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1UNESCO 

GIõI THIåU

Nh˜ng h≠Ìng d…n trong cuËn s∏ch nμy th≠Íng c„ th” Æ≠Óc ∏p dÙng cho h«u

h’t c∏c tr≠Íng hÓp. 

Xin l≠u ˝ rªng nh˜ng tr∏ch nhi÷m Æ≠Óc m´ t∂ bªng h◊nh ∂nh d≠Ìi Æ©y sœ Æ≠Óc

∏p dÙng cho nhi“u nh©n vi™n b∂o v÷. 

Nh˜ng quy Æfinh vμ h≠Ìng d…n cÒa gi∏m ÆËc b∂o tμng hoΔc ng≠Íi c„ th»m

quy“n cÒa b∂o tμng c„ hi÷u l˘c cao h¨n nh˜ng h≠Ìng d…n trong sÊ tay nμy. 

H∑y lu´n lu´n tin t≠Îng vμo kinh nghi÷m, s˘ ph∏n Æo∏n vμ k¸ n®ng cÒa bπn khi

xˆ l˝ nh˜ng t◊nh huËng b†t th≠Íng hoΔc ngoμi d˘ ki’n.

INTRODUCTION

The following instructions are generally applicable in most circumstances.

Please note that the duties pictured here may be assigned to more than one

guard.

Please remember that instructions issued by the Museum curator or other

person in authority have priority over the indications of this manual.

Always trust your best experience, judgement and skill to handle unusual

events or unforeseen circumstances.
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2 UNESCO

Nhi÷m vÙ b∂o v÷ b∂o tμng ph∂i lu´n Æ≠Óc

th˘c hi÷n - vi÷c giao ban ca Æ™m vμ ca ngμy

c«n Æ≠Óc ti’n hμnh mÈt c∏ch nghi™m tÛc vμ

chΔt chœ theo c∏c quy tr◊nh Æ∑ Æ≠Óc thËng

nh†t.

Museum protection duties never stop - the

handover from night duty to daytime duty

should be carried out according to agreed

procedures, in an orderly and secure man-

ner.

C´ng t∏c an ninh ph∂i Æ≠Óc bæt Æ«u kho∂ng

30 phÛt tr≠Ìc khi mÎ cˆa phÙc vÙ c´ng

chÛng; t†t c∂ c∏c cˆa tho∏t hi”m ph∂i Æ≠Óc

mÎ vμ khu v˘c ra vμo ch›nh c«n Æ≠Óc ki”m

tra Æ” di dÍi vÀt c∂n n’u c„. 

Duty starts about half an hour before open-

ing to the public; all emergency exits should

be free and the immediate exit area inspect-

ed to remove possible obstructions. 
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3UNESCO 

MÎ t†t c∂ c∏c cˆa sÊ vμ cˆa ra vμo Æ∑ chËt

an toμn Æ™m qua. 

Open or unlock all windows and doors that

have been secured at night. 

Ki”m tra Æ” Æ∂m b∂o t†t c∂ nh˜ng ch◊a kh„a

quan tr‰ng Æ“u Î ÆÛng n¨i quy Æfinh.

Check that all important keys are present or

properly accounted for. 
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4 UNESCO

ß‰c t†t c∂ c∏c ghi chÛ trong sÊ nhÀt k˝ vμ

ti’n hμnh c∏c bi÷n ph∏p phÔ hÓp n’u c«n.

Read any remarks written in the log-book

and take appropriate steps if any. 

Tæt thi’t bfi ph∏t hi÷n th©m nhÀp ban Æ™m, vμ

ki”m tra s˘ vÀn hμnh b◊nh th≠Íng cÒa h÷

thËng truy“n h◊nh an ninh, m∏y ph∏t t›n hi÷u

b∏o ÆÈng di ÆÈng, bÈ Æμm, thi’t bfi micro vμ

m∏y ph„ng thanh, tÛi s¨ c¯u vμ trang thi’t bfi

c†p c¯u. 

Switch off night intrusion detection panel and

check regular operation of closed circuit tele-

vision system, portable alarm transmitter,

portable radio sets, public address equipment,

first aid kit and emergency equipment.
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5UNESCO 

Ki”m tra ch†t l≠Óng h◊nh ∂nh Æ∑ Æ≠Óc ghi

bªng c∏ch tua nhanh lπi b®ng video hoΔc

m∏y ghi k¸ thuÀt sË.

Check the quality of the recorded images by

replaying an accelerated video cassette or

digital recorder. 

Ki”m tra sÊ ghi chäp, bÛt, ÆÃn pin vμ nh˜ng

trang thi’t bfi c∏ nh©n kh∏c. 

Check your block note, pen, portable lamp

and other personal equipment. 
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6 UNESCO

Ki”m tra t†t c∂ c∏c hi÷n vÀt Æang Æ≠Óc tr≠ng

bμy Æ” Æ∂m b∂o m‰i hi÷n vÀt Æ“u Î ÆÛng vfi

tr› vμ an toμn. 

Inspect all artefacts on display and check

that all are accounted for and secured. 

Tr≠Íng hÓp hi÷n vÀt bfi th†t lπc c«n ki”m tra

ni™m phong c„ ch˜ k˝ cÒa ng≠Íi c„ th»m

quy“n tπi ÆÛng vfi tr› cÒa hi÷n vÀt. 

If any artefacts are missing, check that the

appropriate label, with duly authorized sig-

nature, is applied on site. 
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7UNESCO 

N’u th†y hi÷n vÀt v´ t◊nh bfi dfich chuy”n

hoΔc Æang Î trong t≠ th’ nguy hi”m; kh´ng

Æ≠Óc chπm vμo hi÷n vÀt. C«n g‰i ngay

ng≠Íi c„ chuy™n m´n Æ” xˆ l˝. 

Look for artefacts accidentally moved or in a

dangerous position; do not touch artefacts.

Ask a specialist to rectify the situation.

ß“ nghfi ng≠Íi c„ chuy™n m´n xˆ l˝ t◊nh

huËng; m‰i hi÷n vÀt chÿ Æ≠Óc dfich chuy”n

bÎi nh˜ng ng≠Íi c„ chuy™n m´n, Æeo g®ng

tay vμ th˘c hi÷n c∏c bi÷n ph∏p phflng ngıa

ÆΔc bi÷t. 

Ask a specialist to rectify the situation; arte-

facts should always be moved by skilled

people wearing gloves and taking special

precautions. 
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8 UNESCO

H∑y lu´n lu´n ghi nhÌ rªng lˆa vμ n≠Ìc lμ

hai y’u tË rÒi ro lÌn nh†t trong b∂o tμng. 

Please remember that water and fire are the

two greatest risks in a museum. 

H∑y t◊m ra vμ ng®n chΔn nguy c¨ do n≠Ìc

g©y ra. 

Look for possible water damage.
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9UNESCO 

Tr∏nh ch†t ÆËng c∏c loπi vÀt li÷u Æ„ng g„i d‘

ch∏y; th´ng b∏o vÌi ng≠Íi qu∂n l˝ vμ Æ“ nghfi

di dÍi nh˜ng vÀt li÷u nμy. 

Avoid large piles of flammable packing

materials; inform supervisor and ask for

them to be removed.

Ki”m tra vfi tr› cÒa t†t c∂ c∏c b◊nh ch˜a ch∏y

vμ ... 

Check location of all portable extinguishers

and ...
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10 UNESCO

... trπng th∏i hoπt ÆÈng cÒa c∏c b◊nh nμy.

... state of operation. 

Ki”m tra vfi tr› vμ t◊nh trπng c∏c nÛt b∏o ch∏y.

Check location and state of fire alarm 
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11UNESCO 

Ki”m tra c∏c Æ≠Íng d©y Æi÷n vμ b∏o c∏o

ngay b†t k˙ lÁi h≠ h·ng nμo.

Check electrical connection wires and report

any faulty or damaged wiring immediately. 

Ki”m tra dÙng cÙ vμ thuËc men trong c∏c tÛi

s¨ c¯u læp ÆΔt trong c∏c phflng tr≠ng bμy.

Check the contents of all first aid kits instal-

led in the exhibition rooms. 
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12 UNESCO

Ki”m tra Æ” Æ∂m b∂o m‰i Æi÷n thoπi nÈi bÈ

Æ“u hoπt ÆÈng tËt. 

Check that all internal phones are in working

order.

Ki”m tra lπi g„c quay cÒa t†t c∂ c∏c m∏y

camera an ninh. 

Check the free field of vision of CCTV cam-

eras.
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13UNESCO 

Gi∏m s∏t c∏c hoπt ÆÈng v÷ sinh lau chÔi vμ

thÿnh tho∂ng ki”m tra b™n trong c∏c thÔng

r∏c. 

Monitor cleaning operations and occasion-

ally check contents of trash bins.

B∏o c∏o nh˜ng tr≠Íng hÓp b„ng ÆÃn bfi

ch∏y.

Report any bulbs that have blown. 
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14 UNESCO

N’u Æ≠Óc, sˆa ch˜a nh˜ng chÁ h≠ h·ng

nhã, hoΔc b∏o c∏o vÌi bÈ phÀn phÙc vÙ c„

tr∏ch nhi÷m Æ” xˆ l˝.

Fix minor disruptions, if possible, or report

to appropriate service.

Ki”m tra xem c„ r∏c r¨i v∑i tπi hi÷n tr≠Íng

hay kh´ng vμ b∏o c∏o vÌi bÈ phÀn phÙc vÙ

c„ tr∏ch nhi÷m Æ” xˆ l˝. 

Check for any trash left on site and report to

appropriate service. 
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15UNESCO 

C«n ph∂i thÀn tr‰ng nhÀn di÷n kh∏ch Æ’n

nghi™n c¯u, lμm vi÷c vμ c∏c ÆËi t≠Óng kh∏ch

kh∏c Æ” trao thŒ vμo th®m b∂o tμng - thŒ nμy

ph∂i lu´n Æ≠Óc Æeo trong suËt thÍi gian Î

trong b∂o tμng. 

Carefully identify visiting scholars and third

parties, before granting a visitor pass, to be

constantly displayed while on museum

premises.

Gi∏m s∏t chΔt chœ m‰i hoπt ÆÈng th∏o dÏ vμ

ch†t hμng. 

Closely monitor all loading and unloading

operations. 
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16 UNESCO

Gi∏m s∏t, vμ n’u c«n thi’t, ng®n chΔn c∏c

hoπt ÆÈng g©y nguy hi”m trong khu v˘c

xung quanh b∂o tμng - c„ th” g‰i c∂nh s∏t

Æ” Æ≠Óc giÛp ÆÏ. 

Monitor and, if necessary, prevent activities,

in immediate museum surroundings, that

may be a source of danger - if appropriate,

call police for help. 

H∑y gi∏m s∏t hoπt ÆÈng cÒa c∏c c∏n bÈ b∂o

qu∂n, h‰a s¸ thi’t k’ ÆÂ h‰a, v.v.; n’u c«n

thi’t, tπm thÍi hπn ch’ kh´ng cho vμo khu

v˘c tr≠ng bμy n¨i c´ng vi÷c b∂o qu∂n Æang

Æ≠Óc ti’n hμnh.

Monitor the activities of conservators,

graphic artists and so on; if necessary, tem-

porarily restrict access to the exhibition

room where work is being performed. 
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17UNESCO 

N’u bπn sˆ dÙng ch◊a kh„a mÎ c∏c tÒ tr≠ng

bμy hoΔc nh˜ng tÒ quan tr‰ng kh∏c, kh´ng

Æ≠Óc Æ” ai c«m kh„a thay bπn hoΔc thÀm ch›

nh◊n th†y ch◊a kh„a. 

If you use keys, giving access to showcases

or other critical containers, do not let any-

body handle the key on your behalf, or even

see it. 

Ch◊a kh„a gËc c„ th” d‘ dμng bfi nh©n b∂n

bªng c∏ch l†y m…u bªng s∏p hoΔc xμ phflng.

Profile keys may be easily copied by making

a quick impression with wax or soap.
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18 UNESCO

ThÀm ch› ch◊a kh„a c„ ÆÈ an toμn cao nh≠

ch◊a kh„a m· Æ´i dÔng kh„a kät sæt cÚng c„

th” bfi nh˜ng tay trÈm chuy™n nghi÷p sao

chäp. 

Even the codes of high security double bit-

ted keys, used on safes, may be captured by

a skilled observer.

Lu´n mÎ cˆa b∂o tμng vμo ÆÛng giÍ quy

Æfinh - Æ©y lμ mÈt cˆ chÿ quan tr‰ng th” hi÷n

s˘ lfich thi÷p ÆËi vÌi kh∏ch tham quan. 

Be ready to open museum doors at stated

time - it is an essential act of courtesy to vis-

itors. 
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Lu´n nhã nhμng nh≠ng c≠¨ng quy’t y™u c«u

kh∏ch tham quan gˆi lπi tπi cÊng ra vμo

nh˜ng vÀt dÙng c∏ nh©n c„ th” g©y h≠ h·ng

hi÷n vÀt hoΔc c„ th” Æ≠Óc sˆ dÙng Æ” che

d†u vμ mang hi÷n vÀt ra ngoμi. 

Gently but firmly, ask visitors to leave at the

entrance all personal items that can cause

damage to objects or may be used to hide

and take these away.

B∂o tμng lμ ng´i Æ“n cÒa nh˜ng di s∂n v®n

h„a cÒa chÛng ta - h∑y Æıng Æ” nh˜ng vfi

kh∏ch tham quan ®n mΔc ph„ng tÛng hoΔc

kh´ng phÔ hÓp lμm m†t Æi ˝ ngh‹a Æ„. 

A museum is a temple of our cultural her-

itage - do not let unruly or improperly

dressed visitors desecrate it. 
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20 UNESCO

H∑y lu´n sΩn sμng giÛp ÆÏ kh∏ch tham quan

lμ ng≠Íi khuy’t tÀt - h∑y hÁ trÓ vμ chÿ d…n

h‰. Tuy nhi™n, c«n thÀn tr‰ng kh´ng Æ≠Óc

qu™n nhi÷m vÙ ch›nh lμ Æang b∂o v÷ c∏c

hi÷n vÀt tr≠ng bμy. 

Be ready to help disabled visitors, giving

assistance and directions - be careful not to

be distracted from your main duty which is

to protect exhibits. 

H∑y Æ” mæt Æ’n kh∏ch tham quan trong giÍ

mÎ cˆa, nhªm ph∏t hi÷n sÌm nh˜ng d†u

hi÷u ræc rËi c„ th” x∂y ra hoΔc nh˜ng hμnh

vi kh´ng phÔ hÓp. 

Keep an attentive eye on visitors during

opening hours, to detect early signs of

potential trouble or improper behaviour. 
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H∑y t◊m cho m◊nh mÈt Æi”m quan s∏t chi’n

l≠Óc vμ th≠Íng xuy™n di chuy”n, lu´n lu´n

sˆ dÙng c∏c lËi Æi kh∏c nhau tπi nhi“u thÍi

Æi”m kh∏c nhau. 

Try to find a strategic observation point and

move often, constantly taking different

paths and at different times. 

Trong t›ch tæc, mÈt b¯c tranh c„ th” bfi hÒy

hoπi chÿ bªng mÈt b◊nh xfit, hoΔc.... 

It takes only seconds to damage a painting

with a portable spray can, or...
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... mÈt b¯c ch©n dung v´ gi∏ bfi rπch n∏t. 

... to scratch a valuable portrait. 

H∑y ng®n chΔn kh∏ch tham quan sˆ dÙng

ÆÃn flash n’u b∂o tμng cho phäp chÙp ∂nh -

vμ gi∂i th›ch rªng ∏nh s∏ng c≠Íng ÆÈ qu∏

cao sœ hÒy hoπi c∏c mμu sæc c„ nguÂn gËc

h˜u c¨ vμ lμm phi“n nh˜ng kh∏ch tham

quan kh∏c. 

Prevent visitors from using flashes if photo-

graphing is authorized - explain that exces-

sive light may irreversibly damage delicate

organic-based colours and disturb other

visitors. 
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H∑y ng®n chΔn kh∏ch tham quan sˆ dÙng

ch©n m∏y ∂nh trong khi chÙp ∂nh tπi b∂o

tμng (n’u Æ≠Óc chÙp ∂nh) - ch©n m∏y ∂nh

c„ th” g©y c∂n trÎ lËi Æi lπi cÒa nh˜ng ng≠Íi

tham quan b∂o tμng vμ lËi tho∏t hi”m trong

tr≠Íng hÓp kh»n c†p. 

Prevent visitors from using tripods, during

picture-taking (if authorized) - the tripod

may interfere with the free flow of visitors

and slow down rapid exit, in case of emer-

gency. 

Kh´ng cho kh∏ch tham quan chπm vμo b†t

k˙ hi÷n vÀt nμo - ngay c∂ kim loπi cÚng sœ bfi

®n mfln do ch†t d«u t˘ nhi™n tr™n da. 

Do not let visitors touch artefacts of any

kind - even metal can be damaged by corro-

sion from natural skin oils. 
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Nghi™m tÛc th˘c thi quy Æfinh kh´ng hÛt

thuËc; h·a hoπn lμ nguy c¨ ch›nh ÆËi vÌi c∏c

hi÷n vÀt tr≠ng bμy trong b∂o tμng. 

Strictly enforce a no-smoking policy; fire is

a major risk for artefacts displayed in a

museum. 

H∑y nhã nhμng nh≠ng c≠¨ng quy’t ng®n

chΔn kh∏ch tham quan sˆ dÙng cˆa tho∏t

hi”m. Cˆa tho∏t hi”m chÿ n™n Æ≠Óc sˆ dÙng

trong tr≠Íng hÓp kh»n c†p. 

Gently yet firmly stop visitors from using

exits which should be used only in emergen-

cies.
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Kh´ng cho phäp kh∏ch tham quan mang

th¯c ®n vμ chai l‰ vμo trong b∂o tμng; chai

l‰ c„ th” bfi vÏ vμ th¯c ®n c„ th” bfi v∑i ra sμn

nhμ b∂o tμng. 

Do not allow visitors to bring food and bot-

tles into the museum; bottles may break and

food may spill on museum floors. 

Chÿ cho kh∏ch tham quan n¨i h‰ c„ th” ®n

uËng - ki”m tra Æ” Æ∂m b∂o r∏c Æ≠Óc v¯t vμo

thÔng. 

Show visitors where they may eat and drink

- check that trash is thrown in bins.
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N’u ph∏t hi÷n tÛi Æ˘ng hoΔc g„i ÆÂ kh∂ nghi

Î b™n trong b∂o tμng... 

If you notice a suspicious bag or package in

the museum...

... h∑y nhã nhμng nh≠ng d¯t kho∏t y™u c«u

t†t c∂ kh∏ch tham quan rÍi b∂o tμng, hπn

ch’ vi÷c ra vμo khu v˘c c„ nguy hi”m vμ y™u

c«u s˘ hÁ trÓ c«n thi’t. 

...gently but firmly ask all visitors to leave,

restrict access to the risk area and call for

appropriate support. 
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Nh˜ng vfi kh∏ch tham quan nh· tuÊi lμ

nh˜ng ng≠Íi chÒ t≠¨ng lai cÒa nh˜ng di s∂n

v®n h„a cÒa chÛng ta, tuy nhi™n... 

Young visitors are the future custodians of

our cultural heritage, but... 

... h∑y li™n h÷ vÌi th«y, c´ gi∏o, Æ≠a ra nh˜ng

lÍi khuy™n vμ h≠Ìng d…n c«n thi’t, k›n Æ∏o

theo d‚i hμnh vi cÒa c∏c em. N’u c«n, y™u

c«u s˘ hÁ trÓ th™m. 

... contact the school master, give advice

and directions, discreetly monitor chil-

drenís behaviour. If necessary, call for

additional support. 
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H∑y l≠u ˝ quan s∏t trŒ em vμ kh∏ch tham

quan nhai kão cao su; b∑ kão th≠Íng bfi d›nh

vμo ph›a d≠Ìi hi÷n vÀt. 

Watch for children and visitors chewing

gum; often the gum is found attached to the

underside of artefacts. 

H∑y k›n Æ∏o nh≠ng thÀn tr‰ng quan s∏t

nh˜ng hμnh vi cÒa trŒ em; do b∂n ch†t hi’u

k˙, trŒ em c„ th” chπm vμo hoΔc cμo x≠Ìc

hi÷n vÀt, c„ th” g©y h≠ h·ng hi÷n vÀt. 

Discreetly, but carefully, watch children's

behaviour; the natural curiosity of children

may lead to artefacts being touched or

scratched, with possible consequential

damage. 
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H∑y lu´n nhÌ rªng nhi÷m vÙ ch›nh cÒa bπn lμ

b∂o v÷ s≠u tÀp cÒa b∂o tμng; bπn lμ ng≠Íi b∂o

v÷ b∂o tμng, kh´ng ph∂i lμ h≠Ìng d…n vi™n du

lfich. N’u Æ≠Óc kh∏ch tham quan h·i, h∑y chÿ

tr∂ lÍi v“ nh˜ng g◊ li™n quan Æ’n c¨ sÎ vÀt ch†t

vμ quy Æfinh cÒa b∂o tμng. 

Please always remember that your primary

duty is to protect the museum collection; if

questioned by a visitor, give answers only

related to museum facilities and rules; you are

a guard, not a tourist guide. 

H∑y ÆΔc bi÷t Æ” mæt Æ’n nh˜ng hi÷n vÀt nh·

c„ th” bfi d‘ dμng l†y Æi, th› dÙ nh≠ næp cÒa

mÈt chi’c b◊nh cÊ, hoΔc lμ ... 

Keep an especially attentive eye on small

items that can easily be removed, such as

an antique vase cover, for instance, or... 
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... nh˜ng chi’c kim ÆÂng hÂ, hoΔc lμ ... 

... the hands of a clock, or, ... 

...mÈt chi’c ch◊a kh„a vμ mÈt c∏i næp ÆÀy lÁ

kh„a. 

... a key and a keyhole cover. 
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Ph∂i lu´n lu´n c∂nh gi∏c vμ tÀp trung chÛ ˝;

n’u bπn c«n ph∂i rÍi Æi”m g∏c mÈt lÛc, h∑y

y™u c«u ng≠Íi thay th’. 

Be ever alert and attentive; if you need to

leave your duty post for a moment, ask to be

replaced. 

Trong tr≠Íng hÓp kh´ng c„ kh∏ch tham

quan, bπn c„ th” ngÂi nghÿ tr™n gh’ c„ th”

x’p lπi Æ≠Óc. 

If no visitor is present, you may rest on

appropriate collapsible chairs. 
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Kh´ng bao giÍ Æ≠Óc ngÂi nghÿ tr™n hi÷n vÀt

Æang tr≠ng bμy. 

Never rest on artefacts on show. 

H∑y lu´n sΩn sμng sˆ dÙng Æi÷n thoπi nÈi bÈ

Æ” g‰i hÁ trÓ. 

Be always ready to use the internal phone to

call for support. 
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Lu´n sΩn sμng sˆ dÙng b◊nh ch˜a ch∏y c«m

tay. 

Be always ready to use a portable fire extin-

guisher. 

Trong tr≠Íng hÓp kh∏ch tham quan bfi tai

nπn, ... 

If a visitor should have an accident, ... 
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...h∑y y™u c«u m‰i ng≠Íi Æ¯ng c∏ch xa vμ

g‰i c†p c¯u. 

...keep other people at a distance and call for

professional first aid. 

Khi nh©n vi™n y t’ Æ’n c†p c¯u, h∑y ph·ng

v†n nh˜ng ng≠Íi lμm ch¯ng vμ ghi lπi c∏c

th´ng tin c„ li™n quan. 

When the paramedics arrive, interview wit-

nesses and record all the relevant facts. 
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35UNESCO 

H’t giÍ quy Æfinh, h∑y nhã nhμng nh≠ng d¯t

kho∏t y™u c«u t†t c∂ kh∏ch tham quan rÍi

kh·i b∂o tμng. 

At appointed time, gently yet firmly escort

all visitors to the exit.

Tuy÷t ÆËi kh´ng nhÀn b†t k˙ kho∂n ti“n

th≠Îng nμo, n’u phÔ hÓp, c„ th” Æ“ nghfi

kh∏ch tΔng b∂o tμng Æ” hÁ trÓ c∏c hoπt ÆÈng

cÒa b∂o tμng. 

Strictly refrain from accepting gratuities of

any kind; if appropriate, propose a donation

to support museum activities. 
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H∑y kh„a t†t c∂ c∏c lËi tho∏t hi”m cÒa b∂o

tμng bªng Ê kh„a. 

Put all the museum exits under lock and

key. 

Kh„a t»t c∂ c∏c cˆa sÊ. 

Lock all windows. 
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Ki”m tra lπi k¸ cμng t†t c∂ c∏c phflng tr≠ng

bμy. 

Inspect all exhibition rooms. 

Ki”m tra t†t c∂ c∏c dÙng cÙ ph∏t hi÷n th©m

nhÀp bªng c∏ch quan s∏t ÆÈ nhπy cÒa ÆÃn

b∏o hi÷u ÆËi vÌi cˆ ÆÈng cÒa m◊nh (n’u

Æ≠Óc). 

Check all intrusion detector devices by

observing the blinking light reaction to your

movements (if appropriate). 
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Ki”m tra t†t c∂ c∏c phflng phÙc vÙ vμ phflng

v÷ sinh. 

Inspect all service rooms and toilets. 

Ki”m tra Æ” chæc chæn t†t c∂ c∏c ch◊a kh„a

ch›nh Æ∑ Î ÆÛng vfi tr› quy Æfinh. 

Check that all main keys are present or

properly accounted for.
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Ghi chäp lπi m‰i th´ng tin c„ li™n quan Æ’n

ca tr˘c trong ngμy vμo sÊ nhÀt k˝ Æ” cung

c†p th´ng tin cho c∏c nh©n vi™n b∂o v÷ tr˘c

ca Æ™m. 

Write any information about your day shift

in the logbook for the information of the

night guards.

BÀt h÷ thËng Æi“u khi”n thi’t bfi ki”m so∏t

th©m nhÀp; ki”m tra Æ” chæc chæn rªng t†t

c∂ c∏c thi’t bfi an ninh hoπt ÆÈng tËt.

Turn on the night intrusion detection control

panel; check that all security equipment is

working properly.
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H∑y ti’n hμnh vi÷c giao ban ca Æ™m theo quy

tr◊nh Æ∑ Æfinh. 

Perform night shift exchange of duties,

according to relevant procedures.

N’u Æ≠Óc, h∑y th˘c hi÷n ÆÓt Æi tu«n ca Æ™m

bªng vi÷c ki”m tra c∏c khu v˘c theo trÀt t˘

Æ≠Óc gÓi ˝ Î Æ©y. 

If appropriate, carry out the night shift

watch tour by checking the areas for inspec-

tion in the sequence indicated here. 
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H∑y ki”m tra lπi mÈt l«n n˜a nh˜ng khu v˘c

quan tr‰ng nh≠ Æ∑ tr◊nh bμy Î tr™n. 

Check the important areas once again as

indicated in this handbook. 

N’u b∂o tμng c„ dÙng cÙ ghi h◊nh, h∑y cμi

ÆΔt thi’t bfi theo mÈt ch≠¨ng tr◊nh nh†t Æfinh.

If there is a watch recorder, set to planned

schedule.
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