INTRODUCTION


**NOTE: REVISE THE EXAMPLE TEXT BELOW FOR YOUR UNIT*
Purpose



This Museum Emergency Management Plan (MEMP) was developed to:

· protect the safety of visitors and staff
· identify risk hazards to the museum collection and implement proactive mitigation strategies
· encourage disaster awareness
· present guidance on emergency preparedness and response
· develop a network of support services
· prioritize museum collections for further protection or priority salvage
· institute appropriate mitigation strategies
· implement an effective training regimen
· provide reference materials for emergency use
This document is a component of the [INSERT UNIT NAME HERE] Emergency Management Plan (EMP).  This Museum EMP contains the following sections: Introduction; Emergency Resources List; Floor Plans; Mechanical Equipment and Utility Shutoffs; Emergency Response Team; Emergency Procedures; Emergency Supply Cache; Museum Collection Emergency Procedures; Museum Collection Priority Lists;  Disaster Recovery Object Form; Salvage Procedures; Post-Emergency Critique;  Emergency Training; Disaster Prevention and Preparedness Periodic Checklist; DOI Risks to Museum Collections assessment form; and Reference Materials. 

The master Museum Emergency Management Plan is maintained in the central file at Headquarters. Copies are also maintained in the following on-site locations:

1. Curatorial Facility

· Office of the Curator 

· Museum Storage Area

· Museum Work Area

· Library 

2. Visitor Center

· Information Desk (Red Binder with emergency “flip pages” only)

· Office of the LE Ranger

· Office of the Chief of Interpretation

· Interpretation Workroom

3. Maintenance Facility

· Office of the Safety Officer 

· Office of the Facility Manager

The Museum Emergency Response Coordinators should also have a copy at their homes:

· Curator
· Facility Manager
· LE Ranger
· Safety Officer 
Any questions, comments, or suggestions for improvement in this plan should be addressed to the following individual:

· Curator, Work: (123) 555-1234
Annual Drills and Reviews

At least once each year, the unit will evaluate this plan and its associated procedures and capabilities through reviews, testing, and exercises.  Following each exercise, the Curator, working with the LE Ranger, will convene an “after-action” meeting of all participating staff for purposes of evaluation and review.  This plan will be revised to address any identified deficiencies.  Additional reviews shall be based on post-incident analyses and reports, lessons learned, and performance evaluations.

Museum Collections, Facilities, and Visitor Activities 
The [UNIT NAME] museum collection consists of 28,500 objects, including furnishings, decorative items, clothing and other personal articles, and ephemera related to the Marian and Jacob Smith family, the fur trade, and the overland trails.  Approximately 800 objects are on exhibit in the Smith House.  Another 100 objects are on exhibit in the Visitor Center, while the remainder of the collection (27,600 archeology, archives, biology, and history items) is located in the museum storage room.     

In FY2014, the unit hosted 53,589 visitors, including schoolchildren, families, community and other organized groups, and attendees at special events.  Museum facilities include:

1. Smith House.  This 3,000 SF two-story wood frame Greek Revival structure was built in 1854 by Marian and Jacob Smith.  The house has a hipped, shingled roof, horizontal wood siding, two brick chimneys (one at either end), and a stone foundation.  The first floor has seven rooms, including the dining room, parlor, hall, two bedrooms, an office, and the library.  The second floor has five rooms: the central hall and four bedrooms.  The home has twenty-eight double-hung windows and three exterior doors.  All three doors are located on the first floor.  The main entrance door fronts Oak Street and is always used; the side and back doors serve as emergency egress only.      

The Smith House is open seven days a week for guided public tours (closed on major holidays and the month of January).  Public access is only by regularly-scheduled tours (on the hour, between 9:00 am and 4:00 pm) and special interpretive programs conducted by both unit staff and volunteers.  Guided tours average 30-45 minutes in length and visitors have access to every room in the house.  Stanchions with ropes and other barriers limit physical access into some areas.  The building is equipped with security, fire detection, and fire suppression (wet pipe sprinkler) systems.  Exterior doors are secured at all times; entry is controlled by staff with a key.
2. Visitor Center.  The Visitor Center was built in 2005 and is located approximately 100 yards from the Smith House.  Visitor facilities include: an information desk, exhibit gallery, a bookstore managed by Western National Parks Association (WNPA), and restrooms.  The remainder of the building houses unit and bookstore offices, a break room, library, mechanical/utility room, a unisex restroom, and a small museum storage area.  The 400 SF museum storage room houses the unit’s archeology, archival, and herbarium collections, as well as the 500 history items not on exhibit.  All collections are housed in standard museum storage cabinets.  The Visitor Center is equipped with security, fire detection, and suppression (wet pipe sprinkler) systems.  Except for the front (public) entrance, which is unlocked during open hours, all other exterior doors are secured at all times.
Risks to Visitors, Staff, and Resources
Based on the unit’s location, geography, geology, historic data pertaining to weather and other natural phenomena, area land use, and applicable social demographics and trends, there are a number of potential hazard risks that could adversely impact the unit—placing visitors, staff, and the buildings and their contents, including museum collections, at risk.  These threats include:

1. localized events that would affect only the unit
2. larger-scale events affecting the neighborhood, city, or county (an  earthquake or wildland fire, for example)

3. significant events that impact the entire state, region, or country that also could adversely affect the unit.

Localized Risk Factor Threats to the unit include: 

· Medical Emergency

· Structure Fire (accident or arson)
· Earthquake

· Theft

· Vandalism

· Gas Leak

· Burglary

· Assault

· Bomb Threat

· Traffic Accident
· HAZMAT incident
Natural risk hazards affecting Lincoln County have been identified and quantified in the Lincoln County Natural Hazards Mitigation Plan.  According to the plan’s “Vulnerability Analysis,” the wildfire risk affects the largest portion of the county’s land area (71%); the earthquake hazard comes in second at (43%).  However, as the risk of wildland fire is negligible due to the urban location of the Smith House, earthquakes would pose the primary natural risk to the unit.  

Other risk hazards identified, which could adversely affect the unit, include:

· Droughts/Water Shortages 

· Terrorism 

· Landslides 

· Civil Disorders 

· Conflagrations 

· Hazardous Material Incidents 

· Severe Weather

· Air Crashes 

Fire

Fire poses another threat to the unit.  Each year, fires cause more deaths in the United States than all other disasters combined.  In 2012, 92,800 non-residential structure fires occurred nationwide, 9,700 of which were arson fires (10% of the total).  Arson is the second leading cause of non-residential structure fires in the United States.  The potential for arson is real, due to the unit’s location and the fact that the Smith House was the victim of at least one prior arson attack in the 1970s.  Fortunately both the Smith House and the Visitor Center are equipped with both fire detection and suppression systems.  The buildings also are located two blocks from Fire Station 7.  

Other Risks to the Unit, Visitors, and Staff

As a result of the unit’s urban setting, theft and vandalism to the historic structures, cultural landscape, and other resources are a real threat.  Although the neighborhood is a mix of residences and small businesses, the unit itself is located near a city park just off a busy thoroughfare.  There is no fence or any other barrier to inhibit after-hours unauthorized access to the unit.

Additional risks to the unit include bomb threats, explosions, and hazardous material spills.  No federal facility is immune to a bomb threat or act of terrorism.  Although the Smith House has never received a bomb threat or suffered an explosion, the potential for an act of terrorism is always present.  Another potential threat is the active railroad line one block away, creating the possibility of a hazardous materials spill impacting the unit.

Museum Collection Overview

As noted above, the unit’s collection consists of approximately 28,500 objects, and includes: historic furnishings and other history and archival items associated with the Smith family; archeology collections which resulted from both authorized research at the unit and various compliance projects; archival collections; and a small herbarium collection.  Except for the 800 objects on exhibit in the Smith House, the entire collection is housed in the Visitor Center (100 objects on exhibit, the remainder in storage).

This Plan notes those areas where museum objects are located.  It also addresses issues regarding the collection’s preservation through preventive measures prior to an emergency as well as salvage procedures following a disaster.

The unit’s ICMS museum collections database includes catalog and accession records for the entire collection; there is no backlog as of FY14.  The master ICMS database is maintained at the unit’s museum facility.  Whenever staff members do appreciable additions to the database, an electronic back-up copy is produced. The electronic back-up files are stored on compact disks which are housed in a fire-proof media safe.  Duplicate electronic records are located at Jacob’s Bend National Wildlife Refuge.  

Future Planning

An effective emergency preparedness and response strategy requires regular training of all staff, evaluation of program plans, procedures, and capabilities through periodic reviews, testing, and exercises, post-incident and post-exercise analyses and reports, lessons learned, and performance evaluations, and the implementation of corrective actions for any identified deficiencies.  The Plan and the overall program must be dynamic; plans, procedures, and personnel must adapt as conditions change.   

It is important that the museum collections be included at all levels of planning. This is particularly important in emergencies that might affect the collections such as fire, earthquakes, and severe weather.  Securing the museum spaces should be integrated into the overall plan. 

A crucial element in the development of this plan has been the identification of other DOI units and local museums and institutions that could provide assistance to the unit in case of emergency.  Likewise, the unit could serve as a resource repository and provide expertise for this same network of institutions should any one of them experience a disaster. 

The periodic checklists will prove to be an important tool for maintaining preparedness in the years following the approval of this plan.  It is vital to review this document at least once each year, conduct annual training and drills, perform all annual inspections of monitoring and utility systems, and update procedures whenever warranted to maintain a high level of preparedness.

Continued Development 

In order for this Museum Emergency Management Plan to remain relevant and up-to-date, it is vital to review the plan and conduct an exercise based upon it at least once each year.  When reviewing the plan, the following elements should be examined in detail and revised when necessary: 
Introduction

· Make changes to the plan location list when necessary.

Section 1: Emergency Resources List
· Verify all local emergency numbers annually.

· Work to develop a network of local museums for mutual support.

Section 2: Floor Plans

· Update floor plans whenever the situation changes.

Section 3: Mechanical and Utility Shut-offs 

· Update the utility shut-off locations whenever the situation changes, after new equipment is installed, etc.

Section 4: Emergency Response Team

· Add specific responsibilities to lists if necessary.

· Continue to add interested people to the response team.

Section 5: Emergency Procedures

· Review procedures after all emergencies and drills; make changes when warranted.  Check procedures for completeness and accuracy.

Section 6: Emergency Supply Cache
· Update equipment and supply lists on a regular basis, at least annually.

· Purchase additional supplies if necessary and as the budget will allow.

· It will be important to identify local support—supplies, expertise, materials conservators, volunteers—for immediate help.

Section 7: Museum Collection Emergency Procedures
· Review procedures after all emergencies and drills; make changes when warranted.  Check procedures for completeness and accuracy.

Section 8: Museum Collection Priority Lists

· Continue to prioritize objects and archival materials for added protection or immediate salvage in case of an event.

· List any special concerns, precautions, or evacuation techniques for specific objects.

· Complete the Post-Emergency Critique Form if an event occurs that requires an emergency response.

Section 9: Disaster Recovery Object Form

· Complete Object Recovery Form if necessary.

· Review procedures on a regular basis, particularly after an event.  

Section 10: Post-Emergency Critique

· Complete the Post-Emergency Critique Form if an event occurs that requires an emergency response.

· Complete the Post-Emergency Critique Form following all drills and exercises.

Section 11: Emergency Training

· Discuss this section with LE, safety, fire, and maintenance staffs to develop an effective training and evaluation program.

· Complete the Post-Emergency Critique Form following all drills and exercises.
· Work with your LE Ranger, Safety Officer, and Fire Management Officer to ensure training and evaluation programs are appropriate, practical, and current.

· Use the resources and references in Appendix IV, as needed.

Appendix 1: Disaster Prevention and Preparedness Periodic Checklist
· Add a checklist whenever necessary.

· Discuss this section with regional LE, safety, fire, and maintenance staffs to determine inspection times and frequency.

· Complete the checklists annually.  Remind other staff to complete their assigned checklist item.

Appendix 2: DOI Risks to Museum Collections - A Tool for Self-Assessment
· Review the survey every five years or whenever the situation changes.

Appendix 3: Reference Materials — Museum Collection Salvage Procedures and Resources
· Update as needed. 

Appendix 4: Reference Materials and Resources for Emergency Training and Evaluation
· Update as needed. 

General

· Review the plan frequently, especially the emergency call numbers and networking sections.

· Contact the National/Chief/Regional Curator and regional law enforcement staff for assistance. 

· Conduct regularly-scheduled drills and table-top exercises, at least annually.

· Evaluate the plan following all drills, exercises, and emergency events.

· Implement corrective actions identified during evaluations.

· Maintain close working relationships with all other divisions and local emergency responders to ensure an effective response in case of an emergency




DOI EMERGENCY RESPONSE OBJECTIVES


   


The primary mission is to save lives and minimize injury to visitors and DOI employees 





After all life safety issues have been addressed; to reduce damage and destruction of DOI property, including museum collections





As resources allow, respond to outside requests for assistance
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