SECTION 4: EMERGENCY RESPONSE TEAM

[NOTE: AT A UNIT WITH LIMITED STAFF, INDIVIDUALS MAY NEED TO HOLD MORE THAN ONE POSITION.  ANOTHER OPTION IS TO HAVE AGREEMENTS WITH OTHER LOCAL MUSEUMS FOR MUTUAL AID – YOUR UNIT ASSISTS THE OTHER MUSEUM/S IN AN EMERGENCY AND THEY ASSIST YOUR UNIT WHEN NEEDED.]
EMERGENCY PLAN COORDINATOR

[This individual should be the unit’s overall Emergency Coordinator; usually a LE Ranger, Safety Officer, or Facility Manager but could be another staff member]
Name/Title:
Work Phone/Home Phone/Cell Phone: 
SECURITY COORDINATOR
· Reports to Emergency Plan Coordinator

· Assesses life safety, fire, and security issues

· Determines health and safety precautions necessary for response and recovery operations

· Arranges for security of perimeter to prevent trespassing, theft, and looting

· Assures protective alarm systems are restored and put back into service

· Investigates injuries

· In cooperation with Emergency Registrar and Salvage Coordinator, works to achieve security of collections, especially those which are moved, or whose security is compromised

Current Security Coordinator
Name/Title: 

Work Phone/Home Phone/Cell Phone: 
Alternate







Name/Title: 
Work Phone/Home Phone/Cell Phone: 

COLLECTIONS EMERGENCY PLAN COORDINATOR
· Reports to Emergency Plan Coordinator

· Informs Superintendent of progress throughout response and recovery efforts

· Assesses need for emergency procedures and salvage

· Assembles Collections Emergency Team

· Establishes central Control Area

· Initiates emergency plan

· Oversees emergency efforts including documentation, salvage, and security

· Coordinates emergency efforts with other park staff and involves them when necessary

· Works with Chief of Maintenance to control building environment when possible

· Signals end of emergency

· Oversees follow-up activities, including clean-up, incident report, post-emergency critique, and written acknowledgement of assistance received during the incident

Current Collections Emergency Plan Coordinator

Name/Title: [Museum Curator or other staff] 
Work Phone/Home Phone/Cell Phone: 
Alternate:
Name/Title: 
Work Phone/Home Phone/Cell Phone: 
EMERGENCY REGISTRAR

· Reports to Collections Emergency Plan Coordinator

· Keeps emergency log and oversees documentation of disaster and emergency procedures

· Documents movement and treatment of all objects

· Labels all boxes/items moved

· Contacts local suppliers and services

· Under supervision of Emergency Plan Coordinator and in conjunction with Administration, proceeds with established emergency purchasing measures

Current Emergency Registrar

Name/Title: 

Work Phone/Home Phone/Cell Phone: 
Alternate







Name/Title: 

Work Phone/Home Phone/Cell Phone: 
SALVAGE COORDINATOR  
· Reports to Collections Emergency Plan Coordinator

· With Emergency Plan Coordinator, establishes immediate priorities for protection and salvage

· Oversees immediate protection of objects in danger

· Oversees packing and relocation of objects

· Oversees implementation of appropriate salvage procedures

· Contacts local conservators

Current Salvage Coordinator

Name/Title: 
Work Phone/Home Phone/Cell Phone: 
Alternate

Name/Title: 

Work Phone/Home Phone/Cell Phone: 

COLLECTIONS EMERGENCY RESPONSE TEAM
· Report to Emergency Registrar, Salvage Coordinator, and/or Security Coordinator

· Implement emergency plan as directed

· Move objects, conduct documentation and salvage as directed

Current Collections Emergency Team Members

Names/Titles






Phone Numbers

The Collections Emergency Team might also include staff from other nearby DOI sites or local museums and historical societies. These arrangements, which may be mutual, can be made in advance, and should be recorded.  See also Section 1, Emergency Call List: Other Museums/Mutual Aid.
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