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UWF Historic Trust & Pensacola Museum of Art
Emergency Contact List

Department Head / Director
Rob Overton - 850-287-1095

Historic Trust				
Ross Pristera – 352-275-6554	
	Rick Sivley – 850-232-1568
	Sylvia Beck – 850-501-6372
	Elliot Wright – 850-261-4735
	Richard Rodriguez – 850-607-3397
	Lori McDuffie – 251-472-7803
	Jess Cragg - 706-982-0433
Dustin – 850-321-6732
	Sheyna Marcey – 850-281-8522
	Phillip Mayhair – 850-426-5157
Amy Eve – 251-609-3418
	Jessie Drossos - 
	Wendi Davis – 850-503-7379 (home, 934-3112)
	Adrianne Walker – 502-523-5477
	Krystal Johnson – 850-287-4963

Pensacola Museum of Art
Nick Croghan – 502-428-9710
	Anna Wall – 251-278-9942
	Catlin Cooney – 904-252-9658

				






Hurricane Prep Supplies and Recovery Kits

The supplies that are available at various location include:
 
Recovery Kits are located where collection items are stored/displayed.  Each kit should contain:
Notepad		Scissors		Paper towels
Pencils		Plastic bags		Garbage bags			
Sponges		Sharpie 				

Duct Tape
Plastic sheeting
Acid Free Boxes and Tissue – to be brought on location when needed


The locations of the Hurricane Prep Supplies and the Recovery Kits are specific to each house/building and are included in the Emergency Procedures: Hurricane Preparations by Building section of this document.


*Note as materials are used they need to be replenished.  
*This is especially important for the First Aid Kits.  
Please indicate on the supplied form the items used, when used, and when replaced.  
*If an item needs to be replaced please contact the Collections Department. 






Emergency Procedures
Dealing With The Media
In the event of a museum emergency or crisis, the Director, or his designated representative will speak publicly for The UWF Historic Trust / West Florida Historic Preservation, Inc.
Remember, it is important that you not speak to the media about any such events at the Museum unless you have been authorized by the Director. This will prevent misunderstanding which might arise from conflicting or garbled accounts.
If you are contacted by the media regarding UWF Historic Trust, or anything concerning the University of West Florida, refer them to the Director. That way they are assured of getting the most up-to-date, accurate information.
Vagrants/Street People
Because of Historic Trust’s downtown location and Florida’s mild climate, a number of vagrants or homeless individuals may be found in the neighborhood on any given day. 
If you observe anyone involved in illegal activities (urinating in public or other socially unacceptable behaviors, drunk & disorderly, sleeping/passed out, panhandling, etc.) on Historic Trust property, please report it immediately to the Administration and call the Pensacola Police Department to ask for assistance. 
The Police Department keeps a record of such violations by building address, and will up-grade their patrols as their records indicate a need. Therefor it is important that every incident is reported to them.
The employee must fill out an Incident Report form for Historic Trust files.
Riot/Demonstration/Civil Disturbance
Most public demonstrations are peaceful. However, ...
If a disturbance should occur, call 911.
Alert the staff by radio of the disturbance and its location
Lock exterior doors to prevent more of the public from entering. Alert visitors who wish to leave of alternative entrances not exposed to the crowd. Lock doors to offices and galleries. 
Secure any sensitive files by locking the file cabinets.
Shelter in place until the disturbance is under control or the situation becomes dangerous.
If evacuating the building, call 911 and ask for instructions to get to a place of safety.
Explosion/Earthquake
Seek cover under tables, desks, or anything which will protect against falling glass or debris. Be prepared for possible secondary explosion or aftershock. Stay away from windows, mirrors, overhead fixtures, filing cabinets, shelving, or electrical equipment.
Do not move seriously injured persons unless they are in obvious, immediate danger.
Open doors carefully. Watch for falling objects. Evacuate the building, checking rooms and offices for other people as you leave.
Do not use matches or lighters. Do not use the elevator in case of fire or building instability. Avoid using telephones and hand radios until you are far away from the area of the explosion.
Once outside, move far enough away from affected building(s) to prevent being hit by falling debris. Call 911. Report the location, the amount of damage, and whether medical help is needed.
Make sure everyone who was in the building is accounted for. Notify emergency personnel of disabled people still in the building who could not evacuate. 
Keep walkways and streets clear for emergency personnel.
Do not reenter the building until the police or fire department says it’s safe to do so.
Power Outage
WFHPI buildings do not have emergency generators to provide emergency lighting and power. All those areas without windows have battery operated emergency lights located near the exits. They will probably stay on for about half an hour.
If a power outage occurs, remain calm. Emergency lights should come on automatically. If they don’t, don’t move. Call for help on your radio, and someone with a flashlight will come to your aid.
If you have a flashlight, provide assistance to visitors, volunteers, and staff in your immediate area by directing them to a lighted area or to a building exit. Secure the areas you are leaving by locking doors once you are sure everyone has left.
If you are in an elevator, use the phone or emergency button to notify staff that elevator is occupied.
Stand by for instructions from the Director. 

Flooding/Water Damage
If a major water leak occurs, notify the Director (“Admin I”) and the Facilities Department (“Maintenance”) immediately by radio.
Tell them the exact location and severity of the leak. Indicate whether any part of the collection is involved or in imminent danger or if any areas accessible to the public are involved. They will notify the Maintenance Department, Curatorial Staff, and Education (tour) Staff. 
If there are electrical appliances or electrical outlets near the leak, use extreme caution until the power is turned off. If there is any possible danger, evacuate the area.
If you know the source of water and are confident of your ability to stop it (unclog the drain, turn off the water, etc.), do so carefully.
Be prepared to help as directed in protecting collection objects that are in jeopardy. Take only those steps needed to avoid or reduce immediate water damage: cover large objects with plastic sheeting, and carefully move small or light objects out of the emergency area if confident that you can move them safely. This should be done under the supervision of the Curatorial staff. 
Armed Robbery
In the case of a robbery, OUR POLICY IS TO HAND OVER THE MONEY WITHOUT QUESTION.
Try to stay calm and observe as many details about the robber(s) as possible;
· Height
· General Build
· Skin
· Hair & Eye Color
· Tattoos
· Clothing
· Voice: cadence & pitch, accent, speech patterns, exact wording if possible
· Type of Weapon if seen
After robber leaves, call 911 and call the Director.
Then write down as many details of what happened as you can to aid the Police in their investigation.
Do not discuss details with anyone until the Police arrive to take your statement.

Tornado/Storm & Wind
The Bowden Building and the Voices of Pensacola Building are equipped with NOAA Radios to alert staff to dangerous storms. The NOAA Radios are to be kept on at all times. If a tornado or severe storm is approaching downtown Pensacola, the Receptionist or Fiscal Assistant will alert all staff by radio. 
The staff will then alert the public and, in the case of a tornado, lead them to the safest area on the lowest floor of the occupied buildings.
All persons should crouch down along the interior walls and cover their heads. Stay away from the exterior walls and glass.
Stay off elevators.
Use telephones only for emergency purposes.
Do not leave secure areas until instructed via radio by the Director or your supervisor.
After the tornado strikes:
The Director and Maintenance staff will organize a search throughout the affected building(s) for injured persons. First aid will be administered as necessary. 
The Executive Director or Preservationist will direct emergency response personnel to injured persons.
The Historic Preservationist will establish an emergency command center and initiate an emergency call list to begin recovery procedures.
The Curatorial Staff will assess damages to artifacts, and set up a triage area for dealing with damaged objects.
Problematic or Criminal Behavior/Active Shooter
Problematic Behavior:
In emergency situations, call Pensacola Police via 911. Report all problematic behavior and/or potentials for threat or disruption to the university’s or museum’s mission by students or staff:
Associate Vice President for Student Affairs		474-2384
Assistant Dean of Student Affairs			474-2161
Human Resources, Employee Relations		474-2611 or 474-2602
Violent or Criminal Behavior / Active Shooter:
An active shooter wants to kill as many people as possible in the shortest time possible. Do not cooperate - Decide to survive! If safe, Get Out of the building immediately.
Call 911 as soon as possible giving your name, location, and as much as you know about the shooter and the shooter’s location.
If you can’t safely leave, Hide Out. Lock yourself in a room and barricade the door. If in a group, Spread Out; don’t make a single easy target. Look for anything to use as a weapon.
If confronted, try to Take Out the shooter: scream, yell, throw things, rush towards him/her to startle or distract him/her. Remember, cooperation with the shooter will get you killed! When the Police arrive, their first job is to take out the shooter. Do not make any sudden moves; show them your hands, answer their questions, and follow their instructions.
Weapons Policy
All WFHPI-controlled museums and grounds comprise UWF’s Downtown Campus. Florida State Statute 790.001 and UWF policies prohibit the possession of any firearm, electronic weapon, or other weapon while on a university campus. This includes, but is not limited to rifles, handguns, blow darts, BB guns, cross-bows, knives, or any other projectile. Any violation of this policy may be cause for disciplinary action and /or prosecution. Persons who possess a Florida site-issued license to carry a concealed weapon or firearm are NOT exempt.
Theft/Vandalism/Unauthorized Removal	
Reporting a Theft or Vandalism of a Museum Object:
The first person noticing an object is missing or damaged should contact the Chief Curator and/or the Director, and fill out an incident report. The Chief Curator will examine items to determine the extent of damage and/or will check to make sure a missing object has not been removed by staff for conservation or other museum purposes. 
If any object is missing or damaged beyond inexpensive repairs, the Police are called, and a report is made. An attempt should be made to determine when the object was last seen and by whom to get a better idea of when the object was removed
Photo images of the missing object(s) should be supplied to the responding policeman together with a written description including measurements. A copy of the incident report together with the police report and report number must be filed in the Permanent Collections records.
Unauthorized Removal of Artifacts:
No object, whether owned by or loaned to the museum, is ever to be moved or removed by the public from any of our buildings or exhibits without proper authorization. If a loaned artifact is to be returned, the Chief Curator or designated curatorial staff will remove the item and personally return it to the owner. 
If challenged by a visitor, even on a weekend, staff should contact the Chief Curator, Collections Manager, or the Director for instructions. If none of those staff are available, apologize and tell the visitor to call the Chief Curator during normal working hours. The legitimate owner of a loaned item should not have a problem with this.

Bomb Threat by Phone or Email/Suspicious Object
Bombs Threats:
If possible, make a note of the incoming number. Be polite and show interest. Try to keep the caller talking so you can gather more information.
Take notes during the conversations. If the caller hangs up, contact the Police immediately and provide all information you obtained (time of call; incoming phone number; description and location of bomb; personal characteristics and gender of caller; noticeable speech pattern, accent, etc.; description of background noise; reason given for placing bomb).
Then notify the Director by telephone. Do not discuss the threat over the radio!
Calmly evacuate the threatened building, making sure all visitors and other staff also exit. All bomb threats are to be treated seriously.
All two-way radios, cell phones, and pagers, are to be turned off at a minimum of 100 feet from the suspected bomb site.
Suspicious Object:
If you find a suspicious object on the premises, keep others from handling it or going near it.
If you need to locate the Director (“Admin I”) or the Chief Curator (“Collections”) by radio, request to be contacted by phone. Do not discuss the threat over radio.
Do not call the police yourself. The Director will notify the appropriate agencies. If evacuation is ordered clear the building of visitors and other staff, moving at least 500 feet away.
Promptly write down everything you can remember about finding or receiving the letter or parcel. This will be needed by security and police interviewers. Do not discuss the threat with other people until after investigators have taken your statement.
Missing Child/Code Adam
NOTE: In the Pensacola Children’s Museum, no children are to be admitted without an adult and no adults are allowed to be admitted without children.
If a visitor reports a child is missing:
Step 1: Obtain a detailed description of the child
· Name, age, gender, and race
· Weight, height, hair, and eye color
· Describe what the child is wearing – color and style of clothing including shoe color and style
Step 2: Use your radio to alert all other staff. Say “CODE ADAM AT [your building or location]!” Relay description obtained in Step 1. All available staff should immediately respond to the location involved, watching for the child along the way. Call 911, (giving your location in the City of Pensacola) and relay the same information about the missing child.
 Step 3: Move to a location where you can block the main exit. Do not let anyone in or anyone close to matching the description of the missing child leave. In the Wentworth, move to the south stairwell door from which location all fist floor exits can at least be monitored. Employees responding from other locations should search the building or location for the child.
Step 4: If the child is found and appears to have been lost and unharmed, take child to the nearest information desk to return him/her to the parent or guardian.
Step 5: If the child is found accompanied by someone other than a parent or legal guardian, use reasonable efforts to delay the departure of the person accompanying the child, but do not put yourself, the child, staff or visitors at risk. Note the appearance of the adult so a description can be provided to police.
Step 6: Once the child is found, or police arrive, cancel the Code Adam over the radio. “Code Adam at the [your location] is cancelled.”
Chemical Spill/Chemical Fire/Aircraft Crash
If a chemical spill occurs (NOTE: this includes gasoline):
If toxic chemicals come in contact with your skin, remove affected clothing and immediately flush the affected area with clear water.
If there is any possible danger, evacuate the area. If the chemical is a potential hazard to the air system, shut down the affected system by turning off the HVAC system(s) at the thermostat(s),
Do not use your radio or phone near a chemical spill. Once away from the area, notify the Facilities Manager (“Facilities” on the radio) and the Collections Manager (“Collections” on the radio) of the extent and location of the spill, what chemical is involved, the number of people exposed, and the extent of their exposure.
If a chemical fire occurs:
Notify the Fire Department immediately by operating a Fire Pull Station or by calling 911 from outside the building. Give your name, the location, type and/or cause of the fire, and whether emergency medical help is required.
If the fire is small, attempt to put it out with an appropriate fire extinguisher, but do not jeopardize your personal safety.
Never allow the fire to come between you and an exit.
Evacuate the building if you are unable to put out the fire. Close doors behind you if possible, to confine the fire. Do not lock them – the Fire Department has to get in.
Do not break windows. Oxygen feeds a fire.
Do not attempt to save possessions or collections at the risk of personal injury.
Do not return to the building until the Fire Department says it is safe to do so.
All chemical spills or fires, no matter how small, must be reported to the Director by filing an Incident Report form.
Fire
Most Historic Trust buildings have fire detection systems which guarantee the Fire Department will respond. If a fire occurs in your area, and a fire alarm is not already sounding, CALL: 911 (REMEMBER: DIAL 9 + 911 on a land line)
(NOTE: If you call 911 on your cell phone while in the museum complex, be sure to mention that you are in the City of Pensacola in Escambia County because the call may go to a tower in Gulf Breeze (Santa Rosa County), across the bay.) Give your name, location the type and/or cause of the fire, and whether emergency medical help is required.
If the fire is small, attempt to put it out with a fire extinguisher. Do not jeopardize your personal safety. Never allow the fire to come between you and the exit.
Disconnect electrical equipment that is on fire if it is safe to do so (pull plug of throw circuit breaker).
Evacuate the building if you are unable to put out the fire. Do not use elevators.
Make sure all other staff and visitors exit with you. Close but do not lock doors and windows behind you if possible, to confine the fire but allow firefighters to enter.
Once you are out of the building, notify the Historic Preservationist (“Preservation” on the radio or ext. 115 by phone) of the location and extent of the fire. Stay out of the way of responding Fire Department Vehicles.
Do not break windows. Oxygen feeds a fire.
Do not open hot doors. Before opening any door, touch near the top. If it is hot, or if smoke is visible, do not open the door. Go to another exit.
Do not attempt to save possessions or collections at the risk of personal injury.
Do not re-enter the building until the Fire Department says it is safe to do so.
All fires, no matter how small, must be reported to the Director. The first employee who noticed the fire must fill out an Incident Report form. Statements may be required from other employees and witnesses as well.
Medical Emergencies/On the Job Injuries
In a LIFE-THREATENING situation: CALL: 911. (REMEMBER: DIAL 9 + 911 on a land line)
(NOTE: If you call 911 on your cell phone while in the museum complex, be sure to mention that you are in the City of Pensacola in Escambia County because the call may go to a tower in Gulf Breeze (Santa Rosa County), across the bay.)
Give an exact location and describe symptoms/injuries. Stay on the line and follow the operator’s instructions until help arrives.
If it is NOT a life threatening situation:
Notify one of the Collections staff immediately by radio (“Collections,” “Archives,” “Registrar,” or “Exhibits”) or at 595-5840. On Saturday, call the Education staff member on duty (“ED 3”; “ED 2”; or “ED 1”). The Collections staff or Ed staff will send a staff member to monitor the situation. The staff member will render the minimum first aid necessary, and decide what additional action is required (calling fire department, paramedics, ambulance, other).
Unless it is a life-threatening situation, do not attempt to render any first aid yourself before trained staff or paramedics arrive. Do not attempt to move a person who has fallen and/or who appears to be in pain.
Avoid unnecessary conversation with or about the ill or injured person. You might add to a person’s distress or fears, increasing the risk of medical shock. Limit your communication to quiet reassurances. Keep bystanders as far away from the injured person as possible.
Do not discuss the possible causes of an accident or any condition that may have contributed to the cause. Do not apologize or accept any responsibility for the accident or condition.
After the person has been taken care of and the incident is over, remain available to help the Collections/Education staff with information for the Incident Report Form.
Report all accidents to Administrative staff in the Bowden Bldg immediately. In case of minor injury, first aid supplies are available in all buildings housing staff offices or in the museum shops. Even minor accidents must be reported to the Chief Operating Officer. We can’t eliminate a safety hazard or unsafe practice if we don’t know about it!
ON THE JOB INJURIES/ILLNESSES:
If the injury/illness is job related, the employee and supervisor must complete a “Report of Injury” form available on the UWF web site, (go to Argos; Directory; Departments; Human Resources; Forms; Alphabetical List of; Report of Injury) and submit it to the UWF HR Coordinator for Workers’ Compensation.
EMERGENCY NOTIFICATION:
The personnel files, kept by Business Manager, who functions as Historic Trust’s Human Resources contact with UWF, should contain information from each employee about who to contact in case of an emergency. If an employee is seriously injured or falls ill while on the job, the Chief Operating Officer will contact and inform the victim’s family of the situation.
Employee Evacuation Procedure
In advance, each staff person, docent, and volunteer should:
1. Read the evacuation procedure. Become familiar with the building floor plan and locations of fire extinguishers, fire alarm pulls, and HVAC thermostats for every building you work in.
2. Know hat the designated evacuation alarm/signal is for the building you are in: For most of the buildings, it is an audible fire alarm. The Bowden has audible fire alarm with pulsating strobe lights.
3. Know at least two ways out of whichever building you are in from where ever you are in the building.
When you hear the evacuation alarm or are told to evacuate the building:
1. Immediately shut down all hazardous operations (equipment in use, etc.) by turning off or unplugging equipment.
2. Remain calm, but leave in an orderly manner as quickly as possible.
3. The staff is responsible for ensuring that all volunteers and visitors evacuate.
4. As you exit, quickly check nearby restrooms, copier rooms, offices, galleries, etc.
5. Accompany and help handicapped personnel, visitors, and any co-worker who appears to need calm direction or assistance.
6. Take with you: your car keys, purse, briefcase, etc. Do not take large or heavy objects.
7. Shut all doors behind you as you go, but do NOT lock them; closed doors can slow the spread of fire, smoke, and water. But DON’T lock out the Fire Department!
8. Proceed as quickly as possible, but in an orderly manner. Do NOT use elevators. Hold handrails when you are on stairs.
9. Once out of the building, move at least 200 feet away from the structure. Keep roadways free for emergency vehicles.\
10. All staff, docents, volunteers, and visitors must be accounted for promptly. Assist the education staff in getting a complete head count. Remain in the evacuation area until assigned to emergency duties or instructed by the Executive Director/Chief Operating Officer to leave.






EMERGENCY PROCEDURES:
HURRICANE PREPARATIONS by BUILDING

PFEIFFER HOUSE                LOW PRIORITY
NOTE: This is a low priority building. Go to buildings containing collections FIRST!!!
Supplies needed: plastic sheeting, scissors. Supplies located inside closet in Lady’s Restroom. Note: nothing inside this building is part of the museum collections.
1. Group movable furniture together as far as possible from exterior doors & windows.
2. Cover furniture with plastic drop cloths.
3. Do not try to cover too many objects with the same drop cloth. Be aware of spaces & voids where the weight of collecting water might pull plastic off furniture.

SEALE BUILDING_________LOW PRIORITY
NOTE: This is a low priority building. Go to buildings containing collections FIRST!!!
Supplies needed: Sandbags – available from maintenance department.
This building is currently (2019) a rented building – restaurant South Market.

ROMANA ST. WAREHOUSE
Supplies needed: Plastic Sheeting, clothespins, duct tape. Safety ladders should be on site.  Supplies located on wall between NW corner and main door.
1. Put away any artifacts left out for study, cataloging, etc.
2.  Plastic should be in place before storm prep activation order is given. Check to be sure everything is covered, nothing is left sitting directly on the floor, & nothing is touching a wall.
3. Unplug all electrical equipment.
4. Sandbag roll-up doors and exit doors.
5. Cover all worktables, desks, & computer equipment with plastic.
6. Do not try to cover too many objects with the same drop cloth. Be aware of spaces & voids where the weight of collecting water might pull plastic off furniture.



BARKLEY HOUSE
Supplies needed: First Aid Kit, plastic sheeting, bubble pack, duct tape, & scissors. Located in upstairs closet.
1. Move furniture close to interior walls.
2. Remove pictures form walls. Warp/layer them with bubble pack & place them on tables. Cover the tables with drop cloths.
3. Cover the sofa with a drop cloth. Put the chairs back to back; cover with plastic sheeting.
4. Move rest of furniture close together & cover with plastic sheeting.
5. Do not try to cover too many objects with the same drop cloth. Be aware of spaces & voids where the weight of collecting water might pull plastic off furniture.

KITCHEN-HOUSE              LOW PRIORITY
Note: This is a low priority building. There are no collections objects here, only reproductions which can be replaced. Cover buildings containing collections first.
Supplies needed: plastic sheeting, duct tape, First Aid Kit. Supplies located 
1. Place all small objects that you don’t want to get wet inside cabinets & secure the cabinet doors in closed position. Remove musket from wall & place diagonally across table.
2. Pick up all wood & fiber objects off floor & place on table, dry sink, or pie safe.
3. Cover furniture with plastic. Group metal cookware together & cover with plastic. The feet may rust if they get wet, but the plastic should protect the rest, making it easier to clean up after the storm.
4. Do not try to cover too many objects with the same drop cloth. Be aware of spaces & voids where the weight of collecting water might pull plastic off furniture.

M. McMILLAN COTTAGE   2-6’ ladders
(1st time get supplies from maintenance & collections)
Supplies needed: plastic sheeting, duct tape, acid free tissue, babble pack, scissors, (all stored in dresser drawers), power screwdriver &/or two ladders from maintenance to get over Plexiglas barrier. Recovery Kit
1. Wrap all small objects & place dresser drawers. Cover the dresser with plastic.
2. If pictures don’t fit in drawers, place them face up on the beds. Cover each bed with plastic sheeting.
3. Move rest of furniture close together, & cover with plastic.
4. Do not try to cover too many objects with the same drop cloth. Be aware of spaces & voids where the weight of collecting water might pull plastic off furniture.
Crew securing this bldg. should also secure Julee Cottage which also needs two ladders. Last stop should be Dorr House, to take down lamps from Dining Room & Parlor chandeliers.

M. BARRIOS COTTAGE
Supplies needed: Recovery Kit, plastic sheeting, bubble pack, acid free boxes, scissors, duct tape; Supplies located in bottom half of pie safe in kitchen & behind barrier wall
1. Group movable furniture together, as far as possible from exterior doors & windows.
2. Wrap all small & breakable objects in bubble pack & store in cabinets or boxes. Remove pictures from walls, wrap with bubble pack & place on the loveseat.
3. Place boxes on chairs or loveseat in living room, & on the table in the kitchen.
4. Do not leave any boxes or small artifacts sitting directly on the floor.
5. Cover all furniture with plastic sheeting. It is not necessary to cover the exhibit cases.
6. Do not try to cover too many objects with the same drop cloth. Be aware of spaces & voids where the weight of collecting water might pull plastic off furniture.


OLD CHRIST CHURCH
Supplies needed: First Aid Kit, plastic sheeting, duct tape, scissors, bubble pack, key to supply cabinet. Supplies located in south room supply cabinet. Get the key from Event’s Coordinator, or Maintenance Chief. (Other source of cabinet keys is the master key box.)
1. Group together furniture in groom’s room as far as possible from exterior windows. Move lamps to lockable cabinets in south room. Remove wall mirror & place on top of bubble pack on coffee table. Cover all furniture with plastic.
2. Remove cross, candles & candleholders from altar. Remove brass vases from side pedestals. Wrap all objects with bubble pack & store in lockable cabinet in south room.
3. Drape drop cloths over: the Clavinova.
   the altar & side pedestals moved close together
   the chairs, placed back to back
   the reading desk & kneeling bench, placed back to back
4. Remove alms box, wrap with bubble pack, & place in lockable cabinet in south room.
5. Do not try to cover too many objects with the same drop cloth. Be aware of spaces & voids where the weight of collecting water might pull plastic off furniture.
PENSACOLA CHILDREN’S MUSEUM
Supplies needed: First Aid Kit (located at desk), Recovery Kit, plastic sheeting, duct tape, bags, ladder, scissors. Supplies located in 2nd floor storeroom.
2nd Floor Exhibits:
1. Cover free-standing artifacts with plastic sheeting or bags.
2. Use ladder to cover tops of tall display units. 
3. Move bench away from balcony doors. If possible, take small wall mounted cases down, place on level free-standing display cases, table, or bench & cover all with plastic sheeting. Most wall cases are mounted with French cleats. Use bubble pack under French cleats to prevent scratching Plexiglas. Try to keep wall cases close to their original positions.
4. Cover all short floor cases including Standard Collection slanted-top case in hall.
5. Cover computer kiosks (2) with plastic bags.
6. Do not try to cover too many objects with the same drop cloth. Be aware of spaces & voids where the weight of collecting water might pull plastic off furniture.

In Store: Cover store stock only if you have time & plastic available:
1. Group movable furniture together, as far as possible from exterior doors & windows, & raise off floor by placing on bricks or sections of 2-by-4’s & stacking chairs on tables
2. Don’t not leave cloth or wooden objects or any boxes of stock sitting directly on the floor.
3. Unplug register & any other electrical appliances.
4. Makes sure nothing is touching or leaning against a wall. Cover display units, counter, cash register, & etc. with plastic cloths.
5. Cover stock in 2nd fl storeroom with plastic sheeting.


MUSEUM OF INDUSTRY
Supplies needed: plastic sheeting, wood blocks/ 2x4 scraps; clothes pins; scissors, plastic garbage bags, scissors, duct tape. Supplies are located in Textile Vault. First Aid Kit, Recovery Kit
1. Check storage area, including textile storage, to make sure no boxes are touching the walls. Elevate any artifacts or boxes sitting on the floor by placing them on any available shelving or placing wood blocks underneath.
2. Do not leave any boxes of artifacts sitting directly on the floor.
3. All shelving & hanging storage (in textile rooms) are already draped with plastic drop cloths. Cut ties at tops of shelving with scissors to release plastic. Secure corners & seams with clothes pins, being sure to direct water flow to OUT-side of plastic.
4. In exhibit area:
Entry: Put trunk & bale on cart, & cover entire cart with plastic.
Port: Raise trunk & bale 2 inches off floor; cover all objects with plastic. Cover kiosk with trash bag.
Smack: Cover exhibit cases; mannequin, & life ring. Cover kiosk with trash bag.
Sawmill: Cover freight scale, mannequin, wheelbarrow, bell, RR case & 3 barrel exhibit cases. Cover film monitor & kiosk with trash bags.
5. Do not try to cover too many objects with the same drop cloth. Be aware of spaces & voids where the weight of collecting water might pull plastic off furniture.



TIVOLI STORE
Supplies needed: plastic sheeting, duct tape, scissors, bubble pack, sections of 2x4’s. First Aid Kit, Recovery Kit. Supplies are located in the stockroom.
1. Place lightweight display objects from the floor on counters or tables. Larger or heavy display objects can be raised off floor by placing on bricks or sections of 2x4’s.
2. Remove metal museum artifacts from upper shelves, wrap with bubble pack & store on lower shelves inside counters. Place ceramic & glass collections artifacts from shelves on the floor.
3. Unplug register & any other electrical appliances.
4. Place non-shelved stock in the storeroom & cover with plastic drop cloth.
5. Group movable vintage furniture (collections artifacts) together as far as possible from exterior doors & windows and cover with plastic. Leave bookcases in front of the windows & cover with plastic as time and supplies allow.
6. Do not leave any box of stock, or cloth, fiber, or wooden artifacts sitting directly on the floor.
7. Cover display shelves, counter & cash register, table & chairs with plastic sheeting. Make sure objects on built-in shelves are not touching back or side walls, & cover top shelf & front of other shelves with plastic.
8. Do not try to cover too many objects with the same plastic. Be aware of spaces & voids where the weight of collecting water might pull plastic off furniture.



***JULEE COTTAGE***       2-6’ ladders FIRST PRIORITY
Supplies needed: plastic sheeting, duct tape, bubble pack, boxes, scissors. Supplies are located in MOI storage area in box marked Julee. First Aid Kit. Equipment needed: two six foot step ladders (request from maintenance dept.) THIS HOUSE IS A FIRST PRIORITY!!!!!!
1. Group movable furniture together in each room, as far as possible from exterior doors & windows.
2. Wrap small objects in the Drawing Room with bubble pack & place in boxes &/or in bookcase. Take down framed objects, wrap with bubble pack, & place them on table, love seat, or armchairs.
3. In the bedroom, wrap & box small objects & linens, & place in armoire. Rearrange objects in trunk to prevent crushing, close lid, & place wood blocks under skids to raise trunk off floor. Put cover on sewing machine. Stand on bed to reach hook where mosquito netting is attached & drop it on bed. Wrap shotgun & place on bed.
4. Do not leave any boxes of artifacts sitting directly on the floor.
5. Cover all furniture with plastic sheeting. Don’t cover the exhibit cases; the Plexiglas bonnets will protect the artifacts from water.
6. Do not try to cover too many objects with the same drop cloth. Be aware of spaces & voids where the weight of collecting water might pull plastic off furniture.

This house is a top priority because once the window shutters are closed, there is no available light in the room vignettes to see what you are doing. Maintenance will cover these windows last, but they work fast!
Crew securing this bldg. should also secure McMillan Cottage and end up at Dorr to take out the 1st floor chandeliers.




***LAVALLE HOUSE ***          FIRST PRIORITY
West Side: Supplies needed: plastic sheeting, duct tape, scissors, bubble pack. Supplies are located in wooden chests in bedroom & kitchen. Recovery Kit THIS HOUSE IS A FIRST PRIORITY!!!!
1. Group movable furniture together in each room, as far as possible from exterior doors & windows.
2. Remove mirror & crucifix from walls, wrap with bubble pack & place in bedroom chest. Warp & pack all small objects in bedroom & store in chest.
3. Warp small objects in kitchen, & place inside buffet & kitchen chest.
4. Cover furniture & boxes with plastic drop cloths.
5. Do not try to cover too many objects with the same drop cloth. Be aware of spaces & voids where the weight of collecting water might pull plastic off furniture.
East Side: Supplies needed: plastic sheeting, duct tape, bubble pack. Supplies are located in wooden chest. First Aid Kit
NOTE: All objects on this side of the house are reproductions & thus are of lesser importance than those in the west rooms. Cover WEST side of building FIRST!!
1. Group all movable furniture together as far as possible from exterior doors & windows, with tallest objects in center of grouping.
2. Wrap small breakable objects & place inside the food safe; wrap larger fragile objects & place on bed. Do not leave anything on the floor that you don’t want to get wet!!!
3. Cover furniture with plastic sheeting.
This house is a top priority because once the window shutters are closed, there is no available light in the rooms to see what you are doing. Maintenance will cover these windows last, but they work fast!


VOICES OF PENSACOLA BUILDING / ARCHIVES 
N. SIMONS BUILDING (“BEACON”)

Supplies needed: plastic sheeting, duct tape, scissors, tall trash bags, bubble pack. Supplies are located in individual offices, empty file drawers, in the Chief Curator’s closet, & in the first-floor kitchen area. Recovery Kit in Archives, First Aid Kit in upstairs bathroom
1. Clean off desks, carts, & tables, putting objects away in drawers & cabinets. Take home any personal property.
2. Remove pictures from walls, wrap corners with bubble pack, & place on desk & tables.
3. Put away all lose artifacts & documents.  Cover all tables & cabinets in public areas as well as any free-standing artifacts with plastic drop cloths.
4. Unplug computers & cover them with trash bags. Cover all cabinets, desks, file cabinets, & tables with drop cloths. Armchairs should be placed back-to-back or back-to-desk/table before covering with plastic to avoid creating spaces where water can collect.
5. Release plastic covers at tops of shelving in archives, library, & storage areas. Cover all file cabinets & flat files, also.
6. Turn off, unplug, & cover any other equipment or appliances (copy machine, printers, fax, microfilm reader, microwave, coffee maker, refrigerator (first empty if of anything that might spoil, & leave door open), etc.
7. Do not leave any boxes of artifacts, books, documents, or rolls of paper sitting directly on the floor or any other flat surface where water might collect. Pick them up, & put them on tables, desks, or flat files under the plastic. Check under tables & desks for boxes, artifacts, or books that might have been forgotten & move them to chairs or desks under plastic.
8. Do not try to cover too many objects with the same drop cloth. Be aware of spaces & voids where the weight of collecting water might pull plastic off furniture.
WENTWORTH MUSEUM        10 ft ladder
Supplies needed: plastic sheeting, duct tape, scissors, bubble pack, trash bags. Supplies are located in 2nd floor Trader Jon south closet, & in the basement graphics room – north counter & cabinets. First Aid Kit at service desk, Recovery Kit basement mannequin storage
In basement – Basement floods when electricity is out:
1. Check storage & graphic room for stray artifacts & move them (if movable) to the 1st floor.
2. Cover with drop cloths those artifacts too big or too heavy to move
3. Either move file cabinets with old agency records to 2nd floor or remove files from bottom drawers & place in top drawers of empty file cabinets.
4. Elevate all exhibit cases at least two (2) inches off the floor. Do not leave anything you don’t want to get wet in direct contact with the floor.
At information desk & store:
1. Clean off counter, placing objects in drawers. Cover stock only after rest of building is taken care of & only if you have time & plastic left! (Do not skimp on exhibit plastic to cover stock! The stock can be replaced.)
2. Unplug register & cover counter & register with plastic drop cloth.
In 2nd floor prep room:
1. Unplug computer & monitor. Cover each with a plastic trash bag.
2. Do not try to cover too many objects with the same drop cloth. Be aware of space & voids where the weight of collecting water might pull plastic off furniture.
In Galleries:
1. Remove hanging original artifacts & framed objects from walls, place on bubble pack on top of display cases. Cover removed objects with plastic. 
2. Cover all wall cases, all furniture & exposed large artifacts with plastic. Free-standing floor cases with plexi bonnets do not need to be covered.


BOWDEN BUILDING
Supplies needed: plastic sheeting, duct tape, scissors, tall trash bags, bubble pack. Supplies are located in individual offices, empty file drawers in the ARB & Historic Districts file cabinets & in the first-floor collections storage file cabinet. First Aid Kit in mailroom and 1st floor storage. Recovery Kit in Storage
1. Clean off desks, carts, & tables, putting objects away in drawers & cabinets.
2. Remove pictures from walls, wrap corners with bubble pack & place on desks & tables.
3. Unplug computers & cover them with trash bags. Cover all cabinets, desks, file cabinets, & tables with drop cloths.
4. Cover all shelving & file cabinets with drop cloths. Start by draping plastic over the top shelves so it hangs down on both sides, & then layering the plastic as necessary to ensure that everything is covered all the way to the floor. Anchor tops of lower drop cloths with weight of boxes on shelves above.
5. Put away all loose artifacts & documents in first floor storage area. Cover all shelving & cabinets as well as any free-standing artifacts with plastic drop cloths.
6. Turn off, unplug, & cover any other equipment or appliances (copy machine, printers, fax, microfilm reader, microwave, coffee maker, refrigerator (first empty if or anything that might spoil), etc. 
7. Remove as much of the movable electronic equipment in the 1st floor classrooms to the 2nd floor & cover with plastic. Do not leave them sitting on the floor.
8. Do not leave any boxes of artifacts, books, or documents sitting directly on the floor. Pick them up, & put them on tables or desks under the plastic. Check under tables & desks for boxes, artifacts or books that might have been forgotten & move them to chairs or desks & cover with plastic.
9. Do not ty to cover too many objects with the same drop cloth. Be aware of spaces & voids where the weight of collecting water might pull plastic off furniture.



LEAR-ROCHEBLAVE HOUSE
Supplies needed: plastic sheeting, duct tape, scissors, bubble pack, boxes, acid-free tissue, keys to parlor bookcase & dining room china cabinet. Supplies are located in built-in pantry cabinet, lower doors. Keys are available from curator or registrar. Frist Aid Kit Recovery Kit
1. Group movable furniture together in each room as far as possible from exterior doors & windows.
2. Remove pictures from walls, wrap with bubble pack & place in hall chest of drawers. Large pictures can be wrapped & placed on the dining room table.
3. Wrap small objects as necessary, & place inside furniture of room where located as follows:
Living room: Close Tekniclavier before covering. Place small artifacts in boxes & place on sofa & armchairs before covering with plastic. Cover bookcase as is. Store electric lamp & oversized shade from oil lamp in bedroom inside wardrobe.
Dining Room: Pack all small objects in boxes & place inside pantry cabinet. Open glass-front china cabinet & wrap contents with bubble pack, place in boxes & take to pantry.
Kitchen/pantry: Wrap objects with bubble pack & store in pantry cupboard. Place larger objects on Pantry counter.
Hall: Wrap objects, place in chest of drawers in Back Hall. If that chest of drawers is full, use the one in the bedroom. Place electric lamps in sea chest.
Bedroom: Wrap cloth objects in acid free tissue & place with bubble-wrapped artifacts in chest of drawers. Store electric lamps in wardrobe.
4. Do not leave any boxes of artifacts sitting directly on the floor.
5. Cover furniture & boxes with plastic sheeting.
6. Don not try to cover too many objects with the same drop cloth. Be aware of spaces & voids where the weight of collecting water might pull plastic off furniture.
7. There are no museum collections on the 2nd floor. When finished with the 1st floor, go on to the next assigned building.



DORR HOUSE            6’ ladder(s)
Supplies needed: 6-ft stepladder, plastic sheeting, duct tape, scissors, bubble pack, boxes. Plastics are located inside chest of drawers in hall & in kitchen. Boxes are in kitchen. Ladder is at the maintenance shop – crew closing Julee & McMillan will come here last with ladders. First Aid Kit. Recovery Kit.
In the 1st floor Hall:
1. Put plant stand upside down on green velvet chair seat & place fern in ceramic pot on floor beneath chair. Group the three Dorr family side chairs (green velvet in hall & 2 rose velvet in dining room) together away from windows, place back to back so water flows away from the highest point & cover with a drop cloth.
2. Remove Dorr family pictures from walls, wrap with bubble pack, & place in chest of drawers. Remove the reproduction Federal mirror from the wall over the chest of drawers. Pad it with bubble pack & place flat on top of the chest of drawers. Leave the pier mirrors in parlor & hall alone.
3. Wrap &/or box small objects in locked bookcases, & place inside chest of drawers. Boxes may be stored inside bookcase & locked. Books should be placed inside plastic bags before being placed flat back on the shelves. Pad framed hair wreath & framed wool flowers, place them on top of the Federal mirror (on the chest of drawers) before draping the chest of drawers with plastic.
4. Place piano bench upside down on bottom shelf of hall tree, & set fern pot containing a copper pot inside bottom of bench. Cover the hall tree, the chest of drawers, organ, & the bookcases with plastic.
In the Parlor & Dining Room:
5. Use the ladder to retrieve lamps from chandeliers. Wrap lamps with bubble pack & place in chest of drawers in hall, or box them & lock them in bookcase.
6. Leave domed wool flowers in place & cover walnut etagere with plastic drop cloth.
7. Remove pictures & large oval hair wreath from walls, wrap with bubble pack, & place on tables. Be sure to keep bubble pack between frames & tables to prevent scratching surfaces. Cover tables with plastic.
8. Move furniture as far away from the windows as possible, group together, & cover with plastic. Armchairs should be placed back-to-back or back-to-table before covering with plastic.
Upstairs:
9. Wrap all small objects & store inside furniture near where object is displayed.
10. Move all movable furniture as far away from windows as possible. Group them together & cover furniture with plastic. Clothespins are in the girl’s room washstand drawer, if need.
11. Remove pictures from walls, wrap with bubble pack, & place on beds or place in drawers. Cover beds with plastic. Canopy bed has plastic hidden on top. Pull down & clip edges.
12. Do not leave any boxes of artifacts sitting directly on the floor.
13. Do not try to cover too many objects with the same drop cloth. Be aware of spaces & voids where the weight of collecting water might pull plastic off furniture. Armchairs should be placed back-to-back or back-to-table before covering with plastic.



MUSEUM OF COMMERCE
Supplies needed: plastic sheeting, duct tape, scissors, and bubble wrap.  First Aid Kit in Maintenance Office. Recovery Kit second floor landing
1. Toy Shop: supplies located in closet under the stairs. Place wicker doll carriage and dogcart sideways to prevent rolling.  Remove everything from unprotected top shelves except large steam engine. Cover all items with plastic.
2. Barbershop: supplies located in corner behind curtain. Place shoeshine box in barber chair and cover with plastic. Group remaining furniture together and cover with plastic.
3. Leather Shop: supplies located in corner near door to barbershop. Move racks and furniture together and cover with plastic.  Remove painting over fireplace and wrap in bubble wrap.  Place it on top of display case and cover all in plastic.
4. Hardware Store: supplies located in cabinet under cash register.  Remove painting over fireplace and Avery Hardware Calendar; wrap in bubble pack and put on one of the display cases. Cover all items with plastic sheeting; group together areas to cover but don’t put to much under each sheet.
5. Music Shop: supplies are located in corner behind folding organ.  Gather sheet music and music books together and place in one cabinet.  Cover display cases and instruments with plastic sheeting.
6. Upstairs: supplies located in storage area.  Cover with plastic sheeting objects nearest the exterior openings on the west side of the building.  Cover remaining shelving and floor objects as time and supplies allow.
7. Gas Station: supplies located inside counter. Move objects from the wall shelf to the countertop and cover with plastic. Cover all wood and paper objects.  Move objects away from the back wall.  Raise objects 2” off the floor and cover everything possible with plastic sheeting.
8. Maintenance Shop: supplies located in main office.  Unplug and cover all equipment.  Lock flammable and supply cabinets.  Clean debris and rehouse as many supplies as time allows.
9. Do not leave any boxes of artifacts sitting directly on the floor.
10. Do not try to cover too many objects with the same drop cloth. Be aware of spaces & voids where the weight of collecting water might pull plastic off furniture.

BULDING EXTERIORS & GROUNDS
Supplies needed: Cherry-picker type bucket truck (available from UWF), misc. tools, Fabric Shields, ladders, lumber, plywood & removeable nails, sandbags & sand, duct tape, plastic sheeting.  Supplies available at maintenance shop.
1. Turn off / disconnect all exterior HVAC units.
2. Close shutters and secure with cross-boards at: 
· Dorr (1st and 2nd floors)	Barrios
· Church				Tivoli (1st and 2nd floor porches)
· Walton				Julee DO THIS LAST, NEED LIGHT TO PACK
· Barkley			Lavalle (1st & 2nd) DO LAST, NEED LIGHT
3. Cover windows with fabric shields at:
· Pfeiffer					Walsh
· OCC Parrish School (1st, 2nd, & attic)		L&N Marine Terminal
· Lear (1st and 2nd)
4. Cover windows / doors with plywood:
· Walton (1 window without shutters)		Barrios (doors only)
· Tivoli (2nd east & west; 3rd dormers)		Coulson House
· Barkley House Dormers			McVoy House (202 Church)
· Arbona (1st windows; 1st & 2nd floor balcony)
· Church (over front door and in tower – WARNING: possible wasp nests in tower)
5. The McMillan House (blue house) and the Quina-Singh House (shotgun house) have impact-resistant windows and don’t need covering.
6. Check storm drains and roof drains (MOI, Bowden, Wentworth) and clear debris as needed.
7. Turn off lawn sprinkler systems at all building.
8. Move trucks and Escape inside MOC
9. Remove all hanging signs from Village
10. Remove Barrios porch swing and store inside cottage.
11. Close and secure both roof doors at Wentworth.
12.  Check yards and porches for loose objects to be secured.
13. SANDBAG:
· Wentworth – three basement doors (Handicap, Shipping, Mechanical Room)
· Bowden – ALL first-floor doors including east side of building
· L&N Marine Terminal – ALL doors This is our lowest building!!
· Beacon Building – ALL doors
· Seale Building – ALL doors

PENSACOLA MUSEUM OF ART
Supplies needed: plastic sheeting, duct tape, bubble pack, trash bags. Supplies are located in first floor permanent collection.
At information desk & store:
1. Clean off counter, placing objects in drawers. Cover stock only after rest of building is taken care of & only if you have time & plastic left! (Do not skimp on exhibit plastic to cover stock! The stock can be replaced.)
2. Unplug register & cover counter & register with plastic drop cloth.
Offices:
1. Unplug computer & monitor. Cover each with a plastic trash bag.
2. Do not try to cover too many objects with the same drop cloth. Be aware of space & voids where the weight of collecting water might pull plastic off furniture.
Permanent Collection Storage:
1. 	Cover Racks with Plastic Sheeting
2. 	Raise any 3-Dimensiional Objects at least two inches off the floor
In Galleries:
1. Remove hanging original artifacts & framed objects from walls, place on bubble pack on top of display cases. Cover removed objects with plastic. 
  	Cover all wall cases, all furniture & exposed large artifacts with plastic. Free-  	standing floor cases with plexi bonnets do not need to be covered.


ARCADIA MILL / SIMPSON HOUSE
Supplies needed: plastic sheeting, duct tape, bubble pack, trash bags. Supplies are located in classroom cabinet under the sink.
Arcadia Visitor’s Center:
1. Clean off front desk, placing objects in drawers including ipad. Cover stock only after rest of building is taken care of & only if you have time & plastic left! (Do not skimp on exhibit plastic to cover stock! The stock can be replaced.)
2. Cover front desk with plastic drop cloth.
3. Unplug all electronics in exhibit space including televisions (3), DVD player in the classroom, and tablet (1).
Offices:
1. Unplug computer & monitor. Cover each with a plastic trash bag.
2. Do not try to cover too many objects with the same drop cloth. Be aware of space & voids where the weight of collecting water might pull plastic off furniture.
Arcadia Mill Exterior:
1. Cover windows with fabric shields located underneath building in large hanging tube. Fabric shield hardware can be found in a ziplock bag inside storage closet by break room. 
2.  Move all rocking chairs to the corner of the front porch and move trash/recycling cans inside the pavilion.
Simpson House:
1. Unplug computer & monitor and all other electronics (radio, tablets, router inside back bedroom closet). 
2. Shift furniture away from windows (where applicable, i.e. table and settee in living room). Cover all furniture & exposed large artifacts with plastic. 

Homestead Exterior:
1. Lay down all upright archaeology panels around the Simpson House foundation.
2. Move all benches along the walking path (3) to the storage shed.
  	








HURRICANE PREPARATIONS
SUGGESTED STAFF RESPONSIBILITIES

Maintenance and Facilities and Exhibitions
· Check gas and fuel in all equipment and extra tanks.  
· Prep sandbags
· Prep Village and other buildings with support staff
· Run point on prepping BUILDING EXTERIORS & GROUNDS
· Lead crews contains members of Education staff and Collections staff to accomplish the list of to do items on the Building Exteriors and Grounds list

Collections Department
· Secure Warehouse and buildings containing collections items 
· Storage areas – MOI, MOC, Wentworth, Bowden interior doors
· Secure Archives in Voices Building
· Work with Maintenance and Facilities and Education staff to secure Village and other buildings
· Assist with securing the building exteriors and grounds
· Secure office areas

Education Department
· Secure Village and surrounding buildings
· Secure Children’s Museum
· Assist with securing the building exteriors and grounds
· Secure office areas

Administration and Visitor Services
· Secure Bowden office/admin. Area
· Secure Village and other buildings 
· Join others in securing remaining areas including building exteriors and grounds

*Remember, no idle hands.  During Prep Time for a Hurricane, all hands on deck.  There is plenty to do. 
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