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FLORIDA ASSOCIATION OF MUSEUMS 
CONNECTING TO COLLECTIONS PROGRAM

MODULES

• Threats and priorities
• Emergency personnel 
• Salvage and recovery
• Supplies
• Training and practical application
• Putting it all together
• Case studies
• Outreach and education on collections 

care

SECTIONS

• Webinars

• Activities

• Discussion questions

• Practical exercises

• Resources



CREATE AN EMERGENCY 
PLANNING TEAM

Director Governing 
body

All levels 
of staff Buy-in!



• Greater potential for protecting human lives 
and property

• Greater safety awareness and preservation of 
assets

• Education and heightened staff awareness on 
professional and personal levels, leading to 
employee empowerment and higher staff 
morale

• Heightened security
• Higher ratings for risk management/insurance, 

which can lower premium costs
• Increased community recognition and outreach, 

including increased volunteer participation
• Greater community support, such as fund-

raising, for capital improvements 
• Two-way exchange of information with the 

media, resulting in more accurate reporting and 
fulfillment of fiduciary responsibilities for board 
members, director, and staff

BENEFITS OF 
STAFF 
INVOLVEMENT 



DELEGATE AUTHORITY & 
DEFINE ROLES
AUTHORITY 

• Producing

• Implementing 

• Activating 

• Coordinating

Define responsibility and set guidelines  

ROLES

• Emergency Plan Administer 
• Response Team Leader
• Emergency Responder Liaison
• Health and Safety Coordinator
• Security and Facilities Coordinator
• Administrative and Financial Coordinator
• Supplies and Equipment Coordinator
• Communications Coordinator 
• Assessment Coordinator
• Documentation Coordinator 
• Salvage Coordinator 



Emergency Response 
Role

Assigned Staff Back Up

Response Team Leader Director of Collections Assistant Director and Curator

Emergency Responder 
Liason

Director of Security Director of Collections

Health and Safety 
Coordinator

Director of Environmental and 
Regulatory Compliance

Security and Facilities 
Coordinator

Director of Collections Assistant Collections Manager

Administrative and Financial 
Coordinator

Executive Director and Chief 
Curator of University Museums

Assistant Director and Curator 

Supplies and Equipment 
Coordinator

Assistant Collections Manager Director of Collections

Communications 
Coordinator

Executive Director and Chief 
Curator of University Museums

Assistant Director and Curator

Assessment Coordinator Assistant Collections Manager Manager of Visitor Services

Documentation Coordinator Manager of Visitor Services Assistant Collections Manager

Salvage Coordinator Director of Collections Assistant Collections Manager



EMERGENCY PLANNING TEAM

RESPONSIBILITIES 

1. Conducting risk assessment to 
identify hazards and threats

2. Identifying priorities, assets, and 
vulnerabilities

3. Implementing preventive measures
4. Implementing preparedness 

measures
5. Developing a response plan
6. Developing recovery procedures
7. Writing the emergency plan



RISK ASSESSMENT
THREATS & PRIORITIES 
THREATS 

• Minor

• Moderate

• Catastrophic

PRIORITIES 

• Humans

• Buildings 

• Collections

• Administrative records

Object Description Donor
Importance

Cultural 
Importance

Monetary 
Importance

Mission 
Importance

Scholarly 
Importance

Essential
Record

Difficult to 
Replace

Total

EXAMPLE: Elisa Cate Vintage 
Paper Dolls

x x x 3

• Equipment

• Furnishings

Identify priorities before
an emergency



IMPLEMENT PREVENTATIVE MEASURES

PLAN

• Focus on preventing emergencies

• Reducing harm to humans and assets 

ACTION ITEMS

• Establish known-high water levels and 
place collections items above the 
threshold

• Bring electrical, sewage,  and water 
systems up to reliable operating standards

• Fuel sources for emergency power



• Before

• During

• After 

• Clarity on who can communicate

• Simple but important 

IMPLEMENT PREPAREDNESS MEASURES
-COMMUNICATION

COMMUNICATION IS KEY

Executive Director and 
Chief Curator of 

University Museums
Cell:

Director of Collections
Cell:

Asst. Collections Mngr.
Cell:

Security and Exhibitions 
Mngr.
Cell:

Asst. Director and 
Curator

Cell:

Mngr. of Visitor Services
Cell:

Admin. Assistant
Cell:

Ass. to Director of 
University Museums

Cell:

Curator of Education
Cell:

Gallery Assistant
Cell:



• Incident command system (ICS)

• People factor

• Working with first responders 

IMPLEMENT PREPAREDNESS MEASURES
-EMERGENCY PERSONNEL

C2C MODULE



EMERGENCY PLAN

• Inventory list 

• Where they are located

• Timeline for reviewing and refreshing 

IMPLEMENT PREPAREDNESS MEASURES
-SUPPLIES



On shelves of 
emergency 
cart

• Plastic sheeting (lower mil and higher mil)
• Bubble wrap
• Plastic bins for document storage
• Towels and sheets for textile salvage
• Coroplast for textile salvage
• Mesh screening for vacuuming
• Rubber boots
• Emergency Plan with laminated emergency signs

Inside of bin 
on emergency 
cart

• Flashlight(s)
• (2) small light/circulating fan combination
• Nitrile gloves
• Rubber gloves
• Tape measure
• N95 respirator
• Duct Tape
• Painter’s Tape
• Scissors
• Brushes
• Plastic Bags
• Paper Towels
• Zip Ties
• Bleach Wipes
• Tool kit
• Rite-in-rain notebook
• 3 notepads
• Pencils
• Sharpie markers
• Rope
• Mylar
• Weather radio
• Megaphone with extra batteries
• Walkie talkies with extra batteries
• Lockable envelope with building plan and purchasing information 

L I S T  O F  
S U P P L I E S



DRILLS

IMPLEMENT PREPAREDNESS MEASURES
-DRILLS & TRAINING

• Fire

• Evacuation

• Bomb threat

• Medical

GOALS

• Enhance confidence

• Identify gaps and deficiencies in 
preparedness

• Active shooter

• Theft 

• Power outage

• Etc… 



DEVELOPING A RESPONSE PLAN
• Facility Failure- Power Outage (Extended = 30 minutes or more)

– During normal operations, notify all appropriate staff of the situation (Director of Collections, Assistant Collections Manager, Assistant 
Director, and Executive Director and Chief Curator of University Museums) by word of mouth or referencing phone tree

• Team Members evacuate any patrons/visitors inside the building

– Flashlights are located in the main office supply cabinet, emergency supply cart, and front desk

– Emergency kit at the front desk

– Do not allow visitors to use the elevator, escort them out through the front door

– Verify with exhibit checklist that all objects are there (if not, refer to “Theft” portion of emergency plan)

– Lock galleries

– Team Leader calls Facilities Department to place request

• If power is out campus wide, Team Leader walks to Facilities Department to place request

– Emergency Plan Administrator calls Security Department to check the premises

– Back-up generator for collections storage

– If power is out for more than 12 hours, inform exhibition lenders, and remove fragile objects from galleries and in place collections 
storage if possible

– If power outage discovered outside of normal operations call the Emergency Plan Administrator (Security Department should call 
Executive Director and Chief Curator of University Museums)

• Emergency Plan Administrator will notify appropriate staff and Executive Director and Chief Curator of University Museums

• Security Department and museum staff will verify with exhibit checklist that all objects are located and check the premises in 
general 



RECOVERY TYPES

• Collections

• Data & telecommunications systems

• Financial

• Building

SALVAGE & RECOVERY

• Procedures come from identified threats

• From threats decide likely types of damage

• Identify types of objects likely to be affected

• Gather resources

• Review

• Decide on techniques 

• Write procedures 

DEVELOPING RECOVERY PROCEDURES



FAM C2C RESOURCE



SALVAGE & RECOVERY TRAINING 

WATER EMERGENCY SCENARIO



WRITE, REVISE, UPDATE, REVISE!

GENERAL STUFF

• Introduction statement

• Easy to read and understand

• Avoid jargon

• Short sentences

• Clearly define terms

LIVING DOCUMENT

• Updated and reviewed regularly

• Minimum of annually

• All staff



POCKET RESPONSE PLAN™ PREP ™

EMERGENCY COMMUNICATION 
DIRECTORY 

• Staff

• First responders

• Emergency services

• Utilities

• Vendors and suppliers

• Disaster teams

EMERGENCY RESPONSE 
CHECKLIST

• List of actions for first 24-72 hours



MUSEUMS & LIBRARIES TEMPLATE



MUSEUMS & LIBRARIES TEMPLATE





RESOURCES • Florida Association of Museums 
Connecting to Collections

• http://flamuseums.org/professional-
development/florida-connecting-to-
collections-program/emergency-plans/

• Building an Emergency Plan: A Guide for 
Museums and Other Cultural Institutions; 
Compiled by Valerie Dorge and Sharon 
Jones; 1999

• PDF available online for free

http://flamuseums.org/professional-development/florida-connecting-to-collections-program/emergency-plans/


CONCLUSION


