Museum Emergency Plan Summary

Date: [Insert Date]
To: [Recipient Name]
From: [Your Name]

Subject: Summary of Emergency Plan

Overview
This document provides a summary of the emergency plan for [Museum Name], highlighting

key procedures and protocols to ensure the safety of staff, visitors, and collections in the event of
an emergency.

Emergency Contact Information
« Emergency Services: [Contact Number]

e Museum Director: [Director's Name and Contact Number]
o Security Office: [Contact Number]

Evacuation Procedures

In the event of an emergency requiring evacuation:

1. All staff should assist visitors in exiting the building promptly via the nearest exit.
2. Secure valuable items and exhibit pieces if safe to do so.
3. Gather at the designated assembly point: [Location].

Fire Safety

Fire alarms are tested monthly. Fire extinguishers are located at strategic points throughout the
museum.

Emergency Drills

Regular emergency drills will be conducted to ensure staff readiness. The next drill is scheduled
for [Date].

Conclusion



We are committed to ensuring a safe environment for everyone. Regular training and review of
this emergency plan will help us respond effectively to any situation.

Sincerely,
[Your Name]

[Your Position]
[Museum Name]



