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 Testing Your Plan 
Question: How can you be sure that everyone else understands the plan and will respond efficiently? 

Answer: Give them training and practice 

Do it before a real emergency occurs! 
Where to start 
There are 4 levels of testing, but before you can do any of these you must make sure your staff and volunteers know what they will be expected to do. 

Once you have carried out the training, start with level 1 and work through sequentially to make sure you are absolutely ready for level 4. 

Levels 2, 3 and 4 will stick in people’s minds if they are fun as well as realistic. Programme a review session after each of these levels. 

Training 
This will be an introduction to how the plan works. It is essential but so easily forgotten. 

Try to do it at least once a year so you pick up new staff and give a refresher to others. 

Don’t make it too long or you will lose your audience! 

Tell them briefly how the plan works overall and tell them what their roles are likely to be. 

Make sure they understand how to initiate the plan and where the first call files and equipment are stored. 

Testing Level 1 
Telephone tree test. You can include everyone in this exercise. 

Do this annually. 

Make a note of the percentage of people who pickup the ‘phone and percentage who would be in a position to respond. 

Is this enough, do you need more people to call on? 

Try different times of day, but avoid night-times for testing purposes 

Testing Level 2 
Table top exercises. Keep to six in the group for exercise 2a to ensure that everyone can have a say, numbers are limitless for 2b. 

It’s best to mix up experience and disciplines so everyone gets to think about different perspectives on a situation. 

Remind everyone there is no “right answer”, but they must be able to make decisions quickly. 

2a. Discuss a given situation 

Write a situation relevant to your museum. See appendix 1 for an example 

Ask participants to make decisions about what they would do 

You must put them under pressure and give them time limits 

Set a time at which the game ends 

Pile on the pressure with an additional situation after 10 or 15 minutes 

2b. Card Games. 

See the Birmingham Museums card game “Don’t Panic” and follow the instructions given. 

Make sure all disciplines are represented for this game 

Stagger the times at which some people are asked to join the game 

Bring out the ‘am dram’ in your staff and ask some people to enter the scene as pushy journalists, or hysterical neighbours etc. 

Set a time at which the game ends 

Testing Level 3 
Active testing. With exercise 3a you can start sending people to satellite museum sites or external stores as if responding to a call‐out. Use exercise 3b to rehearse team working with your collections and salvage teams. 

Exercise 3a must supported by the management so that taxi fares etc are paid 

For both exercises agree if pay or lieu is due for additional staff time 

Make sure everyone knows If there is a possibility the exercises are to take place out of hours 

3a. Respond to a fake call‐out 

Agree the group that will be doing the test and set up a fake telephone tree for the exercise 

Agree a date limit by which the fake call‐out will have happened e.g. within a month from now 

Agree a time limit for the exercise e.g. The exercise will end 30 minutes after we have all reached the site 

Ask one member of staff to lead and initiate a fake call‐out. using the fake telephone tree 

Ask them not to tell anyone in advance when it will be happening 

The leader will decide upon the date and time of the emergency, they will decide upon the situation and make the first telephone call as if they have just discovered it 

All other participants make their way to the location as best they can, logging their thoughts and actions and any telephone calls they would have made 

On site, assess the situation, think about what else you would need to do immediately 

At the end of the exercise check that the information or services you thought you would require is in the plan. 

3b. Empty a room or protect its contents 

This can be done either as a call‐out or as a programmed exercise 

You can use existing displays or mock up a room 

Agree access routes and compile risk assessments for the exercise 

If using a mock‐up, make sure you have dummy plans, inventories and snatch lists also. 

Ask staff and volunteers to wear suitable clothing and protective equipment as if it were a real situation 

For this exercise it is best to have pre‐picked team leaders 

Allocate an overall co‐ordinator for the exercise (someone who knows the museum well) 

Rehearse your teams and their leaders, using a whistle, as if in a real emergency, to practise mustering and safety procedures. Don’t forget to also rehearse logging staff in and out of the building or room 

Make sure you have enough supplies of plastic, boxes, tissue etc 

Provide a receiving or storage point as well and train staff in documentation and emergency stacking and storage 

You should also include or allocate a press officer in this exercise to inform inquisitive public or press 

Ensure you have staff allocated to security of entrances and temporary stores etc for the duration of the exercise 

Set a time limit for the exercise 

Provide refreshments and rest 

Testing Level 4 
Empty a room or protect its contents with the presence and/or assistance of the Fire and Rescue Service. 

The Fire and Rescue Service are more likely to want to get involved in your exercise if you can allow them access to parts of your museum to practice their own procedures. 

Remember that the Fire and Rescue Service may get called away from your exercise at the last minute. 

See 3 above for general comments and 3b for relevant bullet points. Discuss the time limit with the emergency services 

Your Co‐ordinator may have to spend a lot of time in liaison with the emergency services 

Also 
You will take all instruction and permission to enter the site from the Fire and Rescue Service on the day. This is good practice for the real thing! 

This exercise may take place in the gloom or dark as the Fire and Rescue Service will want to practice finding their way around your museum. Make sure all participants have head torches or torches and reflective clothing. 

Ask if you can participate in a joint feedback and review with the Fire and Rescue Service 

Carry out a review 
Always discuss and evaluate after levels 2,3 and 4 

For Level 4 it is best to have non‐participatory observers on site to assist with feedback 

Learn, and don’t be afraid to admit something needs changing 

Set the date for the next exercise 
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