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INTRODUCTION

The purpose of this publication is to guide museum staff through the ongoing cycle of
awareness, emergency planning, communication and actions that will reduce damage to cultural
heritage in an emergency situation. Protecting people is the highest priority. Once life safety
issues have been addressed, safeguarding cultural property is part of the professional mission of

staff working to protect and preserve collections and reestablish business continuity.

Risk Management can be a daunting concept and to make the subject more approachable, we
will define the term as using skills and resources that you have, others you may need to obtain,
and information and training you may wish to consider, to minimize the risks you and your
institution may face, in a major emergency event. We suggest you refer to other sources for
preventive strategies to deal with slow and destructive hazards such as insect damage, relative

humidity changes, or mold in a rainy season.

The International Council of Museums (ICOM), The Getty Conservation Institute (GCI) and the
International Centre for the Study of the Preservation and Restoration of Cultural Property
(ICCROM) have established in partnership a training program entitled Teamwork for Integrated
Emergency Management supported by the Section of Museums and Cultural Objects of the
Division of Cultural Objects and Intangible Cultural Heritage of UNESCO, in the framework of
the ICOM's Museums Emergency Programme (MEP). The helpful MEP Bibliography is
available at http://gcibibs.getty.edu/asp/.

ICOM also has a website that may be useful:

http://icom.museum/risk_management.html|

MEP

Museums Emergency Programme
Programa de Urgencia en los Museos
Programme d'urgence dans les musées
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MEP

useums Emer, gency Programme
Programa de Urgencia en los Museos
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FIRST STEPS in the Risk Management Process

Think of the process as a wheel that keeps turning: things to think about, setting priorities,
actions to take before, during and after your next emergency and reviewing what was done in

order to improve a written institutional Emergency Plan.

Risk management is assessing your risks and vulnerabilities, setting sustainable goals and
strategies, improving preventive and mitigation measures, learning new methodologies and

using response and recovery techniques and back again to assessment. The cycle goes on.

Consider all the threats to your building and collection, identify the main risks to the collection,
the damage each might cause, start work on mitigation strategies and use financial and staff
resources effectively. This is cheaper and more effective than waiting for a problem to happen
and trying to salvage what you can in a disaster setting. For example, cleaning up your building
may prevent a fire and clear passageways for people and movement of collections during an
emergency.

4 UNESCO
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FIRST STEPS
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Be realistic about priorities and how long it may take to achieve sustainable risk management goals with staff
and resources available. Base risk management planning on the numbers of staff and visitors. Consider the 24

hour cycle, day and night actions and responsibilities may be different.

SEERSROEHIVGR A B EE IF T AR N BRI IR SR T 22 A AT LASE I n] 47
A AU A B T s o ARSI AR N B2 RIS R (R RS A XSS A SRR . 287 T A
24 /NI AR , R AN A 75 3 5 BT AN R Y o
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FIRST STEPS
F—

It is good to stay current with what is happening in
your institution and with local, national and

international affairs.

FIEAMURG A ER 0 E R, DL
PN e PR 7Ni D

Be prepared. Seek out information. Increase your
skills, awareness, connections, and abilities to
identify, mitigate, and respond to an emergency.

iRl ¢ SRR SR EPS U SN /=t

SRR VRS ST X E R ONSR A
REST, FFnamIBess .
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RISKS FROM LOCATION ceoLoaicaL
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Find out whether you are subject to major natural
hazards such as:

-Earthquakes

-Volcanic action

- Tsunami

*Rock falls

- Specific local hazards

BN R AR B AR K FE AR
SR IILE
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Research the kind of ground motion to expect, soil
samples provide information on the layers under
your structures.

R A T A A A L Bh 28 7Y, SRR
A USRS T LA N HLJ= B ARG
=
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GEOLOGICAL
HRFI

In a volcanic region, research how the volcano is
expected to behave.

FEJCX, A KO G S O

If tsunamis are anticipated, know routes to safety
inside and outside of your building and how far
inland people or collections may have to go to be
safe.

USRI 2 78, 2T i s S T
Lo AP R 1k 27 4 X e A DA R o
S PN B8N BRI s B 7% 31242 42 X
AR

UNESCO 9



GEOGRAPHICAL
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Seek information on how rising seawater levels and
climate change may affect your municipal and
institutional operations.

T e B T - 1 A AR A 2 5 i
ik abr (e S P NS

Consider how to protect your institution against
problems that may arise because of proximity to
transportation infrastructure.

T AR T Sl B Bt 25 5 | Kk — 2]
W, 2 S EREEUR IR AL b A
Az XA R)
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GEOGRAPHICAL
IR

Assess if the placement of your building or site
could influence or cause an emergency.

PG SR nAR X (A R A 5
M e | A R SR L

Urban or rural settings will affect the rate and range
of assistance and response  management
techniques. Adapt to your circumstances. Could
your site be cut off from help?

T B 2 A (I BRE 2 4 Bl LK
SV HE B )RR R L, DN
o THBUX S5 7N SRR I 0125k
R
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GEOGRAPHICAL
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Protecting archeological sites below ground level will
present different challenges to protecting buildings
above.

DRyt~ 1 St g ik 2 Fe OR3P 3t 1
SRS EA PR

It is a good idea to know your transportation routes
and how to use them effectively.

RS T iR 288 B 2 LA B U] A R fik
FHIXBERREL
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METEOROLOGICAL
SE&AH

Research the history of severe meteorological events
in your region and locality and how they may affect
the safety of staff, visitors, immovable, movable or
intangible cultural property if such an event occurs
again.

R JUT A DX 33l R ] 0 M X A e ) 7
TG EE, TR S FE A
UORAE B IR TAE A B 20
FISCAIA P2 1) 2 4 A AR [ E 1Y AT
S LI TCHE SR =

Analyze your risks versus your vulnerability to such
events and establish priorities for mitigation
measures.

OB U X B S G i R R AR i H B
5553 AT VRS T 1 1 DX, 5363 >R
IR LA T P S SO HER? o
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METEOROLOGICAL
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Find out about prevailing winds in your area. These
will effect the direction and fall of volcanic ash,
blowing sand, fumes from a chemical spill accident,
etc.

VA P DX 3P 1 AT IR 3 2 XL
SR KR TS A2 LA B AR 55 ) o i T
R AR SR W) o A TR T ) SR
DL

Consider : &,

+Floods 1/

* Drought R

*Brush fires THEARM KR

High winds S

-Hurricanes < JE XL

- Tomadoes/typhoons S E R

-Sand storms T

- Snow storms T NE

*lce storms ¥/ €7

-Other local conditions? L Ath s X P 0. 2
UNESCO



STRUCTURAL

A
Assess and prioritize how your structure (s) will
ém" respond to different hazards, natural or man-made.
% V.
; /://}//'y//,
W
=\ AL A Nl
L | [== ; PPAE TEAN [R) Y F AR K FTN R 0 3
/ / ;; KA, AU ) X it I HE
777 S

Assess and prioritize how your collections will
respond to the hazards that may affect them inside or
outside of your building. For example, show cases
may move or fall in an earthquake unless you fix
them to a wall or to the floor. If the ground floor may
flood, you may need to move collections up or out.

PGSR N SO SR 2 A1 AT RER i
R AP I IR P S Bhib)
B Rt RS e 2o o i,
JEAE AT REAE L= TP AL Sl BA YK, 70
R B AT 1 A b BE i Al b o G R
BT REA AR K, B AT Bk e 7%
EXSY N2

UNESCO 15



MAINTENANCE
PRIFHESF
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Building codes in some countries may provide a
minimum lawful standard; budget for upgrades if
possible.

TE— L[ 58, A i S B AL S
PR RLE T e A (R e i s 76 1]
RERYTROL T, X3 AR ST 1 1) B 42 4
SIS

Inspect and maintain your roofs, gutters, drains,
electrical wiring, and plumbing. Try to do the
necessary repairs/replacements.

R fOR IR I HEKR K
LR AN IE L7, AT B B T
FIEE .
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MAINTENANCE
IRFTYELP

Review training for housekeeping and cleaning staff
and incorporate risk assessment reporting  (such as
unblocking a drain or reporting a water leak) into
normal duties.

A HEE BRI ORI N B B I
O, FERE XU A i ({51 dnig i 4 3
sl 5 T K AE L) FIA H H ST

Store tools and quick response supplies on site and
train staff to use them. Consider what to do if you
cannot go into the building to get the equipment you
need.

R BRI S 7 o O FH s A7 A
FERE D PN Sl i ik AT I 5
SEAETCHEHE A ) R e i 46 14
oL &40,
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MAINTENANCE
IRITHESP

18

It is recommended to train staff how to operate
water, gas and electrical shut-off valves, pumps, and
fire extinguishers.

HEULE I T M A BT K A
I BRI, K BRI A 25
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DOCUMENTATION
S

Written records and photo documentation are
essential to professional staff. Cultural heritage
collections can be extensive and it is impossible to
remember every fact, detail or item.

o ic sk MR R & 2= Tl TAR
N B IR #5 1 o SCAHCTE = et JE AR T
1, B LA BAS AT BE T AR 8l
AR A AR 0 47 A A

Records and duplicate records off-site are advisable,
and necessary, for example, if you cannot gain
access to a damaged building where your records
are stored.

FEVR R X I LA MRAT I E SR AN 2 e 5
SR 228 MR B, i, SR
FFIC R B AR MG ST 1 P
,fI:LO
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DOCUMENTATION
CES

Itis good to update regularly :
+Building and systems maps
- Staff lists and contact information
-Vendor information
-Emergency response agency information and
contacts
* Inventory of cultural holdings
-Loan information
- Photo documentation
- Insurance information

TEWIXE T A I T R -
SR LI B2 R G
L TAE N BISI R AR AR T5 5K
@l WNEHs,
I e S AR AR B AR 22753
SCARI P R TR H 5%
RO
B = ST
RIS T L

It is recommended to prepare risk management
policies and procedures, for example:

- Staff Emergency/Evacuation Plan

-Response Plan for Collections

-Fire Safety Plan

*Public Relations Plan

AT XS A BB MR e, 31
R CYNAVVE=WETeap
* B 7 )
s K2 2R
NSRRI
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DOCUMENTATION
EES

It is a good idea to keep informed of professional
standards and best practices through international
and national professional bodies (UNESCO, ICOM,
ICOMOQS, ICCROM, GCl etc.).

o S T 8 o ] B A0 L Bl
ML (UNESCO. ICOM. ICOMOS
ICCROM, GCI 55 )3k HUA Ll by
R BT L E , UL Fe b 5
i3 g8
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SIGNS AND MAPS

NS

22

Check that signs are accurate, current and clearly
visible.

R bR R BT B R

Store copies of architectural plans and systems
plans on site and offsite. They will be needed during
recovery procedures.

T 98 DX PAL A6 g DX 7 [+ IR O A7 5
SO R G B RIAS , LA 1B 5
HHZ

UNESCO



UNESCO

Local maps are helpful to assist staff and visitors to
find other ways to safety.

X TAENGUIZUFE , 7 s 547
BT A TR B A 22 4 X B A
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COMMUNICATION
ZAPG]

Risk management policies and procedures promote
safety and communication is an essential
component.

JRUISS: A8 3L R SR R e AT LA Y o 22 4
Ve, Vi A O AR

Managing risk uses many types of communication
actions and devices. Professional communication
specialists can help train staff to communicate
effectively with each other and with members of the
public.

LX) e A O AR
o LMV (YA L Z AT LAY B RE I T
PEN 514 RO 5 AN D1 A2 ARt
(RRCETR
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COMMUNICATION
AN ]

Clear lines of institutional communication will help
keep staff informed during an emergency and ensure
good decision- making.

18 BT ) AL 90 30 R T A B T AR R R
FF R A AR TAEA B, IR
IE R PRI

Providing clear direction to members of the public
about how to move in and around a structure during
normal and emergency operations will help minimize
risk to visitors, staff, and the collection.

[ 23 AT B S AR PR IE R 00 B 2L
BB OUR A ARl e SR N o B
Jal s Bl R B TR S0 T
((INGEIF: AT D) s
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WAYS OF COMMUNICATING AND ISSUES TO CONSIDER
ABET AR FEZERIEIN

(3
i
T B

1. Introduction

*Multiple forms of communication are needed under most circumstances and these may, on occasion, include
hand written or typed notes, electronic media such as telephone, email, text message, and web bulletins.
2. Audible communication
+Alarms (a person with a hearing disability may not know that an alarm has sounded).
- Spoken directions (the person you are speaking to may not speak your language).
3. Visual communication
-Emergency guidance (exit signs, emergency lighting, maps, floor lighting, painted paths/lines).
-Written procedures and guidelines, good records and documentation.
4. Physical communication
-Barriers of differing types.
- Guidance (assisting people to safety using hand signals and tools, such as flashlights).
*Reassurance (staff or volunteers who calmly and authoritatively encourage others to follow appropriate
directions).
1.8
AERZHEUG LN 75 2 2 T 7 2, 0 4G 75 B TENRYIC % BT, Bl anfih (i 1
MR A AR 28
2.0 T
EH (W AN A ) N TCHEHE B R R )
VR AR 7S (VR BTXTIE ) A —E BRAR U — R TR )
3L 14
SRR CH OPRRR ST i A b TR HR B i ) AR AR ) o
AR TR R G ARE REAEL
4 JRcA e
AR BERA)
FRG I (T TR, BT fa, 735 B A28 22 42 X)) o
PR (AR N D1 BRI n] LAY #3358 A A 4% BRGE Y 4E si% 3l )
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EXTERNALCOMMUNICATION
SNERIAIE

Good risk management includes an understanding of
the media, how journalists work, and what
information they may seek.

R0 RS A AT T AR A iE
ARy A B AT e 215 B

Effective communication can shape public
understanding during an emergency and also be a
tool for reaching staff with important messages.
*Designate and train a spokesperson to represent
the institution.
*Ensure that the spokesperson receives accurate
and complete information.
» Communities value cultural property and may
provide assistance in time of crisis if they receive
good information on how to help effectively.

AT SRR T AT LALE 2% AR T gk ey oy 3o 32X
ﬁiﬂ R AR B AL IR TAE A G T
FHE I MUEAY I A5 N
VSTV a=PNE SN I DI IS
AESEHLA AL, QRSO = A G L2
A2 PR AT B A5 R, AT e mT
S amigoil:i
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PROFESSIONAL BEST PRACTICES
TZWRIERI M AR

Safety for people comes first. The key for museum
staff is to do their daily work with safety always in
mind, for themselves, for the structure(s) and for the
collections.

NGRSO YT TAEA
PG BRI A H R A AP )
JEPREE H O V2 ST MR Y 28 227
LT

Know how to contact fire, police, and ambulance;
understand what information is required to report a
fire, water leak or suspicious person.

pSBER RS PAS 3% 3 2B CAKD VS
TR IR IR KCORIAT BE N DI R
FRAE LR
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PROFESSIONAL BEST PRACTICES
EWREMHEMAR

It is good to understand the institutional chain of
command for normal and emergency operations.
Know what is expected of you in an emergency.

U T RIER RO N MR 2O R AL

M RIHE S BE S T iftE B2 s 0L MR
7 H A4

Familiarity with the institution's emergency plan is
recommended if one exists; advocate for such a plan
if the institution does not have one.

RAHC IR, B
IR IR , MBS
.
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PROFESSIONAL BEST PRACTICES
Bl ERImMAR

Be aware of what you do not know and do not be
shy about asking questions or double-checking your
information.

T ARARAN R B I, AN 225 T [R] [
M EAERR

Itis good to check on problems that may represent a
liability for the institution and be clear about what
museum staff may do when faced with difficult
visitors or other challenging circumstances.

B UK T e SRR MU R FH 54T )
—BBla] R I T AR TAE NG TE
nAaf N X5 AN AR S 0 38 0 A TR
E
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PERSONAL PRIORITIES
AEZEMT

Safety for people comes first.

NGV Z A S — i

It is good to set up a family communication network
before an emergency happens. Staff work better if
they know their families are prepared and know what
to do.

SRR B B A K A Z A S AR
HRZS I 2R AR N S RIE AT AR
AR E X AT XU e 1 s, At ]
S T AR,
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EMERGENCY PREPAREDNESS

N 2ES

32

It is recommended that an organized structure be
established and job responsibilities and descriptions
of actions to be taken in the event of an emergency
are written down in a clear plan.

HEEE T AR R S5, TR TR
WA X 2 R A B B BT 4 il A
EURTTEINE

A streamlined command structure, illustrated in the
Emergency Plan, can simplify emergency efforts:

*One person in charge of coordinating and leading
response efforts, designated by the director.

-Key personnel, representing the administration,
staff, security, facilities and collections, report to
emergency coordinator.

+Five to seven people, reporting to an individual
form an effective team.

AT RATE R @ R R s s AR 46 4
ZERL 3K BT LRI 275 2 -
: E?J EERE | AT BT N2
Z; e]
R A SRR HZ S TAE NG 15T
TR R FIRG A, [ 2 M SR
“H1 57 N AR I/NA, ) B o
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EMERGENCY PREPAREDNESS
R

Assemble tools and supplies to help respond to
emergency events. The ability to react quickly may
be critically important.

PWC T H LSS A, UAR Bl R X2
FlF o PRHE SN RE T BT B o

Plan refuges. Know where to seek safety in
different situations, where visitors should gather,
and where to meet your team members. For
example:

-Where to shelter in a tornado, hurricane or
tsunami?

-How to evacuate a building during a fire? In a fire
leave the building; in a tornado sheltering in
place may be appropriate.

-How and where to shelter the collection if time
permits?

KL BEMESZ BT T ft e AN RS 0 T Q] $% 2]
G XIS WG N S A ] Ab SR e Ak
S/ R B G
eI JEIXURIIAENG; 25 A B 7 EEL e 2
< T KIS A B ] R SR 0 TR KR
KA ESR Y G B, B K
A ek Rl R A 24
U SRR R SR, Ande] AR L R 7
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EMERGENCY PREPAREDNESS
RS

34

It is recommended to prepare the staff. Regular drills
will ensure that all staff are familiar with their
responsibilities and respond in a calm, flexible and
effective manner when and if an emergency arises.

FEWCTAE N G 2 HE 2% o H A I
gal DARSIE TS TAEA R BE AT

RIS, A 3 S DL A A I
R AROBRRT

It is recommended to prepare the collections, on
display and in storage, based on the needs and
priorities established during the assessment phase.

SO 22 LU R AR A B B it <2
RIS g0, X IETE R AL 2
FIRT R it RS A L P 1 2 T4
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ESTABLISHING A RESPONSE NETWORK
VA=Y VA L k=4

It is a good idea to work with public authorities and
response agencies and be aware of the capabilities
and resources that may be available to you.

WS AL BB B2 s AU
HWV%E#T%E%ﬂﬁmﬁ%
TTRIBE

It is good to establish mutual aid agreements with
sister institutions.

1
\\y)
=

UL S BN BT B B M
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ESTABLISHING A RESPONSE NETWORK
B ILR 2 S I P 4%

36

It is recommended to work with vendors and set up
purchasing agreements with suppliers.

2T S AER R IR S
VAR IALS Py
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TRAINING
=3l

Training is an essential part of emergency
preparedness and also helps to promote teamwork
in an institution.

BN SR TAE DT A
B e ERUAL R AT BA S 1

Visitors will expect staff to know what to do and how
to take them to safety. Training sessions for staff are
essential because practice is necessary for working
with groups of people who may be concermned or
frightened.

S A B AR A BURE A 4
ERES AT RA 2 4 X Ot AR
N GBI RARSCHE R, PRl
M7 E Gk~ RS | Al REZ I Y =
W)
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TRAINING
il

38

Using the written emergency plan, practice how and
when to evacuate people or collections materials
from a building or site. In an emergency, conditions
may become progressively more difficult.

i A i A I ), 2R~ dndgey Anf
P DA S SR w0 X i A A A
Jelonts o (E B RN OL N, A1 F 7B
R

Try to establish an ongoing process for improving
procedures and help to keep them current.

SESLAFEEAENLHR SRR Y, I RIIE
HAEB SRR H] o
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APPROACHES TO TRAINING
=il AE

Hold drills of different types. Sound alarms, evacuate
the staff, gather at meeting points, and consider the
next actions. Include a timeline, consider what to do
(for example) in 10 minutes, in 1% hours, in 12
hours, or schedule exercises in which staff respond to
a mock "event" and invite local agencies to join you
for the training if appropriate.

KA FRZER ISR : THRARE |
BALOL T @R Ba . ZHE T
g MUERTER , 2 8 (U 7E 10 704k
— A2/ 12 AN N IZ AT 4 %
HEE AT, L TTARE N GORARAUL 5 A
SN 5 RIS I, B0 S A 5L
W25 EIAE .

Review each training session. All staff should be
encouraged to comment and to offer suggestions for
doing things better next time. Staff has great
knowledge to share.

SR SR A AR
N BRI ZR30 H A7 PR8I 52 1
B0, LU R RS0 4 TAE N AR
Z AR LT
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APPROACHES TO TRAINING
EN &
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Improve response capabiliies by using teaching
techniques such as:
- Scenarios (For example, high winds are expected
---What should staff do?).
- Table top exercises (More elaborate but realistic
problem, discuss actions in groups or teams and
compare responses).

L AN R s SV RE
S BCE (AR, 5 XK I i e
TAEN G EM A 27)
S IRIEE ) Ok 2 L B B S
[, Jr e A AT 3, IF H A%
0 X e )

Train teams for handling collections in emergency
situations. Try an exercise using "damaged" or wet
materials that simulate artifacts. The amount of time
and space that is needed for "recovery" work will be
a surprise to everyone.
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APPROACHES TO TRAINING
BJlTE

Practice roles and responsibiliies in the risk
management process, act to improve capabilities
and safety measures for people and the cultural
heritage in your care and be ready to do a great safe
job in the next emergency situation.
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BASIC STEPS TOWARD RISK REDUCTION
PRI MBI B AR

Walk through building and know all ways of going

r— out of or into the structure before you have to do so
in an emergency situation.
L)L AT A TR A
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Secure the perimeter, exits and entrances to the
building in an emergency.
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BASIC STEPS TOWARD RISK REDUCTION

BEAR XU R B AR ST

It is a good idea to help improve security and reduce
fire risk by keeping exit routes clear. Encourage and
support preventive and mitigation actions by all staff.
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Take responsibility for reporting and addressing
risks, for example:

« Insects

» Dripping pipes

- Blocked doors

- Gas smell

- Faulty lights or switches

- Vermin in collection areas
It is good to report risks both as part of normal
duties and as part of a response team.
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BASIC STEPS TOWARD RISK REDUCTION
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Update and revise the emergency plan to reflect
accomplishments of risk management activities.
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MONITORING

i

Establish cycle of review, analysis, and revision for
staff training, building security, maintenance,
documentation of procedures, collections, response
procedures and Emergency Plan(s).
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Be alert to changing weather conditions, natural and
man-made hazards.
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MONITORING
I
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Keep in touch with the improving skills of staff,
schedule training, and increase capabiliies and
institutional capacity to respond to a situation, if
possible, with local resources.
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It is advisable to stay informed of local infrastructure
changes.
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MONITORING

el

AP SPRE T OO - S It is recommended to update networks of resources,
CQ @ A V5B~

.ﬁ both for professional assistance and services and
AR
(_M—P—-L/\‘\-j/\-’

supplies.
G N O~ RSB EURRIG S I 5T
o IO RRGS AR e
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Live and work with safety in mind. Good risk management requires a
sustained effort by all staff.
TELAEHIZE TS I 2037 24 K o 4 B XU 7 P o P
AN GG KIAWFEIETT
Your next emergency need not become a disaster.
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