
Museum Evacuation Plan 

Date: [Insert Date] 

To: [Museum Staff/Employees] 

Dear Team, 

As part of our commitment to safety and preparedness, we have developed an evacuation plan 

for [Museum Name]. This plan outlines the procedure to follow in case of an emergency that 

requires the evacuation of the premises. 

Evacuation Procedures 

1. Remain calm and follow the directions of the emergency personnel. 

2. Immediately cease all activities and secure any valuables if time allows. 

3. Use the nearest safe exit to evacuate the building. 

4. Do not use elevators; always take the stairs. 

5. Gather at the designated assembly area located at [insert location]. 

6. Account for all personnel and report any missing individuals to the emergency 

coordinator. 

Emergency Contacts 

Emergency Coordinator: [Name] - [Phone Number] 

Local Emergency Services: [Contact Number] 

Your safety is our top priority. Please familiarize yourself with this plan and participate in the 

next scheduled evacuation drill. 

Thank you for your cooperation. 

Sincerely, 

[Your Name]  

[Your Position]  

[Museum Name]  

[Contact Information] 


