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The DPRP Development Narrative in 5 Phases: 
 
Phase I - Organizing Resources and Team Building: 
 New DPRP group/team fills out team – building questionnaires about themselves, the facility, 
collection and staff/volunteer preparedness. The first 3 sections or phases of this 
guide are a "DPRP Plan development template" with all appropriate questionnaire assessment 
documents to complete. These are used in Phase I, II and III to assemble all necessary   
information for assessment and begin mitigation work.  
"We’re filling out the team- building and assessment forms to see what we need." 
 
Phase II - Assessing Risks: 
Team uses Phase I team building questionnaires and information to begin the mitigation and 
response plans. During this phase, the DPRP team will fill out assessment questionnaires and use 
the information learned to begin creating a mitigation plan, or a prioritized "mitigation to-do 
list"; this list will include organizational tasks, information gathering tasks, and materials and 
equipment inventory tasks. 
"We’re using the info from Phase I and II to create a master to-do list for Phase III" 
 
Phase III - Mitigation and Response Plan Development:  Use information on mitigation and 
response plan priorities to assign team tasks and responsibilities, acquire disaster supplies and 
equipment, and begin staff and volunteer training.  
"We’re addressing the needs by following the  to do list from Phase II. As we get supplies, check 
them off, write their locations in the DPRP documents and the Manual - we are doing the 
mitigation work." 
 
Phase IV - DPRP Implementation:  Complete DPRP (Plan for team strategic planning and 
improvements) and Disaster Response Manual (Manual for day to day use and use in the actual 
disaster.)  
"We are building the DPRP and the Disaster Manual based on    
the real materials and info we gathered in Phases I, II and III. " 
All of the above Phase I through III tasks result in items that get added to    
the DPRP and the Disaster Manual - location of materials of equipment, contact lists, appropriate 
disaster contractors, etc...  
 “At the end of phase IV we have a complete DPRP document and a   complete Disaster 
Response document, and a functioning DPRP committee and disaster response team.” 
 
Phase V - Ongoing Improvements: Update as DPRP group reassesses changing strengths and    
weaknesses at regularly scheduled meetings and training drills. 
“ We have now encouraged and developed a disaster-preparedness mindset amongst our staff 
and volunteers, and have created a disaster preparedness and response team. Our staff know 
where to find the disaster manual, critical safety/emergency gear and materials.” 
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Principal Tasks in Developing an Emergency Preparedness and Response Plan 

 Action 
Responsible 
position/body 

Goals / priorities 

/scope 

Set a policy that identifies the goals and priorities of the planning 
process and defines its scope. Director 

EPM/ EPC 

responsibilities 

Appoint an emergency preparedness manager (EPM) and create 
an emergency preparedness committee (EPC) that includes 
representatives from key departments. 

Director/EPM 

Trustees’ 

commitment 

Develop the initial assessment of risks and vulnerabilities.  
Present it to the board of trustees. Secure the board’s 
commitment to the process. 

Director 

Budget 
Establish a budget for developing and implementing the 
preparedness and prevention activities Director 

Staff involvement Involve all staff in the emergency preparedness program. 
Director/EPC/ 
preparedness teams 

Agency/institution 
involvement 

Contact local, regional, and national emergency agencies and 
other cultural institutions or organizations that may be of 
assistance. 

Director/EPC/ 
preparedness teams 

Community 

involvement 

Involve the community, including the institution’s neighbors, 
local firefighters, and the news media. 

Director/EPC/ 
preparedness teams 

Team/ leader 
responsibilities 

Appoint departmental preparedness teams and team leaders and 
equip them with the necessary tools and information. EPM/EPC 

Hazards 
Identify the potential natural and human-caused hazards specific 
to the area. EPC  

Assets / 

vulnerabilities 

Identify assets and the vulnerability of the institution, including 
collections, people, infrastructure, and administrative records. 

EPC/ 

preparedness teams 

Coordinator 
responsibilities 

Appoint and emergency response coordinator (ERC) and a 
communications coordinator if necessary. Director/EPM 

Chain of command 
Identify the chain of command and response teams, with a 
contingency list of successors. 

EPM/EPC  

preparedness teams 

Prevention/ 

preparedness 

Implement preventive and preparedness measures for staff, the 
public, the collections, and other assets. 

EPC/ERC/  

preparedness teams 

Response 
Develop response measures, such as evacuation procedures, 
notification of chain of command, and setting up a temporary 
base of operation. 

EPC/ERC/ 

preparedness 

Facts/maps/ 
supplies and 

equipment 

Compile fact sheets, maps, and lists of contacts, and stock 
emergency supplies and equipment. 

EPC/  

preparedness teams 

Recovery 
Develop a plan for recovering from the emergency and restoring 
normal operations. EPC/preparedness teams  

Emergency plan 
Develop the emergency plan and write the emergency plan 
handbook. Review and update all procedures on a regular basis. EPC 

Drills / training 
Establish routines to keep the plan viable. Train staff in 
emergency response activities. Conduct drills annually. Evaluate 
results. 

EPC/preparedness teams 

(from Getty Conservation Institute publication, Building an Emergency Plan, Dorge, Jones) 
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Disaster Response Team 
The Disaster Recovery Coordinator(s) will do an initial damage assessment and decide if they 
need to call in a limited number of people or contact Communications to activate the telephone 
tree. Communications is responsible for contacting call parties (he/she doesn't have to do it 
personally) and instructing them to gather at the Rally Point. 

 

  Name Phone # Home # 

Disaster Recovery 
Coordinator 

   

Alternate 1    

Alternate 2    

Person in Charge    

Risk Manager    

Insurance Agent    

Communications    
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Emergency Notification List 
Museum Personnel Telephone Number 

  

  

  

  

  

  

  

  

 

Emergency Services Telephone Number 

Ambulance __911_________________________________________________________ 

Fire Department ___Emergency = 911    Fire Dept. Non-Emergency ____________ 

Hospital _________________________________________________________________ 

Insurance Agent ____________________________ Policy No. ____________________ 

Legal Advisor ____________________________________________________________ 

National Guard ___________________________________________________________ 

Police Department __ Emergency – 911        Police Non-emergency: ____________ 

Sheriff’s Department __ Emergency – 911       Non-Emergency - _______________ 
Non- Emergency Public Safety Situations: Multnomah County - _______________ 
Telephone Company _____________________________________________________ 

Utilities Electric __________________________________________ 

  Gas ______________________________________________ 

  Sewer ____________________________________________ 

  Water _____________________________________________ 
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Location and Response Time of Emergency Personnel 
Include in your plan a basic map of your facility with access routes and emergency evacuation 
routes clearly marked. 
  Address Phone Response Time 

Police (City) 

Portland PD -  SE 
Precinct, 4735 E. 
Burnside St., 
Portland, Oregon 
97215 

Emergency – 911 

Non-emergency:  

503-823-2143 

 

Sheriff 

501 SE Hawthorne 
Blvd., Suite 350 

Portland, OR 97214 (503) 988 - 4300  

Fire Department 
Community Outreach 

and Public 
Information 

Phone: 503.823.3550  

Ambulance/EM 911 911  

Non-emergency 
Public Safety 

Situations 

(auto-attendant 
system will provide 
choices) 

503-823-3333  

Exec. Director    

Exec. Director    

Curator    

Registrar    

Volunteer 
Coordinator 

   

Others  
 

 
 

Others  
 

 
 

Others    
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Disaster Response Team 

The Disaster Recovery Coordinator(s) will do an initial damage assessment and decide if they 
need to call in a limited number of people or contact Communications to activate the telephone 
tree. Communications is responsible for contacting call parties (he/she doesn't have to do it 
personally) and instructing them to gather at the Rally Point. 

 

  Name Phone # Home # 

Disaster Recovery 
Coordinator 

_____________________ ____________ ____________ 

Alternate 1 _____________________ ____________ ____________ 

Alternate 2 _____________________ ____________ ____________ 

Person in Charge _____________________ ____________ ____________ 

Risk Manager _____________________ ____________ ____________ 

Insurance Agent _____________________ ____________ ____________ 

Building Mgr/Owner _____________________ ____________ ____________ 

Communications _____________________ ____________ ____________ 

Resource _____________________ ____________ ____________ 

 

Emergency Response Teams 

  Name Phone# Home # 24 Hour # 

Facilities _______________________ _________ _________ _________ 

Engineering _______________________ _________ _________ _________ 

Electrical _______________________ _________ _________ _________ 

Plumbing _______________________ _________ _________ _________ 

HVAC _______________________ _________ _________ _________ 

Special 
Collections 

_______________________ _________ _________ _________ 

Security _______________________ _________ _________ _________ 

Admin. 
Finance 

_______________________ _________ _________ _________ 

Data Center _______________________ _________ _________ _________ 
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Volunteer List and Job Assignment 
 

Name Phone 
Staff 
Coordinator 

Job Assignment 

___________________________ _________ ___________ _____________ 

___________________________ _________ ___________ _____________ 

___________________________ _________ ___________ _____________ 

___________________________ _________ ___________ _____________ 

___________________________ _________ ___________ _____________ 

___________________________ _________ ___________ _____________ 

___________________________ _________ ___________ _____________ 

___________________________ _________ ___________ _____________ 

___________________________ _________ ___________ _____________ 

___________________________ _________ ___________ _____________ 

___________________________ _________ ___________ _____________ 

___________________________ _________ ___________ _____________ 

___________________________ _________ ___________ _____________ 

___________________________ _________ ___________ _____________ 

___________________________ _________ ___________ _____________ 

___________________________ _________ ___________ _____________ 

___________________________ _________ ___________ _____________ 

___________________________ _________ ___________ _____________ 

___________________________ _________ ___________ _____________ 

___________________________ _________ ___________ _____________ 

___________________________ _________ ___________ _____________ 

___________________________ _________ ___________ _____________ 

___________________________ _________ ___________ _____________ 
 

 
 
 
 
 
 
 
 
 



 11 

Trustee List and Duty Assignments  
 

Name & Title Job Assignment  
Date 
Reviewed 

, Chairman PR/Damage mitigation   

, Collection Chair 
Assist in assembling 
community support 

  

, Secretary 
Public Information 
Officer 

  

, Treasurer 
Secure Emergency 
financial support 

  

, Trustee 
Assist in securing 
emergency equipment 

  

, Trustee 
Assist in securing 
emergency equipment 

  

, Trustee 
Assist in securing 
emergency equipment 

  

, Trustee 
Assist in securing 
emergency equipment 
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DISASTER PREVENTION AND 
RECOVERY PLAN 

 
INSTITUTION: 
 
DATE OF CURRENT REVISION: 
 
 

________________________________________________________________________________________________ 
 

LOCATIONS WHERE THIS PLAN IS ON FILE 
________________________________________________________________________________________________ 

 
In-house:  
 
Off-site: 
 

________________________________________________________________________________________________ 
 

ATTACHMENTS 
________________________________________________________________________________________________ 

 
__ 1. List of salvage priorities for each department, area and/or office 
 
__ 2. Emergency procedures and evacuation plan 
 
__ 3. Copy of insurance policy 
 
__ 4. Copy of disaster recovery vendor contract 
 
__ 5. Other emergency planning and recovery documents 
 
__ 6. List of individuals with master/special keys 
 
__ 7. Floor plans 
 
__ 8. Emergency Response and Salvage Wheel (To order, contact the National Task Force on 

Emergency Response 1-888-979-2233) 
 
 
 
 
 

DISASTER PREVENTION AND RECOVERY PLAN  
 

_______________________________________________________________________________________________ 
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RECOVERY TEAM 
________________________________________________________________________________________________ 

 
 
 
 Name Phone Home Phone Responsibility 
Administrator     

     

Disaster Team     

     

Disaster Team     

     

Disaster Team     

     

Disaster Team     

     

Disaster Team     

     

Disaster Team:     

     
Disaster Team:     

     
     
     
     
     
     
     

     
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
DISASTER PREVENTION AND RECOVERY PLAN 

________________________________________________________________________________________________ 
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EMERGENCY INSTRUCTION SHEET 
________________________________________________________________________________________________ 

 
Fire - What to do if YOU see or suspect a fire: 
1. Activate nearest fire alarm. 
2. Call Fire Department - 911 
3. Notify _____________________ 
4. Secure the building after evacuation. 
 
Fire - What to do if YOU hear the alarm: 
1. Evacuate the building immediately. Get library users to leave. 
2. Use the stairs. Stay out of elevators. 
 
Earthquake 
1. Get away from windows. Move to internal doorway or get under heavy furniture. 
2. Evacuate only if you hear an alarm or announcement to do so, or, when there is a power 
failure when it is safe to do so. 
 
Power outage 
1. Daylight - 
2. Dark - 
 
Flood or water damage 
1. Call ________________ 
2. Keep away from standing water. 
3. Stop the flow of water if it is safe to do so. 
4. Secure the area with caution tape, furniture and/or cone markers. 
 
Theft 
1. Call _________________ 
 
Dangerous person 
1. Call __________________ 
2. Observe and write down description and actions of person. 
 
Collection damage 
1. Secure area with caution tape, furniture and/or marker cones. 
2. Check for hazards before entering area. Be alert to water damage and possible electrical 
problems (loose wires, etc). Stay away from standing water. 
3. Contact ______________________ 
4. If area is safe to enter and if it is necessary to prevent further damage, cover stacks / 
materials with plastic sheeting. Move books to higher shelves, or move them off shelves and 
to a safe location (using book trucks). 
 
 
DISASTER PREVENTION AND RECOVERY PLAN 

________________________________________________________________________________________________ 
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FACILITIES: LOCATIONS OF EMERGENCY SYSTEMS 

________________________________________________________________________________________________ 
 
Building: 
- List locations and attach floor plan (use letters -- or better, use icons -- to indicate locations 
on floor plan) 
- Evacuation plan 
 
A. Main Utilities 

1. Main water shut-off valve: 
2. Sprinkler shut-off valve: 
3. Main electrical cut-off switch: 
4. Main gas shut-off: 
5. Heating/cooling system controls: 

 
B. Fire Suppression Systems (by room or area) 

1. Sprinklers 
2. Halon 
3. Other 

 
C. Water detectors 
 
D. Keys and alarm codes 

1. Key boxes 
2. Individuals with master and/or special keys (attach list with names, titles, keys in 

possession) 
3. Alarm codes 

 
E. Fire Extinguishers (label by number according to type) 

1. Type A - Wood, paper, combustibles 
2. Type B - Gasoline, flammable liquid 
3. Type C - Electrical 
4. Type ABC - Combination 

 
F. Fire Alarm Pull Boxes (use floor plan) 
 
G. Smoke and Heat Detectors (use floor plan) 
 
H. Radios 

1. Transistor radios (for news) 
2. Two-way/CB radios (for communication) 
3. Cell phones (library / staff personal phones) 

 
I. First Aid Kits 
DISASTER PREVENTION AND RECOVERY PLAN 
J. Public Address System 
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K. Nearest Civil Defense Shelter 
 
L. Disaster barrels (contents description in appendix) 
 

________________________________________________________________________________________________ 
 

EMERGENCY SERVICES 
________________________________________________________________________________________________ 

 
 Company/Service and 

Name of Contact 
Phone 

Security   
Fire Dept.   
Police/Sheriff   
Ambulance   
FEMA (Region X) Federal Regional Center 

130 228 St. SW 
Bothell, WA 98201 

206-481-8800 
www.fema.gov 

City   
County   
Civil Defense   
Janitorial Service   
Plumber   
Electrician   
Locksmith   
Carpenter   
Gas Company   
Electric Company   
Water Utility   
Exterminator   
   
 
 
 
 
 
 
 
 
 
 
 
 
DISASTER PREVENTION AND RECOVERY PLAN  

________________________________________________________________________________________________ 
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RECOVERY ASSISTANCE 

________________________________________________________________________________________________ 
 
Preservation Resource: 
 
Individuals/organizations to assist in clean up: 
 
Disaster Recovery Service: 
 

Account pre-established? _______________ Account number ________________ 
 

Services available: ___ Water recovery ___ Freezer ___ Vac. freeze dryer 
___ Fire recovery ___ Envir. control ___ Mold fumigation 

 
 
Local Freezer (1) 
Local Freezer (2) 
Refrigerator trailer 
Other Services 
 
Conservators/Specialists: 
Paper & Book 
Photographs 
Computer Records 
Earthquake Damage Mitigation 
 
Insurance 
Insurance company 
Agent/Contact 
Policy number (attach copy of policy) 
Self-insured? ___ If yes, list contact 
 
Other 
Legal Advisor 
Counseling service 
Architect 
Other 
 
 
 
 
 
 
 
 
 
DISASTER PREVENTION AND RECOVERY PLAN  
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COLLECTION SALVAGE SUPPLIES 

________________________________________________________________________________________________ 
 

On-site location or off-site source             Source phone number 
 
Freezer or wax paper 

Gloves, rubber 

Interfacing (Pellon) 

Masks 

Milk crates, plastic 

Mylar polyester sheets 

Newsprint, blank 

Notepads & clipboards 

Nylon twine (brightly 

colored) 

Paper towels (no dyes) 

Sponges 

Trash bags, plastic 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
DISASTER PREVENTION AND RECOVERY PLAN 
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OTHER EQUIPMENT AND SUPPLIES 

________________________________________________________________________________________________ 
 

On-site location or off-site source            Source phone number 
Aprons, smocks 
Book trucks, metal 
Boots, rubber 
Brooms 
Buckets & trash cans, 
plastic 
Camera (to document 
damage) 
Dehumidifiers 
Drying space 
Emergency funds 
Cash 
Purchase orders 
Institutional credit cards 
Extension cords, grounded 
Fans 
Flashlights 
Forklift 
Generator, portable 
Hard hats 
Labels (large, self-adhesive) 
Library trucks 
Lighting, portable 
Mops, pails 
Pallets 
Paper towels 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
DISASTER PREVENTION AND RECOVERY PLAN 
________________________________________________________________________________________________ 
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OTHER EQUIPMENT AND SUPPLIES (CONTINUED) 

________________________________________________________________________________________________ 
 

   On-site location or off-site source           Source phone number 
 
Plastic sheeting (2 mil, or 

some 2 mil, some 3 mil and 

stored with scissors and 

tape) 

Refrigerator trucks 

Safety glasses 

Security personnel 

Sponges, dry chemical (for 

smoke/soot removal) 

Sponges, industrial 

Sponges, natural rubber 

Sump pump, portable 

Tables, portable 

Trash bags, plastic 

Vacuum, wet 

Water hoses 

Water-proof clothing 

Water-proof pens 

Other: 

 
 
 
 
 
 
 
 
 
 
 
DISASTER PREVENTION AND RECOVERY PLAN  

________________________________________________________________________________________________ 
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DISASTER RESPONSE SUPPLY BARREL CHECKLIST 

________________________________________________________________________________________________ 
 
o For use for immediate response in an emergency. 
o Label supplies and the barrel and seal. 
o Check barrels and supplies and check flashlight batteries twice a year (when the time 
changes). Replace batteries as needed. Store them outside the flashlights. 
 
Contents: 
33 gal. plastic trash can with lid (preferably red) 
1 roll 10' x 100' 2 mil plastic sheeting 
1 roll filament tape (to tape sheeting) 
10 large plastic trash bags with ties (to fit can) 
2 large sponges 
1 Lysol spray can, 19 oz. 
1 5 gal. bucket with lid 
1 box disposable latex gloves 
1 roll "Do no enter" barricade tape 
2 rolls white paper towels 
1 pair scissors 
1 doz. Pencils (sharpened) 
2 black permanent marking pens 
Yellow lined pad 
Flashlight 
Batteries (replace semi-annually and store outside flashlight) 
10 dust masks 
Disposable camera 
Duct tape 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
DISASTER PREVENTION AND RECOVERY PLAN  

________________________________________________________________________________________________ 
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INFORMATION TECHNOLOGY 

________________________________________________________________________________________________ 

 
IT emergency contacts 

Day: 

Night: 

Location(s) of central systems: 

Back-up schedule: 

Locations of back-up tapes 

On-site: 

Off-site: 

Hot site service(s): 

Library software vendors: 

Library hardware vendors: 

 
DATA PRIORITIES 

Priority for data recovery: 

1. 

2. 

3. 

4. 

etc. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
DISASTER PREVENTION AND RECOVERY PLAN 
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DISASTER PREVENTION 

________________________________________________________________________________________________ 
 
Fire prevention 
1. Avoid piles of loose paper in work areas. 
2. Unplug all non-essential machines at night and on weekends, including coffee pots. 
3. Store flammable materials in safe areas. 
4. Inspect work/office and storage areas twice a year for potential fire hazards. 
5. Regularly inspect fire extinguishers and other fire equipment. 
6. Train staff so everyone is familiar with procedures for fire and other emergencies. 
7. Conduct regular emergency drills. 
8. Enforce no smoking regulations. 
9. Turn off fans, heaters, etc. when the building is closed (unless they are rated for 24 hour 
operation). 
 
Water damage prevention 
1. Store all books and other materials off the floor, even in upper stories. 
2. Check ceilings for leaks during heavy rain. Immediately remove materials from areas that 
have leaks. Use plastic sheeting to protect susceptible areas (stacks, storage areas, etc.) as a 
precautionary measure. 
3. Store boxes tightly against each other to minimize water penetration if materials are exposed 
to water. 
 
Safety: 
1. Offer first aid, CPR, and fire extinguisher training (and training updates) to all staff. 
2. Try to have at least one staff member in each area with current first aid/CPR training. 
DISASTER PREVENTION AND RECOVERY PLAN 13 
 
DAILY CHECKLIST 
The following should be checked during opening/closing and included in night security patrols. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
DISASTER PREVENTION AND RECOVERY PLAN  
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WEEKLY CHECKLIST  

________________________________________________________________________________________________ 
 
 
(include -- Do door locks work? Are they secure?) 
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DISASTER RECOVERY OUTLINE 

________________________________________________________________________________________________ 

 
Collection priorities (by section / floor / subject / whatever makes sense for each library) 
Recovery steps 
A. Assess damage 
B. Stabilize environment 
a. Water damage 
b. Non-water damage 
C. Establish command center 
D. Activate in-house disaster recovery teams 
E. Triage 
F. Documentation 
G. Organize work crews 
H. Action plan 
a. Procure supplies 
b. Procure services 
c. Notifications 
d. Sorting 
I. Reassess damage to the collections 
J. Reassess damage to the facility 
K Facility restoration 
a. Building(s) 
b. Public and office areas 
c. Storage areas 
L. Staff restoration 
M. Debriefing 
N. Counseling 
O. Modify plan - lessons learned 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
DISASTER PREVENTION AND RECOVERY PLAN  

________________________________________________________________________________________________ 
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GENERAL SALVAGE TECHNIQUES 
________________________________________________________________________________________________ 

 
·  Contact a conservator as soon as possible 
·  Work on high priority collection areas first 
·  In general, freeze items that cannot dry within 48 hours. 
·  Consult a conservator: metal, plate glass, some photographs and furniture may be 
exceptions to freezing. 
 
For complete salvage options, order the Emergency Response and Salvage Wheel  from the 
National Task Force on Emergency Response (1-888-979-2233) 
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STAFF EMERGENCY PROCEDURES 
________________________________________________________________________________________________ 

 
Staff trained in First Aid/CPR    Name Dept/location Date of last training 

1. 

2. 

3. 

Etc. 

 
EMERGENCY PROCEDURES OUTLINE 
Medical emergency: staff 

Medical emergency: library user / public 

Earthquake 

Explosion 

Fire 

Flooding and water damage 

High wind and tornados 

Toxic events, chemical spills 

Threatening / suspicious people 

Phone or mail threat, suspicious objects 

Power outage 

Volcanic eruption 

Building evacuation procedure 
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SAFETY CHECKS 
________________________________________________________________________________________________ 

 
Date of last fire drill: 
Frequency: Required? Next scheduled date: 
Inspection / replacement of fire extinguishers: 
Frequency: Required? Next scheduled date: 
Date of last inspection by local fire department: 
Frequency: Required? Next scheduled date: 
Date of last earthquake drill: 
Frequency: Required? Next scheduled date: 
Date of last civil defense drill: 
Frequency: Required? Next scheduled date: 
Date of last analysis/update of insurance coverage: 
Frequency: Required? Next scheduled date: 
Photographs of interior and exterior stored off-site? 
Frequency: Required? Next scheduled date: 
Is there an off-site record (microform, computer tape) or the collection? Y/N 
Frequency of update: 
Location: 
Attach copies of last inventory report. 
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ATTACHMENTS 
________________________________________________________________________________________________ 

 
__ 1. List of salvage priorities for each department, area and/or office 

__ 2. Emergency procedures and evacuation plan 

__ 3. Copy of insurance policy 

__ 4. Copy of disaster recovery vendor contract 

__ 5. Other emergency planning and recovery documents 

__ 6. List of individuals with master/special keys 

__ 7. Floor plans 

__ 8. Emergency Response and Salvage Wheel 

(To order, contact the National Task Force on Emergency Response 1-888-979-2233) 

This document is largely based on AMIGOS Preservation Services "Disaster Plan for Libraries 
and Archives" with additional material from: 
 
Minnesota Historical Society Disaster Preparedness Plan 
Basic Guidelines for Disaster Planning in Oklahoma 
Oregon Historical Society - Collections Disaster Response Plan 
NDCC - Worksheet for Outlining a Disaster Plan 
Northup Library - Disaster Procedures 
SILDRN 
Portland State University disaster plan 
Special thanks to Kris Kern (PSU), Alex Toth (Pacific) 
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APPENDIX 1 - INFORMATION LINKS 

________________________________________________________________________________________________ 

 
American Institute for Conservation: http://aic.stanford.edu/ 
American Library Association Disaster Preparedness Clearinghouse: 
http://www.ala.org/alcts/publications/disaster.html 
Amigos Imaging and Preservation Services: http://www.amigos.org/preserve.htm 
Amigos Preservation Service leaflets. http://www.amigos.org/preservation/leaflets.html 
California Preservation Clearinghouse: http://cpc.stanford.edu 
Colorado Preservation Alliance: http://www.aclin.org/~cpa/ 
Conservation Center for Art and Historic Artifacts (CCAHA): www.ccaha.org 
Conservation OnLine (CoOL): http://cool.conservation-us.org/ 
Links to disaster plans: http://cool.conservation-us.org/bytopic/disasters/plans/ 
The Disaster Center: http://www.disastercenter.com/ 
Emergency Preparedness Information Exchange: http://hoshi.cic.sfu.ca/epix/ 
Federal Emergency Management Agency (FEMA) Response & Recovery: 
http://www.fema.gov/r-nr/ers_wl.htm 
Library of Congress Emergency Preparedness and Response: 
http://lcweb.loc.gov/preserv/pubsemer.html 
National Archives and Records Administration (NARA): http://www.nara.gov/arch/ 
Natural Hazards Center: http://www.Colorado.EDU/hazards/ 
Human response to disasters 
Northeast Document Conservation Center (NEDCC): http://www.nedcc.org 
They have a series of technical leaflets including: 
"Disaster Planning: by Beth Lindblom Patkus and Karen Mltylewski. NEDCC, Technical 
Leaflet, Section 3, Leaflet 3. http://www.nedcc.org/plam3/tleaf33.htm 
"Worksheet for Outlining a Disaster Plan" by Karen E. Brown. NEDCC, Technical Leaflet, 
Section 3, Leaflet 4. http://www.nedcc.org/plam3/tleaf34.htm 
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"Protection from Loss: Water and Fire Damage, Biological Agents, Theft, and Vandalism" by 
Sherelyn Ogden. NEDCC, Technical Leaflet, Section 3, Leaflet 1. 
http://www.nedcc.org/plam3/tleaf3.1.htm 
"Collections Security: Planning and Prevention for Libraries and Archives" by Karen E. Brown 
and Beth Lindblom Patkus. NEDCC, Technical Leaflet, Section 3, Leaflet 12. 
http://www.nedcc.org/plam3/tleaf3.12.htm 
Regional Alliance for Preservation: http://www.rap-arcc.org/ 
SILDRN: San Diego/Imperial County Libraries Disaster Response Network: 
http://orpheus-1.ucsd.edu/sildrn/ 
Solinet: http://www.solinet.net 
"Disaster Preparedness and Recovery: Selected Bibliography" 
http://www.solinet.net/presvtn/leaf/disasbib.htm 
"Preservation Resources on the Internet: Disaster Preparedness and Recovery" 
http://www.solinet.net/presvtn/leaf/disweb.htm 
University of Illinois Cooperative Extension Service, Disaster Resources Preparedness & 
Recovery: http://www.ag.uiuc.edu/~disaster/prep.html 
Western Association for Art Conservation: http://palimpsest.stanford.edu/waac/ 
Includes a soon-to-be online resource guide to 400 manufacturers and suppliers used by 
conservators and archivists (emphasis on vendors in the western United States) 
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APPENDIX 2 - DISASTER RECOVERY SERVICES AND SUPPLIES 
 
Belfor: http://www.belfor.com/ 
Portland office, 503-408-8880 
Recovery from and clean-up after disasters 
Conservation Center Online: http://palimpsest.stanford.edu/bytopic/suppliers/ 
Links to preservation related suppliers and service providers 
Document Reprocessors: http://www.documentreprocessors.com/ 
Burlingame, CA, 1-800-4DRYING (1-800-437-9464) 
Restore water and fire damaged materials 
Excalibur Data Recovery: http://www.excaliburdr.com/ 
N. Billerica, MA, 1-800-466-0893 
Data recovery from wide range of media and operating systems 
Midwest Freeze-Dry, Ltd.: http://www.midwestfreezedryltd.com/ 
Skokie, IL, 1-847-679-4756 
Freeze-drying for restoration of water-damaged materials 
Munters Corporation: http://www.muntersmcs.com 
Glendale Heights, IL 1-630-351-6808 / Sales offices in Vancouver, WA and Hillsboro, OR 
Dehumidification, facility and contents water damage recovery 
Quake Kare, Inc. http://www.quakekare.com/index.html 
Thousand Oaks, CA, 1-800-2PREPARE (800-277-3727) 
Emergency supplies 
Rothstein Associates, Inc.: http://www.rothstein.com 
Brookfield, CT, 1-203-740-7400 
Disaster recovery books, articles, links, information 
Specs Bros: http://www.specsbros.com/ 
Ridgefield Park, NJ, 1-800-852-7732 
Video and audio tape reclamation, restoration, decontamination; disk recovery 
Includes disaster prevention and recovery information 
Survive: http://www.survive.com 
Woking, Surrey, England, 01101483 710 600 
International group for business continuity management professionals 
Includes online directory of disaster recovery companies worldwide 
VidiPax - The Magnetic Media Restoration Company: http://www.panix.com/~vidipax 
New York, NY, 1-212-563-1999 
Magnetic media restoration 
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Guidelines for Disaster Preparedness in Museums 

Off-print from the handbook "Museum Security and Protection" ICOM/ICMS With the support 
of UNESCO 

It is fortunate that disasters do not occur every day in museums and galleries. The very rarity of 
them can lead to a situation where we hope for the best and are reluctant to prepare for the 
worst! Forethought and planning can prevent an emergency becoming a disaster and minimize 
the injury and damage to people and collections. It is hoped that this publication will help all 
who are responsible for museums and galleries to prepare for the worst. Thoughtful planning, 
energetic preparation and training can all lead to calm, decisive action in an emergency. Bryan 
Dovey, Chairman, ICMS 

Emergency planning and operation 
Primary emergency protection 
Emergency threat assessment or risk analysis 
The emergency plan 
Emergency plan command and control 
Emergency communications and information 
Practice exercises or drills 
Long-term emergencies 
Recovery from emergencies 
Summary 
References 
 
ACTION GUIDE 12A Emergency risk analysis assessment for museums and other cultural 
institutions  
ACTION GUIDE 12B Emergency plan guide for museums and other cultural institutions  
ACTION GUIDE 12C Emergency calling or notification guide for museums and other 
cultural institutions  
ACTION GUIDE 12D Emergency services and supplies guide for museums and other 
cultural institutions  
 
Recommendations 

Emergency planning and operation 

"Disaster: An emergency event that occurs with little or no warning, causing more destruction or 
disruption of operations than the museum can correct by application of its own ordinary 
resources. Disaster Preparedness: Possessing in advance the capability of taking the immediate 
action or actions necessary to cope with a disaster in order to prevent its occurrence or to 
minimize its impact." (John Hunter, Preparing a Museum Disaster Plan (National Park Service, 
Omaha, NB1980), p. 1 ) 

Institution managers who prepare for difficulties in advance reduce their harmful effects. 
Institution and protection managers, as emergency program managers, are risk managers. They 
safeguard people, assets, and programs. This special protection program is necessary at most 
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cultural institutions. 

Cultural institutions maintain a plan for emergencies that expects difficulties before they occur. 
The institution manager gives the emergency program manager a senior staff level. An 
emergency plan first cares for visitors and staff and cares for and safeguards archeological sites, 
natural lands, buildings and structures, irreplaceable collections, and historical records. 

The institution manager, protection manager, and emergency program manager work together to 
operate a cultural institution emergency plan, emergency supplies and materials and an 
emergency communication system. They test the plan with exercises and drills and prepare to 
survive long-term emergencies. 

In large and small emergencies, they establish a control center separate from any continuing 
routine operations. They agree on operating procedures and policies. While not every emergency 
or combination of circumstances is predictable, the plan contains many reaction response choices 
that permit flexibility to adapt to circumstances. 

In most cultural institutions, the protection manager is the emergency program manager. The 
emergency program manager plans the long-term protection of collections by preparing to act in 
emergencies. Characteristics of an unprepared cultural institution emergency program appear in 
Action Guide IB. A guideline for a systematic program appears in Action Guide ID. The ICMS 
plans to publish a new text on fire protection and emergency planning in the future. 

The emergency program manager conducts an emergency threat assessment or risk analysis to 
predict what threats might occur. The manager develops an emergency plan that allows the 
institution the major means to survive each threat. The manager prepares an emergency plan of 
command and control to manage the institution during the emergency, using emergency 
communications and information prepared in advance. The manager uses practice exercises or 
drills to ensure that the plan and team work. 

The emergency program manager coordinates many persons inside and outside the institution for 
services during emergencies and prepares for long-term emergencies that stop operations 
completely. The manager prepares specialists to assist in the recovery from emergencies so that 
the institution starts up again to recover and continue its original purposes. 

Conservation, fire, and protection officials must communicate effectively in order to work under 
emergency conditions effectively. They work as a well integrated team with rapid, accurate, and 
reliable communications. The emergency program manager must communicate with the 
emergency team, resource persons, the institution manager and other emergency officials and 
organizations. The emergency program manager must receive civilian radio and television 
broadcasts of weather and local news reports. 

The three themes of this handbook apply most directly to emergency planning: 

Anyone who is at the cultural institution when an emergency occurs can perform as part of the 
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emergency team. Protection is everybody's business. 
 
Every object in a collection requires a consistent level of at least minimally adequate care, 
especially during emergencies. 
 
The protection manager prepares the institution to survive during a major emergency or disaster 
by developing a long-term emergency protection plan. This provides emergency protection and 
conservation services when no outside assistance is available. 
 
Many persons use the terms 'disaster' and 'emergency' differently. Many persons consider a 
disaster a long-term or widely spread unexpected interruption that interferes with work activity, 
such as a major earthquake or a major flood with loss. Many persons consider an emergency a 
common or expected interruption, such as a minor flood that regularly reoccurs or a short-term 
electrical failure that regularly reoccurs. A disaster is an emergency situation that is out of 
control. In a major disaster, the 'emergency' may grow to a 'disaster' and then recover to an 
'emergency' until the event is complete. For simplicity in this chapter we use the term emergency 
for emergency and disaster situations. 

Primary emergency protection 

When an emergency occurs: 

 Save people. 
 Alert others, including local emergency centers and rescue units. 
 Save valuables. 
 Limit or stop the emergency when possible. 
 Check that family and friends are out of danger. 
 Plan and continue emergency services. 
  
Most cultural institutions have commonly known but unwritten emergency reaction plans, often 
called contingency plans, for the safeguarding of persons and property from dangerous events 
that persons can expect to occur. The emergency reaction plan for a fire is the call for an 
evacuation of the building and the calling for the fire service. The emergency reaction plan for 
severe weather is often the prevention of evacuation of the building until the severe weather has 
passed. 

The emergency staff first account for every person in the institution. The emergency program 
manager checks for damage to the building, collections, and other operations. After the initial 
emergency, the emergency program manager maintains and protects the site until the institution 
recovers and begins normal operations. 

When a serious threat occurs, the appointed and trained emergency program manager starts the 
emergency plan without delay. The protection manager prepares senior protection staff to act 
when the designated emergency program manager is not on site. The senior protection manager 
on site or the senior institution manager on site starts the plan when the emergency program 
manager is not on site. 
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The emergency program manager prepares the emergency plan and forms an emergency team to 
respond to each emergency. Managers integrate existing safety, fire protection, and building 
evacuation programs into the emergency plan. The institution manager supervises the preparation 
and maintenance of emergency plans. The protection manager trains and drills the staff in 
emergency operations. 

The emergency program manager manages the institution during the emergency as the crisis 
develops, becomes controlled, and subsides. Action Guide 12A provides an emergency threat or 
risk survey guide. Managers develop emergency plans that assign specific responsibilities. 

Before the emergency: 

obtain an evaluation of how the building might be vulnerable to damaging weather phenomena 
and make recommendations to reduce potential damage;  
inspect the building to determine the vulnerability of buildings and assets in case of utility 
failure; 
obtain when possible information on the availability of a collections refrigerated vehicle for 
freezing collections damaged by water and for transfer of damaged objects to freeze-dry facilities 
for repair; 
obtain an evaluation of building and installation vulnerability to emergencies stemming from 
social unrest or war; 
ensure, in conjunction with safety inspections, that approved unit emergency plans are tested and 
kept current; 
provide training in the use of fire extinguishers and general fire protection to the staff as 
required; 
provide a fail safe warning system for visitors and staff; 
maintain lists of easily available conservation specialists outside the institution and their 
specialties; 
procure required supplies and equipment to use during emergencies; 
ensure that first aid supplies are on hand; 
test the plan once per year under a scenario simulating expected conditions. 
 

Regularly: 
determine the structural integrity of buildings during and after emergencies; 
maintain liaison with police, fire, and government agencies to determine services available to the 
institution; 
provide protection for assets during relocation; 
assist the conservator in determining the vulnerability of assets to various kinds of damage; 
ask for the assistance of curators, scientists, and protection officials from other places to assist in 
identifying those items requiring special protection from emergencies likely to occur. 
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After the emergency; 

determine what areas of damaged buildings are safe to use; 
develop projects to repair damaged building parts; 
conduct an inspection of utility systems after an emergency has occurred to check for damaged 
live electrical wiring, broken gas lines and steam piping; and 
provide additional protection staff and communications equipment as required during 
emergencies. 
 

The emergency team assembles, divides the duties and responsibilities among those who are 
present, establishes clear instructions for the response and collects available tools, equipment, 
and materials for the work. Emergency officers turn off dangerous utilities such as electricity, 
gas, and possibly water until officials check that they are safe to use. The emergency team relies 
on its own emergency means of communication. These can be whistles, lights, portable 'walkie 
talkie' radios or normal means of communication. The emergency team disperses to their 
assigned areas, completes their work, and signals the emergency program manager of their 
status. 

Emergency officials use: 

 voice communications 
 hand signals 
 written reports a signs and graphics with rules and regulations 
 whistle signals a flashlight or torch signals 
 bell signals 
 electric light signals 
 telephone signals 
 sirens and horns such as for fire warnings 
 transistor radios or televisions 
 portable battery-powered telephones 
 radio communications 
 coded public address announcements 
 portable 'walkie talkie' radio communications · intercoms 
 

Managers require the staff to become familiar with the emergency plan before an emergency 
occurs so that they know how to react. Managers often post emergency plan instructions in 
common places such as on bulletin boards and on the back page of the institution telephone 
directory. When the staff knows the plan in advance, they follow emergency instructions and 
serve as emergency team members when an emergency team member is not available. 

Often the emergency team assists responding police, fire, medical, rescue, or emergency 
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equipment companies. After evacuating persons from the area, the emergency team directs the 
responding team to where they should enter the property and building. They guide them to the 
emergency area, provide them with information about the property and coordinate their work in 
salvaging property. Emergency teams require training and the institution staff requires an 
orientation to emergency operations before an emergency occurs. Emergency teams must prepare 
for emergencies at very unexpected and inconvenient times and should expect more than one 
emergency at a time. Emergency teams usually do not evacuate collections and other equipment 
without a good plan. 

The institution might not receive police, fire, or medical assistance immediately during a 
widespread emergency when more serious problems exist in other places. The protection 
manager might operate alone for the first part of the emergency, until external organizations are 
available to assist. � The protection manager prepares to act alone for emergency rescue, medical 
attention, and firefighting. � The institution purchases and maintains emergency equipment to 
add to existing supplies on site. � The emergency program manager records the progress of the 
emergency, uses a camera to record conditions, and completes a report of the event later. 

Emergency threat assessment or risk analysis 

The emergency program manager determines what kinds of problems to expect to occur, based 
on their frequency of occurrence and gravity of each occurrence. This is a security survey for 
emergencies. The emergency program manager often conducts a formal emergency threat 
evaluation similar to the kind discussed in Chapter 1. The emergency threat analysis security 
survey appears as Action Guide 12A but exists in greater detail as Section B of the publication 
Museum Security Survey published by the International Council of Museums. Some managers 
use the detailed chapters of the survey text for emergency plan preparation. 

The emergency program manager talks with experienced staff members who recall past 
emergencies and the reactions that occurred in the past. Protection managers add the probabilities 
of loss from historic weather data and from historic records. Cultural institution managers or 
parent organization managers offer assistance from their risk management and insurance offices. 

The emergency program manager and the protection manager determine the seriousness of 
threats. This determines how much they prepare the institution to stand alone. They determine 
what equipment, supplies, and staff the manager prepares for immediate use during emergencies. 

They determine how the institution fights fires without fire service assistance, patrol the 
perimeter without police assistance, and provide emergency medical assistance without medical 
support from ambulance responses and sometimes from immediate hospital availability. They 
prepare rescue equipment, firefighting equipment, communications equipment, first aid 
equipment, guard or attendant patrolling equipment with basic hand tools and repair materials 
and supplies for emergency board-up or weatherproofing. 

The protection manager and emergency program manager request other professionals to review 
the survey for completeness, effectiveness, and coordination with emergency plans of other 
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organizations. 

 

The Emergency Plan 

The emergency program manager prepares the emergency plan in advance. The emergency 
program manager coordinates the plan with the protection manager and other staff. When the 
institution manager approves the emergency plan, it gives the emergency program manager the 
authority to start the plan and control the institution during an emergency. When there is an 
approved emergency plan, there is a formal authorization for the emergency program manager to 
manage the institution and the institution staff prepares to take a unified, supportive course of 
action. 

The emergency plan states the course of action to follow during emergencies, when the 
emergency plan and team starts to operate and how long the plan continues to manage the 
institution. Cultural institution managers often appoint a person or a group of persons to develop 
this plan in advance. Many emergency program managers use the guide for emergency plans in 
Action Guide 12B.  

The emergency plan contains: 

 purpose and authority for the emergency plan; 
 the formation of an emergency team and its chain of command; 
 instructions, activities and immediate resources for the emergency team; 
 inventories of assets, expected actions, and controls; and 
 inventories of resources. 
 

Many persons form an emergency plan as chapters with appendices to detail reaction plans for 
specific kinds of emergencies. With or as part of the emergency plan, the emergency program 
manager maintains an emergency notification list of emergency team persons and of persons to 
notify when an emergency occurs. Many emergency program managers use a notification list 
similar to the kind provided in Action Guide 12C. These notification lists give specific names 
and telephone numbers, names and numbers of alternative persons, and authorities to obtain 
supplies and services during an emergency. The emergency plan often details the expected team 
response to the more common emergencies.  

The emergency plan expects: 

 the occurrence of the more common expected emergencies 
 related emergencies that the plan describes but does not fully detail; and 
 a course for action for when the execution of the plan diverges from the expected course. 
 
Many emergencies begin without time for preparation. The emergency plan requires a rapid 
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organization and instruction of an emergency team. Emergency team members must read the 
emergency plan in advance and know what to do without confusion or another reading of the 
plan. The emergency team usually includes almost the entire protection or vigilance staff. These 
staff learn to work well in different emergencies. 

Emergency program staff requires an emergency plan that is simple and easy to understand and 
follow. The plan contains the more important authorities, instructions, and contact information 
but is as short as possible. The emergency team requires many copies of the plan prepared in 
advance, protected in different locations, and ready for distribution and use. 

Emergency plan command and control 

The emergency program manager follows the emergency plan to determine when the plan starts 
and stops. The emergency program manager or an alternate program manager is regularly 
available to respond to the institution. When the emergency program manager or alternative are 
not available or in contact with the institution during the beginning of an emergency condition, 
the senior emergency team member who is at the institution must act to start an emergency plan 
according to instructions. 

The emergency team manager in charge: 

 declares that there is a real emergency and officially starts the emergency plan; 
 establishes a central emergency command center and avoids panic; 
 notifies institution authorities and other organizations or emergency command centers of the 

emergency; 
 establishes an emergency communications system; 
 calls members of the emergency team to assemble; 
 starts a regular evaluation and re-evaluation of the threat and impact of , the emergency on the 

institution; 
 designates staff to perform initial checks, conduct special tasks and report on their completion 

or progress; 
 accounts for, organizes, and cares for visitors and staff at the institution; 
 inspects buildings, properties, and valuables regularly; 
 schedules emergency team persons to tasks and work hours, with relief persons when possible; 
 establishes where the emergency team rests, eats, and sleeps when relieved but subject to 

recall; 
 designates a vehicle with a gasoline supply for the emergency team to use, especially when 

there are large grounds or multiple buildings 
 instructs staff to open and use supplies as required; 
 contacts emergency supply persons or companies as required; 
 rescues valuables when required; 
 conducts regular physical security and fire security patrols until the emergency is over; 
 coordinates with other emergency team managers and authorities; 
 prepares for professional recovery staff to return and manage the recovery phase of the 

emergency; and 
 issues general instructions for the return of the regular staff and a public announcement 
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estimating the reopening of the institution. 
 
The emergency program manager establishes an emergency command center or post. Often the 
emergency program manager establishes a portable command center as a vehicle or cart specially 
equipped with communications and other emergency equipment. When there is sufficient 
electrical power, the emergency program manager establishes an emergency command center in 
or near the portable radio 'walkie talkie' base station of the protection staff. 

The emergency program manager chooses the center that is convenient to communicate with 
persons entering the property and with persons using the emergency communications systems. 
When the institution manager arrives, the emergency program manager establishes an institution 
management post or center next to the emergency command center for the institution manager to 
work with public relations and recovery staff. The institution manager prepares written 
statements for distribution to the press during an emergency. 

Emergency program managers prepare simple written instructions in advance for additional 
untrained members. Emergency teams might revise the emergency reaction list prepared for the 
protection force in Action Guide 3C. Emergency teams have instructions and training for 
medical emergencies, firefighting and rescue, and physical security. 

Emergency teams know the locations for building controls for utilities; for emergency 
communications and supplies, including building and living supplies; and for collections 
requiring special attention and supplies to maintain them. Emergency teams use the instructions 
in Action Guide 4D for the emergency movement of collection objects and use the elements in 
Action Guide 4E to determine what collections require more care. 

During an emergency, the emergency team manager acts for the institution and directs the 
institution staff. The emergency team manager operates from the emergency command center. 
The institution manager operates from the separate institution command center. The institution 
manager respects the special responsibility and training of the emergency team to conduct the 
emergency. The institution manager monitors the emergency command center operation and 
advises the emergency team manager according to agreed means. The institution manager 
prepares the institution to recover from the emergency and return to normal conditions.  

Emergency communications and information 

The emergency program manager in charge requires immediate two-way communication to 
conduct regular checks directly with each member of the emergency team. They must receive 
any civilian radio and television broadcasts available of weather and local news reports. 

The emergency program manager in the emergency command center stays in contact with 
important points. These are a property entrance point, important exterior doors and the control 
room or another emergency control center, contactable by telephone, signal bell, or intercom 
wire. The emergency team might include protection staff, department managers or 
representatives, grounds and gate keepers, building or facility managers, drivers, supervisors, 
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alarm control operators maintenance and repair men, janitors, visiting officials of other 
emergency organizations. 

Department managers relay instructions by emergency officials in different locations Visitors 
expect a clear message system such as a public address system operated by emergency power or 
a portable electrical loud speaker. Some telephone systems operate separately from electrical 
systems. When telephones fail to operate, institution officials often use the public address system 
with coded messages During longer periods without electrical power and without telephone 
systems, emergency officials communicate with staff using an internal intercom that requires 
very little battery power or portable loudspeakers and whistles. 

The emergency program manager establishes a telephone calling notification tree system where 
each assigned person who receives an emergency message tells two or three others, who tell 
others, who might tell others. The notification tree system requires strict discipline and 
participation for every person to receive the information. 

The emergency team manager requires a low power communications system to operate very 
quickly and reliably. Emergency team members prefer to use portable radios with battery 
chargers on emergency power during a short-term electrical power loss In some cases civilian 
band radio broadcast equipment might be useful and available. Many new electronic systems 
provide more alternatives for electric. power and for communications. Portable electric 
generators are available almost everywhere. Vehicle, cellular, and portable telephones are useful 
when electrical and telephone wires are broken but the main centers are still operating. 

The emergency program manager often receives the most accurate and current information about 
emergency conditions and weather, the operation or non- operation of other organizations and 
systems, accounts of damage or loss and predictions of future conditions by public radio and 
television broadcasts The emergency program manager maintains some public radios and 
televisions available for emergency team use. Public radios and televisions are more useful when 
their broadcasts are recorded for review by planners and other emergency team staff. 

Practice exercises or drills 

Every emergency plan requires testing and regular improvement. Emergency program managers 
do not rely on a plan until managers conduct a practice exercise or drill to evaluate how well the 
plan protects the people and the institution. 

Managers prepare institution visitors and staff for emergencies without alarming them. 
Institution managers and emergency program managers plan fire evacuation exercises or drills to 
condition staff for future emergency exercises or drills of other kinds When managers hold 
practice exercises or drills, emergency staff become skilled in protecting the institution staff who 
also become more cooperative. Institution managers and emergency program managers motivate 
the institution staff to be cooperative by thanking them for reacting well in exercises and drills. 

Drills are more realistic when unexpected difficulties occur such as the lack of fresh water, the 
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closing of roadways and the absence of communications to anywhere outside the institution. 
These situations might be added to the drill in the middle of the drill, not at the beginning of the 
drill. 

With improved preparation for emergencies, institution and protection managers develop 
defensive programs to reduce the loss from emergencies and disasters. These programs might 
include a more realistic or tested plan, a better or faster communications warning system or an 
improved defense of the institution from a serious threat such as fire, flood, or structural 
collapse. 

 

Long-term emergencies 

Emergency program managers prepare to protect their facilities and collections from loss during 
major long-term emergencies in different ways. These emergencies include a long-term natural 
disaster, loss of finances, and social disruption. During these emergencies combinations of 
problems destroy major amounts of cultural collections. Emergency program managers have the 
least physical protection and conservation resources available to assist them when they require 
them. Institution managers work closely with emergency program managers to prepare the 
institution to survive during long-term emergencies. 

The long-term public closing of a museum or cultural institution does not excuse an institution 
manager from the responsibility for the long-term care of the collection. Managers re-evaluate 
institution requirements in order to provide at least a minimum level of adequate conservation 
and physical protection care. Lack of funding, staff, or materials is not an excuse for lack of 
action. 

Managers ask important citizens, donors, and government officials to find very important 
resources for conservation and physical protection. They often find unusual sources of important 
materials that no one measures in monetary terms. The staff and volunteers might serve as 
physical protectors of the property on a part-time basis. In place of salary they might accept a 
small salary, benefits, or a salary for payment later, guaranteed by another organization. 

During a long-term social disruption, natural disaster, or loss of funding, the protection manager 
usually protects the institution without external assistance. 

Government officials usually send their forces and services to places of more importance to the 
nation and to the preservation of life. The protection manager uses a volunteer force to protect 
the institution independently. Protection managers and protection staff plan how to protect their 
families and continue serving the institution. The protection manager might develop a staff 
family support program to relieve the staff of some of their worries so that the emergency staff 
can better perform at the institution. The protection manager establishes a fire patrol, grounds 
security patrol, buildings patrol, and conservation control. Managers prepare to conduct 
operations until the end of the long-term emergency, which might be days, months, or years. 
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When the threat is very close, managers close the institution to the public. When there is enough 
warning, the institution manager tells department managers to close down each operation and 
prepare for long-term survival. Managers close research projects and exhibit preparation areas. 
Collection managers prepare to move collection objects to storage or places of greater safety. 
Conservators collect basic preservation materials and seal objects in protective, durable 
environments. 

Protection managers collect keys from staff, lock each part of the building and inventory supplies 
for use during emergencies. Action Guide 12D provides a suggested list of emergency supplies 
for cultural institutions. Protection managers must make a major effort to avoid the vandalism of 
collections by persons who look for anything of value to maintain themselves. 

Protection managers begin emergency fire patrols when there is an increased threat of fire or a 
threat of having no response from the professional fire service. There is normally little 
opportunity later to collect building and preservation materials from other places. Protection 
managers quickly cover doors and lower floor windows with barriers to discourage potential 
intruders. Managers prepare staff to repair broken barriers immediately and fight fires 
independently. 

Protection managers improve security for objects in place, move them or re-mark them for 
safekeeping. The re-marking and removal of major objects to safer places inside or outside the 
institution might be advisable. Managers protect cultural property that can be clearly identified 
with one combatant or the other. Protection managers use the book Protection of Cultural 
Property in the Event of Armed Conflict from UNESCO. Protection managers consider its 
techniques and information very important to preserving the cultural heritage. 

Sometimes social disruption involves cultural institution property. The Geneva Convention for 
the Protection of Cultural Property of 1954 states that cultural institutions are not participants of 
war and destruction. Cultural property protection officers are non-combatants. Cultural 
institutions are not locations for combatants. Cultural institution professionals must respect these 
conventions and encourage others to do the same. 

The convention establishes a five-sided symbol of blue and white for the marking of institutions 
and for the identity cards of cultural property protection officers. The general figure is a vertical 
rectangle with a triangle on the bottom. The five- sided figure shows two diagonals from the 
corners. The resulting four sections are blue and white, with top triangular section and bottom 
diamond-shaped section blue with the two side sections white. Managers in some nations such as 
France already use the symbol to mark cultural property. 

Protection managers evaluate the attitudes of combatants and civilian populations towards 
cultural property. When combatants on each side respect cultural property and when the civilian 
populations work to preserve cultural property, protection managers mark cultural institutions 
with the Geneva Convention symbol. When one of the combatant sides does not respect cultural 
property or when one of the civilian populations considers cultural property as money or items of 
hatred, protection managers hide cultural property. 



 45 

Many cultural institutions occupy strategic geographic positions in the land. Active combatants 
might choose to use cultural institutions as a strategic position to occupy, a shelter, a source of 
supplies, or a place to hide. Protection managers discourage these uses of cultural properties and 
cultural buildings. Protection managers do not maintain institutions to a degree of comfort that 
invites combatants to take advantage of that comfort. Protection managers blockade roadways, 
permanently close gates and doors and hide the careful manner they use to safeguard and 
maintain collections. Protection managers do not share information about collections with others 
and do not permit anyone to trade collection items for personal gain. 

 

Recovery from emergencies 

Emergency program managers continue their work maintaining property control until routine 
protection staff and systems replace them. The emergency program manager coordinates with the 
institution manager during the recovery from an emergency. During this time the emergency 
program manager controls public information and arriving telephone calls through an official 
office. 

The exposure of cultural collections to climate and weather and the careful rescue of damaged 
objects are important concerns. New materials, equipment, and techniques, such as freezing and 
freeze-drying, often save collections. The emergency program manager works closely with the 
institution manager, collection manager, conservators, curators, movers, and facility manager. 

The emergency program manager determines when it is safe to use parts of the structure again. 
The institution manager often moves part or the whole of the operation to another site until 
repairs at the original site are complete. Emergency program managers record the operations and 
prepare reports for analysis and improvement of the emergency plan. 

Summary 

Institution managers and protection managers are more effective when they work with an 
appointed emergency program manager. As one individual, the emergency program manager 
coordinates many different parts of emergency plans, exercises, and reactions. The emergency 
program manager or the person designated by that manager on site during the emergency is fully 
responsible for the protection of the institution. 

Every emergency program manager uses Action Guides 1B and ID to assist in developing an 
institution emergency program. Every emergency program manager takes the steps mentioned in 
the primary section of this chapter. 

Every protection manager protects the institution by writing an emergency plan that the 
institution manager approves and supports. The plan includes the public, the staff, and the 
collections. Emergency plans require the cooperation and planning of the protection and 
management staffs. 
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The emergency staff must have every required authority to act and account to the institution 
manager. The emergency program manager manages the staff, controls the site, moves and uses 
materials and equipment, communicates with other (emergency program managers, and contracts 
with other persons when required. The institution manager issues press releases and prepares to 
conduct recovery operations when the emergency passes. 

When protection managers discover that the staff are not ready or are confused in reacting to an 
emergency, they prepare the staff with drills or exercises. When protection managers discover 
that the staff knows how to act adequately in an emergency, they hold emergency drills 
regularly. When protection managers discover that the staff commonly reacts to an emergency in 
a dangerous or unreliable manner, they reconsider the emergency plan and emergency 
instructions. 

Every museum and cultural institution manager requires a strong, well supported emergency plan 
to provide at least a consistent, minimum level of adequate care to a cultural collection during 
times of extreme or long-term emergencies. No plan is strong without testing and drills. 
Managers coordinate institution emergency plans with the emergency plans of local governments 
and institutions. 

Recommendations 

'Experience has unfortunately shown that disregard of the rules of logic, not to say of simple 
common sense, is most often - even more than lack of physical or financial resources - the cause 
of the most serious miscalculations in the field of security.'� (International Council of Museums, 
The Protection of Museums Against Theft,' Vol. 17, p. 187, Museum, Unesco, Paris, 1964.) 

Museums develop security and protection programs according to their unique requirements. This 
handbook explains various methods for adaption depending on the institution's collection, its 
facilities, its financial strength, and its political and cultural environment. There is no one 
program that is right for every institution. Every institution protection program includes basic 
protections against fire, theft, vandalism, and any injury to its staff and visitors. Some of the key 
points in planning an effective museum protection program follow. 

 Protection or security has no single comprehensive solution. Every protection and security 
problem has a different character. Managers use experts for advice. 

 Local security markets vary. Protection managers learn from each other by associating on 
regional, national, and international levels. 

 Cultural institution board members, directors, administrators, planners and architects learn that 
protection is less expensive and more effective when integrated at the planning and 
design steps. 

 Every cultural institution requires good protection. Each begins by convincing the 
administration and financial officers of the requirement to adequately fund it. 

 Protection planning is continuous and requires realistic time frames. Long-range improvement 
programs, over three to five years, are very effective. 

 Managers do not stop progress because of disagreements between requirements for security, 
aesthetics, and fire protection. Managers find solutions through cooperation and 
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resourcefulness. 
 Good security is a basic part of daily institution operations, balances, and compromises that 

function through regular institution channels. 
 Managers delegate protection authority to one well trained person. Managers prefer a full-time 

protection manager. 
 Theft and fire protection requirements do not threaten each other. 
 Fire is a greater threat than theft because fire is life-threatening and a source of greater loss. 

Managers clean up laboratories, work areas, offices, living spaces, kitchens and areas of 
installation, construction, and renovation. 

 Good security is permanent and continuous. Managers apply protection to storage, transport, 
exhibit, and loans. 

 Protection requirements for loans to other institutions are as good as or better than at the parent 
institution. 

 Physical guarding is a primary security means. Mechanical and electronic protection are 
supplementary and cannot be replaced. 

 Physical guarding requires more consideration. Managers improve guard or attendant 
qualifications, status, and performance. 

 Fewer guards or attendants are less management expense. Guard or attendant quality varies 
according to guard or attendant training and performance. 

 Rented security guard or attendant services do not provide institution loyalty. Managers have 
better results by hiring and training institution guards or attendants. 

 Guard or attendant clothing and appearance suits the institution image and protection 
requirements. 

 Security alarms do not protect completely. Managers schedule physical inspections to patrol 
every area regularly and irregularly. 

 People detect more problems than alarms. Guards or attendants who investigate problems 
twenty-four hours a day provide better protection. 

 A stay-behind who hides in the institution at public closing time puts the institution in major 
jeopardy. The clearing sweep at closing each day is the most important search of the day. 

 Guards or attendants check property entering and leaving. Managers train guards or attendants 
and support and assist them to respond to challenges to their authority and procedure. 

 Inventorying, cataloging, registering, record-keeping, and record maintenance are important 
security concerns. Good record-keeping promotes control and discovery of loss. It assists 
in the rapid publicizing of missing objects and recovery of them. 

 Curatorial staff conduct daily exhibit inspection checks. Guards or attendants patrol public 
areas and entrances, and inspect visitor areas at the beginning and end of each day. 

 Vandalism directly affects institution image. Managers keep areas clean, in good repair and 
graffiti cleaned up as soon as possible. 

 Fire walls with automatic closures protect and separate major institution areas. Staff do not 
leave the doors inoperable or forced to an open position. 

 When there is a fire, everyone calls the fire department first and sounds the alarm. Managers 
train the staff to prevent and fight fires. 

 Managers connect fire detection systems and pull boxes to a central station or a fire service. 
Ionization detectors are the fastest detecting mechanisms. 

 Fire detection and response must be fast to be effective, such as less than 5 minutes for fire 
service response. Officials recommend water sprinkler systems especially in major 
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buildings, and in workshops, offices, service, utility, and libraries as safe and reliable fire 
protection. 

 In some cases carbon dioxide or dry chemical fire protection systems are better but they do not 
provide the same effective firefighting concentration that water provides. 

 Officials recommend the correct removal of all halon gas systems. 
 Managers train staff and guards or attendants to avoid subterfuges of fire or bomb threats to 

hide a theft. Staff considers the total security situation before reacting to an emergency. 
 Technical alarm system protection varies. Consider the requirements of the object requiring 

protection, physical layout, daily working procedures, the nature of the security force, 
and the kind and speed of response and counter reaction. 

 Managers review crime statistics and prevention techniques with the local police. Managers 
use this to determine the extent and sophistication of the protection effort. 

 Managers do not buy security equipment because it is for sale locally or recommended by the 
sales person. Managers determine the special institution requirements and develop special 
system and performance requirements. 

 Managers use a combination of mechanical and electronic protection methods. Managers 
begin with traditional mechanical forms of security for physical barriers such as steel 
doors, locks, and bars. 

 Managers use combinations of systems instead of just one system. Managers use different 
protection mechanisms for perimeter, space, and fixed-point alarm requirements. 

 Managers evaluate institution activities and environments continuously before selecting 
protection and detection systems. 

 Alarm signals must be clear and understandable to have a quick response. Alarm systems are 
as good as the speed and ability of the guard or attendant responding. 

 Managers re-evaluate excessive false or trouble alarm mechanisms. Managers re-evaluate, 
replace, or recalibrate them. 

 Alarm systems require constant checking for them to be reliable. Managers test batteries, 
adhesive attachments, tampering ability, wires, connections, and the kind of protection 
provided around the clock. 

 Some alarm mechanisms are not expensive or visible. Managers develop innovative, tailored, 
and homemade mechanisms that are aesthetically acceptable and inexpensive. 

 Staff calls the police immediately to report a theft. Managers gather a description and publish 
notices both with the police and collector or art theft groups. 

 Institutions and insurance managers resist blackmail, ransom, and extortion. 
 Managers do not publicize monetary values of objects, or unethical staff procedures, and do 

not tolerate excessive insurance evaluations. 
 Security includes a sharp awareness of the continuing protection requirement. This includes a 

study of the criminal motives, conservation requirements and techniques, fire prevention 
and suppression, and basic common understanding security techniques and applications. 

 
(Developed from 'Conclusions and Recommendations', Chapter 12, Robert G. Tillotson, Museum 
Security, ICOM, Paris, 1977.) Off-print from Museum Security and Protection: A handbook for 
cultural heritage institutions ICOM and the International Committee on Museum Security; 
edited by David Listen - London, New-York: ICOM in conjunction with Routledge, 1993 - 319 
p. ISBN 0-415-05457-5 ISBN 0-415-07509-2 (pbk) NOTE: Using the above information, we 
will assess and build the DPRP in the following section with the above mentioned Action Plans, 
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which are contained in Phase III. 

 
 
 
 

 
 
 
 
 
 
 
 
 

DPRP Development 
Phase II: Assess Risks 
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RISK ASSESSMENT 
 

Building: ___________________________________________________ 
 

EMERGENCY HISTORY 
 

Date     Event                                       Area Affected                                   Damage 
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________ 
 
 

FACILITIES ASSESSMENT 
 

Rating of your institution’s vulnerability to disaster, on a scale of 1-5: 
5 = has been an ongoing area of concern 
4 = definite risk 
3 = possible risk 
2 = not currently a risk 
1 = not applicable 
 
Rating  Disaster Predisposition  Comments/Recommended Actions 
 
___  Leaky or damaged roof ______________________________________________ 
 
___   Clogged/damaged drains, gutters ______________________________________ 
 
___  Old plumbing and pipes ______________________________________________ 
 
___  Unmaintained heating system _________________________________________ 
 
___  Faulty, inadequate wiring _____________________________________________ 
 
___  Insufficient or lack of smoke/heat detectors ______________________________ 
 
___  Inadequate or lack of fire suppression system _____________________________ 
 
___  Inadequate environmental control ______________________________________ 
 
___  Inadequate security system/personnel ___________________________________ 
 
___  Overgrown landscaping ______________________________________________ 
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___  Construction _______________________________________________________ 

RISK ASSESSMENT: LOCATION 
 
 
Assess your institution’s vulnerability to the following destructive forces based on location. Use 
a scale of 1-5 for each to indicate possibility of occurrence: 
5 = Strong probability /has occurred before 
4 = Probability 
3 = Possibility 
2 = Remote possibility 
1 = Improbability 
 
Rating  Disaster   Notes 
 
___  Severe Weather ____________________________________________________ 
 
___  Tornado __________________________________________________________ 
 
___ Flooding - See attached “AHC BASEMENT STORAGE AREAS PART 2: 

FLOOD MITIGATION”  
 
___   Hurricane ________________________________________________________ 
 
___ Earthquake - See attached “EARTHQUAKE DAMAGE MITIGATION 

RECOMMENDATIONS” 
 
___  Fire _____________________________________________________________ 
 
___  Pest invasion ______________________________________________________ 
 
___  Vandalism __previous vandalism to building exterior (“tagging”)_____________ 
  
___  Hazardous materials/ 

radiation accidents __________________________________________________ 
 
___  Chemical accidents _________________________________________________ 
 
___  Transportation accidents 
  (railway, freeway, air) _______________________________________________ 
 
___  Bomb threat _______________________________________________________ 
 
___  Terrorism _________________________________________________________ 
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___ Volcanic eruption - keep blue 3m masking tape in disaster supplies – in severe 
ashfall tape off doors, windows and HVAC to prevent ash invasion 

 
Location and Response Time of Emergency Personnel 

Include in your plan a basic map of your facility with access routes and emergency evacuation 
routes clearly marked. 
  Address Phone Response Time 

Police (City) 

Portland PD -  SE 
Precinct, 4735 E. 

Burnside St., Portland, 
Oregon 97215 

Emergency – 911 

Non-emergency:  

503-823-2143 

? 

Sheriff 

501 SE Hawthorne 
Blvd., SUITE 350 

Portland, OR 97214 (503) 988 - 4300 ? 

Fire Department 
Community Outreach 

and Public 
Information 

Phone: 503.823.3550  

Ambulance/EM 911 911 ? 

Non-emergency 
Public Safety 

Situations 

(auto-attendant 
system will provide 
choices) 

503-823-3333 ? 

Exec. Director    

Exec. Director    

Curator    

Registrar    

Volunteer 
Coordinator 

  ? 

Others   ? 

Others   ? 

Others   ? 
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INSTITUTIONAL EMERGENCY HISTORY 
 
What disasters or emergencies have occurred in your museum’s history?  Use the list below to 
detail past events as best as you can remember.  List other staff that would be good resources for 
more documentation in the bottom section. 
 
 
Date Event    Area Affected    Damage 
 

 

 

 

 

 

 

 
 
Resource People to Contact for Further History 
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Adapted from Amigos Preservation Service 

ICOM Guidelines for Disaster Preparedness in Museums - ACTION GUIDE 12A 
Emergency risk analysis assessment for museums and other cultural institutions 
 
Rating of your institution’s vulnerability to disaster, on a scale of 1-5: 
5 = has been an ongoing area of concern 
4 = definite risk 
3 = possible risk 
2 = not currently a risk 
1 = not applicable 
 
1.0 Climate risk assessment: 
1.1.0 From temperature 
1.1.1 From sudden temperature changes or large temperature extremes  
1.1.2 From special problems to collections from freezing  
1.1.3 From collection damage from loss of building protection  
1.1.4 From collection damage from loss of environmental controls   
1.2.0 From relative humidity   
1.2.1 From sudden changes or large extremes of humidity   
1.2.2 From special problems to collections from high humidity   
1.2.3 From collection damage from loss of environmental controls   
1.2.4 From collection damage from loss of building protection    
1.2.5 From collection damage from mold and mildew    
1.3.0 From severe weather   
1.3.1 From building damage and loss from severe weather    
1.3.2 From frequent or major interruption of utility services    
1.3.3 From safety of persons from severe weather on a normal day   
1.3.4 From interruption of building and internal operations    
1.3.5 From wind damage from flying debris    
1.3.6 From other results of very bad weather   
 
2.0 Topographical risk assessment: 
2.1.0 From rivers and water levels   
2.1.1 From minor flooding  
2.1.2 From major flooding  
2.1.3 From flooding below ground level or below the water table  
2.1.4 From surface water after heavy rains  
2.1.5 From massive water from up stream or up grade  
2.1.6 From not receiving warnings of heavy rain or flooding  
2.1.7 From major rain, hail, ice, or snow  
2.1.8 From loss of water supply for firefighting  
2.1.9 From tidal or other unusual water phenomena  
2.2.0 From the slope of land  
2.2.1 From damage or loss from massive terrain from above and under what conditions  
2.2.2 From damage or loss from loose or dangerous terrain from below  
2.2.3 From shifting earth  
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2.2.4 From earthquakes  
2.2.5 From volcanic activity   
 
3.0 Vegetation risk assessment: 
3.1 From a terrain fire  
3.2 From attack or infestation by wildlife, diseases, insects, rodents, bats, and birds   
3.3 From windstorm damage from trees   
 
4.0 Environmental risk assessment: 
4.1 From damages from a natural disaster at an adjacent structure   
4.2 From damages from a fire, explosion, or chemical spill at an adjacent structure   
4.3 From natural or man-made pollution   
 
5.0 Stand-alone vulnerability assessment: 
5.1 From loss of roadway access   
5.2 From loss of emergency vehicle access   
5.3 From loss of services for several weeks   
5.4 From loss of police, fire, and medical response   
5.5 From loss of electrical power, telephones, gas, and water  
5.6 From loss of personal access to the building   
 
6.0 Internal building risk assessment: 
6.1 From an explosion  
6.2 From an electrically caused fire  
6.3 From a chemical spill  
6.4 From loss of life from fumes of chemicals stored inside  
6.5 From flooding from a water pipe break  
6.6 From loss of electrical power  
6.7 From loss of winter heating or heat relief  
6.8 From structural collapse  
6.9 From loss of external communications  
6.10 From collection damage from any of the above items   
 
7.0 Organizational risk assessment: 
7.1 From loss of organizational ability to operate  
7.2 From loss of organizational financial budget   
7.3 From loss from demonstration, strike, and work stoppage   
7.4 From loss of authority of the emergency staff to act   
7.5 From inability of emergency team to contract emergency services   
7.6 From inability of emergency team to obtain expert advice   
7.7 From inability of emergency team to control the premises   
7.8 From inability of emergency team to supervise staff   
7.9 From inability of emergency team to use resources   
7.10 From loss of public relations and press control   
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From International Council of Museums, International Committee on Museum Security, 
Museum Security Survey, Paris, 1981 
ICOM Guidelines for Disaster Preparedness in Museums - ACTION GUIDE 12B 
Emergency plan guide for museums and other cultural institutions 
 
1.0 Purpose and authorization for the emergency plan  
1.1 The objective or statement of purpose of the plan  
1.2 The responsibilities which this plan contains  
1.3 The extent of emergency events specified in this plan  
1.4 The relationship of this plan to other institution and external plans 
 
2.0 Emergency team formation  
2.1 conditions requiring the start of the plan and the formation of the emergency  
2.2 The emergency plan organization and operation chart, with relationships to other 
organizations which have specific roles in the plan  
2.3 A list of the emergency team and trained emergency volunteers with their current telephone 
numbers and addresses  
2.4 A list for emergency staff on duty and their responsibilities  
2.5 An inventory of emergency team resources with specific locations and purposes at stored 
supplies  
2.6 An inventory of communications equipment and their locations  
2.7 A written register and camera to record each activity, notification, and item of information 
received 
 
3.0 Emergency team instructions, activities, and immediate resources  
3.1 Immediately available copies of the emergency plan  
3.2 Notification lists containing names, addresses, current telephone numbers, and roles of each 
person and a second person who is very important to the plan similar to the form in Action Guide 
12C  
3.3 The institution organization and operation chart and a list of staff, volunteers and other 
workers and required keys  
3.4 The institution floor plans and blueprints locating major items of value evacuation routes, 
and master turn-off switches for electricity, gas, and water  
3.5 A list of persons in organizations who must assist in specific emergencies such as persons 
from public service companies, hospitals, ambulance, plumbing, electrical, glass, and other 
contractors and businesses, with their telephone numbers, authority to act, and payment system 
similar to the form in Action Guide 12C 
 
4.0 Inventories of assets, expected actions, and controls  
4.1 An inventory and location of assets and an identification of assets requiring special security 
or conservation protection similar to the guideline in Action Guide 4B  
4.2 Actual emergency procedures for each emergency and for multiple emergencies  
4.3 Details of relationships for emergency assistance from private, government and emergency 
organizations  
4.4 Plans and agreements for the relocation or evacuation of valuable objects 
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5.0 Inventories of resources  
5.1 An inventory of items to borrow or rent, with the person or organization to call and the 
telephone number and delivery and payment arrangements similar to the form in Action Guide 
12C  
5.2 A list of specialists and professionals to call for expert advice and guidance  
5.3 Miscellaneous information which might assist in deciding and reducing the confusion 
generated in an emergency 
 
From the Office of Protection Services, Smithsonian Institution, Washington, D.C. 
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ICOM Guidelines for Disaster Preparedness in Museums - ACTION GUIDE 12C 
Emergency calling or notification guide for museums and other cultural institutions 
 
 Notice: posted at a location well known to the staff 
 
1.0 Emergency manager and team members  
1.1 Emergency command center location 
1.2 Emergency/disaster plan copies storage location 
1.3 Date that it was last updated 
 
2.0 Internal notification list, with name, office telephone or intercom, home telephone, and 
address, and when to contact  
2.1 Director  
2.2 Press and legal  
2.3 Buildings and grounds  
2.4 Emergencies or loss  
2.5 Collection damage 
 
3.0 External telephone calling list, with number for emergency and number for information and 
investigation, and when to contact  
3.1 Fire  
3.2 Police  
3.3 Medical ambulance  
3.4 Nearest hospital  
3.5 Poison control  
3.6 Bomb squad  
3.7 Civil defense office  
3.8 Nearest shelter and capacity  
3.9 Nearest supplies  
3.10 Nearest communication 
 
4.0 Evacuation services, with personal name, company name, work telephone, home telephone, 
how to pay, and when to contact  
4.1 Buses - short notice  
4.2 Large vans/movers  
4.3 Special equipment/vehicles 
 
5.0 Emergency utility services, with personal name, company name, work telephone, home 
telephone, how to pay, and when to contact  
5.1 Plumber  
5.2 Electrician  
5.3 Heating  
5.4 Gas/oil  
5.5 Ventilation/air conditioning/fans  
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5.6 Cleanup service  
5.7 Construction/tarpaulins  
5.8 Telephone/intercom repair  
5.9 Electrical power repair  
5.10 Emergency lighting or generators  
5.11 Water department  
5.12 Emergency pumps  
5.13 Sewer  
5.14 Rubbish removal 
 
6.0 Emergency security and conservation, with personal name, company name, work telephone, 
home telephone, how to pay, and when to contact  
6.1 Emergency guard or attendant services  
6.2 Alarm services  
6.3 Boarding-up  
6.4 Local conservator  
6.5 Nearest laboratory  
6.6 Nearby institution  
6.7 Nearby refrigeration/freeze-drying 
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ICOM Guidelines for Disaster Preparedness in Museums - ACTION GUIDE 12D 
Emergency services and supplies guide for museums and other cultural institutions 
 
1.0 Staff members and alternatives to be called in case of disaster  
1.1 Designated disaster team  
1.2 Primary administrator 
1.3 Building maintenance manager  
1.4 Cataloger, registrar, or collections manager  
1.5 Preservation administrator or conservator 
1.6 Security guard or attendant manager 
 
2.0 Emergency life-saving and firefighting support  
2.1 Alternative firefighting system  
2.2 Shelter  
2.3 Life support and medical supplies for staff and public caught at the institution  
2.4 Transportation of unrequired persons away from the institution when no other transportation 
is available 
 
3.0 Major building protection measures  
3.1 Locations of fire extinguishers 
3.2 Emergency power equipment 
3.3 Safety equipment  
3.4 Hand tools  
3.5 Construction supplies  
3.6 Flashlights or torches and batteries 
3.7 Communications appliances  
3.8 Sandbags  
3.9 Blueprints  
3.10 Keys  
3.11 Vehicles 
3.12.0 Control points  
3.12.1 Intercom centers  
3.12.2 Electricity main switch  
3.12.3 Gas main valve  
3.12.4 Water main valve  
3.12.5 Sprinkler system main valve  
3.12.6 Alarm power control switch  
3.12.7 Telephone main wiring system 
 
4.0 Emergency assistance organization contacts for the fire department  
4.1 Police or military unit  
4.2 Hospital and ambulance unit  
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4.3 Bomb disposal unit 
4.4 Rescue unit  
4.5 Disaster preparedness/civil defense office  
4.6 Rubbish removal company  
4.7 Power company  
4.8 Conservation center  
4.9 Nearby cultural institution  
4.10 Insurance company  
4.11 Lawyer or legal adviser 
 
5.0 Major emergency equipment and supplies  
5.1 Portable or walkie talkie radios  
5.2 Rescue equipment  
5.3 Welding equipment  
5.4 Automobile or battery-powered portable telephone  
5.5 Transistor radios  
5.6 Medical supplies  
5.7 Nearest civilian broadcast radio  
5.8 Electrical generator  
5.9 Portable water pump  
5.10 Large window or floor fans  
5.11 First aid kits and other medical supplies 
 
6.0 Supplies and equipment for mucking-out and clean-up  
6.1 Detergents  
6.2 Bleaches  
6.3 Fungicides  
6.4 Disinfectants  
6.5 Ammonia  
6.6 Cleaning powders  
6.7 Brooms  
6.8 Mops  
6.9 Scoops or shovels  
6.10 Sponges or rags  
6.11 Buckets  
6.12 Water hoses  
6.13 Plastic bags 
 
7.0 Tools and equipment for demolition and rescue  
7.1 Repair kits  
7.2 Hammers  
7.3 Wrenches  
7.4 Pliers  
7.5 Screwdrivers  
7.6 Wood saws  
7.7 Knives  
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7.8 Pry bars  
7.9 Axes  
7.10 Rope  
7.11 Handcarts  
7.12 Two-wheel hand trucks  
7.13 Tape measure  
7.14 Hydraulic jack  
7.15 Block and tackle  
7.16 Water hydrant tools  
7.17 Ladders 
 
8.0 Construction materials  
8.1 Plywood for windows  
8.2 Plastic sheeting for waterproofing  
8.3 Basic construction lumber  
8.4 Nails and other fasteners  
8.5 Waterproof tape  
8.6 Rope  
8.7 Wire 
 
9.0 Conservation supplies and equipment suited to the nature of the collections  
9.1 Polyester, mylar, and polyethylene film  
9.2 Unprinted newsprint  
9.3 Polyethylene bags  
9.4 Plastic bags  
9.5 Thymol  
9.6 Acetone  
9.7 Silica gel  
9.8 Different tapes  
9.9 Denatured alcohol  
9.10 Japanese tissue 
9.11 Towels  
9.12 Clothes pins 
 
10.0 Contracted and contractable emergency services such as  
10.1 Electrical  
10.2 Plumbing  
1 0.3 Construction contractor  
10.4 Storage space  
10.5 Exterminator  
10.6 Museum services  
10.7 Library services  
10.8 Conservation services  
10.9 Carpenter  
10.10 Freeze-drying  
10.11 Refrigeration and refrigeration trucks  
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10.12 Locksmith  
10.13 Security services  
10.14 Moving services  
10.15 Rubbish removal  
10.16 Janitorial  
10.17 Windows  
10.18 Tree removal  
10.19 Road repair  
10.20 Roofing  
10.21 Boxes and other containers  
10.22 Laborers 
 
11.0 Contract for a local company to supply perishables  
11.1 Emergency food and water  
11.2 Medical supplies  
11.3 Batteries for flashlights and portable radios 
 
From John Hunter, Emergency Disaster Plan, US National Park Service, Omaha, NB, 1983. 
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BASIC MITIGATION GUIDELINES 
FOR EARTHQUAKE SECURING OF OBJECTS  

 
An Introduction to Earthquake Damage Mitigation 

 
 These are general recommendations based on earthquake-proven damage mitigation 
techniques. These techniques have been developed and implemented over the last 27 years in art 
museums and private collections in seismically active areas. These mitigation techniques have 
proved successful in limiting or eliminating damage in previous earthquakes, but are no 
guarantee against earthquake damage. 
 
 Before beginning - or at least in conjunction with - interior mitigation efforts on specific 
objects, efforts should be made to consult with a qualified structural engineer to determine if the 
structure(s) in which collections are housed will withstand an earthquake, what can be done to 
improve structural integrity and performance, and what kind of damage can be expected. 
  
It makes little sense to prepare for an earthquake inside of a building if you have not done 
everything possible to strengthen the building. Furthermore, be certain that fire suppression, 
alarms and security systems meet current performance standards and codes. 
  
Flood protection fire and and water damage mitigation are also a critical part of any earthquake 
damage mitigation plan – even if the facility is not in a flood zone. Water damage can occur not 
only in a heavy rain, but also if water is used to suppress a fire, or if a pipe bursts in or near a 
building. 

 
Earthquake damage mitigation concepts and techniques 

 
Concept of object “restraint” vs. “isolation” 

 
Rigid restraints 
 Rigid object restraints are any method of securing an object that attempts to restrain the 
object, such as wax, putty, straps, brackets or custom metal, acrylic or composite mounts. 
Remember that if an object is restrained to a shelf, the shelf must be restrained also to the shelf 
unit, and the shelf unit to the wall. 
 Note: Any attempt to allow a small amount of flexibility in a restraint system is to be 
avoided, as it allows an object to gain momentum before it reaches the end of its “tether,” so to 
speak, at which point more force is transmitted into the object than it would have received if 
fastened rigidly, and simply withstood the actual earthquake force. 
 
 
Isolation devices 
 Isolation devices allow an object and its pedestal or showcase to move separately from 
the violent motion of the earthquake (horizontally) to lessen the amount of force transmitted into 
the object.  
 In essence, the object stays relatively still in space as the earth under it moves. Isolation 
devices work best in the horizontal axis, and are designed to deal with horizontal acceleration, as 
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most objects are already withstanding gravity. It should be said however that in earthquakes 
where there is a significant vertical acceleration in combination with horizontal, this type of 
movement may result in isolation device failure. 
 

Types of isolation techniques and devices: active and passive 
 
Passive isolation techniques 
 It is sometimes possible to passively isolate an object from ground force acceleration. 
This requires very specific conditions which include a very stable object shape with low center 
of gravity, a perfectly smooth floor surface that is unlikely to distort significantly, and an object 
or pedestal/base with a very smooth bottom or with enhanced isolation characteristics achieved 
through the addition of a low friction material, such as teflon sheeting. 
 Note: With passive isolation there is no “return mechanism” pulling the object back to 
center, so there must be plenty of space for the object to move freely without encountering a 
wall, a floor edge, or another object as it moves around during an earthquake. 
 
Active isolation devices 
 These isolators are of limited use and require special care in their design, as they require 
a large amount of displacement (clear space for movement) all around them (Typically 10 to 12 
inches minimum). While originally the cost of these devices allowed their use only on the most 
important and valuable of objects, the design and fabrication costs have come down to make 
them more practical for regular use. 
 

Understanding stable and unstable shapes 
 

 The shape of an object and its weight distribution determines its stability. For instance, a 
pyramid-shaped object requires more force to topple in an earthquake than a cylindrical shaped 
object of the same height and weight, because the pyramidal object has a wider base, and more 
weight closer to the ground. 
 An object can be very heavy and still be an unstable shape. Furthermore, even objects 
that have relatively stable shapes can be at risk in an earthquake depending on the severity of the 
shaking and the object’s “natural frequency.” 
 Most earthquake mitigation techniques rely on securing objects to a more stable object to 
lessen the risk of damage. These techniques include securing objects with non-damaging 
adhesives such as microcrystalline wax, or securing with physical restraints made from a variety 
of materials such as brass, steel, aluminum, acrylic or composites. Many objects can be secured 
by existing staff if properly trained, but some of the more complex mounts require the skill and 
expertise of museum-trained professionals such as exhibit preparators and object conservators. 
 
 

Securing objects with non-damaging adhesives 
 In most cases microcrystalline wax is the only acceptable material to use on art objects. 
Earthquake putties and gels contain chemicals that can migrate into porous surfaces of art 
objects. There are few exceptions to this. In addition, most commercially available waxes are 
inadequate in strength, or contain chemicals that migrate into porous objects. Any material used 
in direct contact with an object must be checked for appropriateness of use. 



 66 

Putting “non-skid” materials under objects 
 This will work for only the most stable of objects. If an object is taller than it is wide, 
and/or has more of its weight up above its center of gravity (think of a pyramid vs. a wine glass), 
it is likely to be “tripped” and will overturn in an earthquake. 
 

Restraints or mounts for objects 
 Object restraints can be disguised or hidden so that they are not visible. They can be 
made to follow the contour of an object, which is less distracting aesthetically, and they can be 
“painted out,” or painted to mimic the colors of the object in order to camouflage the restraint 
and make it “disappear,” although aesthetics must be balanced with mount strength, and 
therefore an object mount cannot always be made to “disappear.” 
 Those that are visible can be made to be more aesthetically pleasing by designing them to 
mimic the appearance of standard museum display stands, by use of paint to minimize visual 
distraction from the object, or by making them from an aesthetically pleasing material such as 
hardwood, stone or finished metal. 
 
Securing paintings, mirrors and wall mounted objects 
 Wall-mounted objects must be checked for proper hangers, wire, and hooks. When weak 
or inappropriate hanging hardware is discovered, it must be replaced with stronger hardware or 
wedge cleats. 
 Additional fastening of the bottom/back of the object’s frame to the wall prevents it from 
bouncing against the wall, which can weaken the hooks or wall fasteners. This bottom fastening 
of wall-hung objects also prevents objects from jumping off of the hooks or cleats. If objects are 
hung on picture rails, the rail hardware should be secured to the molding with a screw to prevent 
it jumping off. Additionally, no open hooks such as “S” hooks should be used. 
 
Securing objects of stable shape with microcrystalline wax 
 Many objects such as lamps, vases, ceramics, small sculpture – if it is determined that 
they are in good condition and of stable shape – can be secured in place with microcrystalline 
wax, which leaves no marks or stains on decorative surfaces when removed. This greatly reduces 
the risk to many types of objects. 
Securing unstable objects 
 Some furniture and objects of unstable shape must be secured with a custom mount to the 
wall or floor to lessen the chance of toppling. Some objects require a custom metal or composite 
mount which supports the object, which then attaches to the back of the furniture, or to a 
decorative base. Decorative bases can be made of wood, metal, or acrylic, and can be finished in 
a variety of ways to make them aesthetically pleasing. 
 
 

Objects that endanger other objects 
 Sometimes objects are in danger of causing damage to other objects. If an object is placed 
on (or in the path of) an unstable object, such as a loose shelf or an unstable pedestal, both 
objects must be secured to prevent possible damage. If an object is sitting near another object 
that could fall onto it, the object that could fall onto it must be secured as well. This includes 
both accessioned objects and anything else that might fall on an object. 
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Scheduled Inspection and Maintenance 
 Annual inspection and maintenance of secured objects by a mitigation specialist is an 
important part of earthquake damage mitigation. Even objects that are secured can experience 
changes in their condition from many environmental factors, such as cleaning and dusting of 
objects, the attempted movement of a secured object, or slow movement and settling of the wax 
securing an object. 
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RISK ASSESSMENT: OBJECT STABILITY 
 
Assess your collection’s vulnerability to earthquakes. Use a scale of 1-5 for each object to assign 
a hazard risk level for the object’s environment or its surroundings. This includes what the object 
rests on or in (such as a shelf or a case), its surroundings (other objects nearby that are a risk of 
falling on the object), and the stability of the object itself.  
 
5 = Highly unstable 
4 = Very Unstable 
3 = Seems stable, but unsure 
2 = Moderately stable 
1 = Stable shape 
 

 
Object 

Number/Name 

Object 
environment 
(hazards near 

object) 

Exhibit/storage 
furniture 

(what object is 
resting on/in) 

 
Object 

Stability 

 

 

Notes 
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DPRP Development 
Phase III: Mitigation Plan Development 
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Sample of Disaster Response Manual  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 



 71 

BUILDING ASSESSMENT FORM 

 
Storm/Event:  Assessment Date:   

Building Name: Cause of Damage:   
Mark if update 
to previous 
form 

Damage Detail:     

Contents/ Items Description of damage Area 
N,S,E,W 

 

EXTERIOR 
FIRST! 

   

Roof    
Corners    
Gutters    
Facade    
Sidewalks    
Windows    
Doors    
Entry    
Stairs    
Walls    
Power    
Landscaping    
Foundation    
Neighboring 
building 

   

Other    
Other    
Other    
Other    
Other    
Other    
Other    
Other    
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Procedures Checklist 
 

Daily Procedures: 

1. Locks on doors and windows secure and all keys accounted for? 

2. No pipes, faucets, toilets, or air-conditioning units leaking? 

3. Electrical equipment unplugged and no frayed wiring in evidence? 

4. No signs of structural damage? 

5. No burning materials in ashtrays and wastebaskets? 

  

Periodic Procedures: Date Checked 

Emergency numbers are accurate and posted near every telephone?   

Most recent inspection by fire department?   

Fire extinguishers operable?   

Smoke alarms operable?   

Sprinkler system operable?   

Water detectors operable?   

Halon system operable?   

Public address system operable?   

Operable flashlights placed in every department?   

Transistor radio operable?   

Staff familiarized (by tour, not map) with locations of fire extinguishers, 
flashlights, radio, and how to reach members of the in-house disaster 
recovery team? 

  

Most recent fire drill?   

Most recent flood drill?   

Most recent earthquake drill?   

Most recent inventory?   

Current insurance policy?   
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Emergency Notification List 
Museum Personnel Telephone Number 

Director - Cathy   

Director -   

  

  

  

  

  

  

 

Emergency Services Telephone Number 

Ambulance __911_________________________________________________________ 

Fire Department ___Emergency = 911    Fire Dept.Non-Emergency__503-823-3550___ 

Hospital _________________________________________________________________ 

Insurance Agent ____________________________ Policy No. ____________________ 

Legal Advisor ____________________________________________________________ 

National Guard ___________________________________________________________ 

Police Department __ Emergency – 911        Police Non-emergency: 503-823-2143 

Sheriff’s Department __ Emergency – 911       Non-Emergency - (503) 988 – 4300 
Non- Emergency Public Safety Situations: Multnomah County - 503-823-3333 
Telephone Company _____________________________________________________ 

Utilities Electric __________________________________________ 

  Gas ______________________________________________ 

  Sewer ____________________________________________ 

  Water _____________________________________________ 
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EMERGENCY RESPONSE 
 

 
1. Stabilize conditions 
 
2. Remove standing water 

 
3. Control humidity and keep it monitored 

 
4. If feasible, make decision regarding salvage or sacrifice of seriously 

damaged items 
 

5. Protect undamaged collections 
 

6. Remove and pack out wet materials (unless few enough to air dry) 
 

7. Remove, clean and pack contaminated materials 
 

8. Inventory and record all activity 
 

9. Stabilize materials 
 

10.   Begin recovery. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
Used with permission of Randall Butler 
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Location and Response Time of Emergency Personnel (INTERNAL DOCUMENT) 
Include in your plan a basic map of your facility with access routes and emergency evacuation 
routes clearly marked. 
  Address Phone Response Time 

Police (City) 

Portland PD -  SE 
Precinct, 4735 E. 
Burnside St., 
Portland, Oregon 
97215 

Emergency – 911 

Non-emergency:  

503-823-2143 

 

Sheriff 

501 SE Hawthorne 
Blvd., Suite 350 

Portland, OR 97214 (503) 988 - 4300  

Fire Department 
Community Outreach 

and Public 
Information 

Phone: 503.823.3550  

Ambulance/EM 911 911  

Non-emergency 
Public Safety 

Situations 

(auto-attendant 
system will provide 
choices) 

503-823-3333  

Exec. Director    

Exec. Director    

Curator    

Registrar  
 

 
 

Volunteer 
Coordinator 

  ? 

Others   ? 

Others   ? 

Others  
 

 
? 
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Volunteer List and Job Assignment 
 

Name Phone 
Staff 
Coordinator 

Job Assignment 

___________________________ _________ ___________ _____________ 

___________________________ _________ ___________ _____________ 

___________________________ _________ ___________ _____________ 

___________________________ _________ ___________ _____________ 

___________________________ _________ ___________ _____________ 

___________________________ _________ ___________ _____________ 

___________________________ _________ ___________ _____________ 

___________________________ _________ ___________ _____________ 

___________________________ _________ ___________ _____________ 

___________________________ _________ ___________ _____________ 

___________________________ _________ ___________ _____________ 

___________________________ _________ ___________ _____________ 

___________________________ _________ ___________ _____________ 

___________________________ _________ ___________ _____________ 

___________________________ _________ ___________ _____________ 

___________________________ _________ ___________ _____________ 

___________________________ _________ ___________ _____________ 

___________________________ _________ ___________ _____________ 

___________________________ _________ ___________ _____________ 

___________________________ _________ ___________ _____________ 

___________________________ _________ ___________ _____________ 

___________________________ _________ ___________ _____________ 

___________________________ _________ ___________ _____________ 
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Accident Investigation Form for Employees, Buildings and Collections 

 

This form is intended to help organize the investigation of accidents and incidents involving 
employees, equipment, buildings and collections. All accidents and incidents should be 
investigated, no matter how minor. The same conditions that cause a minor incident could lead to 
a major accident. The form is structured to help determine the fundamental cause of the accident, 
so that effective corrective action can be taken. 

 

The following steps will help you investigate an accident and fill out the form: 

1. Discuss the accident with the employee involved, and with any witnesses. Be sure to question 
the why-what-where-when-who-how aspects of the accident. 

2. Inspect the equipment or materials involved for conditions that could be made safer. 

3. Study the job set-up and process of doing the work. Could it be improved? 

4. Is the employee involved suited for the job he/she is doing? Did he/she receive adequate 
training? Are there any other contributing problems--use of drugs, use of alcohol, or emotional 
problems? 

5. Recommendations to correct the problem must be practical. Be sure your recommendations 
will not create other situations that could result in injury to employees or damage to property. 

6. Complete your report no later than the next working day after the accident. 

 

Part I -- General Information  

Who was involved? ________________________________ Age _____ Dept _______________ 

Date of accident________________________ Hour ________ a.m. ___ p.m. ___ 

Exact location _________________________________________________________________ 

Job or activity at time of accident __________________________________________________ 
______________________________________________________________________________ 

 

Part II -- Description of Accident 

Describe what happened._________________________________________________________ 
______________________________________________________________________________
______________________________________________________________________________ 

______________________________________________________________________________ 
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Part III -- What was the Cause of the Accident? (Determine the cause by analyzing all the 
factors concerned. How and Why) 

A. UNSAFE Acts ___________________________________________________________ 
________________________________________________________________________ 

B. UNSAFE Conditions ______________________________________________________ 
__________________________________________________________________________ 

__________________________________________________________________________ 

 

C. Fundamental accident cause _________________________________________________ 
___________________________________________________________________________
___________________________________________________________________________ 

 

Part IV -- Corrective Action Taken 

What was done or what do you recommend to prevent a recurrence of a similar 
accident?______________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________ 

 

Has this been done? _________ If not, give reason ____________________________________ 
_____________________________________________________________________________ 

 
Supervisor ________________________________ 
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Accident Report Form for Visitors 

 

Timely and thorough investigation of an accident is essential to you and your insurance 
company. A proper investigation will preserve information that may be difficult to uncover at a 
later date. Note the following information when investigation accidents that result in bodily 
injury or property damage to third parties on your premises. 

 

1. When investigating an incident always ask the basic questions - who, what, where, when, 
why and how. With this as a framework, you will be most likely to gather the necessary 
information. 

2. ALWAYS COMPLETE AN ACCIDENT INVESTIGATION FORM REGARDLESS 
OF HOW MINOR THE INCIDENT APPEARS. Something that appears minor at the item 
could develop into a serious claim at a later date. 

3. ALWAYS CALL THE POLICE AND AN AMBULANCE IF SOMEONE IS INJURED 
ON YOUR PREMISES. 

4. IF THERE ARE WITNESSES PRESENT, ASK THEM FOR A STATEMENT. If they 
do not want to give a statement, get names and addresses of the witnesses. 

5. REPORT ALL ACCIDENTS TO YOUR AGENT OR BROKER AS SOON AS 
POSSIBLE. This facilitates the handling and investigation of a claim. Failure to report a 
claim in a timely manner may jeopardize the effective handling of the claim or suit. 

6. IF THE ACCIDENT WAS CAUSED BY SOME PARTY NOT ASSOCIATED WITH 
YOUR INSTITUTION, ADVISE YOUR AGENT OR BROKER OF THAT FACT. If an 
independent contractor caused the loss, it could relieve you of legal responsibility. Copies 
of contracts and/or invoices could play a crucial role in the outcome of the claim. 

7. TAKE PHOTOS OF THE SCENE AND SECURE PHYSICAL EVIDENCE IF 
APPROPRIATE. If, for example, a patron sat on a chair and it collapsed, keep the chair and 
have it available for your insurance company to inspect. 

  

Institution Name________________________________________________________________ 

Location of Accident_____________________________________________________________ 

Date/time reported ___________________Date/time occurred____________________________ 

Name of injured party ___________________________________________________________ 

Address_______________________________________________________________________
_____________________________________________________________________________ 

Age _________________ Phone #_____________________ 

 



 80 

Describe injury 
______________________________________________________________________________
______________________________________________________________________________ 

Police/Ambulance called _________________________________________________________ 

Time arrived _________________________Report Number ____________________________ 

Transported to___________________________ by ____________________________________ 

Narrative (who, what, where, when, why and how.) ___________________________________ 

______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
_____________________________________________________________________________ 

Witness________________________ Relationship ____________________________________ 

Address_______________________________Phone___________________________________ 

Witness________________________ Relationship ____________________________________ 

Address_______________________________Phone___________________________________ 

Were photos taken? _____________ Location of Photos________________________________ 

Name of Person completing the report_______________________________________________ 

Date________________________ 

 

Witness Statement 

  

Below is a written statement voluntarily given by a witness(es) to an accident that occurred at the 
premises described below on the date indicated. 

  

Premises______________________________________________________________________
_____________________________________________________________________________ 

Date of accident________________________________________________________________ 

Injured party __________________________________________________________________ 

Relationship to injured party ______________________________________________________ 

Witness Name__________________________________________________________________ 

Statement: ____________________________________________________________________ 
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
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______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
_____________________________________________________________________________ 

 

Signature of Witness ______________________________Date________________ 

Address ___________________________________________________________ 

 

Witness Name________________________________________________________________ 

Statement: ____________________________________________________________________ 
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________ 

 

Signature of Witness ______________________________Date________________ 

Address _____________________________________________________________ 
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COLLECTION DAMAGE FORM  

General Information 

Type of Object/Specimen: ________________________________________________________  

Accession Number: _______________________Catalog Number ________________________ 

Description of Object/Specimen: __________________________________________________ 

_____________________________________________________________________________ 

Condition before damage: _______________________________________________________ 

Artist/Manufacturer: _______________________________Value _______________________ 

Location of Object/Specimen: ____________________________________________________ 

Photography on File? Yes __ No___ Where? 
__________________________________________ 

 

Damage 

Cause of Damage 
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________ 

 

Date of Damage __________________________ 

Person reporting damage ________________________________________________________ 

Date of Report ___________________________ 

 

Condition of Object/Specimen after damage: 
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________ 

 

Physical Changes to Object as a result of damage: 
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________ 

 

Were all pieces of object recovered? Yes ___ No ___ 

If No, what pieces appear to be missing? ____________________________________________ 

If No, can missing pieces be recovered? _____________________________________________ 
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Personnel Notified/Date of Notification: 

Curator ____________________________Registrar ____________________________ 

Conservator ________________________ Insurance Agent ____________________________ 

Treatment 

Can object be repaired? Yes ___ No___ Recommendation for Treatment ___________________ 
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________ 

 

Estimate of Treatment/Repair Costs ________________________________________________ 

 

Could damage have been prevented? Yes ___  No___ 

 

If so how? _____________________________________________________________________ 

______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________ 
 
Form Completed by: _______________________________Date ________________ 
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DISASTER RECOVERY 
  

There three phases of Disaster Recovery are: Response, Recovery and Rehabilitation. 

 

The Response Phase 

1. Assess the situation. 

2. Notify and assemble the necessary personnel. 

3. Establish a "command post". 

4. Procure and assemble the necessary supplies and personnel. 

5. Establish security measures. 

6. Get clearance to enter the building. 

7. Eliminate hazards. 

8. Stabilize the environment. 

9. Make a detailed assessment of the damage. 

10. Develop a detailed plan of action. 

11. Brief all assembled personnel. 

 

The Salvage Phase 

1. Pack and remove affected materials. 

2. Stabilize materials 

3. Dry materials: 

     A. Air-drying 

     B. Freeze-drying 

     C. Dehumidification 

     D. Vacuum (thermal) drying or vacuum freeze-drying 
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 The Rehabilitation Phase 

1. Perform rehabilitation as needed, through activities such as: 

     • smoke removal and deodorization           

     • fumigation 

     • reprocessing and copying photographic media 

     • cleaning, rehousing, and copying magnetic media 

     • cleaning or phonodiscs 

2. Rehabilitate paper-based materials through activities such as: 

     • rehousing 

     • cleaning 

     • repair and/or rebinding 

     • relabeling, plating, marking 

3. Reshelve/refile materials 
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Disaster Material Handling, Packing & Storage 
 

MATERIAL  PRIORITY  
HANDLING 
PRECAUTIONS 

PACKING 
METHOD  

DRYING 
METHOD  

PAPER         

Manuscripts, 
documents and 
small drawings 

Freeze or dry 
within 48 
hours 

Don't separate 
single sheets 

Interleave between 
folders and pack in 
milk crates or 
cartons 

Air, 
vacuum, or 
freeze dry 

          

Watercolors, and 
other soluble 
media 

Immediately 
freeze or dry 

Do not blot 

Interleave between 
folders and pack in 
milk crates or 
cartons 

Air or 
freeze dry 

          

Maps; oversize 
prints and 
manuscripts 

Freeze or dry 
within 48 
hours 

Don't separate 
single sheets 

Pack in map 
drawers, bread trays, 
flat boxes or poly 
covered plywood 

Air, 
vacuum, or 
freeze dry 

          

Coated papers 

Immediately 
pack, then 
freeze or dry 
within 48 
hours 

  
Keep wet in 
containers lined with 
garbage bags 

Freeze dry 
only 

          

Framed prints and 
drawings 

Freeze or dry 
within 48 
hours 

  

Unframe if possible, 
then pack as for 
manuscripts or maps 
above 

Once 
unframed 
and un-
matted, air 
or freeze 
dry 
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MATERIAL  PRIORITY  
HANDLING 
PRECAUTIONS 

PACKING 
METHOD  

DRYING 
METHOD  

BOOKS     

Books and 
pamphlets 

Freeze or dry 
within 48 
hours 

Do not open or 
close, do not 
separate covers 

Separate books with 
freezer paper, pack 
spine down in milk 
crate or cardboard 
box 

Air, 
vacuum, or 
freeze dry 

          

Leather and 
vellum bindings 

Immediately 
freeze 

Do not open or 
close, do not 
separate covers 

Separate books with 
freezer paper, pack 
spine down in milk 
crate or cardboard 
box 

Air or 
freeze dry 

          

Books and 
periodicals with 
coated papers 

Immediately 
pack. Freeze or 
dry within 48 
hours 

Do not open or 
close, do not 
separate covers 

Separate books with 
freezer paper, pack 
spine down in milk 
crate or cardboard 
box 

Freeze dry 
only 

     

PAINTINGS          

Paintings 
Immediately 
dry 

Drain and carry 
horizontally 

Face up without 
touching paint layer 

Air dry. 

     

 

 

 

 

    

SOUND & VIDEO RECORDINGS        

Discs 

Dry within 48 
hours. 
Freezing is 
untested; if it 
is necessary 
freeze at above 
0 F (-18C) 

Hold disks by 
their edges. Avoid 
shocks 

Pack vertically in 
ethafoam padded 
plastic crates 

Air dry. 



 88 

MATERIAL  PRIORITY  
HANDLING 
PRECAUTIONS 

PACKING 
METHOD  

DRYING 
METHOD  

 SOUND & 
VIDEO 
RECORDINGS 

        

Sound and 
Videotapes 

Freezing is 
untested; if 
necessary, 
freeze at above 
-10C 

  

Pack vertically into 
plastic crates or 
cardboard cartons. 
Don't put any heavy 
weight on the sides 
of reels or cassettes 

Air dry. 

     

PHOTOGRAPHS       

Wet Collodion 
photographs 
(ambrotypes, 
tintypes, 
pannotypes, wet 
collodion 
negatives) 

Recovery rate 
is low. 
Immediately 
dry 

Handle with care -
- glass supports or 
glazing 

Horizontally in 
padded container 

Air dry 
face up. 
Never 
freeze 

          

Daguerreotypes 
Immediately 
dry 

Handle with care -
- usually cased 
behind glass 

Horizontally in 
padded container 

Air dry 
face up. 

          

Nitrates with 
soluble emulsions 

Immediately 
freeze 

Do not blot   
Air dry; 
test freeze 
drying 

          

Prints, negatives, 
and transparencies 

Freeze or dry 
within 72 
hours. Salvage 
order:  

1) color 
photographs 

2) prints 

3) negatives 
and 
transparencies 

Do not touch 
emulsions with 
bare hands 

Keep in 
cold water. 
Pack in 
containers 
lined with 
garbage 
bags 

Order of preference: 
1) air dry 

2)thaw and air dry 

3) freeze dry. 

Do not vacuum dry 
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MATERIAL  PRIORITY  
HANDLING 
PRECAUTIONS 

PACKING 
METHOD  

DRYING 
METHOD  

PHOTOGRAPHS     

Motion Pictures 
Rewash and 
dry within 72 
hours 

  

Fill film cans 
with cold 
water and 
pack in plastic 
pails or 
cardboard 
cartons lined 
with garbage 
bags 

Arrange for film 
processor to 
rewash and dry 

          

Microfilm rolls  
Rewash and 
dry within 72 
hours 

Do not remove 
from boxes; hold 
cartons together 
with rubber bands 

Fill boxes 
with water, 
and pack (in 
blocks of 5) in 
a cardboard 
box lined with 
garbage bags 

Arrange for 
microfilm 
processor to 
rewash and dry 

          

Aperture cards 
Freeze or dry 
within 48 
hours 

  

Keep wet 
inside a 
container 
lined with 
garbage bags 

Air dry 

          

Jacketed 
Microfilm  

Freeze or dry 
within 72 
hours 

  

Keep wet 
inside a 
container 
lined with 
garbage bags 

Air dry 

          

Diazo fiche Last   
In drawers or 
cartons 

Air dry 
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In a Disaster: 
 
Don’t go in alone! 
 
The following suggestions may help you respond to an emergency affecting cultural property. 

While an effort has been made to list them in order in which they can be addressed, you'll need 

to adapt them to your circumstances. Read them through and take the time to plan. It's tempting 

to "get right to work", but initial organization will save you work and perhaps additional loss. 

For advice, call your local conservator or call American Institute for Conservation of Historic 

and Artistic Works referral system, (202) 425-9545. Above all remember that safety comes first; 

don't endanger yourself or your staff on behalf of objects. Remember: 

1.- Always work in teams of no less than TWO people. 

2.- Do NOT enter a building or an area in a building until you are certain that it's safe. 

 

Initial Coordination: 

- Try to control or eliminate the source of the problem . 

If appropriate, turn off the electricity and gas. (This will depend on the type and the 

severity of the disaster - to be learned in training and practiced in drills.) 

 - Inform the Director. 

-  Find the person in charge of the building (may not be a museum staff person). 

Assessment will begin after the building is declared safe for re-entry. 

- Consult your emergency plan. 

- Take time to coordinate and plan activities -- officials may prevent entry for several 

days.  

 

Priorities: 

- Human safety: Evacuate or move to area of safety. If people are endangered by unsafe 

condition of building contact appropriate authorities (such as Fire Dept.), perform triage, 

first aid, communicate needs for immediate medical attention to authorities if needed or if 

possible. 
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Critical operations: 

- Disaster equipment and supplies, records, forms, information needed to manage, 

salvage and reopen institutions. 

- Thorough record (photographic, written, video) of emergency conditions and salvage 

activities. 

- Collections records: shelf lists, inventory, registrar's logs, etc. 

- Stabilize building collections: from important (valuable; heavily used; significant; 

vulnerable to irreparable damage) to least important . 

 

Designate: 

- Emergency coordinator  

- Liaison with civil authorities 

- Individual with financial authority  

- Volunteer coordinator  

- Journal keeper and photographer to keep detailed records of damage and recovery 

activities 

- Individual who can authorize object movement and treatment 

Secure the site perimeter. 

Establish a communications network. 

- If phones are working, use phone tree to determine which team members and volunteers 

are available to help. (May need to call through out of state contacts) If phones are out of 

service, determine availability of other communication such as satellite phone, Citizens 

Band or Ham Radio. 

Inform your insurance company: 

(a) document all stages of response photographically and with a written journal (b) 

accompany the insurance adjuster and all investigating persons and contractors, taking 

extensive notes of conversations. Such records may be required in court. Ensure that staff 

and volunteers have current shots (Such as tetanus.). 

Protection of Artifacts: 

- Protect objects by covering, lifting, or evacuating if staff is available and capable. 
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- Diminish mold growth by reducing the temperature and humidity and by promoting air 

circulation. 

- Identify temporary storage area(s). (On or off-site?) 

- Set up work areas for items that need to be packed or air dried. 

-  Locate cold storage or freezing facilities 

- Obtain containers and supports for moving and handling objects: plastic crates, 

polyethylene sheeting, plywood, saw horses, rubber gloves, dollies, carts. 

- If time and conditions permit, record objects and destination with film, video, computer 

or pencil and paper. 

- Label object containers.  

  

In the Event of Water 

Prevention of Further Damage: 

- Turn off electricity, blocking entry until done. The power company may have to do 

this.  

- Switch off, divert, or sandbag the water source. 

- Cover drains as soon as possible. 

- Cover places where water is entering. 

- Locate pump and fans, and use only if you know the circuitry is dry. 

- Plan mud removal, remembering that it may be contaminated. 

- Raise objects out of water. 

- Cover objects. Check every 24 hours, uncovering if there is threat of mold. 

- Secure floating objects. 

- Move collections up if water is rising. 

Locate suppliers for materials and equipment not at hand: 

- Obtain containers, uninked newsprint, clean sheeting, blotter paper, toweling, 

flashlights, batteries, fans, buckets, sponges, hand tools, plastic bags, boots, aprons, tags 

and labels, scissors, pencils and paper, clipboards, filament tape, waterproof makers, 

rubber gloves, and a source of clean water. Contact a commercial dehumidification firm 

if your building is large, if it is a historic structure, or if a great deal of water has been 

absorbed. Schedule staff and volunteers for work, breaks, and food. 
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Basic Drying Procedures 

General: 

- Do not hang wet objects without a conservator's advice 

- Air dry means find a cool, dry space with fans. 

- Use absorbent material (uninked newsprint, blotters, paper towels) under objects. 

Replace absorbent material as it becomes wet�  

- For wet books, documents, photographs, textiles: If these cannot be air-dried within 

about 48 hours, freeze. 

- If freezer is unavailable, keep as cool as possible until air drying is possible. Expect 

mold growth. 

Framed Artworks:  

- Unframe paintings in a safe place. Keep wet paintings horizontal and paint-side up.  

For art on paper or photos: 

- If image appears stuck to glass/glazing, leave in frame and dry glass-side down. 

Photographs: 

- Rinse mud off photographs (using gentle water steam or by immersion and gentle 

agitation) 

- Thoroughly wet photographs can stay wet in a container of clean water. Dry or freeze 

within 48 hours. Freeze or air dry damp or partially wet photographs 

 Books in Quantity: 

- Remove two or three books from each wet or partly wet shelf (to relieve pressure). 

Evacuate completely or partly wet books. 

- Pack snugly, spine down, and freeze. 

- Leave damp books on shelves if space can be made and dry. 

- Contact a commercial dehumidification firm if space has been flooded 

Individual Books:  

- Air dry  

- Stand upright and open covers gently to support book 
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Documents/Pamphlets: 

- Remove plastic covers. Air dry flat, in piles no thicker than 1/8 inch within 48 hours; 

or pack snugly, upright in original folder(if no folders, pack flat) and freeze. 

Textiles: 

- Air dry or bag wet textiles in plastic and freeze. 

- Dip half - saturated textiles in clean water and air dry or freeze. 

Furniture: 

- Lift furniture above water level. 

- Dab dry with clean cloths. 

- If mud-covered, rinse immediately with clean water. 

- Wrap with plastic and dry slowly, under weights if possible. 

- Leave drawers in place but remove contents 

Baskets: 

- Pad basketry with uninked newsprint, keep lids on, dry slowly 

Leather: 

- Shape and air dry 

Bone/Ivory: 

- Dab to absorb excess water, place under loose sheets of polyethylene to slow drying. 

Metal: 

- Dry metal as quickly as possible, using fans and/or sun 

Animal Materials: 

- Air dry unstuffed specimens and skeletal material on racks in moving air; do not 

squeeze. 
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Experts and Consultants 
 

It is useful to maintain a list of experts and consultants with specialized skills and interest in 
preservation/conservation. They can be called upon for advice in case of emergency and can 
often suggest other specialists as necessary. 

  

There are many good sources of expertise to assist in the recovery of books, paper, 
micrographics, artifacts, etc. 

 

Type of Service Firm Name and Address Phone 

Data Recovery 

  

Disk Doctors Data Recovery 

4th Floor, 10260 SW Greenburg Road, 
Portland, OR  

(800) 347-
5380 

      

Dehumidification 

Kennedy Restoration 

315 SE 7th Ave., Portland, OR 97214 

Barb Casey 

503-234-0509 

800-643-2790 

      

Fire Restoration 

Kennedy Restoration 

315 SE 7th Ave., Portland, OR 97214 

Barb Casey 

503-234-0509 

800-643-2790 

      

Paper conservation 

______________________________________
______________________________________ 

______________________________________
______________________________________ 

___________
___________ 

___________
___________ 

      

Object conservation 

Claire Dean and Associates 

3438 N.E. 62nd Ave. 

Portland OR 97213   -   clairedean@aol.com 

503) 331-
0762 

Earthquake damage  
mitigation 
 

 Scott Reuter, Earthquake Damage Mitigation 
Specialist, 1309 Jerome Avenue, Astoria, OR 
97103   -   scottreuter@mac.com 

 

503-325-2273 
503-791-0802 

Textile conservation 
______________________________________
______________________________________ 

___________
___________ 
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______________________________________
______________________________________ 

___________
___________ 

      
Pest Control Alpha Ecological Pest Control 800-272-0480 

      

Computer 

______________________________________
______________________________________ 

______________________________________
______________________________________ 

___________
___________ 

___________
___________ 

      

Mycologist 

______________________________________
______________________________________ 

______________________________________
______________________________________ 

___________
___________ 

___________
___________ 

      

Organizations to assist in 
clean-up 

______________________________________
______________________________________ 

______________________________________
______________________________________ 

___________
___________
___________
___________ 
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Disaster Recovery Suppliers and Services 

Before including any organization in an institutional plan, the staff should be sure to contact the 

company to verify that the information is correct, identify a contact person, and to gather cost 

estimates and ascertain other specific terms. 

Affiliated Warehouses Company, Inc. 

PO Box 295 

Hazlet, NJ 07730 

732-739- 2323 

 www.awco.com/awco/awcomain.htm  

blast freezer, refrigeration 

Aggreko, Inc. 

121 Vera Road, PO Box 1750 

Lexington, SC 29072 

803-957-7475 

www.aggreko.com  

temporary temperature and humidity control 

American Freeze Dry 

39 Lindsey Avenue 

Runnemede, NJ 08078 

856-546-0777 

www.americanfreezedry.com  

disaster recovery services 

American Institute for Conservation 

1717 K St. NW, Suite 301 

Washington, DC 20006 

202-452-9545 

http://aic.stanford.edu  

conservator referral service 

Americold Logistics, Inc. 

Headquarter Office 

10 Glenlake Parkway, Suite 800 
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Atlanta, GA 30328 

678-441-1400 

www.americold.net  

blast freezer, refrigeration 

Ansul, Inc. 

1 Stanton Street 

Marinette, WI 54143-2542 

715-735-7411, 800-862-6785 

www.ansul.com  

fire suppression  

Atlas Cold Storage 

1680 Candler Road 

Gainesville, GA 30507 

770-531-9800 

www.atlascold.com  

blast freezer, freezer storage 

Belfor USA 

2425 Blue Smoke Court South 

Fort Worth, TX 76105 

817-536-1167, 800-856-3333 

www.belforusa.com  

disaster recovery, dehumidification, mold removal, magnetic media recovery, vacuum freeze 

drying 

Blackmon-Mooring-Steamatic Catastrophe, Inc. (BMS CAT) 

303 Arthur Street 

Fort Worth, TX 76107 

817-332-2770, 800-433-2940 

www.bmscat.com  

fire and water damage recovery  

Burris Logistics 

2421 Dennis Street 
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Jacksonville, FL 32204 

904-353-4119 

www.burrislogistics.com 

blast freezer, freezer storage, refrigeration 

Chicora Foundation, Inc. 

PO Box 8664 

Columbia, SC 29202 

803-787-6910 

www.chicora.org  

pest control, environmental consulting, architectural consulting 

Clean Aire, Inc. 

1006 Rabbit Run 

Columbia, SC 29061 

803-776-1117 

duct cleaning, smoke removal, collection cleaning, air testing 

Coastal Disaster Response, Inc. 

310 Tenth Avenue North 

Safety Harbor, FL 34695 

800-984-3573 

fire and water recovery 

Commercial Cold Storage, Inc. 

4300 Pleasantdale Road, NE 

Atlanta, GA 30340 

770-448-7400 

blast freezer, freezer storage, refrigeration 

Consolidated Plastics 

8181 Darrow Road 

Twinsburg, OH 44087 

800-362-1000 

www.consolidatedplastics.com  

plastic containers 
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CSIntegrated, LLC 

2006 Industrial Blvd. 

Douglas, GA 31533 

912-384-7272 

www.csicold.com  

blast freezer, freezer storage, refrigeration, humidity controls 

Cutting Corporation  

4940 Hampden Lane, Suite 300 

Bethesda, MD 20814 

301-654-2887, 301-654-3271 

sound recordings duplication 

DETEX Corporation  

302 Detex Dr. 

New Braunfels, TX 78130 

830-629-2900, 800-729-3839 

www.detex.com  

security 

Document Reprocessors 

5611 Water Street 

Middlesex, NY 14507 

800-4-DRYING, 716-554-4500 

www.documentreprocessors.com/index.html  

vacuum freeze-drying, smoke removal, cleaning, fumigation 

Dorlen Products 

6615 West Layton Avenue 

Milwaukee, WI 53220 

414-282-4840, 800-533-6392 

www.dorlenproducts.com  

water alarms 

DuPont Polyester Films 

Barley Mill Plaza, P10 
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Wilmington, DE 19880-0027 

302-774-1000, 800-441-7515 

www.dupont.com  

Mylar, polyester film 

Dust Free, Inc. 

1112 Industrial 

PO Box 519 

Royse City, TX 75189 

972-635-9564, 800-441-1107 

www.dustfree.com  

mold test kit, air filters 

Excalibur Data Recovery, Inc. 

101 Billerica Avenue 

Building 5 

North Billerica, MA 01862 

978-663-1700, 800-466-0893 

data recovery (formerly Randomex, Inc.) 

FPC, Inc. ( A Kodak Company) 

6677 Santa Monica Blvd. 

Hollywood, CA 90038 

323-468-5774, 800-814-1333 

www.fpc.com  

vinegar syndrome retardant, film 

Fenwal 

400 Main Street 

Ashland, MA 01721 

508-881-2000 

www.fenwalcontrols.com/home.htm  

fire suppression 

Film Technology Company, Inc. 

726 N. Cole Avenue 
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Hollywood, CA 90038 

323-464-3456 

motion picture film restoration  

Getty Conservation Institute (GCI) 

4503 Glencoe Avenue 

Marina del Rey, CA 90292 

310-822-2299 

www.getty.edu/conservation/institute/index.html 

Information on salvaging artworks   

The Gonzo Corporation 

P.O. Box 491 

Canton, MA 02021 

800-221-0061 

www.gonzocorp.com  

rubber sponges, odor removal 

Halotron, Inc.� American Pacific Corporation 

Halotron Division 

3770 Howard Hughes Parkway, Suite 300 

Las Vegas, NV 89109 

702-735-2200 

www.halotron-inc.com  

fire suppression; fire extinguishers 

Huntington T. Block Insurance Agency 

Aion Risk Service 

Suite 600,m 1120 20th Street 

NW Washington, DC 20036-3406 

202-223-0673, 800-424-8830 

museum fine arts insurance 

Industrial Cold Storage 

2625 W. 5th Street 

PO Box 41064 
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Jacksonville, FL 32203 

904-786-8038 

www.icslogistics.com  

blast freezer, refrigeration 

Insects Limited, Inc. 

16950 Westfield Park Road 

PO Box 40641 

Westfield, IN 46074 

317-896-9300, 800-992-1991 

www.insectslimited.com  

pest control 

Jaxport Refrigerated Services, Inc. 

2701 Talleyrand Avenue 

PO Box 2639 

Jacksonville, FL 32203 

904-486-6065 

refrigeration 

Keepsafe Systems, Inc. 

570 King Street West 

Toronto, Ontario M5V 1M3 

416-703-4696, 800-683-4696 

anoxic treatment (anoxic fumigation – no chemicals used) 

Knox Company 

17672 Armstrong Avenue 

Irvine, CA 92614 

866-625-4563, 800-552-5669 

www.knoxbox.com/store  

security, fire safety 

Kodak Corporate Office 

343 State Street 

Rochester, NY 14650 
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800-242-2424 

www.kodak.com  

reprocessing of Kodak film/microfilm, imaging technology 

 [Disaster Recovery Lab 800-EKC-TEST] 

Library of Congress Preservation Directorate 

LM-G07 Washington, DC 20540-4500 

202-707-5213 

www.loc.gov/preserv/information  

MBK Consulting  

60 N. Harding Road 

Columbus, OH 43209-1524 

614-239-8977 

www.mbkcons.com  

consulting, information 

Medeco High Security Locks 

3625 Allegheny Drive 

PO Box 3075 

Salem, VA 24153 

540-380-5000, 800-675-7558 

www.medeco.com  

security 

Munters Moisture Control Services�  

6900 Peachtree Industrial Blvd., Suite 1 

Norcross, GA 30071-1030 

770-242-0935, 800-890-9877 

www.muntersamerica.com  

disaster recovery, dehumidification, vacuum freeze drying; mold removal 

National Fire Protection Association 

1 Batterymarch Park 

PO Box 9101 

Quincy, MA 02269-9101 
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617-770-3000, 800-344-3555 

www.nfpa.org/Home/index.asp  

fire safety information 

New Pig 

One Pork Avenue 

Tipton, PA 16684-0304 

814-684-0133, 800-468-4647 

www.newpig.com  

leak and spill problems 

Nilfisk Advance America, Inc. 

300 Technology Drive 

Malvern, PA 19355 

610-647-6420, 800-NILFISK 

www.pa.nilfisk-advance.com  

HEPA vacuums 

Northeast Document Conservation Center 

100 Brickstone Square 

Andover, MA 01810-1494 

978-470-1010 

www.nedcc.org  

conservation treatment, preservation field services, microfilming, consulting 

Paul N. Gardner Company, Inc. 

The Gardner Building 

316 N.E. 1st Street 

Pompano Beach, FL 33060 

954-946-9454, 800-762-2478 

www.gardco.com  

moisture meter 

Pest Control Services, Inc. 

Thomas Parker, PhD 

14 E. Stratford Avenue 
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Lansdown, PA 19050 

610-284-6249 

pest control, consulting 

Protext 

3515 Leland Street 

PO Box 30423 

Bethesda, MD 20824 

301-320-7231 

www.protext.net  

emergency response kits 

Public Quick Freezing and Cold Storage 

1741 W. Beaver Street 

PO Box 41430 

Jacksonville, FL 32203-1430 

904-354-1446 

blast freezer, freezer storage, refrigeration 

Raychem Corporation 

Trace Tek Products Group 

300 Constitution Drive 

Menlo Park, CA 94025 

415-361-4900, 800-545-6258 

www.raychem.com  

water sensing cable 

Reliable Automatic Sprinkler Company, Inc. 

525 North MacQuesten Parkway 

Mount Vernon, NY 10552-2600 

800-431-1588 

www.reliablesprinkler.com  

Fire suppression, water mist  

Restoration Consultants, Inc. 

100 Longview Circle 
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Alabaster, AL 35007 

800-216-2212 

www.4RCI.com  

fire and water damage recovery, mold remediation 

ServiceMaster National Claim Processing Center 

860 Ridge Lake Blvd. 

Memphis, TN 38120-9447 

800-737-7663 

http://corporate.servicemaster.com  

fire and water recovery, cleaning 

SERVPRO Industries, Inc. 

575 Airport Blvd. 

Gallatin, TN 37066 

615-451-0200 

www.servpro.com  

Fire and water damage recovery 

SPECS Bros. 

PO Box 5 

Ridgefield Park, NJ 07660 

201-440-6589, 800-852-7732 

www.specsbros.com  

magnetic media restoration and reformatting 

Stanford Refrigerated Warehouses, Inc. 

Hilley Street, Ext. 

PO Box 1467 

Macon, GA 

478-781-1894 

refrigeration 

Strohl Systems 

631 Park Avenue 

King of Prussia, PA 19406 
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610-768-4120, 800-634-2016 

www.strohlsystems.com  

consulting, business continuity, disaster planning software 

Unsmoke Systems 

1135 Braddock Avenue 

Braddock, PA 15104-1706 

800-332-6037 

www.unsmoke.com  

fire recovery, smoke removal 

VidiPax 

450 West 31st Street, 4th Floor 

New York, NY 10001 

212-563-1999, 800-653-8434 

www.vidipax.com  

magnetic media restoration, magnetic media reformatting, consulting 

Wap International Cleaning System (ALTO-US) 

16253 Swingley Ridge Road, Suite 200 

Chesterfield, MO 63017-1544 

636-530-0871, 877-366-2586 

www.alto-online.com  

cleaning systems, vacuums 

Wei T'o Associates, Inc. 

21750 Main Street, Unit 27 

Matteson, IL 60443-3702 

708-747-6660 

www.weito.com  

Freeze-dryer, deacidification 

Zeolite Depot 

PO Box 711 

21750 Main Street, Unit 27 

Montclair, NJ 07042 
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973-680-1094 

http://members.tripod.com/volcanic_zeolite/index.htm  

odor removal 
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Insurance Information Form 
 

Your insurance broker, agent and/or adjuster are very good sources of information. They are in 
the business of finding ways to deal with disasters. There may be time when specialty items that 
are unique to you are involved and you may be the nearest thing to an expert in the area -- work 
with you adjuster. His job is to reduce the loss and if what you need to do is a logical approach to 
saving money, it is to his benefit to listen and help. 

 

"Warning"  

It is imperative that you communicate with the insurance principals before you have a loss and 
explain to them the sense of urgency that exists with your special collection items. 

 

1. Risk Manager, Broker and/or Agent/Carrier 

Insurance Risk Manager ___________________________________________________ 

Home Address ___________________________________________________________ 

________________________________________________________________________ 

________________________________________________________________________ 

Phone ____________________ Email _______________________________________ 

Insurance Broker/Agent ___________________________________________________ 

Company Name _________________________________________________________ 

Address ________________________________________________________________ 

________________________________________________________________________ 

________________________________________________________________________ 

Phone ____________________Email_________________________________________ 

Insurance Carrier(s)______________________________________________________ 

Adjuster ______________________________________________________________ 
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2. Coverage General and Special 

  

Coverage Structure $____________________________ 

Contents, General $____________________________ 

Data Center $____________________________ 

Vital Records Center $____________________________ 

Micrographics $____________________________ 

Special Collection $____________________________ 

Other $____________________________ 

Other $____________________________ 

Other $____________________________ 

 

Damage Assessment  

A thorough knowledge of the disaster plan goals, special collections and items are necessary for 
the team that has to justify the expense of the recovery effort. Establishing the cost of 
replacement, intrinsic value, legal ramification if lost, or preciousness of an irreplaceable artifact 
is much harder to do when the only noise heard is the water dripping out of the light fixtures and 
the fire trucks' engines are running outside the front door. Restoration companies cannot decide 
what additional work should be put into the damaged items to return them to a usable condition. 
The recovery effort can only be approved by the guardian(s) of the plan. How much will it cost? 
The issue of cost is almost always a stumbling block to quick action which has a direct effect on 
the extent of damage and the success of the recovery effort. In an attempt to save money, the 
customer usually asks if there are alternate ways of drying out wet materials, dealing with EDP 
equipment, recovering microfilm, etc. This is a reasonable question but as the decision making 
process grinds to a conclusion, valuable time is being lost. (Securing a hot site for a data center 
or pre-qualifying a restoration company may seem to be wasted effort because you may never 
use either one of them, but if the need arises it will save a great deal of time.) 
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Emergency Funds 

There is an unwritten law that state that disasters happen at the most inconvenient time. The 

following are some questions that need to be answered when (or before) a disaster happens. 

 

1. Who is in charge of emergency funds? _____________________________________ 

Home Phone ________________ Business Phone _______________________________ 

Alternate for Emergency Funds ______________________________________________ 

Home Phone ______________________ Business Phone__________________________ 

 

2. Who is authorized to spend emergency funds? ______________________________ 

________________________________________________________________________ 

________________________________________________________________________ 

 

3. What records need to be kept? 

All of them - anything you spend needs to be justified. Appoint one person to be the job auditor 
for the project. Keep all the time cards of the employees who worked on the restoration project. 
Date and save every receipt. If your insurance policy covers their expenses, your insurance 
adjuster will need this information to be able to reimburse you for any moneys spent. 

 

Disposition of Damaged Items: 

Wet copy paper seems to be in the way and should be taken out just to remove some of the 
moisture for the building but it needs to be inventoried and saved until the adjuster tells you its is 
ok to dispose of it. If the adjuster buys new copy paper, the old paper is his to salvage if possible. 
All equipment, desks, chairs, computers, copy machines, microfilm readers etc. need to be 
inventoried and put in an out-of-the-way place for the adjuster to look at and dispose of as he 
sees fit. Any item he reimburses you for belongs to him to try to recover as much from its 
salvage as possible. 

 

Inventory and Priorities 

Items on the inventory pages should be marked according to their importance and intrinsic value 
to your organizations. A priority identifier of "1", "2", or "General" will greatly help in the 
recovery effort. Not all items can be first. Departments, Special Collections, items, etc. should be 
identified by priority and dealt with in the priority sequence. Example: The computers and 
related electronic equipment may be more important than the items in the Advertising 
Department. The Civil War Ledgers may be more valuable than the volumes in the Children's 
Corner. 
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Supplies on Hand In-House 

The type of facility involved will determine the materials which should be on hand in case of an 
emergency. A member of the Disaster Recovery Team in charge of resources should be assigned 
the responsibility of conducting an inventory of resources and maintaining a minimum of some 
predetermined items for emergency use. Changes in either the quantity of supplies on hand or in 
the locations of resources should be noted. 

  

ITEMS  LOCATION  QTY 
DATE 
CHECKED  

Bags, Plastic Garbage    

Batteries, Flashlight    

Book Trucks    

Boots, Rubber    

Brooms    

Buckets, Mop & Plastic    

Cartons, Cardboard & plastic    

Camera    

Cleaning Compounds    

Clothing: Gloves, Masks, Protective aprons    

Clothesline (30lb)    

Clothes Pins    

Crowbar    

Dehumidifiers, Small    

Disinfectant    

Extension Cords ( Heavy Duty, 3 wire, grounded, 
50ft.) 

      

Fans       

First Aid Kits       

Freezer Paper       

Generator, Portable       

Hammer and Nails       

Hand saw       
Hose, Water (50ft)       
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Incandescent Work Lights (string lights)       

Labels, Adhesive       

Ladders       

Mops       

Paper Towels, wax paper       

Pens/Pencils       

Plastic Sheeting       

Radios, Two-way       

Scissors       

Shovel(s)       
Tape, Packing, Duct       
Newsprint, Blank       
Vacuum, Wet/Dry       
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DISASTER RESPONSE SUPPLY CAN CHECKLIST 
 
The Disaster Response Supply Can is meant to be used only in case of emergency, a reliable 
source of supplies for immediate response. It does not take the place of a larger centralized stock 
of disaster supplies. Cans can be placed in all library public service departments and are 
inventoried annually. Estimated total cost of materials is $200.00.  
Most supplies are available at office/home supply or hardware stores.  
The supplies, including the can, are labeled and the can is sealed.  
 
Contents: 
 
___ 33 gal. plastic wheeled trash can with lid (preferably red) 
___ 1 roll 10' x 100' 4 mil plastic sheeting 
___ 1 box cutter 
___ 1 roll filament tape (to tape sheeting) 
___ 10 large plastic trash bags (to fit can) 
___ 2 large sponges 
___ 1 Lysol spray can, 19 oz. 
___ 1 5 gal. bucket with lid 
___ 1 box disposable latex gloves 
___ 1 roll "Do not enter" barricade tape 
___ 2 rolls white paper towels 
___ Scissors, 1 pr. 
___ Pencils, 1 doz. Sharpened or mechanical 
___ 2 black permanent marking pens 
___ Yellow lined pad 
___ Clipboard 
___ Flashlight (Do not store in flashlight; renew annually and after emergency use.) 
___ Batteries (replace every year and do not store in the flashlight) 
___ 10 dust masks 
___ Disposable camera 
___ Duct Tape 
___ Emergency Response and Salvage Wheel (www.heritagepreservation.org/catalog/) 
___ Staff phone list 
 
Useful additions:  
 
___ Spill pillows (Gaylord)  
___ Roll of quarters 
___ Hard hat with miner’s light (Harbor Freight Tool) 
___ Heavy duty work gloves 
___ Safety glasses 
___ Apron with pockets 
___ Water bug (Absolute Automation, 1-800-296-3910) 
___ Hygrometers (Radio Shack) 
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Emergency Canister Inventory 

 

Emergency container should be equipped with the items listed below. An inventory of these 
containers will be ordered by the Administrator as part of early warning preparations for 
hurricanes. A copy of the completed should be submitted to the Administrator. Containers should 
be kept at separate locations. 

  

Container , designated as CAN 1 is located at __________________________________. 

 

CAN 2 is located _________________________________________________________. 

 Disaster Supplies: CAN 1 CAN 2 

Flashlight ( 1 with Extra Bulb) Yes ___ No ___ Yes ___ No ___ 

Roll Polyethylene (1) Yes ___ No ___ Yes ___ No ___ 

Roll Duct Tape (2) Yes ___ No ___ Yes ___ No ___ 

Roll Masking Tape (2) Yes ___ No ___ Yes ___ No ___ 

Pkgs. Extra Batteries : A, AAA, AA, C, D & 9V Yes ___ No ___ Yes ___ No ___ 

Small First Aid Kit (1) Yes ___ No ___ Yes ___ No ___ 

Collapsible Shovel (1) Yes ___ No ___ Yes ___ No ___ 

Hacksaw (1 with extra blade) Yes ___ No ___ Yes ___ No ___ 

Bow saw (1) Yes ___ No ___ Yes ___ No ___ 

Rope (1 - 100 foot) Yes ___ No ___ Yes ___ No ___ 

Pair Work Gloves (2) Yes ___ No ___ Yes ___ No ___ 

Blanket (1) Yes ___ No ___ Yes ___ No ___ 

Plastic Bucket (2) Yes ___ No ___ Yes ___ No ___ 

Roll 10 ga. wire (1) Yes ___ No ___ Yes ___ No ___ 

Pry Bar (1) Yes ___ No ___ Yes ___ No ___ 

Plastic Trash Bags (1Box) Yes ___ No ___ Yes ___ No ___ 

Small Transistor Radio (1) Yes ___ No ___ Yes ___ No ___ 

Orange Caution Vest (5) Yes ___ No ___ Yes ___ No ___ 

Light Duty Hardhat (5) Yes ___ No ___ Yes ___ No ___ 

Complete Tool Kit (1) Hammer, Screwdrivers, 
Box Knife. Assorted nuts, Bolts and Screws, 
Assorted nails, File, Small can 3-in-1 Oil, Small 
Pkg. Wrenches, Crescent Wrench, Pair Pliers, 
Pair Channel Locks,  Wire cutters, Vise Grips 

Yes ___ No ___ Yes ___ No ___ 
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Office Supplies Kit (1) Notepads, Pencils, 
Pencil Sharpener, Pens, Permanent Markers, 
Post-it Notes, Scotch Tape, Scissors, Clip Board, 
Nametags  

Yes ___ No ___ Yes ___ No ___ 

 
Please list discrepancies for above items below (put these items in budget and on shopping 

list for purchase as soon as possible): 

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________ 

________________________________________________________________________ 

________________________________________________________________________ 

________________________________________________________________________ 

________________________________________________________________________ 

________________________________________________________________________ 

________________________________________________________________________ 

________________________________________________________________________ 

________________________________________________________________________ 

________________________________________________________________________ 

________________________________________________________________________ 

 
Inventory completed by ______________________________ Date _______________ 
 
 
(Emergency Backpacks?) 
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Bomb Threat Check List 
Questions to ASK: 

Question Response 

1. When is the bomb to explode? _____________________________ 

2. Where is the bomb now? _____________________________ 

3. What does the bomb look like _____________________________ 

4. What kind of bomb is it? _____________________________ 

5. What will cause the bomb to explode? _____________________________ 

6. Did you place the bomb? _____________________________ 

7. Why? _____________________________ 

8. What is your address? _____________________________ 

9. What is your name? ________________________ 
 
Exact Wording of the Threat: ___________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 
______________________________________________________________________________ 

______________________________________________________________________________ 

Caller's Voice:   Background Sounds: 

__ Calm _____ Nasal   _____Street noise 
_____Factory 
Machinery 

__ Angry _____ Stutter   _____Crockery _____Office Machinery 

_ Excited _____Lisp   _____Voices _____Animal Noises 

___ Slow _____Rasp   _____PA System _____Clear 

__Rapid _____Deep   _____Music _____Static 

___ Soft _____Ragged   _____House Noises _____Local Call 

__ Loud ____Clearing Throat   _____Motor _____Long Distance 

__Laughter ____ Deep Breathing   _____Other: 

____Crying _____Cracking Voice       

___Normal _____Disguised       

__ Distinct _____Accent       

___Slurred _____Familiar       

_____ Whispered   

_____ Other: 

If the voice was familiar, who did it sound like? __________________________________ 
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Sex of Caller: Male___  Female ___ Age: ________ Race:______________________ 

 

Length of Call: ___________ Number at which call was received: ____________________ 

 

Time of Call:__________ a.m.__ p.m. ___ Date of Call:____________________________ 

 

Threat Language: _____ Incoherent _____ Irrational_____ Well Spoken (Educated)________  

Message Read by Threat Maker _________ 

 

Remarks: _____________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

 

 

Receiver's Name: ____________________________________________ 

 

Title : _______________________________________________________ 

 

Phone Number: ______________________________________________ 

 

Office: ______________________________________________________ 
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DPRP Development 
Phase IV: DPRP Implementation 
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Sample of Disaster Response Manual  
(Print or save an extra copy of this to use as a stand-alone “Disaster Manual.”) 
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BUILDING ASSESSMENT FORM (to be used in emergency disaster assessment) 

 
Storm/Event:  Assessment Date:   

Building Name: Cause of Damage:   
Mark if update 
to previous 
form 

Damage Detail:     

Contents/ Items Desciption of damage Area 
N,S,E,W 

 

EXTERIOR 
FIRST! 

   

Roof    
Corners    
Gutters    
Facade    
Sidewalks    
Windows    
Doors    
Entry    
Stairs    
Walls    
Power    
Landscaping    
Foundation    
Neighboring 
building 

   

Other    
Other    
Other    
Other    
Other    
Other    
Other    
Other    
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Procedures Checklist 
 

Daily Procedures: 

1. Locks on doors and windows secure and all keys accounted for? 

2. No pipes, faucets, toilets, or air-conditioning units leaking? 

3. Electrical equipment unplugged and no frayed wiring in evidence? 

4. No signs of structural damage? 

5. No burning materials in ashtrays and wastebaskets? 

  

Periodic Procedures: Date Checked 

Emergency numbers are accurate and posted near every telephone?   

Most recent inspection by fire department?   

Fire extinguishers operable?   

Smoke alarms operable?   

Sprinkler system operable?   

Water detectors operable?   

Halon system operable?   

Public address system operable?   

Operable flashlights placed in every department?   

Transistor radio operable?   

Staff familiarized(by tour, not map) with locations of fire extinguishers, 
flashlights, radio, and how to reach members of the in-house disaster 
recovery team? 

  

Most recent fire drill?   

Most recent flood drill?   

Most recent earthquake drill?   

Most recent inventory?   

Current insurance policy?   
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Emergency Notification List 
Museum Personnel Telephone Number 

Director - Cathy   

Director -   

  

  

  

  

  

  

 

Emergency Services Telephone Number 

Ambulance __911_________________________________________________________ 

Fire Department ___Emergency = 911    Fire Dept.Non-Emergency__503-823-3550___ 

Hospital _________________________________________________________________ 

Insurance Agent ____________________________ Policy No. ____________________ 

Legal Advisor ____________________________________________________________ 

National Guard ___________________________________________________________ 

Police Department __ Emergency – 911        Police Non-emergency: 503-823-2143 

Sheriff’s Department __ Emergency – 911       Non-Emergency - (503) 988 – 4300 
Non- Emergency Public Safety Situations: Multnomah County - 503-823-3333 
Telephone Company _____________________________________________________ 

Utilities Electric __________________________________________ 

  Gas ______________________________________________ 

  Sewer ____________________________________________ 

  Water _____________________________________________ 
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EMERGENCY RESPONSE 
 

 
11. Stabilize conditions 
 
12. Remove standing water 

 
13. Control humidity and keep it monitored 

 
14. If feasible, make decision regarding salvage or sacrifice of seriously 

damaged items 
 

15. Protect undamaged collections 
 

16. Remove and pack out wet materials (unless few enough to air dry) 
 

17. Remove, clean and pack contaminated materials 
 

18. Inventory and record all activity 
 

19. Stabilize materials 
 

20.   Begin recovery. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
Used with permission of Randall Butler 
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Location and Response Time of Emergency Personnel (INTERNAL DOCUMENT) 
Include in your plan a basic map of your facility with access routes and emergency evacuation 
routes clearly marked. 
  Address Phone Response Time 

Police (City) 

Portland PD -  SE 
Precinct, 4735 E. 
Burnside St., 
Portland, Oregon 
97215 

Emergency – 911 

Non-emergency:  

503-823-2143 

 

Sheriff 

501 SE Hawthorne 
Blvd., Suite 350 

Portland, OR 97214 (503) 988 - 4300  

Fire Department 
Community Outreach 

and Public 
Information 

Phone: 503.823.3550  

Ambulance/EM 911 911  

Non-emergency 
Public Safety 

Situations 

(auto-attendant 
system will provide 
choices) 

503-823-3333  

Exec. Director    

Exec. Director    

Curator    

Registrar  
 

 
 

Volunteer 
Coordinator 

  ? 

Others   ? 

Others   ? 

Others  
 

 
? 

 
 
 
 
 
 
 
 
 



 127 

Volunteer List and Job Assignment 
 

Name Phone 
Staff 
Coordinator 

Job Assignment 

___________________________ _________ ___________ _____________ 

___________________________ _________ ___________ _____________ 

___________________________ _________ ___________ _____________ 

___________________________ _________ ___________ _____________ 

___________________________ _________ ___________ _____________ 

___________________________ _________ ___________ _____________ 

___________________________ _________ ___________ _____________ 

___________________________ _________ ___________ _____________ 

___________________________ _________ ___________ _____________ 

___________________________ _________ ___________ _____________ 

___________________________ _________ ___________ _____________ 

___________________________ _________ ___________ _____________ 

___________________________ _________ ___________ _____________ 

___________________________ _________ ___________ _____________ 

___________________________ _________ ___________ _____________ 

___________________________ _________ ___________ _____________ 

___________________________ _________ ___________ _____________ 

___________________________ _________ ___________ _____________ 

___________________________ _________ ___________ _____________ 

___________________________ _________ ___________ _____________ 

___________________________ _________ ___________ _____________ 

___________________________ _________ ___________ _____________ 

___________________________ _________ ___________ _____________ 
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Accident Investigation Form for Employees, Buildings and Collections 

 

This form is intended to help organize the investigation of accidents and incidents involving 
employees, equipment, buildings and collections. All accidents and incidents should be 
investigated, no matter how minor. The same conditions that cause a minor incident could lead to 
a major accident. The form is structured to help determine the fundamental cause of the accident, 
so that effective corrective action can be taken. 

 

The following steps will help you investigate an accident and fill out the form: 

1. Discuss the accident with the employee involved, and with any witnesses. Be sure to question 
the why-what-where-when-who-how aspects of the accident. 

2. Inspect the equipment or materials involved for conditions that could be made safer. 

3. Study the job set-up and process of doing the work. Could it be improved? 

4. Is the employee involved suited for the job he/she is doing? Did he/she receive adequate 
training? Are there any other contributing problems--use of drugs, use of alcohol, or emotional 
problems? 

5. Recommendations to correct the problem must be practical. Be sure your recommendations 
will not create other situations that could result in injury to employees or damage to property. 

6. Complete your report no later than the next working day after the accident. 

 

Part I -- General Information  

Who was involved? ________________________________ Age _____ Dept _______________ 

Date of accident________________________ Hour ________ a.m. ___ p.m. ___ 

Exact location _________________________________________________________________ 

Job or activity at time of accident __________________________________________________ 
______________________________________________________________________________ 

 

Part II -- Description of Accident 

Describe what happened._________________________________________________________ 
______________________________________________________________________________
______________________________________________________________________________ 

______________________________________________________________________________ 
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Part III -- What was the Cause of the Accident? (Determine the cause by analyzing all the 
factors concerned. How and Why) 

B. UNSAFE Acts ___________________________________________________________ 
________________________________________________________________________ 

B. UNSAFE Conditions ______________________________________________________ 
__________________________________________________________________________ 

__________________________________________________________________________ 

 

C. Fundamental accident cause _________________________________________________ 
___________________________________________________________________________
___________________________________________________________________________ 

 

Part IV -- Corrective Action Taken 

What was done or what do you recommend to prevent a recurrence of a similar 
accident?______________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________ 

 

Has this been done? _________ If not, give reason ____________________________________ 
_____________________________________________________________________________ 

 
Supervisor ________________________________ 
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Accident Report Form for Visitors 

 

Timely and thorough investigation of an accident is essential to you and your insurance 
company. A proper investigation will preserve information that may be difficult to uncover at a 
later date. Note the following information when investigation accidents that result in bodily 
injury or property damage to third parties on your premises. 

 

1. When investigating an incident always ask the basic questions - who, what , where, when, 
why and how. With this as a framework, you will be most likely to gather the necessary 
information. 

2. ALWAYS COMPLETE AN ACCIDENT INVESTIGATION FORM REGARDLESS 
OF HOW MINOR THE INCIDENT APPEARS. Something that appears minor at the item 
could develop into a serious claim at a later date. 

3. ALWAYS CALL THE POLICE AND AN AMBULANCE IF SOMEONE IS INJURED 
ON YOUR PREMISES. 

4. IF THERE ARE WITNESSES PRESENT, ASK THEM FOR A STATEMENT. If they 
do not want to give a statement, get names and addresses of the witnesses. 

5. REPORT ALL ACCIDENTS TO YOUR AGENT OR BROKER AS SOON AS 
POSSIBLE. This facilitates the handling and investigation of a claim. Failure to report a 
claim in a timely manner may jeopardize the effective handling of the claim or suit. 

6. IF THE ACCIDENT WAS CAUSED BY SOME PARTY NOT ASSOCIATED WITH 
YOUR INSTITUTION, ADVISE YOUR AGENT OR BROKER OF THAT FACT. If an 
independent contractor caused the loss, it could relieve you of legal responsibility. Copies 
of contracts and/or invoices could play a crucial role in the outcome of the claim. 

7. TAKE PHOTOS OF THE SCENE AND SECURE PHYSICAL EVIDENCE IF 
APPROPRIATE. If, for example, a patron sat on a chair and it collapsed, keep the chair and 
have it available for your insurance company to inspect. 

  

Institution Name________________________________________________________________ 

Location of Accident_____________________________________________________________ 

Date/time reported ___________________Date/time occurred____________________________ 

Name of injured party ___________________________________________________________ 

Address_______________________________________________________________________
_____________________________________________________________________________ 

Age _________________ Phone #_____________________ 
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Describe injury 
______________________________________________________________________________
______________________________________________________________________________ 

Police/Ambulance called _________________________________________________________ 

Time arrived _________________________Report Number ____________________________ 

Transported to___________________________ by ____________________________________ 

Narrative ( who, what , where, when, why and how.) ___________________________________ 

______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
_____________________________________________________________________________ 

Witness________________________ Relationship ____________________________________ 

Address_______________________________Phone___________________________________ 

Witness________________________ Relationship ____________________________________ 

Address_______________________________Phone___________________________________ 

Were photos taken? _____________ Location of Photos________________________________ 

Name of Person completing the report_______________________________________________ 

Date________________________ 

 

Witness Statement 

  

Below is a written statement voluntarily given by a witness(es) to an accident that occurred at the 
premises described below on the date indicated. 

  

Premises______________________________________________________________________
_____________________________________________________________________________ 

Date of accident________________________________________________________________ 

Injured party __________________________________________________________________ 

Relationship to injured party ______________________________________________________ 

Witness Name__________________________________________________________________ 

Statement: ____________________________________________________________________ 
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
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______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
_____________________________________________________________________________ 

 

Signature of Witness ______________________________Date________________ 

Address ___________________________________________________________ 

 

Witness Name________________________________________________________________ 

Statement: ____________________________________________________________________ 
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________ 

 

Signature of Witness ______________________________Date________________ 

Address _____________________________________________________________ 
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COLLECTION DAMAGE FORM  

General Information 

Type of Object/Specimen: ________________________________________________________  

Accession Number: _______________________Catalog Number ________________________ 

Description of Object/Specimen: __________________________________________________ 

_____________________________________________________________________________ 

Condition before damage: _______________________________________________________ 

Artist/Manufacturer: _______________________________Value _______________________ 

Location of Object/Specimen: ____________________________________________________ 

Photography on File? Yes __ No___ Where? 
__________________________________________ 

 

Damage 

Cause of Damage 
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________ 

 

Date of Damage __________________________ 

Person reporting damage ________________________________________________________ 

Date of Report ___________________________ 

 

Condition of Object/Specimen after damage: 
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________ 

 

Physical Changes to Object as a result of damage: 
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________ 

 

Were all pieces of object recovered? Yes ___ No ___ 

If No, what pieces appear to be missing? ____________________________________________ 

If No, can missing pieces be recovered? _____________________________________________ 
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Personnel Notified/Date of Notification: 

Curator ____________________________Registrar ____________________________ 

Conservator ________________________ Insurance Agent ____________________________ 

Treatment 

Can object be repaired? Yes ___ No___ Recommendation for Treatment ___________________ 
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________ 

 

Estimate of Treatment/Repair Costs ________________________________________________ 

 

Could damage have been prevented? Yes ___  No___ 

 

If so how? _____________________________________________________________________ 

______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________ 
 
Form Completed by: _______________________________Date ________________ 
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DISASTER RECOVERY 
  

There three phases of Disaster Recovery are: Response, Recovery and Rehabilitation. 

 

The Response Phase 

1. Assess the situation. 

2. Notify and assemble the necessary personnel. 

3. Establish a "command post". 

4. Procure and assemble the necessary supplies and personnel. 

5. Establish security measures. 

6. Get clearance to enter the building. 

7. Eliminate hazards. 

8. Stabilize the environment. 

9. Make a detailed assessment of the damage. 

10. Develop a detailed plan of action. 

11. Brief all assembled personnel. 

 

The Salvage Phase 

1. Pack and remove affected materials. 

2. Stabilize materials 

3. Dry materials: 

     A. Air-drying 

     B. Freeze-drying 

     C. Dehumidification 

     D. Vacuum (thermal) drying or vacuum freeze-drying 
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 The Rehabilitation Phase 

3. Perform rehabilitation as needed, through activities such as: 

     • smoke removal and deodorization           

     • fumigation 

     • reprocessing and copying photographic media 

     • cleaning, rehousing, and copying magnetic media 

     • cleaning or phonodiscs 

4. Rehabilitate paper-based materials through activities such as: 

     • rehousing 

     • cleaning 

     • repair and/or rebinding 

     • relabeling, plating, marking 

3. Reshelve/refile materials 
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Disaster Material Handling, Packing & Storage 
 

MATERIAL  PRIORITY  
HANDLING 
PRECAUTIONS 

PACKING 
METHOD  

DRYING 
METHOD  

PAPER         

Manuscripts, 
documents and 
small drawings 

Freeze or dry 
within 48 
hours 

Don't separate 
single sheets 

Interleave between 
folders and pack in 
milk crates or 
cartons 

Air, 
vacuum, or 
freeze dry 

          

Watercolors, and 
other soluble 
media 

Immediately 
freeze or dry 

Do not blot 

Interleave between 
folders and pack in 
milk crates or 
cartons 

Air or 
freeze dry 

          

Maps; oversize 
prints and 
manuscripts 

Freeze or dry 
within 48 
hours 

Don't separate 
single sheets 

Pack in map 
drawers, bread trays, 
flat boxes or poly 
covered plywood 

Air, 
vacuum, or 
freeze dry 

          

Coated papers 

Immediately 
pack, then 
freeze or dry 
within 48 
hours 

  
Keep wet in 
containers lined with 
garbage bags 

Freeze dry 
only 

          

Framed prints and 
drawings 

Freeze or dry 
within 48 
hours 

  

Unframe if possible, 
then pack as for 
manuscripts or maps 
above 

Once 
unframed 
and un-
matted, air 
or freeze 
dry 
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MATERIAL  PRIORITY  
HANDLING 
PRECAUTIONS 

PACKING 
METHOD  

DRYING 
METHOD  

BOOKS     

Books and 
pamphlets 

Freeze or dry 
within 48 
hours 

Do not open or 
close, do not 
separate covers 

Separate books with 
freezer paper, pack 
spine down in milk 
crate or cardboard 
box 

Air, 
vacuum, or 
freeze dry 

          

Leather and 
vellum bindings 

Immediately 
freeze 

Do not open or 
close, do not 
separate covers 

Separate books with 
freezer paper, pack 
spine down in milk 
crate or cardboard 
box 

Air or 
freeze dry 

          

Books and 
periodicals with 
coated papers 

Immediately 
pack. Freeze or 
dry within 48 
hours 

Do not open or 
close, do not 
separate covers 

Separate books with 
freezer paper, pack 
spine down in milk 
crate or cardboard 
box 

Freeze dry 
only 

     

PAINTINGS          

Paintings 
Immediately 
dry 

Drain and carry 
horizontally 

Face up without 
touching paint layer 

Air dry. 

     

 

 

 

 

    

SOUND & VIDEO RECORDINGS        

Discs 

Dry within 48 
hours. 
Freezing is 
untested; if it 
is necessary 
freeze at above 
0 F (-18C) 

Hold disks by 
their edges. Avoid 
shocks 

Pack vertically in 
ethafoam padded 
plastic crates 

Air dry. 
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MATERIAL  PRIORITY  
HANDLING 
PRECAUTIONS 

PACKING 
METHOD  

DRYING 
METHOD  

 SOUND & 
VIDEO 
RECORDINGS 

        

Sound and 
Videotapes 

Freezing is 
untested; if 
necessary, 
freeze at above 
-10C 

  

Pack vertically into 
plastic crates or 
cardboard cartons. 
Don't put any heavy 
weight on the sides 
of reels or cassettes 

Air dry. 

     

PHOTOGRAPHS       

Wet Collodion 
photographs 
(ambrotypes, 
tintypes, 
pannotypes, wet 
collodion 
negatives) 

Recovery rate 
is low. 
Immediately 
dry 

Handle with care -
- glass supports or 
glazing 

Horizontally in 
padded container 

Air dry 
face up. 
Never 
freeze 

          

Daguerreotypes 
Immediately 
dry 

Handle with care -
- usually cased 
behind glass 

Horizontally in 
padded container 

Air dry 
face up. 

          

Nitrates with 
soluble emulsions 

Immediately 
freeze 

Do not blot   
Air dry; 
test freeze 
drying 

          

Prints, negatives, 
and transparencies 

Freeze or dry 
within 72 
hours. Salvage 
order:  

1) color 
photographs 

2) prints 

3) negatives 
and 
transparencies 

Do not touch 
emulsions with 
bare hands 

Keep in 
cold water. 
Pack in 
containers 
lined with 
garbage 
bags 

Order of preference: 
1) air dry 

2)thaw and air dry 

3) freeze dry. 

Do not vacuum dry 
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MATERIAL  PRIORITY  
HANDLING 
PRECAUTIONS 

PACKING 
METHOD  

DRYING 
METHOD  

PHOTOGRAPHS     

Motion Pictures 
Rewash and 
dry within 72 
hours 

  

Fill film cans 
with cold 
water and 
pack in plastic 
pails or 
cardboard 
cartons lined 
with garbage 
bags 

Arrange for film 
processor to 
rewash and dry 

          

Microfilm rolls  
Rewash and 
dry within 72 
hours 

Do not remove 
from boxes; hold 
cartons together 
with rubber bands 

Fill boxes 
with water, 
and pack (in 
blocks of 5) in 
a cardboard 
box lined with 
garbage bags 

Arrange for 
microfilm 
processor to 
rewash and dry 

          

Aperture cards 
Freeze or dry 
within 48 
hours 

  

Keep wet 
inside a 
container 
lined with 
garbage bags 

Air dry 

          

Jacketed 
Microfilm  

Freeze or dry 
within 72 
hours 

  

Keep wet 
inside a 
container 
lined with 
garbage bags 

Air dry 

          

Diazo fiche Last   
In drawers or 
cartons 

Air dry 
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In a Disaster: 
 
Don’t go in alone! 
 
The following suggestions may help you respond to an emergency affecting cultural property. 

While an effort has been made to list them in order in which they can be addressed, you'll need 

to adapt them to your circumstances. Read them through and take the time to plan. It's tempting 

to "get right to work", but initial organization will save you work and perhaps additional loss. 

For advice, call your local conservator or call American Institute for Conservation of Historic 

and Artistic Works referral system, (202) 425-9545. Above all remember that safety comes first; 

don't endanger yourself or your staff on behalf of objects. Remember: 

1.- Always work in teams of no less than TWO people. 

2.- Do NOT enter a building or an area in a building until you are certain that it's safe. 

 

Initial Coordination: 

- Try to control or eliminate the source of the problem . 

If appropriate, turn off the electricity and gas. (This will depend on the type and the 

severity of the disaster - to be learned in training and practiced in drills.) 

 - Inform the Director. 

-  Find the person in charge of the building (may not be a museum staff person). 

Assessment will begin after the building is declared safe for re-entry. 

- Consult your emergency plan. 

- Take time to coordinate and plan activities -- officials may prevent entry for several 

days.  

 

Priorities: 

- Human safety: Evacuate or move to area of safety. If people are endangered by unsafe 

condition of building contact appropriate authorities (such as Fire Dept.), perform triage, 

first aid, communicate needs for immediate medical attention to authorities if needed or if 

possible. 
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Critical operations: 

- Disaster equipment and supplies, records, forms, information needed to manage, 

salvage and reopen institutions. 

- Thorough record (photographic, written, video) of emergency conditions and salvage 

activities. 

- Collections records: shelf lists, inventory, registrar's logs, etc. 

- Stabilize building collections: from important (valuable; heavily used; significant; 

vulnerable to irreparable damage) to least important . 

 

Designate: 

- Emergency coordinator  

- Liaison with civil authorities 

- Individual with financial authority  

- Volunteer coordinator  

- Journal keeper and photographer to keep detailed records of damage and recovery 

activities 

- Individual who can authorize object movement and treatment 

Secure the site perimeter. 

Establish a communications network. 

- If phones are working, use phone tree to determine which team members and volunteers 

are available to help. (May need to call through out of state contacts) If phones are out of 

service, determine availability of other communication such as satellite phone, Citizens 

Band or Ham Radio. 

Inform your insurance company: 

(a) document all stages of response photographically and with a written journal (b) 

accompany the insurance adjuster and all investigating persons and contractors, taking 

extensive notes of conversations. Such records may be required in court. Ensure that staff 

and volunteers have current shots (Such as tetanus.). 

Protection of Artifacts: 

- Protect objects by covering, lifting, or evacuating if staff is available and capable. 
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- Diminish mold growth by reducing the temperature and humidity and by promoting air 

circulation. 

- Identify temporary storage area(s). (On or off-site?) 

- Set up work areas for items that need to be packed or air dried. 

-  Locate cold storage or freezing facilities 

- Obtain containers and supports for moving and handling objects: plastic crates, 

polyethylene sheeting, plywood, saw horses, rubber gloves, dollies, carts. 

- If time and conditions permit, record objects and destination with film, video, computer 

or pencil and paper. 

- Label object containers.  

  

In the Event of Water 

Prevention of Further Damage: 

- Turn off electricity, blocking entry until done. The power company may have to do 

this.  

- Switch off, divert, or sandbag the water source. 

- Cover drains as soon as possible. 

- Cover places where water is entering. 

- Locate pump and fans, and use only if you know the circuitry is dry. 

- Plan mud removal, remembering that it may be contaminated. 

- Raise objects out of water. 

- Cover objects. Check every 24 hours, uncovering if there is threat of mold. 

- Secure floating objects. 

- Move collections up if water is rising. 

 

Locate suppliers for materials and equipment not at hand: 

- Obtain containers, uninked newsprint, clean sheeting, blotter paper, toweling, 

flashlights, batteries, fans, buckets, sponges, hand tools, plastic bags, boots, aprons, tags 

and labels, scissors, pencils and paper, clipboards, filament tape, waterproof makers, 

rubber gloves, and a source of clean water. Contact a commercial dehumidification firm 
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if your building is large, if it is a historic structure, or if a great deal of water has been 

absorbed. Schedule staff and volunteers for work, breaks, and food. 

  

Basic Drying Procedures 

General: 

- Do not hang wet objects without a conservator's advice 

- Air dry means find a cool, dry space with fans. 

- Use absorbent material (uninked newsprint, blotters, paper towels) under objects. 

Replace absorbent material as it becomes wet� 

- For wet books, documents, photographs, textiles: If these cannot be air-dried within 

about 48 hours, freeze. 

- If freezer is unavailable, keep as cool as possible until air drying is possible. Expect 

mold growth. 

Framed Artworks:  

- Unframe paintings in a safe place. Keep wet paintings horizontal and paint-side up.  

For art on paper or photos: 

- If image appears stuck to glass/glazing, leave in frame and dry glass-side down. 

Photographs: 

- Rinse mud off photographs (using gentle water steam or by immersion and gentle 

agitation) 

- Thoroughly wet photographs can stay wet in a container of clean water. Dry or freeze 

within 48 hours. Freeze or air dry damp or partially wet photographs 

 Books in Quantity: 

- Remove two or three books from each wet or partly wet shelf (to relieve pressure). 

Evacuate completely or partly wet books. 

- Pack snugly, spine down, and freeze. 

- Leave damp books on shelves if space can be made and dry. 

- Contact a commercial dehumidification firm if space has been flooded 

Individual Books:  

- Air dry  

- Stand upright and open covers gently to support book 
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Documents/Pamphlets: 

- Remove plastic covers. Air dry flat, in piles no thicker than 1/8 inch within 48 hours; 

or pack snugly, upright in original folder(if no folders, pack flat) and freeze. 

Textiles: 

- Air dry or bag wet textiles in plastic and freeze. 

- Dip half - saturated textiles in clean water and air dry or freeze. 

Furniture: 

- Lift furniture above water level. 

- Dab dry with clean cloths. 

- If mud-covered, rinse immediately with clean water. 

- Wrap with plastic and dry slowly, under weights if possible. 

- Leave drawers in place but remove contents 

Baskets: 

- Pad basketry with uninked newsprint, keep lids on, dry slowly 

Leather: 

- Shape and air dry 

Bone/Ivory: 

- Dab to absorb excess water, place under loose sheets of polyethylene to slow drying. 

Metal: 

- Dry metal as quickly as possible, using fans and/or sun 

Animal Materials: 

- Air dry unstuffed specimens and skeletal material on racks in moving air; do not 

squeeze. 
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Experts and Consultants 
 

It is useful to maintain a list of experts and consultants with specialized skills and interest in 
preservation/conservation. They can be called upon for advice in case of emergency and can 
often suggest other specialists as necessary. 

  

There are many good sources of expertise to assist in the recovery of books, paper, 
micrographics, artifacts, etc. 

 

Type of Service Firm Name and Address Phone 

Data Recovery 

  

Disk Doctors Data Recovery 

4th Floor, 10260 SW Greenburg Road, 
Portland, OR  

(800) 347-
5380 

      

Dehumidification 

Kennedy Restoration 

315 SE 7th Ave., Portland, OR 97214 

Barb Casey 

503-234-0509 

800-643-2790 

      

Fire Restoration 

Kennedy Restoration 

315 SE 7th Ave., Portland, OR 97214 

Barb Casey 

503-234-0509 

800-643-2790 

      

Paper conservation 

______________________________________
______________________________________ 

______________________________________
______________________________________ 

___________
___________ 

___________
___________ 

      

Object conservation 

Claire Dean and Associates 

3438 N.E. 62nd Ave. 

Portland OR 97213   -   clairedean@aol.com 

503) 331-
0762 

Earthquake damage  
mitigation 
 

 Scott Reuter, Earthquake Damage Mitigation 
Specialist, 1309 Jerome Avenue, Astoria, OR 
97103   -   scottreuter@mac.com 

 

503-325-2273 
503-791-0802 

Textile conservation 
______________________________________
______________________________________ 

___________
___________ 
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______________________________________
______________________________________ 

___________
___________ 

      
Pest Control Alpha Ecological Pest Control 800-272-0480 

      

Computer 

______________________________________
______________________________________ 

______________________________________
______________________________________ 

___________
___________ 

___________
___________ 

      

Mycologist 

______________________________________
______________________________________ 

______________________________________
______________________________________ 

___________
___________ 

___________
___________ 

      

Organizations to assist in 
clean-up 

______________________________________
______________________________________ 

______________________________________
______________________________________ 

___________
___________
___________
___________ 
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Disaster Recovery Suppliers and Services 

Before including any organization in an institutional plan, the staff should be sure to contact the 

company to verify that the information is correct, identify a contact person, and to gather cost 

estimates and ascertain other specific terms. 

Affiliated Warehouses Company, Inc. 

PO Box 295 

Hazlet, NJ 07730 

732-739- 2323 

 www.awco.com/awco/awcomain.htm  

blast freezer, refrigeration 

Aggreko, Inc. 

121 Vera Road, PO Box 1750 

Lexington, SC 29072 

803-957-7475 

www.aggreko.com  

temporary temperature and humidity control 

American Freeze Dry 

39 Lindsey Avenue 

Runnemede, NJ 08078 

856-546-0777 

www.americanfreezedry.com  

disaster recovery services 

American Institute for Conservation 

1717 K St. NW, Suite 301 

Washington, DC 20006 

202-452-9545 

http://aic.stanford.edu  

conservator referral service 

Americold Logistics, Inc. 

Headquarter Office 

10 Glenlake Parkway, Suite 800 
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Atlanta, GA 30328 

678-441-1400 

www.americold.net  

blast freezer, refrigeration 

Ansul, Inc. 

1 Stanton Street 

Marinette, WI 54143-2542 

715-735-7411, 800-862-6785 

www.ansul.com  

fire suppression  

Atlas Cold Storage 

1680 Candler Road 

Gainesville, GA 30507 

770-531-9800 

www.atlascold.com  

blast freezer, freezer storage 

Belfor USA 

2425 Blue Smoke Court South 

Fort Worth, TX 76105 

817-536-1167, 800-856-3333 

www.belforusa.com  

disaster recovery, dehumidification, mold removal, magnetic media recovery, vacuum freeze 

drying 

Blackmon-Mooring-Steamatic Catastrophe, Inc. (BMS CAT) 

303 Arthur Street 

Fort Worth, TX 76107 

817-332-2770, 800-433-2940 

www.bmscat.com  

fire and water damage recovery  

Burris Logistics 

2421 Dennis Street 
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Jacksonville, FL 32204 

904-353-4119 

www.burrislogistics.com 

blast freezer, freezer storage, refrigeration 

Chicora Foundation, Inc. 

PO Box 8664 

Columbia, SC 29202 

803-787-6910 

www.chicora.org  

pest control, environmental consulting, architectural consulting 

Clean Aire, Inc. 

1006 Rabbit Run 

Columbia, SC 29061 

803-776-1117 

duct cleaning, smoke removal, collection cleaning, air testing 

Coastal Disaster Response, Inc. 

310 Tenth Avenue North 

Safety Harbor, FL 34695 

800-984-3573 

fire and water recovery 

Commercial Cold Storage, Inc. 

4300 Pleasantdale Road, NE 

Atlanta, GA 30340 

770-448-7400 

blast freezer, freezer storage, refrigeration 

Consolidated Plastics 

8181 Darrow Road 

Twinsburg, OH 44087 

800-362-1000 

www.consolidatedplastics.com  

plastic containers 
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CSIntegrated, LLC 

2006 Industrial Blvd. 

Douglas, GA 31533 

912-384-7272 

www.csicold.com  

blast freezer, freezer storage, refrigeration, humidity controls 

Cutting Corporation  

4940 Hampden Lane, Suite 300 

Bethesda, MD 20814 

301-654-2887, 301-654-3271 

sound recordings duplication 

DETEX Corporation  

302 Detex Dr. 

New Braunfels, TX 78130 

830-629-2900, 800-729-3839 

www.detex.com  

security 

Document Reprocessors 

5611 Water Street 

Middlesex, NY 14507 

800-4-DRYING, 716-554-4500 

www.documentreprocessors.com/index.html  

vacuum freeze-drying, smoke removal, cleaning, fumigation 

Dorlen Products 

6615 West Layton Avenue 

Milwaukee, WI 53220 

414-282-4840, 800-533-6392 

www.dorlenproducts.com  

water alarms��

DuPont Polyester Films 

Barley Mill Plaza, P10 
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Wilmington, DE 19880-0027 

302-774-1000, 800-441-7515 

www.dupont.com  

Mylar, polyester film 

Dust Free, Inc. 

1112 Industrial 

PO Box 519 

Royse City, TX 75189 

972-635-9564, 800-441-1107 

www.dustfree.com  

mold test kit, air filters 

Excalibur Data Recovery, Inc. 

101 Billerica Avenue 

Building 5 

North Billerica, MA 01862 

978-663-1700, 800-466-0893 

data recovery (formerly Randomex, Inc.) 

FPC, Inc. ( A Kodak Company) 

6677 Santa Monica Blvd. 

Hollywood, CA 90038 

323-468-5774, 800-814-1333 

www.fpc.com  

vinegar syndrome retardant, film 

Fenwal 

400 Main Street 

Ashland, MA 01721 

508-881-2000 

www.fenwalcontrols.com/home.htm  

fire suppression 

Film Technology Company, Inc. 

726 N. Cole Avenue 
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Hollywood, CA 90038 

323-464-3456 

motion picture film restoration  

Getty Conservation Institute (GCI) 

4503 Glencoe Avenue 

Marina del Rey, CA 90292 

310-822-2299 

www.getty.edu/conservation/institute/index.html�

Information on salvaging artworks  

The Gonzo Corporation 

P.O. Box 491 

Canton, MA 02021 

800-221-0061 

www.gonzocorp.com  

rubber sponges, odor removal 

Halotron, Inc. ����American Pacific Corporation 
Halotron Division 
3770 Howard Hughes Parkway, Suite 300 

Las Vegas, NV 89109 

702-735-2200 

www.halotron-inc.com  

fire suppression; fire extinguishers 

Huntington T. Block Insurance Agency 

Aion Risk Service 

Suite 600,m 1120 20th Street 

NW Washington, DC 20036-3406 

202-223-0673, 800-424-8830 

museum fine arts insurance 

Industrial Cold Storage 

2625 W. 5th Street 

PO Box 41064 

Jacksonville, FL 32203 
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904-786-8038  

www.icslogistics.com  

blast freezer, refrigeration 

Insects Limited, Inc. 

16950 Westfield Park Road 

PO Box 40641 

Westfield, IN 46074 

317-896-9300, 800-992-1991 

www.insectslimited.com  

pest control 

Jaxport Refrigerated Services, Inc. 

2701 Talleyrand Avenue 

PO Box 2639 

Jacksonville, FL 32203 

904-486-6065 

refrigeration 

Keepsafe Systems, Inc. 

570 King Street West 

Toronto, Ontario M5V 1M3 

416-703-4696, 800-683-4696 

anoxic treatment (anoxic fumigation – no chemicals used) 

Knox Company 

17672 Armstrong Avenue 

Irvine, CA 92614 

866-625-4563, 800-552-5669 

www.knoxbox.com/store  

security, fire safety 

Kodak����Corporate Office 
343 State Street 
Rochester, NY 14650 

800-242-2424 
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www.kodak.com  

reprocessing of Kodak film/microfilm, imaging technology 

 [Disaster Recovery Lab 800-EKC-TEST] 

Library of Congress Preservation Directorate 

LM-G07 Washington, DC 20540-4500 

202-707-5213 

www.loc.gov/preserv/information  

MBK Consulting  

60 N. Harding Road 

Columbus, OH 43209-1524 

614-239-8977 

www.mbkcons.com  

consulting, information 

Medeco High Security Locks 

3625 Allegheny Drive 

PO Box 3075 

Salem, VA 24153 

540-380-5000, 800-675-7558 

www.medeco.com  

security 

Munters Moisture Control Services���� 

6900 Peachtree Industrial Blvd., Suite 1 

Norcross, GA 30071-1030 

770-242-0935, 800-890-9877 

www.muntersamerica.com  

disaster recovery, dehumidification, vacuum freeze drying; mold removal 

National Fire Protection Association 

1 Batterymarch Park 

PO Box 9101 

Quincy, MA 02269-9101 

617-770-3000, 800-344-3555 
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www.nfpa.org/Home/index.asp  

fire safety information 

New Pig 

One Pork Avenue 

Tipton, PA 16684-0304 

814-684-0133, 800-468-4647 

www.newpig.com  

leak and spill problems 

Nilfisk Advance America, Inc. 

300 Technology Drive 

Malvern, PA 19355 

610-647-6420, 800-NILFISK 

www.pa.nilfisk-advance.com  

HEPA vacuums 

Northeast Document Conservation Center 

100 Brickstone Square 
Andover, MA 01810-1494 
978-470-1010 
www.nedcc.org  
conservation treatment, preservation field services, microfilming, consulting 
Paul N. Gardner Company, Inc. 

The Gardner Building 

316 N.E. 1st Street 

Pompano Beach, FL 33060 

954-946-9454, 800-762-2478 

www.gardco.com  

moisture meter 

Pest Control Services, Inc. 

Thomas Parker, PhD 

14 E. Stratford Avenue 

Lansdown, PA 19050 

610-284-6249 

pest control, consulting 
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Protext 

3515 Leland Street 

PO Box 30423 

Bethesda, MD 20824 

301-320-7231 

www.protext.net  

emergency response kits 

Public Quick Freezing and Cold Storage 

1741 W. Beaver Street 

PO Box 41430 

Jacksonville, FL 32203-1430 

904-354-1446 

blast freezer, freezer storage, refrigeration 

Raychem Corporation 

Trace Tek Products Group 

300 Constitution Drive 

Menlo Park, CA 94025 

415-361-4900, 800-545-6258 

www.raychem.com  

water sensing cable 

Reliable Automatic Sprinkler Company, Inc. 

525 North MacQuesten Parkway 

Mount Vernon, NY 10552-2600 

800-431-1588 

www.reliablesprinkler.com  

Fire suppression, water mist  

Restoration Consultants, Inc. 

100 Longview Circle 

Alabaster, AL 35007 

800-216-2212 

www.4RCI.com  
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fire and water damage recovery, mold remediation 

ServiceMaster����National Claim Processing Center 

860 Ridge Lake Blvd. 

Memphis, TN 38120-9447 

800-737-7663 

http://corporate.servicemaster.com  

fire and water recovery, cleaning 

SERVPRO Industries, Inc. 

575 Airport Blvd. 

Gallatin, TN 37066 

615-451-0200 

www.servpro.com  

Fire and water damage recovery 

SPECS Bros. 

PO Box 5 

Ridgefield Park, NJ 07660 

201-440-6589, 800-852-7732 

www.specsbros.com  

magnetic media restoration and reformatting 

Stanford Refrigerated Warehouses, Inc. 

Hilley Street, Ext. 

PO Box 1467 

Macon, GA 

478-781-1894 

refrigeration 

Strohl Systems 

631 Park Avenue 

King of Prussia, PA 19406 

610-768-4120, 800-634-2016 

www.strohlsystems.com  

consulting, business continuity, disaster planning software 
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Unsmoke Systems 

1135 Braddock Avenue 

Braddock, PA 15104-1706 

800-332-6037 

www.unsmoke.com  

fire recovery, smoke removal 

VidiPax 

450 West 31st Street, 4th Floor 

New York, NY 10001 

212-563-1999, 800-653-8434 

www.vidipax.com  

magnetic media restoration, magnetic media reformatting, consulting 

Wap International Cleaning System (ALTO-US) 

16253 Swingley Ridge Road, Suite 200 

Chesterfield, MO 63017-1544 

636-530-0871, 877-366-2586 

www.alto-online.com  

cleaning systems, vacuums 

Wei T'o Associates, Inc. 

21750 Main Street, Unit 27 

Matteson, IL 60443-3702 

708-747-6660 

www.weito.com  

Freeze-dryer, deacidification 

Zeolite Depot 

PO Box 711 

21750 Main Street, Unit 27 

Montclair, NJ 07042 

973-680-1094 

http://members.tripod.com/volcanic_zeolite/index.htm  

odor removal 
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Insurance Information Form 
 

Your insurance broker, agent and/or adjuster are very good sources of information. They are in 
the business of finding ways to deal with disasters. There may be time when specialty items that 
are unique to you are involved and you may be the nearest thing to an expert in the area -- work 
with you adjuster. His job is to reduce the loss and if what you need to do is a logical approach to 
saving money, it is to his benefit to listen and help. 

 

"Warning"  

It is imperative that you communicate with the insurance principals before you have a loss and 
explain to them the sense of urgency that exists with your special collection items. 

 

1. Risk Manager, Broker and/or Agent/Carrier 

Insurance Risk Manager ___________________________________________________ 

Home Address ___________________________________________________________ 

________________________________________________________________________ 

________________________________________________________________________ 

Phone ____________________ Email _______________________________________ 

Insurance Broker/Agent ___________________________________________________ 

Company Name _________________________________________________________ 

Address ________________________________________________________________ 

________________________________________________________________________ 

________________________________________________________________________ 

Phone ____________________Email_________________________________________ 

Insurance Carrier(s)______________________________________________________ 

Adjuster ______________________________________________________________ 
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2. Coverage General and Special 

  

Coverage Structure $____________________________ 

Contents, General $____________________________ 

Data Center $____________________________ 

Vital Records Center $____________________________ 

Micrographics $____________________________ 

Special Collection $____________________________ 

Other $____________________________ 

Other $____________________________ 

Other $____________________________ 

 

Damage Assessment  

A thorough knowledge of the disaster plan goals, special collections and items are necessary for 
the team that has to justify the expense of the recovery effort. Establishing the cost of 
replacement, intrinsic value, legal ramification if lost, or preciousness of an irreplaceable artifact 
is much harder to do when the only noise heard is the water dripping out of the light fixtures and 
the fire trucks' engines are running outside the front door. Restoration companies cannot decide 
what additional work should be put into the damaged items to return them to a usable condition. 
The recovery effort can only be approved by the guardian(s) of the plan. How much will it cost? 
The issue of cost is almost always a stumbling block to quick action which has a direct effect on 
the extent of damage and the success of the recovery effort. In an attempt to save money, the 
customer usually asks if there are alternate ways of drying out wet materials, dealing with EDP 
equipment, recovering microfilm, etc. This is a reasonable question but as the decision making 
process grinds to a conclusion, valuable time is being lost. (Securing a hot site for a data center 
or pre-qualifying a restoration company may seem to be wasted effort because you may never 
use either one of them, but if the need arises it will save a great deal of time.) 
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Emergency Funds 

There is an unwritten law that state that disasters happen at the most inconvenient time. The 

following are some questions that need to be answered when (or before) a disaster happens. 

 

1. Who is in charge of emergency funds? _____________________________________ 

Home Phone ________________ Business Phone _______________________________ 

Alternate for Emergency Funds ______________________________________________ 

Home Phone ______________________ Business Phone__________________________ 

 

2. Who is authorized to spend emergency funds? ______________________________ 

________________________________________________________________________ 

________________________________________________________________________ 

 

3. What records need to be kept? 

All of them - anything you spend needs to be justified. Appoint one person to be the job auditor 
for the project. Keep all the time cards of the employees who worked on the restoration project. 
Date and save every receipt. If your insurance policy covers their expenses, your insurance 
adjuster will need this information to be able to reimburse you for any moneys spent. 

 

Disposition of Damaged Items: 

Wet copy paper seems to be in the way and should be taken out just to remove some of the 
moisture for the building but it needs to be inventoried and saved until the adjuster tells you its is 
ok to dispose of it. If the adjuster buys new copy paper, the old paper is his to salvage if possible. 
All equipment, desks, chairs, computers, copy machines, microfilm readers etc. need to be 
inventoried and put in an out-of-the-way place for the adjuster to look at and dispose of as he 
sees fit. Any item he reimburses you for belongs to him to try to recover as much from its 
salvage as possible. 

 

Inventory and Priorities 

Items on the inventory pages should be marked according to their importance and intrinsic value 
to your organizations. A priority identifier of "1", "2", or "General" will greatly help in the 
recovery effort. Not all items can be first. Departments, Special Collections, items, etc. should be 
identified by priority and dealt with in the priority sequence. Example: The computers and 
related electronic equipment may be more important than the items in the Advertising 
Department. The Civil War Ledgers may be more valuable than the volumes in the Children's 
Corner. 
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Supplies on Hand In-House 

The type of facility involved will determine the materials which should be on hand in case of an 
emergency. A member of the Disaster Recovery Team in charge of resources should be assigned 
the responsibility of conducting an inventory of resources and maintaining a minimum of some 
predetermined items for emergency use. Changes in either the quantity of supplies on hand or in 
the locations of resources should be noted. 

  

ITEMS  LOCATION  QTY 
DATE 
CHECKED  

Bags, Plastic Garbage    

Batteries, Flashlight    

Book Trucks    

Boots, Rubber    

Brooms    

Buckets, Mop & Plastic    

Cartons, Cardboard & plastic    

Camera    

Cleaning Compounds    

Clothing: Gloves, Masks, Protective aprons    

Clothesline (30lb)    

Clothes Pins    

Crowbar    

Dehumidifiers, Small    

Disinfectant    

Extension Cords ( Heavy Duty, 3 wire, grounded, 
50ft.) 

      

Fans       

First Aid Kits       

Freezer Paper       

Generator, Portable       

Hammer and Nails       

Hand saw       
Hose, Water (50ft)       
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Incandescent Work Lights (string lights)       

Labels, Adhesive       

Ladders       

Mops       

Paper Towels, wax paper       

Pens/Pencils       

Plastic Sheeting       

Radios, Two-way       

Scissors       

Shovel(s)       
Tape, Packing, Duct       
Newsprint, Blank       
Vacuum, Wet/Dry       
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DISASTER RESPONSE SUPPLY CAN CHECKLIST 
 
The Disaster Response Supply Can is meant to be used only in case of emergency, a reliable 
source of supplies for immediate response. It does not take the place of a larger centralized stock 
of disaster supplies. Cans can be placed in all library public service departments and are 
inventoried annually. Estimated total cost of materials is $200.00.  
Most supplies are available at office/home supply or hardware stores.  
The supplies, including the can, are labeled and the can is sealed.  
 
Contents: 
 
___ 33 gal. plastic wheeled trash can with lid (preferably red) 
___ 1 roll 10' x 100' 4 mil plastic sheeting 
___ 1 box cutter 
___ 1 roll filament tape (to tape sheeting) 
___ 10 large plastic trash bags (to fit can) 
___ 2 large sponges 
___ 1 Lysol spray can, 19 oz. 
___ 1 5 gal. bucket with lid 
___ 1 box disposable latex gloves 
___ 1 roll "Do not enter" barricade tape 
___ 2 rolls white paper towels 
___ Scissors, 1 pr. 
___ Pencils, 1 doz. Sharpened or mechanical 
___ 2 black permanent marking pens 
___ Yellow lined pad 
___ Clipboard 
___ Flashlight (Do not store in flashlight; renew annually and after emergency use.) 
___ Batteries (replace every year and do not store in the flashlight) 
___ 10 dust masks 
___ Disposable camera 
___ Duct Tape 
___ Emergency Response and Salvage Wheel (www.heritagepreservation.org/catalog/) 
___ Staff phone list 
 
Useful additions:  
 
___ Spill pillows (Gaylord)  
___ Roll of quarters 
___ Hard hat with miner’s light (Harbor Freight Tool) 
___ Heavy duty work gloves 
___ Safety glasses 
___ Apron with pockets 
___ Water bug (Absolute Automation, 1-800-296-3910) 
___ Hygrometers (Radio Shack) 
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Emergency Canister Inventory 

 

Emergency container should be equipped with the items listed below. An inventory of these 
containers will be ordered by the Administrator as part of early warning preparations for 
hurricanes. A copy of the completed should be submitted to the Administrator. Containers should 
be kept at separate locations. 

  

Container , designated as CAN 1 is located at __________________________________. 

 

CAN 2 is located _________________________________________________________. 

 Disaster Supplies: CAN 1 CAN 2 

Flashlight ( 1 with Extra Bulb) Yes ___ No ___ Yes ___ No ___ 

Roll Polyethylene (1) Yes ___ No ___ Yes ___ No ___ 

Roll Duct Tape (2) Yes ___ No ___ Yes ___ No ___ 

Roll Masking Tape (2) Yes ___ No ___ Yes ___ No ___ 

Pkgs. Extra Batteries : A, AAA, AA, C, D & 9V Yes ___ No ___ Yes ___ No ___ 

Small First Aid Kit (1) Yes ___ No ___ Yes ___ No ___ 

Collapsible Shovel (1) Yes ___ No ___ Yes ___ No ___ 

Hacksaw (1 with extra blade) Yes ___ No ___ Yes ___ No ___ 

Bow saw (1) Yes ___ No ___ Yes ___ No ___ 

Rope (1 - 100 foot) Yes ___ No ___ Yes ___ No ___ 

Pair Work Gloves (2) Yes ___ No ___ Yes ___ No ___ 

Blanket (1) Yes ___ No ___ Yes ___ No ___ 

Plastic Bucket (2) Yes ___ No ___ Yes ___ No ___ 

Roll 10 ga. wire (1) Yes ___ No ___ Yes ___ No ___ 

Pry Bar (1) Yes ___ No ___ Yes ___ No ___ 

Plastic Trash Bags (1Box) Yes ___ No ___ Yes ___ No ___ 

Small Transistor Radio (1) Yes ___ No ___ Yes ___ No ___ 

Orange Caution Vest (5) Yes ___ No ___ Yes ___ No ___ 

Light Duty Hardhat (5) Yes ___ No ___ Yes ___ No ___ 

Complete Tool Kit (1) Hammer, Screwdrivers, 
Box Knife. Assorted nuts, Bolts and Screws, 
Assorted nails, File, Small can 3-in-1 Oil, Small 
Pkg. Wrenches, Crescent Wrench, Pair Pliers, 
Pair Channel Locks,  Wire cutters, Vise Grips 

Yes ___ No ___ Yes ___ No ___ 
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Office Supplies Kit (1) Notepads, Pencils, 
Pencil Sharpener, Pens, Permanent Markers, 
Post-it Notes, Scotch Tape, Scissors, Clip Board, 
Nametags  

Yes ___ No ___ Yes ___ No ___ 

 
Please list discrepancies for above items below (put these items in budget and on shopping 

list for purchase as soon as possible): 

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________ 

________________________________________________________________________ 

________________________________________________________________________ 

________________________________________________________________________ 

________________________________________________________________________ 

________________________________________________________________________ 

________________________________________________________________________ 

________________________________________________________________________ 

________________________________________________________________________ 

________________________________________________________________________ 

________________________________________________________________________ 

 
Inventory completed by ______________________________ Date _______________ 
 
 
(Emergency Backpacks?) 
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Bomb Threat Check List 
Questions to ASK: 

Question Response 

1. When is the bomb to explode? _____________________________ 

2. Where is the bomb now? _____________________________ 

3. What does the bomb look like _____________________________ 

4. What kind of bomb is it? _____________________________ 

5. What will cause the bomb to explode? _____________________________ 

6. Did you place the bomb? _____________________________ 

7. Why? _____________________________ 

8. What is your address? _____________________________ 

9. What is your name? ________________________ 
 
Exact Wording of the Threat: ___________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 
______________________________________________________________________________ 

______________________________________________________________________________ 

Caller's Voice:   Background Sounds: 

__ Calm _____ Nasal   _____Street noise 
_____Factory 
Machinery 

__ Angry _____ Stutter   _____Crockery _____Office Machinery 

_ Excited _____Lisp   _____Voices _____Animal Noises 

___ Slow _____Rasp   _____PA System _____Clear 

__Rapid _____Deep   _____Music _____Static 

___ Soft _____Ragged   _____House Noises _____Local Call 

__ Loud ____Clearing Throat   _____Motor _____Long Distance 

__Laughter ____ Deep Breathing   _____Other: 

____Crying _____Cracking Voice       

___Normal _____Disguised       

__ Distinct _____Accent       

___Slurred _____Familiar       

_____ Whispered   

_____ Other: 

If the voice was familiar, who did it sound like? __________________________________ 
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Sex of Caller: Male___  Female ___ Age: ________ Race:______________________ 

 

Length of Call: ___________ Number at which call was received: ____________________ 

 

Time of Call:__________ a.m.__ p.m. ___ Date of Call:____________________________ 

 

Threat Language: _____ Incoherent _____ Irrational_____ Well Spoken (Educated)________  

Message Read by Threat Maker _________ 

 

Remarks: _____________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

 

 

Receiver's Name: ____________________________________________ 

 

Title : _______________________________________________________ 

 

Phone Number: ______________________________________________ 

 

Office: ______________________________________________________ 
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DPRP Development 
Phase V: DPRP Ongoing Improvements 

 
 
 
ONGOING MAINTENANCE AND IMPROVEMENT OF DPRP, RESPONSE TEAM AND 
DISASTER MANUAL 
Response Team maintenance: 

- Perform regular disaster drills and “shared duty” training for staff and critical volunteers to 

develop depth of coverage for critical DPRP tasks and procedures. 

- Regular update of DPRP 

- Regular update of Disaster Manual. 

- Extend DPRP to collection objects in off-site storage facilities as allowed by progress on 
inventory project. 
 
Recommended improvements: 

- Acquire and fill out AAM “General Facility Report” 2008. This is the most 
comprehensive guide to protecting collections available and will cover a wider range 
of general every day hazards than are covered by a DPRP. 
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EMERGENCY PREPAREDNESS REFERENCES 
 
 
Electronic Resources: 
 
Book Preservation/Disaster Planning for Libraries 
http://librarysupportstaff.com/jobhelp4.html 
 
California Preservation Program 
This site has a disaster planning workbook and template that can be customized to individual libraries 
www.calpreservation.org  
 
Conservation Center for Art and Historic Artifacts 
Disaster Recovery publications address salvaging books, art on paper, photograph collections and 
managing a mold invasion 
http://www.ccaha.org 
 
Conservation Online (the most comprehensive web site devoted to this field), Conservation/Preservation 
Information for the General Public 
http://palimpsest.stanford.edu  
 
dPlan ™ The Online Disaster-Planning Tool 
Customized for each institution; includes six month reminders  
www.dplan.org  
 
Disaster Recovery Journal 
Coverage includes business continuity and disaster recovery 
http://www.drj.com 
 
The Emergency Response and Salvage Wheel.  Heritage Preservation, 2005. On the web: 
heritagepreservation.org/catalog 
 
Federal Emergency Management Agency 
Includes information focusing on particular groups; document on how to build a disaster-resistant 
university 
http://www.fema.gov 
 
Ogden, Sherelyn, Ed. Preservation of Library & Archival Materials: a man ual. 3rd Ed. Andover, MA: 
Northeast Document Conservation Center, 1999. On the web: http://www.nedcc.org/  Leaflets addressing 
disaster planning, preservation planning, environmental monitoring, emergency management, storage and 
handling, reformatting and conservation procedures. 
 
 
 
Regional Alliance for Preservation: members include service networks such as Amigos and Solinet and 
conservation agencies that have emergency planning resources on the websites 
http://www.rap-arcc.org/ 
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Listservs: 
 
Conservation Dist List: Online forum for conservation related topics. Participants include conservators, 
preservation administrators, curators and conservation scientists 
To subscribe: http://cool.conservation-us.org/byform/mailing-lists/cdl/ 
 
 
PRESERVENW: an unmoderated list for preservation concerns. To subscribe: 
listproc@u.washington.edu SUBSCRIBE PRESERVENW your name 
 
 
Print Resources 
 
Alire, Camila, ed. Library Disaster Planning and Recovery Handbook. New York: Neal Schuman, 2000. 
 
Dorge, Valerie and Sharon L. Jones. Building an Emergency Plan. Los Angeles, CA: Getty Conservation 
Institute, 1999. AM121 .B85 1999 
 
Kahn, Miriam B. Disaster Response and Planning for Libraries. Chicago: American Library  
Association, 1998.  Z679.7.K38 1998  (There is a revised 2003 edition available) 
 
Kahn, Miriam B. Protecting your library’s digital resources: the essential guide to planning and 
preservation. Chicago: American Library, Association, 2004. Z679.7 .K385 2004 
 
 
Video/DVD Resources: 

Academic Aftershocks. Design Media, Inc., 1994. 47 min. 

Available free from: California Office of Emergency Services Coastal Region Resource Center, 
510-286-0869. 
The January 17, 1994 earthquake caused catastrophic damage to California State University, 
Northridge. The video documents widespread facilities and communications failures, and the 
institutional response for rebuilding and recovery.  Interviews show the emotional toll on staff, 
faculty and students, both due to immediate effects of the earthquake and during the recovery 
period. Questions about emergency planning and procedures are examined. 

 
 
 
 
 
 
 
Plans studied and drawn from for this plan: 
- PORTALS Disaster Response Group OLA Preservation Roundtable Documents 
- Portland Office of Emergency Management Basic Emergency Operations Plan 
- Texas Association of Museums Planning for Responses & Emergency Preparedness 
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- ICOM, Guidelines sections (Off-print from the handbook "Museum Security and Protection" 
ICOM/ICMS With the support of UNESCO.) 
- AAM General Facility Report 2008 
- Getty Conservation Institute, Building an Emergency Plan: A Guide for Museums and Other 
Cultural Institutions 
- Solinet Preservation Services, Leaflet Disaster Prevention and Protection Checklist 
- NIC Field Guide to Emergency response 
- FEMA 386-6 Integrating Historic Property and Cultural Resource Considerations Into Hazard 
Mitigation Planning 
 
 
 
 
 
 


