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This version of The EMBARC Toolkit represents the product submitted as part of a Master’s Thesis
Project on June 11th, 2021. However, this toolkit was intended to be a living document to reflect the
nature of anti-racism work. We encourage you to view the living Toolkit, instead, which may have been

edited outside of the bounds of our thesis work.

To view the living version of this work, click here.
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Accessibility & Use

This toolkit is currently available in one format with three others in production. This version is a visual
format. It is a Google Doc written in black Arial font ranging in size from 14 to 18. It contains tables,
images, and the use of color to visually define certain sections or highlight certain information. Colors
were selected with contrast and other accessibility considerations in mind. All tables are prefaced with a
brief description and all images have alt-text and captions. Bullet points, numerical lists, and boldface
are used throughout. This document is in landscape format to accommodate tables, images, and other

visual elements.

Other formats to come will include a format in a dyslexia-friendly font, a plaintext format, an audio format,
and a PDF or read-only word document. To learn more or to request a specific format, email

embarcproject@agmail.com.

Navigation tools include the interactive Table of Contents on page 5. The “document outline” can be

accessed by clicking on the small grey icon located to the left of this document under the toolbar.

A note on citations: We offer citations at the beginning of each section as a series of superscript
numbers which correspond to the annotated bibliography at the end of that chapter. These citations
support claims made throughout the chapter, but are offered at the beginning to facilitate legibility. They

are listed numerically, rather than alphabetically, to reflect the order in which they appear.
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Authorship

This toolkit is built upon centuries of thought, labor, and scholarship from Black, Indigenous,
Latinx, Asian American, Native Hawaiian, Pacific Islander, and additional People of Color. While
this specific structure is original, the concepts, tools, and resources herein are not. We stand on the
shoulders of giants. To learn more, check our annotated bibliographies at the end of each chapter and

our complete bibliography (pg. 248) at the very end of this document.

On this foundation and with the help of so much generous community, this toolkit was assembled by Kat
Pesigan, Em Hall, and Kenneth Doutt. Below are our positionality statements and a discussion of
our group processes and dynamics. We include this information to identify who we are and how we
navigate this world, including how we have engaged with this project. While there are so many ways that
our frameworks are shaped by the environments we are in, we have individually chosen to share the
aspects of our identities we believe have most directly affected our involvement in this project. One
aspect of positionality which we all share is our status as students in the Master’s of Arts in Museology

at the University of Washington. This experience has been largely shaped by the COVID-19 pandemic.

Kat Pesigan: | am a mixed Filipino and white individual who also navigates the world as a
non-binary, queer, neurodivergent individual. | speak English and am currently learning Tagalog as
internal healing and growing closer to my culture. | believe that my mixed identity has been the

most influential towards my engagement with this project. | grew up in a colonized and white
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supremacist world view due to structural racism and how society views me, but am continuously
decolonizing and connecting with my culture as internal healing. This has influenced me to
become involved in DEAI initiatives while completing my master’s. | have mainly worked in

museum education as a facilitator.

Em Hall: | am a 26 year old white, cis, disabled lesbian woman with neurodivergent frameworks. |
believe that my whiteness has been the most impactful aspect of my engagement with this project,

as it most directly impacts my relationship with racism as an agent of white supremacy culture.

Further, this aspect of how | navigate the world is always fully visible; there is no interaction | have
that is not shaped by my whiteness. | am not able to perceive the full extent of this impact. My
identities as a disabled woman and a lesbian woman fluctuate in visibility, which can result in
perception-contingent access to spaces of privilege, although my physical abilities are not changed
by how they are perceived. | have held formal positions of social power in my life as an educator,

although never the institutional power of a leader in museum spaces.

Kenneth Doutt: | am a 31 year old, white, cis, man. | speak English fluently and grew up in a
financially stable household in Massachusetts that has allowed me to pursue academia. |

contribute to this project recognizing these agent identities that uphold white supremacy culture

and my role in working with people who share these positionalities to learn and take action in
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support of dismantling this structure. My past work in museums has focused on education in visitor

services and community outreach in rural spaces on the West Coast.

The development of the project and creation of this toolkit has spanned 14 months at the time of first
publication in June, 2021. In this time, each of us has held different roles and priorities, although every
aspect of this document has been influenced by collective efforts and reflection. Kat’s major emphasis
has been on the process of evaluation. Em’s major emphasis has been on the process of writing. Ken'’s
major emphasis has been on the process of research. Each of us has been heavily involved in the work
of community communications, group facilitation, and editing, editing, editing. We have relied on and
supported each other across hundreds of hours of conversation, encouragement, pushback, and

silliness. This document is truly a reflection of our collective efforts.
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1.0 Framing the toolkit

The following chapter is very text heavy compared to other chapters. It is approximately 12 pages of
narrative describing the various thoughts and processes that have guided the development of this toolkit.
We open with this chapter for the sake of transparency and the development of common ground. This

chapter spans pages 13 to 30.

Sections in this chapter:

e 1.1 What s this toolkit?

e 1.2 Lanquage & Core Definitions

e 1.3 Our Processes

o 1.3.1 Front-end evaluation
o 1.3.2 Advisory board and student focus group

e 1.4 Whiteness and anti-racism work

Please note: This toolkit does not need to be read in a linear or book-style way! Pull it apart, find what’s
relevant to you, chunk it up. Read one section of one chapter or read all 270 pages. This is a tool for

practical use -- make it work for you.
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1.1 What is This Toolkit?

This toolkit offers practical tools to emerging museum practitioners who want to take action toward
anti-racism, but are uncertain about how to begin the work, with or without the support of their institution.
This toolkit is not a resource for learning about anti-racism, but rather for translating the learning you

are already doing into concrete action in the workplace.

This toolkit may be for you if:
e You are white or otherwise identify as benefiting from and/or perpetuating white supremacy

culture in certain contexts (see: coercively privileged [pg. 15]).

e You are already engaged in learning about anti-racism work and are looking for action steps.

e You are entering the museum field or currently work in entry- or mid-level positions therein.

Before we go any further, it is important to note that this toolkit is not, itself, anti-racist. This resource was
written to be applicable in museums and related institutions as they currently stand. It is designed to
help you navigate and push on institutional structures while recognizing that your livelinood likely
depends on keeping your job, meaning that it accommodates the oppressive structures of hierarchy,
bureaucracy, and capitalism. To rephrase: The strategies offered in this toolkit are not effective
vehicles to anti-racism on their own. This is because we are targeting symptoms of white supremacy

culture -- not root causes. See the section 7.4 Personal Actions (pg. 195) for suggestions on how to take

more meaningful action toward anti-racism.
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1.2 Language & Core Definitions

Language use is a critical component of this toolkit. Below are some of the core terms which make up
the frameworks of this resource. We offer these definitions here because language, particularly in justice
and power work, is rife with nuance. We want you to know exactly what we mean when we use a
specific term -- and we also want to emphasize that most of these terms have wide ranging definitions,
explorations, and critiques across sources. We are not putting forward any one definition as correct, only

offering context for this specific document. You can view other definitions in our Glossary (pg. 236).

Anti-Racism: Anti-Racism [is]... directly addressing power and gatekeeping practices of an
organization. Also referred to as racial equity and anti-oppression, anti-racism seeks to analyze
structural and root causes of inequities from a systems perspective. In addition to interrogating
power, anti-racism centers communities most impacted by historical oppression through an
intersectional analysis — the recognition that people who face oppression from multiple
marginalities likely face additional and compounding harms institutionally, geographically,
physically, and mentally.?

Reminder: This is the definition of what this toolkit is working toward. Not what this toolkit is.

Coercively Privileged: We use this term to reflect the nuances of identity and social perception in
discussions of privilege and power. In the context of anti-racism and race-based privilege, this

concept does not apply to white people. This term addresses the reality that people who are
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perceived as more proximate to whiteness may have the false, externally-generated identity of
whiteness forced upon them. This can result in perception-contingent access to components of
white privilege while also manifesting a unique set of microaggressions/racist abuses. This
concept is separate from that of white privilege, as it is the result of white supremacy co-opting
personal identity. This concept may be relevant in the lives of people who identify as mixed race or
light skinned, and might be considered alongside concepts like colorism and the “model minority”
myth. There is likely a similar phrase already in existence -- we just didn'’t find it by the time this

document became public.

A critical note on this term: throughout this toolkit, we address our audience as “white people
and coercively privileged people.” This is an incomplete shorthand. White people are always the
audience, but whether a section/concept/call to action is relevant in the life of a coercively
privileged person depends entirely on their own lived experiences and identities as an individual.
Where we use the shorthand “coercively privileged people” to describe our audience, the full
sentiment is this: “any coercively privileged person... who identifies with holding power in the
specific way being described in a specific section, and who identifies with a responsibility to
respond in kind.” The intersectional nature of a coercively privileged identity means widely varied
and often inconsistent experiences across people and spaces, and we want to honor this. While a
toolkit for coercively privileged people would likely look very different from this one, we are

choosing to define our audience in this way to reflect the ways that white supremacy culture
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concentrates power on the basis of visible traits, without homogenizing the identities of people who

might identify with the concepts or responsibilities discussed here.

Microaggression versus Racist Abuse: These terms carry the same or similar definitions, but may
have different connotations with different audiences. We choose to use the term “racial/racist abuse”
throughout this text to reflect our own understandings of how such harms function — particularly in
institutions like museums, which are often grounded in, and thus heavily invested in protecting,

whiteness.

Definition of Microaggression: “Brief and commonplace daily verbal, behavioral and
environmental indignities, whether intentional or unintentional, that communicate hostile,
derogatory, or negative racial slights and insults to the target person or group”

Source: Racial Microaggressions in Everyday Life2

Reframing as Racial Abuse: “| do not use ‘microaggression’ anymore... | detest its component
parts—'micro’ and ‘aggression.’ A persistent daily low hum of racist abuse is not minor... Abuse
accurately describes the action and its effects on people: distress, anger, worry, depression,
anxiety, pain, fatigue, and suicide.”

Source: Ibram X. Kendi, How to Be an Anti-Racist?
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Ally versus Accomplice: These terms have a wide variety of definitions. We perceive the difference
between them to be the types of actions they connote. An ally may support justice work within the
context of existing power structures. An accomplice is actively working to dismantle those power

structures. This toolkit intentionally accommodates existing power structures, and so we use the

word “ally” throughout.*2
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1.3 Our Processes

This toolkit was conceptualized and developed as part of thesis work for the Masters in Museology
Program at the University of Washington (UW Museology). We invited community into the development
of this toolkit in many ways. We began with a front-end evaluation for current UW Museology students
and alumni in the field in order to create our framework, we consulted with an advisory board to help

shape our content, and we worked with a student group to assess usability.
1.3.1 Front-End Evaluation

Our front-end evaluation set the stage for Toolkit development. This evaluation helped us to make
data-informed decisions about our content based on the self-identified needs of our target audiences.
Our survey reached a total of 119 individual participants, about 34% of whom were current students and
66% of whom were current or recent practitioners in the museum field. We offer a narrative summary of

our findings below, and you can find a complete evaluation report attached in Section 8.1 (pg. 201).

Note: Our findings from the front-end evaluation can only represent the experiences of a small sample of
current students and alumni from UW Museology. Participants had the option to self-identify their
race/ethnicity, gender, and age groups. We share the statistics of those identities here, as lived

experience is a relevant aspect of how individuals perceive and engage with anti-racism.
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e 81% of participants identified as white with responses also including “AAPI,” “Asian,” “Asian

American,” “Black,” “Hispanic,” “Mixed: Black/white,” “Native American specifically Yurok and

M« M« LEAN 1

Tolowa,” “Asian, specifically Southeast Asian,” “Chinese American,” “Mexican-American,” “Mixed

race (White, Alaska Native, and Latino),” and “Mixed: Latina/white”.

e 75% of participants identified as “Woman” with responses also including “man,” “butch,”

“‘genderqueer man,” and “human.”

e Participant ages ranged from 18-64. From our “Current Student” survey, 41% of respondents
identified as being in the 18-24 range and 41% identified as being in the 25-34 range. From our
“‘Alumni” survey, 52% identified as being in the 25-34 age range and 33% identified as being in the
35-44 range.

Key findings & their impact on this document

e When asked about previous learning and/or organizing around anti-racism in museums, the
majority of alumni indicated having some level of experience. Current students mainly indicated
having this experience in general situations rather than in museum settings, primarily through
lecture/workshop. Participants that had engaged with anti-racism learning and/or organizing mainly
took away ideas that explored their positionality in the work and theory associated with

anti-racism. Alumni specifically indicated learning about anti-racism related to a theme of internal
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work culture (example: “We learned about [organizational] anti-colonial/antiracist practices around

collections management and access, as well as their organizational structure and policies”).

e When asked to self-rate the extent of their knowledge around anti-racism, the majority of
participants rated themselves as knowing “a moderate amount,” many explaining that they are
going through a continual process of learning and unlearning, but felt discomfort around taking

anti-racist action. Many alumni shared that they participate in personal learning outside of work.

o In response, we chose to offer a resource emphasising action items that could be

supported by previous and ongoing personal learning.

e When asked to describe the meaning of anti-racism in museums, participants primarily
described notions of dismantling existing museum structures as a part of broader systemic racism,
or restructuring the existing institutional make-up. This distinction between breaking down versus

building onto existing structures offered subtle but key insights into how perceptions varied.

o In response, we tailored our action items to target varied aspects of museum work at
various scales inside the institution and built in opportunities for assessing where and
how an institution is aligned with anti-racist values in order to develop institutionally-specific

goals.
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e \When asked to describe what organizing around anti-racism in museums looks like,
participants described forms of institutional change. Alumni discussed concepts of representation,
internal examination of the institution, and community collaboration. Diversity, Equity, Accessibly,

and Inclusion (DEAI) committees were frequently cited as the vehicles for these efforts.

o In response, we built in opportunities to examine these committees and develop

actionable goals and accountability measures.

e When asked to describe iflhow they had observed or experienced racism in their institutions,
participants described instances of racism in interpretation, exhibits, and collections. Alumni

additionally shared observations of racist abuse internally and externally in their institutions.

o In response, we incorporated tools for responding to racist abuses and practicing

anti-racism in various ways across various departments.

e \When asked to describe barriers to their engagement with anti-racism action, participants
described not having support from their institution. The concept of “support” included financial,
ideological, and logistical considerations. Alumni identified leadership as a major component of this
barrier. Participants described organizational work culture as being a key part of whether they felt

opportunities to engage with anti-racism were available.
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o In response, we built in tools for connecting with leadership, for taking action as an
individual employee, and for developing and proposing specific projects. Further, we
explore ways individuals can develop internal community to create a work culture in pursuit

of anti-racism.

e When asked to self-rate their interest in learning about taking anti-racist actions in museums,

participants rated themselves as being more than “somewhat interested.”

e \When asked to rank specific types of action-based interests, current students rated “Moving...
upper management toward anti-racist ideals” at the top, followed by “how to generate shared
understandings of anti-racist language,” and “addressing microagressions.” The majority of
participants requested specific examples of anti-racism work in museums, mentioning an interest

in “how-to” guidance towards actions they could take.

o Inresponse, we decided to take a workbook-style approach to content with an

emphasis on “how-to” concepts.

The full report in Section 8.1 (pg. 201) offers in-depth statistics and more detail on how we gathered and
assessed all of this information, including visuals and more intensive exploration of themes and their

implications.
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1.3.2 Advisory Board and Student Focus Group

After completing our front-end evaluation and establishing our framework, we invited active museum
practitioners to join us as an advisory board. Our six advisory board members all have backgrounds in
anti-racism work and offered perspectives from their experiences in accessibility work, education,

evaluation, fundraising, and independent consultancy.

Over the course of three meetings and various consultations, we first shaped and then refined our toolkit
contents. Our traditional meeting structure was to provide materials one week ahead of time for review
and then to hold discussion-based meetings structured loosely around specific questions or pieces of
feedback. Advisory board members were compensated at a rate equivalent to $18/hour for 6 total hours
across the project duration using scholarship funds from UW Museology. To learn more about our

advisory board members and the work that they do, see our Acknowledgements & Authorship section on

page 7 above.

Once our toolkit reached about 70% completion, we invited a group of students from our cohort to review
the toolkit and offer feedback on content, usability, and readability through research sessions spanning 3
hours. These students were also compensated at various rates based on their level of involvement using

scholarship funds from UW Museology.
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1.4 Whiteness and Anti-Racism Work

Finally, we need to acknowledge the harm that whiteness brings to anti-racism work. We cannot mitigate
this harm. Below are several resources which discuss this reality in detail. We offer a quote from the
authors to provide a sense of the theme of each work, but strongly encourage our white readers to

engage with the full texts in the authors’ intended contexts.

e “Why DEI and Anti-Racism Work Need to Decenter Whiteness” by Janice Gassam Asare®

“For DEI and anti-racism work to be effective, less effort must be spent trying to coddle and
center whiteness. More energy must be put into uncovering the specific needs of the most
marginalized groups in order to understand how to implement support systems that promote

safety and wellbeing:”

e “Confronting Racism is Not About the Needs and Feelings of White People” by ljeoma Oluo?

“If your anti-racism work prioritizes the ‘growth’ and ‘enlightenment’ of white America over the

dignity and humanity of people of color — it's not anti-racism work. It's white supremacy.”

e “White Anti-Racism: Living the Legacy” by Learning for Justice®

“What does ‘white anti-racist’ mean? How can guilt get in the way? And what's all this talk

about being ‘colorblind’? [Learning for Justice] asked community activists to share their
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thoughts on these questions, and others. Their answers shine light on the concepts of

comfort, power, privilege and identity”.

e “Racial Healing Handbook: Practical Activities to Help You Challenge Privilege, Confront Systemic
Racism, and Engage in Collective Healing” by Anneliese A. Singh?

“For White people, becoming an antiracist is a journey that evolves alongside your White

racial identity”.

e Dismantling Racism Works!®

“White supremacy culture is an artificial, historically constructed culture which expresses,
justifies and binds together the United States white supremacy system. It is the glue that
binds together white-controlled institutions into systems and white-controlled systems into

the global white supremacy system.”
We bear these concepts in mind as we continue to learn, continue to mind our impact over our intent,

and continue to take deliberate action. For suggestions on how you can learn more and apply these

concepts for yourself, look at section 6.2 Internal Examinations (pg. 183).
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Annotated Bibliography: Chapter 1

Note: This annotated bibliography does not capture all of the scholars who influenced our thoughts in
this section. Rather, these are the major influences over the themes of this chapter. For a complete list of

references used in this process, including the sources below, see 8.4 Complete Bibliography (pg. 248).

While our citations largely conform to APA formatting standards we have indicated titles that would

require italics by using quotation marks for screen reader accessibility.

1. Wheeler, Kyana. (2020, April 10). “Impact Continuum” [handout]. Museology, University of
Washington, Seattle.

This worksheet provides extensive definitions for diversity, equity, inclusion and accessibility and
how they relate to anti-racism. It frames anti-racism and decolonisation around a continuum to

indicate how people can move towards anti-racist practices.

2. Sue, Derald Wing, Capodilupo, Christina M., Torino, Gina C., Bucceri, Jennifer M., Holder, Aisha M.
B., Nadal, Kevin L., Esquilin, Marta. (2007). “Racial microaggressions in everyday life: implications for

clinical practice.” Columbia University.

https://www.cpedv.org/sites/main/files/file-attachments/how to be an effective ally-lessons learned

microaggressions.pdf
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https://www.cpedv.org/sites/main/files/file-attachments/how_to_be_an_effective_ally-lessons_learned_microaggressions.pdf

This source offers a specific definition of microaggression and how it shows up daily in people’s

lives. Additionally, the authors elaborate on the different types of microaggressions that exist.

3. Kendi, Ibram X. (2021) “How To Be An Antiracist.” Retrieved May 10 2021 from

https://www.ibramxkendi.com/how-to-be-an-antiracist

Ibram X. Kendi provides insights into the long last effects and ever-present realities of racism in the
United States. He identifies an important shift in language by suggesting the use of “racist abuse”

over “microaggression”

4. Accomplices Not Allies: Abolishing the Ally Industrial Complex. (2014, May 4). “Indigenous Action
Media”. http://www.indigenousaction.org/accomplices-not-allies-abolishing-the-ally-industrial-complex/

This site provides an online and printable format for understanding the differences between “ally”
and “accomplice” It additionally offers information on different types of performative allyship and

how that shows up.

5. Ng, W., Ware, S. M., & Greenberg, A. (2017). Activating Diversity and Inclusion: A Blueprint for
Museum Educators as Allies and Change Makers. “Journal of Museum Education”, 42(2), 142—-154.
https://doi.org/10.1080/10598650.2017.1306664

This article addresses the importance of diversity and inclusion in museum spaces while

acknowledging the tokenized ways these terms have been used and practices implemented.
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https://doi.org/10.1080/10598650.2017.1306664

6. Asare, Janice Gassam. (2021, February 15). “Why dei and anti-racism work need to decenter
whiteness”. Forbes.
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2.0 Reading an Institution

We open this toolkit with the subject of “reading” an institution. This chapter offers multiple lenses
through which you might assess your current or a prospective institution. Specifically, we focus on how
an institution projects itself, how that projection aligns with reality, and what their financial choices may

indicate about their priorities. We have included this chapter for two major reasons:

1. Assessing an institution before you enter it can help you understand whether you have the
emotional capacity to consider them as an employer while maintaining anti-racist values. It can

also help you understand how your presence and values might be received.

2. Assessing an institution after you've entered it can help you understand your role in maintaining

and/or dismantling harmful structures through your position.

Sections in this chapter:

e 2.1 Identifying Your Values

e 2.2 Values: Public information

o 2.2.1: Sources of Information to Consider

o 2.2.2: Representation with prompts for reflection, including:
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e 2.3 Finances: Reading the Form 990

o 2.3.1 Finding and Breaking down the Form 990

One last acknowledgement before diving in: as subjects of capitalism and workers in a
chronically-underpaid field, we often cannot afford to walk away from imperfect positions. This chapter is
not meant to be a checklist of must-haves, but rather to offer criteria for evaluating how an institution

aligns with your own values -- however you might use that information.

This chapter spans pages 32 to 67.
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2.1 Identifying Your Values

This section is simple, but represents an important step in approaching justice work. Identifying the
things that are important to you and why they are important to you can help inform how you take action.
We’'re including this section as part of “Reading an Institution" because the values we hold impact how
we make judgements on various pieces of information. The better you know your values, the better

you're able to see their absence or presence across contexts.

In the exercise below, consider this statement:
“It is important to take anti-racist action in the workplace.”

Try to answer the question “why?” six times. Each answer should build off of the last one given. Consider
writing or speaking out your responses, rather than just thinking them -- trying to put specific words to
internal concepts will often reveal opportunities for further self-examination. If you do get stuck, make a

note of it; this may be inspiration for future learning.t

So: It is important to take anti-racist action in the workplace.
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Why?

[The table cell below is blank to accomodate a written response.]

And why is that?

[The table cell below is blank to accomodate a written response.]

And why is that?

[The table cell below is blank to accomodate a written response.]
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And why is that?

[The table cell below is blank to accomodate a written response.]

And why is that?

[The table cell below is blank to accomodate a written response.]

Sit with your conclusions, chew them over.
e Was this easy or difficult?
e Did you get stuck at any point?

e \What was the source of that stickiness, if so?
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Brainstorm a few other statements about values you want to see or embody in an institution. [The

following table cell is blank to accommodate written responses]:

Try the “why?” exercise again.

e Which statements are easy to unpack all the way down?
e Which ones did you get stuck on earliest?

e Did you find any to be baseless?

e Did any come to the same conclusions?

e Did any come to conflicting conclusions?

Remember that it's the reflection process that is important and not necessarily the answers. In the
following sections, hold these values in mind as you examine the image and choices an institution has

made for itself.

Back to top 36




2.2 Values: Public Information

The way that an institution projects itself into and is perceived by the public can reveal a lot about the
audiences they are prioritizing and what they think is important to those audiences. Below are several
lenses through which you might examine an institution, including questions designed to emphasize
institutional values.?2 As you dive into these sources of information, compare the ways that the institution

talks about themselves and their values versus the choices they make. Are these things aligned?

2.2.1 Sources of Information to Consider

The questions below are very broad and may not have concrete answers. We’re not expecting that
you’re able to answer these line by line, but rather are considering them as prompts for deeper
reflection. Further, these questions aren’t designed to indicate goodness or badness, but rather to offer a
loose assessment tool onto which you can layer the things that are important to you in the context of

anti-racism. Some of the prompts represent direct links to anti-racism, while some are more indirect.

Below are 6 consecutive tables, Tables 2.1 - 2.6. Each table represents a different source of information

and is made up of 2 columns and 2 rows. The left column of each table offers questions related to a
given category, and the right column is blank to accommodate written notes. The first row of each table

is a header row.
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Table 2.1

Mission, vision, purpose, and/or values

Notes

Does the institution have these concepts
defined and available to the public?

e Are they easy to find, either online or onsite?
e Does their language include or exclude
anyone?

How do these statements reflect the
institution's self-identified role in the
community?

e Are the statements generic and broad?

e Do they reflect community needs and/or
interests?

e Which ones?

Are the statements mirrored by action?

e Does the museum “live” these concepts?
e Example: does programming reflect their
mission?
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Table 2.2

Online Presence

Notes

What kind of content is the institution sharing
on social media?

e Self promotion? Education? Engagement?

e Uplifting community voices or issues?
What audiences do they seem to prioritize?

e Board/funders? Professional groups?

e Community members? Potential visitors?

e How does this reflect who they are thinking
about and putting effort toward?

What events do they recognize or post about?
e Which holidays?
e Which tragedies?

e Which community events?
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Who do they feature in their posts?
e Staff? Volunteers? Board? Community?
e Is there diversity among them?

What kind of language do they use when
talking about various stakeholders or

communities?

e Any white saviorism, classism, ableism,

racist abuses?

e Do they talk about anyone other than white

people on a regular basis?

What does their website look like?
e How easily can you find things like contact
information? Financial information?
e Do they list their staff and board members?

e [s accessibility information readily available?
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Table 2.3

Annual report

Notes

What is the institution bragging about?

e Is it people? Board, staff, volunteers,
partners, visitors?
e |[s it programming or institutional growth?

e Is it community collaboration?

Who are they thanking and what are they

thanking them for?

e People who have contributed time?
e Labor?

e Education?

e Money?

e Attention?

e Critique?
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How are communities or individuals depicted?

e Who is celebrated?
e Is anyone represented as being “helped” by
the institution?

e To the above questions: how?
Does the report feature any tokenism?

e If the photos represent visually diverse
people, does this diversity reflect what
you’ve observed about the day-to-day reality
of the institution?

o Visitors, program attendees, staff, etc.
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Table 2.4

Job postings

Do they disclose salary information?
e How does it compare to similar positions?

e If the position requires a degree, how does

its salary compare to positions that don’t?

Do they mention any buzz words like

“diversity” in the listing?
e Do they discuss what that means to them?

Do they require classist or ableist things that

may not be necessary for the role?

e Certain degrees, “reliable transportation” (a
car), an excessive amount of previous

experience, lifting over 50 pounds?
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Table 2.5

Statements and/or Policies related to
Equity, DEAI, or Other Justice Work

Who created these statements or policies?

When were they published and how frequently
are they updated?

e Was it a reaction to a national tragedy?
e Do they reflect ongoing changes/efforts?

Are there any accountability mechanisms?
e Action items or timelines?

e Names or titles of people or communities

involved in the work?
If it’s DEAI, do they do the work to unpack it?

e Do they pull out each concept individually?
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Table 2.6

Community thoughts: Yelp, Glassdoor,

TripAdvisor, Field-Related Groups.

Yelp:

Do visitors voice any concern around

mistreatment, racist abuses, etc.?
Does anyone describe feeling unwelcome?

How do they perceive the museum's

exhibits, staff, facilities?

Glassdoor:

How are staff treated and paid?

How is management regarded?

e What types of complaints are recurring?
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TripAdvisor:

e How is the space regarded/positioned in the

broader cultural context of an area?

Local Emerging Professionals or Affinity

groups (in person or online).

This will likely be one of the most truthful and
in-depth ways to understand nuances of the
institution. What's really going on? How is this

institution regarded by local people in the field?

e How does peoples’ salaries compare across

positions and required work?

e \What does a Black woman'’s salary look like

against a white man’s in similar positions?

e \Who has to negotiate more or at all for

promotions, raises, recognition?
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Whose ideas get praised?
How and to whom is critique delivered?

Which standards of “professionalism” are
upheld, and who are they most frequently

weaponized against?

Are staff needs met and/or accommodated?
Would this answer change if the question

were about board members or funders?

How are staff, visitors, and the surrounding
community talked about behind closed

doors?

Note: These are important questions to be
asking in your current position, too! Talk
about salaries and treatment from
supervisors. Ask your colleagues across

departments.
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2.2.2 Representation

All of the above categories may offer insights into the more obvious or intentional forms of decision
making by an institution, but we can dig a little deeper by examining representation. Institutions can
talk endlessly about how committed they are to anti-racism and justice work -- but if the entire
organization is made up of people from dominant culture (white, cis able-bodied, etc.) how committed

are they? How might that culture feel? \What perspectives will be centered in anti-racism work?
Below, we refer to a few specific communities that may have varying definitions. These are ours:

e Board of Trustees: A governing body composed of elected or appointed individuals that hold
strong influence over an organization.
e Advisory Group: A group of community members who are assembled through various means to

inform the museum about their experiences. For an ideal example, see The Wing Luke.

e Contractors: Independent people or businesses hired by an institution on a temporary basis to

provide specific service, or complete a specific project or task.

Below are 4 consecutive tables, Tables 2.7 - 2.10. Each table represents a different community or

audience engaged with the institution, and is made up of 2 columns and 2 rows. The left column of each
table offers questions related to a given community, and the right column is blank to accommodate

written notes. The first row of each table is a header row.

Back to top 48


http://www.wingluke.org/about-us/

Table 2.7

Boards of Trustees

Notes

Who is on it?

e What is the age/race/gender/wealth

breakdown?

e \What professions or specializations are

represented?
What institutional influence do they have?

e What's their relationship with Executive

Leadership? Who reports to whom?

How easy is it to find information about their

form and function?
e \When do they meet?

e Is there transparency about what they do?
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Table 2.8

Advisory Groups

Notes

Do these groups/committees exist?

e Are they working on specific projects or

institutional goals?
Do they make decisions?

e How much institutional power/influence do
they have?
e Do they report to the institution or does the

institution report to them?
Are participants compensated?

e Do they receive credit for their roles in
various projects?

e \Where are they recognized for their role?
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Table 2.9

Senior leadership

Notes

Who is a part of it?

e What is the race/age/gender/wealth/ability

breakdown?

Does leadership diversity reflect staff and/or

community diversity?

e Is there a mechanism for leadership to hear

diversity of thought as they make decisions?
How available are they to the public?
e How do they share their work?
e |[s their contact information available?

e Are they ever out on the floor?
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Table 2.10

Floor staff and contractors

Notes

What are the demographics of part-time,

contract, or non-degree positions?
e How does that compare to other positions?
Are they represented as part of the institution?

e Are they invited to voice opinions or

participate in larger institutional processes?

e Are they acknowledged in things that
discuss the work of the institution, like the

Annual Report?

e Are they respected and supported across

departments?
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2.3 Finances: Reading the Form 990

Finally, let’s dig into the Form 990. This form is a publicly-available tax document that nonprofits and
select other organizations are required to submit to the Internal Revenue Service (IRS) each year. This

form covers the following information:

e Part I: Activities & Governance, Revenue, Expenses, and Net Assets

e Part lll: Statement of Program Service Accomplishments

e Part IV - VI: Checklist of Required Schedules, Schedules Regarding Other IRS Filings and Tax
Compliance, and Governance, Management and Disclosure

e Part VII: Compensation of Officers, Directors, Trustees, Key Employees, Highest Compensated
Employees, and Contractors

e Part VIII: Statement of Revenue

e Part IX: Statement of Functional Expense

e Part X — Xl: Balance Sheet and Reconciliation of Net Assets

This is an important part of understanding an institution's values because it shows you how they use,
make, hold, and accept money -- and how that might compare to how people are treated in the
institution. While finer points such as what programs cost the most money may be absent, this form will

give you detailed and honest information about the institution’s financial realities.
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2.3.1 Finding and Breaking Down the 990

To find a recent Form 990 for your institution, you can search “[name of your institution]” and “990,” or

use an established tool like ProPublica or GuideStar.

Before diving in, here are a few notes to keep in mind:

e The information online may not be the most up to date. Big changes (like a change in Director or

going through a global pandemic) might not be reflected.

e There is often a lot going on behind the numbers that we can’t see. Take a 990 with a grain of salt

and consider it alongside other factors such as annual reports, newsletters, or conversation.

That said, here is a breakdown of the core components of a Form 990, accompanied by worksheets. In
some of the tables and all of the Figures in the following section, we have color-coded parts of the Form

990 to match with instructions on the accompanying workspaces.*
Part I: Summary. Activities & Governance, Revenue, Expenses, and Net Assets.

This section gives you a broad overview of the organization, including how it makes and spends money.

This section can give you a sense of how employees are valued against how the institution is valued.

Figure 2.1 below is a screenshot of “Part I” from the Form 990 of an actual mid-sized museum:
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BEZE¥W summary

1 Bnefly describe the organization’s mission or most significant activities

@
x]
=
i
=4
% 2 Check this box » D If the organization discontinued its operations or disposed of more than 25% of its net assets
) 3 MNumber of voting members of the governing body (Part VI, line 1a) . . . . 3 17
. ]
o
=4
|
<
L4 7a Total unrelated business revenue from Part VIII, column (C), line 12 . PRI 7a 0
b Net unrelated business taxable income from Form 990-T, line 34 . s 7b 0
Prior Year Current Year
g B8 Contributions and grants (Part VIII, ine1lh) . . . . .+ .« .+ .+ . 374,478 430,250
S 9 Program service revenue (Part VIII, ine 2g) . . . . . . . . 125,624 186,573
&:; 10 Investment income (Part VIII, column (A), ines 3, 4, and 7d) . . . 58,482 60,041

S
©
<
= b Total fundraising expenses (Part IX, column (D), ine 25) P101,492
o 17 Other expenses (Part IX, column (A), ines 11a-11d, 11f-24e) . . . . 535,593 610,214
18 Total expenses Add lines 13-17 (must equal Part [X, column (A), line 25) 993,012 1,041,937
19 Revenue less expenses Subtract line 18 from line 12 . . -404,114 -307,821
x 4 Beginning of Current Year End of Year
ne
]
3E 20 Total assets (Part X, ine16) . . . .+ .+ .+ « « « + . ' 5,387,186 5,131,112
g‘g 21 Total habilties (Part X, lme 26) . . . . .+ .+ .+ .+ .+ . 622,715 561,429
ZZ |22 Net assets or fund balances Subtract line 21 from Ine 20 . . . . 4,764,471 4,569,683

[Image description: A screenshot of lines 1 through 22 of a Form 990. This section is labeled “Part One:

Summary.” The components of this section are “Activities and Governance,
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“Net Assets or Fund Balances.” It includes information from the prior and current year. Three lines have
been circled by the toolkit authors in different colors. Those line items are Line 5: number of employees

=19, Line 13: total revenue = $734,116, and Line 15, Employee compensation = $431,723].
Use the table below to reflect on what this information tells us.

Table 2.12 below has two columns and five rows. The left-hand column asks questions that are relevant
to Figure 2.1 above. The right-hand column is blank to accommodate written responses. The first row is

a header, and each following row asks a different question.

Table 2.12

In the year that this Form 990 was completed...

How many people were employed by the institution?

How much was spent on employee salaries and benefits?

What was the total revenue of the institution?

What percentage of the revenue do salaries represent? (S/R*100)

How do these numbers reflect institutional overhead costs? Does this tell you anything about

how they value staff?
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Part lll: Statement of Program Service Accomplishments

Here, organizations have an opportunity to say more about their accomplishments throughout the year
and how those accomplishments relate to their mission. At the bottom, this section notes how much was

spent on and earned from program services.

Consider: How do program expenses compare to program revenue? What might this demonstrate
about the museum's relationship with the community? For example, where is the institution

investing in community versus entertaining community?

Pair this section with: Program descriptions from the institution’s website.
e Who is the intended audience of each program?
e Do programs with different audiences receive different levels of funding from the institution?
e Do they cost participants different amounts? What are those differences the result of?

e Do those differences indicate anything about how the institution prioritizes or relates to the

various program audiences?

e Where might the museum be giving to versus receiving from? Better yet, where might

there be reciprocity?
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Parts IV-VI: Checklist of Required Schedules, Schedules Regarding Other IRS Filings and Tax

Compliance, and Governance, Management, and Disclosure

This is a non-narrative section that reviews compliance with various pieces of tax law. It is formatted as a

EEIN 1]

list of questions to which the organization can answer “yes,” “no,” or leave blank. The topics raised in this

section include activities, finances, the board of trustees, policies, and other specific scenarios.
Consider: Do any of the institutions “yes” or “no” answers surprise you or raise other questions?

Example: List item 32: “Did the organization sell, exchange, dispose of, or transfer more than 25%

of it's net assets? If “Yes,” complete Schedule N, Part II”

Part VIl: Compensation of Officers, Directors, Trustees, Key Employees, Highest Compensated

Employees, and Independent Contractors

This section typically lists board members and executive leadership with information about the average
number of hours they work each week and how they are compensated. Other employees will be listed if
they are considered “key employees” or “highest compensated employees,” as defined by the IRS. This
is also an opportunity to learn more about the people in these positions. Ask community members who

they are, explore social media sites and research to better understand who they are in your community.

Figure 2.2 below is a screenshot of “Part VII” from the Form 990 of a mid-sized museum:
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Section A, Officers, Directors, Trustees, Key Employees, and Highest Compensated Employees (continued)

(A) (B) (c) (D) (E) (F)
Name and Title Average Positien (do net check more Reportable Reportable Estimated
hours per | than one box, unless persan | compensation compensation | amount of other
week (list 1s both an officer and a from the from related compensation
any hours director/trustee) organization (W- | organizations from the
for related e >t T 2/1099-MIS5C) (W- 2/109%- orgamization and
%23 | = =N
erganizations | 2 3 | 3 3 X 2aE |2 MISC) related
belowdotted | 2 = |5 |9 |4 |27 |3 organizations
fol|2 |E o6 |®
line) e Alz81%
Tels| [E]*2
212 5] 2
g |3 "R
I '5; a
T H
&
[(18)
om 0 0
Honasery Thahes
(19)
G« 0 0

{20)

R EE N EEEE N RN EEEIEIEEEIE I EEEIEEEEEIEEEEEIEEENEAEEEEEIEEEEEE T

Executive Director

T T R AT Y

lbSub-Total . . . . . . . .« .+ + « «+ « « + « P
c Total from continuation sheets to Part VII, SectionA . . . . | 3
dTotal (add linesilband1c) . . . . . .+« .+« + & .« > 96,756 0 6,000
2 Total number of individuals (including but not imited to those listed above) who received more than $100,000
of reportable compencation from the orgamization & 0
59
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[Image description: A screenshot of part of section 7 of a Form 990, labeled “Section A: Officers,
Directors, Trustees, Key Employees, and Highest Compensated Employees.” This section asks for the
names and titles, average hours of work in a week, type of position, and reportable compensation for all
relevant individuals. Line 20 was circled by the toolkit authors. It indicates that the Director works 40

hours a week and receives $96,756 in reportable compensation, plus $6000 in additional compensation.

The table below has two columns and four rows. The left hand column asks questions that are relevant
to Figure 2.2 above, and the right-hand column is blank so that answers can be written in. The first row

is a header row and each following row asks a different question.

Consider...

How much does the Executive Director/CEO earn?

What is the average staff person’s salary?

What is the difference between average staff salary and the executive director’s

salary?

What might this tell you about the relationships between executive and lower level staff? What

might this tell you about what types of things an institution values in an employee?
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Part VIIl - Statement of Revenue

This section lists all of the funding the organization has received and is broken down into three sections:
contributions, gifts and grants, program services, and other revenue sources. Other sources of

revenue may include things like renting spaces out for private events and fundraising efforts.
Consider: Where does the institution get most of its money?
e What does this mean about who can influence the museum’s choices?
e |Is there anything that surprises you?
Example: Line item 1b: “Membership dues”

Use the table below to practice reading where institutional money comes from. If you have access to
your institution’s 990, use the spaces below to note your own observations of these categories.
Alternatively, practice searching for 990’s to find one to pull information from. As you note the amounts,

consider what these numbers might indicate.

Table 2.13 below has two columns and four rows. The left-hand column identifies the three general
sources of revenue listed on a Form 990, while the right-hand column is blank to accommodate written

responses. The first row is a header row.
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Table 2.13

Revenue Sources

Notes

Contributions, Gifts and Grants

Program Services

Other Revenue
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Part IX - Statement of Functional Expenses

This section is particularly important in assessing how an institution’s financial decisions confirm or
counter their value statements. It breaks down how the organization spends its money, including how
much is dedicated to employee salaries and benefits. There’s a lot of useful information in here to help
you get a sense of what the organization is spending money on (such as marketing, travel, office

expenses) and, as a result, can be very dense.

Consider: What does your organization prioritize financially? How do different line items compare

(percentage-wise) to the total functional expenses?
Example: Line 13: “Office expenses”

If you have access to your own institution’s 990, use it to identify the top three line items with the highest
expense and the total functioning expenses. Figure out what percentage of the expenses each item

takes up.

Table 2.14 below has three columns and five rows. The leftmost column has space below to write in
specific line items. The middle column has space below to write in the corresponding line item expenses.
The rightmost column has space to write their comparative percentages to the total. The first row is a

header row, and all following rows are blank to accommodate written responses.
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Table 2.14

Line Iltem Total Line Item Expense Percentage of Total
Functioning Expenses

Total Functional Expenses

Part X-XI: Balance Sheet and Reconciliation of Net Assets

Part X breaks down the assets, liabilities, and the balances which can be useful to look at and Part Xl
consolidates that information into total revenue, total expenses, and the balance for the year.
Additionally, it lists the net assets of an organization. What is particularly significant about this section is
that the balance for the year tells you if an organization has made or lost money over the course of the
year. This could mean a variety of different things, but it does give you an overall sense of the
organization's financial health. You could pair this information with data from previous years to see if

these gains or losses represent a trend.

Consider: What might the gain or loss of funds indicate about what will happen to employees?

What about programs, projects, and other long-term strategies the institution might be planning?
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Figure 2.3 below is a screenshot of part 11 of a form 990 from a mid-sized institution:

Reconcilliation of Net Assets

Check If Schedule O contains a response or note to any line in this Part XI N

1 Tetal revenue (must equal Part VITI, column (A), ine 12) 1 734,116

2 Total expenses (must equal Part IX, column (A), line 25) 2 1,041,937

3 Revenue |ess expenses Subtract line 2 from line 1 3 -307,821

4 Net assets or fund balances at beginning of year (must equal Part X, line 33, column (A)) 4 4,764,471

5 Net unrealized gains {losses) oi investinents 5 84,033

6 Donated services and use of facilities 6 29,000

7 Investment expenses 7

8 Prior period adjustments 8

9 Other changes in net assets or fund balances (explain in Schedule O) 9 0
10 4,569,683

10 Net assets or fund balances at end of year Combine lines 3 through 9 (must equal Part X, line 33, column (B))

[Image description: A screenshot capturing lines 1 through 10 of part eleven of a Form 990, labeled

“‘Reconciliation of Net Assets”. This section asks ten questions about how the institution makes, spends,

and holds money. The authors of the toolkit have highlighted the first three lines which are as follows:

Line 1: Total revenue = $734,116. Line 2: Total expenses = 1,041,937. Line 3: Revenue less expenses =

negative $307,821].

Back to top

65




Annotated Bibliography: Chapter 2

Note: This annotated bibliography does not capture all of the scholars who influenced our thoughts in
this section. Rather, these are the major influences over the themes of this chapter. For a complete list of

references used in this process, including the sources below, see 8.4 Complete Bibliography (pg. 248).

While our citations largely conform to APA formatting standards we have indicated titles that would

require italics by using quotation marks for screen reader accessibility.

1. Wheeler, Kyana (2020, April 14). “Social positionality and oppression” [class]. Museology, University
of Washington, Seattle.

) “

This activity is developed based off of an assignment in Kyana Wheeler’'s “Museums and the

Movement for Racial Justice Class

2. Maturity Model. (n.d.). The Empathetic Museum. Retrieved April 6, 2021 from
http://empatheticmuseum.weebly.com/maturity-model.html

The Empathetic Museum’s Maturity Model is designed to inform an institution where they are in

addressing diversity and inclusion. This can be applied to project and personal growth as well.

3. Mass Action. (2017). “Toolkit”. Retrieved from https://www.museumaction.org/resources

In 2016 museum workers from across the US came together to develop this toolkit that “outlines
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the theory and tools for practice towards creating greater equity in the museum field”.

4. Dannibile & McKee, LLP. (n.d.). “How to read IRS form 990 and & understand its importance”.
[presentation]
https://www.dmcpas.com/core/uploads/2019/01/1 _How-to-Read-IRS-Form-990 DM2016.pdf

This basic presentation provides an overview of how to understand the different sections of an IRS
form 990. It offers a well balanced combination of basic information and in-depth analysis on what

is included.
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3.0 Interpersonal Interactions

“Individual racism refers to an individual's racist assumptions, beliefs or behaviours... conscious or
unconscious. Interpersonal racism occurs between individuals. Once we bring our private beliefs into

our interaction with others, racism is now in the interpersonal realm.”

We have included this chapter because racism shows up constantly in most workplaces. As allies and as
people who benefit from this racism, we need to be actively shifting this culture. This means engaging

with others in the space in both reactionary and proactive ways, at a person-to-person level.
Sections in this chapter:

e 3.1 Addressing Racist Abuses

o 3.1.1 Responding in the moment
o 3.1.2 How to continue the conversation

o 3.1.3 When you are the one at fault

e 3.2 Being Proactively Anti-racist as an Individual

o 3.2.1 Building Internal Community

o 3.2.2 Reflecting on your Role in an Institution

This chapter spans pages 68 to 97.
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3.1 Addressing Racist Abuses

If you’d like to learn more about what racial abuses/microaggressions are and how they can look, check

out the resources in the annotated bibliography (pg. 93) at the end of this section. The suggestions

below are for people who may recognize racial abuses, but aren’t always sure how to address them.

3.1.1 Responding in the Moment

We know that white folks and coercively privileged people need to be fully invested in
addressing racial abuses, and we also know that power disparities in the workplace can make it
challenging to take action in different contexts. Here are a few different ways to check in with yourself

and understand the context you'’re in as you prepare to act against racist abuses:
Before diving into the conversation, reflect. Ask yourself:22

e Am | able to thoughtfully respond at this moment?
o Do | understand what made the comment inappropriate?

o Is the current environment conducive to a dialogue?

e What is my relationship with this person?

o Are we friends? Acquaintances? Rivals?
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o Do they have institutional power over me?

e What was their intent?
o Were they being intentionally “provocative?”
o Were they accidentally sharing misinformation?

o Was it a bad effort toward ally/accompliceship?

e How will this person best hear me?
o Will they become defensive in a group setting?

o Will they respond better to someone else?

None of these considerations remove responsibility from us as allies. They serve only to inform how we

act on that responsibility.

Note: many of the examples below use gentle or deferential language. We want to acknowledge that
you should not have to use gentle language to address a racial abuse, and that the feelings of white
people should not be the priority in conversations like these. Simultaneously, we know that social
pressure often stops people from taking any action at all. This is one example of how this toolkit

accommodates oppressive structures to act as a stepping stone.

On the next pages, you can find a table with several example scripts for responding to racial

abuses in the workplace in different contexts. Try writing out a few of your own.
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Table 3.1 below has three columns and nine rows. The leftmost column describes different scenarios in

which you might witness a racial abuse. The middle column provides example scripts of possible

responses. The rightmost column offers additional notes or consid