Advice on a Covid-19 secure opening for museums
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Introduction

This document has been developed by Museum Development Yorkshire in partnership with Visitor Experience
team members at YMT, to support and advise small museums and galleries reopening in a Covid secure way
during the Covid 19 Pandemic. It aims to provide support and guidance as a supplement only to official advice.

PLEASE NOTE - It does not replace or override any advice from the current rules and regulations by the British
Government, the Department for Culture, Media and Sport, and the National Museum Directors Council. It is
essential to read these before this document and before making any decisions about the reopening of your
site.

The National Museum Directors Council’s Good Practice Guidelines for Reopening Museums outlines nine
main considerations:

. Thinking about risk and risk assessment

. Workers’ safety and well-being

. Public safety

. Personal Protective Equipment (PPE) and face coverings
. Building and process adaptation

. Visitors returning, fulfilling public purpose

. Supporting the business case

. Transport

. Local contexts.
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The Association of Independent Museums has also written a checklist to be used in conjunction with other
advice: AIM Reopening Guidance and checklist summary (aim-museums.co.uk)

The sections below aim to summarise the key points outlined in this advice.

Definitions: For the purpose of this document when referring to “staff” this means anyone working for your
site, including full time employees, part time employees and volunteers.


https://www.gov.uk/coronavirus
https://www.nationalmuseums.org.uk/coronavirus-update/nmdc-good-practice-guidelines-opening-museums/
https://www.aim-museums.co.uk/coronavirus-resources/museum-reopening-guidance-checklist/
https://www.aim-museums.co.uk/wp-content/uploads/2020/06/checklist.pdf

Reopening the Museum

Risk Assessment

The government states that each workplace must fill out a risk assessment for Covid-19 to keep your staff and
visitors safe. This should include thinking about who is at risk (staff and visitors), which places/activities are
higher risk, deciding how high the risk is and avoiding the risk.

More information and a guide template can be found here at HSE.
A few examples of completed ones by museums can be found here:

e York Castle Museum part of York Museums Trust

e National Railway Museum

e National Museums Liverpool
e National Coal Mining Museum for England

Please note that the above risk assessments should only be used as examples because they are unique to the
sites they were created for and as government guidance has changed over the last year may contain out of
date information and advice.

Visit Britain have created the “Good To Go” mark where businesses can apply to display the mark to show
they are adhering to government guidance, Covid 19 risk assessment and public health guidance. If your
business is welcoming international visitors, you can now link “Good To Go” with the World Travel & Tourism
Council’s Safe Travel stamp.

Social Distancing

Government guidance is that you must stay two metres away from people you do not live with, where
possible, and at least one metre with additional precautions such as face coverings.

Visitors may need to be advised on staying in their household or support bubble when visiting. Support
bubbles are a support network consisting of two households which have met specific eligibility rules. Those in
a household or support bubble will need to maintain social distancing with people outside of their bubble. It is
strongly recommended to not mix or change bubbles. Make sure to regularly check government guidelines to
keep up to date on support bubbles.


https://www.hse.gov.uk/coronavirus/working-safely/risk-assessment.htm
https://www.yorkcastlemuseum.org.uk/wp-content/uploads/sites/2/2020/07/YORK-CASTLE-MUSEUM-SITE-RISK-ASSESSMENT.pdf
https://www.railwaymuseum.org.uk/sites/default/files/2020-07/NRM_CV19_Risk_Assessment_Summary%20%28002%29.pdf
https://www.liverpoolmuseums.org.uk/about/reports-plans-and-policies/covid-19-risk-assessment
file:///C:/Users/Alice%20Macpherson/Downloads/Covid-19_Parent_Risk_Assessment_-_v.10%20(1).pdf
https://goodtogo.visitbritain.com/
https://www.gov.uk/government/publications/coronavirus-covid-19-meeting-with-others-safely-social-distancing/coronavirus-covid-19-meeting-with-others-safely-social-distancing
http://www.gov.uk/guidance/making-a-support-bubble-with-another-household?

Signage

Use signage and markings to remind visitors to maintain social distancing on their visit, particularly in smaller
or more restricted areas and at admissions queues. These don’t need to be high tech; you can use sticky tape
or make chalk lines to mark distance in queues if you do not have the resources to create stickers which are
being widely used by museums. Give the visitors instructional signage of where to wait and visual
representations of social distancing. These prompts give the visitor confidence that the museum is managing
the situation and means they know what to do.

Consider making these signs humorous and relevant to the museum. This brings a personal touch and can be
easier to remind people to keep their distance in a positive manner. Find out about some creative museum
signage here.

Take a look at some examples:

e Woodhorn Museum, Museums Northumberland, a former coal mine, has used big boot stickers to
show the one-way system.
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Copyright: Museums Northumberland

e The Workhouse Museum and Gardens in Ripon, North Yorkshire, which uses a simple word document
sign to convey the important points about social distancing and new measures.
e Manchester’s National Football Museum uses signage that is creative, fun and reflects its collection.
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Copyright: National Football Museum

e Royal Cornwall Museum have also created relevant signage


https://advisor.museumsandheritage.com/features/signs-of-the-times-how-museums-made-social-distancing-signage-an-art-form/
https://riponmuseums.co.uk/docs/general/A_board_poster_design_7.docx
https://www.nationalfootballmuseum.com/social-distancing-tactics/

Copyright: Royal Institution of Cornwall, Royal Cornwall Museum

Visitor Numbers
You will need to manage the number of visitors to ensure social distancing can be maintained throughout the

building. Calculating exact floor space is complex, and museums may find it more logical to carefully manage
the flow of visitors.

Some tips:

e Do asite walk round from entrance to exit.

e Make notes of spaces that are potential pinch points (tight spaces where social distancing may be
difficult). For example, a foyer where visitors are moving in many directions, a toilet corridor where
people need to pass each other in both directions. Examples of potential pinch points:



Image: York Art Gallery, York Museums Trust

Visualise the visitor experience/journey both in terms of route and timing. Are you able to walk round
your site in the fashion of a one-way system or will you need to break down the experience into
smaller guided tours of areas?

Spend time in each room and either measure or estimate how many visitors can fit into a space with
social distancing of two metres. This includes separate visitors and household and support bubbles. Try
working out how many single visitors would fit but also how many average family groups/bubbles
would also fit. Isometric’s Toolkit for Museum Reopening has good visual aids for thinking about visitor
space, visitor flow and capacity on p 9-13. Then add up to your capacity for the whole site, including
staff.



https://static1.squarespace.com/static/59701dd3f14aa14192c2bd7d/t/5f262ccac941ac1177789d94/1596337370211/200612+Toolkit+for+Museum+Reopening.pdf

(p. 9, Toolkit for Museum
Reopening,
Isometricstudio.com, 2020)

_ eWalk the route again
i T making note of access
information and
facilities on the route.
o|f considering a self-
led experience, think
about your notes on
route timings and your average visit duration. Would introducing timed ticket slots to stagger the
visitor flow to ensure social distance around the site work? If, for example, your average visit duration
is one hour then hourly timed tickets would allow visitors to leave before others arrive. See Arts
Council England and Digital Culture Networks Information about Ticketing for Museums and Galleries
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Examples of Visitor Numbers and Social Distancing:

e Captain Cook Memorial Museum (Whitby) has very clear information on its website about time slots, capacity
for each area and timed visits for each area. Staff have made this relevant to the museum by having “The
Captain’s Rules” and using the ringing of a ships bell to let visitors know when to move onto the next space.

Baok online: (link a1 foot of page)

o Weekdays 10am - 4pm {last b
& Book for a spetific guarer ho

ed slot is. a1 2.45pm burwe close at dpm) The Captaln's Rules!

shot

rs are asked to consider that they are under the discipline of the Royal Navy! When the

rings, ple

ove with your party promptly to the ne or. We have a beautiful

ith one main staircase so this allows movement around without too much

inconvenience, We ask everyone to cooperate in the interests of all of us

Arrive on time, Tickets are booked for entering at a specific quarter hour slot. If people arrive very

late we may have to refuse entry. You will have missed the boat! So come a little early and enjoy

the courtyard, the garden and the view

To make the social distancing work and ensure a smooth flow through the Museum, we reserve

the right to make occasional adjustments.

e Fairfax House in York outlines its safety information and one way system on its website.
e Bronté Parsonage Museum, Haworth clearly lays out on its website the use of timed slots and low capacity due
to the nature of the site in a historic building.

Tickets
Admission is currently by

pre-booked ticket only. T

aCtions > displayed in a nt



https://mcusercontent.com/fdfb8683fe90cd04d8d480e2c/files/0c80a946-31a6-4a5c-abbe-04e6154acf2c/Introduction_to_ticketing_for_museums_and_galleries_08.07.20.pdf
https://mcusercontent.com/fdfb8683fe90cd04d8d480e2c/files/0c80a946-31a6-4a5c-abbe-04e6154acf2c/Introduction_to_ticketing_for_museums_and_galleries_08.07.20.pdf
https://www.cookmuseumwhitby.co.uk/visiting-us/opening-times-and-admission
http://www.fairfaxhouse.co.uk/visit/visit-safely-with-us/
https://www.bronte.org.uk/visit-us/staying-safe

e This blog post from lanVisits shows a collection of social distancing signage from museums and galleries in the
UK.

One-way systems

Map out the selected one-way system through the museum/gallery to ensure social distancing by avoiding any
crossing over of the visitor flow. Take into consideration where the lifts/stairs/toilets are in the one-way
system. See the Isometric Toolkit for Museum Reopening for helpful infographics about logical visitor flows in
gallery spaces. Make sure to test the one-way system before reopening to ensure that it works.

Consider visitors with access issues. Does the route work for everyone? Will there be any access issues? Is their
enough space for wheelchair access with social distancing in mind? Refer to the EMBED toolkit for guidance on
how to make your reopening accessible. Other things to consider are whether the one-way signage is at an
accessible height, facilities are easily accessible on the route and visitors can rejoin the route from facilities,
are accessible toilets open, do the queuing areas allow enough space for social distancing for wheelchair

users.

Example: Hull Museums has a map of the Streetlife Museum which shows the new visitor one way system and
which areas are currently closed due to space and route.
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Copyright: Hull Museums


https://www.ianvisits.co.uk/blog/2020/08/07/social-distancing-signs-in-museums-and-galleries/
https://docs.google.com/spreadsheets/d/1PO6yrmoyfw7JZHUxsG16-oSJa03brhSM/edit#gid=282728427
https://www.hcandl.co.uk/museums-and-galleries/streetlife-museum/streetlife-museum

Tours

Tours could be an alternative offering for your visitors if your site is not suited to a COVID-19 secure self-led
visit because of access/visitor flow issues. These can offer a more controlled experience for both the visitors
and staff giving more confidence in the safety of the site. Providing tours should be considered and assessed
when creating a risk assessment for the site. Make sure to follow official government Covid-19 secure
guidelines if tours are currently allowed within the guidelines. Check the government website on a regular
basis to ensure you are following updated guidelines.

Remember that your number of visitors for a tour cannot exceed the maximum capacity for the smallest space
you will be in or pass through. Think about where your visitors will wait or meet for the tour, and make sure
you have included this in your walk round evaluation.

Examples of tours:

e Fairfax House, York have included a full page of terms and conditions specifically for their tour giving
lots of information about their Covid-19 secure measures and ‘Lady Anne’s House Rules’.
e York Castle Museum, part of York Museums Trust runs several tours of small capacity.

If the space isn’t suitable for tours, consider alternative methods of sharing content with your visitors, such as
virtual tours, audio guides, videos, online interactives, and teaching resources. Here are some examples:

e York Museums Trust YouTube channel
e Calderdale Museums Virtual Tour of Shibden Hall,
e Ripon Museums audio guides.

If you are considering creating digital content, Kids in Museums also provides some useful information in how
to achieve fun interactive activities for families. Leeds Museums & Galleries have created content online for
families to use, creating a virtual visit with a variety of content.

Staff roles

The role of your admission staff or greeter is very important as they are the face of the museum reopening. It
is important that the staff in this role feel confident with their own safety and procedures so that they can
make the visitor feel the same. Make sure that staff have been trained, feel comfortable and prepared for this
role upon reopening and provide the tools for them to do this well. (see below for crib sheet/training).

As this member of staff is the first that visitors interact with, they are responsible for making sure visitors
maintain social distance in the area and queue, are adhering to current rules of household bubbles/mixing and


https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19/heritage-locations
https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19/heritage-locations
http://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19/the-visitor-economy
http://www.fairfaxhouse.co.uk/tours-terms-and-conditions/
https://www.yorkcastlemuseum.org.uk/york-castle-museum-tours/
https://www.youtube.com/user/YorkMuseumsTrust
https://museums.calderdale.gov.uk/visit/shibden-hall/virtual-tour
https://riponmuseums.co.uk/plan_your_visit/audio_guides/
http://www.kidsinmuseums.org.uk/resources/how-to-hold-a-takeover-day-with-social-distancing/
http://museumsandgalleries.leeds.gov.uk/virtual-visit/

implementing NHS Test & Trace. Consider your admissions/foyer set up and the staff roles here, could you
benefit from a second member of staff here and is this possible? Provide perspex screens at admissions points
to protect staff and visitors. Provide staff with crib sheets and support.

Example: York Art Gallery Admissions Desk, York Museums Trust:

PPE

The law requires that face coverings must be worn by visitors inside museums and galleries unless medically
exempt or under 11 years old. Provide signage and verbal reminders for visitors that they need to wear one
and how to wear one (over the mouth and nose). More information on face covering guidelines here. Consider
providing disposable masks at your admissions desk for anyone without one or make face masks available to
purchase.

Please note that the guidelines have changed since museums reopened in summer 2020, and a face shield
alone is no longer accepted. Transparent face coverings may be worn by those who communicate through lip-
reading or facial expressions, but they are not recommended by the government.

Remember that not all exemptions are visible so be mindful of those who are exempt and make sure all
signage includes wording about exemptions. Some people who are exempt may wear sunflower lanyards or
carry exemption cards, examples of which can be found here. Please note it is not required for a person to


https://www.gov.uk/government/publications/face-coverings-when-to-wear-one-and-how-to-make-your-own/face-coverings-when-to-wear-one-and-how-to-make-your-own
https://www.gov.uk/government/publications/face-coverings-when-to-wear-one-and-how-to-make-your-own

prove their exemption or wear an exemption card. EMBED Guidelines outline considerations regarding
vulnerable visitors and face masks, see points SD07-10 on the ‘Service Delivery’ tab.

To make sure your signage is accessible, consider creating an easy read version. For example, see Learning
Disability England’s Covid 19 Easy Read Resources. Consider making multilingual signage and using images to
assist those whose first language may not be English.

It is also required by law for visitor facing staff to wear face coverings.

NHS Test & Trace

You must take part in NHS Test and Trace which requires you to keep the contact details of all visitors and
staff for 21 days and provide them to Public Health England if requested. Previously only one person’s details
per household/bubble were required, but as of 29t March 2021 this has changed to all individual’s details.

All museums must display a QR check -in poster for the NHS Covid 19 app. More info here about how to
collect data for Test and Trace and Public Health England’s Customer Logging Toolkit.

If you don’t have an online booking system that automatically takes people’s details think about other ways
you can do this. Maybe have a clipboard for the admission member of staff (if you have more than one,
consider a clipboard each to minimise cross-contamination) take the visitor’'s name and contact number. They
should be passed to the manager at the end of each day and kept in a safe, locked location to comply with
General Data Protection Regulations.

The Public Health England Customer Logging Toolkit outlines how to collect the data for Test & Trace and
comply with GDPR law. In summary:
e Only collect the data you need (name, contact details, day and time of visit)
e Tell customers why you are collecting the data (You could display a sign or if collecting online through
ticket booking be clear that the info will also be used for Test & Trace)
e Store the data safely (Store securely on a digital device or if on paper, keep them locked away)
e Don’t use it for other purposes (You cannot use the data for marketing or any other purpose as you do
not have consent to do so which would be against GDPR law.)
e Erase itin line with Government guidance (Do not keep the data for longer than the Government
advises. Delete the files completely from the recycle bin or if on paper shred the files)

For further advice on how to comply with GDPR law while collecting data for Test and Trace see the FAQs from
the Information Commissioners Office here.

See how Bronté Parsonage Museum has added information about the data collected when booking tickets:


https://docs.google.com/spreadsheets/d/1PO6yrmoyfw7JZHUxsG16-oSJa03brhSM/edit#gid=559178395
https://www.learningdisabilityengland.org.uk/easy-read-information/
https://www.learningdisabilityengland.org.uk/easy-read-information/
https://www.gov.uk/create-coronavirus-qr-poster
https://www.gov.uk/guidance/maintaining-records-of-staff-customers-and-visitors-to-support-nhs-test-and-trace
https://coronavirusresources.phe.gov.uk/Test-and-Trace/resources/customer-logging-toolkit/
https://ico.org.uk/global/data-protection-and-coronavirus-information-hub/coronavirus-recovery-data-protection-advice-for-organisations/maintaining-records-of-staff-customers-and-visitors-for-contact-tracing-purposes/
https://ico.org.uk/global/data-protection-and-coronavirus-information-hub/coronavirus-recovery-data-protection-advice-for-organisations/maintaining-records-of-staff-customers-and-visitors-for-contact-tracing-purposes/

rt the NHS Test and Trace service
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Accessibility and inclusivity

When assessing the reopening of your site, review accessibility in all areas and procedures that will have an
impact of the visitors. Make sure you provide clear and detailed information about the alterations that have
been made to the traditional ways of working.

Consider individuals who may be Clinically Vulnerable or Clinically Extremely Vulnerable to Covid-19.
However, remember that not all disabled people are medically vulnerable to Covid-19 and it is important that
the social model of disability still applies.

EMBED reopening recommendations looks at barriers that may face disabled visitors and offers potential
solutions. Read the Seven Inclusive Principles for Arts Cultural Organisations working safely through Covid-19.

Some questions to consider about accessibility:

e Isyour route accessible? Are the facilities accessible?

e If you are holding online events and content? Are these accessible? Take a look at Little Cog’s guide to
accessible meetings.

e Can you offer access timed slots for visitors with additional needs where the museum will be quieter
e.g Hull Museums. These can create a much safer and welcoming environment for many people that
may not be able to manage the normal business of your site.

e Could you create a pre-visit guide or social story, such as this one from the Hull Museums? Consider
creating one with instructions about how to book tickets too. You can create your own using the
resources from Creative Bridges. A good example of clear access information is the access information
page for Eureka!

e Can you offer a sensory guide? There are resources on how to create these in the Creative Bridges link
in the point above. Example: Look at Eureka’s Sensory Guide here

e Think about using face masks which have a transparent mouth section to aid visitors who may rely on
lip reading.



https://embed.org.uk/covid-19-reopening
https://usercontent.one/wp/www.weshallnotberemoved.com/wp-content/uploads/2020/09/Seven-Inclusive-Principles-for-Arts-Cultural-Organisations-working-safely-through-COVID-19-1.pdf
https://www.littlecog.co.uk/accessible-meetings.html
https://www.hcandl.co.uk/museums-and-galleries/ferens/ferens-art-gallery
https://www.hcandl.co.uk/sites/hcandl/files/media/Social%20Story%20Streetlife%20%20%282%29.pdf
https://www.hcandl.co.uk/sites/hcandl/files/media/Easy%20Read%20Guide%20To%20Booking%20Your%20Ticket.pdf
https://creative-bridges.teachable.com/p/how-to-make-your-museum-more-accessible-on-a-shoestring-budget
https://www.eureka.org.uk/plan-your-visit/access-information/
https://www.eureka.org.uk/plan-your-visit/access-information/
https://sensoryguide.eureka.org.uk/

Cleaning & Hygiene

Consider a deep clean of the building before reopening to the public. This would include cleaning all touchable
surfaces, admissions areas, staff areas, and toilets so that everything is clean and disinfected before you open
to the public. In your risk assessments of the building, you will need to consider increasing the cleaning of the
site, along with identifying high touch/use areas used by staff and the public; areas such as toilets, door
handles, handrails, and barriers. See Health and Safety Executive (HSE) advice on Cleaning the Workplace for
more details.

Galleries
Increase cleaning of the galleries on a regular basis throughout the day. When organising a deep clean of the
full site before reopening are you able to do a full viricidal misting for the site?

Moreover, make sure to consider the care of the collections and consult specialist advice for cleaning historical
surfaces or materials, see Historic England guidance here. Risk assessments about the collections and the
process of care should be completed in collaboration with Curators and specialists. Can a checklist be made to
monitor this? Can a crib sheet be made for staff regarding dos and don’ts for the care of the collections?

See this resource for collections care considerations for reopening from the Museum of London

Think about the furniture in these spaces. Do the chairs and benches comply with social distancing? Could you
add stickers to remind people not sit next to each other? Think about removing soft furnishing chairs and sofas
for hard surfaces that can be cleaned more easily.

Toilets

Increase the cleaning of toilets used by staff and visitors, and keep these separate where it is possible. Ensure to provide
soap, hand sanitiser and paper towels in all toilets. Also consider providing signage on correct hand wash techniques. For
more information listen to “Planning to Reopen? Don’t forget the toilets” Webinar, it is a great resource of information
about safe reopening, case studies, signage, cleaning. For more examples see @MuseumToilets Twitter account.

Think about introducing a cleaning checklist that can be filled in by cleaners each time they have been cleaned and are
visible to the public, for example, on the back on the doors or corridor area. It is encouraging for visitors to see how
often areas such as these are cleaned.

Think about introducing a one-in-one-out policy to minimise the number of people in the toilets. If there is a corridor to
enter the toilets put signage outside to encourage people to walk one at a time to minimise cross over.

If your toilet set up has changed, include this information on your website or if making a reopening video include them
in this. Make sure that facilities are clearly accessible on the one-way system and that visitors can easily resume their

visit on the route.

Example of signage:


https://www.hse.gov.uk/coronavirus/cleaning/cleaning-workplace.htm
http://www.collectionstrust.org.uk/collections-in-lockdown/
https://historicengland.org.uk/coronavirus/historic-places/cleaning-disinfecting-historic-surfaces/
https://www.museumdevelopmentyorkshire.org.uk/wp-content/uploads/2021/03/powerpoint-final.pdf
https://www.leedsth.nhs.uk/assets/df668c1d8c/2020.05.19_Handwashing_A4_Portrait_HRes.pdf
https://www.youtube.com/watch?reload=9&v=zqyufcsJhyk
https://twitter.com/museumtoilets?lang=en

One person

only
permitted to
use toilets
at a time

BROOKLANDS

Copyright: Brooklands Museum
Image: @MuseumToilets Twitter

Hand sanitiser

Hand sanitiser points should be located around the building to be used by visitors and staff with signage to
encourage this. Consider the use of automatic hand sanitiser points if possible, as these require less contact. If
this is not possible you could use a table with a hand sanitiser pump dispenser and appropriate signage.
Ensure that all hand sanitiser stations are accessible to everyone, including wheelchair users and children.

Image: York Art Gallery, York Museums Trust

Interactives

Any interactives the museum may have in the galleries that have a risk of transmission will need to have a risk
assessment with appropriate control measures in place. Additional cleaning, limited use or the removal of
interactive displays or handling objects will need to be considered.



Space for Learning provides guidance in how to risk assess objects and interactives. To help make these
decisions you first need to consider:

e Which objects, materials and surfaces are regularly handled or breathed on by staff or members of the
public

e What are they made from, and how long does the virus survive on those materials?

e In what environmental conditions does the handling happen?

You can find more guidance here from Space for Learning. Space for Learning also provide guidance for the
use of interactives in public areas and the use of self directed art materials for families.

Think about how small changes you could make. Could any interactive videos be played on loop instead of
being touch activated? Can any hands-on objects be cleaned after each touch? Read through the Natural
History Museums ‘Approaches to Hands On Interactives During Covid 19’

If interactives are removed, can you provide an alternative that does not require any contact with objects?
Read Kids In Museums’ “Playful Museums Case Studies” on their resources page for ideas and evaluations of
socially distant play interactions in museums. For example, can you encourage a hashtag trend and encourage
your visitor to take fun photos and share their experience? Can you provide online content such as audio
guides or a trail that visitors can use on their phones during their visit?

Examples:
e York Museums Trust have removed all drawing materials and touchable objects from York Art Gallery.
They have created a kid's activity backpack for sale in the shop which has an option to pay it forward
for another family.

Suily York Act Gatlery
S CALUNG ALL FAMILIES!

When you vist, make sure 10 pick up a0 activity bag! They are [7.50 each

ted activity Quide and &

Image: York Museums Trust, via York Art Gallery Twitter.

e Sewerby Hall and Gardens, part of East Riding Museums, have these Under 5s explorer kits available
for families to check out during their visit that are still available in a covid secure manner and are
guarantined for 72 hours between uses.


http://www.spaceforlearning.org.uk/covid-guidance/
https://spaceforlearning.org.uk/covid-guidance/delivering-activities/use-of-interactive-elements-within-open-access-public-areas/
https://spaceforlearning.org.uk/covid-guidance/delivering-activities/use-of-interactive-elements-within-open-access-public-areas/
https://spaceforlearning.org.uk/covid-guidance/delivering-activities/use-of-self-directed-art-materials-e-g-family-learning-trails-and-backpacks/
https://www.nhm.ac.uk/content/dam/nhmwww/about-us/visitor-research/interactive-approaches.pdf
https://www.nhm.ac.uk/content/dam/nhmwww/about-us/visitor-research/interactive-approaches.pdf
https://kidsinmuseums.org.uk/resources/

Copyright: erby Hall and Gardens, part of East Riding Museums.

e Royal Cornwall Museum created a Mask Trail asking people to find other masks around the museum,

making it a fun activity.



Copyright: Royal Institution of Cornwall, Royal Cornwall Museum.

e Leeds City Museum has removed many of their interactives but state that they are adapting them to be
COVID-19 secure and have provided alternative interactives.

Interactives

We are in the process of adopting mony of cur interactives 5o please bear with us

our drossing up areas o

n Toddler Town. Thi ure thot the Museum remainag &
evorgone 1o enjoy. We will odvise when these odditional focilities will be back up and

running

We have introduced on Fspy gome arcund the Museum for visitors to spot minibeasts

in differe

preos os you mplore. We o e a range of minibeast inspired activities

available on our Facebook poge 4 for you to toke part in ot home

Alternative interactives have been achieved through the collaborative site; Virtual visit - Leeds
Museums & Galleries, this website involves many of Leeds museums and galleries, providing online
interactives in various subjects.

Admissions and Retail

Tills, card machines and other touch points should be cleaned on a regular basis. Each staff member should
use viricidal wipes or spray to clean down these areas at the beginning and end of each shift, alongside using
hand sanitiser regularly.

Stock/items in retail areas which have been handled should be quarantined for 72 hours in a container or
separate room, with deliveries and returns or cleaned immediately. (This method can also be applied to lost
property). Tip: Use plastic boxes or resealable bags that you can contain touched items in. Label them with the
day and time and repeat this in a logbook if it is lost property. This allows you to know when it can be brought
back out onto display/ unquarantined. Provide signage in the shop that encourage visitors to only touch items


https://museumsandgalleries.leeds.gov.uk/virtual-visit/
https://museumsandgalleries.leeds.gov.uk/virtual-visit/

with the intention to buy, this will limit contact with items. See gov.uk advice 5.4 Handling Goods,
merchandise and other materials

Cashless payments should be encouraged to reduce transmission. This can be achieved by setting up
contactless payment at the admissions desk and contactless donation stations around the museum/gallery.

Here are some examples of contactless donation stations from Nidderdale Museum:

Copyright: Nidderdale Museum.

Staff Areas

Ensure staff are provided with all the relevant and updated information regarding hygiene and cleaning shared
areas at work. Provide viricidal spray or wipes for use by staff/volunteers for working spaces, staffroom areas,
computers and radios. Encourage your team to clean items before and after use. You should also work out the
safe capacity for staff areas and break areas and look at staggering staff breaks and lunches so there isn’t an
overlap of too many staff. See HSE Guidance on social distancing in the workplace

For staff break areas HSE recommends implementing a maximum capacity, ensuring good hand washing,
making sure all staff are aware of the new measures, using additional rooms and spaces as staff areas to
spread people out and ensure social distancing.


https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19/heritage-locations#heritage-5-4
https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19/heritage-locations#heritage-5-4
https://www.hse.gov.uk/coronavirus/social-distancing/common-areas.htm

For staff work areas HSE recommends reviewing office layouts and moving furniture to ensure social
distancing, floor markings, discouraging hot desking/sharing of workspaces, and implementing a capacity for
these spaces.

Ventilation

Good ventilation mitigates the risk of transmission so consider the ventilation of the site and how airflows can
be improved. The HSE has provided guidance on Air conditioning and Ventilation during the coronavirus
outbreak. Space for Learning provides additional guidance in adapting your buildings and learning spaces, you
can find this information here. Some options to consider are keeping the front doors and windows in foyer
areas open.

Remember to consider how any new measures may affect the care of collections. Consider the effects of a
change of ventilation on the temperature and relative humidity of the site as this has implications for the care
of the collections both in terms of keeping doors open and air conditioning systems. Seek specialist advice
before changing parameters for temperature and relative humidity of air flow /conditioning units.

Also consider how this may affect the fire safety and/or security of the building.


https://www.hse.gov.uk/coronavirus/equipment-and-machinery/air-conditioning-and-ventilation.htm
https://www.hse.gov.uk/coronavirus/equipment-and-machinery/air-conditioning-and-ventilation.htm
http://www.spaceforlearning.org.uk/covid-guidance/

Changes to operational procedures

Security

The security of the building for staff and visitors is very important. When creating your risk assessments,
adjustments may need to be made when reviewing procedures with considerations to Covid-19 guidelines.
The Collections Trust have created a Security Audit and Checklist for museums here.

For example, that your Bomb Threat and marauding attack evacuation plans are up to date with which areas
of your site are open and exits available. For more information and training visit the National Counter
Terrorism Security Office.

Fire evacuation procedures

These will need adjusting to account for your new visitor journey, one way system or tours including evac chair
locations on route. The London Fire Brigade have created a checklist of considerations when updating your
procedure. Further FAQs about the effect of Covid 19 on your fire safety can be found here from the National
Fire Chiefs Council

First aid

For any staff who are first aid trained there are different guidelines for administering during the pandemic. See HSE
guidance on First Aid during the Covid 19 pandemic in non-healthcare settings

Difficult customers/situations

Staff and volunteers will need to have retraining in how to handle difficult situations alongside Covid-19 guidelines.
Ensure staff are knowledgeable in how to approach and deal with different types of situations, making sure that your
team feel supported. Try to work scenarios into your reopening induction and training.

For example: A visitor who refuses to wear their mask or refuses to wear it correctly over their mouth and nose.

e Check with colleagues to see if the visitor could be mask exempt.
e Approach the visitor at a safe distance
e Remind them that the mask needs to be worn indoors/worn over both their mouth and nose. Always be polite!


https://collectionstrust.org.uk/resource/the-security-audit/
https://www.gov.uk/government/organisations/national-counter-terrorism-security-office
https://www.gov.uk/government/organisations/national-counter-terrorism-security-office
https://www.london-fire.gov.uk/safety/the-workplace/coronavirus-back-to-business/business-emergency-evacuation-plan-coronavirus/
https://www.nationalfirechiefs.org.uk/write/MediaUploads/COVID-19/Protection%20documents/NFCC_Protection_-_COVID-19_Protection_Advice_to_Businesses_-_9_April_-_FINAL.pdf
https://www.nationalfirechiefs.org.uk/write/MediaUploads/COVID-19/Protection%20documents/NFCC_Protection_-_COVID-19_Protection_Advice_to_Businesses_-_9_April_-_FINAL.pdf
https://www.nationalfirechiefs.org.uk/write/MediaUploads/COVID-19/Protection%20documents/NFCC_Protection_-_COVID-19_Protection_Advice_to_Businesses_-_9_April_-_FINAL.pdf
https://www.nationalfirechiefs.org.uk/write/MediaUploads/COVID-19/Protection%20documents/NFCC_Protection_-_COVID-19_Protection_Advice_to_Businesses_-_9_April_-_FINAL.pdf
https://www.hse.gov.uk/coronavirus/first-aid-and-medicals/first-aid-certificate-coronavirus.htm#non-healthcare
https://www.hse.gov.uk/coronavirus/first-aid-and-medicals/first-aid-certificate-coronavirus.htm#non-healthcare
https://www.hse.gov.uk/coronavirus/first-aid-and-medicals/first-aid-certificate-coronavirus.htm#non-healthcare
https://www.hse.gov.uk/coronavirus/first-aid-and-medicals/first-aid-certificate-coronavirus.htm#non-healthcare

o [fyou feelit is necessary and appropriate you can remind them that this is now a legal requirement.
e If you have had to ask the visitor more than a few times, radio for your manager to speak to the visitor/ask them
to leave.

Many museums now have a statement on their websites that state that visitors could be asked to leave if they don’t
comply with face covering regulations. Consider applying a policy of asking a certain number of times (two or three),
then asking for a manager to ask them to leave. You have a duty of care to both your staff and volunteers and therefore
must act in their best interests to provide a safe environment. This is for the safety of staff and other visitors
(particularly those who are mask exempt or vulnerable).

You may face many other difficult questions and situations but always remember that safety comes first. Use the normal
reporting and safety procedures and always be aware of your own safety and stay at a safe distance. Don’t be afraid to
say to a visitor that you are moving back to maintain proper social distancing. Think about creating a FAQ type sheet for
potential difficult visitor questions such as refunds, latecomers, closure of parts of the site, pricing, COVID-19
regulations, test & trace data collection.

Safeguarding

“Creating a safe and welcoming environment, where everyone is respected and valued, is at the heart
of safeguarding. It's about making sure your organisation is run in a way that actively prevents harm,
harassment, bullying, abuse and neglect. It’s also about being ready to respond safely and well if there
is a problem. Everyone in the organisation has a role to play in safeguarding. It should become part of
your day-to-day activities.” - NVCO

For more information on safeguarding, training and tools to use follow the NVCO website for more guidance.
Make sure staff have up to date safeguarding training for children and vulnerable adults and are aware of the
safeguarding reporting procedure for your organisation. Consider adding some scenarios to a reopening
induction pack or FAQs such as dealing with a lost child.

If you are moving some of your workshops online and hosting events which may include children or vulnerable
adults make sure that you are still following your codes of conduct and safeguarding training. There are many
resources online to assist with this including the Culture Health and Wellbeing Alliance have created a
document of guidance for working online and online safeguarding.



http://www.knowhow.ncvo.org.uk/safeguarding
https://www.culturehealthandwellbeing.org.uk/sites/default/files/Guide%20to%20working%20online%20FINAL.pdf
https://www.culturehealthandwellbeing.org.uk/sites/default/files/Guide%20to%20working%20online%20FINAL.pdf

Taking Care of your Volunteers and Staff

Health & Safety

You have a duty of care to your staff and volunteers. It is important to consider the health and safety of your
team. To ensure this, you must have updated policies, procedures and information covering all aspects related
to Covid-19 guidelines. There are resources to help you assess your volunteers activities and how to support
them including: South West Museum Development’s Guidelines for safe volunteering during the Covid-19
Pandemic (which includes a flowchart to assess which volunteering activities could continue to take place
within a lockdown), and

Enabling safe and effective volunteering during coronavirus (COVID-19) - GOV.UK (www.gov.uk)

Assess the risks around volunteering roles and activities, considering:

the physical environment in which the volunteering activity takes place

the role’s activities and tasks

the individual needs of the person undertaking the role

Are any members of staff vulnerable? Here is the NHS definitions of Clinically Vulnerable and Clinically
Extremely Vulnerable.

Do any members of staff live with someone vulnerable?

Do any members of staff have issues with accessibility?

Make sure to consult volunteers/staff and take on board concerns about reopening and discuss
potential ways to reopen and accommodate their needs in the work environment. Communication is
key with your team, provide support by looking out for their well-being, check in with them on a
regular basis. AIM Guidelines suggest asking staff how they would like to be supported as part of the
initial communication.

The following resources are available to help you:

Pages 12-13 of the NMDC reopening guidelines offer guidance on how to support staff who are
vulnerable.

SE Museum Development Program’s Returning to Volunteering Resource can help support those
helping volunteers to return to work.

See South East Museums Development Programmes Reopening Museums Toolkit in the ‘Staffing’
Section for further and guidance about staffing and questions to think through.

The Heritage Volunteering Group wrote an open letter statement to managers of organisations that
involve and deploy volunteers. It focuses on good volunteer management post Covid-19 and offers



https://southwestmuseums.org.uk/wp-content/uploads/2020/04/COVID-19-Volunteering-Guidelines-for-Safe-Volunteering-during-the-COVID-19-Pandemic-UPDATED-2021.pdf
https://southwestmuseums.org.uk/wp-content/uploads/2020/04/COVID-19-Volunteering-Guidelines-for-Safe-Volunteering-during-the-COVID-19-Pandemic-UPDATED-2021.pdf
https://www.gov.uk/guidance/enabling-safe-and-effective-volunteering-during-coronavirus-covid-19#cd
https://www.gov.uk/guidance/enabling-safe-and-effective-volunteering-during-coronavirus-covid-19#cd
https://www.gov.uk/guidance/enabling-safe-and-effective-volunteering-during-coronavirus-covid-19#cd
https://www.nhs.uk/conditions/coronavirus-covid-19/people-at-higher-risk/whos-at-higher-risk-from-coronavirus/
https://www.nhs.uk/conditions/coronavirus-covid-19/people-at-higher-risk/whos-at-higher-risk-from-coronavirus/
https://www.aim-museums.co.uk/reopening-checklist-wellbeing/
https://www.nationalmuseums.org.uk/media/museum_guidance/museums_guidance_v_2.1_4th_jan_2021.pdf
https://southeastmuseums.org/resource-library/returning-to-volunteering-resources-and-video-28th-august-2020/
https://southeastmuseums.org/wp-content/uploads/2020/05/FINAL_SEMDPs-Reopening-Museums-Toolkit-May-2020-V24.pdf
http://heritagevolunteeringgroup.org.uk/wp-content/uploads/2021/03/UK-C19-volunteering-statement-March21.pdf
http://heritagevolunteeringgroup.org.uk/wp-content/uploads/2021/03/UK-C19-volunteering-statement-March21.pdf

points for consideration. They have resources to support the redeployment of volunteers, support for
returning to work and tips on training.

e MIND, who have created a Wellness Action Plans that you can put into place for working on site or at
home.

e The Museums Assocation also has a Wellbeing Hub.

e Action for Happiness is a movement focusing on happiness and wellbeing for yourself and others.

e The NHS has a ‘Every Mind Matters’ campaign to support individuals mental health, the page includes
advice, a mind plan and access to help and support.

Travel

Staff/Volunteers should be encouraged to walk/cycle to their place of work where possible. If they can only use public
transport or drive to their place of work, accommodate for them where possible by encouraging to travel at off-peak
times, plan their journeys, make changes where possible (use a quieter station/stop, get off a few stops earlier to avoid
busier areas) and to keep to the guidelines when using public transport.

You can find up to date information and guidance here.

Preparing staff to reopen

Have one to one meetings with returning staff/volunteers as well as training sessions before reopening.
Provide staff with all the relevant and up to date information, ensuring a safe return to work. You may want to
consider:

e How are staff going to interact with one and other?
e Can you create working bubbles/buddy systems to minimise interaction?
e Have you considered break/staff rooms, locker areas too?

Below is an example of a checklist that could be used to note what training you are planning and which
members from the team have received this training prior to reopening.

[Return to work training] [Date | [Name | [Name | [Name

] ] ] ]

Induction/Covid-19 Guidance
Admissions/Tickets/Bookings

Daily Procedures/Gallery/Collection
Security/Fire Evac

First Aid

Visitor Experience/FAQ’s/Complaint
Handling

Ensure staff/volunteers are provided with suitable PPE. Make sure your team are aware of any updated
guidelines.


http://heritagevolunteeringgroup.org.uk/covid-19/
https://www.mind.org.uk/workplace/mental-health-at-work/taking-care-of-your-staff/employer-resources/wellness-action-plan-download/
https://www.nhs.uk/oneyou/every-mind-matters/
http://www.gov.uk/guidance/coronavirus-covid-19-safer-travel-guidance-for-passengers

The government offers workplace Coronavirus testing through asymptomatic lateral flow tests. Workplaces
can set up their own testing or make use of local testing sites.

Below is an example of what you may need. Create a checklist to manage what PPE you need and who on your
team has received PPE. You can find updated information here. Make sure to train staff in how to safely put
on and remove a face covering.

[PPE] [Date] | [Name] | [Name] | [Name]

Face mask/shield

(Staff are required to wear a face mask or a face
mask & face shield combined within the
workplace)

Check updated guidelines.

Hand Sanitiser

(Provide individual bottles where possible as well
as other locations e.g. Admissions)

Gloves

(Provide gloves where necessary)

Additional equipment: pens, notebooks,
stylus.

(Provide staff with personal equipment that will
not be shared with others. Also consider how
these may be stored eg plastic bag, locker, work
bag)

Create a Visitor Experience reopening induction sheet which outlines all the new information and day to day
procedures. (See Appendices)


https://www.gov.uk/government/publications/coronavirus-covid-19-testing-guidance-for-employers/coronavirus-covid-19-testing-guidance-for-employers-and-third-party-healthcare-providers
http://www.gov.uk/government/publications/face-coverings-when-to-wear-one-and-how-to-make-your-own/

Visitor Experience

Supporting your visitors pre-visit

Visitors want to know what safety measures you have in place before they visit and be able to see them during
their visit. A way of doing this would be to provide FAQs on your website/social media. Take a look at this
example: Eureka!’s Reopening FAQS. By providing FAQs, visitors can be informed about areas such as
bookings, times, access, new procedures and safety measures all in preparation to planning their visit.

You could also use your social media/websites/newsletters to keep visitors up to date with what
changes/procedures are happening to ensure their safety and wellbeing. You could make a reopening info
video like Museums Northumberland or York Art Gallery, York Museums Trust. Keep these communications
positive, focusing on the new experience and what is open and available rather than the things that may be
closed.

A good example of this is Hull Museums' visitor information provided for the Ferens Art Gallery.

Hull Museums supplies clear concise information on their website about how to book, what measures they are
taking and what to expect when you arrive. This also includes a map of their new one-way system, showing
which areas are open and where facilities are.

During your visit I ONE-WAY MUSEUM ROUTE
> We are operating a one way system and request that you follow any signage that has been placed around FERENS ART GALLERY
the site. T B B

> Please ensure you follow social distancing rules during your visit
> Plea the ha: itiser which is located at the entrance and at regular interv throughout the gallery
If you are unable to use our hand sanitiser please ensure you bring your own and show our Front of House
staff on arriva I\I . No x s
> Please limit the items you bring and keep your belongings with you at all times =
> Unfortunately we've not been able to open all the areas of the For example, first floor areas at all |7
ately F a W Ly Free
sites are currently closed to the public. We apologise for any disappointment this may cause but you will 218
appreciate that we must put the safety of our visitors and staff first t(
> For more information about the new visit experience please download our visitor information maps p iR
GALLERY IS CLOSED

Supporting visitors during their visit

Provide a supportive environment which has been adapted for the visitor's safety and experience in mind. Assess the
usual meet & greet routine and make adjustments where required. Provide assistance to the visitor before they walk
through the door.

Consider providing a crib sheet for staff/volunteers as a tool, especially with changes in information and routine.
Creating a crib sheet, mainly for use for admissions staff/volunteers to confidently get across all the safety information
in a friendly and positive manner.

Here is an example:


https://www.eureka.org.uk/re-opening-faqs/
https://vimeo.com/453686104
https://vimeo.com/439265313
https://www.hcandl.co.uk/museums-and-galleries/ferens/ferens-art-gallery
http://www.gov.uk/guidance/full-list-of-local-restriction-tiers-by-area

Action:

Example:

Greet the visitor at a safe distance.

“Hello, Welcome.”

Ask if they have visited before — explain the new
experience they will be getting from their visit.
(keep it positive)

“Have you visited us before? Your visit today will be
a little different, but not to worry | will provide you
with all of the information you may need.”

Explain the new system for booking/checking in.
(Complete the process or complete a manual
booking if they have not booked and there are
spaces available.)

“Have you already booked your ticket? If not, let's
see what we can do for you today. We will need to
take some details from you for Test & Trace.”

Give a friendly reminder about face masks, social
distancing, hand sanitizer and the NHS Covid-19
app.

(Acknowledge if there is an exemption.)

“Please ensure to keep face masks/shields on at all
time.”

“Follow the one-way system keeping social
distancing in place, one metre or more where you
can is great! There are also hand sanitiser stations
located throughout the gallery if you may need
them. If | could encourage to use the NHS Covid-19
app to check in today before you start your visit.”

Explain the one-way system.
(Alter information for a tour)

“There is a one-way system throughout the gallery,
there will be signs to direct you. Don’t worry you
won’t get lost!”

Let the visitor know where the toilets, shop and
café are located. (Advise if located on one-way
system)

“As you follow the one-way system, the toilets, café
and shop are located [here].”

Let them know you are there to help.
(Remember to have fun! Use some humour, keep
the information positive.)

“If you have any questions about your visit today
please feel free to ask any members of our team.
Now that we have all of that covered let's get to

the good part! Enjoy your visit!”

Encourage feedback from the visitor.

“If you have any feedback for us from your visit
today please let us know in person or in one of our
post-visit surveys if you have the time. We would
really appreciate it. Thank you.”

Consider that your visitors may be anxious about their visit. Help by providing a safe environment for your visitors and
for your team. To help you with this, Kids in Museums have provided some useful information. Make sure to be
welcoming, make it easy and comfortable, remember that all families come in all shapes and sizes, be accessible to all,

communicate well and work together.

Supporting your visitors post-visit

Consider offering visitors chance to give feedback with a post-visit survey. This is a great opportunity to learn if the
measures you have put in place make people feel safe and how they found the experience. Indigo Ltd have created pre-
and post-visit surveys for cultural venues which can be signed up for.


http://www.kidsinmuseums.org.uk/resources/how-to-use-the-kids-in-museums-manifesto-to-plan-for-reopening/
https://www.indigo-ltd.com/culture-restart-toolkit/take-part

You must ask consent to contact visitors so think about how this can be done. If your ticketing system is online, create a
tick box asking for permission to email a post-visit survey. If your admissions are manual sales think about asking visitors
to leave an email address so that you can send out a survey. Create a physical form that a member of staff can fill out on
behalf of the visitor as they exit.

Collecting feedback from your visitors and using this information to work on your procedures and visitor experience is
very beneficial to your museum/gallery. You can use Audience Finder to help understand your audience and gain
feedback.

When creating your surveys for your visitors, consider which areas you want to focus on. Areas to include:

e About the visitor (remember to only collect the data that you need)
e Safety & Access

e  Pricing/Booking system

e Digital interaction/Social Media/Website

e One-way system/Facilities

e Experience/Tour/Collection

Once you have your feedback, what will you do with it? Consider how to use this feedback to improve your procedures
and visitor experience.

Remember that you will need to comply with GDPR laws as outlined above.


https://audiencefinder.org/
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