of 31 December, the individual's name will be removed from the Register. 

 
6. Membership in the Society shall not be transferable. 
 
7. Every member of the Society shall be entitled to attend and vote at any meeting of the 

Society, but there shall be no proxy voting. 
 
8. Every member shall have one vote. 
 
Officers and Directors 
9. Officers:  The Officers of the Society shall be a President, a Vice-President, a Treasurer and a 

Secretary. The offices of Secretary and Treasurer may be combined. 
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10. Directors:  The past president, together with up to five other additional directors shall be 
elected from among the members of the Society to serve on the board of directors (the 
"board") 

 
11. Officers and directors shall hold office for up to two years and shall be eligible for re-

election.  An officer or director of the Society may be removed by a special resolution. 
 
12. The president shall preside at all meetings of the Society, and of the board; shall act as the 

chief correspondent of the Society and shall be a member ex officio of all committees of the 
Society. 

 
13. The vice-president shall preside in the absence of the president. 
 
 
14. The secretary shall record the minutes of all meetings of the Society and the Board and shall 

circulate the minutes of meetings to the board or others as the case may be, as soon after the 
meetings as possible. 

 
15. The treasurer shall keep a record of all monies received or paid out; deposit all funds in a 

bank to be paid out as directed by the Board or the membership; arrange safe-keeping of the 
Society's investments; report regularly to the Board of Directors, and annually to the Society. 

 
Fiscal Year 
16. The fiscal year of the Society shall be the period of 1 January in any year to 31 December in 

that same year. 
 
17. Annual General Meeting: The annual general meeting of the Society shall be held within one 

month of the end of each fiscal year. Ordinary meetings shall normally be held each month 
except for the months of July and August. 

 
18. An extraordinary meeting of the Society may be called by the President at any time, and shall 

be called at any time if requisitioned in writing by at least ten members. 
 
19. Notice of any meeting shall be given at least one week in advance by telephone or mail. The 

non-receipt of any notice by any member shall not invalidate the proceedings of any meeting. 
 
20. No business shall be transacted at any meeting unless a quorum of members is present. A 

quorum shall consist of ten members. 
 
21. The President shall preside at any meeting. In the absence of the President, the Vice-

President shall preside. In the absence of both, the meeting shall elect a presiding officer. 
 
22. The President shall have no vote except in the case of an equity of votes, in which case she or 

he shall have a casting vote. 
 
Management 
23. The board shall consist of the officers and directors. 
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24. The board shall meet as often as the affairs of the Society require and there shall be at least 

three of the board members present to constitute a quorum of any meeting of the board. 
 
25. The activities of the Society shall be conducted by the board, which exercises the power and 

authority conferred by these by-laws and by statute including the business and management 
of the Society and its affairs. 

 
26. The board may appoint a person to a vacant office in an acting capacity should circumstances 

so warrant pending an election. Notice of any such appointment or election as a director shall 
be filed with the Registrar within fourteen days of the change. 

 
Annual General Meeting 
27. At the annual general meeting, the president and each active committee of the Society shall 

submit a report to the members on the preceding year's activities 
 
28. The election of Officers, Directors and committee chairs shall take place at the annual 

general meeting. 
 
Committees 
29. The standing committees of the Society shall be: 
 

a. Randall House Management Committee 
b. Program 
c. Communications 
d. Finance 
e. Memorial Fund Trustees 
f. Nominating 

 
30. As necessary, sub committees shall be created to facilitate the work of the named committees 

and other committees may be created by the Board as circumstances require. 
 
Audit of Accounts 
31. The treasurer shall make a written report in the form of a balance sheet for the past year at 

the annual general meeting, showing the general particulars of its financial liabilities and 
assets and a statement of its income and expenditure in the preceding year. 

 
32. The balance sheet shall be signed by the treasurer, indicating the approval of the finance 

committee and, following its acceptance by the annual general meeting, it shall be signed by 
the president. 

 
33. A copy of the balance sheet shall be filed with the Registrar within fourteen days after the 

annual meeting in each year, to the Charities Directorate of the Canada Revenue Agency, to 
the Nova Scotia Museum and to others, in accordance with their requirements. 
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34. The board may from time to time engage the services of a chartered accountant to 
independently examine the Society's financial records and book-keeping practices and to 
verify the correctness of that particular year's balance sheet. 

 
Miscellaneous 
35. The Memorandum of Association and the By-Laws of the Society may be amended at any 

meeting of the Society by the passing of a special resolution. 
 
36. The Society shall file with the Registrar with its Annual Statement a list of its directors with 

their civic addresses, occupations, and dates of appointment or election, and within fourteen 
days of a change of directors, notify the Registrar of the change. 

 
37. The Society shall file with the Registrar a copy in duplicate of every special resolution within 

fourteen days after the resolution is passed. 
 
38. The current books and records of the Society may be inspected by any member at any 

reasonable time. 
 
39. Unless otherwise resolved by the directors, contracts, deeds, bills of exchange and other 

instruments and documents may be executed on behalf of the Society by either the President 
or the Vice-President together with either of the Secretary or the Treasurer. 

 
40. The borrowing powers of the Society may be exercised by Special Resolution. 
 
Museum 
41. Artifacts offered to the Museum and which it desires to accession shall only be accepted as 

outright gifts.  Seasonal loans of artifacts from other museums may be arranged from time to 
time for display purposes.  Short-term loans from individuals will only be accepted on terms 
recommended by the Randall House Management Committee. 

 
42. The Society may engage and pay a curator or manager and a museum assistant for the 

summer period during which the museum is open to the public.   
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1.6.3 Certificate of Incorporation 
 
The certificate of incorporation, No. 606, dated 18 June 1970,  is kept in the Society Archives at 
the Esther Clark Wright Archives, with a copy in the Secretary’s files.
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1.7 THE STRUCTURE OF THE SOCIETY 
 
Introduction 
An organization chart of the Society appears on the following page.  It shows the Society's 
stakeholders, its elected officers and chairpersons, appointed officials and committees.      

1.7.1 Stakeholders 
1. The stakeholders are 
 

a. the members of the Society who have agreed to carry out its objectives and bear the 
burden of public trust that is implicit in ownership of the Randall House and its 
contents; 

 
b. the federal and provincial government departments which have regulations 

concerning the operation of the Society as a charitable organization; 
 

c. the Municipality of the Town of Wolfville, Town residents and visitors, and 
 

d. heritage organizations which provide services to the Society 

1.7.2 Society Organization 
1. The board of directors provides the essential leadership of the Society and is responsible to 

the members.  It is comprised of four officers - the president, vice president, secretary and 
treasurer, and directors made up of the past president and up to six others as authorized by 
the bylaws.  Standing committees report to the board. 

2. The standing committees are: 
 

a. Randall House Management Committee (RHMC), which operates with sub-
committees for collections, exhibits, property, grounds and social events 

 
b. Program Committee 

 
c. Communications Committee, which operates with sub-committees for membership, 

newsletter and publicity 
 

d. Finance Committee 
 

e. Memorial Foundation   
 

f. Nominating Committee 
 
3. Other members of the Society are appointed as historian, archivist, volunteer coordinator, 

shop supervisor and photographer as need arises. 
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4. To manage the Randall House Museum the Society employs either a curator, who is charged 
with a wide range of professional museum management duties, or a manager who operates 
less independently, and a museum assistant.  Both are supervised by the RHMC. 

1.7.3  Organization Chart 
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1.8 THE SOCIETY'S RESPONSIBILITY & ACCOUNTABILITY TO THE 
STAKEHOLDERS 

1.8.1 Federal, Provincial & Municipal Stakeholders 
The Society's stakeholders were described in Section 1.7.1.  The Society operates within the 
requirements established by a number of regulatory agencies.  Failure to operate within their 
rules will result in a notification.  The important points of observation have been included in the 
duties of the board and committees (SECTION 2 and SECTION 3 of the manual) and in the 
Policies and Procedures (SECTION 4).  Furthermore, the perennial calendar includes reference 
in the appropriate month to the necessary acts required by the Society.  

1.8.1.1 The Canada Revenue Agency  
The Society is registered with the Charities Directorate of Canada Revenue Agency (CRA) as a 
charitable organization.  This registration enables the Society to give receipts for tax purposes to 
donors of cash, gifts, and bequests and to donors of valuable artifacts for Randall House 
Museum.  It also enables the Society to receive a rebate of part of the Harmonized Sales Tax 
paid during the course of its financial transactions. 
 
To maintain this registration and the benefits, an annual financial statement must be filed with 
the Directorate.  It is in a particular format and the required papers are automatically mailed to 
the Society just before the end of the Society's fiscal year.    
 
Concerning the management of the museum's employee payroll, statutory employee deductions 
and employer's contributions for EI, CPP and Income Tax must be made according to a schedule 
agreed with CRA.  At termination of employment certain forms must be completed and 
submitted on behalf of the employees.   
 
CRA organizes local workshops on a regular basis concerning the requirements of the Charities 
Directorate and the Society is encouraged to attend to keep up-to-date with the regulations.  
Finally there is a further obligation to respond to the enquiries of Statistics Canada from time to 
time. 
 
The rebate on HST paid may be claimed using the appropriate form as soon as the Society's 
books for the year have been closed.  

1.8.1.2 Nova Scotia Registrar of Joint Stock Companies 
The Society is incorporated in Nova Scotia under the Societies Act, administered by the 
Registrar of Joint Stock Companies.  Incorporation provides certain protection under the law for 
the Society's members as a whole but particularly for its officers, directors and committee chairs.   
 
Incorporation is maintained by the payment of an annual fee and by annual notification of the 
names and addresses of the Society's elected officers and directors, by notification of bylaw 
changes, if any, and by submission of an annual financial statement.  The Society appoints one of 
its members to be known as the Agent, for purposes of corresponding with the Registrar.  The 
agent is customarily the treasurer. 
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A copy of the Society's the memorandum of association, the current bylaws and the certificate of 
incorporation appear in Section 1.6.  The memorandum and the bylaws may be changed at any 
time in accordance with the bylaws and with the registrar's requirements. 

1.8.1.3 Nova Scotia Workers Compensation Board 
The Society voluntarily contributes a premium to the Nova Scotia Workers Compensation Board  
for Randall House Museum employees.  Compensation is payable to the Society, enabling it to 
maintain payment of wages to an employee forced to be absent from work because of an accident 
on the job.  

1.8.1.4 Nova Scotia Department of Education & The Department Of Economic 
Development  

These Nova Scotia departments have administered a program of summer employment for high 
school and university students of which the Society makes regular use.  The Society is expected 
to pay careful attention to the kind of work assigned to the student, in accordance with the 
employment undertaking contained in the application and grant approval.  

1.8.1.5 Nova Scotia Museum    
By virtue of being a community museum which adopts monitored standards of excellence, the 
Society receives an annual grant from the Nova Scotia Museum through The Community 
Museum Assistance Program (CMAP).  This grant assists with the expenses of the operating the 
Randall House Museum.  Several kinds of annual reporting are required in order to maintain 
good standing in the CMAP and the Society is expected to embrace the triennial museum 
Evaluation, which has the object of raising and maintaining museum standards throughout the 
Province.  The rating arising from the evaluation is one of the factors influencing the amount of 
the Society's grant from CMAP. 

1.8.1.6 Heritage Property Division of The Nova Scotia Department of Tourism Culture 
& Heritage  

The Heritage Property Division administers the Heritage Property Act (1990), to identify and 
protect built heritage of historical, architectural and cultural value in Nova Scotia.  The Randall 
House has been registered under the Act as a Designated Heritage Property.  The Heritage 
Property Program provides financial assistance to owners of Designated Heritage Properties, 
from which the Society has benefited when undertaking maintenance on the exterior of the 
house.  Protection under the act also prohibits exterior alterations or demolition except by permit 
of the Nova Scotia Executive Council.  

1.8.1.7 Municipality Of The Town Of Wolfville 
The Town of Wolfville is a valued partner of the Society and annually provides a cash grant 
towards the cost of general operations as well as a grant for assisting with house and grounds 
maintenance.  The Society also enjoys the remission of the municipal residential tax on Randall 
House.  Members of the Society serve on the Heritage Sub-Committee of the Planning Advisory 
Committee and advice is given on heritage buildings as well as the naming of new streets, parks 
etc.  Other opportunities to serve the Town arise from time to time. 
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1.8.2 Individual Stakeholders  
The members of the Society, the residents of the local community, the visitors to the museum 
and guests at Society functions are a second group of very visible and important stakeholders. 

1.8.2.1 The Members 
Members expect their board of directors and committees to conduct the affairs of the Society in a 
businesslike, professional, prudent, lawful and ethical manner, and to maintain the reputation of 
the Society with all stakeholders.  The board and committees carry out the members' wishes as 
expressed at the annual general meeting through the observance of the provisions of this manual, 
by regular reporting to the membership, publication of a newsletter and by an annual financial 
report. 

1.8.2.2 Residents of the Community  
Residents expect the Society to keep Randall House Museum, the second oldest house in the 
town, and its grounds, in good condition so that they are an authentic heritage asset of the 
community.  The Society carries out scheduled maintenance according to a long range 
conservation plan, by fund raising in the community in support of that work, by the employment 
of staff, and by regular opening of the house.  The community can learn about the heritage and 
history of the area by means of an ongoing program of speakers.  The Society holds community 
social events enabling visitors to inspect and enjoy the house, and meet the members. 

1.8.2.3 Visitors to Randall House Museum 
Visitors can view the house, its contents and exhibits, enjoy the interpretations and the stories, 
and have their questions answered. They expect the presentations to be authentic and accurate.  
In return for the donation that visitors are encouraged to make, the Society continually strives to 
increase its knowledge of the history of the town, of the house, its former occupants and its 
contents and to present it.   

1.8.3 Other Heritage Organizations    
Organizations and societies having similar and shared interests are a third group of stakeholders.  
From time to time the Society may also become a member of other organizations whose 
purposes may benefit the Society, who will then become stakeholders. 

1.8.3.1 The Association of Nova Scotia Museums (ANSM) 
ANSM provides education, advocacy and communication services to its member societies.    
It is supported by provincial government grants and membership dues. 

1.8.3.2 The Kings Hants Heritage Connection (KHHC) 
KHHC was formed by professional and volunteer workers in museums and heritage societies in 
West Hants and Kings Counties to encourage cooperation and joint action at the local level.  

1.8.3.3 The Esther Clark Wright Archives (ECWA), Acadia University  
The ECWA provides the Society with storage space for and professional advice about the 
Society's archival and photographic collections.  A Joint Custody Agreement has been adopted 
which will give the archives staff access to some of the Society's collections held at the ECWA. 



SECTION 1 - INTRODUCTION 
 

Wolfville Historical Society Reference Manual 
 

1.8.3.4 The Canadian Heritage Information Network (CHIN) 
CHIN's mission is to promote the development, presentation and preservation of Canada's digital 
heritage for current and future generations of Canadians. 
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SECTION 2 BOARD & COMMITTEE RESPONSIBILITIES 

2.1 THE BOARD OF DIRECTORS 
General 
The board is responsible to the members and stakeholders for stewardship of financial resources 
and for the good name and management policies of the Society.  It provides leadership in all 
matters and acts to fulfill the Society's aims and objectives.    
 
Accordingly, the board will govern with an emphasis on 
• outward vision rather than internal pre-occupation; 
• strategic leadership more than administrative detail; 
• clear distinction of board and standing committee/staff roles; 
• collective rather than individual decision; 
• future rather than past or present and  pro-activity rather than reactivity; 
• succession and intentional recruitment into the membership of  individuals likely to assume 

leadership roles. 
 
The board will direct, control and inspire the Society through the establishment of written 
policies reflecting the board's values and perspectives.  The board's major policy focus will be on 
the intended long-term effects outside the Society, not on the administrative means of attaining 
them. 
 
Board members must practice self-discipline in order to govern with excellence.  This implies 
attention to matters such as preparation for and attendance at meetings, respect of standing 
committee/staff roles, and ensuring continuance by involving new members in the work of the 
Society.  
 
Duties 
The board of directors  
• calls an annual general meeting of the Society and special meetings as required in accordance 

with the bylaws; 
• meets monthly or otherwise as required by the circumstances; 
• establishes annual objectives for itself and the Society; 
• prepares an annual budget and establishes fundraising requirements; 
• ensures that fund raising is undertaken in order to meet the budgeted requirements; 
• keeps a perennial calendar up to date, for guidance of the board and committees in setting 

meeting agendas; 
• writes terms of reference for, and appoints, ad hoc committees for special purposes; 
• receives reports of the committees and acts on matters recommended in them; 
• regularly reviews the volunteer requirements to ensure effective operation of the standing 

committees; 
• evaluates board performance on a regular basis. 
• evaluates staff performance by a performance review (see Policies & Procedures)  
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2.2 RANDALL HOUSE MANAGEMENT COMMITTEE 
 
Introduction 
One of the objectives of the Wolfville Historical Society in its memorandum of association is: 
 

The operation and maintenance of Randall House Museum for the benefit of the members 
of the Society, residents of Wolfville and its surrounding communities, and visitors. 

 
This is the most important activity of the Society.  The Management Committee’s role is to 
• preserve the Randall House, ca 1800, which was a private house for at least a century and a 

half; 
• preserve, present and interpret within it those artifacts which have been accepted by the 

Society in such a way that visitors will gain increased understanding of the lives of our 
predecessors in the Wolfville area.  

 
General 
The committee is comprised of the chair, with the lead persons of the five sub-committees, and 
the president, treasurer and curator of the Society, ex officio.  
 
The work is accomplished by means of the committee meeting as a whole and by the agreed 
independent work of the sub-committees, reporting to regular meetings of the RHMC. 
 
The committee provides timely, copy-ready information concerning its events and activities to 
the communications committee for publicity purposes, in the newsletter, on the website, on the 
advertising signboard, in the Town kiosks and elsewhere.   
 
The Society annually employs a curator, or manager.  One or more museum assistants are also 
employed, to be present at the museum during the open period.  Members of RHMC should 
become familiar with the employees' responsibilities and terms of engagement.    
 
Members of the RHMC should become familiar with the entire manual, in particular the 
responsibilities of the other standing committees.  
 

2.2.1 Committee of the Whole 
Duties 
The committee of the whole 
• meets monthly, or as required by circumstances, records the proceedings and files a copy 

with the board secretary; 
• reports to the board monthly and to the annual general meeting; 
• submits to the board a list of proposed RHMC expenditures for incorporation into the 

Society's annual budget and acts to carry out those items approved; 
• submits promptly any business requiring board resolution; 
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• ensures that a grant application for employment of a museum assistant is made in accordance 
with the requirements of the summer Student Employment Program, or other similar 
programs; 

• if successful, advertises the job opportunity, interviews applicants, selects one (or more) and 
hires the selected person(s) for the season; 

• meets with the employees and determines jointly the objectives and task priorities for the 
term of employment; 

• in the absence of an employed curator, supervises the other employees and receives the 
senior employee's regular reports. 

• in the absence of an employed curator, reviews the other employees' performance at the 
October meeting of the RHMC; 

• in the absence of a volunteer coordinator, arranges for the training and attendance of 
volunteer members of the society at the museum on weekends or at other times when 
required. 

• co-ordinate any required social events in connection with museum activities.  In the past this 
was undertaken by a special social committee. 

2.2.2 Property Sub-Committee 
The property sub-committee 
• ensures that utilities and fuel oil deliveries are maintained; 
• follows the spring and fall property checklists (at the back of the manual) to ensure that the 

house is made ready for the open season and protected for winter prior to final closing after 
the Christmas social events in the house;   

• arranges work parties as required for special cleaning, for re-arrangement of furniture or to 
assist in display set-up (at the curator or manager's or exhibits sub-committee's  request); and 
for minor maintenance or activity preparatory to contracted work; 

• ensures that garbage and compost is put out for pick up on garbage day; 
• arranges for snow removal, ensuring that access to the oil tank and the front of the house is 

kept open, and that snow is not ploughed against the side of the house; 
• ensures that both the interior and exterior fabric of the Randall House is conserved and 

maintained, consistent with the period of the house and in accordance with the Jost Report 
1996 (on file at Randall House) and with the long range plans in SECTION 6 of this manual 
(the Strategic Plan and the Concept Plan for the Randall House Museum, prepared by Arbic 
Consulting 2009) and the preliminary report for the design of a comprehensive conservation 
plan prepared by Eric Krause in 2008. 

• becomes familiar with the data loggers, fans and dehumidifiers.  Instructs the staff in the 
monitoring, recording and interpretation of environmental conditions in the museum.   

• ensures that suitable loss and liability insurance is always in effect; 
• becomes familiar with programs of the Heritage Division of the Provincial Department of 

Tourism, Culture and Heritage, including the procedures for applying for financial assistance 
for maintenance work on the house;   

• ensures that applications for approval and claims for any grant of money awarded are made 
promptly; 

• identifies professional persons and tradespeople  knowledgeable about and experienced in 
maintaining period houses; 
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• prepares a plan of work each year, complete with work description and cost estimates or firm 
quotations for incorporation into the RHMC budget submission to the board; 

• obtains firm quotations for doing work on the house approved in the budget.  It is important 
that work be properly described in writing to each tradesperson interested in quoting.  
Contractors must confirm prior to engagement that their workers are covered by the Workers 
Compensation Board.  This has nothing to do with Employment Insurance (EI); 

• arranges for approved work on the house to be carried out, and provides sufficient inspection 
to ensure that it is being done as intended.  There may be members within the Society 
capable of this type of inspection;  

2.2.3 Grounds Sub-Committee 
The grounds sub-committee 
• ensures that the house grounds are maintained and presented in accordance with a long range 

garden plan; 
• regularly communicates with the Town Works Department; 
• prepares a plan of work for the year with estimates of cost of garden supplies for 

incorporation into the RHMC budget submission to the board; 
• carries out spring clean-up, bed cultivation, planned planting and related work, maintenance 

through the season, and clean-up at the end of season; 
• cuts grass prior to garden social events if needed. 

2.2.4 Collections Sub-Committee 
The highest attainable standards must always be applied to the record keeping and management 
of the artifacts owned by the museum.  See the collections management procedures in Section 
5.2 which explain how this is done.   
The collections sub-committee will 

•  acquire, assess, evaluate, accession, recommend deaccession, conserve, display and store 
artifacts, archival documents, books and photographs; 

• provide estimates of the cost of supplies and services required for conservation and 
record keeping for incorporation into the RHMC budget submission to the board. 

• follows spring and fall collections checklists (in the CHECKLISTS section of the 
manual) to ensure that the collections are made ready for the open season and protected 
for winter prior to final closing. 

 
( If a professional curator is employed he/she will normally lead this sub-committee.) 

2.2.5 Exhibits Sub-Committee 
The exhibits sub-committee, in consultation with the collections sub-committee, will 
• select topics for temporary displays in Randall House or elsewhere; consult with, advise and 

supervise all volunteers involved in exhibit preparation to ensure that the exhibits meet the 
standards set down in the exhibits guidelines in Section 5.3;   

• undertake or assist with exhibit design, construction and installation of displays as required;  
• interpret Randall House and interpret and display artifacts within its rooms; 
• ensure that museum summer staff are involved in the design, construction and installation of 

displays as part of their training and help them prepare to interpret the displays  to visitors; 
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• provide estimates of cost of the supplies and services required for the planned program of 
exhibits for the year, for incorporation into the RHMC budget submission to the board. 

 
• ( If a professional curator is employed he/she will normally lead this sub-committee.) 

2.2.6 Children’s Program and Special Events 
 Duties 
The children’s program and special events sub-committee 
• works with the curator or manager to plan and carry out programs and museum visits for 

children and youth, both during the summer open period, and at other times, if required. 
• provides estimates of cost of the supplies and services required for the planned program of 

events for the year, for incorporation into the RHMC budget submission to the board. 
 

2.3 PROGRAM COMMITTEE 
 
Introduction 
The second objective of the Society in its memorandum of association is the encouragement of 
interest in local history by means of meetings, historical addresses and the reading of historical 
papers. 
 
This objective is fulfilled by the program committee.  Its goal is to engage the attention of the 
community and sustain and renew the membership. 
 
General  
The committee is comprised of the chairperson, elected for a term of two years and eligible for 
re-election together with at least two other members selected by the chair.  Others may be added 
depending upon interest and the amount of program activity which it is proposed to undertake. 
  
The program committee is responsible for selection of topics and speakers, and for the planning 
and making of all necessary arrangements in connection with the following Society activities and 
events including 
• monthly Society general meetings of the members in February, April, May, October, 

November and (with the President) the annual general meeting in January; 
• the members' dinner, usually in March and the annual fundraising dinner, usually in 

September; 
• consulting with the RHMC lead person responsible for children's programming as required. 
 
Other activities which will be co-ordinated by the Program Committee as suitable and interested  
persons are available are: 
 
• arranging for the collection and transcription of oral histories by means of taped interviews; 
• co-ordinating the research, writing and publication of books, booklets, articles, pamphlets 

and monographs; 
• soliciting articles for publication in the Society newsletter and responding to requests for 

articles in other publications. 
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Duties 
The program committee  
• meets monthly, or regularly at suitable intervals;  
• reports to the board monthly and to the Society's annual general meeting; 
• submits a general outline and ideas and proposals for the year's program, which will include 

a reasonable forecast of required expenditures, to the board at its February meeting.  Prior to 
retiring, the committee from the previous year will have fixed the date for the members' 
dinner, booked the location and obtained confirmation from the speaker; 

• agrees with the board on the charge to be made for the dinner events and the target number of 
tickets to be sold.  Makes tickets as required, organizes sales, and turns over ticket stubs and 
proceeds to the treasurer; 

• makes known the marketing and publicity requirements for all events and coordinates with 
the board and other committees to ensure that meetings are suitably advertised in the 
community.  Contributes all program information to the newsletter and the website;   

• agrees with the speaker concerning payment of an honorarium or fee and other expenses. 
• ensures that the treasurer is provided with the information to pay the bills; 
• ensures that a letter of thanks is sent to the speaker; 
• submits to the board in November a list of proposed committee expenditures for 

incorporation into the Society's annual budget. 
 
Note:  Programs for young people, both at the museum and, in the future, in the schools, will be 
developed and delivered by the children's program lead person of the RHMC with the curator or 
manager. 

2.4 COMMUNICATIONS COMMITTEE 
 
Introduction 
The Society wishes to reach out to and involve the community, to explain its purposes, 
objectives and activities and to establish itself as an essential, well recognized, respected and 
broadly valued community organization.  Therefore the Society communicates its activities to 
members (internal communication) and to the wider community (external communication). 
 
General 
The communications committee consists of the chairperson, elected for a term of two years, and 
eligible for re-election, together with the lead persons of the three sub-committees, who are 
selected by the chair. 
 
There are three areas of responsibility:  membership, newsletter and publicity.  The work is 
accomplished by means of the committee meeting as a whole, and by the independent work of 
the sub-committees who report to it.  

2.4.1 Committee of the Whole 
Duties 
The committee of the whole  
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• meets monthly or as required, records the proceedings and reports to the board monthly and 
to the annual general meeting;   

• consults and co-ordinates work with the board and other committees, responding as needed to 
their communication requirements; 

• submits to the board meeting in February the proposed committee expenditures for 
incorporation into the Society's annual budget. 

2.4.2 Membership Sub-Committee 
The sub-committee  
• provides a copy of the orientation booklet to new members; 
• recruits other members to assist with sub-committee work as required; 
• produces, distributes and receives membership applications and distributes receipts;   
• advises the board and committees of the particular Society activities in which a new or 

renewing member wishes to participate;  
• keeps up-to-date a membership register.  Uses the newsletter mailing, to ask those who have 

not renewed to do so; 
• keeps an up-to-date non-member supporters list for selected mailouts; 
• provides name and address labels and an email group list to the editor for newsletter 

distribution and publicity mailings; 
• makes telephone calls to members and supporters reminding them of upcoming meetings and 

events, and makes other calls when requested; 
• becomes familiar with the Passage software installed in the Society's laptop computer, which 

contains a membership records management program. 

2.4.3 Newsletter Sub-Committee 
The lead person of the newsletter sub-committee is the newsletter editor.  The sub-committee 
• publishes four newsletters a year to be received by February 1, May 1, September 1 and 

December 5 (see Section 4.3.5); 
• recruits other members to assist with sub-committee work as required; 
• receives, solicits, writes and edits information for publication designing the material into the 

newsletter format; 
• obtains mailing labels for the current membership from the membership sub-committee; 
• prepares and mails the newsletter which consists of folding, stuffing (including additional 

material such as membership renewal forms, or receipts for memberships and donations) 
addressing, and stamping the envelopes; and  

• produces 20 copies of the newsletter for Randall House during the summer season and 
additional copies at the request of the program and publicity committees.  

2.4.4 Publicity Sub-Committee 
In consultation with the board and other committees the sub-committee 
• prepares material for and uses appropriate media to advertise Society events and speakers, to 

make historical or heritage commentary and to insert notices of various kinds; 
• if required produces, arranges for display and distributes posters for selected Society events 

in store fronts and the Town kiosks; 
• produces the information boards for mounting on the sidewalk signboard frame based on text 

information and dates provided by RHMC; 
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• insures that the website is kept current by providing copy ready material on paper or on CD 
to the website contact persons; and 

• keeps an up-to-date email group list of organizations such as Kings Hants Heritage 
Connection, Kings West, Hants & Fieldwood Historical  Societies, Wolfville Newcomers 
Club, Acadia Adult Learning to publicize Society events  

2.5 FINANCE COMMITTEE 
 
General 
The Society's members and stakeholders need to be assured that the Society finances are 
carefully and honestly managed.  The annual financial statement, suitably verified by this 
committee, is the means by which that assurance is provided. 
 
Furthermore, it is necessary for the long term continuity of the Society that there be funds in 
reserve for paying for large cost items associated with the maintenance of Randall House, for 
regular ongoing activities and for other purposes from time to time.  The Society therefore raises 
funds by a variety of means including seeking assistance from partners in carrying out occasional 
projects.  Surpluses and directed donations are saved to investment accounts.  Transfers of 
capital and earned interest from these reserves to the operating account are made when budgeted.  
 
Accordingly the Society will annually elect a finance committee, comprised of three members, 
one of whom shall be the Society's treasurer who will act as chair.  The committee will be 
responsible for oversight of the treasurer concerning the Society's account book, records and 
practices and the investment2 of the Society's reserves, bequests and donations. 
 
Duties 
The finance committee 
• becomes familiar with the treasurer's book-keeping and account keeping practices;  
• meets in early January in order to approve the treasurer's draft annual financial statement, 

including a report of the Society's investments, all of which will be presented to the members 
at the AGM in January;   

• meets with the investment advisor, as required, to review the performance of the various 
investments and to make appropriate and prudent changes; 

• carries out the work of the committee in accordance with this reference manual and the 
policies and procedures for investment in particular; 

• provides assistance to Society fundraising activities. 

2.6 NOMINATING COMMITTEE 
 
Introduction 
The ongoing success and continuance of the Society depends on the quality of the individuals 
who become members and contribute their interests, talents and time for the benefit of the 
Society.  Accordingly, a nominating committee does not restrict its search for candidates to the 
existing members, but looks widely in the community for suitable individuals who might be 
persuaded to join the Society and assume leadership positions.  In other words, the nominating 
                                                 
2 The single investment account in 2010 is with BMO Nesbitt Burns in Wolfville    
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committee's activity should be year round, guided by the board's annual action plan, the long 
range plan and other objectives arising from the general duties and the actual and proposed 
activities of the board and standing committees. 
 
General 
The chairperson of the nominating committee is the immediate past president of the Society and 
is responsible for recruiting three others to the committee.  Together they should be familiar with  
all the Society members and the non-member supporters, as well as knowing and being known to 
many members of the Wolfville and Eastern Kings County community.  
 
Duties 
The nominating committee will 
• at the outset, prepare a list of the positions of those completing a term of office at the end of 

the year, for which new candidates are required;  
• consult with the board concerning the board's objectives and the action plan for the year. 

Solicit the board's opinion of the qualities and skills required of candidates and take note of 
the names of persons whom the board believes to be suitable for board membership; 

• become familiar with the policies and procedures manual and ensure that prospective 
candidates understand the responsibilities of the committee in which they are interested, the 
duties of the chair, the number of meetings to be attended, the amount of time involved and 
the type of work arising; 

• be aware of opportunities that exist for non-elected committee member positions that might 
be described to someone wanting to participate but not interested in the position of chair.  
These persons should be introduced to the new committee chairs following  the election; 

• submit a nominating committee report to the January meeting of the board, containing the 
names of the candidates, brief biographical information and the office or position for which 
they are recommended.  Present the report at the annual general meeting, but  be prepared to 
conduct an election by secret ballot if additional candidates are nominated from the floor; 

• submit an election report to the secretary for incorporation into the minutes of the annual 
general meeting; 

• if elected candidates are not at the meeting, advise them of the outcome and the person to 
whom they will need to respond once committee activity begins.  Arrange for an introduction 
if required. 

2.7 THE MEMORIAL FOUNDATION 
 
Introduction 
It is not uncommon for historical societies or museum organizations in Canada to establish trusts 
or foundations with the objectives of securing, through interest and dividend payments, long-
term, non-governmental financial support from the community at large and as measure of fiscal 
independence. 
 
On June 24th, 1993, at a meeting of an ad hoc committee to consider long-term operations of the 
Society, the treasurer announced that a donation of $1,000 had been received from Donald and 
Jean (Cochrane) Machum of Edmonton in memory of their respective parents, Mr. & Mrs. D. 
Ross Cochrane and Mr. & Mrs. Donald Machum.  Both families had played an important part in 
the development of the community over the previous half century.  The committee agreed that 
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this donation be publicized and that a book of remembrance be created to honour them with other 
prominent local residents and to properly record donations. 
 
The general membership of the Society subsequently approved the formation of a four member 
foundation trust according to the following statement: 
  
That the Wolfville Historical Society, in the final decade of the 20th Century, and in recognition 
of the celebration of Wolfville's Centennial of Incorporation in 1993, establish a Memorial 
Foundation for the purpose of receiving contributions in memory of deceased former citizens of 
Wolfville, and establishing a Book of Remembrance which will record and preserve their life-
time contributions to the community.  The Foundation would offer an opportunity to family, 
friends or community organizations to memorialize that community service in a form for present 
and future generations to read, understand and appreciate.  Each entry in the Memorial Book 
would occupy a single page, including a photograph where available.  The Book of 
Remembrance will be a permanent record of the community service of Wolfville residents 
rendered during the nineteenth and twentieth centuries. 
 
At a meeting of the board of directors of the Society on December 4, 2002 it was agreed, at the 
recommendation of the chair of the trustees, that the Book of Remembrance in future be known 
as the Civic Memorial Book, in order to distinguish it from the Book of Remembrance in 
Manning Chapel, Acadia University, which celebrates the members of the military from 
Wolfville who gave their lives in the wars of the 20th century.  At the same meeting, at the 
recommendation of the chair of the trustees, it was agreed to reduce the number of elected 
trustees to three and the term of office to three years, the terms being staggered by one year to 
provide continuity. 
 
General 
The foundation is managed by three trustees and the Society's treasurer ex officio.  A trustee is 
elected by the members of the Society at the annual general meeting for a term of three years, so 
that each year a new trustee replaces one completing his/her term. 
 
The trustees shall be responsible for the upkeep of the Civic Memorial Book, for adding names, 
for soliciting donations and bequests, for supervising the memorial foundation fund and 
exhibiting the book in the Randall House and elsewhere in Wolfville on appropriate occasions. 
 
The capital of the memorial fund shall not be expended, except by a resolution of the board, and 
never in contravention of the rules of directed donations required by Canada Charities 
Directorate.  Income from investment of the capital of the fund shall be paid annually to the 
Society's general operating account, for its unrestricted use, in accordance with the spirit 
expressed in the introduction.  Such expenditures from the account pay for the costs of preparing 
the copy ready citations. 
 
Duties 
The trustees will 
• appoint their own convener  for a term of one year at their initial meeting of the new year.  

The initial meeting shall be convened by the treasurer following the Society's annual general 
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meeting and the treasurer will advise the Society's secretary of the name of the person 
appointed;  

• adopt an annual plan with measurable objectives concerning addition of citations to the book 
and contribution of bequests and donations; 

• do research, contact families and heirs, solicit bequests and donations, compile and complete 
citation texts, and produce pages for insertion into the book.  The trustees may also recruit 
other members of the Society to assist in carrying out this work; 

• establish rules, guidelines and procedures for writing citations in order to ensure consistency 
of style throughout the book, regardless of author;  for independent verification of facts;  for 
correction and recording of new facts found subsequent to publication of a citation and for 
archiving material accumulated during research on names; 

• maintain a record of bequests, donations, expenses and transfers of investment income to the 
Society's general account; 

• report to the Society's annual general meeting. 
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SECTION 3 RESPONSIBILITIES OF OFFICERS, DIRECTORS, 
COMMITTEE CHAIRS, OTHER APPOINTEES & 
STAFF 

3.1 OFFFICERS AND DIRECTORS 

3.1.1 President 
 
General  
The president, as the principal officer of the Society and chair of the board, is elected for a term 
of two years, is eligible for re-election and is a member, ex officio, of all standing committees. 
 
The president is the Society's leader, will be recognized in the community and will have, or 
develop, a large number of contacts in the community.  With the support and confidence of the 
Society members, the president will actively represent the Society to the community. 
 
Duties 
• The president leads the board and committees and takes on all the commonly accepted 

functions of the chair.  In consultation with members of the board and committee chairs, 
he/she establishes the agenda for the meetings he chairs. He/she ensures that all committees 
are active by including a place on the agenda for committee reports and items for board 
decision; conducts meetings fairly and openly, insisting on due process and rules of order; 
and keeps in view the memorandum of association, the bylaws, the approved policies, and 
the meeting agenda in the determination of discussion content. 

• The president has a responsibility to be familiar with all the Society's activities, many of 
which recur annually.  He/she ensures that all necessary business is conducted in a timely 
manner, especially that business respecting the statutory requirements and rules of agencies 
supporting and regulating the Society. 

• The president presides at board meetings, special meetings, ordinary meetings of the 
members and the annual general meeting, and reports to all of these. 

• In the event of a crisis or unusual business, the president has the responsibility of convening 
the board in a timely manner and establishing ac hoc committees or otherwise ensuring that 
appropriate action is taken. 

• With a clear understanding of the direction of the Society during the period of his/her term of 
office, the president shall ensure that the board adopts an annual plan.  The plan shall reflect 
the priorities expressed in the long range plan, by Society members, the president and the 
board.  The plan must be communicated to the members, the progress shall be regularly 
reviewed by the board and the results shall be reported in the president's annual report. 

3.1.2 Vice President 
General 
The vice president is one of the four officers of the Society, is elected for a term of two years and 
is eligible for re-election. 
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Duties 
• The vice president takes over the president's duties in the absence of the president.  Therefore 

the vice president must be thoroughly familiar with the president's duties and be able to act in 
that role, at short notice. 

• Because of the vice president's familiarity with the president's duties, he/she may be regarded 
as a potential future nominee for Society president.  

• The vice president must attend board meetings and will be expected to contribute to the 
proceedings.  Without any other specific duties, he/she will be expected to accept board   
duties such as appointment to an ad hoc committee, or attend to new business in order to 
facilitate the board's work. 

• The vice president generally promotes the interests of the Society in the community and 
identifies persons whose prominence, skills or interests would be beneficial to the Society. 

3.1.3 Secretary 
General 
The secretary is elected for a term of two years and is eligible for re-election. 
 
Duties 
• The secretary is responsible for taking minutes at all meetings of the board of directors, and 

both general and special meetings of the Wolfville Historical Society.  Minutes of the board 
are circulated to board members as soon after the meeting as possible. A file copy of all 
minutes, including those of standing and board committees, and other Society papers will be 
kept by the secretary and will form part of the active files of the Society.  Together, the active 
and inactive files will be organized by the secretary and kept according to the procedures 
outlined for society papers (see Section 5.4)     

• The secretary holds the key to the Society's mail box at the post office, and is responsible for 
collecting the mail, opening it, and for sending a copy to the board or to an officer or 
committee chair for appropriate action.  When directed to do so the secretary will also 
respond to incoming mail. 

• In addition to minutes and correspondence, the secretary is responsible for communications, 
electronic or otherwise, from the ANSM and the NSM, and for seeing that their records about 
the Society are updated when necessary. 

• The secretary may be requested by the board or any committee chair to write a letter, on 
behalf of the Society or the committee, the contents and the name and address of the recipient 
to be provided.  

• At the end of the Society year, the secretary will collect all material of a permanent nature 
held by other officers and committees and, with the Society archivist, will review and sort it 
according to the procedures outlined for Society Papers (see Section 5.4). 

3.1.4 Treasurer 
 
General 
The treasurer is elected for a term of two years, is eligible for re-election and is a member ex 
officio of the finance committee (of which he/she is the chair), the RHMC and the memorial 
foundation trustees. 
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The treasurer is responsible for developing, maintaining and improving a system through which 
the Society's financial transactions and information are accumulated, classified in the accounts, 
recorded in the various books of account and reported in the financial statements of the Society. 
 
The system should be in accordance the best usual book keeping practices and with the 
publication "Standard Accounting Guidelines for Museums in Nova Scotia", a requirement of the 
Community Museum Assistance Program (CMAP), administered by the NSM.    
 
The treasurer will render a current report on finances, oral or written as appropriate, at monthly 
meetings of the Society, at meetings of the board of directors and provide an annual report and 
an annual financial statement. 
 
Duties 
Annual Statement 
• This is normally presented to the annual general meeting of the Society held each January. 
• The statement should reflect the end of the year balance in each of the bank or investment 

accounts maintained by the Society.  Schedules should be attached showing all investment 
instruments, separated into their separate funds; the shop and book inventory at cost; a 
statement of property assessment and insurance coverage on Randall House and a statement 
of the balance of the Accessions fund. 

 
Annual Budget 
• As soon as possible following the annual general meeting the treasurer shall prepare and 

recommend to the board an annual Society budget.  Other officers of the Society and certain 
committee chairs contribute to the budget by making known to the  treasurer the amounts 
needed to carry out their approved programs. 

 
Community Museum Assistance Program (CMAP) 
• The treasurer must submit to the NSM a report on the previous years' activities together with 

a copy of the annual statement. The first installment of the annual CMAP grant will not be 
paid until this submission has been made. 

• Each autumn the treasurer must submit to the NSM a proposed operating budget for the 
coming year.  This forms part of the CMAP review process which determines the amount of 
the Society's grant for the coming year. 

 
Registered Charity 
• The Society is a registered charity under the rules of the Charities Directorate of the Canada 

Revenue Agency (CRA). 
• The treasurer must submit as soon as possible, but in any case no later than the end of June 

each year, the annual registered charity information form. This must be accompanied by a 
copy of the most recent financial statement. 

• Tax receipts can be issued to members for their annual dues and for cash donations from any 
source.  Tax receipts can be issued for gifts in kind only when they have been accessioned in 
accordance with Society policy and independently appraised for fair market value. 

• Tax receipts are kept separate from ordinary receipts.  They are serially numbered and bear 
the Society's registered number.  The long standing policy of the Society is to issue receipts 
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for amounts of $10.00 value or more. 
• As soon as the financial statement is accepted by the membership at the annual general 

meeting, the treasurer shall apply to the CRA Tax Centre, currently established in 
Summerside, PEI, for a rebate of part of the HST paid on the year's transactions (the rebate is 
currently 50% of the tax actually paid).  

 
Registry of Joint Stock Companies 
• The Society is registered under the Societies Act of the Province of Nova Scotia. 
• The treasurer is the Society's agent (as defined by the registrar) and is responsible for paying 

the annual registration fee, and sending with it a list of the Society officers and directors and 
a copy of the financial statement.  

 
Paid Staff 
• The treasurer is responsible for keeping the payroll information for paid staff and for paying 

wages on a bi-weekly interval, while retaining from wages the requisite amounts for CPP, EI 
and Income Tax if applicable. 

• On a schedule agreed with CRA, the treasurer remits the deductions from employees' wages 
together with the statutory contributions of the Society as employer. 

• When an individual's employment terminates, the treasurer must notify CRA and complete 
and distribute the necessary record of employment forms, the T-4 summary and individual T-
4 forms. 

• The treasurer initiates workers compensation insurance for the Society's employees each year 
and is responsible for remitting the assessed premiums. 

 
Audit 
• The annual financial statement, signed by two officers of the Society and accepted by the 

membership at the annual general meeting, is sufficient for purposes of complying with the 
requirements of the CRA Charities Directorate, CRA tax centre (re HST rebate), the 
Registrar of Joint Stock Companies, the curator of the CMAP and others.  An audit is not a 
requirement. 

•  From time to time however, the Society may deem it prudent to have its books and records 
examined by a chartered accountant on the basis of a review engagement (the customary 
service for societies such as Wolfville Historical Society) or a full audit, for either of which a 
fee is payable.  In this case it becomes the treasurer's responsibility to select and recommend 
to the board a suitable firm, to confirm the engagement and subsequently to provide the 
documentation required for the firm's work. 

 
Investments 
• The treasurer, in consultation with the finance committee, makes investments of the Society's 

funds in accordance with the policy herein. 
 

3.1.5 Directors-at-Large 
 
General 
Directors-at-large are elected for a term of two years and are eligible for re-election. 
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A member of the Society with an interest in becoming involved in board work, or a member with 
particular skills or knowledge, may be elected as a director-at-large, for example when the 
annual plan contains activities which would be improved by having those interests, skills or 
knowledge available on the board. 
 
Duties 
• A director-at-large must become familiar with the contents of the board manual, attend 

board meetings and contribute to the proceedings. 
• Directors generally promote the interests of the Society in the community and identify 

persons who may be encouraged to become members. 
• Without any other specific duties, directors accept board tasks as required, such as 

appointment to an ad hoc committee, take on responsibility for new business etc. in order to 
facilitate the board's work. 

 

3.2 STANDING COMMITTEES 

3.2.1 Chair Randall House Management Committee 
General 
The Randall House and its contents are the focus of the Society's activity.  In consequence, the 
RHMC is  responsible for the management and operation of the museum and the conservation 
and display of the collections. 
 
The chair is elected for a term of two years and is eligible for re-election. 
 
Duties 
The chair of the RHMC  
• appoints lead persons for the property, grounds, collections, exhibits and social sub-

committees and adds additional committee members as required; 
• calls meetings monthly or as required.  Establishes the agenda and ensures that the 

proceedings are recorded, distributed to committee members with a copy to the secretary; 
• ensures that cost information related to the committee's annual plan of events and work are 

provided to the treasurer for inclusion in the Society's annual budget; 
• ensures that the curator or manager and the assistant are hired;  
• ensures that the sub-committees prepare annual program or work plans, that they are on-

going and achieve the planned outcomes; 
• reports to board meetings, with request for items requiring board decision to be placed on the 

agenda; 
• reports to the annual general meeting of the Society. 
 

3.2.1.1 Lead Person RHMC Property Sub-Committee 
General 
The lead person of the property sub-committee is enlisted by the chairperson of the RHMC for 
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the calendar year (or for longer by agreement). 
 
Other members of the property sub-committee are enlisted by the lead person for the calendar 
year (or for longer by agreement). 
 
Duties 
The lead person  
• becomes familiar with the long range and conservation plans for Randall House in SECTION 

6, the check lists for the seasonal closing and opening of Randall House and the 
responsibilities of other committees; 

• calls meetings or work parties of the sub-committee, as required, and keeps a record of 
activities.  In general ensures that the planned activities and the associated work on the 
building are on-going and achieve their intended outcome; 

• keeps a  maintenance log of all work done in the house, complete with date, description, cost, 
and the name of contractors, if involved; 

• ensures an annual conservation and maintenance plan is prepared, costed and submitted to 
the RHMC in November for approval and inclusion in the annual budget for the following 
year; 

• ensures that grant aid is applied for from the provincial department of Tourism, Culture and 
Heritage under their Heritage Property Program and is responsible for observing the 
conditions of the grant, for reporting completion and for claiming the approved monies; 

• ensures that contractors employed by the Society are registered with the Workers 
Compensation Board of Nova Scotia, and that a certificate to that effect is provided prior 
to any contract work being done; 

• attends meetings of the RHMC and reports. 
 

3.2.1.2 Lead Person RHMC Grounds Sub-Committee 
General 
The lead person of the grounds sub-committee is enlisted by the chairperson of the RHMC for 
the calendar year (or for longer by agreement). 
 
Other members of the grounds sub-committee are enlisted by the lead person for the calendar 
year (or for longer by agreement). 
 
Duties 
The lead person 
• calls meetings of the sub-committee, keeps a record of activities agreed on and in general 

ensures that the planned activities and the associated work are on-going and achieve their 
intended outcome; 

• selects from the long range plan for the garden the tasks to be accomplished for the following 
year and ensures that costs associated with the work are submitted to the RHMC in 
November for inclusion in the Society's annual budget for the following year; 

• becomes familiar with the responsibilities of, and uses, other officers and committees in 
completing this sub-committee's work (i.e. treasurer, communications, property etc.); 

• attends meetings of the RHMC and reports. 
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3.2.1.3 Lead Person RHMC Collections Sub-Committee 
General 
The lead person of the collections sub-committee is enlisted by the chairperson of the RHMC for 
the calendar year (or for longer by agreement). 
 
Other members of the collections sub-committee are enlisted by the lead person for the calendar 
year (or for longer by agreement).  The curator is an ex-officio member of the committee. 
 
Duties 
The lead person of the collections sub-committee   
• is responsible for seeing that all collections management policies as outlined in Section 5.1 

and collections management procedures as outlined in Section 5.2 are being followed by staff 
and volunteers; 

• ensures that general costs for materials for the conservation and upgrading of the collection 
are given to the RHMC in November for inclusion in the budget for the following year; 

• attends meetings of the RHMC and reports regularly. 
 

3.2.1.4 RHMC Lead Person Exhibits Sub-Committee 
General 
The lead person of the exhibits sub-committee is enlisted by the chairperson of the RHMC for 
the calendar year (or for longer by agreement). 
 
Other members of the exhibits sub-committee are enlisted by the lead person for the calendar 
year (or for longer by agreement). 
 
Duties 
The lead person of the exhibits sub-committee 
• ensures that at least one temporary exhibit is mounted in the temporary exhibit room at the 

Randall House during the summer season.  Arranges for a person to be responsible for each 
exhibit, either the curator, the summer staff, the membership or the community, and 
supervises them; 

• checks the boxed, framed display at the Tourist Bureau each spring, and updates if necessary; 
• ensures that the summer staff are involved in the preparation and mounting of the exhibits as 

part of their required training; 
• is responsible for seeing that all temporary exhibits meet the standards for design and 

labeling set down in the exhibits procedures guidelines in Section 5.3; 
• is responsible, with the curator and summer staff, for arranging small temporary displays of 

clothing, china, accessories etc. in appropriate rooms of the house each year, paying close 
attention to security of the artifacts; 

• ensures that general costs for the preparation and mounting of the planned exhibits are given 
to the RHMC in November for inclusion in the budget for the following year; 

• attends meetings of the RHMC and reports regularly. 
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3.2.1.5 Lead Person RHMC Children’s Program & Special Events Sub-Committee 
General 
The lead person of the children's program and special events sub-committee is enlisted by the 
chairperson of the RHMC for the calendar year (or for longer by agreement). 
 
Other members of the sub-committee are selected by the lead person as required. 
 
Duties 
The lead person of the children's programming and special events sub-committee 
• calls meetings of the sub-committee, keeps a record of activities agreed on and in general 

ensures that the planned activities and the associated work are on-going and achieve the 
intended outcomes; 

• works closely with the curator to plan children's programming both at the museum and, in the 
future, in the schools, together with any special events at the museum involving children; 

• ensures that an indication of likely costs involved in the programs are submitted to the 
RHMC in November for inclusion in the Society's annual budget; 

• attends meetings of the RHMC and reports. 
 

3.2.2 Chair Program Committee 
General 
The chair of the program committee is elected for a term of two years and is eligible for 
re-election.  Several other members are selected by the chair. 
 
Duties 
The chair of the program committee 
• reports to the board meetings and gives an annual report to the annual general meeting of the 

Society; 
• ensures that regular meetings of the committee take place, that proceedings are recorded and 

copied to the secretary's file, and that committee work is coordinated and on-going; 
• co-ordinates all planning for the members' dinner (March), the Council reception (June) and 

the fall fund raising dinner (September); 
• ensures that suitable speakers are identified for the regular meetings of the Society, invites 

them to speak and writes a letter to confirm the arrangement and a letter of thanks afterwards; 
• consults with the communications committee to ensure that notices of forthcoming programs 

appear in the Society's newsletter, on the web site, and are advertised in the newspapers and 
elsewhere;  

• consults with the membership committee so that its telephone callers have up to date 
information on the program;  

As suitable, interested persons become available 
• initiates and co-ordinates projects for oral history and publications; 
• identifies persons (not necessarily restricted to Wolfville & Kings County) who might be 

asked to contribute history/heritage/environmental articles or points of view to the newsletter 
(solicit board assistance if required). 
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Note: In 2007 a person joined the RHMC with special responsibility for museum programs for 
young people, including the schools and the recreation departments.  It is intended that these 
programs may in time be extended to the schools. 
 

3.2.3 Chair Communications Committee 
General  
The chair of the communications committee is elected for a term of two years and is eligible for 
re-election.  The chair selects suitable people to be the lead persons of the three important sub-
committees for membership, newsletter and publicity. 
 
Duties 
The chair of the communications committee 
• becomes familiar with the reference manual; 
• chairs, prepares agendas for, and holds meetings.  Records the proceedings in order to ensure 

that the committee operates effectively and sends a copy to the secretary's file; 
• actively solicits and co-ordinates the requirements of other standing committees and sub-

committees concerning communication; 
• ensures that the committee's expenditures are estimated and forwarded to the treasurer by 

November for incorporation the Society's budget for the following year. 
 

3.2.3.1 Lead Person Membership Sub-Committee 
General 
The lead person of the membership sub-committee is enlisted by the chair of the communications 
committee for the calendar year (or longer by agreement). 
 
Additional members of the sub-committee are selected by the lead person. 
 
Duties 
    The lead person will 
• become familiar with the reference manual and the committee and sub-committee mandate 

detailed in SECTION 2, as well as the policies and procedures detailed in SECTION 4, in 
order to carry them out effectively; 

• attend meetings when called by the chair and report sub-committee activities undertaken or 
in progress; 

 

3.2.3.2  Lead Person Newsletter Sub-Committee 
General 
The lead person of the newsletter sub-committee is enlisted by the chair of the communications 
committee for the calendar year (or longer by agreement). 
 
Additional members of the sub-committee are selected by the lead person. 
 
Duties 
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      The lead person will 
• become familiar with the reference manual and the committee and sub-committee mandate 

detailed in SECTION 2, as well as the policies and procedures detailed in SECTION 4, in 
order to carry them out effectively; 

• attend meetings when called by the chair and report sub-committee activities undertaken or 
in progress; 

 

3.2.3.3  Lead Person Publicity Sub-Committee 
General 
The lead person of the publicity sub-committee is enlisted by the chair of the communications 
committee for the calendar year (or longer by agreement). 
 
Additional members of the sub-committee are selected by the lead person. 
 
Duties 
      The lead person will 
• become familiar with the reference manual and the committee and sub-committee mandate 

detailed in SECTION 2, as well as the policies and procedures detailed in SECTION 4, in 
order to carry them out effectively; 

• attend meetings when called by the chair and report sub-committee activities undertaken  
 

3.2.4 Member Finance Committee 
General 
The treasurer is the chair of the committee and is responsible for calling meetings and recording 
the outcomes. 
 
Two members are elected for a two year term and are eligible for re-election.  Members should 
have an interest in and some familiarity with accounting, book-keeping and investing procedures. 
A knowledgeable committee member may suggest modification of the treasurer's routines and 
practices.    
  
Duties 
Each member of the finance committee will 
• become familiar  with the reference manual, the Society's annual financial report, the annual 

budget and the investment account (see Section 4.3.1); 
• become familiar with the treasurer's book keeping and record keeping practices; 
• become familiar with the treasurer's cash control practices (cash generated by museum 

donation box and shop sales and from Society community social activities); 
• review the treasurer's draft annual financial statement in order to be satisfied that it is correct 

and can be recommended to the board and the annual general meeting;   
• attend meetings called by the treasurer; 
• be assured that decisions are in accordance with the investment policy at any meeting with 

the investment advisor which takes place to review or adjust the Society's investment 
holdings; 
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• provide assistance for Society fund raising activities. 
 

3.2.5 Convener Memorial Foundation Trustees 
General 
At the annual general meeting, Society members present will elect one trustee for a term of three 
years, replacing a retiring trustee. 
 
Following the annual general meeting, the trustees meet to elect their own convenor from 
amongst themselves.  The Society treasurer, as a trustee ex officio, is responsible for convening 
the first meeting. 
 
Duties 
The convener of the memorial foundation trustees 
• calls meetings as required.  Establishes the agenda, ensures that proceedings are recorded and 

that the trustees work is on-going; 
• becomes familiar with the reference manual; 
• ensures that the trustees adopt an annual plan, with measurable objectives, concerning 

addition of citations in the civic memorial book, the solicitation of bequests and donations to 
the foundation and continuing research; 

• reports to the board and to the annual general meeting of the Society. 
 

3.2.6 Chair Nominating Committee 
General 
The chair of the nominating committee is elected for a term of two years and eligible for re-
election.  He/she should be aware of the interests and skills of individual members of the Society. 
 
Duties 
The chair of the nominating committee 
• consults with the board of directors prior to beginning the search for nominees, to establish 

the positions for which nominations are required and their respective terms of office, and to 
receive the board's assessment of the Society's needs.  Asks for additional meetings with the 
board if required as the work goes on; 

• makes use of the reference manual in order to familiarize prospective nominees with the 
nature of the position they may take up.  Ensures that nominees clearly give their consent to 
serve; 

• seeks guidance from the standing committees regarding the volunteer needs of their 
respective sub-committees; 

• ensures that notes of meetings with all prospective candidates approached during the search 
are kept; 

• completes the committee's work and reports a slate in writing to the January meeting of the 
board of directors. 
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3.3 OTHER VOLUNTEER APPOINTMENTS 

3.3.1 Historian  
General 
The historian should be qualified by being generally familiar with the history of Wolfville and of 
the Society.  The length of the appointment is at the pleasure of the Society. 
 
Duties  
• The historian keeps a scrapbook of newspaper clippings, photographs and other material 

illustrating the activities of the Society throughout the year.  The scrapbook should be kept 
according to the standards for archival material described in Section 5.1.3.   

• The historian will be aware, and will make the board aware, of contemporary events of 
significance, concerning history, heritage and environment, happening in the Town of 
Wolfville and its surrounding communities.  The historian may suggest ways in which such 
events can be commemorated or recorded for the future, for example by the taking of 
photographs for the Society's collection. 

• The historian, in consultation with other knowledgeable members, answers genealogical and 
historical enquiries about persons, events and buildings associated with the Town of 
Wolfville and its surrounding communities, and can provide information for exhibits, 
articles, brochures and talks from the information available in the library and the research 
files at Randall House.  Genealogical enquiries are also referred to the Kings Historical 
Society in Kentville which maintains more comprehensive records. 

• The historian reports each year to the Society's annual general meeting on the events of 
significance in the Society and in the Town. 

 

3.3.2 Archivist 
General 
The Society archivist should be qualified by being familiar with current archival procedures and 
willing to consult with the professional archivists of the ECWA for advice on archival matters. 
The length of the appointment is at the pleasure of the Society. 
 
Duties  
• The archivist collects, arranges and stores safely the historical and archival records of the 

Society, and maintains a finding aid for them, as laid out in the collections management 
policies and procedures.   

• The archivist maintains a close working relationship with the secretary of the Society, the 
curator or manager of the Randall House Museum and the archivists of the ECWA at Acadia 
University so that the Society's archival collection is added to appropriately, and properly 
cared for.  See the archival agreement with Acadia University (ECWA) in Appendix 1. 

• The archivist reports each year to the Society's annual general meeting. 
 

3.3.3 Shop Supervisor 
General 
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The shop supervisor provides assistance to the Society's treasurer and relieves the curator or 
manager of some of the shop management.  The stock is of some value and therefore the shop 
supervisor must consult regularly with the staff to control the inventory, to e nsure that the 
Society receives all money due and to make sure that all money owed to others is properly paid.  
 
Duties 
The shop supervisor 
• opens the stock boxes in spring to ensure that stock has not been removed over the winter; 
• ensures that sales persons (predominantly, but not exclusively, the curator or the manager 

and assistant) make proper sales records. All merchandise taken from stock or the shelves for 
sale, or as gifts for Society or museum purposes should be accounted for by means of an 
entry in the stock record book; 

• when books or other merchandise are delivered to others off-site on account for resale, 
ensures that the treasurer is provided complete information to enable a statement to be issued 
at month's end.  The treasurer needs the date, the description and number of books, the name 
and address of purchaser, and the amount.  Makes an entry in the stock book; 

• when books or merchandise are received for sale on consignment, ensures that a receipt is 
given which shows the date, the details of goods, the consigner's name and address, the 
consigner's price and our selling price.  Makes an entry in the stock book;    

• when books or other goods are ordered from a wholesaler for resale in the shop, gives the 
treasurer the packing slip, with confirmation that the material ordered was correctly received.  
Makes an entry in the stock book (the curator or manager also does this for other supplies 
ordered for conservation etc., which are not for resale); 

• when the museum has closed for the season, does an inventory reconciliation (starting stock 
minus stock sold as recorded in the stock book equals remaining stock).  Returns stock to 
boxes, seals the boxes and puts them away in storage for the winter; 

• turns over an inventory report to the treasurer and provides a summary of consignment items 
on which payment is due. 

 

3.3.4 Volunteer Co-Ordinator 
General 
There must be at least two persons in the museum whenever it is open, both to greet visitors and 
to safeguard the contents.  Most of the time, these persons will be the staff (the curator or 
manager and the museum assistant).  At weekends and sometimes in the week, one (or both) staff  
person(s) may be absent and in this case volunteer members need to be present. 
 
Duties 
The volunteer co-ordinator 
• consults with staff to determine how they have divided up their time at the museum and 

which days will require volunteer help;  
• prepares a daily schedule for the season, showing when the staff are present and the vacant 

times when volunteer members need to be present; 
• solicits all members to try to fill the vacant times; 
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• assigns board and committee chairs to the remaining vacant times, until the schedule is filled. 
(The only choice available to board/committee members is the time - this is one Society 
service which is, for them, obligatory); 

• when the schedule is complete, ensures that everyone on it receives a copy.  If afterwards a 
member has to withdraw, it is their responsibility to obtain a substitute; 

• some of the Society's female members do not feel secure in the house accompanied only by 
another female partner.  If this is the case, assigns a male partner; 

• the curator or the manager will train a group of members if they would like training. The 
volunteer coordinator schedules this training event; 

• from time to time the board or the chairs of standing committee may have a requirement for 
volunteers and will require the coordinator's assistance.   

 
Opening & closing the museum:  Staff have keys.  A limited number of members have keys.  
The Tourist Bureau in Willow Park has a key for emergencies which can be borrowed, but which 
must of course be returned at the end of the day. The bureau closes at 5pm in June and 
September and at 9pm in July and August. 
 

3.3.5 Photographer 
Introduction 
The Society possesses in its collection many fine photographs of the natural and heritage 
environment from the late nineteenth century, but few from recent times.  Nor does it seem that 
recent images are being recorded or accumulated by others.  The Society is attempting to remedy 
this situation by appointing a photographer, and beginning the systematic recording of the 
present day heritage scene, in Wolfville and its surrounding communities at first, but also in 
eastern Kings County generally. 
  
In 2005 the Town of Wolfville recognized the value of this photography project and agreed to 
pay all the costs if the Society would manage the work and produce two sets of images.  One set 
is to be suitably presented for Town purposes and the second is for the Society's own collection. 
 
General 
The person selected and appointed should be a member of the Society and be a competent 
amateur photographer possessing suitable equipment and facilities to enable the production of 
high quality film and digital images in both black and white and colour.  The length of the 
appointment is at the pleasure of the Society. 
 
Duties 
The photographer  
• becomes aware of changes, or planned and forecast changes, to the built heritage and natural 

environment and, in consultation with the board, agrees on subject matter;   
• obtains approval to photograph where necessary and takes photographs as urgency requires 

or as conditions and weather permit.  In cases where this appears to present difficulty, refers 
the matter to the board.  If the owner of the property requires a copy of the photograph as a 
condition of approval, the photographer may promise one.  If more onerous conditions are 
imposed, advise the board before proceeding; 
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• provides to the Society negative and positive film images and digital images saved on a CD, 
together with black and white colour prints in sizes to be agreed with the board, all complete 
with identification as to subject and date; 

• may claim expenses incurred in producing images such as cost of film or printing paper, 
photographic chemicals, cost of printing from negative or positive film or digital memory 
cards or CD stored images by a photographic store, from the Society.  The cost of gasoline 
consumed for traveling to and from the sites being photographed may also be claimed. 

 

3.4 STAFF 
 

3.4.1 Curator Randall House Museum 
General 
The curator is responsible for the operation of the Randall House Museum according to policies, 
directives and procedures established by the Society.  This includes planning, promoting, and 
delivering interpretative programs and services, such as events, workshops, and education 
programs, as well as interpreting the museum to visitors and groups.  The position also involves 
supervising and scheduling of the museum assistant and the volunteers, administrative and  retail 
duties and care of the collections.  The curator works closely with the RHMC and its sub-
committees to ensure the smooth operation of the museum. 
 
The curator will be a person with professional qualifications, obtained through recognized 
courses and workshops in museum studies, or by extensive self-study and will either hold or be 
actively working towards the Canadian Museum Association's certificate in museum studies 
level 2 or the equivalent.  Experience in museum administration will also be required.  Other 
qualifications may be stipulated in order to satisfy the requirements of a funding agency. 
 
Duties 
The most important duty of the curator is to make visitors feel welcome and comfortable by 
• communicating clearly an interest in them; 
• informing them of how they can spend their time at the site; 
• offering and leading guided tours of the house; 
• ensuring that the visitor's experience and memories are positive by providing stories that are 

enjoyable and accurate using delivery techniques and content appropriate for the visitor. 
 
The curator co-ordinates the delivery, maintenance and development of services and activities to 
visitors by 
• developing and monitoring a work program and schedule with the museum assistant  and the 

volunteers; 
• working with the exhibits and collections committees to present an exhibit each month in the 

temporary exhibit room, and to have new small displays of clothing and artifacts in the rooms 
of the house each year; 

• maintaining records of attendance and volunteers at Randall House during the season and 
reporting them monthly to the  NSM on the Site Use & Activity form; 
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• mentoring the museum assistant, keeping in view the skills and work opportunities the 
Society is required to teach and provide according to the terms of any grant 

• participating in selecting and training of the museum assistant and volunteers; 
• performing daily light housekeeping duties to keep the museum clean and tidy. 
 
The curator cares for the museum collections, in co-operation with the collections committee, by 
• regularly monitoring artifacts in storage and on display;   
• ensuring that artifacts on display are protected and as secure as possible; 
• conducting regular rotating room inventories and checks each year; 
• reporting all instances of breakage, wear, or "mysterious disappearance" to the RHMC. 
 
The curator ensures that content and delivery are accurate, enjoyable and appropriate, by 
• continually adding to knowledge and skills; 
• reading, researching and sharing information about the collection, site, interpretive themes, 

and interpretive techniques. 
 
The curator acts as custodian of the museum's collection by 
• cataloguing artifacts, and maintaining records on the collection 
• planning and setting up exhibits for the museum with the RHMC 
• researching information on items relating to the museum and its collection 
• maintaining accession records, gift and loan agreements, and data for the collection 

inventory; 
• being knowledgeable about preventive conservation relating to the care and cleaning of the 

collection, and identifying artifacts requiring it; 
• answering all inquiries relating to the museum; 
• analysing the results of the NSM's triennial site evaluation, particularly those areas for which 

the curator is responsible, and recommending to the RHMC a  three year plan for 
improvement if required 

 
The curator ensures the security of the collection and the safety of visitors and staff by  
• being familiar with emergency procedures relating to fire and security; 
• knowing how to respond appropriately in everyday and emergency situations; 
• identifying potential risks to visitors, staff, and the collection; 
• promptly informing the appropriate people of risks, deterioration, losses, or vandalism. 
 
The curator participates in retail sales and service by 
• ensuring that the retail display is well stocked, neat and tidy at all times; 
• cooperating with the shop supervisor in the operation of the museum shop; 
• keeping proper sales records. 
 
The curator works with the RHMC to display the permanent collection to its best advantage 
according to the collections and exhibits policies; suggests a timetable for the season and 
suggests display themes, which reflect the history of the Town of Wolfville and its surrounding 
communities.  The curator plans, develops and arranges displays, involving the museum assistant 
and the RHMC in their execution. 
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Formal Reporting 
The curator prepares and presents a curator's annual report to the October meeting of the RHMC 
and to the annual general meeting of the Society.  The report should contain the season's 
attendance record and an account of how responsibilities detailed in this document, particularly 
any matters selected for priority in the current year, have been fulfilled. 
 
Employment Agreement 
It is the practice of the Society to renew the employment agreement with the curator on an 
annual basis, the appointment being made at the annual general meeting.  Following this, the 
formal agreement between the Society and the curator is signed, confirming the appointment and 
establishing the hours of work and the remuneration for the current year. 
 
See also Section 4 Policies & Procedures for the staff Performance Review. 
 

3.4.2 Museum Manager Randall House Museum 
General 
When the Randall House Museum does not have the services of a professional curator, it will 
employ a museum manager.  The manager, with the assistance of the assistant manager and the 
volunteers, under the direction of the Randall House Management Committee, is responsible for 
the operation of the Randall House Museum during the period of employment. 
 
Duties 

• setting up the museum at the beginning of the season, and closing it at the end of the 
season according to the guidelines provided by the RHMC; 

• developing and monitoring a work program and schedule for the museum assistant and 
the volunteers, to insure that the staff members have proper time off and that there are 
always two people on duty while the museum is open; 

• receiving donations of artifacts to the museum, providing receipts and obtaining 
information about the donation and the donor as required on the forms provided by the 
RHMC;  

• opening and closing the museum each day at the appointed time; 
• greeting visitors and ensuring that they have an interesting, informative and enjoyable 

experience at the museum.  This necessitates becoming familiar with the history of 
Randall House and its former occupants as well as the general history of the area. 

• conducting guided house tours as required, including appropriate stories for all ages; 
• preparing a major exhibit each season for the temporary exhibit room, as well as smaller 

exhibits or displays in several of the other rooms of the house, with the assistance of the 
museum assistant and the volunteers; 

• maintaining visitor and volunteer attendance records and remitting them to the Nova 
Scotia Museum on the required forms on a monthly basis; 

• looking after the proper display and routine cleaning of artifacts and furnishings 
according to guidelines provided by the RHMC; 

• reporting breakages, losses or other problems associated with the museum collection and 
furnishings to the RHMC 
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• looking after retail sales and records as instructed by the shop manager; 
• assisting with special events like teas, workshops and schools programs; 
• supervising daily routine cleaning; 
• safekeeping and recording of monies received for admissions, shop sales, registration 

fees for museum programs and workshops, and depositing same with the treasurer from 
time to time. 

 

3.4.3 Museum Assistant Randall House Museum 
General 
The student employed will assist the museum curator or manager and the Society volunteers to 
greet and inform visitors, interpret the museum and its contents, run children's and other special 
event programs and maintain the collections and records. 

 
Duties 
to assist the museum curator in all aspects of running the museum during the summer open 
season.  Training will be provided before the museum opens and the student will be made 
familiar with the museum's Policies and Procedures Manual.  Duties will include: 

• opening and closing the museum each day at the appointed time; 
• greeting visitors and ensuring that they have an interesting, informative and enjoyable 

experience at the museum.  This is the student's most important job. 
• giving visitors an introduction to the area and the museum's history, layout and themes; 
• conducting guided house tours as required, including appropriate stories for all ages; 
• assisting the curator and volunteers in the preparation of temporary and permanent 

exhibits; 
• maintaining visitor attendance records; 
• looking after retail sales and keeping the gift shop area tidy; 
• assisting with special events like teas, workshops and schools programs; 
• attending to daily routine cleaning. 
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SECTION 4 POLICIES & PROCEDURES 
 

4.1 BOARD AND COMMITTEES 

4.1.1 Annual Action Plan for The Board   
Introduction 
An annual action plan may be regarded as the Society's special mission statement for the year, 
which it is the board's duty to fulfill.  
 
The board's action plan for the previous year is included under the "calendar" tab at the back of 
the manual.     
 
Policy & Procedure 
• The new board shall prepare an annual action plan for its activities following the elections, 

finalize it at its February meeting and present it to the membership for discussion, 
amendment and approval at the February general meeting of members. 

• The plan shall be expressed in such a way that progress can be measured and it shall be 
regularly reviewed by the board and progress reported to the membership. 

• The outcome of the plan shall be reported by the president to the annual general meeting. 
 

4.1.2 Perennial Calendar & Model Meeting Agenda 
Introduction 
The perennial calendar is used to organize and control the major recurring board and committee 
activities month by month for the entire year.  It simplifies the planning of meetings and the 
preparation of meeting agendas, and enables board and committee members to prepare in 
advance for upcoming events.   
 
Both the perennial calendar and a model meeting agenda can be found under the "calendar" tab 
at the back of the manual. 
 
Policy 
• The important and necessary actions of the board and all the committees shall be organized 

sequentially by month. 
• The calendar shall be used by all the committees as well as the board to facilitate the 

preparation of the several monthly meeting agendas.    
 
Procedure 
• Amend as required by asking the board secretary to change the computer stored calendar 

data. 
  

4.1.3 Procedures At Meetings 
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The procedures are still to be written.  Basic guidelines will be compiled which will be useful to 
board and committee members to help them conduct open, democratic and decisive meetings. 
 

4.1.4 Directors' Liability & Ethics Guidelines 
A paper concerning Directors' Liability forms Appendix 5 in this manual.  It also provides some 
guidance concerning ethics for Directors. 
 
The Society has adopted for use, throughout all its undertakings, the Ethics Guidelines of the 
Canadian Museums Association.  A copy of these guidelines forms Appendix 6.   
 
 

4.2 THE HIRING & MANAGEMENT OF STAFF 
This section is under development. 

 

4.2.1 The Performance Appraisal Interview 
The purpose of the performance appraisal interview is to evaluate the employee’s performance annually 
on the basis of firm agreements on the work and results to be achieved. Agreements are also made for the 
future period. The job profile is the starting point for the agreements which the supervisor and employee 
make on the work and results. The support needed for this from the organization and the required 
knowledge and skills or competencies are examined as well. Agreements will be made on the employee’s 
personal development and career prospects. 
In short, by making clear agreements each year on tasks, results, working conditions and further 
development, the supervisor and employee know what to expect of each other. They can carefully 
evaluate performance and make specific agreements on it for the future. The agreements are set out in the 
report. 
 
The performance appraisal interview is open in nature, whereby both the employee and supervisor have 
mutual input. It is important to know that a performance appraisal interview is not an assessment. It may 
therefore not serve to take decisions on legal status. 
 
Preparation 
The supervisor makes an appointment with the employee for a performance appraisal interview as part of 
the annual scheduling of these interviews. There must be enough time for good preparation between 
making the appointment and the actual interview. The supervisor and employee can prepare themselves 
on the basis of the model form and this manual. If desired, they can exchange subjects for discussion 
which are not explicitly mentioned here several days in advance. The supervisor acts as leader of the 
interview and provides for the structure of the interview. 
 
Prior to the performance appraisal interview, the employee describes the work he or she performed during 
the past year in the interview report. As a rule, agreements will have been made in the last performance 
appraisal interview on the work to be performed. When a supervisor is going to hold a performance 
appraisal interview with a subordinate supervisor, he/she can use the reports of the previous performance 
appraisal interviews as information. If a picture emerges from them that gives rise to questions for the 
higher supervisor, the higher supervisor can then actively gather information from the employees 
supervised by the subordinate supervisor. 
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Interview report for staff members 
In the interview report for staff, the indication of result areas is left out because there are diverse staff 
jobs. It is possible that the supervisor and the employee have not made specific agreements before on the 
activities to be performed and performance in the context of the job profile. In that case, it is advisable for 
the supervisor and employee to determine the result areas and describe the work during the first ‘new 
style’ performance appraisal interview, before the evaluation. The number of result areas on the interview 
form can, of course be adjusted or increased. For the next interview, the staff member can fill in this 
report him/herself. 
 
It sometimes happens that agreements on work made during the performance are adjusted in the interim in 
a progress interview, or that new work activities are agreed. In that case, these agreements are (also) 
mentioned and evaluated in the next performance appraisal interview. 
The supervisor can prepare well for the interview on the basis of the employee’s description of the work. 
 
Within the faculty/service, agreements are made on the additional information needed for the interview. 
This could, for instance, be the report of the previous performance appraisal and assessment interview, the 
job profile. In the invitation to the performance appraisal interview, the employee is requested to describe 
the agreements made, work performed and results on the interview form (and to supply other 
information). 
 
Holding the performance appraisal interview 
This includes a list of subjects/questions which are brought up for discussion. These are general questions 
which are important for all jobs and about which the supervisor and employee can express themselves.  
1. General review, evaluation of the agreements on working conditions 
The supervisor and employee review the general aspects of the work and working conditions in the past 
year. 
- How did the employee experience his/her work in the past years? Were there (special) circumstances 
that affected the work, privately or at work? 
Various aspects of the work situation are then discussed. Agreements may have been made on this in the 
last performance appraisal interview. Aspects of the work situation are: 
-  provision of information, direction, coaching and feedback by the (hierarchical and/or job-related) 
supervisor 
-  cooperation with colleagues, the work atmosphere 
-  support by other departments 
-  pressure of work 
-  absence due to sickness and frequency of absence 
-  sideline activities 
-  plans to take holiday hours and saving up leave 
-  age-related human-resources policy. 
2. Evaluation of work and results 
The supervisor and employee discuss and evaluate the work and performance on the basis of the 
employee’s description in the interview report. 
- What do they think of the way in which the work was performed in the past period? Were the activities 
carried out as agreed, could the results be achieved? What went well and what did not? Why were certain 
results not, or not completely achieved? 
3. Personal development plan and career prospects 
It is important to realise that the supervisor cannot make any commitments in the performance appraisal 
interview if the employee has certain wishes regarding his/her career prospects. Agreements can, 
however, be made, for example on taking a study programme in the context of the career development 
path. It is a good idea to determine the period as well in the interview report within which these 
agreements have to be actualised. 
-  What are the employees strong competencies? Are there competencies which, in view of the 
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requirements of the current job, still have to be developed further or expanded through: 
- study programme/course/training? 
- participation in projects? 
- secondment or rotation of tasks? 
- does the present job offer enough challenge or prospects? 
- do you have wishes with respect to the career: 

 in the short term, for the next 1 or 2 years? 
 in the longer term, for example for 3 to 5 years? 

- is there a need to develop certain competencies in relation to future career wishes? 
If agreements on competencies, further development and career were made in the last performance 
appraisal interview, these will be discussed and evaluated first. 
4. Other subjects, comments and agreements 
The employee and supervisor can present subjects themselves which have not yet been brought up in the 
interview. There will also be an opportunity to make additional comments and agreements. Possible 
differences of opinion between the supervisor and employee can be recorded here as well. 
Agreements 
Agreements for the next year can be made on all above-mentioned subjects. For each subject in the report, 
the supervisor must indicate clearly who must do what and when. 
Post-interview procedure 
After the end of the interview, the supervisor prepares the report of the performance appraisal interview 
and presents it to the employee. The employee signs the report as seen and the agreements for approval. 
The supervisor then signs the report, by which the report is adopted. The supervisor sends a copy of the 
report to the employee and the senior supervisor. The senior supervisor will provide for the filing of the 
report in the decentralised personnel file. 
 
 

4.3 ADMINISTRATION 

4.3.1 Investments 
Policy 
The Society invests funds surplus to the general operating account, income resulting from the 
activities of the memorial foundation trustees and other monies required to be reserved for 
specific objectives from time to time. 
 
Capital funds of the Society may be invested in accordance with the provisions of Section 3 of 
the Nova Scotia Trustees Act, in particular.  This requires adherence to "policies, standards and 
procedures that a reasonable and prudent person would apply in respect of a portfolio of 
investments to avoid undue risk of loss and to obtain a reasonable return." 
 
Investment in any stock, bond or other investment instrument shall only be made following 
approval of the finance committee, except for the purchase of a guaranteed investment certificate 
with a term of five years or less, and an amount of no more than  $5,000, by the treasurer acting 
independently of the committee.  
 
Procedures 
The Society maintains investment accounts as follows: 
• A general fund, in which are deposited the savings of the Society arising from all the 

activities of the Society.  Its use is unrestricted. 
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• A memorial fund, in which are deposited donations and bequests arising from the activities 
of the memorial fund trustees in maintaining a civic memorial book.  The policies and 
procedures governing the actions of the trustees and the disposition of investment income 
from this fund are set down elsewhere in this manual. 

• The Watson Kirkconnell history prize fund, in which there is capital of about $2,000, the 
interest from which is paid out annually to the Society's operating account to support the 
giving of a history prize in memory of Dr. Watson Kirkconnell.  The policies and procedures 
governing the Society's management of this prize are set down elsewhere in this manual. 

• The birthday fund was established in 1991 with a deposit of $500, the intention being to 
allow this to compound until 2041, to ensure that funds will be available to support an 
unspecified project to celebrate the Society's first centenary. 

 
The finance committee meets as required in response to the chair's request to consider the re-
investment of guaranteed certificates or other instruments held in the several accounts. 
 
Equity based investments are made through a full service investment company, (currently BMO 
Nesbitt Burns Inc.) in order to benefit from the experience of the investment adviser.  
 
The committee shall minute or report the proceedings of all of its meetings, including meetings 
with the investment adviser, and give the minutes to the secretary for placement in the permanent 
records of the Society.  The treasurer will also make a report of the investment funds to the 
annual general meeting of the Society.  
 

4.3.2 Prizes, Awards, Remembrances And Expressions of Concern  
Policy 
The Society wishes to commemorate or recognize members and individuals in the community, 
for outstanding service to the Society or for making a contribution to Wolfville's heritage. It does 
this by means of the following: 
 
Kirkconnell History Prize 
This prize, which is supported by its own investment account, shall be given annually to a 
student of Horton High School.  The prize winner is selected by the school's history department, 
and the prize giving takes place in June, at the closing ceremonies.  The prize commemorates the 
contribution of Dr. Watson Kirkconnell to the Society.  
 
Armistice Wreath 
A wreath shall be placed at the annual Armistice ceremony in Wolfville by a member of the 
Society.  
 
Other Awards & Prizes  
The Society may from time to time confer a prize or a certificate or plaque or scroll of merit or 
recognition or appreciation upon an individual, organization or identifiable group in order to 
acknowledge the performance of an outstanding service that is in keeping with the principles and 
purposes of the Society. 
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Without undue restriction on designation of each such presentation, the following gives an 
illustration of some of the endeavours the Society wishes to honour:  long and devoted service in 
community volunteer work; leadership in a significant history project; significant 
accomplishment in a historical research endeavor; performance of a task that strengthens or 
advances or enhances the Society's operation or endeavor; a service that promotes the life, beauty 
or heritage of the community.  
 
Expressions of Concern 
The illness, distress or death of a member shall be recognized and a suitable expression of the 
Society's concern shall be made. 
 
Procedures 
Kirkconnell History Prize 
• The practice has been that the school contacts the Society each year to determine if the prize 

continues to be available, and if so, advises it of the winner's name, and the date of the 
ceremony.   

• It has been the practice to also give the winner a historical book with an inscribed book plate, 
therefore the school is asked to find out from the student winner their particular area of 
historic interest in order to assist the Society in making an appropriate book selection. 

• The president of the Society attends the ceremony and personally makes the presentation. 
• The Society keeps a record of the event and any correspondence which may arise from it. 
 
The Armistice Wreath 
• The board shall annually select a member or members to attend the Wolfville Armistice Day 

observance to place a wreath for the Society.  The person selected is responsible for purchase 
of the wreath from the Legion and is reimbursed by the Society. 

 
Other Awards & Prizes 
• The nomination of a recipient may be made to the board by any member or committee. 
• The board assesses the nomination and by vote determines a recommendation.  If the vote is 

against, the board shall notify the nominator.  If in favour, the board moves adoption of the 
recommendation at a general meeting of members.  If the vote is in favour, the board accepts 
responsibility for fulfilling the decision, by selecting the nature of the award, arranging the 
occasion and making the award. 

• The award or prize may be in the form of a plaque or scroll of merit and may be 
accompanied by a gift or flowers if appropriate.  The board shall be responsible for the 
production of high quality certificates, plaques or scrolls, preferably by having them made by 
a professional or fine arts designer.  

• Copies of all such awards shall be preserved in the Society's archives 
 
Expressions of Concern 
• As soon as the Board learns of the distress of a member, it shall decide on an appropriate 

expression to that member or member's surviving spouse or family such as a card or letter, 
flowers, and offers of assistance if appropriate.  A board member shall be designated to carry 
this out on behalf of the Society. 
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4.3.3 Training 
 
Policy 
The Society wishes to present and to conserve the Randall House Museum in the best, most 
professional way.  Accordingly, improvement of members' knowledge on all aspects of museum 
management and operation is recognized as a necessary Society responsibility. 
 
The Society receives notification of workshops, lectures, courses and seminars from several 
sources such as the Association of Nova Scotia Museums, the Nova Scotia Museum, Canadian 
Conservation Institute and others, and the Society will support active members wishing to take 
advantage of these training opportunities.  
 
Staff members, when appropriate, may also take advantage of further training, if it does not 
interfere with their other duties. 
 
The Society encourages its membership to take an active part in the management and operation 
of the museum and will support members wishing to receive training at workshops and the like 
held in the province.  Staff members, when appropriate, may also take advantage of further 
training, if it does not interfere with their other duties.  
 
Procedures 
• The board assesses the relevance of any particular workshop or lecture and determines 

whether or not a member should attend and identifies the most appropriate member(s) willing 
to attend. 

• On the forms provided by the organizer, the secretary registers the member(s) and pays the 
fee. 

• The Society will also pay the individual’s out-of-pocket expenses for gasoline consumed in 
driving from home to the site and home again, reasonable costs incurred for overnight 
accommodation when it is not practical to return home the same day, and reasonable costs of 
meals not included in the registration fee or taken while travelling.  (Whenever possible 
members are encouraged to share driving etc. to keep the overall cost to the Society to a 
minimum). 

Upon return, the member will:  
• share the experience with the board or RHMC, by providing  a written summary and a verbal 

presentation.  Recommendations as to actions the Society might take to improve operations 
shall be mentioned. 

• turn over to the secretary for filing in the Randall House office files any workshop hand-out 
materials. 

• submit an expense claim together with appropriate receipts  to the treasurer. 
 

4.3.4 Membership 
 
Introduction  
A continual infusion of new members is crucial to sustaining the vision and the mission of the 
Society.  The board, the committees, and indeed the members themselves, have an important role 
to play by regularly considering the volunteer needs of the Society and actively engaging the 



SECTION 4 - POLICIES & PROCEDURES 
 

Wolfville Historical Society Reference Manual 
 

interest of particular individuals whom they identify as likely to join.  Museum events, exhibits 
and meetings, guest speakers, programs and dinners, which are presented throughout the year 
need to be actively promoted. 
 
Policy  
Membership in the Society is open to anyone who is interested in history and heritage, 
particularly that of the local area, or who otherwise wishes to support the Society.  Residence in 
the Wolfville area is not a requirement for membership, nor is there limit on the number of 
members. 
 
Membership shall be secured by payment of the annual or one time dues appropriate to one of 
the membership categories, for which a receipt for Canadian income tax purposes will be given. 
 
The lead person of the membership sub-committee shall maintain an up-to-date membership 
register.  At the end of each year the register shall be archived and a new register started for the 
following year.   
 
Members will be invited to renew their memberships by reminders from lead person of the 
membership sub-committee in accordance with the bylaws. 
 
The membership categories and annual or other dues (current in 2010) for each category shall be 
as follows: 
 

Individual Membership    $20/calendar year 
 Family Membership     $30/calendar year 
 Student Membership     $10/calendar year   
 Sustaining membership    minimum $100/calendar year        
 Supporting Business member               minimum $100/calendar year 
 Life member (individuals over 70 years of age) $250 (one payment) 
 
Procedures 
The lead person of the membership sub-committee shall: 
 
• produce membership application forms, showing the year during which it will be used; 
• send a membership application to all members, enclosed with the Society's December 

newsletter.  Thereafter, those remaining un-renewed will be reminded by the membership 
lead person with a reminder and form sent with the May newsletter or by a phone call.  For 
those members who may receive their newsletter by e-mail, then use this method of 
communication to invite renewal. then this method should be used to invite renewal; 

• send a written reminder to those individuals whose annual membership for the current year 
remains unpaid on October 1st.  If the membership dues remain unpaid as of December 31st, 
the individual's name will be removed from the register; 

• make membership forms available at Randall House; at every meeting of members and at 
every event (such as the Society's community socials and the dinners).   

• Members shall be recognized by a card for a member or student, or by a certificate for a 
sustaining member or supporting business member, which will bear the member's name and 
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the membership year.  The card will be given annually upon payment of the fee, except for a 
life member who shall be given one such certificate. 

 

4.3.5 Newsletter 
Policy 
The Society will publish four newsletters a year to be received by members and others by  
February 1st;  May 1st ; September 1st and  December 5th. 
 
The newsletter will contain notification of Society events and activities soon to take place, but it 
is also hoped to include invited articles and features on local history and heritage.  Some of these 
may express a point of view requiring a response, which the Society may print in the following 
newsletter.  Members, or others, may be interested to write about the museum collections, or 
report on a community event. The object is to produce an interesting newsletter which, in 
addition to serving the members, may also be of interest to the wider community.  
 
Procedures 
Typical minimum content: 
 
February: 
• news from the Society's AGM, such as names of the new boards and committees; 
• names of the speakers and their topics for the Society meetings in February, March, April 

and May; 
• information about the Heritage Day dinner such as location, time, cost of tickets, names of 

the ticket sellers etc.; 
• receipts for memberships renewed and reminders to renew are to be included in the mailout. 
 
May: 
• opening and closing dates for the museum; 
• introduction of the Randall House Museum summer staff; 
• pre-opening work party - jobs to be done, volunteers needed; 
• announcement of the summer program of exhibits and events, with dates; 
• a renewal form for the current year (for members who have not renewed), receipts (for those 

members who have renewed) are to be included in the mailout. 
  
September: 
• names of speakers and their topics for the fall season; 
• information about the fall fund raising dinner such as location, speaker, topic, cost of tickets, 

names of ticket sellers, etc 
 
December: 
• official notice of Society's annual general meeting in January; 
• information about the Society's Christmas Party or other Christmas Events. 
  
 Other Newsletters may be published at the request of the board. 
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• Concerning a guest writer, the program committee (in consultation with the board) will have 
identified this person and obtained agreement for the provision of an article. 

 
• The lead person of the membership sub-committee keeps up-to-date mailing lists and will 

provide self-adhesive labels.  Use inexpensive envelopes which can be purchased in bulk and 
used with a rubber stamped return address.   

 
• Obtain assistance from the communications committee for folding, stuffing, addressing, 

sealing and mailing.  Include membership renewal forms or receipts as noted.  
 
• Produce 20 more newsletters than are required for mailing to put into Randall House or for 

use by committees when requested.  Ensure that the Society's secretary receives a copy for 
the archives. 

 

4.3.6 Charges and Expenses Payments 
Policy 
Board, committee chairs, committee members, and volunteer members from time to time make 
purchases out of pocket in connection with their approved activities at Randall House and for 
other Society functions.  These purchases will be made at several stores with whom it is not 
practical for the Society to maintain a charge account.  In some instances purchases can be 
charged (for example for conservation supplies and books for resale).  The curator or the 
manager will be advanced money by the treasurer, to be kept in a petty cash box at Randall 
House and to be accounted for in the way described below for everyone.  
 
The Society’s policy is to reimburse individuals for such expenses made out-of-pocket.  All 
charges of this kind should be made only against items for which the Society has budgeted in its 
approved annual budget or as part of an approved event. 

. 
When a member is asked by the board to attend a workshop, seminar or conference as a Society 
delegate, the registration fee will be paid, generally in advance. The cost of gasoline consumed 
on the trip and reasonable costs for accommodation and meals if required by distance or duration 
of the event will also be authorized by the board and paid for. 
 
The curator or the manager will be advanced money by the treasurer, to be kept in a petty cash 
box at Randall House which is to be accounted for in the way described below. 

 
• The purchaser is asked to make up a payment claim, saying for what activity or event or 

budget heading the purchases were made, for the Society's treasurer for payment. The claim 
should list the items with the cost, tax (if item is taxable) and the total (including tax), 
alongside each other in three columns, each column being totaled at the bottom, with the date 
and signature of the person claiming3.  Claims can be in the claimant's handwriting or can be 
typed. 

                                                 
3 The Society is able to claim a refund of 50% of the HST paid on goods purchased for its charitable business.  All 
HST paid is therefore entered in a separate column in the Society's accounts book to facilitate an end of fiscal  year 
claim and that is why expenses should be made up as described. 
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• Receipts or a copy of the purchase order must be obtained for every purchase and attached to 
the claim. A record of the payment by means of the purchaser's credit card is not useful to the 
treasurer (nor to any auditor) because it does not indicate what the purchase was nor does it 
indicate the amount of tax included.  The receipt must show what was purchased, the cost, 
the tax and the total.  If the goods are identified by a code intelligible only to the store 
(example: - SRV SVR PL RECT 4), then write on the receipt what the actual purchase was. 

• For some purchases, the supplier may be willing to charge them on your authority and 
invoice the Society.  For example the food and supplies for the Ice Cream Social have 
sometimes been handled in this way, as were charges for the meals at the dinners, 
conservation supplies from Carr MacLean and the large ventilating fan installed in the attic.  
The treasurer then pays the bill to the supplier directly, but it is still necessary for the 
purchaser to keep and submit to the treasurer a copy of the dated cash register tape or 
equivalent, indicating what was ordered or received. 

 

4.3.7 Publicity for WHS Programs & Events 
Policy 
In addition to the Society's newsletter, which is distributed to members and supporters and 
posted on the Society's web site, programs and events will be broadly advertised. 
 
Procedures 
• Advertising can be obtained at no charge through use of the community service provisions of 

most of the media organizations.  In addition, there are many groups of people connected by 
group e-mails which are prepared to receive information from an organization such as 
Wolfville Historical Society.  Others, which publish newsletters, may be pleased to include 
information about our upcoming activities and exhibits. 

 
  Following are some of the publicity opportunities:  

o The "coming events" column of the Advertiser; 
o the Town publicity kiosks and the Wolfville Tourist Bureau; 
o the Town office (councillors and staff); 
o the Town web site; 
o the "What’s Happening in Wolfville?" group email from the Town Office; 
o community bulletin boards in the area (post office, grocery stores, churches); 
o the mailouts of the Acadia Adult Learners, with permission 
o the mailouts of the Newcomers Club, with permission 
o mailouts to special interest groups (e.g. the Red Hatters for the hat exhibit) Co-

ordinate this with the curator.  
o CBC radio (the Wolfville community report on Information Morning and  public 

service announcements throughout the day) 
o CBC TV for possible coverage of special events and exhibits 
o AVR radio 
o ATV for possible coverage of special events and exhibits (as was done for the hat 

exhibit) 
o regular updating of the Society's website (through the curator) 
o regular use of the Society newsletter (through the curator in February, May, 

September & December) 
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o a  notice to individuals with a known interest in a particular program or event (e.g. 
seniors, Guides or Scouts)  

o update the Society's publicity on the government web site, address:- 
http://novascotia.com.partners (through the curator) 

o The Grapevine 
o The Griffin.  Published quarterly by Heritage Trust of Nova Scotia.  

heritage.trust@ns.sympatico.ca 
 

• Use the Membership Committee telephone group for member reminder. 
• For each event or program, verify necessary information to be advertised in consultation with 

the speaker/organizer. 
• It is recommended that information be given to outlets in written rather than verbal form. 
• If community information is to be distributed in the form of a poster or 8-1/2 x 11 sheet, a 

consistent format would be useful, and would eventually become recognizable in the 
community.  Information is preferably typed, computer generated, or compiled by a graphic 
artist.  Use of colour will add to its effectiveness. 

 
 

4.4  CIVIC MEMORIAL BOOK 
Policy 
The trustees of the memorial foundation, operating as a standing committee of the board shall be 
responsible for the upkeep of the civic memorial book4.  They will be responsible for writing 
and adding citations, for soliciting and keeping a record of donations and bequests, and for 
exhibiting the book, using it to inform and educate members, Wolfville residents, visitors and 
researchers in furtherance of the Society's and the foundation's objectives.  (see Section 2.7 and 
3.2.5) 
 
In accordance with the recommendations of The Charities Directorate (Canada Revenue 
Agency), those making bequests and donations shall be requested to make a "direction", by 
signing a reproduction of the form in the "forms" section at the back of the manual. 
 
The capital of the fund shall not be expended, except by resolution of the board and with the 
acknowledgement of the Charities Directorate of Revenue Canada.  Income from investment of 
the capital shall be paid annually to the Society's general operating account for its unrestricted 
use, in accordance with the intent expressed at the formation meeting in 1993. 
  
General Procedures 
• The trustees shall carry out research on persons whom they consider worthy of including in 

the book and write citations, either themselves or by inviting others for that purpose.  
• Where possible, living descendants shall be consulted and the objects of the foundation 

explained.  If there is an interest, they may be asked to provide information pertinent to the 
citation being prepared.  

• While the trustees will make all dignified efforts possible to secure a donation or bequest 
                                                 
4 The Book was made by Legge Conservation Services, the pages by Steven Slipp of Semaphor Design. 
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from descendants or from a group with whom the person in the citation was associated, the 
absence of a donation or bequest shall not prevent the trustees from placing a citation in the 
book. 

• Donors should be asked to complete a direction form when making their donation or bequest 
and asked if they would like their support of the citation to be noted in the text.  The standard 
form to be used, as recommended by Canada Revenue Agency, can be found in the Forms 
section at the back of the manual.  The treasurer (as a trustee) shall ensure that an official 
Society receipt for the donor's own tax purposes is issued. 

• The trustees shall arrange for the display of the civic memorial book in the Randall House 
and elsewhere in Wolfville on appropriate occasions 

• The trustees shall contact the curator and ensure that new citations are put onto the Society's 
web site. 

• The trustees shall organize, identify and keep all documents accumulated in the course of 
research on individuals and place these in the Society's archives on an annual basis. 

 
Procedure for Selection of Civic Memorial Book Entries 
• keep up to date a list of names of potential candidates, with brief notes and aids to future 

research; 
• candidates selected, both men and women, will be those who through personal effort during 

the years spent in Wolfville have helped make the community a better place. Wolfville-born 
persons who achieved success and recognition in other jurisdictions, but maintained their 
contacts with the town may also be considered; 

• consideration should be given to candidates who served as Council members - this will 
include most Wolfville mayors since 1893 - or Town employees or others who were 
particularly active in local government or private sector initiatives; 

• presidents of Acadia University, certain faculty members; school principals; members of the 
medical, architectural, engineering, law and accounting professions; long serving clergy, 
members of the cultural and artistic community, members of the provincial legislature, the 
House of Commons or Senate, etc. may be proposed for inclusion, as well as outstanding 
representatives from commerce, industry, agriculture, horticulture and economic 
development; 

• well known and loved "characters" of the past, such as Charlie Delahunt, Katie Weston and 
Fred Holloway for example, may be included. 

 
Procedures for production of the book pages: 
• The trustees shall be responsible for the production of high quality citations (the actual pages 

of the book), by having them made by a professional or fine arts designer.  Having received a 
completed presentation page and before its incorporation into the book, the trustees shall: 

o ensure that the page designer/producer saves the text in archived files at his place 
of business; 

o make three colour laser copies, one for the sponsor, one for placing in the 
guardian book (which is intended for use by the board of directors when 
explaining the memorial fund, and to reduce wear and tear on the actual book),  
and one to be kept in the Society's archives; 

o scan the page and save it onto two discs, one to be kept in the Society's archives 
and the other kept with the trustees working documents. 
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SECTION 5 COLLECTIONS 

5.1 COLLECTIONS MANAGEMENT POLICY 
 
The Wolfville Historical Society acknowledges with gratitude the assistance and support of 
Rhianna Edwards, Deputy Archivist at Acadia University, in providing guidelines for these 
Collections Management Policies.  
 
Scope 
This policy statement covers all artifacts which the Wolfville Historical Society is considering 
for acquisition or which it has already acquired for its permanent collection. 
 
This policy also addresses all archival material which is offered to the Society. 
 
This policy does not refer to other purchases the Society may make which are not intended for 
the permanent artifact collection. 
 
Definitions 
In this policy statement, the following terms are used with the meaning shown: 
 
Accession:  verb:  To formally record or register an acquisition.   
noun: All the material received at one time from one donor.  When an object has been 
accessioned, it is systematically described on the computerized Accession and Registration 
Form.  It now has a status beyond that of merely being the property of the organization and can 
only be disposed of by referring to the WHS Board of Directors.   
 
Acquire:  verb:  To transfer legal ownership (title) of an artifact to the WHS  
 
Acquisition:  noun:  An artifact deemed to fall within the collecting objectives of the museum 
and for which a decision has been made to legally obtain it for the collection. 
 
Appraise:  to examine an object offered to the museum to decide whether it meets the collecting 
objectives of the Society. 
 
Archival Material:  Any document made or received in the course of a practical activity by a 
person or organization, and preserved.  Archive material may be in any media and includes, but 
is not limited to, textual documents such as correspondence, diaries and journals, as well as 
maps, plans, photographs, film, video and audio recordings, drawings, and charts. 
 
Artifact:  Something made or given shape by a person or organization, such as a tool or a work of 
art.  In general, an artifact is three dimensional in nature. 
 
Collection:  The whole of the historically significant artifacts acquired by a museum 
 
Collections Management Policy:  An official statement detailing the general principles or rules 
by which a museum is guided in the management of its collection.  In particular, it includes a 
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policy statement identifying the kinds of materials a museum will acquire and the conditions or 
hterms which affect their acquisition and it ensures the effective documentation, preservation and 
access to artifacts in the collection. 
 
Deaccessioning:  The process by which a museum removes material from its collection. 
 
Disposal:  Once a decision has been made to deaccession an artifact, the method of disposing of 
it. 
 
Incoming Loan:  To obtain or receive an artifact for temporary use, intending to give it back. 
 
Outgoing Loan:  To permit the use of an artifact with the expectation of its return. 
 
Conflict of Interest & Ethical Guidelines 
 
The Wolfville Historical Society has adopted the Ethics Guidelines of the Canadian Museums 
Association, and operates in accordance with them.  For conflict of interest guidelines for 
museum staff and volunteer workers, consult the Ethics Guidelines booklet (Appendix 6).  The 
ethical guidelines which specifically relate to collections management have been incorporated 
into this policy. 
 

5.1.1 Administration 

5.1.1.1 Sub-Committee Structure And Term 
This policy is administered by the collections sub-committee of the Randall House Management 
Committee (RHMC hereafter) at regularly held meetings.  The sub-committee consists of at least 
five members, with the curator participating as an ex-officio member.  The board, acting through 
the nominating committee, appoints the chair of the RHMC.  The chair then chooses the sub-
committee members who are appointed for a one year term but are eligible for reappointment.   

5.1.1.2 Authorization 
When the WHS employs a curator, this sub-committee has the authority to carry on its duties 
concerning acquisitions without consulting with the board of directors.  In the absence of a 
curator then the RHMC and the board must approve all decisions regarding acquisitions.  
However, in all circumstances the sub-committee's final decision to deaccession and dispose of 
an artifact will be ratified by the RHMC and approved by the board.  Only when there is 
disagreement between the board and the RHMC will the matter be referred to the Society 
members for a decision. 

5.1.1.3 Assessment Decisions 
The primary duty of the sub-committee is the assessment of artifacts for acquisition (whether 
through donation, trade, gift-in-kind, transfer from another institution, salvage, or purchase), and 
the assessment of artifacts for deaccessioning and disposal. 



SECTION 5-COLLECTIONS 
 

Wolfville Historical Society Reference Manual 
 

5.1.1.4 Consensus 
No decisions about an acquisition or deaccession will be taken unless all members of the sub-
committee are present or have been consulted with.  A decision to acquire or to deaccession an 
artifact or archival material will be made on the basis of consensus whenever possible.  If 
unanimity cannot be obtained, the matter will be tabled until further research and reflection can 
occur.  If consensus is still not possible, the artifact(s) or archival material in question will not be 
acquired or deaccessioned.   
 

5.1.1.5 Other Duties 
In addition to administering the policy and making assessment decisions, the sub-committee will 
• develop priorities for assessments; 
• identify artifacts that require emergency preservation/conservation action; 
• act in an advisory capacity to other Society committees and the board of directors about the 

use and preservation of the collection and about possible new collecting areas; 
• encourage and solicit donations from the public by promoting the notion that the Society 

welcomes donations and will preserve and exhibit them in a responsible manner; 
• review and revise this policy and its associated procedures annually; 
• consider suggestions made by the membership; 
• oversee administrative tasks related to the collection.  

5.1.1.6 Transparency 
The sub-committee will use a transparent procedure for the assessment of artifacts, including the 
annual publication of information about acquisitions and deaccessions, and about the disposition 
of archival material offered or purchased.  Information about artifacts which have been offered 
but refused will not be made available.  The names of donors who wish to remain anonymous 
will not be released. 
 

5.1.2 Artifacts 

5.1.2.1 Collecting Objectives 
The Wolfville Historical Society will collect historically significant objects that are 
representative of the popular culture and that best serve to illustrate the founding, settlement, and 
development of the town of Wolfville in Nova Scotia, and its surrounding communities.  Priority 
will be given to artifacts which contribute to an understanding of past human behavior, customs, 
activities, periods, episodes, institutions and personalities.  Emphasis will be placed on artifacts 
dating from the 1700s to the early 20th century. 

5.1.2.2 Acquisitions 
Acquisitions may be made by the Society through gift/donation/bequest; purchase; 
exchange/trade; gift-in-kind; salvage; or transfer from another institution.  All acquisitions must 
be consistent with the collecting objectives outlines above.  Artifacts will not be acquired and 
accessioned with the intent (deliberate or otherwise) of eventual deaccessioning.  For this reason, 
careful consideration will be given to the long-term implications of acquiring each artifact. 
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Conditions 
All acquisitions will be subject to the following conditions.  The collections sub-committee will 
• determine that the artifact is relevant to, and consistent with, the purposes and activities of 

the Wolfville Historical Society; 
• ensure that the Society's collecting activities are focused, primarily, on the improvement of 

the collections by selective additions in areas where it already has strength and, secondly, on 
the development of new collecting areas which lie within the broad interests of the Society 
and as determined by the board of directors; 

• obtain all available documentation as to the provenance of the artifact, and will ascertain that 
subsequent systematic research likely will establish a further worth in the Society's display, 
research and interpretive activities.  However, the sub-committee may collect artifacts that 
have incomplete documentation as long as they contribute to a clearer understanding of the 
past; 

• satisfy itself of the work's authenticity; that is, that it is not a fake or forgery; 
• seek to acquire only objects with a view to permanency in the collection, and not with the 

intent of trading or selling; 
• not collect more than one duplicate of an object already held within the collection, unless it 

serves a useful purpose, such as for extension program displays, travelling educational kits, 
comparative research, etc., or unless it is part of a series.  Any duplicate must have a specific 
function within the Society's program; 

• determine that the artifact does not meet any of the criteria for deaccessioning.  (See 
Deaccessioning and Disposal); 

• determine by all reasonable means that the vendor or donor has legal title to the artifacts in 
question, and that they have not been collected under circumstances considered to be 
professionally exploitative, unethical, or illegal; 

• ensure that all acquisitions involve a transfer of ownership to the Society and that all 
appropriate legal documentation to that effect is drawn up; 

• determine that the artifact is received free and clear of restricting conditions as to use and 
future disposition, unless otherwise agreed to in special circumstances by the board of 
directors.  Where conditions are attached to an acquisition, every effort will be made to place 
a reasonable date on the time for which they shall apply and to define the conditions closely.  
Normally, a commitment to display particular objects from a donor will not be made; 

• in the case of a purchase, educate itself as to the fair market value of the artifact prior to 
proceeding with a purchase; 

• determine that, to the best of the Society's ability, the human and material resources are 
available to adequately document, display, protect and preserve the artifact under conditions 
that are consistent with professionally accepted standards for preservation and public access; 

• ensure that the objects are in reasonable condition so that the Society may fulfill its goal of 
preservation with as little alteration to objects as possible.  However, extremely unique or 
rare objects which are in poor condition or are incomplete may be assessed to determine if 
they fulfill the collecting objectives of the Society. 

 
(See associated Section 5.2.1.1 Procedures for Appraising Artifacts and Section 5.2.1.2 
Procedures for Accessioning Artifacts) 
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5.1.2.3 Deaccessioning And Disposal 
From time to time, as the RHMC deems prudent, on the recommendation of the collections sub-
committee, and with the decision ratified by the board, the Society may deaccession objects from 
its collection and dispose of them by exchange, sale, or destruction.  In all cases the 
deaccessioning and disposal of artifacts will comply with the Ethics Guidelines of the Canadian 
Museums Association (copy filed separately). 
Conditions 
All deaccessioning and disposal decisions will be subject to the following conditions.  The 
collections sub-committee will 
• come to a consensus (as described in previous section, Assessment Decisions) about the need 

to deaccession an artifact and about the method of disposal (see Disposal following); 
• determine that no legal impediments exist to the deaccessioning and disposal of the object; 

for example, that there are no mandatory restrictions attached to a donation; 
• ensure that the object meets one or more of the criteria for deaccessioning (see Criteria 

following); 
• seek additional legal advice if the deaccessioning constitutes a major disposal program; 
• ensure that all proceeds from any sale or auction of deaccessioned objects is designated by 

the treasurer to be used exclusively for the purchase of artifacts for the permanent collection. 
 
Criteria 
The following criteria will be considered in decisions related to deaccessioning: 
• the object is redundant and of no significance to the collection; 
• the object is in such poor condition that conservation or restoration will render the object 

false; 
• the object is of poor quality, either intrinsically or relatively; 
• the object is a fake or forgery. 
 
Disposal 
Note that recent decisions from Revenue Canada state that it is not permissible to return a 
deaccessioned artifact to the original donor even if the donor did not receive an income tax 
receipt at the time of the donation.  Revenue Canada considers "return to original donor" a 
separate transaction conferring a personal benefit on a private individual, which could provide 
grounds for revoking the museum's charity status. 
 
If an artifact has been approved for deaccessioning then the object should be disposed of to the 
best advantage of the Wolfville Historical Society and the public trust.  Disposal will be by one 
of the following methods.  Although for most artifacts these methods are listed in order of 
preference, the Committee may determine which method is appropriate for specific objects, 
depending upon their significance. 
• exchange, or sale of the object to another public Canadian charitable institution.  First 

consideration should be given to an institution that can provide the highest degree of care for 
or make the most appropriate use of the object.  If feasible, an effort should be made to 
ensure that the object remains in (or is returned to) the province (or other location) of original 
acquisition.  Every effort should be made to advertise the availability of the deaccessioned 
item(s) as widely as possible among appropriate sister institutions; 

• sale through authorized agent of the Society; 
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• destruction if the artifact is inappropriate for exchange or sale. 
(See Section 5.2.1.3 Procedures for Deaccessioning and Disposing of Artifacts) 
 

5.1.2.4 Incoming And Outgoing Loans Policy 
Museum collections, generally, are both owned and borrowed.  The responsibility for material 
placed under the custody of the Society on a temporary basis is regarded in the same light as the 
responsibility for permanent collections.  Therefore all policy statements related to the care of 
the permanent collection also apply to incoming loans. 
 
Incoming Loans 
• Objects may be borrowed for temporary exhibition with specified time lengths according to 

loan conditions negotiated with the lender by the collections sub-committee and ratified by 
the RHMC. 

• The Society will not consider permanent incoming loans but may consider long-term or 
renewable loans, depending upon the circumstances.  Long-term loans should be reviewed 
and renewed on an annual basis, if such renewal is desirable. The intent of both lender and 
borrower must be clearly stated. 

• To the best of the Society's ability, all artifacts will receive the highest possible standard of 
care and attention.  The Society will not clean, repair or make changes to any borrowed item 
without the permission of the lender. 

• The Society will pay all costs of packing, packing crates and materials, and of transporting 
the object(s). 

 
Outgoing Loans 
• The Society may loan objects for temporary displays or educational purposes off-site, 

according to loan conditions negotiated with the borrower by the collections sub-committee 
and ratified by the RHMC. 

• The Society will not consider permanent outgoing loans but may consider long-term or 
renewable loans depending upon the circumstances.  Loan agreements for objects loaned out 
on a long-term basis must be reviewed and renewed annually, if such renewal is desirable.  
The intent of both lender and borrower must be clearly stated.  

• The borrower will pay all costs of packing, packing crates and materials, and of transporting 
the object(s). 

• The borrower will provide adequate insurance for the artifacts, in consultation with the 
Society. 

(See Section 5.2.1.4 Procedures for Incoming and Outgoing Loans)        
 

5.1.3 Archival Material  

5.1.3.1 Acquisitions 
The Wolfville Historical Society wishes to encourage and support the preservation of, and access 
to, archival materials such as family papers, deeds, business papers etc., which relate to the 
heritage of Wolfville and its surrounding communities.  Because the Randall House Museum has 
neither sufficient storage areas nor environmentally controlled conditions, an agreement has been 
reached with the Esther Clark Wright Archives at Acadia University to store the archival and 
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photographic collections of the Wolfville Historical Society.  These collections remain in the 
ownership of the Society and are only accessible according to the terms of the archival 
agreement between Acadia University (the Esther Clark Wright Archives) and the Wolfville 
Historical Society.  
(See Appendix 1:  Archival Agreement between Acadia University and the Wolfville 
Historical Society).   
  

5.1.3.2 Archival Material and Society Archives 
The Society maintains an archival collection of historical items as well as an institutional 
archives consisting of inactive documentation of the Societys’ activities.  This includes 
governance documents, minutes, financial records, correspondence, special events, property 
files, scrapbooks, photographs and  newsletters.  The Society's archival collections are stored at 
the ECWA under the terms of a special written agreement drawn up between Acadia University 
and the Wolfville Historical Society (see Appendix 1).   A finding aid is maintained for both 
historical and institutional collections and for the photograph collection (see Appendix 2).  Rules 
regarding access, copying and permission to publish are detailed in the agreement.  The Society 
charges an archival research fee ($20 in 2010) for requests which take more than one hour of 
time to answer. 
 

5.1.4 Books 
The Wolfville Historical Society maintained a library at Randall House in the past, and 
appointed a Society librarian to care for it.  Today the books owned by the Society are 
considered part of the collections of the museum, some as artifacts and some as reference 
resources.  The catalogue for both accessioned and resource books needs to be updated. 
Accessioned books may not be borrowed, but may be consulted in the library/research office.  
Resource books may be borrowed for one week by arrangement with the curator who will 
maintain a file on library loans.  The .curator's responsibilities include checking the books once a 
year for loss or damage and filing a condition report where necessary.  A knowledgeable 
volunteer may assist the curator with this task. 
(See Section  5.2.1.7 Special Procedures for Books) 
 

5.1.5 Photographs 
The Society maintains a large photograph collection which is accessioned and housed with its 
archival collection at the ECWA at Acadia University.  A finding aid is available (see Appendix 
2).  Photocopies of the images are kept in the library research office for the use of researchers but 
has not been updated.  In 2010 inputting of the photographs to the Passage database continues.  
Upon its completion images and descriptions will be available on line, either on the Society 
website or on the Canadian Heritage Information site.  The originals may be copied at the 
discretion of the curator or archivist upon request, and they will ensure that proper credit is given 
for use.    
 
Photographs of the Wolfville Historical Society events and activities (mostly in colour) are at the 
present time (2010) being separated from the historical photograph collection, and will be 
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identified and housed in albums in the Randall House library research office during the season 
and at the ECWA in the winter. 
(See Section 5.2.1.5 Procedures for Recording Photographic Images) 
  

5.1.5.1 Copyright   
The author of the photograph is the person who was the owner of the initial negative or plate at 
the time the negative or plate was made, or, if there is no negative or plate, the owner of the 
initial photograph.  Transfer by deed of gift to the Society does not include the transfer of the 
copyright. 
 
Photographs taken on or before December 31, 1948 are in the public domain and no permission 
or payment is required.  For photographs taken on or after January 1, 1949 the term of protection 
is life of the author plus 50 years.  
 
Photographs may be used for research, private study, newspaper reporting, criticism and review 
without infringement of copyright.  For any other use, including publication, written permission 
of the owner of the copyright is required.  
   

5.1.5.2 Privacy 
To reproduce photographs of living people, their written permission is required.  
 
 

5.1.6 Other Matters 

5.1.6.1 Storage 
To the best of its ability, the Wolfville Historical Society will ensure storage conditions that are 
secure, clean, safe and environmentally acceptable for its collections, whether onsite or 
elsewhere.  The lead person of the collections sub-committee will inspect all storage facilities on 
an annual basis and make recommendations for improvement to the RHMC, as necessary.  
  

5.1.6.2 Records Management 
The collections sub-committee will be responsible for ensuring the maintenance of 
documentation files related to the collection, including but not limited to, records related to 
appraisals; evidence of legal ownership such as gift agreements; incoming and outgoing loans 
and condition reports. 
 (See Section 5.2.1.9 Procedures for Records Management) 
 
All records will be housed within the Society's filing system.  A duplicate disk of the 
computerized collection records will be kept with the Society's papers in the ECWA. 
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5.1.6.3 Accessioning and Registering 
The collections sub-committee will be responsible for ensuring that, within a reasonable length 
of time after acquisition, the artifact will be accessioned according to the Society's Procedures 
for Accessioning Artifacts. 
 

5.1.6.4 Preservation and Conservation 
The collections sub-committee will be responsible for ensuring that, within a reasonable length 
of time after acquisition, any necessary preservation or conservation measures are identified and 
carried out as soon as possible. 
 

 

5.1.7 Study Collection 
In 2008 the WHS approved the creation of a study collection.  The main purpose of the study 
collection is to collect and care for artifacts that relate to the interpretative programs and research 
carried on at Randall House Museum, and to make this resource more accessible to the public for 
research and study. 
 
The study collection may include any artifacts not accessioned and in the permanent collection 
that the public can use as a resource for information about materials, construction, tactile quality 
or texture and knowledge about how an artifact may operate.  Books that are not deemed 
archival, in the permanent collection and housed in the museum's library, are considered part of 
the study collection. 
 
The study collection is hands-on, allowing visitors, staff and volunteers the opportunity to 
examine historical construction, pattern development and sewing techniques, to become familiar 
with an items' tactile quality, weight, mass or texture, or to experiment with the action and the 
workings of an object.  Examples could include articles of dress, a metal clothes iron, a woven 
blanket, or a stereoscope. 
 
De-accessioned items from the permanent collection that no longer meet the criteria of the 
collection policy but may still have some value or use, in some cases may be added to the study 
collection.  Duplicated artifacts with no provenance or items where the condition is deemed too 
poor are often suitable for close study.  De-accessioned items that have been removed from the 
permanent collection for reasons such as lack of provenance, poor condition, or replacement 
because of duplication may also be included. 
 
Prior to acquiring an artifact from the donor, the WHS or its representative may feel that the item 
offered is best suited for use in the study collection, especially if it is deemed that the object is 
needed by the Society but does not meet the criteria of the collections policy.  At this time the 
donor should be told how the Society wishes to acquire it. 
 
See Section 5.2.1.8 Special Procedures for Numbering the Study Collection 
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5.2 COLLECTIONS MANAGEMENT PROCEDURES  
 
The Wolfville Historical Society acknowledges with gratitude the assistance and 
support of Rhianna Edwards, former Deputy Archivist at Acadia University, in providing 
guidelines for these Collections Management Procedures.  
 
Scope 
These procedures cover all artifacts which are being appraised, acquired, and accessioned for the 
permanent collection of the Randall House Meum by the collections sub-committee of the 
RHMC, and those artifacts which are being de-accessioned or disposed of from the permanent 
collection.  They also cover procedures for artifacts being loaned or received on loan, and the 
procedures for handling books, photographs and collections records. 
 
Definitions   
In this document, the following terms are used with the meaning shown: 
 
Accession verb:  to formally accept and record or register an acquisition.  When an object has 
been accessioned it is systematically described on the computerized accession form. 
noun:  all the material received at one time from one donor 
 
Acquire verb:  to transfer legal ownership (title) of an artifact to the Society 
Acquisition noun:  an artifact deemed to fall within the collecting objectives of the museum and 
for which a decision has been made to legally obtain it for the permanent collection. 
 
Acquisition Proposal:  a document developed by the collections sub-committee as it appraises an 
object(s) to determine its suitability for inclusion in the Society's permanent collection. 
 
Appraise:  to examine an object offered to the museum to decide whether it meets the collecting 
objectives of the Society. 
 
Archival Material:  Any record made or received in the course of a practical activity by a person 
or organization, and preserved.  Archives may be in any media and include, but are not limited 
to, textual documents such as diaries, correspondence or journals, as well as maps, plans, 
photographs, film, video and audio recordings, drawings and charts. 
 
Fair Market Value:  the highest price available, estimated in a dollar amount, that the object 
would bring in an open and unrestricted market between a willing buyer and a willing seller who 
are both knowledgeable, informed, and prudent, and who are acting independently of each other. 
 
Gift/Donation:  a voluntary transfer of property to the Society's permanent collection, made 
without any expectation by the donor of benefit or advantage.  A gift may be made during life or 
by will.  A gift made by will is called a bequest. 
 
Gift Agreement:  a legally enforceable document containing the terms by which an artifact has 
been acquired by the Society from a source.  The gift agreement substantiates the transfer of title 
of an object from the donor to the Society. 
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Incoming Loan:  an artifact obtained or received for temporary use, intending to give it back. 
 
Legal Ownership:  a right of possession, enforceable in law.  
 
Outgoing Loan:  an artifact given to another institution for its use, with the expectation of its 
return. 
 
Monetary Appraisal:  the process of valuing an artifact(s) in dollars for taxation purposes. 
   
Temporary Receipt:  a written acknowledgment by the Society that physical delivery of an 
artifact(s) has been made.  It serves to document objects of which the Society has been given 
temporary custody until an assessment by the collections sub-committee can be conducted. 
 

5.2.1 Procedures 

5.2.1.1 Appraising Artifacts for Acquisition 
Note:  As forms are developed a sample of the form will be placed in the FORMS section in this 
manual. 
 
When an artifact is proposed for acquisition, whether by donation/gift/bequest, gift-in-kind, 
purchase, trade, transfer from another institution, or salvage, the curator or manager will: 
• Issue a Temporary Receipt to the prospective source.  See sample. 

Note:  in the case of salvage items, temporary receipts are not issued 
Note:  if there is more than one object or collection of related objects, attach a list  
to the temporary receipt which lists each individual object or collection of related objects. 

• Accompanying the temporary receipt, issue an Initial Information Letter to the prospective 
source.  This letter should inform the prospective donor of the appraisal process by outlining 
the duties of the collections sub-committee and the time required to properly appraise the 
object(s).  It should also speak of the Gift Agreement, monetary appraisals and tax receipts.  
See sample letter. 

• Start a temporary file, labeled with the source's name, in which the various documents can be 
filed until a final decision has been made. 

• To ensure that the object(s) does not become separated from information about its source, tag 
it with the source's name or, in the case of a collection of artifacts, box them and mark the 
box with the source's name. 

• Develop a written Acquisition Proposal, outlining in as much detail as possible the source, 
artifact provenance, history of use, and rationale for accepting or rejecting the artifact or 
collection of artifacts, and present it to the collections sub-committee.  See sample 
acquisition proposal. 

Note:  remember it is necessary for the collections sub-committee to come to a consensus 
about recommendations.  See collections management policy. 

• If accepted, submit the acquisition proposal to the  RHMC, for ratification. 
• Once ratified by the RHMC, quickly inform the source of the acceptance with a Letter of 

Acceptance.    
• If rejected, the chair of the RHMC will write a Letter of Rejection to the source explaining 

the reasons for the rejection.   . 
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• In the case of a gift/donation/bequest, ensure that legal ownership is obtained by completing 
an authorized Gift Agreement.  If the gift agreement hasn't been signed then the transfer of 
title hasn't taken place and a tax receipt cannot be issued.  The lack of a gift agreement in the 
file makes it uncertain whether objects were loaned in the past and left there, or whether they 
were donated.  Without proper documentation, the Society runs the risk of having a gift 
reclaimed by the donor or his/her heirs at some time in the future.  See sample gift 
agreement. 

Note:  Always ensure the Gift Agreement is signed before issuing the tax receipt.  Donors 
are more difficult to locate for signature after the tax receipt is given! 
Note:  In the case of a purchase, ensure that all copies of bills, purchase order numbers, 
receipts, etc. are properly filed.  In the case of salvage, no further documentation is 
required. 

• If the donor has requested a tax receipt, the Society must determine the fair market value of 
the object(s).  Therefore, obtain a monetary appraisal to determine the fair market value, as 
follows, and document it on a Monetary Appraisal Form.    

 
Appraisals 
Revenue Canada permits monetary appraisals of up to $1,000 to be made by a member of the 
Society if that person is knowledgeable and qualified to appraise the gift for its fair market 
value.  However, to avoid even the appearance of conflict of interest, the Society requires 
that all monetary appraisals shall be made by an outside appraiser.  Complications that might 
arise over an appraisal will then concern the donor and Revenue Canada, and will not involve 
the Society. 

• Select a qualified appraiser.  One outside appraisal is required for values between $1,000 and 
$3,000. Two outside appraisals are required for donations valued in excess of $3,000.  If the 
appraisal is contested the Society may be asked to explain the selection of the appraiser on 
the basis of reliability, competence and reputation.  A qualified appraiser has knowledge of 
both the object and the market for the object. 

• Appraisal costs will be paid for by the donor.  However, it is advantageous to the donor if the 
Society incurs the appraisal cost and accepts a cash donation from the donor to cover its cost.  
The Society can then issue a charitable receipt to the donor for the amount of the cash 
donation. 

• Inform the Society treasurer of the amount and person to whom the Tax Receipt should be 
issued.  The tax receipt should be accompanied by an Explanatory Letter  

• If accepted, submit the source's temporary file with all its documentation to the person 
responsible for accessioning the artifacts.  The temporary file will now become the 
permanent documentation file for the artifact(s).  (See Section 5.2.1.2 Accessioning 
Artifacts) 

• If rejected, staple together all documentation and file alphabetically by source name in a file 
labeled "Donations Rejected, (year)". 

 
The following sample forms used in this section can be located in FORMS: 
 Temporary Receipt 
 Initial Information Letter 
 Acquisition Proposal 
 Gift Agreement 
 (more may be added as the need arises) 
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5.2.1.2 Accessioning Artifacts 
General Principles 
An accession consists of all the objects received at one time from a single source.  Therefore, an 
accession may have any number of artifacts. 
 
Accessioning should take place as close to the time of receipt as possible.  Each accession is 
assigned a unique accession number. 
 
Accessions are recorded in an accession book and on a computerized form in numerical order as 
they are accepted.  The same form is used for registering the artifact (see sample Accession 
Form).  The accession form is a permanent, legal record which must be kept securely and never 
disposed of.  One copy of the accession records electronic disk is therefore kept permanently 
with the Society's papers in the Acadia archives and updated at the end of the museum season.  
The working copy is kept at the Randall House and stored at Acadia in the off-season. 
  
Once an artifact has been accessioned, it has a status beyond merely being  the property of the 
organization and can only be disposed of by referring to the Society's board of directors. 
(See Section 5.2.1.3 Procedures for Deaccessioning and Disposal of Artifacts) 
 
Procedures 
For an accession number, use three sets of two digit numbers separated by periods (e.g. 
08.21.08).  The first set refers to the year it was accessioned and recorded using the last two 
digits, followed by the number referring to the order of accession, which is assigned sequentially 
throughout a given year (e.g. 03.01 is the first accession of 2003).  In the case of an accession 
with more than one artifact, each artifact within the accession is given a registration number 
which consists of the accession number plus a number beginning sequentially with 01. (e.g. 
03.01.04 would be the fourth artifact in the first accession of 2003).  In some rare cases the 
second and third set of numbers could be three digits long (e.g. 07.101.159).  In other cases 
letters are added to the end of numbers especially when numbering a series or a pair of identical 
things.  In these cases capitals should be used (e.g. 07.07.24A).  If there are more objects than the 
26 letters in the alphabet, then a double letter can be used  (e.g. AA, AB, AC etc.)   
Note: recently the use of double and triple capital letters became unwieldy when numbering say, 
a photograph album with 140 individual photographs. This section will be revised when a better 
system is worked out. 
 
• Upon acquiring an artifact or group of artifacts belonging to one accession, consult the 

accession book to determine the next sequential number and assign it to the accession. 
• Affix a temporary tag to the artifact, using string.  Record the accession number on the tag.  
• Decide on the location for the object (storage location, specific room display.) 
• The object is now registered on the Society's computerized accession form. One copy of the 

electronic disk is kept permanently with the Society's papers in the ECWA and updated at the 
end of the museum season.  The working copy is kept at the Randall House during the season 
and at Acadia in the off-season.  

• Create a permanent accession documentation file for the accessioned object, which will 
include one paper copy of the accession form, the contents of the temporary file, together 
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with the appraisal, bill of sale, a copy of the gift agreement, a list of artifacts within the 
accession, patent records, a condition report, research and/or newspaper articles pertinent to 
the artifact, photographs etc. as appropriate. 

• There are special procedures for photographs, negatives and slides, archival material and 
books detailed later in this section. 

• The permanent accession number is now affixed to the object.  The method used to apply the 
number has to be reversible and in all cases the number should be legible, but small and neat, 
and placed in an unobtrusive place.  

     
china, glass, ceramics:  on the base of the object apply a layer of clear fingernail 

polish, write the accession number in black pen (or with white ink if the object is 
dark) and cover with another layer of clear fingernail polish.  

            wooden and metal objects:  using the clear nailpolish/ink/nailpolish method,  
on an unpainted surface, write the accession number where it will not be seen 

                  by the public such as on the bottom of a drawer or under a chair seat.   
textiles:  write the accession number on a piece of cotton tape in black ink, and 
      sew the tape to the object. 
photos:  using a soft pencil write the accession number on the back of the 
     photograph in the top right hand corner. Do not use any kind of pen, ballpoint 
     pen or marker.  Any identification of the photograph should be recorded on the 
     accession and registration form and not written directly on the photograph.         
archival documents and paper:  for paper such as Society records, letters, 

newspaper, etc. place the number in the upper right corner using a pencil.      
books:  write the accession number in pencil inside the back cover.    
         

The following sample form used in this section can be located in FORMS: 
 Accession Form 
    

5.2.1.3 Deaccessioning and Disposing of Artifacts 
Procedures 
• For each artifact, the collections sub-committee will prepare a written proposal to de-

accession, outlining in as much detail as possible, the donor source, artifact provenance, 
history of use, and rationale for removing the object from the collection.  If you do not have 
proof that the transfer of title occurred, the article may be on loan and may not be de-
accessioned.  The proposal will be accompanied by photographs, and copies of all legal 
documents.  When appropriate, the collections sub-committee may seek the expert advice of 
a third party to assist in reaching a decision.  (See sample Proposal to Deaccession.) 

• Should the collections sub-committee unanimously agree to deaccession, copies of the 
proposal and related documentation will be forwarded to the RHMC.  Should the RHMC 
agree to the deaccession or disposal, the matter will be brought to the board for ratification.  
Only if the board disagrees with the recommendation of the collections sub-committee and 
the RHMC will the matter be brought before a general meeting of the Society for final 
decision. 

• Before the object is deaccessioned and disposed of, the accession number is removed.. 
• At this point the original accession file (if there is one) containing all other information on 

the article and its disposal will become the deaccession file, and will be maintained on a 
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permanent basis separate from the accession files.  In addition the details of the deaccession 
will be written into a special section at the back of the accessions log.  This will also apply in 
instances where a deaccession is due to accidental loss (mysterious disappearance, theft). 

• The museum should be concerned about the public's reaction to the sale of objects which 
have been donated to them.  If as a last resort it is decided that a deaccessioned artifact 
should be sold, the sale should not take place on the museum property, and no one connected 
to the museum staff or board of directors should be involved in the purchase. 

  
The following sample form used in this section can be located in FORMS: 
 Proposal to Deaccession 
 

5.2.1.4 Incoming and Outgoing Loans 
General Procedures 
Packing, unpacking, transportation, and installation of artifacts can present hazards, and even 
though insurance will provide some protection against financial loss, the destruction or 
deterioration of valuable museum objects is a serious matter.   
 
Abundant padding and careful separation within a box will usually be sufficient packing.   
Unpacking and repacking of loans should be done by trained personnel because it is at these 
points that damage to artifacts is most likely.  Repacking should be done by those who did the 
unpacking, and the same materials should be used.   
 
The installation of borrowed artifacts is the responsibility of the curator of the borrowing 
museum and objects should be afforded the same protection as those of his/her own museum. All 
the arrangements should be clearly written down and agreed to by both parties.   
 
The borrowing institution does not make any reproductions, casts, copies, or photographs (other 
than for the purposes of a condition report) of borrowed objects except as permitted by the 
lending institution or individual. 
 
Procedures Specific to Outgoing Loans: 
• A request for a loan from the Society's permanent collection must be made in writing.  A 

request should include the purpose for which the requested artifact is needed, and the length 
of time the artifact will be required.  Under normal circumstances the request will come from 
another museum, non-profit institution or educational institution and will be for the purpose 
of exhibition, study, or public education.  Only in exceptional circumstances will loans to 
individuals, commercial or profit-making organizations be considered, and only in 
exceptional circumstance will requests for permanent outgoing loans be considered. 

• Requests will be considered by a member of the collections sub-committee and the curator. 
• The committee will consider the Society's need for the object in the time period requested.  If 

there is such a need, then the request is denied.  If it has no plans to exhibit the artifact within 
the time period the assessment continues. 

• The committee then considers the physical condition of the artifact.  If it is considered to be 
sound, stable and structurally strong enough to withstand travel and it can be properly 
packaged then the request is acceded to.  Mutually agreed upon terms for the loan are then 
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negotiated including loan term, copyright, packing and repacking, transportation, care, 
installation, exhibition and insurance. 

• As our collection is not insured, the Society does not insure outgoing loans. 
• Final approval for the loan and its negotiated provisions and terms is made by the RHMC 
• The artifact is then photographed prior to packaging and a condition report is completed by 

the Society which describes any weaknesses, defects, repairs, etc.  A copy of the condition 
report is included in the shipment of the object(s).  

• All documentation on the artifact on loan will be placed in its accession documentation file.  
Outgoing loans will be listed in a loan file on the desktop of the computer, recording the 
accession number, the borrower, the date loaned and the date the item will be returned.  The 
accession documentation file for the object will be placed temporarily in the outgoing loans 
file in the file cabinet and will remain there for the period of the loan. 

• When the artifact is returned, its condition is evaluated and compared against its condition 
when it left the Society's premises.  Any discrepancies are taken up with the borrowing 
institution. 

• The artifact is put into storage or on display, the accession documentation file returns to its 
place, and the computer loan file is updated. 

 
Procedures Specific to Incoming Loans: 
• All requests to borrow an object from another institution must be made in writing.  The 

request should include the purpose for which the requested artifact is needed and the length 
of time it will be needed.  The request should be signed by a member of the collections sub-
committee and the curator. 

• If notified by the lending institution or individual that the request has been approved, 
mutually agreed upon terms for the loan are then negotiated between the Society and the 
lender.  Joint approval of the collections sub-committee and the curator must be reached 
about loan term, copyright, packing and repacking, transportation, care, installation, 
exhibition, and insurance. 

• The lending institution or individual will have the object(s) appraised for insurance purposes, 
if required.  While every care will be taken to protect and preserve the borrowed item, The 
Wolfville Historical Society does not insure its own collection and therefore borrowed items 
will not be insured by the Society.  This must be made clear to the lending institution or 
individual before the items leave their premises. 

• The lending institution will draft an outgoing loan agreement, or similar legal document, 
which reflects all the terms agreed to by the two parties.  A member of the collections 
committee and the curator will sign on behalf of the Society.  

• The Society will complete two copies of the incoming loan receipt form (see sample 
Incoming Loan Receipt form) which will be signed by the curator on behalf of the Society 
and countersigned by an agent of the lending institution or individual. The terms of the loan 
will be stated on the loan receipt.  One copy is given to the owner of the object and one 
retained by the Society, and placed in a file in the incoming loans section of the file cabinet.  
All subsequent documentation of the incoming loan will also be placed in this file.  

• Upon receipt the curator will verify the condition of the object as it is described in the 
lending institution's condition report.  If the curator does not concur with the condition 
report's description, the lending institution will be contacted and a settlement arrived at. 

• If the condition report is accurate, the curator assigns a loan number.  In order to keep track 
of all incoming loans and their numbers, each one is recorded in the Society's incoming loan 
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file on the computer.  Upon receipt of a loan, consult the loan file to determine the next 
sequential number, and assign it to the loan.  Loan numbers use the same system as accession 
numbers but are preceded by the letter L.  For example L04.06.05 would be the fifth object in 
the sixth loan of 2004. 

• The curator then writes the loan number on a paper tag and attaches it to the object with 
string, or in such a way that accurate identification is always possible.   

Note:  Loan number assignment should take place as close to the time of receipt as 
possible. 

• When it is time to return the object, the curator will photograph it and fill out a condition 
report.  After receiving and examining the object, the lending institution will sign and return 
the condition report to acknowledge that the object has been received in the condition 
represented in the report.  The computer loan file will be updated and the incoming loan file 
on the object will remain in the filing cabinet. 

 
The following sample forms used in this section can be located in FORMS: 
 Outgoing Loan Receipt 
 Terms Governing Outgoing Loan 
 Incoming Loan Receipt 
 (more may be added as the need arises) 

 
 

5.2.1.5 Special Procedures for Photographs  
General Principles 
Photographs in the collection fall into two groups - those which are created by the Society and 
generally document its events and social occasions (Society Photographs), and those which are 
historically significant and fulfill the collecting objectives of the Society (Historically Significant 
Photographs).   
 
Society Photographs 
• Each group of Society photographs is appraised and the best representative photographs are 

selected for the Society photograph albums or binders.  The Society photographs, which are 
not accessioned, do not receive an accession number.  Gradually those that have been 
accessioned in the past will be deaccessioned and filed in accordance with the new 
procedures. 

• Place the photographs in an archivally acceptable photo sleeve or sheet protector in the 
Society photo binder which is organized chronologically by year.  Do not write any 
information on the photograph itself.  Although the photos have not received an accession 
number, a photo record sheet should be used to record all known information about the 
photograph, including the event, the date, the place and the people represented.  File this 
copy next to the photographs it describes.  The Society photo binders are kept in the 
library/research office during the museum season, and with the Society archives at Acadia 
during the off-season.   

 
Historically Significant Photographs 
• Historically significant photographs which meet the collecting objectives of the Society and 

which have been appraised and acquired will then be accessioned. 
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• Write the accession number in the top right hand corner on the back of the photograph, in 
soft pencil.  Do not use regular ink, coloured inks or ballpoint pen. 

• Place the original photograph in an archivally acceptable sheet protector and write the 
accession number on the top right hand corner of the sheet protector with a black pen.  Never 
use pen on the photo, just on the protector.  File in numerical order by accession number in a 
file folder, with one copy of the accession form, in the photo boxes stored with the Society's 
archival collection at the ECWA at Acadia. 

• Place a photocopy of the photograph (one photograph per sheet, enlarged where appropriate) 
in a sheet protector and file in the most recent photo binder in the research office, writing the 
next sequential page number on the sheet protector.  File a copy of the accession form 
opposite the photograph, so that they can be consulted together without turning the page. 
NOTE:  at the time of writing (2010) the old photo binders in the Randall House 
library/research office have not been updated. 

• The Wolfville Historical Society uses subject headings chosen from the Nova Scotia Subject 
Headings Authority with its photograph collection. 

• Using these subject headings, decide which ones are relevant to the photograph.  Each 
subject heading has its own page in the photo index binder in the research office.  List the 
accession number of the photograph, and its title, under each of the relevant subject headings. 

• For negatives of Society events, mark the year on the edge of the negative strip.  Place in a 
negative preserver sheet and write the year and the event on the edge of the 

•  sheet, using an archival black pen.  Place the pages in the Society negative binder in the 
library/research office at the Randall House. 

• For negatives of photographs of historic interest, place the negative in an archival negative 
preserver and write the accession number on the edge of the preserver using a black pen.  File 
with the original photograph in the archival files at the ECWA.  
   

Slides 
• Write the accession number on the edge of each slide using a soft pencil.  Place in an archival 

slide preserver.  If appropriate (e.g. a collection of slides from a particular event) write the 
event or occasion and the date on the edge of the slide preserver.   

• Place the slide preserver pages in the slide binder in the library/research office at Randall use.   
 

5.2.1.6 Special Procedures for Archival Material 
NOTE:  This section is under development, and may be changed.  
 
The Society archivist will be thoroughly familiar with Section 5.4, Society Papers, and will 
follow the guidelines and procedures set out there.     
 
All work done on the archival collection is the responsibility of the Society archivist, and must 
be done by, or under his/her direction.  He/she will seek advice as required from the archivists at 
the ECWA. 
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5.2.1.7 Special Procedures for Books 
• Books which are considered artifacts are first appraised and accessioned  in the normal way.  

The accession number is written in soft pencil on the inside back cover.  They are then placed 
in the library and may not be borrowed. 

• A file card is made for each book catalogued, following the format of the cards already 
prepared, and placed in the finding aid card file in the research office/library 

• Books may be required for display or exhibit in other parts of the museum.  When a book is 
moved from the library, a note of the book's location is made on the computer accession file 
and a note is also placed in the accession documentation file. 

• Books which are accessioned as artifacts may not be borrowed. 
• Resource books are not accessioned and any which have been accessioned already (before 

2009) will be deaccesioned.  Resource books will not be conserved but may be used and 
borrowed by Society members for a loan period of one week.    All book loans must go 
through the curator, who will record the borrower's name in a book loan file and follow up to 
see that the book is returned on time.   

 

5.2.1.8 Special Procedures for Numbering the Study Collection 
Although the items in the study collection are not accessioned they will still be inventoried and 
therefore a numbering system will allow each item to have its own distinct identifying mark. 
 
It is important that the numbering system for the study collection be different from the system 
used for the permanent collection.  The following system has been chosen to mark objects and 
books:  RH1, RH2, RH3...etc.  Two capital letters followed by a single sequential number with 
NO spaces.  Capital RH for Randall House. 
 
There will be no catalogue work sheets per se, but an inventory book will be used, separate from 
the accession book, and kept at Randall House.  The inventory book will list the item by object 
name and mark, a brief description, and the date on which it was acquired for the study 
collection 
 
Once a year, at the end of the season, an inventory of the study collection should be performed 
by the curator. 
 

5.2.1.9 Records Management 
The records management of the collection will be comprised of two stages.  The primary 
documentation stage will deal with the identification and proof of title for each artifact.  The 
secondary documentation stage will begin following the issuance of an official gift agreement or 
receipt and will involve the preparation of finding aids and support files. 
 
Primary documentation stage: 
• If the source is a donor, issue a temporary receipt and an initial information letter.  Develop a 

proposal for acquisition and determine if the artifact should be accepted or rejected. 
If the object is rejected:   
• the object is returned with a letter detailing the reason for rejection.  File all documentation in 

donations rejected file for current year plus 6 years, then destroy. 
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If the object is accepted:   
• a gift agreement is signed and returned, or a loan agreement signed and returned. 
• an accession number or loan number is assigned and the artifact tagged with the accession 

number or loan number 
• an artifact accession form is completed, or an incoming or outgoing loan form completed - 

both electronically and on paper.   
 
Secondary documentation stage: 
• Accession documentation file - filed by accession number:  contains the accession form, 

appraisal, bill of sale, copy of gift agreement, list of artifacts within the accession, patent 
records, condition report, research and/or newspaper articles pertinent to the artifact, 
correspondence, receipts etc. as appropriate.  This file is retained permanently.  Since it is a 
vital record a second copy of the computer disk on which it is also recorded is kept at the 
ECWA and updated at the end of each season. 

• Incoming and outgoing loan files - filed by loan number:  contains the loan agreement, 
condition report, correspondence, receipts, photographs and any other information about the 
loaned or borrowed artifacts.  This file is retained permanently. 

 
  

5.3 EXHIBITS 
Introduction 
"Museums are about objects" someone once said, and the way in which the objects which form 
the collections are conserved, interpreted and displayed to the public, are at the core of what the 
Randall House does.  
  
Policy 
Exhibits should focus on the objects whenever possible rather than on written explanation, 
although concise, clear explanatory labeling is part of a good exhibit. 
 
There are two types of exhibits at the Randall House Museum - permanent and temporary.  
Because the museum is arranged as a historic house the permanent exhibits are the large pieces 
of furniture in the various rooms, which are seldom if ever moved.  Smaller items can be 
rearranged each year within the rooms and rotated back to the storage areas for necessary "rest" 
periods.  
 
In order to attract new visitors to the museum, and to encourage persons who have visited before 
to return, it is important for new exhibits to be on display at the museum every year.  These take 
the form of temporary exhibits which may be designed and mounted by the curator, the exhibits 
committee or volunteers supervised by the curator and the exhibits committee.  Large temporary 
exhibits are displayed in the temporary exhibit room behind the parlour on the ground floor.  
Smaller exhibits can and should be arranged in individual rooms throughout the house and 
should be appropriate to the theme of the room, for example china and glassware in the dining 
room, children's toys and books in the children's room, cosmetics and women's accessories in the 
bedroom, or trunks in the attic.  Special mannequins are being created so that clothing can be 
displayed without damage.  As mannequins become available, a few items of formal clothing can 
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be shown in the parlour, for example nightclothes in the bedrooms, childrens’ clothing in the 
children's room.  

5.3.1 Procedures 

5.3.1.1 Permanent & Temporary Exhibits 
When items are being rearranged from room to room, or moved back and forth from storage, 
their new location must be noted both on the computer and the paper record, so that they can be 
located at all times. 
 

5.3.1.2 Care & Diligence 
The objects being moved, displayed and transported for exhibits must at all times be treated with 
the greatest care and diligence to avoid damage.  Cotton gloves are worn when handling textiles, 
costume, photographs and paper artifacts to avoid oils from the skin touching the object.  
Costume sleeves, bustles etc. are padded with acid free tissue to avoid compression.  When being 
transported they are packed in acid free tissue and surrounded by layers of bubble wrap or 
padding so that they do not move within the packing container.  Large objects like furniture must 
be completely covered by a padded blanket.  When on display, labels are never pinned or stuck 
to the object, but placed beside it. 
 

5.3.1.3 Labeling  
At the present time (2006) the number of explanatory labels within a room is being reduced in 
favour of a "room sheet".  A general and brief explanatory label will be displayed on a stand near 
the entrance to the room, and several laminated sheets will be available for visitors to use while 
they are in the room, which give a more detailed description of items within the room.  These 
sheets are to be left in the room when the visitor leaves. 
 
Wherever possible no thumbtacks, pins or nails are to be driven into the woodwork of the house 
(i.e. mantels, windowsills, doors and doorframes).  Where a label or sign must be attached, use 
non-staining sticky gum.   
 
Wherever possible paper posters, notices and instructional labels are not to be stuck to the 
wallpaper.  When this is unavoidable any paper notice or label should be mounted on heavy 
paper or card and affixed with non-staining sticky gum. 
 

5.3.1.4 Label Standards 
Labeling throughout the house is becoming standardized, on both permanent and temporary 
exhibits.  What follows is intended to give guidance to persons designing exhibits for the first 
time, and to give uniformity and cohesion to the many different labels throughout the museum.  
• Paper:  Labels should be typed on white or pastel coloured paper, and mounted on a 

contrasting, darker background.  For permanent installation they should be printed off on 
Avery self-adhesive labels, and then mounted on rigid foam core of the standard dark blue 
colour used throughout the museum.  Inexpensive plain paper labels can be mounted on 
coloured construction paper or other coloured backing for temporary exhibits as the designer 
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chooses.  Where paper labels and mounts are being made they must be carefully measured 
and cut with a guillotine (the museum has one) or paper cutter to ensure clean edges. 

• Margins:  There is a margin around all sides of permanent labels of at least ½".  Caption 
labels may be less.  Margins on the top and bottom should be equal in width and margins on 
the sides should be equal in width so that the label text appears in the centre of the space 

• Justification:  Label text is left justified or centred.  Usually large explanatory labels are 
centred, while caption labels are left justified.  The title appears in bold type on the first line 
of the label.  Italics may be used for emphasis, for ship names, book titles etc. 

• Colour:  Coloured ink may be used, but generally labels will be in black ink. 
• Line length and Spacing:  the standard caption label is between 40 and 65 characters, 

including spaces, punctuation and letters.  Text is single spaced. 
• Font Style in permanent and temporary exhibits is Times New Roman.  Occasionally other 

styles are used in temporary exhibits for specific purposes such as the script used in the Dear 
Dottie…exhibit for the old letters. 

• Affixing them:  Labels will be affixed to the bulletin boards in the temporary exhibit room 
with short black map pins (or another colour if desired to make them unobtrusive.) Where 
pictures need to be affixed to the plaster wall use non-staining sticky gum.  Whenever 
possible labels for artifacts should be laid or propped next to the artifact, rather than stuck to 
it. 

 

5.3.1.5 Label Types 
The types of possible labeling for exhibits have been reduced to four : 
• The Title or Headline:  One per exhibit to attract attention.  The largest in size and generally 

only used in the Temporary Exhibit Room, or on posters advertising the exhibit.  (at least 72 
point and bold) 

• The Secondary or Subheading:  Used as a title for different sections of the exhibit.  At least 
48 point or larger and bold. 

• The Main or Explanatory Label:  Used for explanatory text within the different sections of 
the exhibit.  24 point and bold. 

• Captions:  Used to explain individual pictures or objects in the exhibit.  20 point and bold for 
the caption title, 18 point for the text.  Can also be used for pictures and objects requiring 
explanatory labels throughout the museum. 



SECTION 5-COLLECTIONS 
 

Wolfville Historical Society Reference Manual 
 

 
 

5.4 SOCIETY PAPERS 
 
Introduction 
The following refers to all Society papers with the exception of collections documentation, 
which is covered in Section 5.1 of the Collections Management Policies and Procedures. 
 
Paper documents and communications of all sorts are retained by the Society for three reasons:  
to show compliance with statutory requirements, for reference concerning completed, on-going 
or annually repeated activities, and for the historical record.  Certain financial records are 
required by law to be kept for the period of statutory limitation. 
 
Policy 
The current, inactive and archival papers of the Society are collected and arranged according to 
the  procedures which follow.  The Society archives consist of records generated by the Society 
in the course of its day-to-day operation since its inception.  Historical archival documents are 
accepted by the collections committee in accordance with the acquisition policy. 
 
Procedures 
At the end of each year the current records are collected by the secretary from all officers, board 
members, committee chairs and the memorial trustees.  They are sorted to remove duplicates, 
material generated by other organizations such as ANSM, and material without permanent value, 
then arranged and stored as inactive files. 
 
Because conditions at the Randall House constitute a risk for the storage of inactive and archival 
papers, an arrangement has been reached with Acadia University to store numbered and 
identified boxes in the ECWA as a courtesy to the Society, giving access by prior arrangement 
during regular hours.  A written agreement exists between Acadia University and the WHS about 
the terms of the arrangement  (see Appendix 1).  A finding aid has been prepared to identify 
material held in the collection (see Appendix 2).  Some fonds are part of a special joint custody 
agreement with the university but all Society material remains the property of the WHS.  
 
Note:  The WHS papers should not be confused with the Watson Kirkconnell papers, even 
though some WHS material, which originated during Dr. Kirkconnell's long presidency of the 
Society, is contained in them.  The WHS may photocopy relevant material from the Watson 
Kirkconnell papers but has no claim to the originals which remain the property of Acadia 
University. 
 
Annually, papers and documents aged three to six years, and material for permanent retention, 
will be sorted again and then deposited with the Society's archival collection by the Archivist.   
 

5.4.1 Material which must be kept permanently  
• legal documents (deeds, constitution, bylaws) 
• all governance documents 
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• minutes of board and Society general and annual meetings 
• minutes of the RHMC 
• membership records 
• annual reports and financial statements 
• records of donations that are subject to a direction by the donor (e.g. the memorial 

foundation) 
• financial ledgers, account books and journals 
 

5.4.2 Material which must be kept for the time stipulated  
• duplicates of receipts for a minimum of 2 years from the end of the calendar year in which 

they were issued 
• invoices, bank statements, cancelled cheques and cheque stubs, and records of fundraising 

campaigns must be kept for a minimum of 6 years from the end of the fiscal period to which 
they relate 

  

5.4.3 Other Material Which Should be Kept to give a Full Picture of the Society's 
life 

• minutes of committees other than those mentioned above 
• important correspondence 
• newsletters 
• copies of important talks 
• histories of the Society and related publications 
• scrapbooks and identified photographs 
• film, sound, voice and video recordings 
• property records, architectural and landscape plans 
• research materials, photographs and other notes generated by the memorial fund trustees. 
 

5.4.4 Records Which are not Retained in the Society Archives 
• records which are not created by the Society, such as those from the NSM,  the ANSM, the 

former FNSH  and the CCI.  Keep important correspondence between the Society and these 
groups, however. 

• educational materials and bulletins from the above groups which are useful for museum 
management, collections documentation and care, or exhibit preparation.  These should be 
kept in the office or in the research files at the Randall House. 

• duplicates of Society materials 
 

5.4.5 General Guidelines for Books, Archival and Research Papers 
• Notes must be taken in pencil to avoid damage to the documents 
• No marks or notes in either pencil or ink are to be made on any book or paper once it  has 

been accessioned or archived 
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• Metal paper clips, staples and elastic bands will damage paper as they deteriorate.  Plastic 
coated paper clips may be used 

• Never use Scotch tape, masking tape, rubber cement or glue for mending or securing prints in 
albums.  All of these will deteriorate and cause damage. 

• Tie bundles of files or books together if necessary with cloth tape or strips of old sheeting 
rather than elastic bands and string.  Food and drink are not permitted in the library research 
office at Randall House or at the archives at Acadia. 

• White cotton gloves (supplied) are used when examining photographs. 
 

5.4.6 What to Keep the Records In 
• Acid-free containers, envelopes and files are the best storage materials.  Use acid-free 

protection or mylar sleeves for the oldest and most valuable items.  These are available from 
library and archival suppliers like Carr McLean, 461 Horner Avenue, Toronto, Ontario, 
M8W 4X2.  Phone toll free 1-800-268-2138 

• Photographs:  Use archival quality plastic album pages, acid-free envelopes or archival 
quality page protectors for storage.  The popular sticky-page albums will eventually damage 
the prints and should not be used.  Because colour photographs fade more quickly encourage 
the Society to take at least some black and white photographs of contemporary events. 

• Scrapbooks:  Use an album with acid-free paper and use only archivally acceptable 
adhesives.  Don't take old scrapbooks or albums apart but interleave the pages with acid-free 
tissue paper to slow the inevitable deterioration.  

• Sometimes photos and cards can be removed from old black paper albums without damaging 
them.  If this is done, keep the album separately and record the accession number on the page 
from which they were removed.  This enables the album to be reassembled temporarily for an 
exhibit or other purpose. 

• Newspapers and newspaper clippings:  Modern newsprint deteriorates rapidly because of its 
high acidic content. Trim and photocopy all newspaper clippings onto good quality paper 
before filing.  Write in pencil the name of the paper and the date in the margin before 
photocopying. 

 

5.4.7 Storage of Computer Disks, CD’s, Digitized Photographs, Tapes, Records etc. 
This section is under development 
  

5.4.8 Disposal of Material 
• At least three persons (the president, the secretary and the archivist) should have read these 

guidelines or taken professional advice and should agree before any records are destroyed. 
 

5.5 CIVIC MEMORIAL BOOK 
 
The Civic Memorial Book's compilation and updating is a special circumstance managed by the 
memorial fund trustees. See section 4.3. 
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The Jost Report on the Randall House, prepared by H. Jost (Jost 
Architects Ltd.) 1996, is located in printed form in the Society Archives, 
in the Property Committees files and at the Randall House. 
 
The Kraus Preliminary Report on Character Defining Building 
Elements Conditions at the Randall House, 2008, follows in digital form.  
Printed copies are with the Property Committee files and at the Randall 
House. 
 
The Strategic Plan for the Wolfville Historical Society, prepared by 
Arbic and Associates, and adopted by the Society in 2010, is in the 
Society Archives, and with the Secretary’s files. 
 
The Concept Plan for Interpretation at the Randall House Museum, 
prepared by Ar bic and Associates in 2009, was received but not 
adopted by the Society.  Copies exist in the Society Archives and in the 
Secretary’s files.    
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RANDALL HOUSE  

PRELIMINARY REPORT 

CHARACTER DEFINING BUILDING ELEMENTS AND CONDITIONS REPORT 

OBSERVATIONS AND RECOMMENDATIONS 

By Eric Krause 
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www.krausehouse.ca/krause/  

November 27, 2008 

---- To See or To Save Enlarged Versions of Images,  
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and Follow the Hyperlinks ---- 

 
[Images will load slowly] 

Preface  

On Thursday, September 18 to September 20, 2008, I visited the Randall House to 
undertake an investigation. Accompanying me was Lynda Krause, research transcript 
assistant.  Our arrival was in response to a July 7 2008 invitation from the Wolfville 
Historical Society. Greeting us was Bonnie Elliott, Curator, who cheerfully provided us 
with invaluable help whenever requested of her. 

One of the major goals of the Society is to produce a long-term “Strategic Heritage 
Conservation Plan.” In it, no doubt will be references to the excellent 
recommendations of an earlier conservation report of March 1996 undertaken by Jost 
Architects Ltd. As a condition report, it assessed physical elements in visible peril, and 
offered up some advice for their protection. Many of their recommendations were 
subsequently implemented.  
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However, a strategic conservation plan that does not first reference character defining 
building elements is really putting the cart before the horse. Condition reports are 
invaluable within the context of the immediate moment, but without an intimate 
knowledge of the building’s structural chronology, irretractable or expensive actions 
that occur may later be second-guessed.  

The basis of this present report, which draws upon my research undertakings of both 
2007 and 2008 are three preliminary check lists. They are on-going and updatable in 
that they are based on subsequent visits or research findings. Their short titles are:   

• A Preliminary Historical Check List of Character Defining Building Elements, 
Structural and Architectural: Main House  

• A Preliminary Chronological Check List of Upgrades and Repairs  

• Condition Report: A Preliminary Check List of Conservation Observations and 
Recommendations 

 As expected - which is in the nature of any on-going research project - each check list 
has raised additional issues will which need further trips to resolve or confirm. 
However, in total, they are populated with sufficient elements, upgrades, repairs, and 
condition observations to provide the Society with a preliminary roadmap for the 
design of a comprehensive conservation plan. 

My next visit to the Randall House will concentrate on producing a Preliminary 
Historical Structural and Architectural Report. It will identify most, if not all of the 
character defining building elements of both the Main House and South Ell. It may 
also refine those elements listed below when pending questions outlined in the several 
check lists noted above are better fleshed out. 

This report includes but some of the many photos taken for research purposes. Please 
open the thumbnails to see an enlarged version.  

-------------------------------------------------------------------------------------------------------- 
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Some Examples of Character Defining Building Elements Worthy of Protection - The 
Main House 

Exterior 

The character defining building elements which are listed below are but some of those 
physical elements (materials, features, structural, and their details), whether apparent or 
hidden, that are important in defining the overall heritage value of historic Randall House 
as a colonial to Georgian house (1700 - 1830). Elements of a later date, also worthy of 
preservation, exist as well, but are not listed here. They will be in the historical report 
previously mentioned. Thus elements not listed below ought not to be considered 
elements to be destroyed or replaced prior to the issue of any in-depth historical structural 
report on the building. 

• Architectural Style 
The Randall House displays the appropriate layout and rectangular symmetry of a 2-
1/2 storey Colonial to Georgian (1700 - 1830) house (this style, when with added detail, 
is known in Canada as Neo-Classical (1820-1860), or in the USA as "Adams Federal" 
(1780s - 1820s), or simply Federal). The Randall House has four rooms on each of the 
two main living levels, that is, "four over four," each accessed by a central hallway and 
its stairwell. It also has two interior brick chimneys, built appropriately near but not at 
each of the gabled outer ends.  

Up front, its corner boards are recessed single panelled pilasters on a tall plinth, with a 
capital consisting of a frieze, back-band and shelf. Less embellished are the corner 
boards at the rear of the building. [Images will load slowly] 

        
Non-embellished ground and above windows are double-hung, "six over six." The 
applied back bands (Ogee) and drip caps of the windows are simple. The windows are 
aligned with the upper storey ones (five across) set very close to roof eaves built with a 
minimal overhang, with a trace of a bell cast in its slope. Below, there is the requisite 
centered entranceway and portico. [Images will load slowly] 

     
 
That an earlier building grew into this one, or that this building underwent any profound 
construction modifications is not evident. Changes did occur, however, and are generally 
observable. 

------------------- 
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• Portico 
 

In the 1930s, Clara Dennis photographed a house which the Nova Scotia Archives has 
identified as the “DeWolfe House, Wolfville, NS”. It is remarkably similar to the Randall 
House. Here, seen on a small internet version of the Dennis photograph is a Georgian 
portico covered the centered entranceway with two upfront (and perhaps two rear 
columns) capped by a pediment that covered the doorway.  
 
The present portico of the Randall House is a c. 1947 replacement feature. It is neo-
classical in that the porch utilizes classical detailing as a form of decoration. Here, in this 
instance, the portico has pilasters (front and back, with differing paired capitals) instead 
of columns holding up a broken pediment. Up front, the plinth is short; in the rear it is 
tall. 
 

------------------- 
• Central Entranceway 

 
In the same Dennis photograph, the doorway was apparently framed by two columns. 
Just beyond, to either side of the columns, were large side-lites (4 each) reaching down to 
the lower rail of the panelled door, but above the door there was perhaps no transom. 
A possible later upgrade, today’s Randall House entranceway is relatively centered. It 
is simple and unadorned, with a panelled door, and a rectangular transom (10 
lites) and side-lites (10 each) with glass panes relatively larger than expected in neo-
classical. To each side of the side-lites stands a pilaster. [Images will load slowly] 

   

------------------- 
• Heavy Timber Frame 

The timber ground sills of the main house rest upon a masonry foundation.  Above it, 
however, the exact structural framing design of the exterior perimeter walls is yet to be 
totally understood.  Still, the range of exposed Basement, Second, and Attic Floor 
framing suggests the heavy timber (perhaps braced) technology that is typical of the 
18th and early 19th centuries. 

Most enlightening is the First (ground) Floor framing system. Here is an eastern main 
girt and a western main girt. Each is approximately 29 feet in length and runs north-
south. Each extends the entire depth of the house, ground-sill to ground-sill. Normally 
considered cellar (or first floor chimney) girts, in this house they define the central 
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passageway that contains the main stairwell. Whether they originally received vertical 
support from below remains a moot point. 

In turn, to either side of the east and west chimney bases, is a northern “summer” 
beam and a southern “summer” beam. Each runs east-west. They extend from ground-
sill to main girt.  

Each” summer” in turn collects the majority of the flooring joists. They run north-
south and extend from “summer” to ground-sill. Consequently, the flooring boards, 
which cross these joists, run east-west. 

Beneath the central passageway, and where required, the main girts also collect 
flooring joists. These run east-west and extend between the two main girts. 
Consequently, the flooring boards run north-south. 

Although the same system no doubt exist for the Second Floor, given that here the 
flooring board pattern replicates itself exactly, the Attic Floor framing apparently 
differs. On the top floor, all the flooring boards run north-south, unexpectedly 
perpendicular to the roof rafters. 

Within the building, a defined wall expected of the Georgian period, separating the 
front rooms from the rear, does not run parallel to the roof ridge. [Image will load 
slowly] 

The Randall House   has a number of apparent corner and intermediate 
posts visibly cased-in with vertical boards. In this period, they are not unexpected 
within the rooms of a  building of this type: For example, The Martin House Farm 
(1715), Swansea, Massachusetts; "Anderton's Desire" (c. 1783 or earlier), East New 
Market, Dorchester County, Maryland ; or The Koch-Solomon House (mid-1700s), 
Lunenburg, Nova Scotia. In post-colonial constructions they appear too, such as in the 
1820's addition to the Zachariah “Zack” Talley House, Sumner County, Tennessee.  

Exposed corner posts also appear in transitional timber framing that found its way, for 
example, between 1780 and 1850, into Vermont. Here builders wished to replace the 
traditional larger intermediate posts between the corner posts with smaller posts, like 
dimensional 2 x 4's. Naturally, if the smaller posts lined up with the exterior face of the 
corner posts, they would not line up with the interior face. 

If a builder then finished off his interior walls between, rather than against, the corner 
posts, these posts might remain exposed. The builder perhaps then added a decorative 
bead for example, or not. Otherwise, he might box them with boards, with or without a 
decorative finish. 

However, the fact that several cased “posts” in the Randall House have quarter-round 
beading facing into the room, that even more have no beading at all, and that two 
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have apparently gone missing, suggest that these casings are decorative and not hiding 
a functioning framing member. 

Not expected are two odd wall jogs, one in the south- west corner and one in the south-
east corner of a room, to either side of a fireplace.  

------------------- 

• Roof Rafters 

Within the Attic, the rafters are half-dovetailed, mortised and tenoned to collars. 
[Images will load slowly] 

      Assembled they are without a ridge 
beam. 

------------------- 
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• Boxed Eaves 

Exaggerating the true impression of the existing boxed eaves is the design of the 
modern rain gutters. 

------------------- 

• Wall Sheathing, Clapboards, and Roofing Sheathing 

In the Attic portion of the gable ends, and perhaps on all of the building’s exterior 
walls, the sheathing boards have tightly bevelled, flush joints. [Image will load slowly] 

 

This joinery, when the boards were left exposed as a final wall finish (for example, in 
early 18th-century colonial Louisbourg), proved relatively weather-proof. Even more 
robust were they when covered afterwards by clapboards or shingles (at assorted 
colonial New England locations.) Additionally, they served at Louisbourg beneath both 
shingled and slated roofs. 

The sawn clapboards of the house are tapered (feather-edge) along their top lengths. 
They are without any decorative finish along their lower edge (butt). Running into the 
corner boards, they are nailed across their face, but their large headed nails are not 
readily apparent. [Image will load slowly] 

 

------------------- 
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• Chimney Masses and Perimeter Foundations 

Both chimney masses are of roughly-laid rubble stone, perhaps originally laid either 
dry or with a clay- or lime-based mortar, without any pointing.  

In contrast, where the exterior top of the rough perimeter foundations are visible, it 
consists of more carefully laid, mortared bricks. 
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------------------- 

Interior 

------------------- 

• Basement Fireplace Bases 

The east and west bases are constructed of rubble stone reinforced with interlocked 
wooden beams reminiscent of crib-work. For sure, a random beam laid here or there to 
bond such work (whether laid in a lime- or earth-based mortar) was not uncommon in 
the 18th-century. However, the as- found system is a most unusual defining element. 

 More usual is the servicing of floor-above fireplaces with below- floor hearth cradles. 
[Image will load slowly] 

  They are quite defining of 18th-century buildings elsewhere. 

------------------- 

• Fireplace Chimneypieces 

The existing wooden fireplace chimneypieces - excepting for that of one room - all play 
off the same theme: flattened columns (pilasters) upon the legs, with block feet, raised 
end tablets, and a crown supported, moulded mantle shelf. 

They may be remarkably similar to the one in the parlour of the T.A.S. DeWolf House 
(Wolfville). [Images will load slowly] 

     Only the embellishments differed. 

The kitchen chimneypiece: The odd one out. [Images will load slowly] 

     

------------------- 

• Vertical Board Partitions 
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Not unexpected of a heavy timber frame building, in it, most, if not all, of the original 
interior partition walls are of beaded, tongued and grooved vertical boards. Where 
plastered, they have laths. 

Generally securing the partitions at floor level are nailers. Placed on the long edge 
opposite the side on which the boards butted is a chamfer.  

Chamfered nailers are a common feature of colonial construction.     

 [Images will load slowly] 

------------------- 

• Doorways Set In Vertical Board Partition Walls 

Some of the doorways in the board partition walls exist without surrounds known as 
architraves. In this unadorned work, the joinery that finished off the opening is 
sometimes starkly plain. A more upscale joint, and one requiring additional hand 
labour, is the mitred and moulded tenon joint. The moulding here, as in colonial times, 
is the quarter round. [Images will load slowly] 

      

------------------- 
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• Laths 

Other than split boards  found in the plastered ceiling in the Basement, 
all laths examined to date are machine-made. [Images will load slowly] 

 

Circular-sawn laths did not exist until c. 1815-1820 (if not a bit earlier). 

------------------- 

• Horizontal Board Wainscotting 

A simple wainscotting of horizontal boards, with plastered walls above the chair rail, 
harps back to an earlier colonial period rather than Georgian. [Image will load slowly] 

 

------------------- 
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• Chair Rails 

Protecting plaster walls, chair rails vary in design throughout the house. [Images will 
load slowly] 

     

------------------- 

• Flooring Boards 

In at least two rooms, where the original flooring was of boards one layer thick, splines 

(loose or slip tongues) was the joinery of choice.  [Image will load 
slowly] 

------------------- 

• Door Types 

The panelled door is common. Of these, the most interesting type consists of vertical 
boards: The side stiles, as well as the top, bottom and lock rails, of these four panelled 
doors are applied on one side to two vertical boards, with the opposite side left plain. 
The mouldings of the panels are formed as part of the stiles and rails.  
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These doors were designed for closet use with the panelled side facing into the main 
room. [Images will load slowly] 

------------------- 

• Window Style 

Throughout the house, a 19th-century style not unknown in the USA stands out: Here 
the architraves extend to floor level. Between these surrounds, below sill level, detail 
work may still exist, presently covered over with insert panels. [Images will load slowly] 

       

-------------------------------------------------------------------------------------------------------- 
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Some Examples of Character Defining Building Elements That Require Additional 
Research 

Exterior 
• Heavy Timber Frame 

Not yet totally understood is the exact structural framing design of the exterior 
perimeter walls. That would include the use of braces, exposed corner and intermediate 
posts, and odd jogs. 

------------------- 

• Wall And Roofing Sheathings 

The use of bevelled boards on all the walls of the house is inferred but must be 
confirmed. Perhaps such sheathing boards also ended up under the original wooden 
roofing shingles of the house, but were removed during a later upgrade to asphalt 
shingles. Roofers who may have undertaken this work may still be available who would 
remember them because of their unusual nature. 

------------------- 

• Rain Gutters 

 If used at all, possibly hanging off iron brackets driven into the wall plate, were 
perhaps V-shaped (two wooden boards nailed together at right angles) - with boxed 
leaders (square, consisting of four boards). Required is a closer examination of the 
cornice (or better yet, wall plate) and fascia boards for any evidence of an earlier type. 

------------------- 

• Exterior Shutters Versus Exterior Storm Windows 

Needing removal are the storm windows to determine whether exterior shutters pre-
date their use.  
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------------------- 

Interior 

------------------- 

• The Newel Posts, Balusters And Handrail Of The Main Stairs, And The 
Guardrail And Handrail Of The Second Floor Are Unmatched  

The present staircase is not the original one. [Images will load slowly] 

        

The earlier one was constructed against the same west partition (vertical boards) but as a 
boxed system with a housed stringer. Here the ends of each tread and riser were installed 

into recessed stringer routings.     If above the stringer the partition rose as 
high as the Second Floor, then only the balusters and hand-rail of the guardrail would 
have been necessary. 

To the west, the present staircase re-used this early partition wall but only in support of 
an exterior open stringer nailed to it.  To the east was another separate stringer, nailed 
here to a vertical board partition wall in support of a closed system. 

The newel post, balusters and handrail for the Main Stairs were installed together with 
the placement of the present staircase. 

The handrail and balusters of the guardrail of the Second Floor were installed possibly 
with the placement of the first staircase, although evidence of an earlier newel post not 
associated with this guardrail may exist. 

------------------- 

• Three Kitchen-To-Second Floor Staircases 
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Today partially floored with boards is possibly a Second Floor opening for an earlier 
staircase. Centred upon the present Attic Staircase, its stairs may have at one time 

continued directly down at a steep angle, into the kitchen.   Later, there 
appeared a second relatively steep staircase that began in line with, but further north of 
the existing kitchen one. Its upper section is the present upper portion of the present 
staircase. [Image will load slowly] 
The present staircase is less steep than its predecessor since its lower portion was 
extended southward. It incorporates the upper portion of the second staircase in its 
design. 

------------------- 

• Basement Staircase 

The present modern staircase has no defining heritage value. However, the ghost of a 
former staircase does exist, and requires additional investigation to flesh out its date and 
details. [Image will load slowly] 

 

------------------- 

• Vertical Board Partition Wall Locations And Additional Doorways 

There are a number of partitions within the building that did not and/or may not have 
originally existed where presently found, and with or without their present doorways. 
Their locations require explanation. 

------------------- 

• Doors, Door Hardware, Window Hardware, and Location 

A closer inspection of all the doors/windows and their removed/replaced/new hardware 
will no doubt prove enlightening. 

------------------- 

• Storm Windows 

Their date of assembly requires a closer investigation. 

------------------- 
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• Cased Corner Posts, Cased Intermediate Posts, and Odd Wall Jogs 

These multiple examples of cased posts, and several odd wall jogs, require further 
investigation, whether they be or not be decorative and/or functional. 

------------------- 

• Mortar Content 

An answer to the question of whether the original mortar content of the fireplace bases 
and of the rubble stone of the perimeter foundations is lime- or earth-based is essential. 

------------------- 

• Original Configuration of The Second Floor Room Now A Bathroom 

The 20th-century modification that produced the bathroom has masked an 
understanding of the original look of the room that it now partially occupies. 
Determining the room’s initial configuration will thus depend upon resolving a 
number of issues. Among them: Was there an extended Attic stairwell? Why no 
fireplace (thus not perhaps a colonial bedroom; perhaps a storage area)? Was there an 
interior partition(s)? And etc.? 

------------------- 
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• Heating Systems 

Fireplaces, their reconfiguration for coal/wood burning with fireplace inserts, and 
stoves (all seen in the Randall House) were the most practical method to heat a house 
until about 1916 when the use of home furnaces had just begun to replace them. This 
is not to say that home furnaces were not installed earlier than 1916. 

The initial central heating system in the Randall House was achieved by a hot- or 
warm-air furnace, which over time, was upgraded. The possible types around this time 
if the owner wished to renovate an existing multi-storied house were several. For 
example, initial research suggests the following possibilities for the Randall House: A 
single-register furnace placed in the Basement that relied on the discharge of warm air 
into the house through ductless registers placed in the flooring boards, with the cooler 
air drawn back into the furnace through registers of its own; A vertical duct system 
rising off the furnace consisting of a single oversized register and cold air returns on 
each floor; Or the more traditional system, with cold air ducts to the furnace and hot 
air leaders for smaller registers placed in numerous rooms. 

------------------- 

• South Ell 

The interior partitions re-used some historical boards. Their origin, as well as the origin 
of the building itself, remains a question for exploration.  

-------------------------------------------------------------------------------------------------------- 
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A Long-Term “Strategic Heritage Conservation Plan” 
(* Previously Noted In The 1996 Jost Report) 

Krause House Info-Research Solutions accepts no responsibility for damages, if any, 
suffered by any third party as a result of decisions made or actions based on these 
observations. 

The writing and successful implementation of any long-term “Strategic Heritage 
Conservation Plan” must consider numerous inputs. Here are but a few of them: 

• The Interpretative And Maintenance Plan 

For the building, and that of the landscape, any “Interpretative and Maintenance Plan” 
must include the Society's over-all philosophical viewpoint for their respective 
conservation. This philosophy, I would recommend, be minimal intervention that 
maximizes retention, the repair of deteriorated features, or its stabilization, and public 
explanation (through exhibit, guide, handout, publication, etc.) thereof. 

This site holds a wealth of character-defining elements (as must be defined in a final 
“Historical Structural and Architectural Report”, and an “Archaeological Report”). These 
elements must be conserved whenever possible through a proper maintenance 
programme that "entails periodic inspection; routine, cyclical, non-destructive cleaning; 
minor repair and refinishing operations; [and] replacement of damaged or deteriorated 
materials that are impractical to save." [Parks Canada Standards Guidelines] 

The Society must develop written standards for the refinishing and the replacement of 
character-defining elements such as original soft bricks, paint, plaster, etc. For example, 
damaged bricks can be repaired, or they can be replaced and if replaced, with what 
(vintage, salvaged, new, custom-made reproduction)? Paint removal can be limited with a 
reapplication of protective coatings but with what (historical oil-based, or modern)? 
Stress repairs using lime- or earth-based or gypsum plaster upon historic materials 
applied in a traditional manner may seem logical, but would catastrophic failure 
necessarily mean dry-wall as a replacement? And while a major replacement of an 
element may seem obvious, a "Dutchman" repair (take out and replace only a part) may 
actually achieve the same goal. 

------------------- 

• The Review and Chronicle of Maintenance Records 

*Chronicle all maintenance decisions with written and photographic documentation.  

------------------- 

• The Review Of Other Records 

Review past treasury expenditures and the historical record to determine the date and 
type of earlier repairs or alterations. 
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------------------- 

•  A Final Historical Structural and Architectural Report 

A final report must identify, to the degree possible, the character defining building 
elements of the Main House, South Ell and landscape. Prior to its issue, several 
preliminary reports may be necessary so as to provide some direction as soon as possible.  

------------------- 

• An Archaeological Report 

In the Basement, for example, the modern flooring of crushed stone, with sheet 
polyethylene beneath  and a path of duck boards above, is no doubt protecting the 
possibility in the future of an archaeological investigation that could determine the 
original flooring material (of the formerly finished room in particular), or settle other 
matters.  

On the property, for example, archaeology could provide many useful conclusions, 
including a determination if an historical rather than modern approach would address 
current drainage concerns. 

------------------- 

• *The Issue Of Building Load 

*Because the building does not meet current [load] requirements, place limits on the 
number of people in the building at any one time. 

2008 Observations: 

In the Basement, nothing suggests that the load upon any area from above is excessive. 
This would include upon the two fireplace bases, upon the perimeter foundations (bricks 
and stones), and upon the framing members of the First Floor. Here too, its flooring 
(ceiling) boards are in good condition, and perhaps are contributing additionally to 
building stiffness at First Floor level.  

On the First Floor, where the ceilings are original, the top casings of windows and doors 
do not exhibit any evidence of building displacement or slumping when compared to 
ceiling levels.  

On the Second Floor, where the ceilings have been replaced almost entirely, upper 
window and door frames all appear to be square and level to the ceilings excepting for the 
south-east room. The question remains however whether the original ceilings would have 
revealed any displacement.  

In the Attic, running between the flooring joists are visible an unusual east-west, perhaps 
modern, arrangement of wooden members. They are possibly associated with a loose-fill 
insulation installed upon a plastic sheathing. They might now be playing an added role in 
a loading equation. When combined with a shelving system designed to distribute storage 
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evenly and restrictively throughout the Attic, here might be a place quite useful to the 
Museum. 

------------------- 

• *The Assorted Plumbing Leaks Throughout The House 

*Cosmetic reasons only would dictate any action. 

------------------- 

• The Issue Of Paint 

It is essential to take paint samples at assorted locations within and without the house 
(e.g. walls, ceilings, floors, etc.) to determine the original site-based 19th-century 
formulas and colours (based on the Munsell colour system).  Match both as closely as 
possible with modern equivalents. 

Within the house, check to see if alligatoring (on doors for example) or paint failure (on 
walls and floors for example) is a result of natural aging, and exists through all layers. 
Such inspections may dictate what to do, whether to leave as is, to remove an outer 
layer(s) while leaving a lower one(s), or to remove all paint layers, sand, prime and 
repaint. 

*Treat the spalling and chipping of existing floor paint as an on-going maintenance 
requirement that as this paint fails naturally it should be [conservatively removed] and re-
painted where necessary. Record the location. 

Likewise treat original flaking paint on ceilings, etc. Record the location. 

Two coats of an oil-based paint upon a ceiling can serve as a proper vapour barrier where 
a conservation requirement may be in play. Such may be the case at the Attic Floor level 
(See “The Issue of Insulation and Venting” section). 

------------------- 

• The Issue Of Mortar 

It is essential to take mortar samples at assorted locations within and without the house 
(e.g. perimeter rubble stone and brick foundations, basement fireplace bases, walls, 
ceilings, interior chimney stacks, etc.) to establish the original site-based 19th-century 
formulas. In particular, determining that of the fireplace bases and of the perimeter 
foundations, whether lime- or earth-based, is important. 

Treat the original mortar finishes as an artifact with an on-going maintenance 
requirement. When necessary always replace original like with like (for example a lime 
and sand mortar) and record the location.  

The parging of stacks within an unheated attic area is always problematic, particularly in 
this building where the bricks are extremely soft. Indeed they may now be too soft even 
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for a lime mortar, which, as we know, must never be stronger than the surface to which it 
adheres. Otherwise, surely suffer the ensuing brick damage. Better, perhaps keep an eye 
on water from outside (down the sides of a stack and within a flue) and humidity levels 
within the Attic, and simply monitor the situation "as is".  

When a brick deteriorates to a critical point, then its replacement with an appropriate 
historical one - which unfortunately was not the case in the earlier rebuilding of the 
stacks, etc. - is best.  It simply must match the existing brick in material, size, color, 
texture, and finish. As for a removed brick, examples should be retained for exhibit (and 
purchase of reproductions) purposes.  

------------------- 

• The 19th-20th Century Environment 

Maintain the building's 19th-20th century historical record as much as possible, with 
exhibits and publications explaining the chronological differences. 

------------------- 

• The Issue Of Exterior Drainage 

An archaeological investigation of the landscape would determine if an historical rather 
than modern approach would address current drainage concerns. 

------------------- 
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• The Modern Furnace In The Basement 

*Insurers now often require liners even for fuel fired devices and chimneys built to 
current standards require liners. The safety of the building must be maintained but this 
may be in conflict with preserving the heritage aspects of the property. There are several 
ways to satisfy both but first it is necessary to identify the insurers' requirements.  

2008 Observation:  

A steel flue liner has been inserted in the west stack.  

When a high efficiency furnace puts out its exhaust into an uncapped or unlined chimney, 
it is putting out hot air full of moisture and some unburned impurities. This moisture 
wants to move toward the inner warmer attic instead of the colder temperatures outside of 
the building. In turn, this will hollow out the centre of bricks, which, if already soft, will 
occur sooner than later if no liner is in place. In addition, a steel liner should be insulated 
on its exterior (which is best) and capped at its top (which is best).   

------------------- 

• The Basement Humidex Ventilation System 

The single Basement Humidex Ventilation System has apparently arrested the relative 
humidity problem. However, its monitoring in all areas of the cellar is necessary on a 
continual basis to determine if the system as installed remains sufficient. 

------------------- 

• The Basement Duck Boards 

Recommended is the continued use of the duck boards whatever the original reasons for 
their placement. They restrain visitors from exploring areas of extreme sensitivity; they 
preserve the modern floor materials of crushed stone and underlying polyethylene 
sheathing; and, perhaps with barriers, should be extended to wherever the floor is now 
beginning to show wear and tear owing to the routine maintenance of modern services. 

------------------- 
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• The Main Girt System In The Basement  

The present vertical post system that supports the two, excessively long Basement girts 
appear quite sufficient. However, four additional posts, one at each end of the two girts 
next to the foundation would perhaps relieve any latent anxiety concerning the affect of 
the load of the three flooring levels above and the pressure of the roof system. 

------------------- 

• The Issue Of Soft Bricks 

 The control of water infiltration (fireplaces, attic stacks) and the maintenance of proper 
humidity levels (basement, attic) are critical to the long-term longevity of an historical 
asset suffering from an obvious fragility. Through time, their replacements will depend 
on the standard which the Society develops with respect to the material, size, color, 
texture, and finish of chosen bricks.  

------------------- 

• The Issue Of Cedar Roofing Shingles 

According to the Wolfville Historical Society Newsletter (Volume 06:2), June, 2006: The 
roof boards appear to be in excellent condition. The asphalt shingles have another c. 10 
years of life. A cedar shingle replacement is envisioned.  

Actually first in use might have been pine (yellow or white) rather than cedar shingles. 
Clearly their respective appearances would differ (pine would tend to cup, cedar might 
end up darker), as would their longevity (however, today's cedar (as well today’s pine) 
isn't as tight-grained, thus as long-lasting as in the past). Seasoned pine, however, is a 
stronger wood, suffers less in hail or high-wind situations, and in 19th-century New 
England, if of white pine, known to last on a roof 15-20 years untreated. 

• The Issue Of Insulation And Venting 

Installed, in the floor of the unheated Attic, is a loose- fill insulation. Placed upon a 
polyethylene sheathing set between an unusual, perhaps modern, set of east-west “joists,” 
this “vapour barrier” does not pass over these wooden members as recommended (See 
“The issue of paint” section). 

Also, the Attic should be constantly monitored for excess frost during the winter. If it 
appears, additional venting may be required. 

------------------- 

• The Issue Of Wallpaper 
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From assorted locations within the house recovered have been a variety of samples of 
wallpaper. Some original examples still remain in place. Their immediate analysis is 
essential before they are forgotten, lost, destroyed, or they deteriorate. 

------------------------------------------------------------------------------------------------------ 
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Conditions Report 
Krause House Info-Research Solutions accepts no responsibility for damages, if any, 

suffered by any third party as a result of decisions made or actions based on these 
observations. 

 

               

 
Basement    First Floor   Second Floor  Attic Floor 

[Images will load slowly] 

The Floor Plans Above Provide Most of the Room Designations Listed Below 

[Source of Floor Plans: Randall House, Wolfville, Nova Scotia, Conservation Report 
For the Wolfville Historical Society, By H. Jost (Jost Architects Ltd.), March 1996] 

------------------- 

MAIN HOUSE 

(*Noted previously in the 1996 Jost Report - Included here since the condition may re-
appear) 

ELEMENT 

Common Name/Room 
Number/Geographic 

Location 

Conservation 
Observations Actions Recommended 

      

  MAIN HOUSE   

      
EXTERIOR  

WALLS     

      

North Facade 
*1. Walls, roof eaves, 
and fascia.  
 

1. Paint as required. See “The 
issue of paint” section for a paint 
recommendation. 

West Facade 

*1. Some clapboards 
in some areas are no 
longer tight-fitting, 
have pulled away from 
those beneath, and 

1. Re-secure the clapboards. 

2. Paint as required. See “The 
issue of paint” section for a paint 
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thus are no longer 
weather-tight.  

*2. Walls, roof eaves, 
and fascia. 

recommendation. 

 

 

  South Facade  
*1. Walls, roof eaves, 
and fascia.  
 

1. Paint as required. See “The 
issue of paint” section for a paint 
recommendation. 

East Facade 

*1. Some clapboards 
in some areas (e.g. 
north-east corner) are 
no longer tight-fitting, 
have pulled away from 
those beneath, and 
thus are no longer 
weather-tight.  
*2. Walls, roof eaves, 
and fascia.  

*1. Re-secure the clapboards. 
2. Paint as required. See “The 
issue of paint” section for a paint 
recommendation. 

 

 

      
EXTERIOR 

FOUNDATION     

      

North Facade  

1. The rendered finish 
is in good condition. 
 
 

1. An analysis of the 
composition of the rendering is 
in order for its historical 
accuracy and for its affect upon 
the foundation bricks beneath. 
Even then, pointing rather than 
rendering would have perhaps 
been more proper. 
 

West Facade  

*1. The wall bows 
horizontally, about 2", 
towards the centre - 
and inward at the north
end [where] there is a 
split indicating a 
horizontal shift of 
about 1/2" where the 
foundation may have 
been mortared at one 
time -  on the exterior, 
but vertically within 
the Basement. 

*1. Any inward movement 
would require shoring on the 
interior. 
 
Monitor its current stability each 
spring upon opening and each 
fall upon closing.  
2. A proper pointing of the 
stones is required and would be 
more historically accurate. 

3. An analysis of the 
composition of the rendering is 
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2. The sandstone joints 
are open. 

3. The rendered finish 
over the brick portion 
is in good condition. 
 

in order for its historical 
accuracy and for its affect upon 
the foundation bricks beneath. 
Even then, pointing rather than 
rendering would have perhaps 
been more proper. 

 

South Facade  
1. Required is a further 
examination. 
 

- 

East Facade  

*1. The wall bows 
horizontally towards 
the centre on the 
exterior, but vertically 
within the Basement. 
*2. The south east 
corner has slumped 
slightly. 

3. The rendered finish 
is in good condition. 

 

 

1. *Any inward movement 
would require shoring on the 
interior. 
 
Monitor its current stability each 
spring upon opening and each 
fall upon closing 
2. Monitor its current stability 
each spring upon opening and 
each fall upon closing. 

3. An analysis of the 
composition of the rendering is 
in order for its historical 
accuracy and for its affect upon 
the foundation bricks beneath. 
Even then, pointing rather than 
rendering would have perhaps 
been more proper. 

      
EXTERIOR  

ROOF     

      

North Pitch  
 1. No conservation 
concerns. 
 

- 

South Pitch   1. No conservation 
concerns. - 

      
CHIMNEY 
STACKS     

      

West Chimney *1. Water is entering 
the flues and getting 

*1. A long term concern 
suggesting several solutions 
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into most fireboxes, 
depositing their 
moisture, ash, soot, 
spalling, and brick 
clay dust. 
 
 
 
 

including a complete sealing of 
the chimney cap (This action 
may however produce 
condensation).  

2008 Recommendation:  

Monitor immediately whether 
water is still getting into the 
flues. If so, remedial action is 
required as soon as possible. 
 

East Chimney 

*1. Water is entering 
the flues and getting 
into most fireboxes, 
depositing there 
moisture, ash, soot, 
spalling, and brick 
clay dust. 
 
 
 
 

*1. A long term concern 
suggesting several solutions 
including a complete sealing of 
the chimney cap (This action 
may however produce 
condensation). 

2008 Recommendation:  

Monitor immediately whether 
water is still getting into the 
flues. If so, remedial action is 
required as soon as possible. 
 

      
BASEMENT  

(00 Series)     

      

Room 001 /South East 
of Stairwell 

1. Dry rot is apparent 
on the surfaces of the 
timber crib work of the 
fireplace base. 
2. The west support 
for the hearth cradle of 
Room 101 is split. 

3. The Cold Tech 
Cooler/Freezer is 
producing excessive 
moisture. 

4. The floor opposite 
the Exterior Basement 
Stairwell is collecting 
some moisture. 

1. Monitor its current stability 
each spring upon opening and 
each fall upon closing. The 
wood/masonry matrix appears to 
be sound without any evidence 
of any beam failure. 
2.  Monitor its current stability 
each spring upon opening and 
each fall upon closing. 

3. Re-locate the cooler/freezer. 

4. Monitor within the Exterior 
Basement Stairwell to determine 
if natural water seepage after a 
rain is entering the Basement. 
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Room 001 /South West 
of Stairwell  

1. Dry rot is apparent 
on the surfaces of the 
timber crib work of the 
fireplace base. 
2. Wooden supports 
for the hearth cradle of 
Room 108 above are 
resting on the masonry 
rather than on a 
wooden cross beam. 

*3. The September 
1993 remedial action 
taken to re-support the 
collapsed hearth of the 
fireplace of Room 109 
above requires some 
upgrading. 
 

1. Monitor its current stability 
each spring upon opening and 
each fall upon closing. The 
wood/masonry matrix appears to 
be sound without any evidence 
of any beam failure. 

2. Monitor its current stability 
each spring upon opening and 
each fall upon closing. Perhaps 
best to insert at least one added 
“modern” beam from hearth to 
wooden cross beam. 

3. The upgrading occurred in c. 
2007. 

 

 

Room 001 /North West 
of Stairwell  

1. An earlier 
conservation effort 
that included netting 
was taken to preserve 
the lath and plaster 
ceiling of the finished 
room. 
  

1. Monitor its current stability 
each spring upon opening and 
each fall upon closing. 
 
 

Room 001 /North West 
of Stairwell  

1. The plaster on the 
south wall is in a state 
of extreme 
deterioration. 

1. Introduce the same netting as 
on the ceiling, or other material, 
to preserve this area for 
interpretative purposes. The 
Duck boards should be left 
sufficiently far away to 
discourage touching. 

      
BASEMENT 

STAIRWELL (Central)     

      

 - 1. No conservation 
concerns. - 

      
EXTERIOR 
BASEMENT     
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STAIRWELL (South 
East) 

      

 - 1. No conservation 
concerns. - 

      
FIRST FLOOR  

(100 Series)     

      

Room 110 /Front 
(Main) Hall /North 

  

1. To the west of the 
stairwell, next to it, 
from the newel post to 
the Room 107, the 
hardwood flooring 
(running north-south) 
has lifted c. along the 
line of the Basement 
main girt, which beam 
is presently jack-
supported. 
  

1. Monitor its current stability 
each spring upon opening and 
each fall upon closing. This 
issue was not mentioned in the 
1996 Jost Report . It appears to 
be related to the re-positioning 
of one of the steel lally columns 
in the Basement to beneath this 
area. This post should be re-
examined, followed by some 
positive action. 
 
The south door should not be 
reset or planed to pass over the 
bulge. 
 

Room 101 /Dining 
Room /North East 

  

*1. Possible settlement 
cracks in the south 
head frames of the 
doorways leading to 
Room 102 kitchen and 
closet beneath the 
kitchen stairway. 
2. An east-west bulge 
in the original plaster 
ceiling exists just 
north of the fireplace. 
This feature exists at c. 
the same distance from 
the fireplace as in 
room 109. 

*3. The paint on the 
floor is peeling, 
particularly in the 
south east corner. 

1. Monitor its current stability 
each spring upon opening and 
each fall upon closing. 
2. Monitor its current stability 
each spring upon opening and 
each fall upon closing. 

*3. An on-going maintenance 
requirement that as this paint 
fails naturally it should be re-
painted as required. See “The 
issue of paint” section for a paint 
recommendation. 

*4. Reset door, or plane to fit, 
prior to next painting. 

5. Monitor its current stability 
each spring upon opening and 
each fall upon closing. 
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*4. The west door, 
which (including the 
door frame) is paint 
chipped on this side, to 
Room 110 is binding 
at the wind rail. 

5. Slight sag in the 
floor as one 
approaches Room 102.
  

 

 

 

 

Room 102 /Passageway 
  

*1. The flue plug is 
loose. 
2. A slight sag exists 
in the floor. 

 

1. Monitor its current stability 
each spring upon opening and 
each fall upon closing. 
2. Monitor its current stability 
each spring upon opening and 
each fall upon closing. 

Room 103 /Kitchen 
/South East 

  

*1. The floor has 
considerable spring 
since the new flooring 
joists did not provide 
proper support. 
*2. The replaced 
ceiling has cracks, 
running north-south. 

3. Where once stood 
the original east wall, 
a considerable east-
west bulge at the south 
ground sill level exists.

*4. Staining within the 
fireplace suggests that 
water is leaking down 
the plugged flue. 

5. A slight sag exists 
in the floor, as one 
approaches Room 102.

6. The closet in the 
west wall has an 
original ceiling. 
  

1. The proper support was 
completed in the spring of 2000.
2. Monitor its current stability 
each spring upon opening and 
each fall upon closing. 

3. Monitor its current stability 
each spring upon opening and 
each fall upon closing. 

4. See the CHIMNEY STACKS 
section. 

5. Monitor its current stability 
each spring upon opening and 
each fall upon closing. 

6. Monitor its current stability 
each spring upon opening and 
each fall upon closing. 
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Room 107 /Rear Hall 
/South 

  

1. No conservation 
concerns. 
 
 

- 

Room 108 /Back 
Sitting Room (Study) 

/South West 
  

1. An east-west bulge 
at south ground sill 
level exists, in line 
with the one in Room 
103, with the flooring 
falling away to the 
north. 
 

1. Monitor its current stability 
each spring upon opening and 
each fall upon closing. 
 
 
 

Room 109 /Living 
(DeWolf Parlour) 

Room /North West 

1. An east-west bulge 
in the original plaster 
ceiling exists just 
north of the fireplace. 
This feature exists at c. 
the same distance from 
the fireplace as in 
room 101. 
 

1. Monitor its current stability 
each spring upon opening and 
each fall upon closing. 
 
 
 

      

MAIN  
STAIRWELL (Central) 

1. The handrail of the 
stairwell is bowed near 
the top, with a spring 
to it at that point that 
has produced a groove 
in the west stairwell 
trimmer. 
2. The handrail on the 
guardrail at its north 
west turn has slightly 
separated. 

1. Brace the handrail at this 
point in some unobtrusive, or 
obviously modern explainable, 
manner, to prevent further 
damage. 
1. Monitor its stability on a daily 
basis to see if the separation is 
stable. 

 

      
KITCHEN  

STAIRWELL (Central)     

      

 - 
1. Treads. 
 
 

1. The treads are considerably 
worn, but appear presently to be 
in fair repair. Restrict the use of 
this stairwell, and monitor its 
current stability each spring 
upon opening and each fall upon 
closing. 
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SECOND FLOOR 

(200 Series)     

      

200 Series of rooms 

*1. Numerous cracks 
exist in the ceilings, 
generally running 
north-south.  
 

 1. Monitor its current stability 
each spring upon opening and 
each fall upon closing. 
 

Bedroom /Room 201 
/North East  

*1. Both the plaster 
and paper of the face 
of the chimney has 
suffered old water 
damage. 
2. The bricks within 
the fireplace are soft. 

*3. Deterioration [of 
the soft bricks] within 
the firebox and 
chimney opening of 
the fireplace is 
occurring. 

4. The rendered finish 
of the fireplace is in 
good condition. 

*5. The insert panel 
beneath the east 
window displays some 
displacement. 

*6. The floors slope 
away from the 
chimney on the north 
and south sides. 

*7. The ceiling is 
cracked. 

8. The original ceiling 
in the closet is in 
excellent condition. 
 

1. Monitor its current stability 
each spring upon opening and 
each fall upon closing. 
2. An on-going maintenance 
concern. See “The issue of 
mortar” section. 

3. See the CHIMNEY STACKS 
section. 

4. An analysis of the 
composition of the rendering is 
in order for its historical 
accuracy and for its affect upon 
the foundation bricks beneath.  

5. Check for moisture. 

6. *This displacement may have 
ended some time ago.  

This condition is in line with the 
bulge in the ceiling in room 101 
and the flooring in Room 207. 
Monitor its current stability each 
spring upon opening and each 
fall upon closing.  

7. Monitor its current stability 
each spring upon opening and 
each fall upon closing. 

8. Monitor its current stability 
each spring upon opening and 
each fall upon closing. 
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Hall /Room 202 

1. Severe, deep paint 
alligatoring exists on 
the door to the Attic 
Stairwell. 
*2.  Considerable paint
alligatoring exists on 
the door to Room 204.

*3.Paint on the north 
vertical board partition 
wall is deteriorating.  

4. The flooring falls 
away (slumps) to the 
south at a point where 
the north partition of 
Room 203 ends.  Here, 
to the north of the 
slump, perhaps once 
existed a stairwell 
centred upon the Attic 
Stairwell.  

This slump continues 
into Room 203. 
 

1. A possible cosmetic issue 
whether to paint or not to paint. 
See “The issue of paint” section 
for a paint recommendation. 
 
2.  A possible cosmetic issue 
whether to paint or not to paint. 
See “The issue of paint” section 
for a paint recommendation. 
 
3. A cosmetic issue whether to 
paint or not to paint. See “The 
issue of paint” section for a paint 
recommendation. 
4. Monitor its current stability 
each spring upon opening and 
each fall upon closing. 

 

 

 

Bedroom /Room 203 
/South East  

*1. Water from leaks 
from the roof of the 
South Ell has damaged 
the west wall. 
*2. Water from leaks 
from the roof of the 
South Ell has 
produced moisture 
damage along the 
south window.  

*3. There is moisture 
damage along the 
[east] window. The 
paper is peeling and 
the paint is peeling. 

1. Monitor its current stability 
each spring upon opening and 
each fall upon closing. 
2. Monitor its current stability 
each spring upon opening and 
each fall upon closing. 
3. Monitor its current stability 
each spring upon opening and 
each fall upon closing. 
4. Monitor its current stability 
each spring upon opening and 
each fall upon closing. 

5. Monitor its current stability 
each spring upon opening and 
each fall upon closing. 
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4. The slump of Room 
202 continues into this 
room. 

5. The closet has an 
original ceiling. 

6. The top casings of 
the doors and windows 
suggest some wall 
displacement - one 
inch from east to west, 
but none north to south
on the east wall, but 1 
inch on the west wall 
running south to north. 
This is clearly visible 
even though the 
ceilings have been 
replaced. 
  

6. Monitor its current stability 
each spring upon opening and 
each fall upon closing. 

 

 

 

Bathroom /Room 204 

*1. A significant 
north-south crack 
exists in the ceiling. 
 

1. Monitor its current stability 
each spring upon opening and 
each fall upon closing. 
 

Centre Hall (Upstairs) 
/Room /205 South  

 1. No conservation 
concerns. 
 

- 

Bedroom (Children's)  
/Room 206 /South 

West  

1. The bricks within 
the fireplace are soft. 
*2. Significant 
deterioration exists on 
the face of the 
fireplace. 

*3. Water damage 
exists in the flue hole 
of the chimney. 

*4. The insert panel 
beneath the west 
window displays some 
displacement. 

5. Cracking was found 
in the original ceiling 

1. An on-going maintenance 
concern. See “The issue of 
mortar” section. 
2. An analysis of the 
composition of the rendering is 
in order for its historical 
accuracy and for its affect upon 
the foundation bricks beneath.  

3. See the CHIMNEY STACKS 
section. 

4. Monitor its current stability 
each spring upon opening and 
each fall upon closing. 

5. Monitor its current stability 
each spring upon opening and 
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in the closet. 
 

each fall upon closing. 

 

 

Closet /[Connector 
Room between Rooms 

206 and 207] 

1. No obvious 
conservation concerns.
 
 

- 

Main Bedroom 
(Patriquin) /Room 207 

/North West  

*1. A crack in the 
ceiling runs east-west.
*2. Cracks, running 
north-south exist 
inside the door to the 
centre hall.  

*3. Cracks, running 
north-south exist over 
the bed. 

4. The bricks within 
the fireplace are soft. 

*5. The lintel above 
the fireplace has 
slumped. 

6. Two metal pins 
support the metal 
grating within the 
fireplace flue opening 
and some settling of 
this feature has 
occurred. 

7. The rendered finish 
of the fireplace has 
cracked. 

8. The fireplace hearth 
and the flooring to the 
east and west of it sit 
higher than the 
remaining flooring to 
the north. 
  

1. Monitor its current stability 
each spring upon opening and 
each fall upon closing. 
2. Monitor its current stability 
each spring upon opening and 
each fall upon closing. 

3. Monitor its current stability 
each spring upon opening and 
each fall upon closing. 

4. An on-going maintenance 
concern. See “The issue of 
mortar” section. 

5. Monitor next season if this 
feature is stable. 

6. Monitor next season if this 
feature is stable. 

7. An analysis of the 
composition of the rendering is 
in order for its historical 
accuracy and for its affect upon 
the foundation bricks beneath.  

8. This condition is in line with 
the bulge in the ceiling in room 
109 and the flooring in Room 
201. Monitor its current stability 
each spring upon opening and 
each fall upon closing. This 
issue was not mentioned in the 
1996 Jost Report though it was 
mentioned for Room 201. 

Sewing Room /Room  1. No conservation - 
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208 /North  concerns. 
      

ATTIC  
STAIRWELL (East)     

      

 - 

1. Top tread is 
cracked. 
2. The south face of 
the chimney, rendered 
with mortar, is in fair 
repair. 

1. Repair required. 
2. An analysis of the 
composition of the rendering is 
in order for its historical 
accuracy and for its affect upon 
the foundation bricks beneath.   

      
ATTIC  

(300 Series)     

      

Area 301 /South East 

1. The lower portion 
of the chimney stack 
consists of soft, 
original, crumbling 
bricks.  
 

 1. An on-going maintenance 
concern. See “The issue of 
mortar” section. 
 

Area 301 

1. Three of the south-
side ties of the original 
collar-tied rafters are 
twisted and have 
pulled away from their 
half-dovetail lapped, 
mortise and tenon 
connection. 
  

1. Install a *bracket or *scab to 
insure a positive connection. 
 
 
 

Room 302 /South West 

1. The lower portion 
of the chimney stack 
consists of soft, 
original, crumbling 
bricks.  

 1. An on-going maintenance 
concern. See “The issue of 
mortar” section. 
 

Room 303 /North West 

1. The plaster walls 
and ceiling are 
deteriorating in a 
number of areas. 
*2. There is non-
current water damage 
on the plaster where it 
has been applied to the 

1. Perhaps introduce the same 
netting as on the ceiling in the 
Basement (Room 001 /North 
West of Stairwell), or other 
material, to preserve this area for 
interpretative purposes. 
2. Monitor if there is a present 
stability each spring upon 
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side of the chimney. 

*3. The floor slopes 
towards the chimney. 

 

opening and each fall upon 
closing. 

3. Monitor its current stability 
each spring upon opening and 
each fall upon closing. 

Room 300 Series  

*1. The loads 
experienced in the 
Attic overstressed the 
plaster ceilings of the 
Second Floor.   

*1. Limit the number of people 
and display items.  
 
See “The Issue Of Building 
Load” section. 

      

------------------- 

SOUTH ELL 

ELEMENT 

Common Name/Room 
Number/Geographic 

Location 

Conservation 
Observations Actions Recommended 

      
EXTERIOR 

FOUNDATION     

      

  1. Conservation 
concerns. 1. An investigation should be undertaken. 

      
EXTERIOR  

WALLS     

South Facade 

*1. Plywood was 
installed as a 
finish to the 
repaired sills at 
the back. 

*1. Remove the plywood and replace it with 
shingles. 

      
EXTERIOR  

ROOF     

      

East Pitch 

*1. There is a 
lack of clearance 
between the east 
pitch of the roof 
and the south 
window of Room 

*1.  Monitor Room 203 and Room 103 each 
spring upon opening and each fall upon 
closing for moisture entering the main house.
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203. 
      

FIRST FLOOR  
(100 Series)     

      

  
1. No 
conservation 
concerns. 

- 

      
ATTIC 

(200 Series)     

      

 - 
1. No 
conservation 
concerns. 

- 

      

 -------------------  

NORTH ENTRANCE PORTICO (FRONT PORCH) 

ELEMENT 

Common Name/Room 
Number/Geographic 

Location 

Conservation 
Observations Actions Recommended 

      

  1. No conservation 
concerns. - 

      

------------------- 

LANDSCAPE 

ELEMENT 

Common Name/Room 
Number/Geographic 

Location 

Conservation 
Observations Actions Recommended 

      

North Side of House 
1. No conservation 
concerns. 
 

- 

West Side of House 
1. No conservation 
concerns. 
 

- 
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South Side of House 

*1. The grade exists 
higher in many locations 
than the top of the 
foundations of the South 
Ell and the main building.
 

*1. Lower (minimum 8” vertical 
clearance of any adjacent wooden 
feature) and slope the grade, to a 
distant southern swale, to prevent 
ground and gutter downspout 
water from draining back into the 
building. 

  East Side of House 1. No conservation 
concerns. - 

      

------------------- 

Sources 

• Reconnaissance Research Trip to Wolfville, Nova Scotia: Randall House ~ September 
24, 2007, By Eric Krause, Krause House Info-Research Solutions  

• Research Trip to Wolfville, Nova Scotia: Randall House ~ September 18, 2008 - 
September 20, 2008, By Eric Krause, Krause House Info-Research Solutions   

• Randall House, Wolfville, Nova Scotia, Conservation Report For the Wolfville 
Historical Society, By H. Jost (Jost Architects Ltd.), March 1996 

• Circa 1814 Randall House, Wolfville, N.S., Measured and Drawn by Ronald M Peck 
(M.R.A.I.C.), April 24-28, May 1, September 6, September 10-September 27, 1984  

• Clara Dennis Collection, Old Houses, 1981-541, no. 409, 200800418, "DeWolfe 
House, Wolfville, NS",  Date: 1930s, Nova Scotia Archives and Records Management - 
http://www.gov.ns.ca/nsarm/virtual/builtheritage/exhibit.asp?ID=65  

The T.A.S. DeWolf house, built 1817 : DeWolf House parlour : May Rosina (Prat) Starr, first 
curator - http://wolfvillehs.ednet.ns.ca/historyrh.htm 
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APPENDICES 
 

Appendix 1 Archival Agreement between the Governors of Acadia 
University and the Wolfville Historical Society 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



  APPENDICES  
 

Wolfville Historical Society Reference Manual 
 

 
ARCHIVAL AGREEMENT 
 

This Archival Agreement (the “Agreement”) is entered into the      day of             2010 
(the “Effective Date”) 
 
B E T W E E N:   The Governors of Acadia University on behalf of 
     The Esther Clark Wright Archives 
     (“Acadia“) 
 

-and- 
 
      The Wolfville Historical Society 
      (“WHS”) 
 

WHEREAS  WHS is the owner of various archival collections listed in Exhibit A (the  
materials listed in Exhibit A as that exhibit may be amended, from time to time, with the 
mutual written agreement of the parties, the “Collection”), which includes the materials 
listed in Exhibit B (the materials listed in Exhibit B as that exhibit may be amended, from  
time to time, with the mutual written agreement of the parties, the “Public Collection”) 
and wishes to store the Collection; 
 
AND WHEREAS Acadia has expressed an interest in storing the Collection and has the 
staff and facilities to manage the Collection according to accepted archival standards; 
 
NOW THEREFORE in consideration of the premises, the mutual covenants and  
Agreements herein contained, the parties hereto agree as follows: 
 
 

1. Acadia hereby agrees to act as Custodian of the Collection through the Esther 
Clark Wright Archives (ECWA) as a courtesy and a gesture of good will toward  
WHS. 

     
2. The Collection shall remain the property of WHS until such time as WHS is 

dissolved or ceases to exist, at which time WHS agrees that it will assign and 
transfer all right, title and interest it has in the remaining items in the Collection,  
not otherwise allocated by the Board before dissolution, including Copyright, to 
Acadia, and will execute, or cause to be executed such further instruments as may 
be reasonably necessary or appropriate to carry out this assignment.  The parties 
agree that any materials which WHS has not secured intellectual rights to, and 
which may be included in the Collection, are retained fully and completely by 
their creators. 

 
3. Should Acadia or the ECWA dissolve or cease to exist, or should the mandate of  

the ECWA change from what it is at present, the WHS will consider this  
agreement void. 
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4. Acadia agrees that no material from the Collection shall be removed from Acadia 
without the written approval of WHS. 
 

5. WHS agrees that Acadia will not be held liable for any damage to or loss of 
material from the Collection.  WHS indemnifies, holds harmless and defends 
Acadia and its Board of Governors, directors, officers, employees, faculty, students, 
invitees and agents against any and all claims (including all reasonable legal fees 
and disbursements) arising out of this Agreement including, without limitation, 
any damages or losses, consequential or otherwise however they may arise. 

 
6. Acadia and WHS agree to the following conditions regarding access to the 

Collection: 
 

a.  WHS and ECWA staff only shall have complete access to the entire 
Collection.  WHS agrees to provide Acadia with at least 24 hours notice of 
its intent to access the Collection. 

 
b. Access to the Public Collection will be provided to Acadia staff, faculty,  

students and the general public under the supervision of ECWA staff in 
accordance with ECWA’s applicable policies. 

 
c.  All other access to the Collection shall require WHS approval. 

 
7.  This Agreement shall be for a term of five (5) years (the “Initial Term”),  

commencing on the Effective Date.  Following the Initial Term, this Agreement 
shall automatically renew for additional five (5) year periods (“Renewal Terms”) 
unless either party provides one (1) year written notice to the other party of its  
intention to terminate the Agreement.  This Agreement may be terminated in 
whole, or as to any specific title comprising the Collection, at any time with the 
mutual agreement of Acadia and WHS.  Upon termination, whether whole or with  
respect to any title of the Collection, WHS will be responsible for arranging for  
the safe transfer of the Collection materials. 

 
8. Should any provision of this Agreement be held void or unenforceable, such 

provision shall be deemed omitted and this Agreement with such provision 
omitted shall remain in full force and effect. 

 
9. This Agreement shall bind and inure to the benefit of and be enforceable by the 

parties and their respective heirs, successors and assigns.  Neither party shall 
assign or transfer this Agreement without the express prior written consent of the 
other, which consent shall not be unreasonably withheld. 

 
10.  This Agreement will be governed by and construed under the laws of the province  

of Nova Scotia and the applicable laws of Canada without reference to its conflict 
of law rules. 
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IN WITNESS WHEREOF the parties hereto have executed this agreement on the 
date 
first written above. 
 
The Governors of Acadia University   Wolfville Historical Society 
By its duly authorized officer:    by its duly authorized officer: 
 
Signature: ______________________   Signature:  
__________________ 
 
Name: _________________________   Name: 
______________________ 
 
Title: __________________________                          Title: 
_______________________ 
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Appendix to the Agreement 
between Acadia University and the Wolfville Historical Society 

showing the extent of the collection 
 
 

The Collection: 
 
Box 1A to 1D, and 1E Chronological Files, 1931-2004, 2005- 
Box 2 Publications of the Society 
Box 3 Subject Files 
Box 4 Financial Files 
Box 5 Minute Books, Financial Ledgers, Guest Books 
Box 5A to 5C Minutes of General Meetings, Board of Directors, House Committee and Randall House 
 Management Committee, Collections Committee 1993-2006 
Box 6A to 6L Photograph Collection 
Box 7 Photograph Albums 
Box 8 Oversize photographs 
wooden press Lionel Pearman photographs, ca. 1950 
Box 11 Inventories, Collection s Information, Gift & Loan Records  
Box 14A Archival Material 
Box 14B Oversize Archival Material 
Box 15 Regan Family Papers 
Box 16 property belonging to the Grand Pre Historical Society: 
 cassette tapes and transcriptions of oral history interviews 
Box 17 cassette tapes, oral history interviews by Heather Davidson 
 video cassette, and WHS addresses and events on tape 
Loose bound ledger, Cochrane's Drugstore 
 
The Public Collection: 
 
Box 9 Helen Beals Greeting Card Collection 
Box 12A to 12E The Dottie Stewart fonds:  original letters and other miscellaneous material 
Box 13A to 13C The W.H. Chase fonds: original letters, photographs, and other miscellaneous material 
Box 14C Robert Chambers cartoons 
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Appendix 2  Finding Aid: Archival Material at Acadia University 
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FINDING AID 
WHS INSTITUTIONAL COLLECTION 
updated to November 2010 
 
 
Box 1a 
Chronological files, 1941-1970 
 
Box 1b 
Chronological files, 1971-1984 
 
Box 1c 
Chronological files, 1984-1989 
 
Box 1d 
Chronological files, 1990-2004 
 
Box 1e 
Chronological files, 2005- 
 
Box 2 
Publications: 
 Golden Jubilee 1991, J. Davison, masters (original typed pages) 
 Golden Jubilee 1991, 2 bound copies 
 Diamond Jubilee 2001, H. Watts,  1 copy  

Diamond Jubilee 2001, (original pages) 
 History of the Randall House, H. Davidson, 1 copy 
 Diary of Elihu Woodworth, 1 copy 
 Wolfville's Historic Homes and Streets of Wolfville, 1 copy 
 Mud Creek, 1 copy  
 Centennial Clippings 1893, 1 copy 
 booklets and brochures 
 
 
Box 3 
Subject files: 
Archives:  Society Historian, Society Archivist 
Assessments (see Property) 
Board & Executive Members:1941-1991, 1994-1997, 1999-     
Book of Remembrance:  Manning Chapel only (see also Memorial Trustees &  
 Civic Memorial Book) 
Book Sales 
Boundaries (see Property) 
Collections:  policies, correspondence      
Concerts, Recitals             
Curators:  list of Curators, Assistants and Managers         
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DeWolf House: history 
Evaluation:  1995, 1997    
Governance:  Constitution and Bylaws, Certificate of Incorporation 
Insurance Policies (see Property) 
Jost Conservation Report (see Randall House: Jost Conservation Report)    
Membership Lists:  1992, 1994, 1996-7, 1999-2001  
Memorial Trustees & Civic Memorial Book      
Newsletters:  1994-96(2); 1997(1); 1998(3); 1999(2); 2000(3); 2002(3); 2004(1); 

2006(1); 2007(3) 
Policies & Practices (Jim Doig, 2000), see also the new Reference Manual, 2007 
Prizes & Awards, Provincial 
Prizes & Awards, Society 
Property:   

Assessments 
Insurance Policies 
Property Boundaries 

Property Maintenance: 
 Attic:  gallery 1992, vents 1999, fan 2005 
 Carpentry 
 Cellar:  oil tank 1991, floor support 1997-1999 
 Chimneys, Masonry Work 
 Drainage 1997 
 Electrical 
 Painting, exterior, 1996-97, (white) 
 Painting, exterior, 2005-2006 (yellow) 
 Painting, interior 
 Plumbing 
 Roof 1994 
 Temperature & Humidity 
 Windows 
Provincial Heritage Property           
Randall House:   

Deeds and Lease Agreement 
Concept Plan for Randall House Museum, 2009  

  history 
Jost Conservation Report 1995-96 

Shop 
Signage:  general, and specific signs on the property and highway 
Street Names 
Wolfville Historical Society: 

 History                 
 Strategic Plan, 2009-2012       
 
 
    
Box 4 
Financial Records of the past 7 Years (starts in 1998) 
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Box 5 
Minute Books 
Minute Book 1941-1952 
Minute Book 1953-1966 
Minute Book 1966-1970 
Minute Book 1970-1975 
Minute Book 1975-1990 
 
(minutes are continued in boxes 5a, 5b and 5c) 
 
Financial Ledgers 
Receipts & Expenses 1941-1943 
Cash Book 1950-1956 
Receipts & Expenses 1956-1965 
Cash Donations 1961-1963 
Receipts & Expenses 1966-1968 
 (also contains membership list and dues 1965-1967) 
Account Book 1969-1981 
Account Book 1981-1989 
Expense Book 1977 
Record Book (mainly deposits) 1984-1993 
Book Orders 1985 
Cash Book 1991 (1 page only) 
Account Book 1991-1995 
 
Guest Books 
Register "De Wolf House" 1942-1950 
Register of Visitors 1950-1955 
Visitors Book 1956-1961 
Visitors Book 1962-1966 
Guest Book summer 1966 
old ledger, unidentified, reused as a Guest Book 1967-1971 
Guest Book 1971-1973 
Visitors Book 1972 (includes visitor totals 1970, 1,545; 1971, 2,127) 
Guest Register 1973-1975 
Guest book 2003-2004 
 
 
Box 5a 
Minutes of General Meetings 1993-94, 1995- 
 
 
Box 5b 
Minutes of the Board of Directors 1995- 
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Box 5c 
Minutes of the House Committee 1994, 1997-98 
Minutes of the Randall House Management Committee 2000- 
Minutes of the Collections Committee 1997, 2001-2003 
 
Box 11 
Inventories 
Scribbler containing Inventory summer 1960 
Scribbler containing Inventory (No date but detailed.  Accession numbers go to 1982) 
Notebook containing room inventory with accession numbers up to 1982 
Loose leaf binder containing Inventory of Randall House, summer 1985, very detailed 
Blue loose leaf binder containing: 
 items at Acadia Archives (no date) 
 titles of cylinder records and list of donations 1970 
 inventory 1965, hand written and typed 
 inventory or "operation documentation", 1979 
Book/Library inventories:  
 List of books (undated, but only 153 books) 
 undated inventory 
 inventories dated 1975, 1975 revised to 1989, 1987, 1989 
  
Collections Information 
Notes for Mrs. Eaton, 1955 (some history, some accessions) 
Accession Book (hard cover) January 1970-1984 
 also contains lists of perfume bottles 1969, 1975 
Notes on Collections Acquisitions 
  
Gifts & Loan Records 
Notebook with loose pages containing very detailed gifts and loans 1949 
Scribbler containing list of loans 1950 
 accession information report 1943 
 list of missing items 
 report 1955 
Scribbler containing loans 1952 
Scribbler containing gifts and loans 1954, 1955 
Scribbler containing gifts and loans 1953, 1956 (loose),  
Scribbler 1961-1962 
Scribbler containing loans and gifts 1959, 1960 
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FINDING AID  
SOCIETY HISTORICAL COLLECTION 
updated to November 2010 
 
 
Note:  Boxes 9, 12, 13 14 and 15, marked thus **, are subject to the joint custody agreement 
between the Wolfville Historical Society and Acadia University (the Esther Clark Wright 
Archives).  Their contents may be accessed by the archives staff and shown, under their 
supervision, to researchers, as detailed in the agreement.   
 
**Box 9 
Helen Beals Greeting Card Collection 
loose leaf binder with cards from the 1870s, 1880s, 1890s 
loose leaf binder with cards from 1900s, 1910s, 1920s, 1940s 
loose leaf binder with cards undated 
 
2 album covers and some pages, from which cards had been removed 
collection of notes and articles on the history of Christmas cards 
packet of NUACE transparent mounting corners 
 
bag of post 1945 cards, NOT part of the Beals collection 
  
**Boxes 12a, 12b, 12c, 12d 
The Dottie Stewart Fonds 
05.5.1, 05.5.2, 05.5.3, 06.08 
 
**Box 12a 
The Dottie Stewart Fonds 
05.5.1   transcribed letters from Jack Johnson 1874-1881 & undated letters 
 
**Box 12b 
The Dottie Stewart Fonds 
05.5.2  transcribed letters from other correspondents 1868-1879  
 
**Box 12c 
The Dottie Stewart Fonds 
05.5.2  transcribed letters from other correspondents 1880-1884 & undated letters 
 
 
**Box 12d 
The Dottie Stewart Fonds 
06.08 The Grand Pre House Guest Book (1893-1906 and 1958-1972) with signatures of Annie 

Sullivan and Helen Kellar in 1901.  The book also contains a business card for the Grand 
Pre House ("driving tourists a specialty");  many business cards of guests; a photograph 
of the portrait of Elihu Woodworth (14x8cm) and the marriage certificate (1887) of 
Dottie Stewart and Willard C. Trenholm. 
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The guest book is in poor condition and should not be handled.  There is a photocopy of 
the book and its loose contents, as well as a CD scan of the book in the box. 

 
**Box 12e 
The Dottie Stewart Fonds 
miscellaneous material 
05.5.3  part of 2 (draft?) letters from Dottie 
 
record book of the transcription team 
 
master list of the Dottie letters & the CD of all the letters  
 
looseleaf folder containing printed extracts from the letters in the following categories: 
Earning a Living   Love and Marriage 
Travel     Childrens toys and Occupations 
Dress and Fashion   Spring Cleaning and the Servant Problem 
Food and Entertaining   Illness 
Community Affairs    Shocks and Scandals 
Books  
 
File:  empty envelopes (could perhaps be reunited with their letters in time) 
File:  torn and partial bits of letters (could perhaps be reunited with their letters in time) 
File:  poems and songs 
File:  the Dottie Stewart Exhibit, 2006.  Some copy prints, captions and extracts used in the 
exhibit. 
File:  Borden Family 
File:  Johnson Family  
File:  Patterson Family 
File:  Stewart Family 
File:  Trenholm Family 
 
collection of 16 Sunday School Journals for Teachers & Young People 1875-1879.  Not 
complete and some duplication 
 
DSF master list of letter transcriptions 
DSF CD of transcribed letters 
 
 
**Boxes 13a, 13b, 13c 
The W.H. Chase Fonds 
06.01 
 
Box 13a, Letters 

• Personal Letters: 
from Willie Chase on active service in First World War: 

27 to W.H. Chase 1916-1918 



  APPENDICES  
 

Wolfville Historical Society Reference Manual 
 

67 to Mrs. W.H. Chase 1915-1918, motto, clipping 
28 to Miss Lalia Chase 1916-1918 

16 miscellaneous family letters, 1879-1933 (includes obituaries and  
memorial card for Henry B. Webster, letter and three photographs from 
Australia from Mrs. Chase's nephew [Barclay?] 

  10 letters to Dr. Lalia Chase 1933-1954 
  miscellaneous cards, poems, mottoes, empty envelopes 
 
Working Box of photocopied letters 
Loose Leaf Binder of transcribed letters 
 
Box 13b, Photographs 

• leather and metal bound photograph album with clasp, containing 
33 mounted photographs, 12 loose photographs 

• 7 framed photos including tintypes 
approximately 126 unframed loose photos 

• autograph book, Fannie C. Webster, 1877-78 
containing miscellaneous clippings and 11 loose photographs  
(the photos are not contemporary with the album) 
 

Box 13c, Miscellaneous 
• Business papers:   

 37 freight bills for shipment of potatoes and apples, 1918-1922 
13 empty envelopes 1919-1920, addressed to W.H. Chase from Box 1186, 

Halifax (which fit the above bills) 
 financial statements Illsley & Harvey Co. Ltd.: 1913, 1914, 1918, 1919, 
    in liquidation 1922 
 Profit and Loss statements Pickford & Black Steamship Co. Ltd.: 

  1912, 1913 
• autograph book, W.H. Chase, 1877-1881 
• autograph book, Fannie C. Webster, 1877-78 

containing miscellaneous clippings and 11 loose photographs  
(the photos are not contemporary with the album) 

• The Halifax Chronicle November 26, 1930, containing editorial on a new method of 
shipping apples and potatoes initiated by W.H. Chase 

• The Wolfville Acadian, November 23, 1933, with photo and obituary and tribute to W.H. 
Chase 

• The Chronicle-Herald, February 5, 1960, containing editorial obituary and tribute to 
George A. Chase "A Valley Giant" 

• Birth certificate, Lalia Barclay Chase, December 14, 1892 
• leather bound Bible, inscribed "for Laleah from Father, [?] 1904" 
• Lalia Barclay Chase's Bachelor of Arts degree from Dalhousie, 1919 
• paperback journal, 1946,  containing Acadia University 78th anniversary programme 

1916 
• School report, Alice Webster, 1866 
• "Piece of Grandmother's dress part of her trousseau, Ina Barclay" 
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** Boxes 14a, 14b, 14c  
 Miscellaneous Archival Material 
Box 14a 
423N  The Newbery Spelling Dictionary (1765) 
278 booklet:  Wolfville, Nova Scotia Gateway to Grand Pré 
B.38 132 The Ladies Wreath, April 1852.  American magazine of literature and art   
B64 autograph album 1882-1886 of Miss Starr.  Many entries from Seminary students 

and the Prat sisters, 1 photograph  
75D28  valentine card, handwritten, (ca. 1820?) 
75N43 photocopy of letter from Experience Parker, 1797 
75P18 certificate of acknowledgement for contribution to The King George V Silver 

Jubilee Cancer Fund, signed by Roberte, Lady Bessborough 
92.19.27 Minutes of the WHS  Boys' Athletic Association, 1931-32 
92.19.29 program for opening of Wolfville High School Auditorium-Gymnasium and 

school extension, 1966 
92.21.1 Program:  Kings County Museic Festival, 1952 
92.25.1a, b Catalogue showing colour photos of two DeWolf envelopes (ca. 1851) which 

were sold at auction for their very valuable Nova Scotian stamps 
96.13.2 Memorial Record, Rev. Harley C. Newcombe, 1953 
93.14.3 bill from R.L. Hancock, grocer, 1948 
97.7.4 Memorial Service, Robert M. Warren, 1945 
97.7.5 Program:  Cadet Inspection, 1946 
98.3.4. invitation (in verse) to Armistice Dinner, 1927 
98.3.5 Program:  Dominion Diamond Jubilee, 1927 
98.3.6  movie advertising flyers or play bills from the Wolfville Opera House 
       6a  Mary Pickford in the Little American 
       6b  John Barrymore in The Man from Mexico, stamped Opera House 1915 
       6c  Blanche Sweet in The Warrens of Virginia, 1915 
       6d  Dustin Farnum in The Virginian, 1915 
       6e  Mary Pickford in Fanchon the Cricket, 1915 
       6f  Blanche Sweet in The Captive, 1915 
       6g  Victor Moore in Chemmie Fadden, 1915 
       6h  Hazel Dawn in Clarissa, 1915 
       6i  Marguerite Clark in Seven Sisters, 1916 
       6j  Blanche Sweet in The Clue 
       6k  Mary Pickford in Rags  
       6l  Marguerite Clark in The Pretty Sister of Jose 
99.1.11 Program:  Centennial Celebration commemorating the 100th anniversary of the 

naming of the Town of Wolfville, 1930 
99.14.1 Booklet:  Rosamond deWolfe Archibald, Better English Games 
99.24.2 photocopy description and time table of M.V. Kipawo 
01.4.1 Program:  the Yokohama Maid, at the Opera House, Wolfville, N.S. n.d. 
01.4.4. WW1 army records of Warren Trethewey, d. Halifax 1971 
02.10.01 program, Opera House, Wolfville:  W.S. Harkins Players in “Kick In”, February 

18, 1916. 
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03.1.93a  Article from Dalhousie Gazette: Painted from Life, by Marion Elliot 
. 93.b envelope "to my most appreciative friends, the Johnson sisters" signed ME1955   

       . 93.c pastel picture of the Nativity, mentioned in the article  
03.1.172 navigational instruction sheet or examination paper  "Oblique Trigonometry", 

"Plane Sailing" 
03.6.3 map sheet 21 H, Wolfville, Department of the Interior 
04.2.1 Souvenir Views Land of Evangeline Nova Scotia, Canada  
 published by Edson Graham, Photographer, Wolfville, N.S. ca. 1930 
       .1a Evangeline Statue in Acadian Memorial Park, Grand Pré 
       .1b the Perry Borden House at Grand Pré, N.S. 
       .1c Old Covenanter Church, Grand Pré, N.S. 
       .1d Cape Blomidon 
       .1e View from Look-Off, North Mt. N.S.  
       .1f Administration Building, Acadia University, Wolfville, N.S. 
       .1g Apple Blossoms in Wolfville, N.S. 
       .1h Low Tide at Windsor, N.S. 
05.1.1 letter on birch bark to Harding Bishop 
       .2 envelope of birch bark with 3 cent stamp 
07.1 Christmas card, black and white lino or woodcut by Helen Beals, of Randall 

House from the Duck Pond, published as a fund raiser by the CFUW, Wolfville 
Club, ca. 1967 

07.15.7 tinted postcard, Main Street looking east, ca. 1911 
07.19.1 collection of six postcards: Nazi Nursery Rhymes, "a laugh on every card" 
 Series B, Photochrom Co. Ltd. London & Tunbridge Wells 
07.33.1 Program:  Centennial Celebration commemorating the 100th anniversary of the 

naming of the Town of Wolfville, 1930, Margaret Godfrey copy 
07.34.1 the Munro family papers, textual material 
         .2 photocopy (good) of photo of George Munro 
08.10.1 Calendar:  Grand Pré National Historic site, many photos, historic and modern 
09.19.02A letter from Esther Clark Wright to Patricia Davison, which accompanied the gift 

to her of a family quilt.  The quilt is also in the WHS collection  
09.20.01A program, The Opera House, for  “Common Clay”, “The Knickerbocker 

Buckaroo”, “The Knockout”, “Turf Conspiracy”, “Oh Judy, How Could You”.  
Coming: Young-Adams Company.  January (no year).   

         .01B duplicate of 09.20.01A 
         .01C duplicate of 09.20.01A 
         .01D duplicate of 09.20.01A 
         .01E program, The Opera House, for “The Law of the Great Northwest”, “East Lynne”, 

“Not Guilty”, “Double Adventure”, “The Price of Redemption”, “Comedy”.  
Coming:  Mary Pickford in “Pollyanna”.  October (no year). 

         .01F duplicate of 09.20.01E 
         .01G program, The Opera House, for “The Road Called Straight”, Canadian Weekly 

News, “The Vanishing Dagger”, 5 Reel Feature, “Choosing a Wife”, Two Reel 
Comedy.  October (no year). 

09.20.02A Perez Coldwell memorial booklet 
          .02B program for Perez Coldwell memorial service 
          .02C letter from L. Ross Potter re Perez Monument Committee 
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**Box 14b  
Archival Oversize Material 
233/B238 Alumni News (Dalhousie) Vol. 2, No. 1, 1938, obituary of Dr. W.H.Chase 
CC559 The Acadian, November 11, 1898 
78.32.1 Camp Fire Girls Scrapbook 
93.21.1 reduced drawings and elevations of Randall House by Ron Peck, 1984 
full size drawings and elevations of Randall House by Ron Peck, 1984.  (8 sheets, rolled, 
wrapped in tissue and tied)  
95.13.3 article on the T.A.S. DeWolf house Home & Fireside Family Herald & Weekly 

Star (original) October 2, 1946  
96.2.12 Alphabet for Ledger F (index? lots of local names, n.d. but early 19th century at 

least) 
96.2.25 The Young Acadian, April 1883 
96.2.39 A Snowball Vol. 1, No. 1, March 8, 1905 local paper (original) 
98.29.1 calendar, Blomidon Naturalists, 1998 
01.12.05 photocopies of Herald clippings, 1940s 
01.28.1 photocopies of Herald clippings 1940s 
         .2 
         .3 
         .4  
07.3.1  poster of group in front of Civic Building "Wolfville is Where It's At" 
07.3.2  poster of group at Wolfville lighthouse "Wolfville Still Is !" 
07.11.1 calendar:  Wolfville Centennial, 1993 
07.22.2 large paper Valentine card (1924) in a handkerchief box 
07.37.1       scrapbook 
         .2 scrapbook 
07.38.01 hard cover notebook with what appear to be notes from a domestic science course 
 
**Box 14c  
Robert Chambers Cartoons 
06.02   original cartoons by Robert Chambers, 1957: 
06.02.01 "Are you sure that's oil?" 
         .02 "Speaking of anti-climaxes" 
         .03 "A study in ambidexterity" 
         .04 "Don Quixote rides again" 
         .05 "Oh well, it was fun while it lasted" 
         .06 "Nearing the tape" 
         .07 "Voodooism" 
         .08 "Step on it Noah - the tide is rising" 
         .09 "Cold, cold world, 1957 version" 
         .10 "The innocent condemned" 
         .11 "Guardian of the Muses 
         .12 "Expatriates return" 
         .13 "Babes in the Woods" 
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         .14 "So much to do, so little time" 
         .15 "the crammers" 
         .16 "Operation Peeping Tom" 
         .17 "Take it easy Uncle Santa" 
         .18 "11th hour electioneering" 
         .19 "Still afloat - but just barely"        
         .20 "Stop you're murdering me" 
06.05. original cartoons by Robert Chambers, 1962 (showing E.G. Haliburton): 
06.05.01 "I  didn't take office to be wet nurse to a deer" 
         .02 "Compromise 
 
 
Box 15 
Regan Family Papers 
88.10.18 Diary of Willie J. Regan 1899, during service in the Boer War 
88.10.20 William J. Regan military papers 
88.10.21 5 property deeds to Regan properties in Wolfville 
transcription of the diary 
Boer War medal, CD of the diary 
marriage certificate, William.James Regan & Elizabeth Marion Murray 
baptismal certificate, William James Regan (St. Joseph's, Kentville) 
baptismal certificate, Elizabeth Murray (St. Mary's, Mabou) 
 
 
Box 16 
Archival Material owned by the Grand Pre Historical Society 
in the safekeeping of the Wolfville Historical Society Archives 
Cassette Tapes 
Typed Transcripts of the Tapes 
 
 
Box 17   
Heather Davidson interviews on cassette tapes: 

Thelma Bishop January 17, 1993 
Bob Oulton 
Doug Hergett 
Tom Allen, November 1997 
Nan Elliott 
Peter Voss 
Eileen Bishop  
Joy Cooper 
Mary Ganong 
Russell Elliott 

Video Cassette T120: 
 Access Information Corner interview with Heather Davidson & Jeanette Denton 
WHS addresses and events on tape: 

Lumsden by Lovesey, address, April 1996 
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Story of Shipping, January 25, 1980 
Readings from R.A. Jodrey, Entrepreneur, WHS 1980 
WHS Anniversaries November 29, 1979,  30th & 38th (?) 

Acadia University celebration of Dr. Leverett Chipman's 100th birthday 
Historical Society celebration at Berwick 
 
    
Loose 
 07.2.1  bound ledger from Cochrane's, 1927-1933 
 
 
 
 
FINDING AID  
WHS PHOTOGRAPH COLLECTION 
updated to February 2010 
 
Researchers wishing to access photographs or other boxes should contact the Curator at 
542-9775 from June to September, or the WHS Archivist.  The photograph boxes are still 
being actively worked on by the Passage Project team and photographs are sometimes 
difficult to access. 
 
Note:  the Passage back-up disk is in box 6a 
 
 
Boxes 6a through to 6k  
Photographs 
 
Box 6a  CC 373 to CC 430     
CC 373 post card, Presbyterian Church on fire, August 14, 1913 
CC 374 arrival of J.W. Regan party (tentative id) at Railway Station, 1900 
CC 375 Wolfville Cadets marching on Main Street outside MT&T, ca 1940s 
CC 376 Wolfville Harbour with Skoda building, boy fishing from log raft 
CC 377 original sepia print, very clear,Wolfville Harbour at low tide  
CC 378 sepia postcard, Gaspereau Valley from the Stile 
CC 379 interior of a church, decorated with flags and flowers (see also 03.12.1 

for a similar church interior which may identify this as the 2nd Baptist Church)  
CC 380 snapshot, Godfrey House on Main Street, ca 1920 
CC 381 studio portrait of two women, taken in Kamloops, B.C. 
CC 382 studio portrait, Henry Kinsman as a young child, A.L. Hardy photo 
CC 383 studio portrait, Henriette Kinsman as a young child, A.L. Hardy photo 
CC 384 studio portrait, Dr. George Henry Horsfall DeWolf, son of Dr. James Ratchford 

DeWolf, Jas. A. Ross, Halifax, photo  
CC 385 studio portrait, of young woman, Lewis Rice photo 
CC 386 studio portrait of Wilard (sic) Kinsman as a young child, A.L. Hardy photo 
CC 387 studio portrait of Edward Kinsman as a young child, A.L. Hardy photo 
CC 388 Black River falls  
CC 389 the Duck Pond with fountain and houses on Willow Avenue 
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CC 390 "Hepplewhite Couch inlaid in Maple" (the DeWolf sofa) 
CC 391 picnic group of 18 people (from Elizabeth Higgins)  
CC 392 cropped reprint of front view by Graham, Second College Hall 
CC 393 cropped reprint, fire destroys Second College Hall, 1920  
CC 394 poor reprint, fire destroys Second College Hall, 1920  
CC 395 poor reprint, fire destroys Second College Hall, 1920   
CC 396 studio portrait of elegant woman ca 1880, W.H. Notman photo 
CC 397 reprint not in focus,Wolfville Harbour, low tide, large ship at anchor, (possibly 

the barquentine Skoda loading apples) striped Skoda Building  
CC 398 reprint Duke of Connaught's visit, parade down Acadia Street, 1912  
CC 400 reprint not in good focus, excursion steamer, 3 decks, fully loaded  
CC 401 reprint Covenanter Church from the south, unpainted, untidy vegetation  
CC 402 post card, Main Street, Graham photo 
CC 403 Main Street looking west with Hales and Witter's Stores 
CC 404 reprint, clear, excursion steamer Hiawatha proceeding out of harbour  
CC 405 reprint, view over wide cove, water beyond, Medford   
CC 406 reprint, men's hockey team, includes William Oliver   
CC 407 reprint, Wolfville sandstone post office (building is very dark) 
CC 408-411 are now in Crawley box 6g 
CC 412 original print, World War I recruiting office, Edson Graham photo 
CC 413a Wolfville Women's Hockey Team, negative (also 96.2.34) 
             b reprint, clear, Wolfville Women's Hockey Team,  
CC 414 now in Crawley box 6g 
CC 415a negative, Wolfville Girls Ice Hockey Team, 1914  
   b         reprint, Wolfville Girls Ice Hockey Team, 1914 
CC 417 original print, 3 young women, one young man (in sporting clothing ca 1920s?)    
CC 418.1         snapshots Break in the Wolfville Dyke, 1931 (set of 4) 
             .2   
             .3 
             .4 
CC 419  original print, picnic party of 20, picnic cloth spread on the ground   
CC 420 poor proof of post card, DeWolf House, Main Street   
CC 421 post card, West Main Street, with horse and buggy 
CC 422 colour post card, Covenanter Church  
CC 423 postcard, View from the Look Off, Graham photo 
CC 424 snapshot, steamer in Cornwallis River, taken from Victoria Avenue above King 

Street, small boat exiting the harbour   
CC 425a negative (1966) of old snapshot, children and men beside outdoor Wolfville 

School Rink, Acadia Villa Hotel behind  
             b  reprint (1966) of old snapshot, children and men beside outdoor Wolfville School 

Rink, Acadia Villa Hotel behind   
CC 426 colour snapshot, spirea and lilac bushes, probably Randall House garden  
CC 428a negative (1966) of old snapshot, Wolfville School Rink, Acadia Villa Hotel  
             b reprint (1966) of old snapshot, Wolfville School Rink, Acadia Villa Hotel 
CC 429 post card, Orchid Cactus at DeWolf House   
CC 430 print, toboggan slide behind the Seminary  
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Box 6b  CC 431 to CC 589   
CC 431.14-19  set of 11 postcards in a set of Sir Sam Hughes reviewing "the Highland 
                         Brigade" June 4, 1916 at Camp Aldershot, Kentville 
             .28-32    
CC 432 sepia post card, sandstone bluffs at Blomidon, Graham photo 
CC 433 faded colour photograph of the Duck Pond, 1948 
CC 434 Loading cars on the Kipawo, Graham photo 
CC 435 Acadia Stores, corner Harbourside Drive and Main  
CC 436 Duck Pond, Macaulay photo, dark 
CC 437   
CC 438.1  apple orchard in blossom 
             .1 verso Evangeline's well, Grand Pre 
             .2  Gaspereau Valley 
             .2 verso Evangeline monument and shrine   
             .3  Baptist Church 
             .3 verso Prince Albert ferry at the Cornwallis Wharf at high tide 
             .4  Acadia Street  
             .4 verso Post Office 
             .5  Entrance to Acadia University  
             .5 verso Munro Building, Wolfville School  
             .6  Main Street with Evangeline Inn 
             .6 verso Gymnasium 
             .7  D.A.R. Station  
             .7 verso Acadia Seminary 
             .8  Acadia University Hall 
             .8 verso View over Harbour mouth and Basin from high point 
CC 438.17       folder cover for above set of 16 photographic views of Wolfville area 
CC 441 Main Street looking west, with Hales and Witter's store, ca 1920 (clear) 
CC 443 Nova Scotia Horticultural Exhibit, Wolfville, 1911 
CC 445 reprint, view of orchards, buildings and roads west from Westwood Avenue (see 

CC 504 for original) 
CC 446 reprint, Second College Hall, with central entrance and drive (see CC 462 for 

original) 
CC 447.1 Mother and child (not clear) 
             .2 studio portrait of young man, B. Kisch, Durban, Natal photo 
             .3 studio portrait of very young child,Yarmouth Portrait Co. photo 
             .4 studio portrait of very young child, Yarmouth Portrait Co. photo 
             .5 studio portrait 50th wedding anniversary of Rev. and Mrs. H.C. Newcombe, 1950, 

Stewart Studio Simcoe photo  
             .6 group of five people   

 .7 Rev. Newcombe 
 .8   

             .9 studio portrait of unknown woman with rose 
             .10 studio portrait of young woman, 1906, Park Bros. Toronto photo 
            .11 studio portrait of young man, Rice, Montreal photo 
            .12 studio portrait of young woman 
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            .13 studio portrait of man, Park Bros. Toronto photo 
            .14 studio portrait of man 
            .15 studio portrait of baby and young girl, Buckley & Co. Niagara Falls Ontario photo 
            .16 studio portrait "Grand Ma Newcombe" 1905, Yarmouth Portrait Co. photo 
            .17 studio portrait of young woman 
CC 448 clear print, interior of dining room at Randall House, ca. 1949 
CC 449 clear print, exterior of Randall House ca. 1949 
CC 450 fuzzy and unclear print of Ruth Lumsden  
CC 452 Boy Scouts on Main Street c 1912   
CC 453 enlargement, First Wolfville Public School, 1864-1921   
CC 455 Earnscliffe Gardens, rear view, 1893 
CC 456 Gaspereau Valley from above and behind the Gertridge Farm 
CC 457 Academy Residence and Manual Training Building  
CC 458 post card, covered bridge on the Gaspereau at Avonport 
CC 459 Wolfville Harbour with striped Skoda building 
CC 460 view across the Dykes from Acadia Seminary with second college hall 
CC 461 view of east Wolfville from Seminary roof 
CC 462(CC446) original print Second College Hall, with central entrance and drive   
CC 463 view over Second Baptist Church showing harbour entrance, Cornwallis wharf 

and lighthouse, ca. 1900 
CC 466 print, marked and discoloured,"88 Wolfville, N.S. Main St. Looking West" copy 

showing O.D. Harris store and Witter's store  
CC 468(PH74) The Tabernacle, 1903 
CC 469 excursion steamer Hiawatha leaving Wolfville wharf 
CC 470 West Main Street, Graham photo 
CC 471 Porter Brothers store on Main Street near corner of Highland 
CC 472 John L. Brown store, Caldwell & Murray, Main corner Highland, 1879 
CC 473 Wolfville Harbour with the old Rafuse buildings 
CC 475 Entrance to Wolfville Harbour at low tide 
CC 476 car ferry Kipawo  
CC 477 reprint, clear, Acadian willows at Grand Pre   
CC 478 interior of Rand's drug store 
CC 479 covered Bridge on the Gaspereau at Avonport 
CC 480 colour print WHS Directors of the New Horizons Program (which funded the 

writing and publication of Mud Creek) 
CC 481 Wolfville school outdoor rink  
CC 482 Town Hall, Police Station and Fire Department 
CC 483 sepia post card, Blomidon, Edson Graham photo 
CC 484 one of the set of post cards CC 431 (#33 in the series)  
CC 485(PH95)  clear reprint, John Hardwick   
CC 487 very dark print, Wolfville war memorial   
CC 488 studio portrait middle aged couple, P.H. Green St. John N.B. photo 
CC 489 studio portrait Mrs. Walter Higgins, Lewis Rice Windsor photo 
CC 490 picnic   
CC 491 John Hardwick   
CC 492 Wharf with vessel turning or docking, possibly Port Williams 
CC 493 Wharf with docked vessel, possibly Port Williams 
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CC 494   
CC 495 The Duck Pond, 1955 
CC 496a Wolfville Tuxis Hockey Team 1921-22 
CC 496b (enlargement of above) 
CC 497a   
CC 497b  
CC 498a 
CC 498b 
CC 499a men's hockey team, 1921 
CC 499b (enlargement of above) 
CC 504(CC445) original print, orchards, houses, roads west of Westwood Avenue   
CC 588 studio portrait of Billy Oliver, caretaker at Acadia 
CC 589 Wolfville Cadet Corps Band, 1940s 
 
 
Box 6c  X066, B89, B117, PA11, PH1 to PH115     
X066 Interior of general store in Port Williams 1905 
B89 set of 23 snapshots taken by soldiers during the Boer War   
      .1 dining in the field 
      .2 soldiers with field kitchen 
      .3 soldier in front of bell tent 
      .4 railway station with ornamental façade 
      .5 stone blockhouse with Union Jack, field artillery 
      .6 2 men washing a small animal 
      .7 tree with unknown objects hanging 
      .8 stone outbuilding, wagon carrying barrel-style tank 
      .9 mule wagon with 10 mules, laden with sacks 
      .10 oxen supply train 
      .11 mule wagon with 10 mules standing with black attendant 
no number 3 men in communications tent, field telephones 
      .13 group of 5 men 
      .14 soldiers in camp setting 
      .15 7 soldiers, 6 firing through stone wall  
      .16 1 soldier with rifle and ammunition belt, 4 in civilian dress     
      .17 6 men, horse and carriage  
      .18 4 black children in native dress 
      .19 woman and child in native dress 
      .20 black children standing outdoors 
      .21 2 black men wearing extensive beadwork 
      .22 women in native dress, apron, necklace, arm bracelets 
      .23 black man, 2 children in native dress 
B117a 2 young boys with a dog (Gilbert and Valentine Rand) 
         b house with car in driveway ca 1970  
         c 2 men on fishing trip (Frank Godfrey and J.W. Williams) 
         d Kennedy house on Acadia Street ca. 1958 
         e Bob Callander and Frank Godfrey fishing 
         f man with picnic on a car running board   
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         g white frame house with verandah and enclosed porch 
         h 2 women, man and child beside car with running board 
         i             car with soft top, man, 2 women and child (badly light damaged) 
         j Anna Godfrey Kennedy aged 90 
B231a snowy street scene, marked E. Wiltshire 
         b  post card College Women's Residence (Tully) 
         c  Main Street looking west, shows Witters, Hales stores, horses and buggies 
         d  reprint, the Presbyterian Church on fire, 1913 
         e  reprint, west Main Street near foot of Earnscliffe Avenue with buggy 
         f  reprint, 2nd College Hall (see PH 13 for original) 
        g    
        h  printed image of Kipawo, Jeff Wilson photo 
        k gathering of well dressed people outside 2nd College Hall with bandstand and 

flag draped balcony 
PA11   photo of painting, vine covered cottage with gardens, by Annie Beals 
PH1(PH85, CC 494)   2nd College Hall with Welton house and Chipman Hall 
PH2 colour post card 2nd College Hall, Seminary in background, central drive and 

gateposts 
PH3 1st College Hall, part of a panoramic view  
PH5 view over 2nd College Hall to dykes and Cornwallis River with "staddles" 
PH6 Oliver family outside their house next to the Seminary 
PH7 copy of B231b, College Women's Residence (Tully) 
PH8 post card, Baptist Church, 1911, Graham photo 
PH9 Emmerson Memorial Library 
PH10 tinted post card, the Seminary  
PH12 copy of post card, 10 Acadia buildings, Graham photos 
PH13 post card, 2nd College Hall 
PH14a(PH86b) reprint of Stuart Graham with his hydroplane in Wolfville Harbour 1936 
     14b reprint of the hydroplane by the crowded wharf in the harbour 
PH16 colour post card, Memorial Gymnasium 
PH17 post card, the Acadia Observatory, Graham photo 
PH18 post card, the Presbyterian Church, Graham photo 
PH20 post card, the Birding Site Map, 1927-28 
PH21 post card, Minas Basin from Vinegar Hill, Graham photo 
PH22 post card, 3rd Acadia University Administration Building (U-Hall) 
PH23 colour post card, 3rd College Hall (University Hall) 
PH24 post card, Memorial statue and Church at Grand Pre, MacAulay photo 
PH25 post card, Memorial Park at Grand Pre, MacAulay photo 
PH27 Corner of Highland Avenue and Pleasant Street 
PH28(PH21) copy of post card view from above Prospect Street, Graham photo 
PH29 Recruiting Office for Nova Scotia Highlanders, Main Street, WW1 
PH30 War Memorial monument outside the Post Office 
PH32(PH88) copy print, view of River and Basin taken from College roof with President' house 
PH33(PH65) copy print,  view from College roof with 2nd Baptist Church and President's house 
PH34(PH41) copy print, view from Seminary roof (?) showing 2nd Baptist Church and Harbour 

entrance 
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PH36 Residence of J.W. Barss (built as Thornleigh, 1850, burned 1886, rebuilt as 
Thornleigh again 1887), and Church of England, ca. 1880 (quite dark) 

PH37 Preparing to move the Presbyterian Church on Prospect Street 
PH38 Interior of 2nd Baptist Church decorated with bunting and flowers 
PH39(PH67) copy print, The schooner Kennebunk in Wolfville Harbour 
PH41(PH34) View from Seminary roof (?) showing 2nd Baptist Church and Harbour entrance 
PH42 Wolfville Railway Station (tentative id) ca. 1889 
PH43 post card, remains of an old French dyke at Grand Pre, Graham photo 
PH46 post card, Night Blooming Orchid Cactus, grown by Mrs. R.S. Starr 
PH47 post card, Deep Hollow Road, Graham photo 
PH48 the Gaspereau Valley from the Stile 
PH49 Looking east from roof of 1st College Hall, ca. 1876, shows School House, 

Presbyterian Church and Methodist Church 
PH50 Looking beyond Starr's Point to Blomidon 
PH52 View from North Mountain across land between Pereau and Medford  
PH53 post card, Cape Blomidon, MacAulay photo 
PH54 post card, Evangeline Beach, MacAulay photo 
PH55 colour post card, Gaspereau Valley 
PH61 The Skoda Building and Wolfville Harbour   
PH62 Wolfville Harbour with two schooners at anchor, one of them Kennebunk 
PH63 Wolfville Harbour at low tide, mud banks between two wharves 
PH64 Main Street, Wolfville in winter, MacAulay photo 
PH65(PH33) View from College roof with 2nd Baptist Church and President's house 
PH67(PH39) copy print  the schooner Kennebunk in Wolfville Harbour 
PH68 St. Francis of Assisi Church 
PH69 Covenanter Church from the south, overgrown vegetation 
PH70 The Port of Wolfville in winter, ca. 1886 (has been called "drying the sails") 
PH71 Swimming at the wharf, ca. 1889 
PH74(CC468) The Tabernacle, 1903 
PH75  The muddy streets of Wolfville, corner of Highland and Main, ca. 1911 
PH76 post card, a covered bridge on the Gaspereau, MacAulay photo 
PH77 Looking west on Main Street, outside Hales store, 1910 
PH78 Looking east on Main Street, outside Herbins, 1911  
PH79 Wolfville Harbour with the Rafuse Building  
PH84(PH96) Paving Main Street, 1911, with barber pole and steam roller    
PH85(also PH1, CC494) original of 2nd College Hall with Welton house and Chipman Hall   
PH86a original print of Stuart Graham's hydroplane leaving harbour, July 15, 1936  
PH86b(PH14a) copy print of the hydroplane in the harbour 
PH87 Old Wolfville Post Office, dark 
PH88(PH32) View of River and Basin taken from College roof with President' house, dark 
PH89 the Duke and Duchess of Connaught with the Princess Patricia, 1912 visit 
PH90  1912 Boy Scouts on parade on Main Street   
PH91 parade to honour the Duke of Connaught on Acadia Street 
PH92 parade to honour the Duke of Connaught on Acadia Street (different) 
PH94  post card, the Gaspereau Valley, 1935,  MacAulay photo 
PH95    John Hardwick 
PH96(PH84)  Paving Main Street 1911, with barber's pole and steam 



  APPENDICES  
 

Wolfville Historical Society Reference Manual 
 

            roller   
PH97 a family gathering outdoors, 1912 
PH99 colour postcard, Main Street looking west after 1920, driving on the right 
PH102 ca. 1880 view from roof of the Seminary (?) showing Sawyer house, drill shed 

and the 2nd Baptist Church 
PH103 The old willows at Grand Pre 
PH104 Dismantling the top of the lighthouse 
PH106 The Duck Pond, MacAulay photo 
PH107 Men's High School Hockey Team, 1928-29, identified 
PH108 Men's High School Football Team, 1929, identified 
PH109 Women's High School Basketball Team, 1925, identified 
PH111 post card, View from Look Off, North Mountain, no. 4, Graham photo 
PH112 post card, View from Look Off, North Mountain, no. 1, Graham photo 
PH113 post card, View from Look Off, North Mountain, no. 2, Graham photo 
PH114 Excursion steamer Hiawatha, leaving Wolfville Harbour, ca. 1880 
PH115 3 decker excursion steamer under way, heavily loaded   
 
 
Box 6d  49.35.2 to 86.7.3 (g1)   
49.35.2 Connie DeWolfe Higgins, Mrs. Travis 
49.43.5 studio portrait of a child, Vail Bros. Poughkeepsie photo 
75.B.38 Charles Hibbert Tupper (1855-1927) in middle age 
75.C.6a (1) 4 masted schooner (the Kennebunk) being towed into Wolfville Harbour 
75.C.6b (2) Kennebunk further in to the harbour  
        .6c (3) Kennebunk even further in 
        .6d (4) Kennebunk tied up at the wharf in Wolfville Harbour 
75.C.8  Wolfville from the west, tower and turret of 2nd college hall visible 
75.C.13 male child in Highland regalia 
75.C.37a a 3-masted and a 4-masted schooner tied up in outer harbour at low tide, shows 

the railway line 
         37b same image at high tide 
         37c a 4-masted, two 3-masted schooners taken from outer harbour at low tide 
         37d same image at high tide 
75.D.4  T.A.S. DeWolf House, exterior view with driveway and people  
75.D.6b T.A.S. DeWolf House parlour wallpaper, Edson Graham photo 
75.D.6c T.A.S. DeWolf House, exterior view  
75.G.32 original (dark) view across the town from the college, showing Methodist and 

Presbyterian churches, before 1913, Lewis Rice photo 
75.P.1  The Duck Pond with ducks and central fountain, (very dark) 
75.P.19  of Acadia campus from the air with 2nd U Hall, 1920 (see 07.12.1) 
80.10.2 Wolfville Junior Shamrocks Hockey Team, identified, 1906-08 
80.10.3 Wolfville Men's Hockey Team the Victorias, not identified, 1907-08 
80.11.1 NS Lawn Tennis Asso. Provincial Tournament, Wolfville, 1927, Graham photo 
80.12.1 M.V. Kipawo, 1926, maiden voyage, leaving Saint John for Parrsboro 
80.12.2 The Kipawo at Saint. John dry dock, 1925 
86.1.1 The Thomas W. Lawson with 7 masts, largest schooner ever built, Canning Studio 

photo 
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       .2 The Cumberland Queen on the stocks, built 1919, Diligent River, Canning Studio 
(flaking) 

       .3 The Bluenose, built at Mount Denson, launched 1903 (good condition) 
       .4 The Ena F. Parsons, built 1920, Cheverie, Canning Studio photo 
       .5 The B.R. Tower, built 1920, Diligent River, Canning Studio photo(very dark, 

flaking) 
       .6 The Brunswick, a small ferry 
       .7 The Amazon, later renamed the Mary Celeste, the mystery ship, Canning Studio 

photo 
       .8 The Exilda, built in Fox River, 1908, Canning Studio photo (badly degraded) 
       .9 shipbuilding at Greville Harbour, 1908:  Dora C., Irma Bentley, Gypsum Queen, 

Canning Studio photo 
       .12 The Prince Albert, built Shelburne, 1901, Canning Studio photo 
       .14 Blenkhorn's Axe Factory, Canning 
       .15 The Avon Queen, built 1918, Hantsport, Canning Studio photo 
       .19b coloured print of painting from a magazine, The Marco Polo, keel laid Saint. 

John, N.B. 1850,  
       .21 The S.S. Evangeline ferry, Windsor to Parrsboro 
       .22 The Calburga and Julia, Canning Studio photo 
       .23 Elderkin's Raft, Greville Harbour, NS, Canning Studio photo 
       .24 The Cape Blomidon, built 1919 in Canning, Canning Studio photo 
       .25 The Theta and the Myrtle Leaf loading at Spencers Island. Canning Studio photo 
       .29 Wolfville Harbour low tide, the Kennebunk unloading 1919 
       .30 The Margaret F. Dick, launching at Hantsport, 1918 (badly degraded) 
       .31 wooden covered bridge on the Gaspereau "Walk your team" 
       .32 Wolfville harbour 
       .33 Wolfville harbour 
       .34 original sepia print, large Victorian house identified as Acadia Villa but it isn't.    
       .37 aerial photo of ridge from Main Street Wolfville, to Gaspereau River during 

construction of highway 101.   
       .39 possibly the Kings County, built 1890, Kingsport, by Ebenezer Cox 
  
86.7.1  a Valley scene, Newtonville (also 86.7.3a) 
86.7.2 collection of 11 photographs, seem to be part of a collection of 16 from an album 
        2.2 two-storey farm house with family gathered outside 
        2.3 two-storey house joined to barn by summer kitchen 
        2.4 farm hand with two young horned cattle 
        2.5 wagon piled high with hay, pulled by 2 horses  
        2.6 crude wooden bridge over a river, woman and child seated on bridge 
        2.7 wooden bridge over creek 
        2.8 dirt road in the country 
        2.9 view over the dykeland to Blomidon and Long Island 
        2.10 rural scene (very dark) 
        2.11 valley with many trees, small river 
        2.12 very rocky water course, very little water 
        2.13 very rocky water course, with trees clinging to the edge 
        2.14 steam ship with two funnels, moving through the water 
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        2.15 city taken from what appears to be a paddle steamer (very dark) 
        2.16 very rocky water course, with waterfall 
86.7.3  collection of scenic photographs      
        3 (a) Newtonville   
        3 (b) Black River Mountain 
        3 (c) Black River Mountain looking north west 
        3 (d) Black River Mountain looking south west 
        3 (e) Black River Mountain looking west 
        3 (f) Carter Settlement 
        3 (g) Minas Basin 
        3 (h) Wolfville 
        3 (i) Blomidon and Evangeline Beach 
        3 (j) Evangeline Beach 
        3 (l) Kingsport from Evangeline Beach 
        3 (n) Railroad Bridge over the Gaspereau River 
        3 (o) Hells Gate, Black River 
        3 (p) Hells Gate, Black River 
        3 (q) Bridal Veil Falls, Black River 
        3 (r) Bridal Veil Falls, Black River 
        3 (s) Lower Falls, Black River 
        3 (t) Middle Falls, Black River 
        3 (u) Little River Falls 
        3 (y) Wolfville Ridge from John's 
        3 (z) Fred G.'s family  
        3 (a1) Fred G's boys 
        3 (b1) the piano  
        3 (c1) Table Rock, Sierra County, California 
        3 (d1) group of men and women seated on covered verandah of house built on 2 foot 

high supports 
        3 (e1) 2 large residential buildings, group of women on lower and higher porches 
        3 (f1) beach at low tide, looking toward land 
        3 (g1) view of a bay taken from sandy beach road 
 
 
Box 6e  87.03.01 to 92.26.2    
87.03.01 collection of snapshot photographs from J.A. Stewart of Grand Pre 

.1 greeting party for the Duke and Duchess of Connaught in Acadia grounds 
  .2 welcoming ceremony at Acadia for Duke & Duchess of Connaught 

.3 Helen and Jack on a lawn, 1936 
  .4 Helen, Bob and Ruth, Northwest Arm, 1936 

.5 Ruth, Bob and Helen with horse, 1936 
  .6 Helen and Bob on horse, 1936 
 .7 Ruth & Bob on a horse, 1936 
 .8 Ruth & Bob with horse, 1936 

.9 Ruth and Jack with horse, 1936 

.10 Helen and Jack with horse, 1936  

.11 Northwest Arm from Jubilee Boat Club 1936 
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.12 Helen MacInnis, Summerside PEI, 1937 

.13 Helen MacInnis, J.A. Stewart 1937 

.14 Helen MacInnis, February 1937 

.15 Helen MacInnis, 25 April 1937  

.16 Helen MacInnis, J.A. Stewart, 1937 

.17 Helen MacInnis, Robert Stewart 1937 

.18 Helen MacInnis, K.G. Stewart, 1937 

.19 family group, Memingash (?) PEI 1935 

.20 J.A. Stewart and Helen MacInnis, 1937 

.21 R.G., K.G., A.N.R. and J.A. Stewart (Karl, Nettie, Jack, Bob), 1934 

.22 R.G. Stewart, K.G. Stewart, J.A. Stewart (Karl, Jack, Bob) with dog, 1934 

.23 R.G. Stewart, J.A. Stewart (Jack, Bob), 1934 

.24 R.G. Stewart, A.N.R. Stewart, J.A. Stewart, 1934 

.25 Mr. and Mrs. K.G. Stewart (Karl & Nettie) 1934 

.26 Myrtle Gould, 1934 
 .27 Marian Palmeter, 1934   

.28 Myrtle Gould, 1935 

.29 Katheryn Hill, 1934 
 .30 Katheryn Hill, 1934 

.31 house, 544 Park Avenue, Revere, Mass. 1934 
 .32 Junior, (Warren or Morris Owler (?)) Revere, Mass. April 1934 

.33 Junior, (Warren or Morris Owler (?) Revere, Mass. April 1934 

.34 Anderson family, Montclair, Mass. 1934 

.35 group in Montclair, Mass. 

.36 J.A. Stewart, Summerside 1937 

.37 J.A., A.N.R. Stewart 1937 

.38 men of the warehouse & packing group (identified) at the G.P. Fruit Co. 1933 

.39 W.D. Owler family, Revere Mass. 1934 

.40 R.A. Stewart & "June" (horse) 

.41 Soldiers Memorial Summerside, 1937 

.42 musical group Eagles home in North Grand Pre 

.43 musical group 

.44 Wolfville High School, 1930 check  

.45 Wolfville High School Grade 10 class, 1930 check   

.46 Wolfville High School grade 10 class on steps of Munroe Building, 1930 

.47 Louise Rose 1934 

.48 J.A. Stewart, R.G. Stewart, Donald Eagles and George Allan, 1936 (.48 and .49 
are wallet size prints of .42 and .43) 

.49 J.A. Stewart, R.G. Stewart, Donald Eagles and George Allan, 1936 

.50 Helen MacInnis, Meminegash, PEI 

.51 holstein breeders float, 1936 

.52 Wolfville float, 1st prize 1936 

.53 Wolfville float and Margaret  Everett, 1936 

.54 Windsor float and Helen Wood, 1936 

.55 apple blossom princesses at Grand Pre, 1936 

.56 Windsor float, 1936 

.57 Leane Sanford, 1935 
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.58 Louise Sanford, Vivian Gould, Leane Sanford, J.A. Stewart, 1935 

.59 crowd at Memorial Church, Grand Pre, 1935 

.60 out of focus gravenstein apple blossom 1935 

.61 apple blossom float, 1936 

.62 Bob Stewart driving a spray machine, 1935 

.63 George Isner, Kentville 1936 

.64 apple blossom festival float, Kentville, outside old Red Store 

.65 "Spraying" (man with sprayer) 1935 

.66 Jack and Bob Stewart seated in horse drawn buggy, 1929 
 .67 Myrtle Gould, Jack Stewart, 1934 
 .68 Jack and Edith Palmeter in horse drawn buggy, 1927  

.69 Jackie Brooks 1935 

.70 Margaret Fullerton, 1932 

.71 Margaret Fullerton, 1932 

.72 Margaret Fullerton, 1929 

.73 Anne Baylis, London, August 1934 

.74 Edith Palmeter 

.75 Dorothy Broderick, Whitman, Mass. with Sandy the dog, 1927  

.76 girl with black cocker spaniel, 1920s? 

.77 group of children, North Grand Pre School, 1927 
  .78 Margaret Fullerton, 1932 
        .79 Margaret Fullerton, 1932 
   .80 Margaret Fullerton, 1929 
 .81 Margaret Fullerton, August 1933 

.82 M.E. Fullerton, 1934 
 .83 M.E. Fullerton, 1932 
 .84 Margaret Fullerton, sitting on step, 1932 

.85 Margaret Fullerton, 1929 
 .86 Josephine Balcom, 1936 

.87 Josephine Balcom, Lilian Matthews, 1936 

.88 Vivian Gould 
 .89 Vivian Gould, 1935 
 .90 "Lleadon" (dog), 1934  "Trouble" (dog) with small animal, 1934 check 
 .91 Vivian Gould 
 .92 Robert Stewart with guitar, 1936 

.93 Mary Skybergh, 1934 

.94 view of the dykes at Grand Pre, with church, looking north from Eaton's Hill, 
1933 

 .95 winter scene at Evangeline Beach, 1932 
 .96 Evangeline MacKay, Truro, 1938 

.97 Evangeline MacKay, Isabel Urquhart, Truro, 1938 

.98 Isabel Urquhart, J.A. Stewart, Truro, 1938 
 .99 Frances Minkie, Evelyn MacKay, John MacRae, 1938 

.100 Frances Minkie, Evelyn MacKay 1938 
 .101 Baptism, Salmon River, Truro, 1938 

.102 Baptism in Salmon River, Truro, 1938 
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.103 Evelyn MacKay, 1938 
 .104 Evangeline MacKay, 1938 

.105 Joyce MacKay, A.N.R. Stewart, Jeannette MacKay, 1938 

.106 Evelyn, Joyce, Jeannette and Evangeline MacKay, 1938 

.107 Evelyn MacKay, J.A. Stewart, Evangeline MacKay, 1938 
 .108 Gerald Smeltzer, John MacRae, 1938 

.109 house in Truro, 1938 (identified as 46 Main Street, the Stanfield House, moved to 
Prince Street Truro in the 1990s, now a b&b 

.110 Evangeline MacKay, J.A. Stewart, Isabel Urquhart, Grand Pre Mem. Park, 1938 

.111 festival float, Kentville, 1938 

.112 Evangeline MacKay at Grand Pre Park, 1938 
 .113 Department of Highways float, Kentville, 1938 

.115 Festival float, Kentville, 1938 

.116 the Furness Line Shipping Co. float, Kentville, 1938 
 .117 Berwick float, Kentville, 1938 
 .118 Evangeline MacKay, Grand Pre Memorial Park, 1938 

.119 Harlin Little, Evelyn MacKay, Alfred Little, Truro, 1938 

.120 Evangeline MacKay at Evangeline's statue, 1938  

.121 Evangeline MacKay, Truro, 1938 

.122 Evangeline MacKay, 1939 

.123 Evelyn MacKay 1938 

.124 Muriel Kenney, J.A. Stewart, 1938 

.125 Diana Hebert, Nappan, 1939 

.126 D.V. MacDonald with stallion, Windlaw Gayman, 1939 

.127 Don Ross with stallion, Windlaw Gayman, 1939 

.128 Arnold Robert with stallion, Windlaw Gayman, August 1939 

.129 Archie MacMillan and stallion Windlaw Gayman,  Nappan Experimental Farm, 
1939 

.130 J.A. Stewart, 1939 

.131 Allan Trefrey, Diana Hebert, 1939 

.132 Diana Hebert, Eva Gallant, 1939 

.133 Adelyn Black, 1939 
 .134 Adelyn Black, J.A. Stewart, 1939  
 .135 Adelyn Black, 1939 

.136 Adelyn Black, J.A. Stewart, 1939 

.137 Adelyn Black, J.A. Stewart, East Amherst, 1940 

.138 J.A. Stewart, Shirley Black, East Amherst, 1940 

.139 Patterson, Miller, Graham, Skidmore, Black, Lytle.  6 nurses in a row  

.140 Shirley Black, East Amherst, 1940 
 .141 Adelyn Black, East Amherst, 1940 check and remove?? 

.142 Shirley Black, East Amherst, 1940 

.143 Adelyn Black, Highland View Hospital, Amherst, 1940 

.144 Helen MacInnis in coat and hat standing in snow 
 .145 Shirley Black in coat with fur collar 
 .146 Arnold Roberts and Avis Christie, Truro, 1940 
 .147 Avis Christie, Truro, 1940 

.148 Audrey Christie, Truro, 1940 
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.149 Avis and Audrey Christie, Truro 1940 
 .150 Avis Christie, Truro, 1940 
 .151 Audrey Christie, Truro, 1940 

.152 Audrey Christie, Bruce Trenholm, Truro, 1940 

.153 Audrey Christie, Truro, 1940 
 .154 Audrey Christie, J.A. Stewart, Truro, 1940 
 .155 Audrey Christie, Mrs. C.A. Roberts, Truro, 1940 
 .156 J.A. Stewart seated on grass, 1940 
 .157 Bruce Trenholm, Truro, 1940   

.158 Audrey Christie, Truro, 1940 
 .159 Arnold Roberts, Audrey Christie, 1940 

.160 Audrey Christie, Bruce Trenholm, Truro 1940 
 .161 Audrey Christie, Truro, 1940 

.162 woman in air force uniform, 1941 
 .163 Barbara Fry, 1940 
 .164 Arnold Roberts, Barbara Fry, 1940 
 .165 Barbara Fry, 1940  

.166 Audrey Christie, 1940 

.167 Arnold Roberts, Barbara Fry, Audrey Christie, Bruce Trenholm, Willis and Avis 
Christie, 1940 

.168 H.A. MacInnis in White Mountain, NH, 1940 

.169 Helen MacInnis in White Mountain, NH, 1940 

.170  Salmon River, Truro, NS 

.171 Marion Christie, 1940 
 .172 Arnold Roberts, Avis, Audrey and Marion Christie, 1940 

.173 Brenda Townend in front of Bess Crane's store, 1941   

.174 Audrey Christie, 1940 
 .175 young woman (Diana Hebert?), 1940 
 .176 M.A. Trefry, agricultural rep. Shelburne, 1940 

.177 Lilian Trefry, Yarmouth, 1939 

.178 male dance band in white uniform jackets, NSAC Senior Prom, 1937 

.179 two men holding saxophones 

.180 residence of George McInnis, Summerside, PEI, 25 April 1937    
88.7.01 6 members of Acacia Villa School faculty posed for formal portrait  
88.10.03 Wolfville Business Girls Club, identified 
88.10.04  Wolfville Business Girls Club, identified 
88.10.5 portrait photograph of a man by Redden 
88.10.6 portrait photograph, Mrs. Ella Regan  
88.10.07 Wolfville Hockey Team 1904, damaged but print is clear 
88.10.08 interior of a shop - looks like leather and saddlery, harness shop 
88.10.09 interior of a shop - looks like leather and saddlery too, harness shop 
88.10.11 studio portrait of a young woman draped in chiffon 
88.10.12 studio portrait of small girl standing on armchair 
88.10.13 Young girl dressed as fairy 
88.10.14 studio portrait of young woman, blouse with wide Peter Pan collar. 
88.10.15 studio portrait of Bernie Regan 
88.10.16 William J. Regan,  Robson photo 
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88.10.17 homecoming of W.J. Regan 1900 
88.11.01 Wolfville Business Girls Club, identified   
92.4.1  studio portrait of James Graham Patriquin, age 7 mos., 1905 
92.4.2  studio portrait of Frances Patriquin, age 10 mos., born Feb. 8, 1901  
92.4.3  studio portrait of young man, Graham Patriquin 
92.4.4  Graham, Frances and Mary Patriquin (Christmas card photo) 
92.4.5  Frances Patriquin in middy top 
92.4.6  Aunt Sarah (Mrs. Patriquin) as a mature woman 
92.4.7  Sarah Patriquin 
92.4.8  Mary M. Patriquin, daughter of Charles and Sarah 
92.4.9  Aunt Laura, Aunt Alice, and Sadie (Sarah, Mrs. Patriquin) 
92.4.10 Sarah (Craig) Patriquin as a young woman 
92.4.11 Bernice Marchant, Frances Patriquin, daughter of Charles and Sarah 
92.4.12 Gerald Patriquin 
92.19.2 1928 broadcast at CHNS Studios, youth band 
92.19.4 military band, seated 
92.19.5b coronation exercises, school yard looking east   
92.19.6 coronation of King George VI, presentation of models to children, B.C. Silver, 

speaker 
92.19.7 coronation exercises 1937, school board and other officials   
92.19.8 coronation exercises, in front of Munro school 
92.19.9 high school band, Rex Porter leader, leaving McKay building for coronation 

exercises 
92.19.10 Miss Apple Blossom, being carried by "the bachelors" 
92.19.11 Wolfville scholars on steps of McKay building 
92.19.13 Wolfville Cadet Corps Band, 1943 
92.19.14 Gaspereau female basketball team, 1940s 
92.19.15 Wolfville School House cor. Highland and Acadia (ca. 1860-1890) 
92.19.19 WHS Christmas play, 1937, many identified 
92.19.20 decorated car outside high school  
92.19.22   Christmas pageant in Orpheum Theatre, with B.C. Silver (photocopy of  one in 

box 8) 
92.19.25   
92.19.28 medal bearers and flag bearers Wolfville School (ca. 1930?)  
92.21.1b Marie Bishop being presented with a silver tray by Mayor Daniel Brownlow of 

Darmouth  
92.26.1 2 children in front of  Pulsifer's garage 
92.26.2 girl sitting on doorstep possibly of DeWolf House 
 
 
Box 6f  93.1.12 to 93.11.3    
93.1.12 man full length holding top coat and bowler hat 
93.1.13 small boy in white gown 
93.1.14 studio portrait of young boy, 7 years 1 month 
93.1.15 studio portrait (under glass) of young woman  
93.1.16 small boy in white gown 
93.1.17  Carrie Bishop and Enoch Bishop 
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93.1.18 Minnie Fitch Bishop (Mrs. Wright Bishop) 
93.1.19 Robert O. Chisholm family 
93.1.20 portrait of four young women 
93.1.21 Elisha Church of Falmouth, local militia, ca. 1870 
93.1.22 young baby in broiderie-anglaise trimmed gown 
93.1.28  photocopy, 3 young women in their best dresses, ca. 1890s 
93.1.30 Williams Oakes Bishop and Phoebe Fullerton Bishop and family 
93.1.31 studio portrait taken in Boston, father mother, 3 children and dog, Gray, Boston 

photo 
93.1.32 James and Hannah Maria Bishop Downey and family 
93.1.33 Nancy Stevens Bishop 
93.1.34 Edith Bishop Reid (Mrs. Oscar) with children 
93.1.35 Lena Lulu Rayne Bishop, b. 1871 
93.1.36 Watson Harris Bishop and wife Annie Coldwell Bishop, Hantsport 
93.1.37  Lilian Eliza Bishop 
93.1.38 studio portrait of older woman, Palace Railroad Photograph Car Company photo 

(hereafter PRPCC)  
93.1.39 studio portrait of young boy, PRPCC photo 
93.1.40 studio portrait of woman, PRPCC photo 
93.1.41 studio portrait of man head and shoulders, PRPCC photo 
93.1.42 studio portrait of woman, PRPCC photo 
93.1.43 portrait of a young woman, PRPCC photo 
93.1.44 post card, studio portrait of 2 men, 3 women   
93.1.45 child in coat and hat in wicker chair, Bissonette, Roxbury Crossing photo 
93.1.46 infant Evelyn in wicker crib 
93.1.47 post card, woman pushing child on swing 
93.1.48 Florence Nightingale Arabella Bishop Chisholm 
93.1.49 Fletcher Pickles Bishop and wife Clara Eagles Bishop, daughter Nellie 
93.1.50 upper body (3/4) portrait of woman wearing dress with bustle, PRPCC photo 
93.1.51 Dr. John Leander Bishop, Brady's N.Y. photo  
93.1.52 William Oakes Bishop, Jr. as a young boy, PRPCC photo 
93.1.53 head shot of balding man with large mustache and sideburns 
93.1.54 small girl with doll in doll carriage (very faded) 
93.1.56 colour snapshot of portrait of William Bishop, 1819-1867 
93.1.78 post card, Baptist Church (1912) Wolfville 
93.3.4  studio portrait, Evelyn aged 13 years, Yarmouth Portrait Co. 
93.3.5  Harold, 15 years 
93.3.8  interior of parlour with man and family   
93.3.10 Harriet, Edith and Frances Fitch as young girls, Scott Hopkins, St. Thomas 

Ontario photo 
93.3.11 head and shoulders of a young man, St. Thomas Ontario 
93.3.12 gentleman in frock coat 
93.3.13  portrait of young man in suit, possibly a Newcombe, 1925 
93.3.14 Edythe St. Clare Stephen age 7 years, Kelley & Co. Halifax photo  
93.3.15 Donald Eugene Shaw, 8 months old, Yarmouth Portrait Co. photo 
93.3.16 woman and two small children, Harriet and Billy 
93.3.17 three young ladies in puff sleeves, Zybach & Co. Niagara Falls photo 
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93.3.18 young woman in light full length dress, Fraser's Toronto photo 
93.4.2  tinted studio portrait of woman, Walker Studio, Brantford, Ont. photo 
93.4.3 Theodore Harding Fitch, aged 90 years, J.H. Butler, Simcoe Ont. photo 
93.4.4 Grandfather Fitch's family, 4 generations 
93.4.6 Theodore Harding Fitch 
93.4.7 family group on steps, probably Fitches 
93.4.8 Wilbur Fitch sitting on the fence 
93.4.9 Edith Fitch Newcombe and her brother Wilber Fitch 
93.4.10 A. Fitch in top coat on steps 
93.4.11 Minnie and Wilbur Fitch, Harry and Ethel in the car  
93.4.12 Wilber and Mr. Suley, Virdun, Manitoba 
93.4.13 Fitch family group 
93.11.3 post card, soldier in first world war uniform with puttees 
 
 
Box 6g Crawley collection.  All photos are identified as being by E. Sidney Crawley, 

or are thought to be by him.     
CC 408 log shack with ladder up to deteriorated roof (original album page, faded) 
CC 409 original Crawley album page, clear S.D. Benjamin's Mill, White Rock, clear  
CC 410 original Crawley album page S.D. Benjamin's Mill, White Rock, clear 
CC 411 original Crawley album page, Mud Creek from Crawley house, ”Hillside", faded 
CC 414 Presbyterian Church on Prospect Street being prepared to move down the hill, 

with Crawley house     
93.16.1 negative, 4 prints, man on high wheeler 
         .2 2 prints of site of the North shipyard at Horton Landing  
         .3 2 prints unidentified dirt road through village with houses  
         .4 2 prints Hantsport from the hill behind the Baptist Church  
         .5 2 prints Hantsport, Churchill Shipyard from Mount Denson 
         .6 3 prints, Gaspereau Village  
         .7 print on old album page 2 prints, 2 photocopies, spectators on the sportsfield on 

Main Street 
         .8 2 prints, unidentified train station, with train and passengers 
         .9 3 prints & photocopy, train stopped at unidentified train station,  
         .10  2 prints sports team standing on outside stairway 
         .11 print on old album page 2 prints man standing with camera on tripod (E.S. 

Crawley himself) 
         .12 print on old album page 2 prints, Halifax Harbour from the water with harbour 

ferry  
         .13 print on an old album page, 2 prints sports field, participants and spectators 

(possibly baseball) 
         .14  print on old album page, 2 prints Acadia Ladies Seminary ca. 1889 
         .15 print on old album page, 2 prints Judge and Mrs. Weatherby, 1885 
         .16A "Hillside" on Prospect Street 
         .16B "Hillside" on Prospect Street, another view 
         .17 print on old album page, 2 prints small sailboat under full sail, 1886 
         .18 old photograph, 2 prints Covenanter Church, Grand Pre, ca 1888 
         .20 2 prints group of men on sports field 
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         .21 print on old album page, 4 prints sports field on Main Street with baseball game 
going on, ca. 1889 

         .22          print on old album page, 2 prints different photo of same sports field on Main 
Street, same game 

         .23 print on old album page,2 prints different photo of same sports field on Main 
Street, same game 

         .24 print on old album page, 2 prints different photo of same sports field on Main 
Street, same game 

         .25 print on old album page, 2 prints, 1 photocopy, scorekeepers for the same game 
         .26 2 prints, men in rugby scrum 
         .27 print on old album page, 2 prints & photocopy, young child in high wheeled baby 

carriage ("Mun, forsaken babe, 1885") 
         .28 print on old album page, 2 prints Wolfville from Starr's Point, across Cornwallis 

River 
         .29 1 old photo, 1 small print,  line up of 14 children in height order at "Hillside"   
         .30 2 prints of Dr. E.A. Crawley seated at table reading  
         .31 print on old album page, 2 prints & photocopy horse and buggy on Main Street 

Wolfville, ca. 1888 
         .32 print on old album page, 2 prints Wolfville by moonlight, ca. 1886 
         .34 E.S. Crawley residence, "Hillside", Prospect Street 
         .35 print on old album page, young child on porch ("Mun, 3 years") 1887 
         .36 print on old album page, young child in rocking horse chair ("Fred, 14 months") 

1887 
         .37 print on old album page, winter scene in the yard at "Hillside", Wolfville, ca. 

1888 
         .38 print on old album page snowy scene, ca 1888-1889 
00.3.21 black and white original prints on 6 loose album pages ca. 1886-1888 
        21a University Hall and Seminary House   
        21b Ship at wharf, unknown port           
        21c Port Williams, two ships 
        21d St. John's Church, Cornwallis 
        21e Gaspereaux [sic] River and bridge 
        21f Gaspereaux [sic] Bridge 
        21g  two photos, mill race Gaspereaux [sic], cattle in field 
        21h St. John's Church, Wolfville, 1888 
        21i snow laden tree, unknown house behind. ca. 1888-89  
        21j 2 photos on 1 album page: 
 ja - Judson Bishop back to camera, Main Street, Wolfville, 
     showing Witter's Store and People's Bank of Halifax 
 jb - Wolfville RR Station, Windsor & Annapolis Railway, ca. 1889  
        21k Gaspereaux  River at Benjamin Bridge, ca. 1889 
        21l  3 photos on 1 album page: 

la  river 
lb  figures in a field with cattle, Wolfville from the north 

            lc   Main Street house,(house opposite Randall House east of lane to dykes), 
  identified as "F.W. Borden's residence Wolfville", 4 figures in and near 

   the rear door   
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00.3.23a,b,c  Wolfville from Randall's Hill 
  
The box also contains a set of 9 glass lantern slides made from the photographs.  They 
have been given the same number as the corresponding photograph  
93.16.1 man on high wheeler outside R. Prat's store 
         .6 view of Gaspereau valley 
         .8 railway station with train and passengers  
         .9 railway station again with train and different passengers 
         .10 sports team in numbered jerseys posed on stairs      
         .20 men on sports field 
         .21 baseball game  
         .26 men in rugby scrum 
         .30 elderly man seated reading - Dr. E.A. Crawley 
 
The Crawley album (B232  
00.23.1a Port Williams bridge, ca. 1886 
            b Annandale, Dr. Lewis Johnston's residence, ca. 1886 
         .2 Wolfville from Seminary roof looking north, ca. 1884 
     Dr. Sawyer and John Brown's residence  
         .3 Wolfville from Seminary roof looking northeast, Baptist Church, Church of 

England, School, Witter's Store, Methodist Church  
         .4 Wolfville from Seminary roof looking east, St. John's Church of England in the 

distance, Mrs. Sam Bishop's residence, Presbyterian Church, "Hillside", Prof. 
Kierstead, Public School, Methodist Church, ca. 1884 

         .5 Wolfville from "Hillside", Witter's Store and Union House,  sailing vessels in 
Basin 

         .6 Blomidon from Kingsport, ca. 1884 
         .7 Blomidon from Pereau  
         .8 Blomidon from beach near Kingsport, ca. 1884 
         .9 "Hillside" home of E.A. Crawley, Prospect Street, and Presbyterian Church being 

readied to be moved  
         .10 Presbyterian Church on the way down hill  
         .11 Acadia College - East, showing Sawyer Hall 
         .12 Acadia College - West, ca. 1884.  Welton House and Chipman House on right  
         .13 Acadia College, winter, probably 1884-85 
         .14 Grand Pre Old Post Road looking down Harris Hill to Grand Pre Road 
         .15 Village of Gaspereau, ca. 1884 
         .16 Gaspereau River above Benjamin's Mills 
         .17 Gaspereau River below Benjamin's Mills in winter 
         .18 Woods near Black River, with Everet W. Sawyer probably winter 1884-85 
         .19 Middle Falls, Black River 
         .20  Middle Falls, Black River, winter 
         .21 Bridal Veil Falls, Black River, ca. 1885 
         .22 A 'bit' Gaspereaux River, showing a dip net 
         .23 Chester, ca. 1885 
         .24 view near Chester 
         .25 view from hotel window, Chester 
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         .26 Chester from yacht 
         .27 Mahone Bay, ca. 1885 
         .28 two men on rocky shore with sail boat in water 
         .29 Lunenburg from Sheriff's Head 
         .30 Wolfville Harbour, ca. 1889, unclothed men or boys diving off sailboat, Randall 

House visible 
         .31 Acadia campus, ca. 1889, ball game in progress 
         .32 pastoral scene with 2 women and children  
         .33 two boys on a bentwood rustic garden seat  
         .34 Port of Wolfville, ca. 1886 
         .35 Market Slip, Halifax 
         .36 Port of Wolfville, ca. 1886, similar to previous one 
         .37 R.B. Crawley, ca. 1885 
         .38 Donaldson Farm, ca. 1885 
         .39 Willows bowed down with ice 
         .40 Last snow of season, April 15, 1886 
         .41 Wolfville from Randall's Hill, shows houses in the ravine  
         .42 Wolfville from Randall's Hill, ca. 1885, different angle shows Main Street 

Buildings including Hancock's Hotel and man reclining 
         .43 View from Randall's Hill, showing the harbour and the railway bridge 
         .44 East end of Wolfville from the vicinity of Randall's Hill, ca. 1885 
         .45 Last snow of the season, April 15, 1886, similar to previous one 
         .46 Willows iced  
         .47 Oak Island, Chester, ca. 1885 
         .48 Dr. Borden's residence, Canning, ca. 1885 
         .49 At Fred Brown's ca. 1885 - group of women with sports equipment on a twig 

bench 
    
Box 6h  94.14.1 to 96.19.20    
94.14.1 family group in front of building 
         .2 family group in front of building 
         .3 house, new trees, barn behind 
         .4 waterfall with 2 people near top 
         .5 young boy and girl holding hands, girl has teddy bear  
         .6 woman seated in front of whatnot stand 
         .8 woman sitting outside a house 
         .9 two boys with sombre expressions 
         .10 woman sitting with toddler and dog 
         .11 little girl wearing white socks 
         .12 boy with arm around younger boy 
         .13 young man mounted on a fine horse, wearing militia uniform of the King's 

County Canadian Hussars, ca. 1890 (according to Brian Cuthbertson)  
         .14 Hortonville railway bridge over Gaspereau River under construction 
         .15 two well dressed boys sitting together in a wicker chair 
         .16 woman sitting with arms around two boys 
         .17 snapshot side yard of McRae house, with outbuildings, now 88 Dyke Road 

(winery) owner in 1994 was Victor Harris who gave this information  
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         .18 Acacia Villa School, Hortonville 
         .19 snapshot two women in side yard of house, probably McRae house, Dyke Road 
         .20 snapshot house and barn with stand for milk cans. McRae house, Dyke Road 
         .21 snapshot group of people on open porch of McRae house, Dyke Road 
         .22 snapshot two children standing in large orchard, with McRae house (from the 

rear) in background 
         .23 man, woman and child standing on steps of a freight train car 
         .24 woman and child outside big house, 236 Horton Cross Road, owned by John S. 

Tailor then Howard Fuller 
         .25 apple orchard top floor of house in background 
         .26 interior of house with brick fireplace 
         .27 four men in a boat with raised gunnel 
         .28 five men and a boy building a dirt road 
         .29 two women, arm in arm, walking in an orchard 
         .30 Acadian willows at Grand Pre 
         .31 boy wearing vaguely Mi'maq clothes (possibly in costume) Frank Harris photo 
94.21.3 young boys hockey team posed in front of Acadia arena "W" on sweaters  
         .4 group of children in costume on steps of wooden building, includes Enid Davison, 

Grade 1, 1920 
         .5a post card, group of people outside Munro building (band, scouts, etc.) 
         .6 Leota N. Spicer and Elaine Abbott, 1927 
         .8 refugee work group, Wolfville school 
         .9 photocopy but retained because only image, Wolfville School class photo, 1923-

24 on front steps of Munro building 
         .10 WHS band, autumn 1937 
         .12 graduating class WHS, 1934 
         .13 members of basketball team with coaches, large W on front of uniform, includes 

O. Rex Porter, B.C. Silver 
         .14 WHS class (with B.C. Silver)  taken on steps of the Munro building, Edson 

Graham photo  
         .15 class 2 #5, (Miss Nichols, teacher) taken at foot of staircase, Munro building, 

1949, Macaulay photo   
95.13.1 woman and boy ca. 1900, interesting clothing, (badly damaged)   
         .2 36 men and boys, 15 with bicycles, in front of pile of wood rubble 
95.15.3. photographs used in Heather Davidson's book The Home Front   

.1 Mary Ganong in old age 
            .2 Doug Hergett as youngster 
            .3 Thelma, Buddy and Barney Bishop 
            .4 Nan Millward McGuire Elliott, Red Cross truck driver 
            .5 Peter Voss, May 5, 1951 
            .6 Tom Allen  
            .7 Joy Cooper  
            .8 Bob Oulton, poultry farmer, Garlands Crossing 
            .9 Eileen and Everett Bishop  
            .10 Russell Elliott and his first wife 
96.2.1a  25 men posed in front of wooden ship under construction 
          b exactly the same  
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        .2  winter view towards Cape Blomidon from Rotary Field  
        .5  Main Street looking west from Chambers corner (before bank was built) 
        .7  NS Horticultural Exhibit, Wolfville, 1911 
        .8  Wolfville Post Office from the west, red sandstone 
        .9  Gaspereau Tug of War Team, identified, 1951 
        .10 Gaspereau Tug of War Team, 1960 
        .11 Gaspereau Tug of War Team, (different shot) identified, 1960 
        .13 newspaper clipping & photocopy, retained because only image, Wolfville Hockey 

Team, identified, 1904 
        .14 Earnscliffe Gardens, house only 
        .15 interior of  a pharmacy showing goods 
        .20a The Palms restaurant 
        .21 group of young people on porch, poor condition  
        .22 13 men in lumber yard, ca. 1900, poor condition  
        .29 DeWolf house being readied for moving. 1950s 
        .30 ceremony in front of Wolfville Post Office 
        .31 enlargement of boys and men clearing the rink on the school yard on Acadia 

Street, shows "the Stalls" row houses  
        .32 May Rosina (Prat) Starr, first  Curator of Randall House Museum 
        .33 Wolfville 2nd Shamrock Hockey Team, 1909 
        .35 Homecoming parade for Boer War hero William James Regan  
96.12.1 four older men in studio portrait 
     .13.1 unpainted wood frame house with Lunenburg bump, taken 1992 
     .13.3 Dad Fitch aged 97 years, (Theodore Harding Fitch) 
     .14.2 good photocopy, Evelyn Marie Duncanson  
 
 
Box 6i  97.6.4 to 00.21.1 00.26.4   
97.6.4 studio portrait of middle aged woman in drop-waisted dress, taken in Moncton, 

NB in 1920. 
97.6.5  studio portrait of nurse    
97.6.6  hospital ward 
97.7.1  photocopy, Wolfville High School graduating class, identified, 1946   
97.7.2  original, Wolfville high school students 1944 with key and identification 
97.7.3  WHS Cadet Corps 1943-44 
97.7.6  WHS Cadet father and son banquet 1945 
97.7.7  WHS Cadets formed up 1945 
97.7.8  WHS Cadet Inspection 1945 
97.7.9  WHS Cadet Corps military review 1945 
97.7.10 WHS Cadet Corps outside MacKay school 
97.7.11 WHS Cadet Corps 1943-44 
97.10.27 TAS DeWolf house wallpaper, 1942 (same as 97.10.34) ck 
97.10.28 post card,  railway station, Wolfville, (ca. 1915?) Edson Graham photo 
97.10.29 Baptist Church, Wolfville, Edson Graham photo  
97.10.31 Presbyterian Church, Wolfville, Edson Graham photo  
97.10.32 "High Tide, Wolfville".  View from Randall's Hill taken from above the home of 

Mrs. Charles Borden, Edson Graham photo 
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97.10.34 TAS DeWolf house wallpaper, 1942 (same as 97.10.27) ck  
97.10.35 Randall House with green trim from the north east 
97.10.37 shooting party, 8 men, 2 women 
97.10.38 scouts marching on Main Street, visit of Duke of Connaught, 1912 
97.10.39 Wolfville High School girls' basketball team, 1925 
97.10.41 wharf area of harbour with Skoda building, boy fishing from log raft 
97.10.42 horse and buggy on Main Street West 
97.10.43 copy of early view of eastern end of the town showing St. John's church and the 

Barss house, Thornleigh, before the house fire in 1886, dark 
97.10.44 the Oliver family on the steps of their house next the "Sem" 
97.10.45 early view from the hill looking down on the John Brown/later President's house, 

and other houses 
97.10.46 upholstered Victorian couch from Randall House collection 
97.10.47 Evangeline Inn 
97.14.1 SSS Class St. John's Church School, Womens Wolfville Girls BB League, 
         .2 Harmony Girls, St. John's S. School, 1923  
98.4.1a photocopy, head and shoulders portrait of bearded gentleman, by Hastings, 

Boston   
       .1b photocopy, same man in head and shoulders portrait, by Rice, Windsor, NS    
98.5.5 faded colour photo of woman in old fashioned bathing dress 
98.10.1 older woman posing for photo on city street  
98.10.2 middle aged woman posing for photo on city street 
98.10.3 older woman with young child 
98.10.4 middle aged woman posing in a garden 
98.10.5 middle aged woman with young girl outside grocery store 
98.10.6 same as above, but different photo 
98.10.7 man and woman outside hotel 
98.17.1 aerial view of Wolfville, 1995, coloured   
98.27.1 photograph of old photograph, head and shoulders of woman 
         .2 same photograph with different number  
98.27.3 interior of café or soda fountain  
         .4 same photograph with different number   
99.1.3 good photocopy Wolfville High School football team, identified, 1929 
99.1.6 photocopy of panoramic framed view of Wolfville (at Randall House) 
99.1.7 original portrait, William Henry Kinsman, in American Civil War uniform  
99.1.8a head and shoulders portrait of Sarah Patriquin 
       .8b head and shoulders portrait of Charles Patriquin 
99.1.9  2 masted schooner,  the Progressive 
99.1.10 interior of St. John's church, Parish of Horton with Rev. Mr. Dixon 
99.1.13 these photos, negatives and contact sheets appear to be from a survey conducted 

for the Canadian Inventory of Historic Buildings, ca. 1970s 
        13a Randall House white with green trim 
       .13b  negatives of some of these photos 
       .13c,d,e,f,g,h,i,j,k,l,m: contact sheet and negatives of interior and exterior of 

  Randall House  
99.1.36 volunteers in costume on steps of TAS DeWolf house (also CC437) also negative 
99.2.1 "The Little Father of the Wilderness, April 1945" cast of play 
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99.2.2  Wolfville Cadet Corps Band, June 21, 1943 
99.2.3  Wolfville Cadet Corps Band, ca. 1950  
99.2.4  teaching staff at Wolfville school, identified, 1957  . 
99.2.5  Wolfville High School cadet band 1946 
99.3.7  good photocopy of Owen DeWolfe in RCAF uniform  
99.4.1  view of Main Street outside Herbins looking west ca. 1940 
99.8.1 badly coloured photocopy of tree down at site of old T.A.S. DeWolf house before 

Tim Horton's was built   
99.12.16 Lucilla DeWolf Clark house, 89 Main Street  
99.21.1a   young girls standing in front of old house (photocopy and very faded) 
99.29.7 man and woman seated in blossoming orchard, 1940 
99.29.8 Vernita Murphy in her brother's uniform 
00.3.2  studio portrait of Mona Parsons 
00.3.5  house surrounded by trees 
00.3.9  ox with loaded wagon 
00.3.10 2 babies sitting in upholstered chair 
00.3.11 poor photo of boy, girl and dog sitting on steps 
00.3.12 group of doctors and others standing on steps of EKM hospital 
00.3.13 group of mothers and children outside the EKM Hospital, 1932 (see also 00.7.1 

and 00.21.1)  
00.3.14 coloured photo 3 women (one in nurse's uniform) with bouquets of red roses 
00.3.16 young boy and girl dressed in their best - Hiltz on back of photograph  
00.3.18 loading apples at Port Williams between 1920 and 1947 (the Port Remembers p. 

209) 
00.4.1a road to government wharf, Wolfville, October 30, 1913, flooded dykes 
        Graham photo  
        .1b view of flooded dykes, October 30, 1913 from above Victoria Ave., Graham 

photo  
        .1c break in the Wolfville dyke, October 30, 1913, Graham photo,     
        .1d road to Wolfville light, March 1931   
        .1e aerial view of dykelands    
        .1f aerial view of dykelands       above 6 photos missing Feb 8/10 
00.7.1 good photocopy of group of mothers and children outside EKM Hospital, 1932 

(see also  00.3.13 and 00.21.1)   
00.11.1 George Ruffee in uniform receiving a medal 
00.14.1 coloured photograph of 2 elderly women in what looks like a rest home 
00.16.2 dairy workers and trucks outside 1st dairy in Wolfville   
00.17.1 photocopy, very faded, summer home of Charles S. Hamilton, 1931 (now 

Wolfville Nursing Home) 
00.21.1 group of mothers and children outside EKM Hospital (same as 00.3.13 and 

00.7.1)   
00.26.1 photo of postcard, lighthouse, pier & dyke,Wolfville  
         .2 photo of postcard, east Main St. Wolfville, Graham photo 
         .3 Wolfville Fruit Co. & Town Office, Main Street 
         .4 Wolfville Fruit Co. front windows on Main Street 
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Box 6j   
00.27   missing. 
00.30.1 missing snapshot Wolfville Holland Bakery, Front Street, now Davis & O'Leary  
         .2 2 Holland Bakery delivery vans 
         .3 Holland Bakery workers 
         .4 Holland Bakery delivery with 2 men and a dog 
         .5 young woman "Delia" leaning on delivery van 
         .6 2 Holland Bakery vans parked beside bakery 
         .7 Holland Bakery van in yard beside bakery 
00.31.1 Porter Bros. Store, corner Highland & Main 
00.31.8     
01.3.1 the Kennebunk in Wolfville harbour 
01.8 snapshots of a party at Al Whittles house   
01.10.1a&b 2 photocopies of the Foster House, Acadia Street 
01.12.05  snapshots of the unveiling of the Planters monument at Horton Landing   
         .05n Hon. Justice Ilsley 
         .05o S.C. Gordon 
         .05p   
01.12.13.1&2 Evangeline Beach, 1930s 
              .3 different shot of Evangeline Beach, 1930s 
              .4 cottages at Evangeline Beach, 1930s 
              .5 parking lot at Evangeline Beach, 1930s 
01.12.14 collection of photographs belonging to George Greenough 
01.12.14.1 postcard of Gaspereau Valley from stile, Graham photo  
01.12.14.2 postcard of Minas Basin from Wolfville, Graham photo 
              .3 postcard of Cape Blomidon (looks like a Graham photo) 
              .5 colour postcard, Horton Landing, Grand Pre 
              .6 colour postcard, Old Well, Grand Pre 
              .7 postcard, Baptist Church Wolfville, Graham photo 
              .8 postcard apple blossom, Wolfville, Graham photo 
              .9 postcard Presbyterian Church, Wolfville, Graham photo 
              .11 Grand Pre Memorial Church 
              .12 postcard, Wolfville Girls Hockey Team, 1914 
              .13 postcard east Main Street Wolfville Graham photo 
              .14 postcard, Wolfville Railway Station, Graham photo 
              .15    Three Mile Plains Sunday School class  
              .16 Three Mile Plains Sunday School class 
              .17 snow scene in front of  3rd University hall 
              .18 postcard, Road to the Ridge, G. Greenough photo 
              .19 Clock Tower, Citadel Hill 
              .20 mill at White Rock on the Gaspereau 
              .21     Avonport Covered Bridge on route 1 
              .22 Old Mill, Gaspereau, G. Greenough photo 
   .23 view from Forsythe Road off Deep Hollow Road  
              .24 the Muggah House  
              .25 the Muggah House 
              .26 Wolfville Baptist Church (built 1912) 
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   .27 Oscar Chase apple warehouse, Port Williams. G. Greenough photo, 2 copies 
              .28 wooden boat under construction at Port Williams 
              .29 Wolfville Post Office built 1912, Greenough photo (best photo of it that we have) 
              .30 Artz house, Middleton torn down ca. 1982 
              .32 cooperage of Silas Gates, 1895  
              .33 Gaspereau square net, Greenough photo 
              .34 Kipawo wharf, Wolfville with small excursion boat (not the Kipawo) 
   .35   Trotter House on site of Manning Chapel 
              .36 observatory above Willet Hall, George Greenough photo (poor quality) 
              .37 large barrel wagon (poor quality) 
              .38 Edson Graham with fishing rod 
              .39 mounted photo of the Kennebunk in Wolfville harbour, Skoda building 
01.26.1a road paving crew on Main Street 
         .1b 2 men with pick axes, probably same paving crew on Main Street  
01.27.1 colour photocopy of a framed, tinted photo apple blossom on West Main Street. 

Edson Graham photo  
01.29.1a photocopy, side view, Charles Hamilton house, (Wolfville Nursing Home) 
         .1b photocopy, side view, Charles Hamilton house, (Wolfville Nursing Home) 
01.29.2 photocopy, front view, Charles Hamilton house (Wolfville Nursing Home) 
01.29.3 engraving, Charles S. Hamilton 
01.31.1 colour photo of Randall House in the fall, all white paint 
02.1.1 colour photo, Queen Elizabeth & Prince Philip on Wolfville visit, 1976 
02.3.4 Charlotte Coombs and David Haley on their wedding day 
02.5.1 enlarged photo copy of colour postcard, AcadiaVilla   
02.20.1 house on south side of Main Street between Linden and Gaspereau, demolished 

1965 
         .2 same house from the side 
03.1.124 Randall House (white with green trim) 
03.1.133.1 colour print, Munro building, Wolfville School 
              .2 interior of the Opera House, Wolfville  
              .3 west front of MacKay School with parking lot 1960s 
              .4 corner of MacKay School, children playing in snow 
              .5 wharf scene with motor launch pulling away, location unknown 
              .6 Acadia Dairy Company 
              .7 Port Williams dyke flooded by tide, Graham photo 
03.1.134.1 Godfrey house, Main Street, 1914 
              .2 Duke and Duchess of Connaught, 1912 visit 
              .3 steam roller 1911, paving Main Street              
              .4 Main Street looking east decorated for vice regal visit 1912   
03.8.2 Vincent Schofield of White Rock in Scout uniform  
03.12.1 (print of a postcard) interior of the old Baptist Church, Wolfville (see CC379 for a 

similar church interior but not the same photo) 
         .2 studio head and shoulders portrait of man in suit 
         .3 DeWolf House with museum sign, Graham photo 
         .4 older couple outside a house 
         .5 2 women in back garden of a house 
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         .6 Victory loan parade, Wolfville NS, October 1918, Graham photo (good for 
architecture of shop fronts on Main Street) 

         .7 steam tractor with motor cars (probably the Victory loan parade) 
         .8 parade, men in suits, and military band (copy, original badly torn) 
         .9 group of 5 women in swim suits seated on fossilized tree stump 
03.13.1 Gunn Baldursson head and shoulders shot wearing soccer uniform of Acadia 

Axettes 
         .2 Acadia Womens' Soccer game in progress 
         .3 colour photo Acadia University Soccer Team posed on university sign  
         .4 Gunn Baldursson holding a trophy with others 
         .5 Acadia University Womens' Soccer Team, 1987-88 
         .6 Gunn Baldursson receiving a reward 
         .7 Acadia University Womens' Soccer Team  
03.16.4 studio portrait, 2 pipers, 2 dancers in highland dress, in Medicine Hat, Alberta 

(Evelyn Duncanson's Chatauqua group)            
03.17.2 colour print, family by Christmas tree, Randall House, 1950s 
         .3 colour print, Christmas gathering in north east ground floor room Randall House, 

1950s.  Possibly includes Mona Parsons. 
         .4 colour print, child with toboggan west bank of Randall House above park 
04.2.2A dirt road  between an apple orchard and Lombardy poplars, telegraph poles 
       .2B dirt road going uphill with apple orchard and house 
       .2C apple orchard 
04.3.2 Grade 10 class, King County Academy, 1922-23, identified 
04.7.16 choir trio:  Jetta Indek, Bertha Long, Evelyn Duncanson, Charlotte VT, 1959  
04.18.7 colour photocopy, the Revaron Motel (W.H. Chase house)  
         .8 colour photocopy Centennial of Confederation, plaque unveiling in Willow Park 

1967 
         .9 colour photocopy, Centennial of Confederation, unveiled plaque in Willow Park, 

1967  
       .10 colour photocopy, Centennial of Confederation, dedication of Willow Park 1967, 

shows Randall House in background  
04.19.1 Alfred Lake dressed in Scout uniform, 1909 (Wolfville Troop, 1912) 
         .2 Dennis Lake in Scout uniform, 1909 (Wolfville Troop, 1912) 
06.03 the LaFrance pumper 1949, at the opening of the Town Hall 
06.07 ribbon cutting ceremony for the Town Library, September 11, 1993 
07.12.1 reproduction of an artist's impression of the Acadia campus from the air, shows 

3rd U Hall 
         .2 Queen Elizabeth on 1964 visit to Canada (not Wolfville) RCMP escort was Keith 

Hall, whose uniform the museum has. 
07.13.1 burning of the lighthouse at Wolfville  
07.14.1 ¾ view portrait of young woman, by Palace Railroad Photograph Car Company  
07.15.1 John Whidden photos   
07.16.1A coloured print rusty caboose in siding, at Wolfville, December 31, 1985 
         .1B the freight shed being demolished at Wolfville, December 31, 1985 
         .1C freight shed being demolished with railway station and DeWolfe apple storage 

warehouse in background 
07.17.1 post card, old DeWolf House, Graham photo 
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         .2A post card, yoked oxen, Nova Scotia, Graham views 
         .2B post card, "in single harness" Graham views 
         .3 post card, Militia Camp, Aldershot, N.S. 
         .4 post card, St. John's Church of England, Wolfville, N.S. 
         .5 post card, the Covered Bridge on the Gaspereau, Macaulay photo   
07.18.1 outdoor rink, Wolfville School grounds in 1920s 
         .2 large model of the Kipawo outside Memorial Gymnasium 
07.19.1 Rosamond DeWolfe Archibald, 1947  
07.20.1 coloured postcard of University Hall, 1958 
07.21 series of street views taken by Gordon Haliburton to document buildings and 

streets in Wolfville in April 2004: 
07.21.1A Starr Street 
         .1B Masonic Hall (St. George's Lodge), Gaspereau Avenue 
         .1C top of Seaview Avenue 
         .1D Prospect Street from Gaspereau Avenue 
         .1E looking north down Seaview Avenue to Main Street 
         .1F looking east on Starr Street 
         .1G looking north on Gaspereau Avenue 
         .1H looking down Winter Street from Gaspereau Avenue 
         .1I looking north on Gaspereau Avenue from corner with Prospect Street, 
 houses on left all built in 1893 
07.26.1 photocopy, Miss Archibald in Indian costume, Edson Graham photo 
07.29.5 coloured aerial view of the campus 
07.30.2 Wolfville High School Band,1930s 
07.34.3 Munro house & vulcanizing plant, Main Street opposite Randall House 
         .4 post card, high tide Government wharf on Cornwallis River, Graham photo 
         .5 post card, low tide Government wharf on Cornwallis River, Graham photo 
         .6 post card, the José at low tide, Port Williams Graham photo 
         .7 post card, ferry Prince Albert tied up at Government wharf Wolfville at high tide 
  Graham photo 

.8 Motor Ship Almena tied up at Port Williams at high tide (probably Graham 
photo) 

09.14.01 tinted photo, the Duck Pond 
 
 
Box 6k:    Early Photographs, Miniature, Daguerrotypes, Tintypes   
75.B.48 Miniature painting in frame of Edward Prince of Wales, ca 1860 
  given to Annie L. Prat 
75.N.7 Daguerrotype by D.J. Smith, Halifax, in box with clasp, middle aged man and 

woman seated  
83.3.4 tintype, two females standing, one is a child; contained in a shallow box with 

missing lid 
92.7.2  picture of man face and shoulders in a leather case with hook clasp 
93.1.1 small album of tintype (?) head-and-shoulder portraits of 25 men and 23 women, 

all unidentified, good for headgear & hairstyles, possibly 1883  
93.1.24 tintype 2 men seated, 2 women standing behind 
       .25 tintype small girl standing next to chair 
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       .26 tintype woman in white cap leaning on hands 
       .27 tintype small child in tartan dress, seated 
       .28 tintype 3 women in hats, long dresses, 2 seated 1 standing 
       .29 tintype 2 men in overcoats and hats, standing 
       .57 tintype studio portrait of 2 women 
       .58 tintype posed photo of 2 men and 2 women taken in garden 
       .59 tintype studio portrait of 3 women   
93.11.2 tintype studio portrait of man 
03.1.99 tintype of young child in loose plain jacket, seated on bench.  Contained in 

 rectangular wooden box with lid and clasp 
 
 
 
Box 6l:     
08.03.01 old photo Gaspereau Valley 
08.07.01 train approaching with high snowbanks, Hortonville, 1905, A.L. Hardy photo 
         .02 train approaching, women by side of track, Hortonville, 1905, A.L. Hardy photo 
08.09.01 post card, Covenanter's Church Grand Pré, interior with high pulpit 
         .02 post card, New Glasgow from park with sailing ship anchored, 1926  
         .03 post card, Evangeline well, Grand Pré Park 
08.14.01 Acadia Dairy Co., ca. 1948 
09.04.1 Wolfville railway station with steam train (parked car ca. 1960?) 
09.30.01A postcard, Main Street, Wolfville, looking east from Central Avenue 
         .01B postcard Low Tide, Wolfville NS, showing Kennebunk moored, Skoda building. 
         .01C postcard Village of Grand Pre, looking east down the Old Post Road, shows the 

Methodist Church 
         .01D postcard, Post Office, Wolfville NS.  Ca. 1906, shows the new granite facing on 

the old building. 
         .01E postcard, Business Section, Main Street, Wolfville, NS, looking east from Elm 

Street 
09.30.02A-G Christmas cards based on old postcards used by Harry & JuanitaHow 
         .02A first hydroelectric project in the Annapolis Valley, White Rock 
         .02B Wolfville post office, completed 1912      
         .02C        Main Street, “A busy day in Wolfville, 1926” 
         .02D “1957 – The last year steam engines ran through the Valley” 
         .02E First Acadia University Hall (then called “College Hall”) 
         .02F Old Covenanter Church, Grand Pre, completed 1811 
         .02G “The Kipawo, The Wolfville-Parrsboro motor ship 1926-1940” 
 
          
 
Box 7 
Photograph Albums  
01.4.3  black "Snap Shots" album 
01.7.1  small black album  
         .1 "A snow scene, April 14, 1911" 
         .2 "Gaspereau" 
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         .3 postcard, Wolfville Shamrocks, "Champions King Co. Junior Hockey League 
'06,'07, '08"  (see also 80.10.2 oversize) 

         .4 canoeing "Kedgy June 1914"  
         .5 a campsite "Kedgy June 1914"         
         .6 white water canoeing "1914" 
         .7 poling a canoe "1914" 
         .8 shooting the rapids "1914" 
         .9 drying clothes (?) "1914" 
         .10 drying clothes (?) "1914" 
         .11 campsite "1914" 
         .12  3 canoes in the water "1914" 
         .13 campsite "1914" 
         .14 loading the canoes "1914" 
         .15 "Last days of the old Baptist Church 1911" demolition of the 2nd Baptist Church, 

after the steeple comes down  
         .16 "Last days of the old Baptist Church 1911" toppling the steeple 
         .17  female summer school students gathered outdoors, exercising  

"Note the Styles at summer school in Truro"         
         .18 same - students standing in rows  
         .19 "Cora and Perce" 
         .20 3 women, attractively dressed 
         .21 "Days gone - happy memories" 6 women sitting on the step 
         .22 "Days gone - happy memories" 6 women posing in the garden 
         .23, .24 "A family at Amethyst Cove" [photos missing] 
         .25 "A family at Amethyst Cove" on the cliff above Amethyst Cove 
         .26 "Rands" interior of drug store 
         .27 "Rands" interior of drug store with glass display cabinets 
         .28 "Main Street, Wolfville, NS" steam roller just visible in the distance 
         .29 two women in a pollarded willow 
         .30 "Gaspereau River" 
         .31 "fooled" woman hanging out the washing 
         .32 "well off" two women and a man laughing 
         .33 "Gil, Ted [dog] and Val" 
         .34 "Ted [dog] and Val" 
         .35 "Ted in disguise" dog shaved to resemble a lion 
         .36 "Ted, Gil and Val" 
         .37 "Lloyd on duty" in the drugstore  
         .38 six young men standing arm in arm in a field 
         .39 "Bob and Frank" standing at the side of the road 
         .40 man and woman standing in the road behind a car with two men in it 
                        license number is l344 Nova Scotia 
         .41 man and woman standing at the side of the road 
         .42 "Picnic at the Head" mixed group in horse drawn wagon (very faded) 
         .43 "Picnic at the Head" six women and two men posed (very faded) 
         .44 "A Grand and Glorious Day at the Cove" mixed group 
         .45 "A Grand and Glorious Day at the Cove" group walking away 
         .46 "At Pier"  
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         .47 "Gracie" with parasol 
         .48 "Gracie" wearing a hat, seated in rocking chair 
         .49 "Real Fun A Day in January on Mill Pond" group of skaters posing on the  
       pond 
         .50 "Billy and Bea" sitting in a hammock.  Bea holding tennis racket 
         .51 "May, Minnie and Ida" 
         .52 "Bea and John" both holding tennis rackets, sitting on hammock 
         .53 "Ab and Ron" horse held by woman in hat 
         .54 "April 1911" two men with fishing poles and a dog outside cabin 
        .55 "April 1911" two different men with fishing poles outside cabin  
        .56 "Hal & Fred April 1911" two men loading a canoe 
        .57 "Hal & Fred April 1911" two men launching a canoe 
        .58 "April 1911" chopping kindling outside cabin 
        .59  " two men arm in arm in lane 
        .60  " one man sitting in a clearing 
        .61   " outside of cabin 
        .62  " man with fishing poles in doorway of cabin 
        .63 "Scenes inside a cabin, Fishing Trip April 1911" soup pot on wood stove 
        .64 "Scenes inside a cabin, Fishing Trip April 1911" dog on bunk, shoes drying on 

stove 
        .65 access road to water 
        .66 "Frank's Feet" man in hammock 
        .67 "A party at Ab's" mixed group posing for photo 
        .68 same 
        .69 "Can we improve?" two women seated outdoors 
        .70 3 people standing (very poor condition) 
        .71 "Pink" oval portrait of woman 
        .72 wood frame Colonial style house with verandah 
        .73 "Afternoon - remains of Canning" ruined street 
        .74, .75 "How do we look?" two women dressed as men 
        .76 two women holding their hats on 
        .77 "Ethel In route for [Tollings?] with Murray" 
        .78 "A real car" two girls with wheelbarrow and washing line 
        .79 a warehouse with team unloading apples (or potatoes?) and what appears to be a 

conveyor belt to get them into the warehouse 
        .80 "Evangeline Beach" the hotel 
        .81 "Acadian Willows" 
        .82 "Pink, Bell & G" 
        .83 "Main Street Wolfville, Feb. 1926" outside D.R. Cochrane druggist, high  

snowbanks 
        .84 "Main Street Wolfville, Feb. 1926" looking east, street filled with snow 
 
03.16.1 Evelyn M. Duncanson snapshot album 1929 
  travelling with the Canadian Chautauqua Circuit 
  [album is  being worked on, some photos removed and filed separately in the box] 
 
343, B233 Wolfville Mud Creek Days, 1980 
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327, 75.D.8A   DeWolf Album, covered in padded red velvet with metal clasps, donated 

 by Mrs. McMahon, Aylesford 
 

B282, 88.08.01    a DeWolfe album, leather bound, which has been emptied of the photos.  The 
photos are filed in a small box marked 88.08.01.  Bonnie is working on the worksheets for them.  
When they are returned these need to be filed together. 
 
Archives back up disk; 2 CDs made by David Burkett of selected photos from the collection 
 
 
Box 10 
Photograph Albums   empty 
 
 
Wooden Press  
06.06 Pearman Collection 
Collection of black and white photographs by Lionel Pearman, ca. 1950 
06.06. .1 Wolfville, Willow Avenue, above the Duck Pond 
 .2 Wolfville, near the brook flowing into the Duck Pond 
 .3 Gaspereau River between Gaspereau and White Rock, Russell Eagles Mill 
 .4 Lunenburg waterfront 
 .5 unknown location, farm with stacked wheat 

.6 Wolfville, pine woods on the lot between the Pearman and L.E. Shaw house on 
King Street  

.7 Sandy Cove, Digby County 

.8 Halls Harbour at low tide 

.9 Wolfville, Willow Avenue near Bill Clamp's house (Manager of the Acadia 
Theatre) (same view as 06.06 but different time of year) 

.10 Grand Pre church from the fields to the south (shows Blomidon) 

.11 Bayport, Lunenburg County (2 copies) 

.12 Halls Harbour, at the turn of the tide 

.13 Halls Harbour, at high tide, original wharf 

.14 Blue Rocks, Lunenburg County 

.15 Blue Rocks, with island offshore 

.16 (probably) Bush Island looking towards Petite Riviere 

.17 Green Bay with Petite Riviere wharf, Rissers and Crescent Beach in background, 
Bill Pearman in the foreground 

.18 (probably) Milford House, Annapolis County (Bill Pearman's sister worked there 
in the summers) 

.19 Delhaven/Medford/Pereau, Paddy's Island, Pereau Creek 

.20 Mersey River 

.21 Green Bay after a tropical storm, the bluff and the breaker beach.  The Pearmans 
had a summer cottage there from 1941 

.22 The Ovens, Lunenburg County 

.23 The Ovens, Lunenburg County 

.24 The Ovens, Lunenburg County 
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.25 Mill Creek (check exact location) 

.26 Beach between Green Bay and Broad Cove 

.27 (possibly Sambro) check location 

.28 (probably) between Green Bay and Broad Cove 

.29 unknown location, upper part of a country river 

.30 Blue Rocks 

.31  Peggy's Cove 

.32 South Shore, unknown location 

.33 Lunenburg, scraping a salt banker 

.34 Lunenburg, vessel under construction 

.35 unknown location, country river 

.36 Wolfville, woods behind L.E. Shaw house on King Street 

.37 South Shore, scene with fish sheds and cow  

.38 Sunnybrook, Lunenburg County 

.39 South Shore, swampy area 

.40 Green Bay, Stages Pond 

.41 Annapolis royal, Officers Quarters, Fort Anne 

.42 Lunenburg, vessel at wharf 
 
 
Box 8   
Large photographs  
Note:  WHS = Wolfville High School 
80.10.2 Wolfville Shamrocks, Kings Co. Jr. Hockey Champions, '06, '07, '08, 
   (identified) 
80.10.3 Wolfville Shamrocks, 1906 
92.19.1 view of Baptist church from building on the hill (Sem roof?) (v. poor condition) 
  (photocopy in the file) 
92.19.15 original Wolfville school house, Highland Avenue 
92.19.16 WHS basketball team, 1938-39 
92.19.17 WHS basketball team, 1930, identified 
92.19.21 WHS grade XI play, Orpheum theatre 
92.19.22 A Christmas play at the Orpheum theatre, ca. 1925, some identifications 
93.16.39 enlargement of 00.23.33, 2 boys on a bent twig bench, Crawley photo, 2 copies  
94.7.1  Wolfville Simocos, hockey champs, 1937-38, identified  
94.21.9 WHS, mixed group with B.C. Silver on steps of Munro building, 1923-24 
94.21.14 WHS, mixed group with B.C. Silver on steps of Munro building, no date 
94.21.16 WHS grade XI , 1941-42   
94.21.17 WHS hockey team, 1935-36, identified 
94.21.18 WHS basketball team 1938-39, identified   
94.21.19 WHS hockey team, 1924-25, identified  
94.21.20 WHS hockey team 
94.21.21  WHS, 1924-25, identified. 2 copies 
94.21.22 WHS hockey team 1923-24, identified 
94.21.23 Grade XI WHS Winners of 1929 contest, "Arabian Scene" (question this title)  
94.21.24 WHS grade 10, Grecian play 1928 
96.2.16 Wolfville Harbour from Randall's Hill, ca 1889 
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96.2.17a&b enlargement of (---?) sailing ships in Wolfville Harbour, 2 sections taped together 
96.2.18 view of Wolfville looking north-east from high building 
96.2.34 Wolfville Girls Hockey team, 1906, identified 
97.7.1  WHS 1946 
97.7.2a  WHS October 1944 
99.1.1  WHS hockey team, 1928-29, identified 
99.1.2  Wolfville Victorias 1907-1908 
99.1.6    copy of a panoramic view of the town looking north from the hill  
01.1.1  Charles Patriquin doing ornithology with boy scouts in classroom 
02.19  Wolfville wharves, laminated 
03.16.5 portrait photo of Evelyn Duncanson 
07.35.01 aerial view of the town from Gaspereau Avenue to the university east gate, taken 

from the north side of the railway, by McCully, 1931 
.02 aerial view of the campus from east gate to Westwood Avenue, with U Hall in 

centre, old gymnasium, McCully, 1931  
.03 aerial view of the campus from Westwood Avenue looking east, showing several 

campus buildings and U Hall, by McCully, 1931   
08.06.01 Evelyn Garbary and Lethem Roden in costume at Randall House, Wolfville 

centenary celebration, 1993 
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Appendix 3  Finding Aid: Research Files at Randall House  
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RESEARCH FILES AT RANDALL HOUSE  
updated to November 3, 2010   

 
 

Acaciacroft (Planters' Barracks) 
Acacia Grove, see Prescott House 
Acacia Villa School 
Acadia University 
Acadia Buildings 
Acadians 
Apple Blossom Festival 
Apple Industry 
Archibald, Rosamond 
Avery, Samuel 
 
Baldursson, Gunn 
Barbie Birthday Exhibit 
Baronets of Nova Scotia 
Beals family 
Best, Henry & Isabella 
Birds, Bird Counts, Ornithologists 
Births, Marriages, Deaths, Wolfville  
  selected from the Higgens Diary  
  1881-1905 
Bishop family 
Blacks 
Blomidon Inn 
Boy Scouts/Cubs 
Boy Scout Photos 
 
Calendar, Perpetual 
Camp Fire Girls, see also Give Service 
   Girls, after 1917 
Canning 
Cavanagh Building dispute 
Cemeteries:  see Wolfville, cemeteries 
Chipman/Hamilton Letters 
Chipman, Isaac 
Chipman, Leverett 
Christmas 
Christmas Cards 
Church, Ambrose 
Churches: 
   Baptist, Wallbrook 
   Grand Pré churches, history  

   Methodist, Horton 
     marriage register 1826-1904 
   Presbyterian, Chalmers, Horton 
   Presbyterian, Covenanters, Grand Pré 
   Presbyterian, Wolfville 
   Roman Catholic 
   United, Wolfville 
Cleveland, Aaron Family 
Cochrane's Drug Store 
Coldwell, Perez 
  "the man from Gaspereau" 
Colville, Alex 
Covered Bridges 
Crane, Mrs. Bessie, diary 
 
Davidson, Heather 
Davison, James D. 
Death & Mourning 
Dendrochronology, see Tree Ring Dating 
Denton, Dr. George 
DeWitt, Dr. George E. 
  and Dr. C.E. Avery 
 
DeWolf(e) family, genealogy 
DeWolf, Dr. Albert 
  murder/suicide, 1879 
DeWolfe, Rev. Charles 
DeWolfe, Elsie 
DeWolf, Vice Admiral Harry 
DeWolfe, R.W. 
DeWolfe/Sleep/Cavanagh building 
DeWolf, T.A.S 
DeWolf, T.A.S., house 
Doll Exhibit 2005 
Domestic Skills 
Duncanson, Evelyn 
Dykes, Bishop Wickwire, Wellington 
Dykes; Photographs (photocopies) 
 
Elizabeth II Jubilee 2002 
Elliott, Russell 
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Elliott, M. Robbins 
Elliott, Shirley B. 
Erskine, John, Rachel and Tony 
Etna, (aka Greenfield) community of 
 
Fairn, C.W. (03.18.1) 
Fairn, Leslie 
Fales family and house 
Fire Department 
Fitch, Edwin O. 
Fossil 
Freeman family 
Fuller family 
Fur Farming Exhibit 2000 
 
Gardens 
Gaspereau 
Genealogy 
Geology 
Gerritse, Alf 
Gesner, Abraham 
Ghost Stories, see also Randall House  
 Ghost Stories 
Gillmore family 
Girl Guides 
Give Service Girls, see also Camp Fire Girls 
Godfrey family 
Graham, Edson 
Grand Pré Heritage 
  Conservation District 
Grapenut Ice Cream, see 
  Palms Restaurant 
Greenough, George 
Greenwich History 
Hamilton, Charles S. 
Hancock, Glen 
Harris House, Hortonville [missing 2010] 
Hats (Randall House hat exhibit, 2007) 
Haycock, Maurice 
Herbin family 
Hill House, Highland Avenue 
Historic House Tours, Kings County 
Holland Bakery 
Horton Carver, the 
  see Wolfville:  Cemetery   
  Old Town Burying Ground 
Hydroelectric Power 

 
Imperial Order Daughters of the Empire 
  (IODE) 
 
Jello Exhibit 1997 
Jodrey, R.A. 
Johnson, William, house, 402 Main Street 
 
 
Kent Lodge 
Kendall, Dicky 
Kenny family 
Kenny, Samuel Raymond 
Kings County History 
Kings Hants Heritage Connection 
Kinsman, William Henry 
Kipawo ferry 
 
Lighting 
Lumsden, Rev. Clarence B. 
 
McCurdy, William Macintosh 
McKittrick family 
 
Marsters family 
Masons and Odd Fellows  
Merchant Marine (2 files) 
Mi'kmaq 
Military Exhibit 1995 
Mud Creek Days 
Munro family 
Murphy, Vernita 
Museums, general 
 
Natural History 
Newcomb family 
New Minas 
North Grand Pre Women's Institute, 
  History 
Nova Scotia history, general 
Nowlan's Canteen 
 
Oliver family 
 
Painted Rooms 
Palmeter family 
Palms Restaurant, the; grapenut ice cream 
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Parsons, Mona 
Patriquin family 
Peck, Ron exhibit 
Photographs 
Planters 
Pony Express 
Poor Farm Cemetery, Greenwich 
Porter family 
Port Williams: bridge, shipping 
Postal Service 
Prat Exhibition, PANS, 1980 
Prat family 
Prescott House (Acacia Grove) 
 
Rainbow, America Cup, 1934 
Railroads 
Randall family 
Randall House 
Randall House, ghost stories 
 
Roads:  Great Roads of N.S. 
Ruffee, George 
 
Saxby Gale 
Shaw family, Avonport  
Sheriff, Jack 
Ships & Shipping 
Shipmodels 
Shipwrecks 
Sinclair, Prince Henry 
Skoda Building 
Spinney Stories (99.26.1) 
Spirit of N.S. Exhibit, AGNS, 1986 
Sport 
Starr family 
Starr, Evelyn 
Stewart family of Grand Pre,   
  letters Daniel, Robert 
Swastika 
 
Telephone history 
Temperance 
Tourism, early 
Townsend, Bill 
Travel, 1750-1950 
Tree Ring Dating (Dendrochronology) 
Troyte-Bullock family 

Tufts, Robie 
 
Wade, Bill 
Walking Tours, Wolfville 
Wallpaper, Economy, Cumberland Co. 
War Service of local people 
Warren, Robert Maurice 
Weatherbee, Hon. Sir Robert L. 
Weston, Katie Mae 
Wheels of Wolfville Exhibit 
Whidden, Mrs. D. Graham 
Wickwire family 
Willow Pattern, the (on china) 
Wolfville: 
  Architecture 
  Businesses 
  Banks:  Peoples Bank, Bank of Montreal 
  Cemetery:  Old Town Burying Ground 
               St. John's Anglican 
               Willowbank, Gaspereau Ave. 
  Heritage Properties 
  Harbour 
  History 
  Hospital, Eastern Kings Memorial (EKM) 
  Hotels:  Wolfville Hotel 
                Evangeline Inn 
  Library/Station 
  Nursing Home 
  Schools 
  Service Stations 
  Sports, early cycling  
  Street Names 
The Wolfville ship 
Wolfville Historical Society 
World War II:  The Home Front 
Wright, Dr. Esther Clark 
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Appendix 4  Article:  Directors’ Liability:  a Discussion Paper 
 
  
NOTE:  This paper was downloaded from the Volunteer Canada website 
 
The overarching requirement of directors’ actions is that of “standard of care” and if this is of 
high quality, a director can rest easy.  WHS is now well on the way to embedding a high quality 
of “standard of care” in its operations through the writing of a resource manual.  As well, the 
Society is incorporated, carries Public Liability Insurance and may have its financial records 
independently audited. 
 
Incorporation is singled out as the simplest and most effective way of minimizing the liability of 
directors (see article 10).  Since “WHS Incorporated” can under the law be sued (and can itself 
sue of course) as if it were a real person, then through the public liability insurance held, WHS 
has reasonably covered itself against that kind of suit. 
 
However, the document is well worth reading carefully.  In my opinion Directors and Officers 
Liability Insurance is excessively expensive for our exposure (see article 9).  By constant 
reference to the manual which insists on ALL meetings being recorded as minutes, ALL actions 
being approved by motion and so on, any “errors, mis-statements, misleading acts, omissions, or 
breaches of duty” will be evident to the elected members, providing ample opportunity to rectify 
these things before damage is done and liability established. 
 
 
 
Derek Watts, Treasurer 
13 March 2006 
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Directors’ Liability: A Discussion Paper on 
Legal Liability, Risk Management and the Role 
Of Directors in Non-Profit Organizations 
 
Funding for this resource is provided by the Government of Ontario, 
Ministry of Citizenship – Voluntarism Initiatives 
According to the 2000 NSGVP, about 41 percent of Canadian volunteers serve on boards and 
committees. Despite their deep commitment to countless causes and organizations many 
board members may be unaware of the legal ramifications of their volunteer work. Personal 
liability has become an area of increased concern for board members of not-for-profit 
organizations. This important resource informs board members about their legal duties and 
obligations, and offers them a practical 'prevention checklist' to help minimize personal 
liability. 
Financial support for the development of this resource was provided 
by the Government of Ontario through the Ontario Screening Initiative. 
The views expressed herein are those of the author and do not necessarily reflect those of 
Voluntarism Initiatives Unit, the Ministry of Citizenship or the Government of Ontario. 
1st edition 
© Volunteer Canada, 2002. All rights reserved. 
Any reproduction of this material must display credit to: 
Volunteer Canada 
330 Gilmour St., 
Ottawa, Ontario, K2P 0P6 
Tel: 1-800-670-0401 or (613) 231-4371 
E-mail: volunteer.canada@sympatico.ca 
www.volunteer.ca 
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13.2 Electronic References ......................................................................................15 
1. Introduction 
According to the 2000 National Survey of Giving, Volunteering and Participating, over 40 
percent of Canadian volunteers hold positions on boards and committees.1 Despite their deep 
commitment to the effective governance of voluntary organizations, many board members are 
unaware of the legal ramifications of their volunteer work. As our society becomes more 
litigation-oriented, the public expects non-profit organizations to be more accountable and 
businesslike in managing their affairs. Volunteer board members are right to be concerned 
about their personal liability. 
Directors’ Liability A Discussion Paper on Legal Liability, Risk Management and the Role of 
Directors in Non-Profit Organizations informs board members about their legal 
responsibilities and provides practical suggestions for managing risks and minimizing 
personal liability. Although this discussion paper contains legal information, it does not 
provide legal advice. Neither its authors nor Volunteer Canada are in a position to determine 
whether organizations or individuals have fulfilled their legal duties or satisfied the 
applicable standard of care in every circumstance. Individuals and organizations seeking 
specific advice should consult with a lawyer. 
This discussion paper is not intended to deter people from volunteering as board members 
with their favourite voluntary organization or charity. Risk and responsibility are facts of life, 
and every activity we undertake involves a certain amount of risk. The volunteer director 
needs to understand the risks involved in the position so that he or she can act reasonably and 
appropriately. The purpose of this paper is to raise awareness of the legal risks facing 
directors, and to offer directors and organizations some practical suggestions for minimizing 
these risks. 
2. What is an organization? 
Organizations come in a variety of types and sizes, under a variety of names. In this 
discussion paper, the generic term ‘organization’ is used. Some organizations are small with 
no staff and no office, some have a few staff, and some are large entities with many staff and 
volunteers. 
An organization can be ‘unincorporated,’ and thus have no legal status, or it can be 
‘incorporated’ as a corporation under federal or provincial statutes. This corporation can be 
for-profit (that is, organized to pursue commercial objectives), or it can be non-profit (that is, 
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organized to fulfill benevolent or charitable purposes). 
A non-profit organization can be referred to as: 
• a club; 
• an association; 
• a society; 
• a corporation; 
• a league, or 
• a committee (as in the Canadian Olympic Committee). 
1 Statistics Canada. Caring Canadians, Involved Canadians: Highlights from the 2000 National 
Survey of 
Giving, Volunteering and Participating (Ottawa: Minister of Industry, 2001), p. 41. To download 
the full report, 
3. What is a board? 
Some organizations are governed by administrative or ‘hands-on’ boards while others are led 
by policy-governing boards. Both boards may be called a board of directors, a board of 
governors or a board of trustees. The responsibility of an organization’s board is to: 
• provide leadership and direction to the organization; and 
• govern the affairs of the organization on behalf of its shareholders (in the case of a forprofit 
corporation) or its members (in the case of a non-profit organization). 
4. What is a director? 
A director is an individual who is a member of a governing board of an organization. 
Directors of non-profit organizations are volunteers and are rarely paid for their services, 
while directors of for-profit corporations are usually compensated. As a rule, directors are 
elected or appointed to their positions on the board. They may also be officers, where an 
officer fulfills certain corporate roles and functions (such as those duties of a ‘president,’ 
‘treasurer’ or ‘secretary’ of the organization). Officers can also be senior staff persons, and in 
rare circumstances, staff persons can also be directors. 
Regardless of the name, size, or type of organization, the role of the director remains fairly 
constant. Directors and officers of non-profit organizations are responsible for governing the 
affairs of the organization on behalf of its members. Directors and officers have a relationship 
of ‘trust’ with the members of the organization, and it is from this trust relationship that 
certain important legal duties arise. 
5. Legal duties of directors 
The basic responsibility of directors is to represent the interest of the members in directing 
the affairs of the organization, and to do so within the law. This legal duty is described in 
statutes (such as the Canada Corporations Act, provincial business incorporation statutes and 
provincial societies or non-profit organization statutes) and has been expanded and 
interpreted in the common law. 
In representing the members of the organization and acting as their ‘trustee,’ directors have 
three basic duties: 
1. The duty of diligence: this is the duty to act reasonably, prudently, in good faith and 
with a view to the best interests of the organization and its members; 
2. The duty of loyalty: this is the duty to place the interests of the organization first, and 
to not use one’s position as a director to further private interests; 
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3. The duty of obedience: this is the duty to act within the scope of the governing 
policies of the organization and within the scope of other laws, rules and regulations 
that apply to the organization. 
It is important to note that the duties of directors of non-profit organizations are essentially no 
different than the duties of directors of for-profit corporations. These duties extend broadly, 
and are owed to: 
• the organization as a whole; 
• the organization’s members, participants, clients, staff and volunteers; 
• other directors; and 
• anyone else who may be affected by the decisions of the board and the activities of the 
organization, including the general public. 
These three duties are discussed more fully below. 
5.1 Duty of diligence 
Diligent directors always act prudently and in the best interests of the organization. When 
performing their duties as directors, they are expected to exercise the same level of care that a 
reasonable person with similar abilities, skills and experience would exercise in similar 
circumstances. If a director has a special skill or area of expertise, such as an accountant or 
lawyer would have, he or she has a duty to achieve a standard of care that corresponds to his 
or her professional abilities. 
Directors have a responsibility to act cautiously and to try to anticipate the consequences of 
their decisions and actions before they undertake them. They are honest and forthright in their 
dealings with members, with the public and with each other. Directors are also well-informed 
about the activities and finances of the organization. They have an obligation to foresee 
potential risks inherent in a situation and to take reasonable steps to manage those risks. 
5.2 Duty of loyalty 
Directors are required to put the interests of the organization first. These interests will always 
take precedence over any other interest, including a director’s personal interests. As well, 
directors who are involved in more than one organization may find that they cannot be loyal 
to both. 
Loyal directors will avoid putting themselves in a situation of a conflict of interest. When this 
is unavoidable, they will act properly in disclosing the conflict and ensure that they play no 
part in discussing, influencing or making decisions relating to that conflict. 
Confidentiality is also an important aspect of the duty of loyalty. Directors have an obligation 
to keep organizational business private, and to not discuss certain matters with people outside 
the organization. Confidential matters may include: 
• information about personnel; and 
• information about clients served by the organization, the organization’s finances or legal 
matters. 
A board acts as one entity. Loyal directors support the decisions of the board, even if they 
might not personally agree with the decisions and might not have voted to support the 
decisions in the board meeting. 
5.3 Duty of obedience 
Nearly all non-profit organizations are ‘private tribunals’ (that is, autonomous organizations 
that have the power to write rules, make decisions and take actions that affect their members 
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and participants). Legally, private tribunals are recognized as having a contractual 
relationship with their members. This relationship is defined in the organization’s governing 
documents, which include: 
• its constitution; 
• bylaws; 
• policies, and 
• rules and regulations. 
Directors have a duty to comply with the organization’s governing documents, and to ensure 
that staff and committees of the organization do as well. Over time, organizations may move 
away from their legal purpose, and policies may become out of date and no longer reflect the 
practices of the organization. Obedient directors ensure that governing documents remain 
current and accurate, and oversee the process that is used to amend and update governing 
documents. 
Directors also have a duty to obey external laws and rules that are imposed upon 
organizations. A wide range of laws and statutes apply to corporations and individuals: the 
obedient director ensures that the organization complies with these. In particular, an 
organization that is an employer has many statutory responsibilities to its employees. These 
responsibilities include: 
• paying wages; 
• providing paid time off for holidays; 
• making deductions from wages and remitting these to the government; 
• providing a safe workplace; and 
• protecting employees from discrimination and harassment. 
6. Liability of directors 
A director who fails to fulfill his or her duties as outlined above may be liable. The term 
‘liability’ refers to the responsibility of directors and organizations for the consequences of 
conduct that fails to meet a pre-determined legal standard. Usually, the term ‘consequences’ 
refers to damage or loss experienced by someone, and being responsible for such 
consequences means having to pay financial compensation. 
Liability arises in the following three situations: 
1. When a law (statute) is broken. The consequences of breaking a law are: 
• paying a fine; 
• having restrictions placed on one’s rights or privileges; or 
• being imprisoned. 
2. When a contract is breached or violated, where a contract is a legally enforceable 
promise between two or more parties. The consequences of breaching or violating 
a contract are: 
• correcting the breach through some form of performance or service; or 
• paying financial compensation. 
3. When an act, or a failure to act, whether intentionally or unintentionally, causes 
injury or damage to another person (tort). The consequence of intentionally or 
unintentionally injuring or damaging another person is: 
• payment of a remedy in the form of financial compensation. 
These three situations are discussed more fully below. 



 
APPENDICES 

  

Wolfville Historical Society Reference Manual 
 

6.1 Statute 
There are a variety of federal and provincial statutes that impose liability on directors in 
specific circumstances relating to managing the affairs of the organization. Thus, directors 
have specific statutory obligations relating to: 
• the election and appointment of directors and officers; 
• calling meetings of members; 
• paying taxes to government and submitting employment-related remittances; 
• keeping minutes of meetings of directors and members; 
• reporting and disclosing prescribed information about the corporation to 
authorities; 
• paying wages and salaries; 
• maintaining a safe workplace; and 
• activities of the organization that cause pollution or other environmental damage. 
6.2 Contract 
Directors are responsible for ensuring that the organization’s contractual obligations are 
fulfilled. This includes contracts with employees and independent contractors. 
6.3 Tort 
Directors are responsible for ensuring that they, as well as the organization’s volunteers and 
staff, do not behave negligently. Negligence refers to the duty that we all have to ensure the 
safety of those persons affected by our actions. Directors, volunteers and staff are at all times 
expected to act in a reasonably diligent and safety-conscious manner so that others affected 
by our actions (for example, fellow employees, volunteers, participants, clients, the public) 
will not face an unreasonable risk of harm. 
The concept of negligence also applies to ‘wrongful acts’—these are: 
• errors; 
• omissions; and 
• actions or decisions that harm others, not through damaging their property or their 
physical person, but through interfering with their rights, opportunities or privileges. 
Wrongful acts relate primarily to how directors govern the organization, manage its funds, 
supervise its staff and make decisions that affect members, clients and the public. 
7. Indemnification 
Clearly, volunteer directors take on a range of legal responsibilities and face many potential 
liabilities. Non-profit organizations recognize that this can be quite daunting. As a result, it is 
almost universal practice for these organizations to ‘indemnify’ their directors for liabilities 
that they might incur in carrying out their duties as directors. To ‘indemnify’ means to put 
someone back in the same financial position as they were in before. An indemnified director 
would be compensated for the following: 
• legal fees; 
• fines that were paid under a statute; 
• a financial settlement that resulted from a lawsuit; or 
• any other legal obligation that a director was required to fulfill. 
Incorporated organizations are required by law to indemnify their directors for such losses. 
There is no such obligation imposed upon unincorporated groups, but most groups do offer 
indemnities because it is a good policy to do so. Just remember: the indemnification is only 



 
APPENDICES 

  

Wolfville Historical Society Reference Manual 
 

as good as the organization’s financial ability to pay it. This is where insurance comes in (see 
Directors’ and officers’ liability insurance in section nine of this discussion paper). 
8. Avoiding liability through risk management 
There is risk inherent in everything we do. Volunteers, employees and directors of 
organizations must always be mindful of risks—this means examining situations cautiously 
and thinking ahead to the potential consequences of decisions and actions. Most people 
manage risks most of the time, and they do so instinctively. However, it is always a good idea 
to take steps ourselves, and to encourage others to think about risks and risk management 
more systematically. 
The process of risk management is a simple three-part activity. It involves: 
1. looking at a situation and asking what can go wrong and what harm could result; 
2. identifying practical measures that can be taken to keep such harm from occurring; and 
3. if harm does occur, identifying practical measures that can be taken to lessen the impacts 
of harm and pay for any resulting damage or losses. 
The practical measures that can be taken to manage risks fall into four categories: 
• assume the risk (decide that the risk is minor and do nothing); 
• reduce the risk (find ways to change people’s behaviour or the environment in which 
people work so that the degree of risk is reduced); 
• eliminate the risk (choose not to do something); and 
• transfer the risk (accept the risk but transfer the liability associated with it to someone 
else through a written contract). 
Every organization will face different risks and will plan and implement different measures to 
deal with these risks. The measures that are taken to manage risks are usually those that 
would be taken by any other prudent and reasonable person having the same skills, 
knowledge and experience as ourselves. This is why the practice of risk management is based 
in large part on common sense and is linked to the concept of ‘standard of care.’ These 
measures will tend to revolve around: 
• training and educating staff and volunteers; 
• enforcing reasonable rules; 
• inspecting and maintaining facilities and equipment; 
• screening and supervising staff and volunteers; 
• properly documenting meetings and decisions; and 
• meeting all statutory reporting requirements. 
The final section of this discussion paper provides some practical measures that 
organizations, and individual directors, can take to manage the risks and liabilities faced by 
directors. 
9. Directors’ and officers’ liability insurance 
This section deals with insurance—a common risk management measure and one that is 
particularly important in minimizing directors’ liability. Insurance is one of many techniques 
used to manage risks—it involves transferring the liability associated with a risk to another 
party by means of a written contract. In the case of insurance, the party that the risk is 
transferred to is the insurance company, and the written contract is the insurance policy. 
Transferring risks through written contracts is a very common business practice. 
Directors’ and officers’ insurance is like general liability insurance, and covers costs that the 
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directors and officers of an organization might become legally obligated to pay as a result of 
damages to another party. However, unlike a general liability insurance policy that covers 
losses arising from physical injury or property damage, directors’ and officers’ liability 
insurance covers only those losses arising from a director’s own ‘wrongful acts.’ 
In such an insurance policy, a wrongful act is defined as: 
• an error; 
• a misstatement; 
• a misleading statement, act, omission; or 
• other breach of duty by an insured person in his or her insured capacity. 
The purpose of this insurance is to provide the financial backing for the indemnity that the 
organization provides to its directors. Directors’ and officers’ liability insurance is a fairly 
recent risk exposure for many non-profit organizations. The risk is not so much that a director 
will be found guilty of a wrongful act, but simply that there will be an allegation of a 
wrongful act. Although few claims against directors are substantiated and fewer of these 
result in large financial awards, the cost of defending any claim can be significant. This is 
where directors’ and officers’ insurance tends to prove its value. 
Directors’ and officers’ insurance policies vary, and there is no standard level of coverage. 
Importantly, many of these policies exclude coverage for: 
• directors acting outside the scope of their duties as they are described in this 
discussion paper, including any actions that are dishonest, fraudulent or criminal; 
• breach of contract, including wrongful dismissal of employees; 
• fines and penalties under a statute or regulation; and 
• complaints under a human rights code, including a complaint of discrimination, 
harassment or sexual harassment. 
Insurance is a complex subject, and directors’ and officers’ insurance is especially so. For 
more information on this subject, consult with a lawyer or an insurance representative. 
10. Incorporation 
In this discussion paper, organizations have been described as being either incorporated or 
not incorporated. Many associations, societies, community groups and sport clubs are not 
incorporated and thus have no legal status. Yet the legal status of an organization can have a 
significant effect on the potential liability of directors, as described below. 
The incorporation of an organization under a federal or provincial statute establishes the 
organization as a legal entity (almost an ‘artificial person’) that exists independently as 
separate and distinct from its members. This legal entity can: 
• own property in its own name; 
• acquire rights, obligations and responsibilities; 
• enter into contracts and agreements; and 
• sue and be sued as if it were a real person. 
An unincorporated organization is not a separate legal entity and has no legal status apart 
from that of its members. While carrying out their duties on behalf of the members, directors 
can be held personally and jointly liable for the activities of the organization. For example, an 
unincorporated entity cannot enter into contracts of its own, so the directors or officers who 
execute the contract on behalf of the organization might be held to that contract in their 
personal capacities. Likewise, a third party cannot sue the organization (as it is not a legal 



 
APPENDICES 

  

Wolfville Historical Society Reference Manual 
 

entity) but can, and likely would, sue the directors collectively and individually. 
An incorporated organization offers directors the protection of what is termed the ‘corporate 
veil.’ As a separate legal entity, the organization is one step removed from the directors and 
members. Lawsuits must be brought against the corporation, and directors of such 
corporations are, to a large extent, protected from liability for actions they took in their 
capacity as directors. 
The minor costs and inconveniences of incorporation are far outweighed by the benefits that 
such incorporation provides to the members and directors. Incorporation can sometimes be 
the best, simplest and least expensive risk management measure for an organization to take. 
Incorporation notwithstanding, it must be noted that directors of corporations may be held 
personally liable, in their capacities as directors, for unpaid wages, holiday pay, employee 
benefits and taxes. This is of concern to directors of organizations who have large numbers of 
employees, especially if the organization is experiencing financial difficulties and may be 
unable to meet payroll and tax obligations. 
11. Protecting yourself as a director 
There is no substitute for knowledgeable governance and thoughtful risk management, and 
the organization that manages its affairs in a conscientious and responsible manner will 
reduce its directors’ liability risks considerably. Nonetheless, the following practical tips will 
be helpful to all directors. 
Before accepting a directorship with an organization, you should: 
• Think about your reasons for becoming a director. Be sure you have the time, interest 
and commitment to do the job well. 
• Learn as much as you can about the organization. What is its mission? What activities 
does it undertake? How is it perceived in the community? 
• Ask for a written job description for the position of director. 
• Educate yourself about your legal duties as a director by reading a discussion paper 
such as this one. 
• Look at the composition of the entire board, and satisfy yourself that it can govern 
effectively and provide competent direction to committees, staff and volunteers within 
the organization. 
• Confirm that the organization indemnifies its directors (either through its bylaws, 
through policy or by means of a written contract) and that it carries directors’ and 
officers’ liability insurance. Ask about the scope of coverage and any exclusions to 
this insurance. 
Once you have accepted a directorship, managing your personal liability risks is an ongoing 
process. The following guidelines will help you to take steps to manage these risks as they 
relate to issues such as policy, finances, meetings, personnel, and training. 
11.1 Meetings 
• Attend meetings, be prepared to discuss the items on the agenda and participate fully 
in decision-making. 
• Provide your reports to the board in written form. 
• Ensure that minutes reflect abstentions from votes, votes for and votes against 
motions. 
• If you have any real or perceived conflict of interest, declare it when the issue first 
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arises, and do not vote, participate in or influence the decision-making process. Have 
your disclosure recorded in the meeting minutes. 
• Do not rush important decisions. Ensure that board members receive meeting 
materials in ample time to digest them. If important information is lacking, postpone 
the decision until this information can be obtained. 
• Keep your own personal copies of key documentation and minutes of controversial 
meetings. 
11.2 Finances 
• Take an interest in finances by reviewing regular financial reports, and approving and 
monitoring the organization’s annual budget. 
• Use a professional, independent accountant to perform an annual audit of the 
organization’s finances. 
• Know who is authorized to sign cheques and for what amount. 
• Do not be shy about asking questions and seeking clarification on financial matters 
from staff. 
• With the assistance of your auditor, develop a list of statutory reporting requirements 
and assign a staff person or director to monitor that these requirements are being 
fulfilled. 
11.3 Contracts 
• Ensure that all contracts the organization enters into are carefully reviewed by staff or 
by counsel. 
• When the organization partners with other entities on joint projects, or enters into 
agreements be sure that all terms and conditions are clearly expressed in a written 
contract, and that risks and liabilities are appropriately shared. 
11.4 Policy 
• Ask for a copy of the organization’s policy manual. If the organization does not have 
a policy manual, develop a work plan for staff (or others, as appropriate) to prepare 
one. 
• Be familiar with the content of the organization’s constitution and bylaws. If they are 
out of date, or no longer adequately reflect the mandate and activities of the 
organization, then undertake to update them. 
• On important matters and for decisions that have the potential to adversely affect 
someone, ensure that the organization’s policies are adhered to as written. If the 
policy is unsuitable for dealing with the particular circumstance, then take steps to 
change the policy for the future. 
• Commit staff and volunteer time and financial resources to developing risk 
management policies. 
11.5 Personnel 
• Ensure that all staff and volunteer positions have written job descriptions. 
• Insist that the organization develop a clear personnel policy and ensure that staff 
evaluations are performed at least annually or as required by the policy. 
• Be sure that suitable screening measures are in place for those staff and volunteer 
positions that involve interaction with children, youth, seniors or other vulnerable 
persons in positions of trust. 
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11.6 Insurance 
• Ask for copies of the organization’s insurance policies and become familiar with their 
scope of coverage. 
• Consider asking the insurance broker to meet with the board and make a brief 
presentation on these policies. 
11.7 Training 
• Support professional development for staff and training for volunteers. 
• Encourage the board to engage in training. Bring in a board development instructor or 
a facilitator to help the board improve its effectiveness. 
• Offer board members training opportunities in association with board meetings or 
annual general meetings. 
• Commit resources to the development and updating of board and staff orientation 
materials. 
• Leave aside a short portion of every board meeting to allow the board to evaluate its 
effectiveness in conducting the meeting and making governance decisions. 
11.8 General 
• If the organization is unincorporated, consider incorporation. As a risk management 
measure it is well worth the expense and inconvenience. 
• If you suspect that something is not right, go with your intuition and check it out! Be 
curious. Remember, as a director you will be held responsible for circumstances and 
situations you ought to have known about, whether or not you actually did know 
about them. 
• Do not speak negatively about the organization to the public. Publicly support the 
board’s decisions, even if you might have voted against the majority of directors. 
• If the organization needs to deal with a complex matter in which staff or directors lack 
expertise, consider the services of an outside professional (for example, a lawyer, 
financial advisor, human resources consultant, risk management specialist, or 
engineer). 
12. Summary 
There are tens of thousands of voluntary organizations and charities in Canada that undertake 
important work in every community in the country. Volunteer board members are to be 
applauded and supported for their willingness to take on the responsibilities associated with 
directorships and the corresponding risks. 
This discussion paper is meant to inform directors of the legal dimensions of their voluntary 
contribution. It is Volunteer Canada’s view that an informed director is a more confident and 
competent director. 
The most widely available, most effective and least expensive risk management technique is 
common sense. Voluntary organizations can capitalize on this common sense by: 
• recruiting capable board members and well-qualified staff; 
• providing an orientation program for all new people; 
• putting on paper clear job descriptions and sound policies; 
• supporting professional development at all levels of the organization; and 
• creating an organizational culture that emphasizes and rewards risk management thinking 
and behaviour. 
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Common sense arises from a mix of knowledge and experience. Most people become 
directors because they have abundant experience with an organization or the cause to which it 
is committed, or because they feel that they can bring professional and work-related 
experience to a rewarding voluntary position. This experience, coupled with the knowledge 
that can be gained from this discussion paper, will well equip directors to perform their duties 
effectively and capably. 
13. Additional Resources 
13.1 References 
Corbett, Rachel. Insurance in Sport and Recreation: A Risk Management Approach. 
Edmonton: Centre for Sport and Law Inc., 1995. 
http://www.sportlaw.ca 
Corbett, Rachel, and Hilary A. Findlay. Managing Risks: A Handbook for the Recreation and 
Sport Professional. Edmonton: Centre for Sport and Law Inc., 1993. 
http://www.sportlaw.ca 
Kelly, Hugh M., and Mark R. Frederick. Duties and Responsibilities of Directors of Non- 
Profit Corporations. Toronto: Printwest, 1999. 
Kitchen, Joni, and Rachel Corbett. Negligence and Liability: A Guide for Recreation and 
Sport Organizations. Edmonton: Centre for Sport and Law Inc., 1995. 
http://www.sportlaw.ca 
Minnesota Office of Citizenship and Volunteer Services, Minnesota Department of Human 
Resources, Minnesota State Bar Association. Planning It Safe: How to Control Liability and 
Risk in Volunteer Programs. Minnesota: Minnesota Office of Citizenship and Volunteer 
Services, Minnesota Department of Administration, 1998. 
http://www.admin.state.mn.us 
Rurka, Brian P., and Allan J. Guty. “Avoiding the Liability Traps,” LawNow (June/July 
1999), pp. 20-22. 
http://www.extension.ualberta.ca/lawnow 
White, Leslie T., John Patterson and Melanie L. Herman. More Than a Matter of Trust: 
Managing the Risks of Mentoring. Washington, D. C. : Nonprofit Risk Management Center, 
1998. 
http://www.nonprofitrisk.org 
13.2 Electronic References 
Baker, Allyson L. Directors’ and Officers’ Liability Insurance: An Overview. Vancouver: 
Clark, Wilson, 1998. 
http://www.cwilson.com/pubs/insurance/alb1/Index.htm 
http://www.boarddevelopment.org (a website on board development training, accountability 
and governance in the Canadian voluntary sector) 
Ontario Ministry of the Attorney General website 
http://www.attorneygeneral.jus.gov.on.ca 
United Way of Canada / Centraide Canada website 
http://www.unitedway.ca 
Voluntary Sector Roundtable (VSR) website (the VSR website is hosted and maintained by 
United Way of Canada / Centraide Canada—see web listing above) 
http://www.vsr-trsb.net/main-e.html 
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Volunteers and the Law: A guide for volunteers, organizations and boards. (a web document 
prepared by the People’s Law School) 
http://www.publiclegaled.bc.ca/volunteers 
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Appendix 5  Ethics Guidelines of the Canadian Museums Association 
 

NOTE:  These guidelines can be downloaded from the Canadian Museums 
Association website. 
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FORMS 
 
Note:  These forms are stored in the Randall House computer, and in paper form in the Randall 
House files.   

Temporary Receipt 
 

Initial Information Letter 
 

Acquisition Proposal 
 

Gift Agreement 
 

Incoming Loan Receipt 
 

Outgoing Loan Receipt & Terms of Loan 
 

Proposal to Deaccession 
 
 
 Files Kept in Secretary’s Box 
 

Memorial Fund Direction Form 
 
 
 
 
 
This list is incomplete.  As new forms are developed they will be added. 
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WOLFVILLE HISTORICAL SOCIETY 

RANDALL HOUSE MUSEUM 
259 Main Street, Wolfville, NS, B4P 1C6 

(902) 542-9775 
 

www.wolfvillehs.ednet.ns.ca 
randallhouse@aliantzinc.ca 

 
 
 

TEMPORARY RECEIPT 
 

Object/Collection/Description:   ---------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------------
--------------------------------------------------------------------------------------------------------------------- 
_____________________________________________________________________________ 
 
Source/Donor:  _______________________________________________________________ 
Source Address:  ______________________________________________________________ 
  
______________________________________________________________________________ 
 
Source Telephone:  __________________ Email:  ___________________________________ 
 
Method of Proposed Acquisition (circle one): 
Donation/Gift/Bequest;  Purchase, Transfer from another Institution;  Trade;   Salvage 
 
Physical Condition:   ___________________________________________________________ 
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________  
 
Authorized Signature, Randall House Museum: ____________________________________ 
 
Authorized Signature, Source/Donor:  ____________________________________________ 
 
Date:  _______________________________________________________________________ 
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WOLFVILLE HISTORICAL SOCIETY 

RANDALL HOUSE MUSEUM 
259 Main Street, Wolfville, NS, B4P 1C6 

(902) 542-9775 
 

www.wolfvillehs.ednet.ns.ca 
randallhouse@aliantzinc.ca 

 
 

INITIAL INFORMATION LETTER 
Date: 
 
Dear _______ 
 
The Wolfville Historical Society is pleased that you are considering a donation of item(s) to the 
Randall House Museum.  As mentioned, we have a procedure which the society undergoes in 
acquiring objects for our permanent collection that determines whether we can accept the item(s0 
or not.  The following is an outline of this procedure which I hope will help you better 
understand the process and explain why it takes several weeks to hear about a decision. 
 
All proposed artifacts for donation are reviewed by the Collections Committee which meets once 
a month.  This committee prepares an acquisition proposal describing the artifact and studying it 
for its relevancy as it applies to our collection policy.  Once a decision is made to accept a 
donation, the Randall House Management Committee then must ratify the decision.  Once 
ratified, a letter will be sent to you informing you of their decision.  If it is decided that we 
should accept your kind offer, we will ask you to sign a Gift Agreement which transfers 
ownership to the Society.  After you sign the Gift Agreement and if you wish a tax receipt, we 
can discuss having a professional monetary appraisal arranged.  You should hear back from us 
by ______________.  
 
Most of the time, the Society is very pleased to receive your gift.  However there are times when 
due to shortage of storage space, or the poor condition of an artifact, that the society must turn 
your offer down.  Sometimes the object does not meet the criteria of the acquisition policy, and 
in this case we must also turn it down. 
 
Thank you for your interest and generosity in thinking of the Randall House Museum.  Please 
feel free to call me at any time regarding the above at the Randall House Museum, 542-9775, 
June 15th – September 15th with any questions or concerns you might have. 
 
Yours sincerely, 
 
 
 
Bonnie Elliott, Curator 
Randall House Museum 
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WOLFVILLE HISTORICAL SOCIETY 

RANDALL HOUSE MUSEUM 
259 Main Street, Wolfville, NS, B4P 1C6 

(902) 542-9775 
 

www.wolfvillehs.ednet.ns.ca 
randallhouse@aliantzinc.ca 

 
 

ACQUISITION PROPOSAL 
 
 

Object/Collection: _____________________________________________________________    
______________________________________________________________________________ 
 
 
Source/Donor:  ________________________________________________________________  
Source Address:_______________________________________________________________ 
______________________________________________________________________________
______________________________________________________________________________ 
Source Telephone: _____________________Email___________________________________ 
 
Method of Proposed Acquisition (circle one): 
Donation/Gift/Bequest;  Purchase, Transfer from another Institution;  Trade;   Salvage 
 
Physical Condition:   ___________________________________________________________ 
______________________________________________________________________________ 
 
Provenance:___________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________ 
 
Justification:__________________________________________________________________
_____________________________________________________________________________  
 
Collections Management Committee meeting date:__________________________________ 
Committee members present:____________________________________________________ 
______________________________________________________________________________
______________________________________________________________________________ 
 
ReasonAccepted:_______________________________________________________________
______________________________________________________________________________ 
Reason Rejected: ______________________________________________________________ 
 
 
Income Tax Receipt Requested? _____Yes;    _____No 
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WOLFVILLE HISTORICAL SOCIETY 

RANDALL HOUSE MUSEUM 
259 Main Street, Wolfville, NS, B4P 1C6 

(902) 542-9775 
 

www.wolfvillehs.ednet.ns.ca 
randallhouse@aliantzinc.ca 

 
GIFT AGREEMENT 

 
Donor Name:__________________________________________________________________ 
Donor address:________________________________________________________________ 
______________________________________________________________________________
______________________________________________________________________________ 
Donor Phone:__________________________Email:__________________________________ 
 
I certify that I am the legal owner of the artifact(s) described below.  I give them 
unconditionally to the Wolfville Historical Society and agree that they may, at the 
discretion of the Society, be utilized, displayed, loaned, or disposed of in such manner as 
may be in the best interests of the public. 
 
Accession Number      Description___________________ 
 
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________  
 
Date:___________________ Donor Signature: ______________________________________ 
 
Acknowledgement: 
On behalf of the Wolfville Historical Society, I hereby acknowledge receipt of the artifacts 
listed above, being the gift of ____________________________________________________ 
to the Wolfville Historical Society. 
 
WHS representative’s signature: _________________________________________________ 
 
Date: ________________________________________________________________________ 
 
 
One copy of this agreement is to be retained by the Society and one given to the donor. 
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WOLFVILLE HISTORICAL SOCIETY 
RANDALL HOUSE MUSEUM 

259 Main Street, Wolfville, NS, B4P 1C6 
(902) 542-9775 

 
www.wolfvillehs.ednet.ns.ca 
randallhouse@aliantzinc.ca 

 
 

INCOMING LOAN RECEIPT 
 
 
Lender’s Name:  ______________________________________________________________ 
Address:     ______________________________________________________________ 
      ______________________________________________________________ 
Telephone:          ______________________Email:___________________________________ 
 
Purpose of loan (circle one):  Exhibition       Display     Educational        To Reproduce 
Duration of loan:  from _________________________to____________________________ 
Date of loan:_____________________________Return date:________________________ 
 
Items Borrowed: 
Accession Number  Object Name     Condition_________ 
 
______________________________________________________________________________ 
______________________________________________________________________________ 
 
I have agreed to loan the item(s) described above to the Wolfville Historical Society at the 
Randall House Museum for the time and purpose specified.  I understand that theWolfville 
Historical Society will give the highest possible standard of care and attention to the objects(s) 
and will not clean, repair or make changes to any borrowed item without my permission.  I also 
understand that the Society does not insure its own artifacts and that it will not be responsible for 
insurance on any item I have loaned. 
 
Signature of Lender:________________________________________Date:_________________ 
 
Signature of Museum Representative:__________________________Date:________________ 
 
……………………………………………………………………………………………………… 
 
Signature of Lender confirming return:_________________________Date:_________________ 
 
Signature of Museum Representative:  _________________________Date:_________________ 
 
Sign two copies, one to be given to the lender, one to  be retained by the Museum. 
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WOLFVILLE HISTORICAL SOCIETY 

RANDALL HOUSE MUSEUM 
259 Main Street, Wolfville, NS, B4P 1C6 

(902) 542-9775 
 

www.wolfvillehs.ednet.ns.ca 
randallhouse@aliantzinc.ca 

 
 

OUTGOING LOAN RECEIPT & 
TERMS OF LOAN 

 
The following object(s) are loaned subject to the terms described on the reverse of this form. 
 
Borrower’s Name:____________________________________________________________ 
Address:       ____________________________________________________________ 
        ____________________________________________________________ 
Telephone:            ________________________Email:_______________________________ 
 
For the purposes of: __________________________________________________________ 
___________________________________________________________________________ 
___________________________________________________________________________ 
 
Duration of Loan:  from:____________________________to:_________________________ 
 
Approved by:  _______________________________________________________________ 
 
Items Loaned: 
Accession No.  Object Name      Condition_______ 
___________________________________________________________________________ 
___________________________________________________________________________ 
___________________________________________________________________________ 
 
Date:_____________Signature of Borrower:_______________________________________ 
 
Name of Institution:___________________________________________________________ 
 
Release of Object:_______________________Signature of Curator:____________________ 
 
Date Returned & Received:________________Signature of Curator:____________________ 
 
Sign two copies, one to be given to the Borrower, one to  be retained by the Museum. 
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 OUTGOING LOAN RECEIPT  (continued) 
 
 
 
Terms of Loan: 
 
In these Terms of Loan, the word Museum  means the Randall House Museum and the word 
Curator means the Curator of the Randall House Museum. 
 
1.I, the undersigned, agree to the following conditions: 

a. Maximum security must be provided for the loan while in transit or on exhibit.  These 
measures and procedures must be submitted for approval to the Curator. 

b. Any damage or loss to the artifact(s) must be reported immediately to the Curator. 
c. No cleaning or repair work may be done on any object without written permission 

from the Curator. 
d. All packing and transportation costs and insurance will be paid by the borrower or 

borrowing institution. 
e. The borrower may not reproduce objects in any media including photography for 

purposes of sale, nor any such objects be subjected to technical examination of any 
type whatever without prior written permission of the Museum. 
 

2.  The date of the loan will commence with the date of shipment from the Museum and will 
terminate when the object (s) is/are returned to and received by the Museum. 

 
3.  No loan agreement will exceed one year, but the loan may be renewed upon application by 

the borrower to the Museum. 
 

4. The Museum maintains the right of immediate recall or substitution of any or all items on 
loan. 

 
5. The Museum reserves the right to request the placement of full insurance coverage by the 

borrower. 
 
6.  In the event of any loss or damage to the borrowed object(s), the borrower shall be 

financially responsible to the Museum on the basis of the insured value, for all or any portion 
of such loss or damage not paid by said insurance proceeds.  However, said responsibility 
shall not relieve the borrower from obtaining insurance as provided above. 

 
 

Initials of Borrower: ___________________ 
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WOLFVILLE HISTORICAL SOCIETY 
RANDALL HOUSE MUSEUM 

259 Main Street, Wolfville, NS, B4P 1C6 
(902) 542-9775 

 
www.wolfvillehs.ednet.ns.ca 
randallhouse@aliantzinc.ca 

 
 

PROPOSAL TO DEACCESSION 
 
 

Accession Number____________________________________________________________ 
Object______________________________________________________________________ 
Object Description_____________________________________________________________ 
_____________________________________________________________________________ 
  
______________________________________________________________________________ 
 
Physical Condition_____________________________________________________________  
 
______________________________________________________________________________ 
 
Original Donor________________________________________________________________ 
Donor Address________________________________________________________________ 
 
 
Proposed Method of Deaccessioning (circle): 
Transfer to another institution                  trade                     sell                       destroy 

 
Justification___________________________________________________________________ 
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________ 
 
Approved by consensus of Collections Committee on_______________________ ____(date) 
 
Committee Members present at meeting___________________________________________ 
_____________________________________________________________________________ 
_____________________________________________________________________________ 
 
 
Ratified by Randall House Management Committee on ________________(date of meeting) 
Ratified by WHS Board on________________________________________(date of meeting) 
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WOLFVILLE HISTORICAL SOCIETY 
RANDALL HOUSE MUSEUM 

259 Main Street, Wolfville, NS, B4P 1C6 
(902) 542-9775 

 
www.wolfvillehs.ednet.ns.ca 
randallhouse@aliantzinc.ca 

 
 

FILES KEPT IN SECRETARY’S BOX 
 

ARCHIVES 
 Archival finding aid for boxes stored at ECWA, Acadia University 
WHS BOARD 
 Officers, Board & Committees, Action Plan for the Board, Long Range Plan 
 Calendar of Board & Committee Responsibilities 
WHS BOARD MINUTES 
 2006, 2005 
CORRESPONDENCE 
 2006, 2005 
WHS GENERAL & SPECIAL MEETING MINUTES 
 2006, 2005 
ASSOCIATION OF NS MUSEUMS (ANSM, formerly FNSH) 
HISTORY PRIZE 
MEMBERSHIP MAILING LISTS 
MEMORIAL FOUNDATION 
 Book of Remembrance (Manning Chapel), Civic Memorial Book (WHS) 
NEWSLETTER, PROMOTION, PUBLICITY 
 Newsletters, 2006, 2005, 2004;  Publicity listings 
NOVA SCOTIA MUSEUM (NSM) 
 CMAP;  Evaluation files, 1997-2006 
PROVINCIAL HERITAGE PROPERTY OWNERS ASSOCIATION 
 General files 
RANDALL HOUSE 
REGISTRY OF JOINT STOCK COMPANIES 
SECRETARY’S FILE 
 Outline of duties from Reference Manual 
TOURISM CULTURE & HERITAGE 
 Heritage Division;  Heritage Places Initiative; Heritage Strategy Task Force 
TOWN OF WOLFVILLE 
 Town photos;  Town Archives;   
 Property Tax;  Street Names 
WEBSITE 
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WOLFVILLE HISTORICAL SOCIETY 
RANDALL HOUSE MUSEUM 

259 Main Street, Wolfville, NS, B4P 1C6 
(902) 542-9775 

 
www.wolfvillehs.ednet.ns.ca 
randallhouse@aliantzinc.ca 

 
 

 
WOLFVILLE HISTORICAL SOCIETY 

MEMORIAL FUND 
 
 

INFORMATION FOR PROSPECTIVE BENEFACTORS 
 
 
 
 

The Society is registered with the Canada Revenue Agency (CRA) as a Charity.  This enables the Society 
to receive bequests, donations and gifts and to provide a receipt for income tax purposes to benefactors. 
 
To maintain charitable status the Society makes an annual financial return to CRA, an important part of 
which is the calculation of a "disbursement quota".  The quota is the percentage amount (80%) of its 
annual income that must be expended on the Society's charitable purposes.  In effect this limits the 
amount of savings the Society may wish to make.  Failure to meet the quota risks the loss of charitable 
status. 
 
Donations to the Memorial Fund can be excluded from the quota calculation if benefactors provide a 
"direction" instruction when making a gift, bequest or donation. 
 
The instruction requires that the Society hold the donation for 10 years or more.  This is in fact not a 
problem for the Society  -  the policy is not to expend capital from the fund.  Only the interest and 
dividends from the investment of the capital is paid out to the Society for its general purposes, this being 
the original objective. 
 
Benefactors are asked to complete the attached Direction Form when remitting.  
 
 
 
 
Please complete the information below and return the entire form with your gift. 

 
Thank you 
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WOLFVILLE HISTORICAL 
SOCIETY 

MEMORIAL FUND 
 
 
 

DIRECTION FORM 
 

I hereby give  $…………………………  
to The Memorial Fund of the Wolfville Historical Society under the specific instruction that this 
gift or any property substituted therefore be held in the Memorial Fund by the Wolfville 
Historical Society for a period of 10 years or more. 
 
………………………………………….Name of Donor 
 
……………………………………………… 
Signature of Donor 
 
……………………………………………… 
Date 
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CHECKLISTS & GUIDELINES 
 

Collections Sub-Committee Fall Closing Checklist 

 Property Sub-Committee Fall Closing Checklist   

 Collections Sub-Committee Spring Opening Checklist   

 Property Sub-Committee Spring Opening Checklist   

           Museum Cleaning Guidelines   

 Protection of Artifacts for Social Events 
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Collections Sub-Committee 

FALL CLOSING CHECKLIST 
            
 
 Inventory 
Arrange for helpers to do a joint inventory check on the rooms and storage areas, noting anything 
requiring cleaning or repair.  Check that all borrowed library books have been returned.  
       
Cleaning 
Arrange for a thorough cleaning of the museum, including attic and cellar.  Make sure the 
cleaning person has a copy of the cleaning guidelines and understands their importance 
for the artifacts. 
 
Quilts, Coverlets 
Hang quilts over display cases in  upstairs rooms to exclude light.  Take blankets and remainder 
of quilts, open and spread them over the  beds to prevent creases. 
 
Dust Sheets & Windows 
Drape upholstered furniture and clothing in dust sheets.  Draw all heavy curtains or drape 
windows, including the office window, to exclude light.  Close blinds. 
 
Small Rugs 
After the rugs have been vacuumed with a fine screen over them to prevent pulling of the fabric, 
take up and  roll on tubes for the winter. 
 
Pictures 
Remove paintings and pictures from outside walls.  To reduce light damage some can be placed 
face downwards on flat surfaces such as the blanket covered display cases, or a quilt or blanket-
covered table in the dining room.  If the paintings are stacked against an inner wall be 
particularly careful that the canvas is not punctured or the frames chipped. 
 
Artifacts 
Dust and put away small fragile artifacts in drawers and cupboards.  Leave drawers and doors 
slightly open for air circulation. 
 
Tape Deck & CD Player 
Remove CD player and tape deck from the building. 
 
Plants 
Take pot plants home.  Throw away all dried herbs. 
 
Record Keeping 
Make sure all borrowed artifacts have been returned and documentation filed.  Check that all 
assessments of donated artifacts have been completed and documentation filed.  Check that all 
accessioned artifacts have been entered in the computer. 
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Computer 
Remove the computer from the building.  Update the collections disk which is permanently 
stored in the Esther Clark Wright Archives at Acadia; update the working copy of the disk and 
return both to Acadia to be stored with the Society records. 
 
Society Photograph Albums & Civic Memorial Book 
Take the Society photo albums from the library and the Civic Memorial Book  which has been 
on display all summer, to the Esther Clark Wright Archives for temporary winter storage with 
the Society records. 
 
Fire & Police 
Remind the fire department and police of the museum’s opening and closing dates, and any 
planned winter events. 
 
Chimney Insulation & Office Door 
Check that Property Committee has placed fiberglass insulation in all chimney openings in 
Kitchen, Dining Room, Parlour, and upstairs rooms with open fireplaces.  Check that Styrofoan 
insulation has been fixed in the doorframe of the office and back porch. 
 
Door Closing, Windows & Temperature 
Close the doors to the pantry, the back porch and the office.  All other doors in the museum are 
to remain open.  Make sure all windows are closed and locked, including the windows in the 
cellar which are left open in the summer.  Set the thermostat at 50 degrees for the winter. 
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 Property Sub-Committee  
FALL CLOSING CHECKLIST 

 
 

Doors 
Remove front and back screen doors and store in cellar.  Install front and rear 
storm doors which have been stored. 
 
Windows 
Remove screens from east and west basement windows and install storm windows 
(late September).  Remove any screens on other windows throughout the house and 
replace with storm windows.  Store the screens in the cellar. 
 
Eave Troughs 
Clean out eave troughs and down spouts before frost. 
 
Furnace Inspection 
Have the furnace inspected and cleaned, and the oil tank inspected in the late 
summer.  Set the furnace fan switch back to the furnace position.  (See the 
instruction plate below the push-button switch on the front of the furnace, lower 
right).  In the past we have had to engage an independent service man. 
 
Refrigerator & Freezer 
After the fall cleaning has been done check that all food has been removed from 
pantry, and that the refrigerator and freezer are empty, clean, unplugged, and left 
with the door or top open for ventilation. 
 
Snow Removal 
Contract for snow to be cleared from the east side of the house, from sidewalk to 
oil tank, and from Victoria Avenue to the front porch. 
 
Highway Signs 
Remove signs at east and west ends of town and store in cellar. 
 
Christmas Lights 
If Christmas lights are to be displayed over the holidays, the switch in the electric 
panel in the back porch is set to TIMER to turn the power on at 4:00 p.m. and off 
again at 1:00 a.m.  For power at other times, the switch must be turned to 
NORMAL and then to TIMER again when the house is to be empty.  Make sure 
those involved in Christmas events understand the process. 
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 Post-Christmas Check (if there are Christmas events) 
Check that all plant material and food has been removed from the house and that a 
thorough cleaning has been done.  Check again that refrigerator and freezer are 
clean, empty, unplugged and left open for ventilation. 
 
Remove candles from window sills and store .  Take down any outside lights and 
store. 
 
Water Supply (following Christmas events or fall closing if there are no 
Christmas events) 
Turn off the hot water heater by means of the two labeled breaker switches on the 
panel in the back porch.  Have the Town turn off the water at the street.  Have a 
plumber drain and winterize the system. 
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Collections Sub-Committee 

SPRING OPENING CHECKLIST 
 
 

Quilts, Coverlets 
Take quilts from storage and place some of them on beds for display.  Vary actual 
quilts either from month to month or year to year.  The old quilt with the small 
pieces and small stitches if of great interest to quilters. 
 
Dust Sheets & Windows 
Remove cotton dust sheets from furniture.  Store out of sight.  Open heavy drapes 
and blinds and remove any extra window coverings that were placed there in the 
fall. 
 
Small Rugs 
Unroll the small rugs and place on the floors out of the foot traffic areas. 
 
Pictures 
Hang pictures and paintings on walls, checking that hanging wires and hooks are 
solid and can support the weight. 
 
Artifacts 
Replace artifacts that have been stored in boxes and drawers for the winter.  Close 
the bureau drawers, but leave cupboard doors open or ajar. 
 
Tape Deck and CD Player 
Set up tape deck and CD player if required. 
 
Plants 
Bring pot plants back and maintain a regular watering schedule.  All plants must be 
placed on an ordinary (not an accessioned) plate or tray and great care taken when 
watering.  All flower arrangements should be made up outside if possible, not in 
the rooms.  Flowers such as peonies and nasturtiums which usually harbor well 
hidden ants and aphids should not be used.  Clip and hang new herbs for drying in 
the kitchen, if required. 
 
Computer 
Set up computer/printer and pick up collections disk from the Esther Clark Wright 
Archives at Acadia. 
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Society Photograph Albums & the Civic Memorial Book 
Pick up the Society photograph albums and the Civic Memorial Book from the 
Esther Clark Wright Archives at Acadia and return them to the Randall House 
Library and the display stand. 
 
Dehumidifiers, Fans, Hygrometers 
Set one hygrometer in the north east bedroom and one in the parlour.  Check 
readings and set up the two dehumidifiers if necessary and the two oscillating fans.  
(Check on current practice for use of these items) 
 
Room Displays 
Because all the rooms in the house, including the cellar and the attic are sometimes 
on display, pay particular attention to storage of necessary modern items and 
working materials out of sight, where they will not interfere with the period 
atmosphere.  
 
Cleaning  
Arrange for thorough cleaning of museum when everything is in place.  Make sure the cleaning 
person has a copy of the cleaning guidelines and understand their importance. 
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Property Sub-Committee 

SPRING OPENING CHECKLIST 
 
 

Water Supply 
Have the Town turn on the water supply at the street.  Have plumber turn on water, 
clear any air in the system and check for leaks.  Turn on hot water tank and check 
that it heats.  The hot water heater for the faucet in the kitchen sink can be turned 
on by means of the two labeled breaker switches on the panel in the back porch. 
 
Doors 
Remove front and back storm doors and store in cellar.  Install front and back 
screen doors which have been stored. 
 
Windows 
Remove east and west storm windows in cellar and install screens (late May).  
Remove storm windows for ventilation in east and west bedrooms and library and 
store them in the cellar. 
 
Furnace 
The furnace fan should be turned on and left on for ventilation.  (See the 
instruction plate below the push-button switch on the front of the furnace, lower 
right). 
 
Refrigerator & Freezer 
Plug in the refrigerator and freezer and check that they work.  The freezer can then 
be unplugged again if there is nothing stored in it. 
 
Highway Signs 
Obtain permits from Town Hall if required, then install highway signs at east and 
west ends of town. 
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Randall House Museum Cleaning Guidelines 

 
 
1. 
In the spring, before opening the museum, a thorough cleaning takes place.  This 
includes the rooms, porch, pantry, storage areas, cupboards, and attic.  At the 
present time it is not possible to clean in the cellar but the stairs should be swept.  
All mats and carpets should be vacuumed, all bare floors swept and vacuumed, all 
surfaces dusted, walls, ceilings, mouldings and light fixtures vacuumed.  When 
vacuuming the small hooked rugs a piece of fine screen should be laid over the rug 
first to prevent fibres being sucked into the vacuum.  The bathroom and kitchen are 
thoroughly cleaned, including the cupboards and shelves, and the windows are 
cleaned on the inside. 
 
The work is done by an outside cleaning person, who is paid by the Society.  The 
cleaning person will be contacted by the curator, when the house is ready.  Fragile 
or intricate artifacts like glass, china, the sewing machines etc. should be cleaned 
by the curator or by volunteers under the supervision of the collections sub-
committee.  Any problems discovered during cleaning should be reported to the 
sub-committee. 
 
Following the guidelines of the Canadian Conservation Institute (CCI), cleaning 
will be accomplished by use of soft brushes, dusters and a vacuum.  Dust in 
crevices should be removed by warm, damp cotton wool on a toothpick.  No scrub 
brushes are to be used, no metal polish or oil, no harsh chemicals, no wax or polish 
on wood furniture.  If textiles are so dirty that they require washing this should be 
arranged for by the collections sub-committee and done following CCI guidelines. 
 
2. 
During the summer season the curator or manager and the museum assistant look 
after day-to-day cleaning tasks, including keeping the floors swept or vacuumed, 
dusting, keeping the toilet and sinks clean and any other small tasks that are 
necessary.  It is particularly important to see that food crumbs and spills resulting 
from public afternoon teas are cleaned up on a daily basis to prevent pests. 
 
3. 
An outside cleaning person will clean the museum again in the fall, when the 
museum closes, and after the Christmas activities, if necessary, following the same 
procedure as the spring.  The refrigerator and freezer should be switched off at this 
time, cleaned and left open. 
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4. 
If the museum is opened during the closed season, before the water is turned off, 
the person in charge of the event is responsible for leaving the museum in the 
condition that it was left after the fall cleaning. ( Of course after the water has been 
turned off, no events can be held).  For the prevention of pests and vermin this last 
cleaning is perhaps the most important of all because the museum will now be 
closed for six months.  Decorative branches and flowers, all food and all garbage is 
removed from the building, floors thoroughly vacuumed, spills wiped up, kitchen 
and bathroom cleaned, and the refrigerator and freezer left empty, clean, open and 
unplugged.  If necessary the organizer will arrange for the outside cleaning person 
to come again. 
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Protection of Artifacts for Social Events 

 
 

Policy 
When public events are held on the ground floor of the museum, special 
precautions must be taken to protect fragile artifacts and furniture from damage.  
When the Society caters an event the museum’s “working” china, glassware, 
tablecloths and chairs are used, not the museum’s accessioned items. 
 
Procedures 

• Put away all fragile chairs and other fragile furniture in the attic or a closed 
second floor room which has been designated for storage for that day.  Rope 
off any accessioned furniture downstairs which cannot be moved. 

• Replace the museum chairs with the black folding metal chairs, or borrow 
chairs from the Wolfville Fire Department, as needed.  The museum’s 
wooden stacking chairs which are stored in the cellar are becoming (in 2006) 
splintered and old and should be examined before using. 

• Cover vulnerable fabric upholstery, tablecloths etc.  Removed the drugget 
from the parlour carpet, if in use, and store. 

• Museum ornaments, knick-knacks and china are put away. 
• The working collection of tea cups and glassware is kept in lidded plastic 

storage boxes in the dining room cupboard.  When the china and glass are 
washed they should be returned to the boxes and replaced in the cupboard.  
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CALENDAR AND MODEL AGENDA 
 

CALENDAR 
 

JANUARY 
 
ITEM          RESPONSIBILITY 
 
• Receive, reports for the annual general meeting (AGM).   President, Treasurer and        

Determine how many sets are to be printed.     all committee chairs 
• Prepare recommendation for the next year’s  Board of  
Directors concerning  the Curator and Management staff President & Board 

• Forward ideas for Board Plan of Action to incoming   President & Board 
board members following the AGM 

• Compile budget recommendations for Society programs,   President, Board and 
works and expenditures for consideration of the new board  all committee chairs 
at the February meeting.  

• Send out digital versions of the Society’s Reference Manual   Board 
 or provide printed versions to new board members and  
committee chairpersons following the AGM. 

• Expect to receive application for summer student  Board      
employment, check if it is not received  because 
 the deadline may be as early as January 
 
• Confirm mailing of  notice of AGM                                        Secretary 

• Reproduce reports for AGM       Secretary 
• Compile updated  list of officers and directors and distribute   Secretary  

to new board, all committees, NSM, ANSM, and Randall  
House office 

• Gather all non-active files from board members and active   Secretary 
committees for processing by the archivist 

• Send volunteer hours to CMAP office      Secretary 
• Make up Orientation Kits with updated information for 

use by the Membership lead person      Secretary 
 

• Pay ANSM dues and Passage renewal fee; claim HST    Treasurer 
• Send updated list of officers and directors, and the annual   Treasurer (as Agent) 

financial report to the Registry of Joint Stock Companies 
 
• Heritage Day Dinner:          Program Committee 
      Confirm the date, speaker, topic and location      
      Reserve the location, make and sell tickets 
 
• Newsletter:  to be in hands of members by February 1st.  All  Newsletter Editor, Board 
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committees and the board to provide information  to be    and Committees 
published in copy ready form to the editor by the deadline.  

. 
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FEBRUARY 

 
      ITEM        RESPONSIBILITY 
 

• Review the minutes of the  January AGM   President & Board 
• Discuss and take action on previous board’s   President & Board 

 recommendations for hiring staff  
•  Establish the procedure for membership renewal . President & Board 

and fundraising for the year. 
• Prepare new board Plan of Action    President & Board 

    
• Send volunteer hours to CMAP office   Secretary 
 
• Present a draft budget for decision by the board  Treasurer/Board 
• Send CMAP the annual financial report and   Treasurer   

the budget 
• Complete Charities Directorate annual report  Treasurer 

(deadline June 30th) 
 

• Report on final arrangements for    Program Committee 
Members’ dinner (confirmed speaker, date, 
topic, location reserved).  Make and sell tickets. 
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MARCH 
 

      ITEM       RESPONSIBILITY 
 

• Receive regular monthly reports    Officers, and all committees 
 

• ANSM AGM and Conference (April):  decide           Board & all committees.   
on delegates and others to attend    Secretary/treasurer to see to 
        registration 

 
• Send volunteer hours to CMAP office  Secretary 
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 APRIL 

 
      ITEM       RESPONSIBILITY 
 

• Receive regular monthly reports   Officers & all committees 
 

• Expect to receive Department of Education    Board/Curator/Manager 
approval of grant application for summer student 
this month.  If not  received, follow up.  Interview 
and select acandidate for museum assistant and 
prepare a recommendation for the board. 
 

• Contact Horton High School about the   Board 
Kirkconnell History Prize if they have not  
contacted the Society 

 
 

• Send volunteer hours to CMAP office  Secretary 
 

• Submit application for financial assistance  Treasurer  
to CMAP1 

 
• Newsletter must be received by the members by  Newsletter Editor 

May 1st.  Deadline for submissions April 20th. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1The CMAP office sends out grant application forms (note:  the provincial government 
year is April 1st to March 31st so the CMAP year is, for example, 2010/2011 and this is 

how it appears on the forms).  The grant is paid out 50%, 25%, and 25% in three 
payments, each payment keyed to submission of a particular form which will be sent, 

with a deadline for submission. 
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MAY 
 

 
      ITEM       RESPONSIBILITY  
 

      
• Report re status of  Horton High and  Kirkconnell  Board 

history prize (see April) 
 

• Receive regular monthly reports   Officers & all  Committees 
 

• Send volunteer hours to CMAP office  Secretary 
 
• Expect this month to hear from CMAP re  Treasurer 

annual report and statement of operation 
for the past year 

 
• Carry out spring opening procedures according RHMC/Curator/Manager   
  to both property and collections check lists 
• Arrange for house cleaning according to the   RHMC/Curator/Manager 

cleaning check list 
• Ensure that plans are in place for summer   RHMC/Curator/Manager 

exhibits and events.  Submit to newsletter 
and publicity lead person 

  
• Receive publicity requirements for summer  Communications Committee  

exhibits and events from RHMC/Curator/ 
Manager  and put in place 

• Make sure the summer events listing on  Communications Committee 
http://novascotia.com/partners and other  
digital publicity listings are up to date 

 
• Consult with curator or manager to ensure   Volunteer Co-ordinator 

that two persons are always on duty at Randall  
House and appoint volunteers to fill in where  
necessary.   



CALENDAR AND MODEL AGENDA 
  

Wolfville Historical Society Reference Manual 
 

JUNE 
 

ITEM       RESPONSIBILITY 
 

• Receive regular monthly reports   Officers & All Committees 
 
• Board chooses its representative to attend  President or Named Person 

the award ceremony to make the Society's 
presentation of this year's  Kirkconnell History 
Prize (treasurer to provide cheque.)  Purchase 
 suitable books and inscribe with the recipient’s  
name and the donor.  
          

• Send volunteer hours to CMAP office  Secretary  
 
• Send yearly fee to Registry of Joint Stock  Treasurer (as Agent) 

Companies (note the deadline) 
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JULY 
 

ITEM       RESPONSIBILITY 
 

• Receive regular monthly reports   Officers & All Committees 
 

• Send volunteer hours to CMAP office  Secretary 
 

• Report on the fall fundraising dinner   Program Committee   
topic, speaker, dates, venue, target number  
of tickets and  fundraising amount to be 
achieved.            
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AUGUST 
 

ITEM       RESPONSIBILITY 
 

• Receive regular monthly reports   Officers & All Committees 
 

• Send volunteer hours to CMAP office  Secretary 
 
• Expect to receive CMAP application form  Treasurer 

for assistance for next year.  Deadline for 
submission, usually mid October2  
 

• Report the firm arrangements for the fundraising Program Committee  
dinner.  Tickets need to be made and a sales  
force recruited.  

 
•  A newsletter is to be received by the mem bers Newsletter Editor 

on September 1st .  Copy ready material to be given 
to Editor by deadline August 20th.  Newsletter  
needs to contain information on the fundraising  
dinner and all the fall programs 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2This application is, in fact, a budget for the following year.  All committees will need to provide 
some reasonable forecasts of their programs and expenses to enable the treasurer and the board 

to complete the application by the end of September.
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SEPTEMBER 
 

      ITEM       RESPONSIBILITY 
 

• Receive regular monthly reports   Officers & All Committees 
 

• Send volunteer hours to CMAP office  Secretary 
 

• Reminder to ensure ticket sales are on target  Program Committee & All Ticket   
for fundraising dinner     Sellers 
 

• Fall/Winter program of speakers available  Program Committee 
(advertising) 
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OCTOBER 
 

ITEM       RESPONSIBILITY 
 

• Receive regular monthly reports   Officers & All Committees 
• Board brainstorming on nominations for  Board & Nominating Comm. 

the new year elections 
• Order a Remembrance Day wreath from  Board 

The Canadian Legion (Wolfville Branch) 
and appoint a WHS representative to attend 
and lay the wreath at the ceremony Nov. 11th 

• Arrange for assessment of staff performance  Board 
 

• Send volunteer hours to CMAP office  Secretary 
 
• Submit application for assistance for next  Treasurer 

years CMAP grant by the deadline 
 

• Fund Raising Dinner wrap-up report   Program Committee 
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NOVEMBER 
 

ITEM       RESPONSIBILITY 
 

• Receive regular monthly reports   Officers & All Committees 
• Remembrance Day:  WHS representative 

to attend and lay wreath (see October)  Board 
• Make any necessary corrections to the   Board  
  Reference Manual, so that it can be turned 
  over to the new Board in January 

 
• Send volunteer hours to CMAP office  Secretary 

 
• A newsletter is to be received by members    Newsletter Editor 

by December 5th or following the December  
board meeting, deadline November 25th.                              
It will publicize the Christmas events, contain 
notice of the AGM and an invitation to members 
to renew their membership for  following year 
(send renewal form)  

 
• Interim report on nominations   Nominating Committee 
 
• If there are no Christmas events at the   RHMC 

Randall House, ensure that the fall closing 
procedures for property and collections take 
place and that a cleaning according to the 
cleaning guidelines is done.     
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DECEMBER 
 

 
ITEM       RESPONSIBILITY  

 
• Receive regular monthly reports   Officers & All Committees 
• Prepare for Society's AGM (3rd Wed. in Jan.) Board 
• Assess this year's Action Plan.  How well did Board 

the board do?  Review and make 
recommendations for the new year 

• Complete revisions to Reference Manual  Board 
• Consideration of the member's dinner in the  Board   

spring for Program Committee's guidance. 
     

• Write written reports for the AGM meeting  President, Officers,  
to be brought to the board meeting in   Committee Chairs, Historian 
January.         and Archivist 

 
• Sends volunteer hours to CMAP office.   Secretary 

 
• Treasurer starts preliminary work on the  Treasurer 

annual financial report  
 

• Progress report and consideration of individuals to Nominating Committee    
fill positions still available 

 
• Membership application forms for next year:  Communications Committee  

create, produce and  make ready for use as soon 
as possible. 
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MODEL AGENDA 
 FOR 

 BOARD & COMMITTEE MEETINGS 
 
 

1.  Call to Order: 
Announce any member regretting his/her unavoidable absence.  Declare quorum (or not as the 
case may be).  Secretary records those present, those sending regrets, the absentees and the 
quorum. 
 
2.  Agenda: 
This has been sent to the board members several days before the meeting.  Ask if any member 
has business to add and if so, add as the last item of New Business.  Ask for a motion to adopt 
the agenda. 
 
3.  Minutes of the (previous) Meeting of (date): 
The minutes had been sent to the entire board by the secretary within a few days of the last 
meeting.  Enquire if a reading of the minutes is required.  If so, ask the secretary to read them.  
Ask if any errors or omissions were detected.  Ask for a motion to adopt the minutes (as 
circulated or as read) with correction of the errors and omissions.   
 
4.  Business Arising from the Minutes: 
The president and secretary should examine the previous minutes while making up the agenda in 
order to bring out business to be dealt with here. 
 
5.  Correspondence: 
The secretary reads any correspondence received since the last meeting, reporting any action 
taken and by whom, and requesting board approval of the action taken or for a decision on those 
pieces of correspondence remaining.  
 
6.  Regular Reports of the Committees: 
Committee chairs should summarize their reports in words and list matters in their report that 
require a board action or decision.  Ask for a motion to receive the various reports.  The board 
debates the recommendations and provides decisions as required.  A copy of the full report 
should be given to the secretary for incorporation into the minute book and to any board member 
wanting a copy. 
 
7.  New Business: 
Refer to the perennial calendar concerning the "must do" things for this meeting.  Also introduce 
other business which the president, or any other member, wishes to be addressed. 
 
8.  Volunteer Hours: 
The secretary takes note of the time spent by the board members on museum business and by the 
committees (reported by their respective chairs) and sends this on to the CMAP Manager at the 
NS Museum. 
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9.  Next Meeting: 
Board agrees on the place, date and time.  Secretary records this. 
 
10.  Adjournment: 
Moved by (name) at (time). 
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BOARD OF DIRECTORS ACTION PLAN 
 2007 

 
 

The Society 
 
1.  Work towards increasing the membership to 200. 
 
2.  Conclude an agreement with the Town on the Willow Park land. 
 
3.  Continue fund raising to support the employment of a curator. 
 
4.  Plan and hold an Acadian Fall Fete fund raising dinner. 
 
5.  Continue to work with the Town on historic signage. 
 
 
The Randall House Museum 
 
1.  Implement a 5 year program of improvements to the museum by employing a professional 
curator. 
 
2.  Support the curator by organizing a cadre of trained volunteers. 
 
3.  Bring the Children's Education Program to fruition 

 
 
 

 
 


