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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, safequarding cultural property is part of the profes-
sional 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 Pro-
perty (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 Bib-
liography is available at http./gcibibs.getty.edu/asp/.

ICOM also has a website that may be useful:
http/icom.museum/risk_management.html

MEP
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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 review:-
ing 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 metho-
dologies 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.

PIARET 7
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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 visi-
tors. Consider the 24 hour cycle, day and night actions and responsibilities may be different.
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FIRST STEPS
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Itis good to stay current with what is happen-
ing in your institution and with local, national
and international affairs.

AyéyT 4266, Tyagyeye 6ace TeT0. Tyasya
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Be prepared. Seek out information. Increase
your skills, awareness, connections, and abili-
ties to identify, mitigate, and respond to an
emergency.
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Find out whether you are subject to major
natural hazards such as:

O Earthquakes

O Volcanic action

O Tsunami

O Rock falls

O Specific local hazards

Oeofifeé doefacota ficacas. O°dfifeé
ayyeeééi fidaacdaa il daoeeadi arta
4ad0adadi  oagaad  iyayyeyé artéx
+aafa.

Research the kind of ground motion to expect,
soil samples provide information on the layers
under your structures.
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In a volcanic region, research how the volcano
is expected to behave.

If tsunamis are anticipated, know routes to
safety inside and outside of your building and
how farinland people or collections may have
to go to be safe.
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Seek information on how rising seawater le-
vels and climate change may affect your mu-
nicipal and institutional operations.

0araé aaéaooesada cal 0adesvaain aya
4,00ya Téd adaedweéoaddaan dad+ aTémo
apoé TRETTA Oyodyi Oataaaéad aoaa

cam0a 0TATOOTEETO.

Consider how to protect your institution
against problems that may arise because of
proximity to transportation infrastructure.
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Assess if the placement of your building or site
could influence or cause an emergency.
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Urban or rural settings will a [edt the rate and
range of assistance and response manage-
ment techniques. Adapt to your circumstan-
ces. Could your site be cut o Cfrbm help?
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AACABG ET
GEOGRAPHICAL
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Protecting archeological sites below ground
level will present different challenges to pro-
tecting buildings above.
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routes and how to use them effectively.
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Research the history of severe meteorological
events in your region and locality and how
they may affect the safety of staff, visitors, im-
movable, movable or intangible cultural pro-
perty if such an event occurs again.

Oai 23A00T  AJTYORET 0038080
(oyAaBeET  yonaseéd  TATT  Aaddaa
O0Td 00 108063 4008066® +aad0 adad
Oy &Yy T 46T Ay A23AAEE0A OTAOTTE.

Analyze your risks versus your vulnerability to
such events and establish priorities for mitiga-
tion measures.
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Find out about prevailing winds in your area.
These will effect the direction and fall of vol-
canic ash, blowing sand, fumes from a chemi-
cal spill accident, etc.

Aaéaaceéi aréciod e 3a1wd00a : (49,
dat, 0aéagoaan ¢.fyd daé 0,e1y0, 0;+0yé
4a canaf @0063a, 0;+0yé ATOTT, 1°74°8

ATETI TOTT T00deeT TIOATE (cyaad; a.

Consider: floods, drought; brush fires; high
winds; hurricanes; tornadoes/typhoons; sand
storms; snow storms; ice storms; other local
conditions.
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Assess and prioritize how your structure(s) will
respond to different hazards, natural or man-
made.

AaBeeani aToTd A2 aaaTaan far 6° 18040
f6agas. /Eeoyyeays; oydya  (CuyOeeT
675404 6aTaia yiaye oagaia ayoeyyacé
4TE 3acAd (°AEO80°A 0°46°0 Aaopo
ofae 4TETO pi. ATTa 4aa0ad onafa
42080 yOhayedye ATé faf 60 10°aeéT
AJya 43304060338 T¢(Bay0 Vhaye aaaaie
320436

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.

17
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DOCUMENTATION
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Building codes in some countries may provide
a minimum lawful standard; budget for up-
grades if possible.

Aasesani  ayyays, onar 0aias
da O caééooéad 0TTéTeé, Oabeédaaid,

§a6a3800T @6AAT 60404 CTOR0 _ATTO
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ST

geiy+éyeecd aaéida Oeéx 4aéd.

Inspect and maintain your roofs, qutters,
drains, electrical wiring, and plumbing. Try to
do the necessary repairs/replacements.
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MAINTENANCE
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Review training for housekeeping and clean-
ing staff and incorporate risk assessment re-
porting (such as unblocking a drain or report-
ing a water leak) into normal duties.

Radagoaé oOyodyaéyaayd aadax Oyodyaneeéd
aacadae ¢10e0 aaéoaia i aaéoesoead aa
a®ee0160a04 Oyoyaéye fi0odad. Oyoyaeyd
aadaz Oyoyafeyy daoeéaa 41010 Tox ad+
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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.
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It is recommended to train staffs how to ope-
rate water, gas and electrical shut-off valves,
pumps, and fire extinguishers.
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Written records and photo documentation are
essential to professional staff. Cultural heritage
collections can be extensive and it is impos-
sible to remember every fact, detail or item.

AaBeTo ae-aeéT Y6 ATETT 66084380T
003863 ©°3 FAcAD 0aAEAEAD OYOYAOYE.
Ad+h A  OhAZaBAsANAT AaDeedA THTEA
0800  ATOTA@ TOTO  ATETH®Aé

Lo~

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.

21



22

AABPE T 0£OOEAEO
DOCUMENTATION

2

Aadaad dadeio aeé+q;caeéd aaéra
yeooée 4aéd: 4aoeddl i

-—) Qv Q
o

-

~<I\

;@

N

-

-\ QO

<O

Qx St

T

, (D/
RONLIP
- =y (D

z N L LN INIZ NNZ Lo~ = LN

00eéi aaéavoecassdati aa
10 axeéorooadi
My0; aeéi 060aé
a;00aye;ca,
Tyayyéye.

\ (@

)

-/ D\ =) 2
@D
O
B
S
=
[
o~
O -y
:
=t
- <
/.
HON<

2
~
N
2
.

oS

Q-

Q.

m/

o

D2

m/

[0}

) =)
-\

It is good to update regularly: building and
systems maps; staff lists and contact informa-
tion, vendor information; emergency response
agency information and contacts; inventory
of cultural holdings; loan information; photo
documentation; insurance information.

famdaadad, 1.,¢8ayi oeéx.;eyd, &daedi

apogaan ooua-ésai fyodeéeyd, TeETI

It is recommended to prepare risk manage-
ment policies and procedures, for example:
Staff Emergency/Evacuation Plan; response
Plan for Collections; Fire Safety Plan; Public Re-
lations Plan.
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It is a good idea to keep informed of pro-
fessional standards and best practices
through internantional and national pro-
fessional bodies (UNESCO, ICOM, ICOMOS,
ICCROM, GCl etc.)
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SIGNS AND MAPS
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Check that signs are accurate, current and
clearly visible.

AaBeEAOT 0060AEOH00 A Afi-eEEeET
4cAcas CODARET 0006AAONE AAGA00BEARA
43 993 4acado 0adAAEA0. YAV TU Caf-
2300 T a6 T (44 Oydyioye.

Store copies of architectural plans and systems
plans on site and offsite. They will be needed
during recovery procedures.
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Local maps are helpful to assist staff and visi-
tors to find other ways to safety.
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Risk management policies and procedures
promote safety and communication is an es-
sential component.
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Managing risk uses many types of communi-
cation actions and devices. Professional com-
munication specialists can help train staff to
communicate effectively with each other and
with members of the public.
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Clear lines of institutional communication will
help keep staffinformed during an emergency
and ensure good decision- making.

Aasesani ATOTO 4a To=ei oTédia
00 a0 ed0° 1eé ~edeye;aeéd TETI 1ééoya
TEBATIR0TE (Giciyl  caad oymad;ca
0&dicaya + (cydred, ameeoioda aa fal
0° 10° 40 yonaeeéa 460066ead odroaé.

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

O Multiple forms of communication are needed
under most circumstances and these may, on oc-
casion, include hand written or typed notes, elec-
tronic media such as telephone, email, text mes-
sage, and web bulletins.

2. Audible communication

O Alarms (a person with a hearing disability may not
know that an alarm has sounded).

O Spoken directions (the person you are speaking to
may not speak your language).

3. Visual communication

O Emergency guidance (exit signs, emergency light-
ing, maps, floor lighting, painted paths/lines).

O Written procedures and guidelines, good records
and documentation.

4. Physical communication

O Barriers of di [ering types

0 Guidance (assisting people to safety using hand
signals and tools, such as flashlights).

[0 Reassurance (sta [ar volunteers who calmly and
authoritatively to encourage others to follow ap-
propriate directions).
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EXTERNAL COMMUNICATION
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Good risk management includes an under-
standing of the media, how journalists work,
and what information they may seek.
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ameEOT04 OTHEETO, 1160430, aeaaf
LATQ 09600894 Tl 4 TYT, 4,BYT a;60y4
Tyayyeye  aaa0  ATETI®eéd  6aiaad,

TETT 1eéoya AT.607T °aeéd asdsal

ATEéaTIT.

Effective communication can shape public
understanding during an emergency and also
be a tool for reaching staff with important
messages: designate and train a spokesper-
son to represent the institution; ensure that the
spokesperson receives accurate and comp-
lete information; communities value cultural
property and may provide assistance in time
of crisis if they receive good information on
how to help effectively.
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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.

Oadaaa, aaé 0;61ydoyé 0y 0yo,0,03yT
oofiea eeer aéaacae 0yooy i 6Tearaaroa
Tyaayd aaed. Aaé o¢é1yo dadad, on aéaad
aa fiyeefdoyé yodyyaééi 0aéaad  yi1aod
Tyayyeyé  @aadaéadacaé  aaédaeéd
Tyaaya aaeo.

Know how to contact fire, police, and am-
bulance; understand what information is re-
quired to report a fire, water leak or suspicious
person.
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aagdooeacooae &
¢844 0a 6 6eéd , ot

s

Itis good to understand the institutional chain
of command for normal and emergency ope-
rations. Know what is expected of you in an
emergency.

Ralofaai  ANAAAEA0 000 ABOHO00y6
0ATeEONAT AA60; Oydya 0° &0 AEC 00 H;¢
4TE (08°AE040° ATETANB00EA0 AmE0A
BOOBOAE Y08, (8]0,

Familiarity with the institution’s emergency
plan is recommended if one exists; advocate
for such a plan if the institution does not have
one.
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b6 Tyaybacé Axéiaasaa Tyays, faraa
CTATEO4 6  anced, Wyayyeeyy aadef
622630

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

ATETO0A DABAAD, (CyA+RA0yé OTEATTOTE
ATETT 40fiaa ayTyoeéi ccéé  4adaas
ameBOAT OyO0yT DeEAAydsyE +aaania

oyeyeony i aaéo.

It is 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 challeng-
ing circumstances.
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PERSONAL PRIORITIES

OcW (o103 6AT 433830 T 04T 4061 yoTeé
CTORBAT.

Safety for people comes first.

Yideéi (48 TioaTé 4aéaas 3adanaan
odua+eeai axeeoiooaliadayoeéioyioye
OTEATT OTAOTTATI &aéd.  Axeéolodd
0al0 axéééddaa O,iicheéidyy  ayo
aceééidieéanaéi 1yaaya, oyayiaTioane

000aé Téeaooenai aacaaé ¢roeiT.

It is good to set up a family communication
network before an emergency happens. Staff
work better if they know their families are pre-
pared and know what to do.
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It is recommended that an organized struc-
ture 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.

Ra o
oofaaRa T
048346340
Awe8EasAA
Ca0dEAT ¢

AAGABOT (R06T AmeEAAAAE CTOROGER
0aedaATa;  casedad,  AmeE0T00a,
0213228360, A A006 4A fAf 60 13° 4664
Gadeoofal  ATE ameeoicod TIoATé
4AGABOT CTORGO0EAE+6A T yAYYEyE 040,
0aAadN ATETTT O,10y6  @00d0a6 4dd
AEBEAG A° 00 4 3604 007 4¢d 1 VAyyEye
6,33y Y.

A streamlined command structure, illustrated
in the Emergency Plan, can simplify emergen-
cy efforts: one person in charge of coordinat-
ing and leading response e [atts, designated
by the director; key personnel, representin
the administration, sta [ skcurity, facilities an
collections, report to emergency coordinator;
five to seven people, reporting to an individual
form an e [edtive team.
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Assemble tools and supplies to help respond to
emergency events. The ability to react quickly
may be critically important.

OTOATATO 0° 6°A8°5°° . RTcA ORET T1°60° &
45643k apoédcé aacao OGaaia 4aéod,
¢cya+ed Gaafa 00aéad, ocaiaé aaa Gaaia
003éa00a wyafyi 4aéd. Aegyyéayé: 6a0
200033, 60é fagde, ooTaie-1 ;a4 Gaaia
OTOATATO? Aaé 0/€T0eéT (aa dadeedaan
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Taé43a00aé dacad Téx 0TOATATO. Oad
06davaa aacdaa are fiaf 6° 10°deéd 6aaia
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Plan refuges. Know where to seek safety in dif-
ferent situations, where visitors should gather,
and where to meet your team members. For
example: Where to shelter in a tornado, hurri-
cane or tsunami? How to evacuate a building
during a fire? In a fire leave the building; in a
tornado sheltering in place may be appropri-
ate. How and where to shelter the collection if
time permits?
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Axe&0T60404 6d3ae aysodyd @aadasa-
daoaé. Ameéoiooadd aaéraa fooddas
&aacadaxo0€ad il TiodTe aaéaedi
(34 40 ameeoitda °©coofaeéi .oya
paoéooéadaa faéoad 1yaye, oaéadar, oyt
daoat, ¢0 &;1oyé ameeéadas oofoae.

Itis recommended to prepare the sta LRegular
drills will ensure that all sta Care familiar with
their responsibilities and respond in a calm,
flexible and e [edtive manner when and if an
emergency arises.

106006 4364607 Tyeayyice (4 paoaia
Oydyacyy aa yi 0ydd.Teé CcToeéond
OTTOTTETT Ral 0° 1304, (Gic88yA 4Y0

(CTy0/cacéd TIOATE aacaaéa ayeoayiy.

It is recommended to prepare the collections,
on display and in storage, based on the needs
and priorities established during the assess-
ment phase.
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ESTABLISHING A RESPONSE NETWORK

0460430 AaGA0086AA00A 4a GTEATAATO
aéaaa0aé 1yao OTEATTOTE ameééas,
oyaayyoeéi  oaiaéa  (gicle  +aaad
(eé+edayyieé 0c+el  +adaé,i°°oeéd
faét Tyafyi aaéo.

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

Eeeé (°foyé Gaiodai dxessasdd aaé-
d00eéadocacae Gaoeeoar oofeacoad ayoyy

aaeaooeao.

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

PIARET 37



ESTABLISHING A RESPONSE NETWORK
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“épaAydEyARAOIE VA0 0aDSEDAA OTA-
OTT, 1868;¢6ya+040y6 664284aaT0 4J0YY

aaeaooeao.

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

Nooaago aTé TiodTé aaéaaea ayeyi
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+aa4aa004a Naéxddoeia.

Training is an essential part of emergency pre-
paredness and also helps to promote team-
work in an institution.

RyTyoeéT TREOT (84 (cya~ea T TOCAéT
AEEBOTO0A 6 5860, 0: 14 fied apoBa e
AACA8 Vam 0,0aj0e63 1yaye aacdaa dye
0dyaya. AyEoaye fi60AA80 TU aEesdT66aaa
aée  fataadnal ol cgfioyé oydoyT
AeBEA0 A34B0A Yoyl B¢ 844 008  +60a8
4+ GTEATAATEOTE.

Visitors will expect staCtd know what to do
and how to take them to safety. Training ses-
sions for sta [are essential because practice is
necessary for working with groups of people
who may be concerned or frightened.
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Rad paaah GANAAABA0 €0 AE0H0 feé
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Using the written emergency plan, practice
how and when to evacuate people or collec-
tions materials from a building or site. In an
emergency, conditions may become progres-
sively more di Lculk.

TI04TE 426480T (AeéT aadaf 6a14aasad
aeéeeaaaarl caaao0d aaéida aréran-
OTiacé 4medTe, woéiy+eée 4aédla
EYDEEGE

Try to establish an ongoing process for improv-
ing procedures and help to keep them current.
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G0AEAAT OTAET® OGAE06830, AadAAACET
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Hold drills of dilerent types. Sound alarms,
evacuate the stal_gather at meeting points,
and consider the next actions. Include a time-
line, consider what to do (for example) in 10
minutes, in 1 % hours, in 12 hours, or sche-
dule exercises in which stalrespond to a
mock “event” and invite local agencies to join
you for the training if appropriate.

NodZagoni (& oa0 a;0eéd  bysysoyd,
&1 oeixéédyy 06ed. Ameéoai aio
foddago0i &aédaé aa aaoaadeér
gaocaia o 6eed oacaad nafaé o;fyeoyy
0yéyd. Azeeoi00a aofaacaé 66aaaeoad eo
Tyaéydoyé 4aéaad.

Review each training session. All sta Cshould
be encouraged to comment and to o [erlsug-
gestions for doing things better next time.
Sta [hhs great knowledge to share.
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Improve response capabilities by using teach-

ing techniques such as:

O Scenarios (For example, high winds are
expected... What should sta Cdb?).

[ Table top exercises (More elaborate but rea-
listic problem, discuss actions in groups or
teams and compare responses).

TioaTé 436460 (A4 fal 6° 1304864
F60aMAT (0T YD;ca86a 40608a6AaT DeERYT
006643306403  ADSIEAT HAMAAE 086D,
NydayyT ATRATO amesd waadadiaas o3d
5632084 42 0aBAAET OyT@yY TU 601 ¢¢fid
008 FyadyT @ 0°B¢EHY.

Train teams for handling collections in emer-
gency situations. Try an exercise using “‘dama-
ged” or wet materials that simulate arti-
facts. The amount of time and space that is
needed for “recovery” work will be a surprise
to everyone.



APPROACHES TO TRAINING

Yoniaeeéi TaTaxTaToeél axeseadaaia
Oyi yiad (.oyaoyé TOTEOTO dadéada
0eéd. O¢ T ¢ fieéd da Tocaéa Gaddacadaas
a0é AT, ear °aééd daldaacad +aaadoe,
Oyoyae;;€yd axeééadaad  Naéeddoéad
aoda Oyiaeyy adad, ayiyoeélr Tiodré
4a6aaé 4éé aTéTiTa apoea é aaéaend
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Practice roles and responsibilities in the risk
management process, act to improve capa-
bilities 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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Tio4TE 4acas0i 0aéadai aof (a4 Gaée
yaabOi TOTia 440eeata aToiT daaiaize
4,0y1 yae ¢y, TOT0 84020 0aacanoa, a0
ca10a 6oua+eear 1yayo.

Walk through building and know all ways of
going out of or into the structure before you
have to do so in an emergency situation.

TioATE 436436 ofijoya  4adeEa0T
TOT6 43 43030 4390064, YoAYT 0T€8I0
GOHOEI0 feed OTOUE,  AT63AB008a0
OyT Ay AAEBB0083D.

Secure the perimeter, exits and entrances to
the building in an emergency.
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Itis a good idea to help improve security and
reduce fire risk by keeping exit routes clear. En-
courage and support preventive and mitiga-
tion actions by all staff.

Yorageéi 0agaad Tyayyeyd ¢oacéa
aceesoai yhaye aédadaa o eyyeayiyi aaéd,
®egyy 10: 6TOOTT adle, O6ATO OTTETE
0adadad, Oadeda 0aaead, 0eé aaad,
Oadéédaara  60afiia 4a oiodaagdaid
ayuoye, fai  6°To°4ééi To+eid
flafaaoaéaaad iyaooyd ayd 1yo. Yonaseéi

aATETT v0000aé dadeel déwieé doaia
Tyayyée 4aéo.

Take responsibility for reporting and addres-
sing risks, for example: Insects; dripping pipes;
blocked doors; gas smell; faulty lights or swit-
ches; 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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TioATE 436460T améOi (0804605004
43éTaa Ojejecye Aa60 aa yonAeér
TATARTAT0GET  amecsdiaad  oofiade
BETY+E)5.

Update and revise the emergency plan to ref-
lect accomplishments of risk management

activities.
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MONITORING
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Establish cycle of review, analysis, and revision
for sta[fraining, building security, mainte-
nance, documentation of procedures, collec-
tions, response procedures and Emergency
Plan(s).

areri O¢iyyi waéodaacad apoé ThHTé

da0ad 0T0eTEATEA aaéiaa ayéyi aaéo.

Be alert to changing weather conditions, na-
tural and man-made hazards.
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Keep in touch with the improving skills of sta [ 1
schedule training, and increase capabilities
and institutional capacity to respond to a si-
tuation, if possible, with local resources.

TOTT T004eéT &ya a;00eéi ©°d+e0é-
0;c86€1 0agaad 000aée 4,0 @6000aé
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It is advisable to stay informed of local infra-
structure changes.
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It is recommended to update networks of re-
sources, both for professional assistance and

S e U e s services and supplies.

Live and work with safety in mind.
Good risk management requires
a sustained e [ornit by all sta [
Your next emergency need not become a disaster.
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