SECTION 7: MUSEUM COLLECTION EMERGENCY PROCEDURES

This section includes emergency response procedures for risks to, damage to, or loss of museum collections.

Artifact Theft

Reporting Theft

1. Report the theft to the Curator and the Unit Manager.
2. Secure the area

3. Do not let anyone into area/building

4. Do not touch anything, unless instructed to do so by a law enforcement ranger or the Curator.
5. Be observant to possible suspects, witnesses, and possible evidence.
6. Law enforcement personnel will inform cultural resource staff if additional information or assistance is required.
Curatorial Response

1. Photograph location and any related areas.
2. Use the Disaster Recovery: Object Record Form (Sec. 9), to document the following:


· Catalog number

· Object name

· Object description

Artifact Damage

Reporting Damage
1. Report damage to the Curator and the Unit Manager.
2. If damage appears to be intentional (vandalism), do not touch anything unless instructed to do so by a law enforcement officer.
3. Prevent further damage, if possible.
4. If damage resulted from criminal activity, law enforcement personnel will advise unit staff concerning when additional response measures can be implemented.
Curatorial Response

1. Photograph location and any related areas.

2. Use the Disaster Recovery: Object Record Form (Sec. 9), document the following:


· Catalog number

· Object name
· Type of damage
· Treatment needed
· New location
Power Outage

Curatorial Response
If a power outage occurs to the building and electrical service is not restored within 24 hours:

1. Close the visitor center to the public.
2. Remove any sensitive objects on exhibit to collections storage; store in enclosed cabinets.  
3. Monitor the environment.
4. Use the Object Recovery Form (Section 9), to document any actions taken to protect museum objects; be sure to note all new locations of objects that are moved.
5. When power is restored, fill out the Post-Emergency Critique form (Section 10).

Water Leaks and Flooding
Curatorial Response
1. Inform the Curator immediately if the leak is in an area where museum collections are present.

2. Be prepared to help as directed in protecting museum collection materials that are in jeopardy.  Take only those steps needed to avoid or reduce immediate water damage (e.g. covering items and cabinets with plastic sheeting or carefully moving materials from the affected area.  Do not remove wet books from shelves.  Refer to Appendix III: Salvage Procedures for additional guidance.

3. Use the Object Recovery Form (Section 9), to document any actions taken to protect museum objects; be sure to note all new locations of objects that are moved.
4. Once the immediate emergency is over and the leak or flooding has been controlled, take immediate steps to eliminate as much water as possible:

· Use wet vacuums to suck up small amounts of water.

· Sump pumps may be needed for large amounts of water.

· Place dehumidifiers in the affected areas to draw as much water out of the air as possible and to retard mold growth.
5. Assess any damage and use the appropriate salvage procedures. See Appendix III: Salvage Procedures.
6. At the conclusion of the incident, fill out the Post-Emergency Critique form (Section 10).

Earthquake 
Curatorial Response
1. Once the earthquake is over and you have been notified that it is safe to re-enter the building, survey the situation for possible damage.
2. Use the Object Recovery Form (Section 9), to document any actions taken to protect museum objects; be sure to note any damage, as well as all new object locations (if item was moved).
3. At the conclusion of a situation requiring action, fill out the Post-Emergency Critique form (Section 10).

Fire 
Curatorial Response
After the fire has been extinguished and the Fire Department allows staff to re-enter the building:
1. Work with Facility Manager to restore the fire detection and security systems as soon as possible.
2. Recharge used fire extinguishers.

3. Using the Priority Museum Object Lists (Section 8), survey the facility to determine the order of salvage procedures if possible.
4. Refer to Appendix III: Salvage Procedures for information on salvaging museum collections.
5. Use the Object Recovery Form (Section 9), to document any actions taken to protect museum objects; be sure to note all new locations of objects that are moved.
6. At the conclusion of a situation requiring action, fill out the Post-Emergency Critique form (Section 10).

Medical Emergency 
Curatorial Response
After you call 911 and attend to the injured individual:

1. If the medical emergency occurs in the visitor center, notify the Curator to assist with the movement of museum objects or exhibits that might impede rescue efforts.
2. During the emergency, the area should be monitored to avoid possible theft or damage to museum objects.
3. Once the situation has been resolved, objects that were moved should be returned to their original locations.  Survey the area for possible problems.
4. Use the Object Recovery Form (Section 9) to document any actions taken to protect museum objects; be sure to note the new locations of objects that are moved.
5. At the conclusion of the incident, fill out the Post-Emergency Critique form (Section 10).

Volcanic Eruption  
If a volcanic eruption is likely, the Unit Manager will close the unit.  After all visitors have departed, and if there is sufficient time:

1. Seal all doors and windows with plastic sheeting to minimize ash infiltration.

2. Be prepared to help as directed by the Curator in protecting museum collection materials that are in jeopardy.

Wildland Fire 
Curatorial Response
If a wildland fire is threatening any of the unit’s museum facilities, the Unit Manager and/or Incident Commander will close those areas and/or the entire unit.  Once all visitors have been evacuated and all life safety needs have been addressed – and if there is sufficient time to safely evacuate priority collections – follow these steps: 
1. Remove high priority collections (if warranted): [LIST THE HIGHEST PRIORITY ITEMS HERE; NOTE ALL PRIORITY COLLECTIONS IN SECTION 8]
2. Empty the emergency cache boxes and use to pack priority collections for evacuation.
3. If additional packing containers are needed, use polypropylene record storage boxes or any other available boxes, crates, etc.

4. Once the museum collections are secured within the boxes/crates, load onto a unit pick-up truck or van and transport to [NOTE OFF-SITE LOCATION SUCH AS ANOTHER DOI UNIT OR MUSEUM OUTSIDE THE DANGER ZONE]
5. Use the Object Record Form (Section 9), to document actions taken to protect museum collections; be sure to note all new locations of objects that are moved.
