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INTRODUCTION
This document provides a plan of action in the event of a disaster affecting library materials
in the Topeka and Shawnee County Public Library. It also provides building evacuation policy
and response procedures for select emergencies.
In the event of disasters such as floods, fires or severe storms, library collections are
threatened by many elements, the most common being water. Damage to library materials is
costly and in some cases items are irreplaceable. Therefore, it is necessary to be prepared for
an emergency and to minimize the effects of a disaster during the salvage and recovery phase.
Since damage to library materials from water is the most frequent and potentially severe,
the primary emphasis of this plan is on the salvage of water-damaged materials. Attention,
however, is also given to salvage procedures for other types of damage.
It is important to note that this plan will be updated periodically and augmented with new
information regarding changes in library personnel, revised disaster recovery information
and the latest salvage treatment procedures. Sections of the plan may be issued and updated
separately.
A master supply list and floor maps indicating locations of disaster supply carts and
emergency plastic are found in this document. Additionally, this plan includes maps for
emergency exits, convening locations, collection priorities and drain locations.
The information contained in this booklet is intended to inform employees of emergency
response procedures, emergency phone numbers, physical facilities personnel, salvage
recovery techniques and specialist contacts in the event of a disaster or emergency.
A major barrier to developing a good disaster plan is the adoption of too narrow a view of
what preparedness planning involves. To many, the writing of a disaster plan is the essence of
planning, yet this can be a very dysfunctional mindset. Having a written emergency plan does
not equate to being prepared. Even worse, focus on a document often leads organizations to
ignore other more critical activities that are absolutely necessary for developing good disaster
planning.
“One of the greatest impediments to disaster preparedness is the tendency to believe that it
can be accomplished merely by the completion of a written plan. Written plans indeed are
very important, but they are only one of the requirements necessary for preparedness. A
written plan can be an illusion for preparedness if the other requirements are neglected.”
– E. L. Quarantelli, “Disaster Theory and Research”
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REFERENCES
The literature on disaster preparedness has evolved with writers building upon the foundation
of those who came before. This plan is no exception. Readers may notice its similarity to
Emergency Response and Salvage Plan (Provo, UT: Brigham Young University Harold B. Lee
Library), Disaster Readiness, Response and Recovery Manual (Providence, RI: Rhode Island
Department of State Library Services, 1992) and Disaster Preparedness Workbook for U.
S. Naval Archives (Lisa Fox, Newport, RI: Prepared on behalf of the Northeast Document
Conservation Center for the U. S. Naval War College Library, 1998), which were used as models
for this plan.
Important information on salvaging artifacts was gleaned from various leaflets published by the
Northeast Document Conservation Center (NEDCC) and Betty Walsh’s “Salvage at a Glance”
(WAAC Newsletter 10:2, May 1988 and 19:2, March 1997). Useful information for disaster
recovery supplies and suppliers was contributed by Disaster Recovery Supplies and Suppliers
(Caroline Gilderson-Duwe, compiler Madison, WI: Wisconsin Preservation Program, 1995) and
the NEDCC Emergency Management Suppliers and Services database.
Further insight was provided by those who read drafts of this plan and provided valuable ideas
about how to improve its organization and content. The following articles, manuals, disaster
response plans, books and charts served as useful models:
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EMERGENCY CONTACTS
Please refer to this information sheet in the event of any emergency including but not limited to:
flood, water damage, fire, power failure, wind damage, heating/cooling malfunctions, etc.

National Screen and Sound Archive. “Screen Sound Australia.” http://www.nfsa.gov.au/
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National Task Force on Emergency Response. Emergency Response and Salvage Wheel.
Washington, DC: The Task Force, 1997.

8:30 am – 5:00 pm Weekdays
1.
2.
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Ogden, Sherelyn. “NEDCC Technical Leaflet: Protection from Loss: Water and Fire Damage,
Biological Agents, Theft, and Vandalism.” Emergency Management in Preservation of Library &
Archival Materials: A Manual. Andover, MA: Northeast Document Conservation Center, 1999.
Page, Julie A. “When Disaster Strikes: First Steps in Disaster Preparedness.” The Serials Librarian
36 (1999): 347.
Patkus, Beth Lindblom and Karen Motylewsky. “NEDCC Technical Leaflet: Disaster Planning.”
Emergency Management in Preservation of Library & Archival Materials: A Manual. 3rd ed.
Andover, MA: Northeast Document Conservation Center, 1999.
Quarantelli, E. L. Research Based Criteria for Evaluating Disaster Planning and Managing.
Preliminary Paper #247, 1997.
Stanford University Libraries and Academic Resources. Collections Emergency Response Manual
(CERM), 2001.
Walsh, Betty. “Salvage at a Glance.” Published as an insert in Western Association for Art
Conservation Newsletter 19.2 (1997).

3.
4.

Dial 911 – if POLICE, FIRE or EMERGENCY PERSONNEL need to be notified
Also, please contact in the following order: * contact
office
Library Security
Security Office
580-4500
Greg Gaul
580-4503
Building | Physical Facilities Manager
John Kugler
580-4506
Director of Operations or
Rob Banks
580-4481
Director of Finance
Sheryl Weller
580-4482
Disaster Response Team Members
Sherry Best
580-4516
Michael Perkins
580-4605
Zan Popp
580-4586
Diana Friend
580-4486

Digital Service | Computer Support Help Line
Contact your immediate supervisor(s)

Digital Service | Computer Support Help Line
Contact your immediate supervisor(s)

845-4316
785-844-1593
817-2055
221-2209
913-406-7469
608-4494
785-550-7432
785-554-5334

580-4600

after 5:00 pm | Weekends & holidays
1.
Dial 911 – if POLICE, FIRE or EMERGENCY PERSONNEL need to be notified
2.
Also, please contact in the following order: * contact
office
Library Security
Security Office
580-4500
Greg Gaul
580-4503
Manager in Charge
Building | Physical Facilities Manager
John Kugler
580-4506
Director of Operations or
Rob Banks
580-4481
Director of Finance
Sheryl Weller
580-4482
Disaster Response Team Members
Sherry Best
580-4516
Michael Perkins
580-4605
Zan Popp
580-4586
Diana Friend
580-4486

3.
4.

cell | other

580-4600

cell | other

845-4316
785-844-1593
817-2055
221-2209
913-406-7469
608-4494
785-550-7432
785-554-5334

DISASTER RESPONSE TEAM

Membership
The Disaster Response Team assumes immediate responsibility for the salvage of damaged library
materials following a disaster event in the library. This team is on call 24 hours a day and each
member has one copy of this plan at home and at work. The first member of the team who is
alerted will call one or more members of the Disaster Response Team before appraising the onsite damage and beginning salvage operations.

Contact in the Following Order
1. Greg Gaul
Safety & Security Manager

Office
4503

Cell
785-845-4316

2. John Kugler
Facilities Manager

4506

785-844-1593

3. Rob Banks
Director of Operations

4481

785-817-2055

4. Sheryl Weller
Director of Finance

4482

5. Gina Millsap
Chief Executive Officer

4480

785-221-4880

6. Sherry Best
Gallery Director

4516

913-406-7469

7. Zan Popp
Curator | Collections Manager

4586

785-550-7432

DISASTER RESPONSE TEAM (CON’T)

8. David King
Digital Branch/Services Director

4601

785-580-4601

9. Michael Perkins
Digital Services Supervisor

4605

785-608-4494

10. Diana Friend
Communications & Marketing
Director

4486

785-554-5334

11. Scarlett Fisher-Herreman
Technical Services Supervisor

4460

785-338-0324

785-221-2209

EVACUATION PLAN &
PROCEDURES FOR EMPLOYEES
AND CUSTOMERS

Area Marshals
• Area Marshal is anyone working a public service desk or any public area and Assistant    
Marshals are any other staff in public access areas. In addition, the Area Marshal will appoint
Marshals as required to provide coverage for their area of responsibility. One Area Marshal
and at least one Assistant Marshal will be appointed for all non-public areas.
• Assistant Marshals are to assume the role and responsibilities of the Area Marshal in his/her   
absence.

Evacuation Plan for Fire or Other
An evacuation should be ordered whenever conditions make it prudent to do so. When the fire
alarm sounds everybody should evacuate the building and the evacuation remains in effect until
the building is cleared by Security or the Manager in Charge. Do not order, authorize or cause an
evacuation unless a fire, flood or other life-threatening disaster is obvious.

Area Marshal Responsibilities
1. The Area Marshal, in conjunction with Library Security, is responsible for establishing and
disseminating emergency procedures to employees in their area of responsibility.
2. Area Marshals are only responsible for the implementation of their action plans during normal
business hours. Maintenance will assume all evacuation responsibilities for any event that
takes
place after hours.
3. The Area Marshal is responsible for conducting a sweep of their area when circumstances
allow
to ensure that everybody has evacuated the building. When necessary, Area Marshals should
utilize
Assistant Marshals to complete this task.
4. Area Marshals will verify that all people in their area of responsibility have evacuated. Each
employee’s evacuation will be verified by conducting a roll call at the exterior meeting location.
5. After the roll call, the Area Marshal will notify Library Security regarding status of employees
whereabouts. Additionally, the Area Marshal can notify Security of any problems or needs.
Area Marshals will communicate with Library Security by using either the two-way radio
assigned to their specific desk or talk to Library Security at meeting area.
6. When the building is safe to re-enter, an announcement will be made by Library Security or
the Manager in Charge for employees re-enter the building.
7. When all employees have re-entered the building, Security or Marshals will then direct the
public
to re-enter the building.

To Activate Fire Alarm and Report a Fire
1. Pull down the lever of the nearest fire alarm box.
• Pulling the lever on a fire alarm box will cause alarms to sound. It does automatically   
notify the fire department.
2. Notify Security if you can of the location of the fire.
Evacuation Notification
An evacuation of the building occurs when fire alarms are activated and audible. Library Fire
Alarm System will immediately play an evacuation announcement over the public address system
directing all employees and patrons to exit the building through the nearest fire exit.
Evacuation Procedures for Library Employees and Customers
1. Gather your personal belongings if time and conditions permit.
2. Leave all unchecked library materials in the building.
3. If you are leaving an office or study room, close the door behind you but do not lock it.
4. WALK to your assigned exit or the nearest emergency exit. Look for others needing
assistance and offer help if conditions permit.
Employees should refer to the Emergency Exit Location Maps to determine their assigned exit
(see pages C – 14 to C – 67).
5. Do not use elevators to exit the building.
6. After exiting the building, library employees must assemble at their assigned location for roll
call with their assigned Area Marshal. Look for a three-foot yellow safety cone outside each
emergency exit indicating where library employees will gather. Remember that a firefighter
may risk his/her life looking for you unless you report to your Area Marshal.
7. Patrons cannot enter the building through emergency exits. However, library employees
must re-enter the building through emergency exits. An announcement will be made on the
library security radio channel for library employees to re-enter through their assigned
emergency exits when firefighters or Library Security have determined the building is safer
to re-enter.
8. Patrons will be allowed into the library through the main entrance after all employees have
reentered the building.

Assistant Area Marshal Responsibilities
1. The Assistant Marshal(s) will act in accordance to the Emergency Procedures provided by
the Area Marshal.
2. The Assistant Marshal(s) will proceed to their assigned emergency exit and assess the
condition of that exit. If conditions are safe the Assistant Marshal will direct persons to exit.
3. If an Assistant Marshal discovers that a hazardous situation exists in the assigned exit and/or
stairwell the Assistant Marshal will direct persons away from that exit and to the nearest
available exit.
4. The Assistant Marshal(s) will proceed to the outside exit door and hold the door open
to assist others out of the building.
5. Assistant Marshal(s) will watch for persons behaving suspiciously and evidence of library
materials leaving the building.
6. Assistant Marshal(s) will actively instruct patrons to proceed to the atrium southwest far
corner of the public parking lot located at 11th and Garfield.
In the event that the Area Marshal is absent, the Assistant Marshal is to assume the role
and responsibilities of the Area Marshal.

Library Security Responsibilities
1. In the event of an alarm, Security Officers will immediately begin their evacuation procedures
and assignments.
2. If conditions permit, Security Officer(s) will respond to the area of the alarm to determine the
cause.
3. Security will specifically respond to reports of individuals requiring medical attention, requests
for evacuation assistance for the disabled, persons refusing to leave the building and other
reported problems.
4. Security Officers will direct and oversee the evacuation of employees and patrons through the
atrium and rotunda area.
5. Security Officers will watch for suspicious persons and library materials leaving the building.
6. Security Officers will conduct a sweep of the building to ensure a complete evacuation.
7. Upon receiving notification from the fire department or informed lead staff that it is safe to reenter the building, Security will activate the an announcement on the Library Fire Alarm
system and on the radio for employees to re-enter the building.
8. Five minutes after employees have entered the building, Security will allow patrons to enter
through the main entrances.
9. Security Officers will silence and re-arm all alarms (crash bar audible alarms) as needed
depending on the situation.
10. It is the responsibility of the Security to complete a report of the events leading to and after
an evacuation.
Library Administration and Disaster Response Team Meeting Location
In the event of an alarm, the following individuals, if available, will report to the Rotunda after
the building is safe:
• Chief Executive Officer
• Chief Operating Officer
• Chief Financial Officer
• Safety and Security Manager
• Facilities Manager
• Custodial Supervisor
• All Disaster Response Team Members
When the cause of an alarm poses a risk of death or injury the above individuals should
evacuate the building immediately.
Building Access
• In the event of a power failure, building access is still possible through the access card
reader system for up to 8 hours. This is accomplished through the back-up power supply.
• If power is not restored and the battery backup loses power then the building access card    
system leaves all doors locked and a key will be needed to access these areas.
Radio Communications
During an emergency and/or evacuation of the building, the TSCPL two-way radio
communication system will be used as the primary means of emergency communications.
The Library Security channel will be the main communications channel. Each radio is preprogrammed to connect to Library Security
Employees who carry and/or use radios on a daily basis are assigned to take their radio with

them when evacuating in order to establish radio communication at their emergency exit
locations. In addition, Maintenance staff is assigned to the following locations to provide
complete radio coverage:
Security Personnel Evacuation Assignments
• Dispatch rove officer to area of alarm
• Activate the evacuation announcement on the PA system if needed
• Maintain and monitor communications and respond to problems as notified
• Complete Evacuation Check List as Areas call in
• When building is cleared for re-entry:
a. Make announcement on Library Security channel for employees to re-enter the
building
b. Wait 5 minutes before letting patrons back in through the main entrance
• Position Security personnel in Rotunda
• Assign additional off-duty officers to clear all floors
• Secure the main doors
• When building is cleared for re-entry assign officers to check all exits
Rove Officer
• Respond to area of alarm to assess problem and make proper notifications and handle
incident.
Evacuation Procedures Checklist
Area Marshal
• Have flashlight, roster and other equipment
• Announce order to evacuate your area
• Assign other Marshals to assist as needed
• Evacuate area
• Take count of evacuated employees
• Notify Security by radio or tell someone with a radio
• Lead employees back into the building after notified building is safe to re-enter
Assistant Marshals
• Have flashlight and other equipment
• Assess safety of primary exit:
a. If safe—proceed to the exterior door and monitor
b. If not safe—
proceed to alternate exit
• Send another Marshall to check on safety of alternate exit
• Evacuate area
• Inform patrons that re-entrance into the building will only be at the Atrium
Student Marshals
• Assume responsibility of Area and Assistant Marshals in their absence
Employees
• Have a flashlight
• Secure your area
• Leave through an assigned exit
• Stay as a group at designated exterior meeting location
• Re-enter through your assigned exit

Assigned Emergency Exits & Meeting Location

2nd Floor					

Marshal of this area
who evac public

Topeka Rm/Geno
Anton/Perkins Rms
Menniger/Hughs Rms
Administration
Tech. Services

Topeka Rm Desk
Topeka Rm Desk
Top Rm Desk/Admin
Admin/Top Rm Desk
Tech Services Staff

Desk/Dept. 		

			
Exit Location 					

Main Exit via Rotunda Stairs or SW Stair 5
Main Exit via Rotunda Stairs or SW Stair 5		
Main Exit via Rotunda Stairs or east stair 13
Main Exit via Rotunda Stairs or east stair 13
Main Exit via Rotunda Stairs or SW Stair 5		

Main Floor						

			
Marshal of this area
Desk 			
Exit Location 					
who evac public
Checkout desk
Main Exit						
Checkout Desk Staff
Auditorium		
Main Exit or Stair 5				
Checkout Desk Staff
Red Carpet		
Main Exit						
RC Desk Staff
Gallery		
Main Exit					
Gallery Desk Staff
Teen Room		
Main Exit or East Corridor Glass doors
Teen Rm Desk Staff
Com Training Rm
Main Exit or East Corridor Glass doors
Trainer in room
Rotunda		
Main Exit						
Security
Café			
Main Exit or Stair 5				
Café Staff
Booktique		
Main Exit or Stair 5				
Booktique Staff
Media/Periodical Rm Main Exit or Stair 8				
ASD Staff
West Wing		
Main Exit or Stair 8 or 9			
ASD staff from Media
Reference Desk
Main Exit or Exit by North Elevator in East Wing ASD staff Reference
East Wing		
Main Exit or Exit by North Elevator in East Wing ASD staff Reference
N Reading Rm
Main Exit or Exit by North Elevator in East Wing ASD staff Reference
Youth Services
Main Exit or East Glass doors of YS 		
YS desk staff

Lower Level

					
		
Desk 			
Exit Location 				
Circ. Workroom
Dock or Stair 5					
All Book sorting Rms Dock or Stair 5					
Mailroom 		
Dock or Stair 5					
LL Conference Rm
Dock or Stair 5					
Maintenance Shop Dock or Garage					
RC/ASD Workroom Dock or Stair 10					
TB Workroom
Dock or Stair 13 east by staff break Rm
SC Storage		
Dock or Stair 13 east by staff break Rm
YS Workroom
Dock or Stair 13 east by staff break Rm
DS/CG Workroom
Stair 13 east by staff break Rm		
Staff Break Rm
Stair 13 east by staff break Rm		

Marshal of this area
who evac
Circ. Staff
Circ. Staff
Circ. Staff
Circ. Staff
Maintenance Staff
ASD/RC Staff in Rm
RC Staff
SC Staff
YS Staff
DS Staff
DS Staff

SECOND LEVEL – Emergency Evacuation Exit Maps

MAIN LEVEL – Emergency Evacuation Exit Maps
Greater detail of main level on pages ?-?







































 



























DISPENSER













 

 



LOWER LEVEL – Emergency Evacuation Exit Maps

MAIN LEVEL – Emergency Evacuation Exit Maps
West Wing and New Books, Movies and Music area [detail]

MAIN LEVEL – Emergency Evacuation Exit Maps
East Wing and Reference Center area [detail]

MAIN LEVEL – Emergency Evacuation Exit Maps
Kids Library & David Js [detail]

MAIN LEVEL – Emergency Evacuation Exit Maps
The Edge [detail]

MAIN LEVEL – Emergency Evacuation Exit Maps
Marvin Auditorium, Leamon Lobby, Rotunda, cafe, booktique [detail]

MAIN LEVEL – Emergency Evacuation Exit Maps
Red Carpet [detail]

MAIN LEVEL – Emergency Evacuation Exit Maps
Alice C. Sabatini Gallery [detail]

EXTERIOR – Emergency Evacuation Exit Maps
Meet in the southwest corner of the main parking lot.
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SECOND LEVEL – Severe Weather Evacuation Routes



     

MAIN LEVEL – Severe Weather Evacuation Routes














LOWER LEVEL - Severe Weather Evacuation Routes

 

Shelter Areas















EMERGENCY RESPONSE TEAM
Emergency Response Team Responsiblities
Chief Executive Officer: Gina Millsap
•The Chief Executive Officer’s primary responsibility is to protect the Topeka and Shawnee County
Public Library facilities, its people and the collections contained therein.
•The Chief Executive Officer, or his or her designee, facilitates the work of the Chief Operating
Officer who chairs the Preservation Committee and the Emergency Response Team.
•Commits resources and authorizes purchases for services and supplies.
•Provides public statements about the disaster or designates the Public Relations Manager to do so.
•Thanks and acknowledges people who have participated in the recovery effort.
Chief Operating Officer: Rob Banks
•The Chief Operating Officer’s primary responsibility is to provide leadership and
administrative oversight.
•Assists department heads of affected areas in finding alternative staffing and public service access as
needed.
•Recommends to the Chief Executive Officer necessary emergency expenditures for services and/or
supplies.
•Coordinates assessment value of damaged materials.
•Determines when the emergency is resolved.
•Writes the disaster summary report.
Chief Financial Officer: Sheryl Weller
•Assists department heads of affected areas in finding alternative staffing and public service access as
needed.
•Recommends to the Chief Executive Officer necessary emergency expenditures for services and/or
supplies.
•Manages assessment value of damaged materials.
Safety and Security Manager: Greg Gaul
He will delegate responsibilities and assignments to the Emergency Response Team.
• Assesses the emergency and determines the appropriate response measures to be taken.
• Establishes a command post and determines if off-site operations are necessary.
• Coordinates activities and serves as liaison with other campus entities.
• Manages the library’s Security operations.
• Coordinates emergency response with Topeka Police Department and other outside
responders such as the City Fire Department.
• Oversees the safety of individuals in the building, including building evacuation planning
and implementation.
• Oversees building access including key control and security devices on doors.
• Coordinates assessment value of damaged materials.
• Determines when the emergency is resolved.
• Writes the disaster summary report.
• Works as a principle writer of the Disaster Response Plan, biannually seeks input from the   
Emergency Response Team for revisions and distributes them as specified in the Plan.

• Supervises or contracts the salvage of multimedia collections and playback devices in the Public   
Services Division.
• Provides training for library staff in the handling of wet and/or damaged audiovisual materials and
equipment.
• In conjunction with other members of the Emergency Response Team, assesses the tasks and  
personnel required for the salvage of affected library materials.
• Assists with coordinating salvage operations and managing crew supervisors and will  coordinate  
with salvage recovery team supervisors to ensure that established salvage protocols and standards
are met.
• Serves as a liaison with Librarians and provides guidance on salvage priorities.
• May be called upon to make a photographic or video record of the disaster and subsequent
recovery efforts.
• May be called upon to assist with volunteers.
• Stays current on disaster recovery procedures and attends relevant conferences and  
meetings.
Conservator: Zan Popp
• In conjunction with other members of the Emergency Response Team, assesses the scope of
the disaster, the tasks to be accomplished and the personnel required for the salvage of
affected library materials.
• Provides guidance on the appropriate salvage and restoration needs of damaged materials.
• Assists with coordinating salvage operations and managing crew supervisors.
• Works in a coordinated effort with salvage recovery team supervisors to ensure that  
established salvage protocols and standards are met.
• May be called upon to make a photographic or video record of the disaster and subsequent
recovery efforts.
• May be called upon to assist with volunteers.
• Provides training for library staff in the handling of wet and/or damaged materials.
• Stays current on disaster recovery procedures and attends relevant conferences and  
meetings.
• Works as a principle writer of the Disaster Response Plan, biannually seeks input from the
Preservation Committee for revisions and distributes them as specified in the Plan.
• In conjunction with the Exhibitions Manager, oversees all Special Collections
emergency response, salvage and recovery efforts.
• In coordination with the Exhibitions Manager, establishes a command post and
delegates roles to the Special Collections recovery team.
• Coordinates assessment value of damaged materials.
• Oversees the writing and updating of the Special Collections Emergency Response Plan.
(cont. on next page)

Emergency Response Team Responsiblities (cont.)
Facilities Manager: John Kugler
• Works with Maintenance personnel in locating and isolating the specific source(s) of the problem.
• Coordinates the shut-off and restoration of utilities.
• Procures required materials and services in the event of a disaster.
• Works with Custodial Supervisor to ensure that all of the emergency equipment is in its proper
location and in working order.
• Coordinates with Maintenance and the library’s Emergency Response Team with the removal of
floodwater by vacuum, pumping, etc.
• Coordinates the repair of shelving, carpets, ceiling tiles, damaged furniture, etc.
• Collaborates with Library Security to determine the nature of the emergency.
• Replenishes used plastic sheeting and other disaster recovery and salvage supplies.
• Assists in prevention and problem solving by routine inspection and reports building vulnerabilities
to the Preservation Committee.
• Works with the Chief Financial Officer on insurance claims.
Custodial Supervisor: Ivan Johnson
• Works with Physical Facilities personnel in locating and isolating the specific source(s) of the
problem.
• Collaborates with Library Security to determine the nature of the emergency.
• Coordinates custodial work crews, activities and cleanup.
• Works with the Facilities Manager to ensure that all of the emergency equipment is in its proper
location and in working order.
Head of Book Repair: Scarlett Fisher-Herreman
• Advises on the salvageability and subsequent triage of damaged materials.
• Arranges the freezing of wet materials with predetermined local freezers or commercial  
salvage companies.
• In conjunction with Physical Facilities Manager and the Conservator, arranges the  
transportation of library materials.
• Assists with general supervision of salvage recovery teams.
• Coordinates with Subject Librarians, Circulation and Technical Services regarding the repair,
rebinding or replacement decisions of salvaged materials from the General Collection.
• Stays current on disaster recovery procedures and attends relevant conferences and        
meetings.
• Works with Librarians and keeps a record of call numbers and collections moved to
different locations.
• Prepares a report on relocation activities.
• Coordinates access to damaged collection.
• Coordinates activities of shelving staff.
• Organizes and supervises the orderly return of library materials to the shelves.
(cont. on next page)

Emergency Response Team Responsiblities (cont.)
Exhibitions Manager: Sherry Best
• In conjunction with other members of the Emergency Response Team, assesses the scope of
the disaster, tasks to be accomplished and personnel required for the salvage of affected library
materials.
• Coordinates with salvage recovery team supervisors to ensure that established salvage protocols
and standards are met.
• May be called upon to make a photographic or video record of the disaster and subsequent
recovery efforts.
• May be called upon to assist with volunteers.
• Stays current on disaster recovery procedures and attends relevant conferences and meetings.
Computer Systems Support Manager: David King/Michael Perkins
• Coordinates computer, server and data emergency response.
• Assesses the extent of damage to computer equipment.
• Assesses the value of damaged computer equipment.
• Supervises or contracts for the salvage or restoration of data processing equipment.
• Coordinates data preservation and access including backup data storage
• Coordinates recovery efforts with other departments.
• Provides training for library staff in the handling of wet and/or damaged computer equipment.
Public Relations Director: Diana Friend
• Operates the library communications center.
• Responds to media inquiries and arranges media announcements and press conferences.
• Creates a ghost web page for reporting the disaster.
• Works with Computer Support Specialist to have announcements and press releases posted online.
• Receives reports from the Preservation Committee Chair or designee.
• Keeps staff informed by providing regular updates.
• May be called upon to make a photographic or video record of the disaster and subsequent
recovery efforts.
• May be called upon to assist with volunteers.

Emergency Response Team Responsiblities Procedures

Stabilize the Environment
After the building or area is declared safe and an initial damage assessment is completed, the
Emergency Response Team Procedures are the steps taken from the time an emergency situation is
Emergency Response Team may need to take some of the following steps, depending on the extent
detected through the time when holdings are actually removed for packing, drying or other salvage
and type of disaster, to stabilize the environment. Some steps can be conducted concurrently with
operation. The following is an outline of the steps the Emergency Response Team will follow in
other steps as needed.
an emergency situation. The order may be altered depending on the nature of the emergency, the
• Secure the building or the affected area as conditions permit.
extent and type of damage and available resources.
• Turn off electricity and/or find emergency power.
• Eliminate source(s) of water coming in contact with collections or materials.
The Emergency Response Team assumes immediate responsibility to salvage damaged materials
• Ventilate the area by turning on the air conditioning and fans to increase air circulation.
following an emergency event in the library. The Team is on call 24 hours a day and each member has • Gather samples, check for gas leaks, sewage, debris, asbestos or chemical contamination.
a copy of the Emergency Response and Salvage Plan at home and work.
• Protect the area and materials from further harm by the following: arrange for emergency
repairs to roofs, windows and stacks; clean mud or debris; protect undamaged materials by
The first member of the Team who is alerted will call other members of the Team before:
moving or covering them with plastic.
1. Making an initial appraisal of on-site damage
• Remove moisture from the environment by pumping out water, vacuuming or removing wet
2. Making a preliminary response plan
carpeting and turning on dehumidifiers (45% RH) to dry the air.
3. Beginning salvage operations
• Prevent mold by monitoring the temperature and humidity with hygrometers and lowering the
temperature and humidity as much as possible; in winter, turn off the heat; in summer, set air
The Team will do as much as is safe and prudent in order to protect the collections. A primary focus
conditioning to 65˚F; monitor mold growth in enclosed spaces; continue to promote maximum
of the Team is the safety of all individuals in the building.
air flow with fans (if safe to do so).
• Some types of mold are extremely toxic to humans; if mold or mildew is found on large
The Management on site, will determine the personnel needed to appropriately respond to the
numbers of materials, evacuate people and wait for assistance (it takes 48-72 hours for mold
emergency situation. The Emergency Response Team Responsibilities Worksheet will serve as a guide
or mildew to develop).
for assigning Emergency Response Team Members to specific tasks (see pages D–15 to D–16).
Emergency Response Team Members have designated responsibilities, however some members may
Assess the damage
not be available for every emergency. Completing the worksheet will ensure necessary oversight and
• Determine the collections to be salvaged according to the established Collections Priorities
remediation for every emergency event.
(see pages E – 1 to E – 6).
• Determine the quantity of materials to be salvaged based on the damage.
Emergency Classification
• Determine the emergency classification level.
The following guidelines will be used to make preliminary decisions regarding the scope and nature
• Decide which materials need to be freeze dried and which can be air-dried.
of an emergency. Procedures for responding to collection disasters can be found in sections D and E.
• Determine if the Emergency Response Team can manage the disaster or if outside assistance
is necessary.
Minor
• Document the overall damage in writing and photographs.
A minor emergency affects fewer than 500 items and can be handled by the Emergency Response
Team and possibly a select group of library personnel without outside expertise.
Establish a Command Post
• During an emergency the Emergency Response Team will meet at the Gallery if it is safe to do    
Moderate
so.
A moderate emergency affects fewer than 3,000 items or includes more severe physical damage. Help • The Emergency Response Team will meet at the1020 building foundation office if it is unsafe   
from experts outside the library is likely.
to meet in Main.
• The command post should have access to computers, an internet connection, telephone and  
Major
office supplies
A major emergency affects more than 3,000 items, physical damage is severe and outside expertise is
necessary. Damage to a few rare items may qualify as a major emergency because of their unique
qualities or individual value.

Develop a Detailed Plan of Action
• The Emergency Response Team will meet to determine the extent of the damage to    
collections, condition of the building and personnel available to assist with the recovery. They
will then develop a detailed recovery plan to achieve preservation salvage and other goals
(see Plan of Action Worksheet for Emergency Response Team on page D – 17).
• During a large-scale disaster, a key decision will be determining which recovery operations are
handled with existing staff and which are contracted to outside disaster recovery vendors. This
decision will influence many facets of the recovery plan.
Contacts
• Contact the library’s Communications and Marketing Director or the designated Emergency
Response Team member to act as a media liaison and coordinate press releases. This individual
should follow the Public Relations and Media Guide (see page D – 11).
• Contact Safety and Security Manager
• Ask CFO to contact the building and collection insurance carrier(s).
• If necessary, contact Digital Services personnel to place the ghost website for disasters on  
the library’s website.
• Contact library personnel as listed in the Emergency Response and Salvage Plan (see
section A).
• Contact the salvage facilities and/or contractor for freeze drying or air drying as pre-       
determined in the Emergency Response and Salvage Plan.
Organize Staff and Volunteers
• The Collections Manager will determine if additional assistance is needed beyond the Emergency
Response Team. If so, the Volunteer Policy should be followed (see page D – 12).
• The Volunteer Coordinator will oversee the coordination and organization of staff and volunteers.
The Volunteer Coordinator must ensure all volunteers complete and sign the Volunteer Release
Form (see pages D–13 to D – 14).
• Assemble work teams with trained team leaders and prepare them to begin response  
activities, including, but not limited to, wrapping and packing damaged materials.
Arrange for Transportation, Supplies and Equipment
• Arrange for the delivery of needed materials and equipment to the disaster site (such as plastic
milk crates, cardboard boxes, garbage bags, wrapping paper, book trucks, dollies, flat trucks,
labels and pens) from on-site or off-site sources (see section F).
• Arrange for the transportation of boxed and/or damaged items from the disaster site to the
recovery area.
• Assemble additional supplies or equipment, such as tables, chairs, lights and fans in a
predetermined, large and clean area with delivery access.

Sorting and Packing
The Emergency Response Team, or a designee, will appoint a Pack-Out Supervisor to
organize workers into teams of four to six people. The Pack-Out Supervisor will select and train team
leaders to direct the four to six person packing teams. Salvage is taxing for workers; plan breaks for
rest and refreshment every hour and a half, or more frequently as needed.
Pack-out of Damaged Materials
Identify and secure the following before packing begins:
• Work space (air-drying location, freezer, storage space)
• Transportation
• Packing area, with room to sort and pack materials
• Loading area for receipt of supplies and shipping of wet books
• Route for the removal of full boxes
• Rest area for workers
Pack-out Equipment Checklist
• Plastic crates or cardboard boxes
• Waxed paper or freezer wrap
• Waterproof marking pens
• Labels for boxes to indicate level of damage
• Logbooks for recording materials leaving the library
• Fans, dehumidifiers, electric generators
• Book trucks, hand trucks, flat trucks
Pack-out Supervisor Responsibilities
• Prepare and assemble packing materials.
• Ensure that packing of materials is done according to the Guidelines for Packing (see pages E
– 21 to E – 25).
• Coordinate with documentation and assessment appointees to record what is being moved.
• Explain pack-out priorities to team leaders as described below.
Pack-out Priorities
• Consult Collections Priority Maps (see pages E – 2 to E – 6) and begin the pack-out of first
priority collections that are damaged.
• Start removing materials that are closest to the point of access and then work toward the
periphery.
•Clear aisles and passageways first; use a human chain to pass items out separately to a   
packing area; when the aisles are clear, bring the packing crates to the shelves.
• Remove the wettest books first; if water has come from above, start working with the top
shelves, if from below, with the bottom shelves.
• If the packing and removal operation will take more than ten hours, loosen tightly packed
shelves or boxes so the books and paper do not jam as they swell. Otherwise, leave material
packed together on shelves or in record boxes where it will present less surface area for mold
growth.
• Books that are actually submerged in water are likely in less danger than books that are wet  
but no longer submerged. After the initial wetting, submerged books will remain more stable
and be less vulnerable to mold attack than wet materials exposed to air.

Public Relations and Media Guide
What to Say to the Media
Media coverage of a disaster can yield both positive and negative results. The press can relay requests
for volunteers, donations and other needs, but they can also disrupt your response process. The media
liaison or public relations officer should handle all media inquires.
• If a response worker is approached by a reporter, he or she should refer the reporter to PR
instead of stopping work to answer a question.
• Speak clearly and calmly; be accurate and don’t exaggerate or dramatize facts. Try not to be
defensive when answering questions and don’t be afraid to say you don’t know the answer.
• Reporters will want background information on your institution and its collections, so compile
it as soon as you can. But be sure not to give away information about anonymous donors or
invade anyone’s privacy.
• If you issue a news release, run it by officials first.
• Radio and television reporters are on tighter deadlines than print reporters, so return their calls
first.
Interview Do’s and Don’ts
• Don’t speculate about the cause of the disaster or whose fault it was, especially if it’s still being
investigated. Do say your institution is cooperating with authorities.
• Don’t guess about the time line of response. Do say that your response team is working to
return to normal operations.
• Don’t talk about the monetary value of items or damage or about your insurance. Do talk about
what items are safe or salvageable, especially well-know ones.
• Don’t release names of injured individuals or casualties until you are sure their families have
been notified.
• Do say “I don’t know” rather than “no comment”.
• Do keep your sentences simple.
• Do be consistent with each interviewer—have your facts straight and keep current with the
situation so you don’t have to correct yourself later.
• Don’t speak off the record to anyone.
• Do make requests to the community for volunteers, donations, or whatever you need, and talk
about how they will be used to help your institution.
• Do get a copy of the video or article for your institution’s documentation of the emergency.

Volunteer Policy
In case of a major disaster, the Safety and Security Manager, or his or her designee, will determine if
volunteers are needed. Volunteers from the library staff should be given preference. If additional
volunteers are needed, the Volunteer Coordinator will initiate contacts with service organizations and
other volunteer resources. Every volunteer must complete the Volunteer Release Form (see pages
D – 13 to D – 14) and ensure it is submitted to a member of the Management or the Volunteer
Coordinator before working on any disaster recovery operations. Volunteers must be at least 18 years
old and be aware that they assume a personal and potentially hazardous risk of injury.
The Volunteer Coordinator will establish and maintain a system for keeping track of time worked by
each volunteer and will ensure volunteers have necessary training before beginning work.
Volunteers must not work alone and must be placed on a team with at least one TSCPL employee.
No TSCPL staff member should be assigned more than six volunteers. Volunteers must be given
breaks and the TSCPL staff should make every effort to provide volunteers with food and water
when possible.
If volunteers arrive on the scene without being solicited and the Emergency Response Team is not
prepared to use their services:
• Decline their assistance
• Take their names and phone numbers
• Advise them they will be contacted if/when needed
If volunteers arrive on the scene following a solicitation:
• Ensure they sign the Volunteer Release Form
• Register each person (at minimum take name and phone number)
• Briefly interview each volunteer to determine their suitability for recovery tasks, e.g., experience
and knowledge, physical abilities and limitations, hours of availability, etc.=
During recovery operations, the Volunteer Coordinator and/or designated TSCPL staff member
will circulate among the volunteers, recognize their assistance and express appreciation. Once the
recovery operation is over, the Volunteer Coordinator will send letters of appreciation to the
volunteers.

Volunteer Release Form
Each volunteer that is not employed by the Topeka and Shawnee County Public Library must
complete and submit this form before working on any disaster recovery efforts in the TSCPL, and
ensure that it is given to Volunteer Coordinator or a member of management. Read this waiver form
very carefully before you sign. Waiver is applicable one year from signature date.
(cont. on next page)

Release and Waiver of Liability
This Release and Waiver of Liability (the “Release”) executed on this _____ day of ___________,
20____, by___________________________________ in favor of Topeka and Shawnee County Public
Library, a nonprofit corporation organized and existing under the laws of the State of KANSAS,
USA. I, the volunteer, affirm that I am at least eighteen (18) years-old and desires to work as a
volunteer and under the direction of an agent for the TSCPL in assisting with the disaster recovery
efforts. I, the volunteer, hereby freely and voluntarily, without duress, execute this Release under the
following terms:
1. Waiver and Release
I, the volunteer, release and forever discharge and hold harmless the Topeka and Shawnee County
Public Library (TSCPL), from any and all liability, claims and demands of whatever kind or nature,
either in law or in equity, which arise or may hereafter arise from my volunteer work at the TSCPL.
I, the volunteer, understand and acknowledge that this Release discharges the TSCPL from any
liability or claim that I may have against the TSCPL with respect to bodily injury, personal injury,
illness, death, or property damage that may result from participation in the TSCPL work. I also
understand that the TSCPL does not assume any responsibility for or obligation to provide financial
assistance or other assistance, including but not limited to medical, health or disability insurance in
the event of injury, illness, death or property damage. I, the volunteer, understand that I expressly
waive any such claim for compensation or liability on the part of TSCPL beyond what may be
offered freely by the representative of TSCPL in the event of such injury or medical expense.
2. Medical Treatment
I, the volunteer, hereby release and forever discharge the TSCPL from any claim whatsoever which
arises or may hereafter arise on account of any first-aid treatment or other medical services rendered
in connection with an emergency during the volunteer’s time with TSCPL.
3. Assumption of Risk
I, the volunteer, understand that the time I serve as a volunteer with the TSCPL may include activities
that are hazardous to me including, but not limited to, disaster relief activities, loading and unloading
of heavy equipment and materials, and salvage activities. I, the volunteer, also recognize and
understand that the time with TSCPL may, in some situations, involve inherently dangerous activities.
As the volunteer, I hereby expressly assume the risk of injury or harm in these activities and release
the TSCPL from all liability for injury, illness, death or property damage resulting from activities
while at the TSCPL.
4. Photographic Release
As the volunteer, I grant and convey unto TSCPL all right, title, and interest in any and all
photographic images and video or audio recordings of me made by TSCPL during my volunteer work
with TSCPL.
5. Other
As the volunteer, I expressly agree that this Release is intended to be as broad and inclusive as
permitted by the laws of the State of Kansas in the United States of America, and that this Release
shall be governed by and interpreted in accordance with the laws of the State of Kansas. I agree that
in the event that any clause or provision of this Release shall be held to be invalid by any court of
competent jurisdiction, the invalidity of such clause or provision shall not otherwise affect the
remaining provisions of this Release, which shall continue to be enforceable.
To express my understanding of this Release, I sign here
Name of Volunteer (Print):________________________________Date:_________________________
Signature of Volunteer:_________________________________________________________________
Street Address:__________________________________________Phone: ______________________
City, State, Zip:__________________________________________Email: ________________________
Emergency Contact:______________________________________Phone: _______________________
Medical Conditions:____________________________________________________________________

Emergency Response Team Responsibilities Worksheet
In the event of a disaster, the Safety and Security Manager or the Manager in Charge, or his or her
designee, must complete this worksheet by identifying an Emergency Response Team member for
each task. While each Emergency Response Team member has specific responsibilities, some members
may not be available. Completing this worksheet will ensure necessary remediation and oversight.
RESPONSIBILITIES
Assessment and Documentation
1. Assess and estimage the type & extent of damage.
2. Contact insurance company and complete necessary paperwork.
3. Provide photographic documentation of disaster and salvage
operation.
4. Review collections priorities list and confirm or adjust it according to
the damage assessment.
5. Evaluate if salvage can be done in-house or determine if consultant
or recovery services are needed.
6. Determine a plan to pack-out or move materials from the building.
7. Record major decisions and chronology of events.
Security
1. Secure and protect the buildings contents.
2. Oversee the health and safety of those in the building.
3. Oversee building access.
Facilities
1. Ensure the restoration of building functions.
2. Coordinate the equipment used in salvage and recovery procedures.
3. Identify location for response and salvage activities.
Communication
1. Handle all public relations and the media.
2. Provide communication to library employees.
3. Interact with administration/board.
Salvage
1. Coordinate salvage teams.
2. Supervise work teams in proper salvage response
procedures.
3. Track inventory of items being removed or discarded.
Personnel
1. Handle health, safety and comfort concerns.
2. Coordinate and monitor the use of volunteers.
Financial
1. Track the monetary impact of major salvage operations.
2. Arrange for purchase of supplies, equipment, food, etc.

PERSON(S) IN CHARGE

Plan of Action Worksheet: Emergency Response Team

The Plan of Action Worksheet is designed to focus on and answer key questions in the event of a
disaster. The Safety and Security Manager or designee, in consultation with the Emergency Response
Team, should complete all or some of the Plan of Action Worksheet.
1. Who will supervise the operation?_______________________________________________
2. Will the library remain open to the public? _________________________________________
3. What priorities must be addressed?______________________________________________
4. Are any materials covered with mud? Sewage? Chemical contaminate?_________________
5. What services are available for dealing with the collection?___________________________
6. What will be done with damaged materials? (Leave in place, or pack and remove? To where?
How?) ______________________________________________________________________
7. What recovery methods can be used?___________________________________________
8. Are freezers available?_______________________________________________________
9. What kinds of media are in the collection? Do some media require special attention (electronic,
magnetic, photographic, glossy/coated paper)? ____________________________
10. What drying methods are available for the media? Where can we obtain them? Whom do we
contact?_________________________________________________________________
11. Whom should we contact for advice or assistance?_________________________________
12. What should be salvaged? ___________________________________________________
13. What should be discarded? ___________________________________________________
14. What do the insurance carriers say?____________________________________________
15. What kind of training does staff need beforehand? _________________________________
16. What interrupted services should be operational first?_______________________________
17. How will wet carpet and furniture be handled? Who will have the building, offices, furnishings
cleaned and/or repaired?_______________________________________________

Disaster Response Report Form
After each disaster, regardless of how minor, an appropriate individual, most likely the Manager
for the area where the disaster occurred, must write a disaster response report summarizing the
incident. Because the disaster response report will create institutional memory about the disaster,
it should be written for the staff who will work in the building five to ten years in the future. To
record the incident fully, the disaster response report should include the following information:
1. Date and time of the disaster:
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
2. Area of the library affected by the disaster:
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
3. Detailed description of the disaster:
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_______________________________________________________________________________________
___________________________________________________________________________________
4. Approximate number of pieces affected:
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
5. Describe the immediate response taken:
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
6. Long-term actions taken:
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
7. Amount of time rescuers spent on the recovery operation (person hours):
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________

8. Results or impact of the disaster:
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
9. Description and number of pieces discarded, if any:
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
10. Financial impact of the disaster including human resources, supplies & replacement materials:
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________

• Attach any photographic documentation of the disaster and salvage operations
The person writing the disaster response report should send copies of it to each of the following
individuals:
1. Director(s), Manager(s) and/or Supervisor(s) of the affected area(s)
2. Appropriate library administrators
3. The Safety and Security Manager
Library administrators and the Disaster Response Team will periodically review the disaster response
reports to identify trends and to determine the cost associated with disaster recovery. By analyzing
the disaster response reports, library administrators can establish maintenance priorities for the
library building, infrastructure and grounds.

Emergency Supply Cart Equipment List 			

To Be Finalized by Greg

Quantity 		
Supplies				
Last Updated
1 			First Aid Kit 				April, 2009
2 			
Large Flash Lights with Batteries April, 2009
1 			Handheld 				April, 2009
10 			
Yellow Glow Sticks 			
April, 2009
1 			
Head Lamp with Batteries 		
April, 2009
2 			
Safety Glasses 			
April, 2009
1 			
50 Foot Extension Cord 		
April, 2009
1 			
Set of Screwdrivers 			
April, 2009
2 			
Rolls of Duct Tape 			
April, 2009
1 			
Roll of “Caution” or “Danger Tape”
April, 2009
1 			
Pair of Rubber Work Boots 		
April, 2009
2 			
Utility Knives with Blades 		
April, 2009
6 			
Spring Clamps 			
April, 2009
3 			
Rolls of Plastic Sheeting 		
April, 2009
2 			
Five Gallon Buckets 			
April, 2009
2 			
Pair Rubber Work Glove		
April, 2009
1 			Hammer 				April, 2009
			Earplugs 				April, 2009
			Dust Masks 				April, 2009
			Sponges 				April, 2009

LOWER LEVEL - Drain Locations

MAIN LEVEL - Drain Locations

SECOND LEVEL - Drain Locations

LOWER LEVEL - Fire Extinguisher Locations

MAIN LEVEL - Fire Extinguisher Locations

SECOND LEVEL - Fire Extinguisher Locations

MAIN LEVEL - Emergency Supply Cart Location Map

Supply cart located in
the staff/maintenance
hallway on main level

LOWER LEVEL - Zone Valve and Water Shut-off Maps

Hot water heater for areas
in ORANGE, all levels


Water chiller for Main level,
west hall drinking fountains

Hot water heater for areas
in GRAY, all levels








Water chiller for
Main East Hall
drinking fountains
on main level

Hot water heater for areas
in PURPLE, all levels

Main water for entire
building, fire sprinkler
system, domestic water and
lawn sprinkler system

MAIN LEVEL - Zone Valve and Water Shut-off Maps
Hot water heater for
BLUE area

Hot water heater for cafe in
main floor room 123
for restrooms in BLUE

Water chiller for
drinking fountains
located at main level
public restrooms
and hot water
heater for restrooms

Hot water heater for cafe
(YELLOW area)
in Room 105D



Hot water heater for
ORANGE area located in
lower level room 035



Hot water heater located
in lower level room 002 for
sink in work room 110D

SECOND LEVEL - Zone Valve and Water Shut-off Maps

Hot water heater located
in lower level Room 012 for
this area in GRAY

Hot water heater located
in lower level room 002 for
these areas in PURPLE

COLLECTION PRIORITIES
AND SALVAGE
LOWER LEVEL - Collections Priorities maps

MAIN LEVEL - Collections Priorities maps

SECOND LEVEL - Collections Priorities maps

Determination of Collection Priorities
Principles of Determining Collections Priorities
The development of salvage priorities should be a committee activity in order to include a variety of
perspectives. Decisions should be made well in advance. Standing ankle-deep in water is not the time
to hold a staff meeting to decide which materials will survive and which will not. Reach consensus
now to avoid problems later.

Factors to Consider in Collections Salvage Priorities
Importance
Institutional importance and customer usage should be a prime consideration. Materials that are
most often used and those that support the institution’s fundamental mission should receive high
priority.

Availability of Replacements
Do not assume that materials in the general, circulating collection are still in print. Publishers often
It is easiest to first set general priorities for each broad subject classification, room, department or
allow books to go out of print the same year they are published, so even basic works may not be
floor of the repository. Those will be used when dealing with the routine, small-scale emergencies that
replaceable. In some cases, it is appropriate to replace a current holding with a newer edition, but
are more likely to occur. Then more detailed salvage priorities can focus on materials that are most
sometimes no real replacement exists.
important within those subdivisions.
Some existing documents and policies may help set salvage priorities. Collection development policies
are an important resource. Records managers and archivists may consult retention/disposition
schedules to help determine priorities.
Do not try to specify salvage priorities on an item-by-item basis. Instead, think in terms of library call
number classifications, record groups or series and so on. An exception may be made for those few
particular treasures of unique importance.
All collections must be evaluated for priority before an emergency so that salvage crews can
immediately locate, identify, assess and recover damaged materials and not waste time on recovery of
materials previously identified as peripheral or replaceable. Priority 1 items are highlighted in yellow
on the Collections Priorities Maps on pages E – 2 to E – 6.
Priority 1
These items are invaluable, unique and highly sensitive. They are not possible to replace.
• Irreplaceable materials that must be retained in their original format
• Vital records, resources or equipment essential to the functioning of the library
• Materials that have a high monetary value along with important historical value
• Reference sources that are out-of-print but vital to a core collection
Priority 2
These items are of significant value and expensive to replace.
• Materials with significant research value that are expensive to replace or repair
• Materials with significant research value on media or in formats that must be salvaged
immediately if they get wet
Priority 3
These materials contain important information and can be replaced.
• Materials that are replaceable with other originals, copies or formats found in other local
collections
Priority 4
These materials are low priority and expendable.
• Annually updated materials
• Duplicates
• CD-ROMs, microfilm service copies

The following questions may help assess the availability of replacements.
• Are there backups? Computer software and files should have backup copies stored
off-site, and it is a good idea to create microfilm security copies of irreplaceable items such
as archives, manuscripts and rare books.
• In what parts of the collection are a high percentage of titles already out of print?
• Could other copies be purchased in the original or an alternate format? If the institution has
materials of which another agency retains a copy, yours could be replaced. Many
periodicals and newspapers could be replaced with microfilm copies.
• Would other editions suffice? Many reference books and library materials could be suitably
replaced with a newer edition.
• Could users rely on copies located elsewhere. For example, in nearby libraries or through
interlibrary loan?
Cost
Is the cost of replacement more or less than the salvage cost? When calculating replacement
cost, include not just the purchase price, but also the costs of ordering, shipping, cataloging, shelf
preparation and other parts of the process. The fact that some materials could be replaced does
not necessarily mean the institution should assign them low priority, for the cost of replacement is
generally much higher than the cost of salvage.
Monetary Value
In general, this is not an adequate factor on its own, since most collections exist for research,
archival purposes and other reasons that have nothing to do with resale value.
Scholarly Value
Are certain collections or subject areas particularly strong? Which materials are of high value for
specific scholarly areas? Is the collection of special value to the town, state, nation, etc.?
Collection Tools
Insurance claims may require that the institution prove what materials it owns, so tools such as
bibliographic records, card catalogs or shelf lists, finding aids, registers and accession lists should
receive high priority. In addition, access to these tools will make it easier to restore operations.

Organizational Records
Some records are important for the smooth resumption of operations, and their loss would pose
a significant inconvenience. This category might include: contracts and legal papers, financial and
accounting information and contact lists (donors, members, clients, etc.).
Artifactual or Intrinsic Value
Items that have value in their own right as objects and for which surrogates (photocopies,
microfilm, etc.) are inadequate.
Format
Some media are not readily salvageable. For example, in case of a major fire, plastic-based media
(photographic negatives, microfilm and motion picture film, audio and videotapes and phonodiscs)
might be damaged beyond salvage. In case of heavy water damage, materials on coated paper
may not be salvageable unless recovery begins within about 12 hours, and even then the salvage
process for these media is so labor-intensive that the institution may decide to focus instead on
other materials. The institution may determine to write off certain materials in specified situations
if the length of exposure to water, heat or other adverse conditions would reduce the chances of
successfully salvaging them.
Ownership
Materials on loan, or that have been received on approval, must be considered. In some cases, it may
be necessary to make them a top priority.

Salvage-at-a-Glance

Western States aned Territories Preservation Assistance Services

BOOKS
Cloth or Paper
Covers

Leather and
Vellum Covers

Packing Method
for Freezing

Air dry.
Freeze within 48
hours, if many books

Do not open or
close; do not remove
covers.

Pack spine down
in plas@c lined
cardboard box, one
layer deep.

Air dry immediately.
Freeze if many
books.

Separate with freezer
Do not open or
paper, pack spine
close; do not remove down in plas@c lined
covers.
cardboard box, one
layer deep.

Freeze immediately.
Air dry if no other
op@on.

Do not open or
close; do not
remove covers.
Coated paper will
permanently block if
allowed to dry.

Books with
Coated Paper

Assigning Collection Salvage Priorities
After weighing collection priority factors, sort the materials into first, second, and third priorities.
Various strategies are possible

Priorities Salvage Guidelines to Follow in a Disaster:

Handling
Precau4ons

Priority

Priority 2
Important materials that could be replaced but whose replacement costs would exceed the cost of
salvage.
Priority 3
Materials that can be replaced in the original or some other format; materials that have a high
monetary value but low value by other measures.
Accept the fact that, regardless of the priorities the institution sets, in the event of a disaster some
materials are simply not salvageable. For example, if volumes on coated paper (like yearbooks and
many medical journals) have already begun to “block” by the time they begin to dry, then salvage
may not be possible or may not be warranted by their value in the collection. Other materials, such
as old phone books, may be written off as non-essential.

Air dry, fanning
pages and standing
upright. Freeze,
then vacuum freeze
dry.
Air dry, fanning
pages and standing
upright. Freeze,
then vacuum freeze
dry.
Air dry, fanning
pages and standing
upright. Freeze,
then vacuum freeze
dry.

PAPER: Uncoated
Priority

Priority 1
Materials used most frequently by patrons; vital records for which no back-up exists; materials
that cannot be replaced and are (by whatever criteria) most important; collection tools and other
materials that are critical to ongoing operations.

Keep wet, pack
spine down in plas@c
lined cardboard box,
one layer deep.

Drying Method

Handling
Precau4ons
Do not separate
single sheets.

Packing Method
for Freezing
Pack in plas@c lined
cardboard box.

Stable Media

Air Dry or freeze
within 48 hours.

Soluble Inks
(e.g., Felt,
Colored, Ball
Point Pens)

Freeze immediately.
Air dry if no other
op@on.

Do not blot.

Pack in plas@c lined
cardboard box.

Freeze immediately.
Air dry if no other
op@on.

Wet paper is fragile;
use extra cau@on if
folded or rolled.

Support large items
with board covered
with plas@c or keep
in exis@ng metal
drawers.

Maps and
Posters

Drying Method
Air dry on
bloGer paper or
nylon screens.
Freeze, then
vacuum freeze dry.
Freeze, then
vacuum freeze dry.
Air dry on bloGer
paper or nylon
screen.
Freeze, then
vacuum freeze dry.
Air dry on bloGer
paper or nylon
screen.

Salvage-at-a-Glance
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MAGNETIC MEDIA: COMPUTER
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Priority
Maps and
Posters

Thermofax
and
Fax Copies

Architectural
or Engineering
Dra@ing
Linens

Freeze immediately.
Air dry if no other
op4on.

Freeze immediately.
Air dry if no other
op4on.

Freeze immediately.
Air dry if no other
op4on.

Handling
Precau8ons

Wet paper is fragile;
use extra cau4on
if folded or rolled.
Coated paper will
permanently block if
allowed to dry.
Coated paper will
permanently block if
allowed to dry.

Avoid pressure. Inks
can smear away.
Coated paper will
permanently block if
allowed to dry.

Western States aned Territories Preservation Assistance Services

Packing Method
for Freezing
Support large items
with board covered
with plas4c or keep
in exis4ng metal
drawers.

Freeze, then
vacuum freeze dry.
Air dry, interleaving
with spun bond
polyester.

Remove from frames
if possible. Air dry
or freeze within 48
hours.

Handling
Precau8ons
Handle with care as
glass can puncture
or tear wet paper.

Pack in plas4c lined
cardboard box.

Support large items
with board covered
with plas4c or keep
in exis4ng metal
drawers.

Freeze, then vacuum
freeze dry. Air dry
on bloBer paper or
nylon screen.
Freeze, then vacuum
freeze dry. Air dry
on bloBer paper or
nylon screen.

CDs & DVDs

Air dry immediately

Paper
Enclosures

Air dry or freeze
within 48 hours.

Air dry immediately
or pack in clean
water for data
recovery service.

Packing Method
for Freezing
Pack in plas4c lined
cardboard box.

Packing Method
for Freezing
Do not freeze.
Pack in plas4c lined
cardboard box.

Packing Method
for Freezing
Do not freeze.

Drying Method
Open case and air
dry.

MAGNETIC MEDIA: VIDEO AND AUDIO
Video and
Audio
Casse&es

Air dry or casse;es
can stay wet in clean
water for 72 hours.

Tapes and
Reel‐to‐Reel

Air dry or tapes can
stay wet in clean
water for 72 hours.

Paper
Enclosures,
Boxes, Labels

Air dry or freeze
within 48 hours.

Drying Method

Priority

Once unframed/
unmaBed, dry
according to
recommenda4ons for
paper type.

Air dry or freeze
within 48 hours.

Handling
PrecauBons
Do not touch
magne?c media.

Do not touch
magne?c media.
Handle open reel
tapes by hubs or
reel.

Packing Method
for Freezing
Keep wet in plas?c
bags. Pack ver?cally
in plas?c crate or
tub.
Keep wet in
plas?c bags.
Pack ver?cally in
plas?c crate or tub.
Pack in plas?c lined
cardboard box.

Drying Method
Air dry.
Vacuum freeze dry if
necessary.
Air dry.
Vacuum freeze dry if
necessary.

Air dry according
to paper type.
Freeze, then vacuum
freeze dry.

Drying Method
Air dry ver4cally in
dish rack.
Air dry according
to paper type.
Freeze, then vacuum
freeze dry.

Handling
PrecauBons

Packing Method
for Freezing
Keep wet in
plas?c bags. Pack
in plas?c lined
cardboard box.

Drying Method
Air dry.
Freeze, then vacuum
freeze dry.

MICROFILM AND MOTION PICTURES
Priority

Handling
Precau8ons
Do not scratch the
surface.

Handling
PrecauBons
Do not touch disk
surface.

MICROFICHE

CDs & DVDs
Priority

Diske&es

Priority

PAPER: FRAMED OR MATTED
Priority

Priority

Drying Method

Microﬁlm
Rolls

Rewash and dry
within 48 hours.

MoBon
Pictures

Rewash and dry
within 48 hours.

Handling
PrecauBons
Do not remove from
boxes; hold together
with rubber bands.

Packing Method
for Freezing
Keep wet. Pack
(in blocks of 5)
in plas?c lined
cardboard box.

Do not remove from
cans.

Keep wet. Pack
in plas?c pails
or plas?c lined
cardboard box.

Drying Method
Keep wet. Pack
(in blocks of 5)
in plas?c lined
cardboard box.
Arrange with a
ﬁlm processor to
rewash and dry.

Salvage-at-a-Glance
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Priority
Canvas

Watercolor,
Ink
(soluble
media)

Air dry immediately.

Air dry or freeze
immediately.

Handling
Precau6ons
Drain and carry
horizontally.

Do not blot.

Western States aned Territories Preservation Assistance Services

Packing Method
for Freezing

Do not freeze.
Interleave with spun
bond polyester and
place ﬂat in plas>c
lined box or drawer.

Air dry, face up
without touching
paint layer.
Air dry.
Freeze, then vacuum
freeze dry.

Photographs: Prints
Priority
Albumen
Prints

Color Slides
(Glass
Mounts)

Air dry or freeze
within 48 hours.

Remove slide from
glass mount. Air dry
or freeze within 48
hours.

Handling
Precau6ons
Do not touch
image.

Do not touch
emulsion; handle by
edge of ﬁlm.

Packing Method
for Freezing
Interleave between
groups of
photographs.

Pack ver>cally in a
padded container.

Drying Method
Air dry.
Freeze, then thaw
when ready to air
dry.
Air dry ﬂat or use
clothesline. Freeze,
then vacuum freeze
dry or thaw and air
dry.

PHOTOGRAPHS: NEGATIVES
Priority
Wet collodion
glass plate
nega6ves

Air dry immediately;
recovery rate is low.

Gela6n Dry
Plate
Glass
Nega6ves
B&W or Color
Poly based
Film,
Nitrate,
Acetate
Nega6ves

Air dry or freeze
within 48 hours.

Air dry or freeze
within 48 hours.

Handling
Precau6ons
Handle glass with
care; do not touch
emulsion.

Packing Method
for Freezing
Do not freeze.

Handle glass with
care; do not touch
emulsion.

Keep wet. Pack in
plas>c bags,
ver>cally in a
padded container.
Keep wet. Pack in
plas>c bags inside
box.

Do not touch
emulsion.

Air dry immediately.

Handling
Precau<ons
Discs are very
fragile. Hold by their
edges; avoid shocks.

Packing Method
for Freezing
Do not freeze.

Vinyl Discs

Air dry within 48
hours.

Hold by their
edges; avoid shocks.

Pack ver;cally in a
padded container.

Album Jackets
or Enclosures

Air dry or freeze
within 48 hours.

Use cau;on in
removing wet paper
next to discs.

Pack in plas;c lined
cardboard box.

Drying Method

Drying Method

Priority
Shellac and
Acetate Discs

Drying Method
Air dry ver;cally
in dish rack. Use
record cleaning
machine.
Air dry ver;cally
in dish rack.
Freezing untested;
if necessary, freeze
above ‐18˚C (0˚F).
Air dry according
to paper type.
Freeze, then vacuum
freeze dry.

Scrapbooks and Photographs Albums
Priority
Scrapbooks

Air dry or freeze
immediately.

Photograph
Albums

Air dry or freeze
immediately.

Handling
Precau<ons
Interleave pages with
photos with spun
bond polyester.

Interleave pages with
photos with spun
bond polyester.

Air dry, emulsion
side up.

Packing Method
for Freezing
Wrap album in wax
or freezer paper;
pack ﬂat in box,
no more than two
scrapbooks per box.
Wrap album in wax
or freezer paper;
pack ﬂat in box,
no more than two
scrapbooks per box.

Drying Method
Air dry; interleave
pages with
absorbent paper,
opening and turning
pages regularly.
Air dry; interleave
pages with
absorbent paper,
opening and turning
pages regularly.

VELLUM AND PARCHMENT MANUSCRIPTS
Air dry, emulsion
side up.
Freeze, then thaw
when ready to air
Air dry ﬂat or use
clothesline. Freeze,
then vacuum freeze
dry or thaw and air
dry.

Priority
Air dry or freeze
immediately.

Handling
Precau<ons
Do not freeze dry
gilded or illuminated
manuscripts.

Packing Method
for Freezing
Interleave spun bond
polyester between
documents; pack
oversize materials
ﬂat.

Drying Method
Air dry.
Freeze, then vacuum
freeze dry.

Reprinted with permission from: Western Associa;on for Art Conserva;on NewsleSer, May 1988, Vol. 10, No. 2, for the Rhode Island Disaster Readiness,
Response and Recovery Manual (1992)
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COMPUTERS

Initial Steps in Collection Salvage
Basic Guidelines for Salvage of Water-Damaged Collections
• The Emergency Response Team members will assemble at the established meeting location.

COMPUTERS

• As soon as Library Security gives permission to enter the affected area of the building, the
Emergency Response Team will survey the situation.

Air Conditioning Setup
• The cool water for this room is fed directly from the building
chillers.
• The shutoff valves are located above the unit. Yellow handles
• Contact maintenance for help (4506).
If after hours, contact : John Kugler (785‐844‐1593)
: Dennis Link (785‐633‐1593)
: Mike Kennell (785‐640‐3818)
: David Perkins (785‐354‐1485)
:Greg Gaul at (785‐845‐4316)

• The Library Facilities Manager will set the building thermostat to ensure an optimal
temperature to minimize damages.

Alarms
• When the temperature rises above 72 degrees an audible alarm
sounds.
•If audible alarm is sounding contact maintenance.
• The alarm can be silenced on the front panel.
Water
• If water is leaking turn off water valves (the big yellow handles) above
unit.
• contact maintenance.
Power
• There is a main shut off switch on the front cover.
• If water is entering the room at a fast rate. Push the RED (EPO) button
above the light switch in the server room.
• The main breakers for this A/C unit are in panel EHP1 located in
mechanical room 23 across the hall from ASD. Circiuts 7,9,11 and
26,28,30

• The Emergency Response Team will inspect the affected area(s), assess the damage and
document with photographs.
• If the Emergency Response Team needs clean-up and water removal assistance, the   
Preservation Committee Chair will seek additional help from Library staff and volunteers.
• The Preservation Committee Chair and the Emergency Response Team will determine the
salvage action to be taken and the amount and type of help needed.
• Water-soaked paper and books should be frozen as soon as possible. Freezing halts the
progressive deterioration caused by water and prevents mold growth. It also “buys” time to
organize drying and conservation treatment. When materials must be frozen, seek consultation
with the library’s conservator.
• Documents and manuscripts to be frozen should be stacked in bundles or file folders not
exceeding two inches in thickness. The bundles should be divided with freezer or waxed paper
to facilitate separation between bundles at the time of treatment.
• Individually bound volumes to be frozen will need to be wrapped with freezer paper or waxed
paper as well. When packing books, place them on their sides or spine down. Water-damaged
books should not be opened or closed.
• When large amounts of materials need to be frozen, place the bundles or books in plastic milk
crates or cardboard boxes. If only a small quantity of material is to be frozen then a home
freezer can be used. In the event of a large-scale disaster commercial freezers will be needed.
• If necessary, set up a staging area for removal of filled boxes or crates to transport to a  
freezing facility.
• Contact freezer companies with whom arrangements have previously been made for such
emergencies.
• Make arrangements for trucks to transport pallets of boxes or crates to the freezing facility.

General Salvage Glossary

Damage Assessment
							
If the building is safe to enter, inspect the surroundings and think before doing anything. Discuss with
other Emergency Response Team members what actions to take. Plan to salvage priority items first.
Air drying
Remember, minor damage to water pipes resulting from an earthquake may not be apparent at first.
• Use a cool, low-humidity area with good air circulation. Place absorbent material under wet items;
replace absorbent material when wet. If possible, air dry materials on plastic racks to increase
Formulation of a Plan of Action
evaporation. Exposure to light may reduce the threat of mold, but prolonged sunlight can cause
1. Call the Manager in Charge and Manager/Supervisor in charge of the affected area. Take pictures,
fading.
make notes and keep records immediately. This information will be required for insurance
purposes.
Interleaving
• Use blotter paper, un-inked newsprint, paper towels, waxed paper or freezer paper to keep items
2. Set up a command post (base of operations) and delegate one person to handle the media and
from sticking together and prevent dye transfer from smearing or bleeding.
contact outside services as necessary.
Freezing
3. Coordinate with University Police, custodial staff or others directly by telephone, two-way radio or
• If objects cannot be dried within 48 hours, freeze them until action can be taken. Freezing stabilizes
by runners if necessary.
collections; it stops mold growth, running, dye transfer and swelling. A sub-zero commercial freezer
is best, but a home freezer works. A refrigerated truck keeps materials cool enough to slow mold
4. Assign duties as called for by the situation and identify salvage workers with tags or vests to
growth.
distinguish them from people without official roles. Four-person teams with one person in charge
of each team is a good arrangement for salvage of wet materials. Deploy supplies from carts and
On-site dehumidification
plastic supply buckets located on each floor.
5. Provide flashlights, rubber boots, protective gloves, hard hats and any other protective gear to
those salvaging wet materials.
6. Freeze or dry paper-based items within 48 hours. Coated paper must not be allowed to air dry in
a clump or it will permanently block together. If the coated paper is only slightly damp and pages
are separable, fan out pages and air dry pages before they stick together. If saturated, coated paper
must be frozen as soon as possible for subsequent vacuum freeze-drying.
7. Do not move items until a place has been prepared to receive them. Do not open or close books or
separate covers. Oversized books need to be fully supported and may need to be moved one at a
time.
8. Closed books that are soiled or muddy should be rinsed before freezing. If air drying is not
possible, books should be frozen within 48 hours. Separate books with freezer paper and pack
spine down in milk crates, plastic boxes or cardboard boxes lined with plastic sheeting.

Rinsing
• Rinse dirty or muddy items under a gentle stream of clean running water or gently agitate in
containers filled with water. Do not scrub; it drives dirt in deeper. Use a sponge or soft cloth to blot
off mud and debris.
Vacuum drying
• Also called “thermal drying”. Items are dried in a vacuum chamber, often at temperatures above
100˚F. Caution: this method accelerates aging and causes damage to many materials including
animal skins (leather, vellum) and film media.
Vacuum freeze-drying
• Items are dried in a vacuum chamber at below-freezing temperatures to minimize swelling and
distortion. Generally provides the most satisfactory results; recommended for historical collections
and paper-based materials.

Guidelines For Packing

								

General Consideration for Packing Wet Materials
Be extremely careful when handling wet library materials—all of them are very fragile and can be
easily damaged during packing and transport. If cardboard boxes are saturated or weak, replace
them. Borderline boxes may be reinforced by packing inside plastic crates. Pack files in order and
retain documentary information. If the label is loose or lost, pencil identifying information and
location on a piece of paper and insert it in the volume or box. Don’t mark wet paper. Film and tape
reels and the backs of picture frames can be marked with a grease pencil. During removal, do not
stack materials in piles or on the floor. If boxes are put on pallets, do not mix different sizes of boxes
or stack more than three boxes high. If there is time, different materials should be packed separately
by the following categories: 1) media, 2) moldy, 3) uncontaminated, 4) wet and 5) partially damp.
Packing Guidelines for Specific Media
Paper
• Do not try to separate single sheets of paper or uncrumple them. Pick up files by their folders and
interleave the folders every two inches with freezer paper. If it is known from the outset that the
record will be freeze dried, interleaving is not necessary. Fill cartons and crates three quarters full.
• Soluble media (watercolors, soluble inks, hand colored and historical maps). Do not blot the
surface and quickly freeze or air dry.
• Coated papers will stick together unless frozen or dried immediately. Keep them submerged in cold
water until they can be air dried or packed for freezing.
• Framed prints and drawings: if time and space permit, unframe and pack as for single sheets.
• Maps, plans, oversize prints and manuscripts: sponge standing water out of map drawers. Remove
the drawers from the cabinet, ship and freeze them stacked up with 1” x 2” strips of wood
between each drawer. Pack loose, flat maps in bread trays, flat boxes or plywood sheets covered in
polyethylene. Bundle rolled maps very loosely to go in small numbers to the freezer, if facilities are
not available for conservators to unroll them.
• Drafting cloths are coated with starch and may stick together like coated papers. Be careful not to
blot the surface or apply pressure. Immediately freeze or air dry.
• Maps and plans by photo reproductive processes (diazos and blueprints in particular): do not blot
the surface. Quickly freeze or air dry.
• Maps and plans on mylar: Do not blot if the inks are soluble. Freeze or air dry.

Books
• Don’t open or close wet books or remove book covers. Gently shape closed books to reduce the
distortion that may set into the book while drying.
• If the flood water is very dirty, wash the books before freezing. Do not wash open books and those
with water soluble media (e.g. letter press books). Wash closed books in tubs of cold running water
and dab away (do not rub!) mud with a sponge. Time and facilities may limit treatment at this
stage; it may be safer to clean the books after they are dried.
• Wrap a sheet of freezer paper around the cover and pack spine down in a milk crate or
cardboard carton. Pack only 1 layer deep to prevent crushing of bindings. Oversized volumes can be
packed flat in cartons or bread trays, 2 or 3 books deep.
• If books have fallen open, pack them “as is” in cartons or trays. They can be stacked in between
sheets of freezer paper and 1/2” foam.
• Leather, parchment and vellum bindings are an immediate priority because they distort or
disintegrate in water and are highly susceptible to mold growth. They should be air dried; if there
are large quantities, freeze them.
• Books with coated papers will stick together unless frozen or dried promptly. Keep them wet in
cold water until they can be air dried or frozen.
Parchment and vellum
• Interleave between groups of folders, pack in crates or flat boxes and freeze.
Paintings
• Tilt the painting to drain off excess water and take it to a work area for immediate drying.
Transport horizontally if you can; if not, carry the painting facing toward you, holding the side of
the frame with the palms of your hands. Larger paintings should be carried by two people. The order
of removal and treatment is: first, the most highly valued; second, the least damaged; third, slightly
damaged; and fourth, severely damaged.
Computer magnetic media
• Check with the Systems Administrator to ensure that undamaged backup tapes are available. It is
far more practical to recover data from backup tapes than it is to salvage damaged media.
• Separate into the following: dry, wet enclosures only and wet media. If water has condensed inside
cassettes, treat the tapes as wet. Do not touch magnetic media with bare hands.
• Media damaged by mud, sewage or sea water: rinse in tap water as soon as possible.
• Keep magnetic media wet so that contaminants will not dry on to the tape or diskettes. Media
can remain wet in cold clean water for several days. Pack inside plastic bags. If media will remain
wet for weeks, immerse them to prevent mold. Do not freeze magnetic media because the tape can
stretch and lubricants can migrate out.

Packing Guidelines for Specific Media cont.
Cartridge backup tapes
• Keep wet by packing inside plastic bags. Pack all tapes vertically in plastic crates or cardboard
cartons.
Floppy disks
• Pack upright in plastic bags inside boxes or in containers of cold water.
• Open reel computer tapes
• Handle the tapes by their hubs and pack them vertically inside plastic bags within boxes.

Discs
• Salvage shellac and acetate discs first, because they are sensitive to water. If storage boxes are
badly damaged, transfer the discs (up to 5 at a time) to plastic crates or cardboard cartons. Pad the
bottom of the crate with ethafoam and interleave with ethafoam every 25 records to absorb shocks.
Always support the discs vertically and hold the discs by their edges. Avoid shocks and jolts during
transport. Groups of discs, particularly 78’s, can be very heavy. Pack them in small boxes (or larger
ones with extra padding) that can be easily moved.
Photographic Materials
Salvage the following historic photographs without delay.
Wet collodion glass negatives:
• Salvage first and air dry immediately. Both immersion and freeze drying will destroy the binder.

Compact Discs and CD-ROMs
• If the discs have been exposed to sea water, wash them in tap water immediately. Do not scratch the
disc during rinsing or packing. Pack discs vertically in crates or boxes.
Cased photographs
• Ambrotypes: Salvage and air dry immediately. Both immersion and freezing will destroy the binder.
• Pannotypes: Salvage and air dry immediately.
Sound and Video Recordings
•  Tintypes: Salvage and air dry immediately.
• Separate the tapes into the following: dry tapes, wet boxes only and wet tapes. If water has
• Daguerreotypes: Salvage and air dry immediately.
condensed inside a cassette, treat the tape as wet.
• Color transparencies by the additive process (Autochromes, Dufaycolor): The recovery rate is poor
because the dyes dissolve. Do not freeze. Air dry immediately.
• Dye transfer prints: The recovery rate is poor because the dyes migrate. Prevent damage by
Salvage tapes according to the following priorities:
enclosing in waterproof containers.
1. Unmastered originals over masters
• Deteriorated nitrates: Emulsions are water soluble and could be lost. Air dry or freeze immediately.
2. Masters over reference copies
• Deteriorated acetate negatives: Air dry or freeze immediately. Handle with care because of the
3. Older tapes over newer
swelling of the emulsion and backing layers.
4. Paper over acetate
• Carbon prints and Woodburytypes: Air dry or freeze quickly. Handle with care because the binder
5. Acetate over polyester based tapes
will swell up considerably.
• Tapes that have been damaged by mud, sewage or sea water: rinse in tap water as soon as possible. • Other photographs should be kept wet until they are either air dried or frozen. If allowed to
partially dry, they will stick together. If there is time, rinse the photographs with cold water
• Keep tapes at their initial level of wetness. For example, some tapes may have only become wet on
before they are dried or frozen. Pack inside plastic bags in boxes or pails. Keep to a minimum the
the outside of the tape pack and it is not necessary to immerse them. If the tapes dry at this stage,
immersion time before treatment or freezing.
contaminants will dry on to the tape and be harder to remove later. Pack tapes individually inside
• Prints, negatives and transparencies: Salvage prints first, followed by negatives and transparencies
plastic bags, keeping loose labels with the tape. Pack tapes vertically into plastic crates and cartons.
on stable bases. Unframe and unmat framed photographs if there is time. If facilities and personnel
are available, air dry; pack and freeze if not.
• In general, magnetic tapes can remain wet for several days, as long as the water is cool and clean.
•
Motion
pictures: If only the outside of the can is wet, dry the container and relabel it if necessary. If
However, immersion may be limited in two instances. Many tapes have water soluble label
the film is wet, fill the can with cold water to immerse the film and replace the lid. Pack into plastic
adhesives and inks, and paper boxes and labels. In addition, older tapes may not survive long
pails filled with cold water or cardboard cartons lined with garbage bags. Ship to a film processor
immersion. This may reduce the salvage time to 48 hours or less for some media.
for rewashing and drying.
• If magnetic tapes cannot be salvaged for more than a week, immerse them to prevent mold. Do not • Microforms: Do not remove the films from their boxes. Hold cardboard boxes (and their labels)
freeze magnetic media.
together with rubber bands. Wrap 5 cartons of film into a block with plastic wrap. Pack the blocks
into a heavy duty cardboard box lined with 3 garbage bags; tie each bag separately. Label as “wet
film for rewashing and drying” and ship to a microfilm processor.
• Aperture cards: Pack and freeze.
• Microfilm strips in jacket: Pack and freeze.
• Diazo microfiche: Pack and freeze.

Salvage of Books: Cloth & Paper Covers
Priority		

Freeze or air dry within 48 hours. Coated paper must not be allowed to
air dry in a clump or it will permanently block together. If slightly damp
and the pages are separable, interleave pages and air dry. If saturated,
coated paper must by frozen as soon as possible for subsequent vacuum
freeze-drying.										
								
Handling
Precautions		
Do not move items until a place has been prepared to receive them. Do
not open or close books or separate covers. Oversized books need to be
fully supported if moved.					
					
Preparation
for Drying		
Closed books that are muddy should be rinsed before freezing. If air
drying is not possible, books should be frozen within 48 hours. Separate
with freezer paper, pack spine down in milk crates, plastic boxes or
cardboard boxes lined with plastic sheeting.
Coated paper requires that each and every page be interleaved with a non-stick
material such as silicone release paper, Holytex, or wax paper. If the leaves cannot
be separated without further damage, the book cannot be air dried successfully
and must be prepared for vacuum freeze drying.					
								
Drying
Methods		Air drying is suitable for small quantities of books (less than 100 volumes) that
are not thoroughly soaked. Requires space in an area away from the disaster to
spread the books out. Books are stood upright and gently fanned open to dry.
Keep air moving at all times using fans. Direct fans into the air and away from the
drying volumes. Use dehumidifiers as needed to maintain humidity at or below
50% RH.
Oversize volumes must lay flat and should be turned when the blotter is changed
pages should be interleaved with sheets of un-inked newsprint or blotting paper
that is changed as it becomes saturated. Turn the volume over when changing the
blotter.
Freeze drying (not vacuum thermal drying) is suitable for large quantities of books
that are very wet. Pack as described above and ship to drying facility.
Vacuum freeze drying is suitable for large quantities of books. Wet coated
paper can only be dried by this method. Pack as described above and ship to
drying facility. Pack carefully, as volumes packed with distortions will retain that
distortion permanently after vacuum freeze drying.
							

Salvage of Books: Leather or Vellum Covers		

		

			
								
Priority		
Freeze as soon as possible; vellum will distort and disintegrate in water.		
				
								
Handling
Precautions		
Do not move items until a place has been prepared to receive them. Do
not open or close books or separate covers. Oversized books need to be
fully supported; it may only be possible to move one at a time.				
					
														
Preparation
for Drying		
Closed books that are muddy should be rinsed before freezing. If air
drying is not possible, books should be frozen, preferably blast frozen, as soon
as possible. Separate with freezer paper, pack spine down in milk crates, plastic
boxes or cardboard boxes lined with plastic sheeting.				
								
Drying
Methods		
Freeze drying is the preferred method. Books should be separated with
freezer paper and packed spine down in milk crates, plastic boxes or
cardboard boxes lined with plastic sheeting.
Air drying may be used for items that are not very wet. This requires
space in an area away from the disaster to spread the books out. Books
are stood upright and gently fanned open to dry.
Coated paper requires that each and every page be interleaved with a
non-stick material such as silicone release paper, Holytex or wax paper.
Oversize volumes must lay flat and should be turned when the blotter is changed
pages should be interleaved with sheets of un-inked newsprint or blotting paper
that is changed as it becomes saturated. Turn the volume over when changing the
blotter.
Keep the air moving at all times using fans. Direct fans into the air and
away from the drying records. Use dehumidifiers as needed to maintain
humidity at or below 50% RH."						

							

Salvage of Books: Scrapbooks

Salvage of Parchment: Bindings & Documents			

Priority		Freeze immediately.						
														
Handling
Precautions		
Do not move items until a place has been prepared to receive them.
Large scrapbooks should be supported with boards.				

Priority		

								
Preparation
for Drying		
If the scrapbook is not boxed and the binding is no longer intact, wrap
in freezer paper. Freeze as quickly as possible, using a blast freezer if
available.
Freezing — equipment needed: milk crates; cardboard boxes for large
items; large flat supports such as bread trays or pieces of plywood;
freezer, waxed or silicone release paper, or polyester non-woven fabric.
Air Drying — secure a clean, dry environment where the temperature
and humidity are as low as possible. Equipment needed; flat surfaces for drying;
fans and extension cords; dehumidifier; moisture meter; sheets of polyester film,
non-stick interleaving materials such as freezer, waxed or silicone release paper, or
polyester non-woven fabric.					
							
Drying
Methods
Vacuum freeze drying is the preferred method, although this should not be used
for photographs. (see section: Photographs and Transparencies.) If the book
is vacuum freeze dried, the photographs should first be removed. Wrapped
scrapbooks should be packed laying flat in shallow boxes or trays lined with
freezer paper.
Air drying may be used for small quantities which are only damp or
water-damaged around the edges. The books should not have large
amounts of coated paper or soluble adhesives.
Pages should be interleaved with un-inked newsprint or blotter and
the books placed on tables. The interleaving and page opening should
be changed regularly and often to speed the drying. If the binding
has failed, it may be advisable to separate the pages and lay them out
individually to dry. Care must be taken to maintain page order.
Keep the air moving at all times using fans. Direct fans into the air
and away from the items. Use dehumidifiers as needed to maintain
humidity at or below 50% RH.					
								

					
			

If the textblock of the book is wet, priority should be placed on getting
it dry over saving the binding, unless the binding has been assigned the
higher priority by a curator. If the parchment is wet, successful salvage
might not be possible, so other high priority items should be treated
first.				
								
Handling
Precautions		
Do not move items until a place has been prepared to receive them.			
			
Drying
Methods		
Drying must take place slowly and be carefully controlled. The item
needs to be restrained as it dries for it to retain its shape. Documents
that have only been exposed to high humidity should be interleaved
with dry blotters and placed under weights. Blotters should be checked
every half hour to see if they need to be replaced with drier ones.
For drying slightly damp documents, the edges should be clipped and pinned or
at least weighted. As the item dries, it should be checked at least every 15 minutes
and the tension adjusted as necessary. Once the item is almost dry, the clips or
weights can be removed and the item should be placed between blotters and
weighted overall to complete drying.
Vellum bindings need to be watched carefully. Blotters should be placed between
the covers and text and on the outside of the cover. The book should then be
weighted or put in a press. As the binding dries, it may shrink and cause damage
to the text block, in which case it should be carefully removed before more
damage is caused.
Freeze drying can be used as a last resort for drying vellum and parchment, but
the limited experience with these procedures shows there will be much distortion
and change in the object. 					

								
								

Salvage of Paper: Uncoated								
							

Priority		

Air dry or freeze within 48 hours. Items with water-soluble ink should
be frozen immediately to arrest the migration of moisture that will feather and
blur the ink. Items that show signs of previous bacterial growth should also be
frozen immediately if they cannot be air dried.					

Handling
Precautions		
Paper is very weak when wet and can easily tear if unsupported while handling.
					
								
Preparation
for Drying
Pack flat sheets in bread trays, flat boxes or on plywood sheets covered with
polyethylene. Bundle rolled items loosely and place horizontally in boxes lined
with a release layer. Remove drawers from flat files; ship and freeze stacked with
1” x 2” strips of wood between each drawer. Framed or matted items must be
removed from frames and mats prior to air or freeze drying.
Air Drying — secure a clean, dry environment where the temperature and
humidity are as low as possible. Cover tables, floors or other flat surfaces with
sheets of blotter or un-inked newsprint.
Freezing — gather the following equipment: milk crates and/or cardboard boxes,
bread trays, sheets of plywood and rolls/sheets of freezer or waxed paper.		
									
Drying
Methods

Salvage of Paper: Uncoated (cont)

Air Drying — this technique is most suitable for small numbers of items which are
damp or water-damaged around the edges. Keep the air moving at all times using
fans. Direct fans into the air and away from the drying items. Use dehumidifiers as
needed to maintain 50% RH.

the paper support or media, stop and seek the assistance of a conservator. Support
can be given to single sheets by placing a piece of polyester film on top of the
document. Rub the film gently and then slowly lift the film while at the same time
peeling off the top sheet in a diagonal direction. Lay the sheet flat; as it dries, it
will separate from the surface of the film.
Freezing — this option is best if there are large quantities or if the water damage is
extensive. Place manuscript boxes in milk crates or cardboard boxes. If time permits,
interleave each manuscript box with freezer or waxed paper. If the boxes that the items
have been stored in have been discarded, interleave every two inches of foldered material
with freezer or waxed paper.
Do not freeze framed items. Remove frame assemblage before freezing.
(see section: “Paper: Framed or Matted, Preparation for Drying.”)”					
								

Salvage of Paper: Coated								
								

Priority

Handling
Precautions
Preparation
for Drying

Damp material — single sheets or small groups of items are laid out on
paper-covered flat surfaces. If small clumps of paper are set out to dry,
they should be turned at regular intervals to encourage evaporation from both
sides. As a last resort to maximize space utilization, clothesline may be strung
for the items to be laid across. If an item includes watersoluble media, allow
it to dry face up. Do not attempt to blot the item since blotting may result in
offsetting water-soluble components. Wet blotter or newsprint should be replaced
frequently.
Wet material — when separating saturated paper, use extra caution to
support large sheets. If sheets are contained in flat files, standing water
should be sponged out first. If items are in L-sleeves the polyester must
be removed to allow drying. Cut the two sealed edges of the film in
the border between the item and the seal. Roll back the top piece of
polyester in a diagonal direction. If there are apparent problems with

Coated paper must not be allowed to air dry in a clump or it will permanently
block together. If saturated, freeze within six hours for subsequent vacuum
freeze-drying. If damp, separate and air dry before items dry stuck together.		
				
Physical manipulation should be kept to a minimum to avoid disruption of the
water-soluble coating and media which may obliterate its printed content.		
			
Air Drying — secure a clean, dry environment where the temperature and
humidity are as low as possible. Equipment needed: flat surfaces for drying; fans
and extension cords; dehumidifier; moisture meter; sheets of polyester film, nonstick interleaving material such as freezer, waxed or silicone release paper, or
polyester non-woven fabric.
Freezing — equipment needed: milk crates; cardboard boxes for large items;
large flat supports such as bread trays or pieces of plywood; freezer, waxed or
silicone release paper, or polyester non-woven fabric.
Remove drawers from flat files; ship and freeze stacked with 1” x 2” strips of
wood between each drawer. Framed or matted items must be removed from
frames and mats prior to drying. (see section: “Paper: Framed or Matted,
Preparation for Drying.”)”						

Drying
Method		
			

Air Drying — this technique is most suitable for small numbers of items which are
damp or water-damaged around the edges. Coated paper requires that each

Salvage of Paper: Coated (cont.)
and every page be interleaved with a non-stick material such as silicone release
paper, Holytex or wax paper.

Salvage of Paper: Framed or Matted
Priority		
			

Wet paper must be frozen or air dried within 48 hours. Framed and matted items
must be disassembled prior to air drying or freezing.					

Damp material — lay single sheets or small groups of interleaved items on paper 								
covered flat surfaces. If small clumps of records are fanned out to dry, they
Handling
should be turned at regular intervals to encourage evaporation from both sides. Precautions		
Caution must be exercised not puncture or tear the wet paper artifact in the 		
		
process of removing the frame, glazing and mounting materials.				
If an item includes water-soluble media, allow it to dry face up. Do not attempt
							
to blot the item since blotting may result in offsetting watersoluble components. Drying
Wet blotter or un-inked newsprint should be changed and removed from the
Methods
Place frame face down on a smooth, flat surface covered with blotter paper or
drying area.
plastic bubble pack. Carefully remove dust seal and hardware (place these metal
pieces in container so that they do not come in contact with the wet paper and
Wet material — when separating saturated paper, use extra caution to support
inadvertently cause damage). Check if
the paper object is adhered to
large sheets. If sheets are contained in flat files, standing water should be sponged
rabbet of frame by gently pushing up on the glazing to see that the assemblage
out first. If items are in L-sleeves the polyester must be removed to allow drying.
will release without resistance. Place a piece of board (mat board, masonite or
Cut the two sealed edges of the film between the item and the seal. Roll back
plexiglass) over the back of the frame with all contents still in place. Using two
the top piece of polyester in a diagonal direction. If there are apparent problems
hands, invert frame assemblage so the glass and image are facing up. Lift off the
with the paper support or media, stop and seek the assistance of a conservator.
frame then lift off the glass.
Support can be given to single sheets by placing a piece of polyester film on top
of the document. Rub the film gently and then slowly lift the film while at the
When the paper is in direct contact with the glass, carefully remove them together
same time peeling off the top sheet in a diagonal direction. Lay the sheet flat; as
and lay face down on a flat surface. Consult a conservator if the paper sticks to
it dries, it will separate from the surface of the film.
the glazing.
Keep the air moving at all times using fans. Direct fans into the air and away
from the drying records. Use dehumidifiers as needed to maintain humidity at or
below 50% RH.
Freezing — freezing is best if there are large quantities or if the water damage
is extensive. Place manuscript boxes in milk crates or cardboard boxes. If time
permits, interleave each manuscript box with freezer or waxed paper. If the
boxes, that the items have been store in, have been discarded, interleave every
two inches of folder material with freezer or waxed paper.
Specify vacuum freeze drying for coated paper and linen drawings; do not use
vacuum thermal drying.”						
			

If the glass is broken, the pieces may be held together with tape applied lightly
over the breaks. The frame may then be laid face down and the paper removed
from the back. If pieces of glass have dropped behind the remaining glass, hold
the frame in a vertical position to remove the mat and/or paper.
To remove the item from its mat, place the image facing up. Lift window mat
board carefully and detach paper object from back mat by carefully cutting
hinges. If the object is attached firmly and directly to mat or backing board,
do not attempt to remove. Proceed to air dry paper object as recommended in
(Sections: “Paper: Uncoated or Paper: Coated,” as appropriate.)				
								
								
		

					

										
								

Salvage of Film: Microfiche

Salvage of Magnetic Media: Computer Disks

								
Priority		
Freeze or dry within 72 hours.						
								
Handling
Precautions		
Do not move items until a place has been prepared to receive them and you have
			
been instructed to do so. If fiche cannot be air dried immediately, keep them wet
			
inside a container lined with garbage bags until they are frozen.				
					
Drying
Methods
Freeze if arrangements cannot be made to air dry the fiche quickly. Fiche should
be removed from paper jackets to dry. Jackets should be retained to preserve
information printed on them, but this information should be transferred to new
jackets once the fiche is dry and ready to be stored again. The best air drying
method is to clip the fiche to a clothesline with rust-proof clips.

Priority		
Prolonged storage in water causes leaching of chemicals from the support. If a
			
back-up copy is available, it is better to discard the watersoaked original.		
				
Handling
Precautions
Store diskettes upright without crowding, in cool, distilled water until ready to
attempt data recovery. Exposure to water should not extend beyond 72 hours. If
disks cannot be dried and copied within three days, they should be placed wet in
plastic bags and frozen until drying and data recovery is possible.			

							

Fiche has been successfully vacuum freeze-dried, though freeze-drying
photographic materials is not widely recommended. If dealing with
large quantities of fiche this option should be investigated.				
				

Salvage of Film: Microfilm and Motion Picture Film
Priority		
Rewash and dry within 72 hours. Wet film must be kept wet until it can be 		
			reprocessed.								
Handling
Precautions
Wipe outside of film cans or boxes before opening. Cans that are wet on the
outside may contain dry film that should be separated from wet material. Do no
remove wet microfilm from boxes; hold cartons together with rubberbands. Dry
film in damp or wet boxes should be removed and kept together with the box. Do
not move items until a place has been prepared to receive them.				
				
Packing
Methods		
Wet microfilm should be kept in water until reprocessed. Pack wet motion picture
			
film in a container lined with plastic garbage bags.					
											
Preparation
for Drying		
Contact a microfilm lab or film processor to rewash.					
							
Drying
Methods
Contact a disaster recovery service or microfilm lab to rewash and dry film. The
manufacturer or other professional processor should be contacted to rewash and
dry motion picture film.					
								

					
Preparation
for Drying		
3 1⁄2” disks — pack wet disks in plastic bags and ship overnight to a computer
			
media recovery service vendor for data recovery. Do not dry disks first, as dried
			
impurities can etch magnetic coating.
			
			
			

5 1⁄4” disks — remove the disk by cutting with scissors along the edge of the
jacket. Carefully remove the disk and agitate it in multiple baths of cool deionized
water or distilled water to remove all visible dirt.					

Salvage of Magnetic Media: Computer Disks (cont.)		
						
								

Drying
Methods

3 1⁄2” disks — it is least risky to send disks to a professional data recovery vendor
for data recovery. Damage to your hardware could result. Gently blot surface
with lint-free cloth or lay on clean cloth to air dry.

			
5 1⁄4” disks — dry with lint-free toweling or cheese cloth.				
														
Data
Recovery
In order to ensure the preservation of data on disks that have been wet, it is
prudent to copy it to a new disk. Insert the dry, water-damaged disk into an empty
jacket. Insert this disk into a disk drive. Copy and verify that the information has
transferred, then discard the damaged disk. You need only prepare one new jacket
for each five to ten disks since the same jacket can be reused several times. Most
diskettes can be salvaged unless the diskette itself if magnetically damaged or
warped. If copying is not successful, consult a computer recovery service.		
		
				
				
					

Salvage of Magnetic Media: Video & Audio Cassettes

Salvage of Magnetic Media: Reel-to-Reel Tapes (cont.)

Priority		Air dry within 72 hours.						
								
				
Handling
Precautions		
Pack cassettes vertically into plastic crates or cardboard boxes.				
								
								
Preparation
for Drying		
Often the casings will keep tape clean and dry. If the tape is damaged, disassemble
			
the case and remove tape. Rinse dirty tapes, still wound on reel, in clean deionized
			or distilled water.						
						
Drying
Methods		Air dry by supporting the reels vertically or by laying the reels on sheets of
clean blotter.Leave tapes next to their original cases. Use fans to keep air moving
without blowing directly on the items. Use dehumidifiers as needed to maintain
humidity at or below 50% RH.

Use portable dehumidifiers to slowly remove moisture from the area/objects. Bring
relative humidity down to 50% RH.					
								
Additional
steps		
Once dry, the tapes can be assessed for further cleaning and duplication. This procedure
		
is done by specialized professional vendors

					
Additional
steps			
Once dry, the tapes can be assessed for further cleaning and duplication by a 		
			specialized recovery service.				
						
		

Salvage of Magnetic Media: Reel-to-Reel Tapes

Salvage of Discs: CDs & DVDs
Priority		
Immediately air dry discs. Dry paper cases within 48 hours.				
		
								
Handling
Precautions		Do not scratch disc surfaces.									
		
Preparation
for Drying		
Remove discs from cases. Rinse discs with distilled water. Do not rub the discs
			
because dirt could scratch. If necessary, blot—do not rub with a soft lint-free
			cloth.
				
Drying
Methods
Paper cases may be freeze dried. Do not freeze dry the discs. Air dry vertically in a rack.
			

					
Priority		Air dry within 72 hours.										
Salvage of Record Albums: Vinyl, Shellac & Acetate Discs
		
Handling
Precautions		
Pack vertically into plastic crates or cardboard cartons. Don’t put heavy weight or
			
pressure on the sides of the reel.
													
Preparation
for Drying		
Often contamination by water and other substances is confined to the outermost
			
layers of tape. Do not unwind tapes or remove from the reel. In these case, wash
			
exposed edges with deionized water or distilled water.					

					
Drying
Methods		
			
			

Air dry by supporting reels vertically or by laying the reels on sheets of clean
blotter. Leave the tapes to dry next to their original boxes. Use fans to keep air
moving without blowing directly on the items.

								

Priority		
Dry within 48 hours. Freezing is untested; if there are no other options, freeze at
			above 0˚F.						
									
Handling
Precautions		
Hold discs by their edges. Avoid shocks.						
								
								
Packing
methods		Pack vertically in padded plastic crates.								

Salvage of Record Albums: Vinyl, Shellac & Acetate Discs Salvage of Photographs & Transparencies (cont)
Preparation
(cont.)
for Drying		
Work in an area that is free from particulates. Keep the photos and/or negatives
					
Preparation
for Drying		
Remove discs from their sleeves and jackets. If labels have separated, mark label
			
information on the center of the disc with a grease pencil and keep track of its label.

in containers of fresh, cold water until they are ready to be air dried or frozen.
If allowed to partially dry in contact with each other, they will stick together. To
maintain wetness until the drying process can take place, pack photos inside plastic
garbage pails or boxes lined with garbage bags.

Separate shellac, acetate and vinyl discs. If dirt is on the discs, they may
be washed in a 1% solution of Kodak Photo Flo in distilled water. Each
disc media should be washed in its own container (i.e., do not wash shellac discs
with vinyl discs). Rinse each disc thoroughly with distilled water.
															
Drying
Methods		
Jackets, sleeves and labels may be air dried like other paper materials.
			
See Sections: “Paper: Coated” and “Paper: Uncoated” as appropriate.

Equipment and materials needed: plastic trays, cold water, clothesline, clothespins
and/or photo clips, soft bristle brushes, Kodak Photo Flo Solution, Holytex and
clean photographic blotter paper, Falcon squeegee, drying racks for resin-coated
print and Salthill dryer (for recent fiberbased prints).

			
			

Carefully remove print and film positives and negatives from their enclosures. Keep
the enclosure or the file number with each film item as it contains vital information
to maintain accurate records.Cased photographs — carefully open the case and
place the photograph face up on blotters. Do not attempt to disassemble the
components, remove debris or wash the photograph. If the affected photo has water
or debris trapped within the assemblage, contact a conservator for proper
disassembly.

Air dry discs vertically in a rack that allows air to freely circulate. Dry slowly at
room temperature away from direct heat and sources of dust.

Uncased images — air dry side up on clean absorbent blotters. Remove
and retain cover slips from glass lantern slides if present. Do not attempt to clean
debris or wash these images. These procedures should only be performed by a
conservator.		

Salvage of Photographs & Transparencies
Priority		
			

Within 24 hours: Ambrotypes, daguerreotypes, tintypes, silver gelatin glass plate
negatives,wet collodion glass plate negatives

			
Within 48 hours: color prints and film, silver gelatin prints and negatives, albumen
			
prints and salted paper prints. Cyanotypes in alkaline water must be dried as soon
			as possible.
		
								
Handling
Precautions		
Within 24 hours: Ambrotypes, daguerreotypes, tintypes, silver gelatin glass plate
			
negatives,wet collodion glass plate negatives
Within 48 hours: Color prints and film, silver gelatin prints and negatives, albumen
prints and salted paper prints. Cyanotypes in alkaline water must be dried as soon
as possible.		
						
		

Drying
Methods
Prints and films — dry film by hanging on a clothesline at room temperature in a
			
dust free area. Lay glass plates and prints emulsion side up on a clean absorbent
Order
of
			blotter.
preference:
1. Air dry.
Photo albums — to air dry, place sheets of blotter covered with Holytex between
2. Freeze/thaw
each leaf. Change the blotter paper as it becomes damp or wet. If the binding
and air dry.
structure is no longer intact or the album can be dismantled, separate the leaves and
3. Vacuum
air dry on clean blotters covered with Holytex; periodically turn from recto to verso
freeze dry.
to promote even drying. If drying cannot proceed immediately, wrap the volume in
Do not vacuum
plastic and freeze. The volume can then be thawed and air dried at a later date.
thermal dry or
freeze dry.
Keep the air moving at all times using fans. Direct fans into the air and away from
the drying records. Use dehumidifiers as needed to maintain humidity at or below
50% RH.
If air drying is not possible due to media solubility or unacceptable disruption to the
structural integrity of the volume, vacuum freeze drying is recommended.
			

If difficulty is encountered, consult a conservator for assistance.				

Salvage of Inorganics: Ceramic, Glass, Metal & Stone

Salvage of Computers (cont.)

Priority		

Office
Computers Data Preservation
• Data preservation begins at the time the data is created. All data must be saved to the  
“M” drive for best data preservation.
• Store only work related data.
• Data stored locally on an internal drive or external drive cannot be guaranteed.

These materials can be dealt with last since they generally suffer little
damage from short term exposure to water.							
						

Handling
Precautions		
Move items only after a place has been prepared to receive them.				
								
Packing
methods		
Varies with the fragility of the material; water/wetness has no bearing.			
			
								
Preparation
for Drying		
Rinse or sponge with clear water to remove mud or dirt before drying.			
			
								
Drying
Methods		
Sponges, clean towels, paper towels, or un-inked newsprint may be used to absorb
			
excess moisture. Exchange wet for dry blotting material at least daily until items are
			
dry. Check daily for mold growth.
			

Air dry, using fans to keep air moving without blowing directly on items. Raise
items off the floor on trestles or 2 x 4 lumber to allow air to circulate underneath.

			

Metal objects can be dried with moderate heat (90-100˚F in an oven or using a
heater or hair dryer).

Salvage of Computers
Public
Computers		

Power
• Most computers are plugged directly into a power plug.

			Water
• Cover computers with plastic if raining from ceiling.
• If there is standing water, check the ceiling of the floor below for leaks onto
			
compters. Do not attempt to unplug a computer that is wet or touch a wet plug or
			
outlet. Breakers will trip if outlets get wet.
                              • Carefully unplug power to computers.
Restoration
• If computer is water damaged, do not power on. Call Computer Support to make   
this assessment.
• Rely on Digital Services for help in this area.
								

Water
• If water is raining from ceiling, hold down the power button for 10 seconds, turn off   
power strip and cover computer with plastic. If the area is dry, unplug the power strip
from the power outlet.
		
Restoration
        • Please rely on Digital Services for help restoring a computer.
Server
Room		

Air Conditioning Setup
• The cool water for this room is fed directly from the building chillers.
• The shutoff is in the emergency stairwell at the end of the 2801 hallway.
• Water runs into the coolers from the floor. There is a shutoff for the water in the sub floor    
for each cooler.
• Contact the air conditioning shop for help (?). If after hours, contact University Police
at (?) to have them contact appropriate personnel.
Alarms
• When the temperature rises above 68 degrees an audible alarm sounds.
• The alarm can be silenced on the front panel.
• Check to make sure the fans are running.
• If the fans are not running check to make sure the power is switched on. There are two   
power switches.
Water
• An audible alarm will sound if water begins to collect under the floor.
• To silence alarm press “silence alarm” on the font panel of the tan box by the door
exiting to the 2801 hallway.
Power
• Just inside the door entering from the 2801 hallway there is a main power shutoff.
• Use this in cases where water is entering the room.
• UPS’s will retain power and slowly shutdown servers. Once the servers are down there is
a power shutoff switch to the UPS.
• All power runs to plugs under the floor.
• Most power is fed from the panel on the east wall.

Salvage of Computers (cont.)
Data
Preservation

• All data is backed up daily to a second set of hard drives (MSA20 pool).
• Only data that has changed during the day is backed-up to tape
media nightly from the MSA20 pool.
• Once a month a full backup on SDLT tape media is sent to the
granite mountain vault.
• Two months of full backups are kept at the vault. One year of full
backups is kept in the Library Server Room (HBLL 2826).”				
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PACK OUT FORM‐ ART

Format

Contents

PACK OUT FORM‐ BOOKS

Pack-Out Forms for Books
Pack-Out Forms for Art

Services and Supplies

Services and Supplies cont.

Local and National Suppliers

The UPS Store
4021 Southwest 10th Avenue,
Topeka, KS 66604
(785) 272-3370
theupsstorelocal.com
Updated: 6.13.12

BLOTTING PAPER
Jostens
4000 Southeast Adams Street, Topeka, KS
(785) 266-3300
jostens.com
Updated: 5/29/2012
Capitol City Office Products
108 North Kansas Avenue, Topeka, KS
(785) 357-6301
capcityop.com
Updated: 9/27/2012
Office Depot
1930 Southwest Wanamaker Road, Topeka, KS
(785) 228-0355
officedepot.com
Updated: 9/27/2012
OfficeMax - Topeka
2109 SW Fairlawn Rd, Topeka, KS
Fairlawn Plaza Style Center
(785) 273-3883
officemax.com
Updated: 9/27/2012
BOARDING-UP SERVICES
Sowards Glass, Inc.
2011 NW Topeka Blvd.
Topeka, Kansas 66608
Phone: 785-233-4466
Out of Town:1-800-573-4467
Fax: 785-233-1230
Email: sowardsglass@sowardsglassinc.com
Updated: 9/27/2012
Servpro
5620 Topeka Blvd
Topeka, KS 66609-6661
(785) 862-0550
www.servpro.com
Updated: 9/27/2012

BOOK TRUCKS (carts)
Washburn University
Mabee Library
SW 19th St
Topeka, KS 66621
(785) 670-2485
http://www.washburn.edu/mabee/
Updated: 9/27/2012
State Library of Kansas
300 SW 10th Ave # 343N,
Topeka, KS 66612
(785) 296-2149
kslib.info
Updated: 9/27/2012
Kansas Historical Society
6425 Southwest 6th Avenue,
Topeka, KS 66615
(785) 272-8681
kshs.org
Updated: 9/27/2012
Lawrence Public Library
707 Vermont Street,
Lawrence, KS 66044
(785) 843-3833
lawrence.lib.ks.us
Updated: 9/27/2012
BOXES(knocked-down corrugated cardboard boxes with lids)
UBOXES.COM
600 SW Capehart Road, Kansas Distribution Center,
Topeka, KS 66619
(877) 826-9371
uboxes.com
Updated: 9/27/2012
U-Haul Neighborhood Dealer
660 U.S. 24
Topeka, KS 66618
(785) 354-7048
uhaul.com Updated: 6.13.12

Metro Self Storage
1825 Southwest Westport Drive
Topeka, KS 66604
(785) 380-0056
metrostorage.com
Updated: 6.13.12
BUCKETS, SPONGES, MOPS & BROOMS CLEANING SUPPLIES
Clean-Rite Janitorial Supply
2632 SE Ohio
Topeka, Kansas, 66605
Phone: 785-235-1300
Fax: 785-235-1301
Toll-Free: 1-800-729-6910
E-mail: Topeka Store
Updated: 6.13.12
Purozone
345 N. Iowa St.
Lawrence, KS 66044
Phone: 800-727-7876
Fax: 785-843-0798
Phone: 785-843-0771
www.purozone.com
Updated: 6.13.12
Bob’s Janitorial Service and Supply
725 NE Highway 24
Topeka, KS 66608
Phone: 785-271-6600
http://www.bobsjanitorial.com/contact_us.html
Lowe’s Home Improvement
1621 SW Arvonia Place
Topeka, KS 66615
(785) 273-0888
lowes.com
Updated: 6.13.12

Home Depot
5200 SW Wenger Street
Topeka, KS 66609
(785) 217-2260
Updated: 6.13.12
Roach Hardware, Inc
1321 SW 21st Street
Topeka, KS 66604-3096
(785) 233-9606
Updated: 6.13.2012
CHEESE CLOTH – MUSLIN - TERRY TOWELING
Fabric Corner
5331 SW 22nd Pl, Topeka, KS
Fairlawn Plaza Style Center
(785) 271-7667
thefabriccorner.com
Updated: 6.13.12
Jo-Ann Fabric and Craft
1221 Southwest Gage Boulevard, Topeka, KS
(785) 273-1254
joann.com
Updated: 6.13.12
Jo-Ann Fabric and Craft
2829 Southwest Wanamaker Road, Topeka, KS
(785) 272-7913
joann.com
Updated: 6.13.12

Services and Supplies cont.

Services and Supplies cont.

CRANE (man lift/cherry picker)
Sunflower Rental, Topeka
2010 SW Topeka Blvd.
Topeka, KS 66612
phone 785-233-9487
toll-free 888-942-9487
hours: 7:30-5:30 M-S 9-4 Sundays

FORK-LIFTS
United Rentals
5830 Southwest 19th Terrace
Topeka, KS 66604
(785) 272-6006
ur.com
Updated: 6.13.12

United Rentals
5830 Southwest 19th Terrace
Topeka, KS 66604
(785) 272-6006
ur.com Updated: 6.13.12
Kansas Rental
926 Northwest Topeka Boulevard
Topeka, KS 66608
(785) 233-2222
kansas-rental.com
Updated: 6.13.12
Kansas Rental Inc.
5966 Southwest 29th Street
Topeka, KS 66614
(785) 272-1232
kansas-rental.com
Updated: 6.13.12
DEHUMIDIFICATION
All-Pro Services, Inc.
5225 Southwest Topeka Boulevard
Topeka, KS 66609
(785) 233-3885
all-proinc.com
Updated: 6.13.12
Servpro of West Topeka
5620 SW Topeka Blvd # A
Topeka, KS 66609
(785) 862-0550
servpro.com Updated: 6.13.12
Chavez Restoration & Cleaning
2400 South Kansas Avenue
Topeka, KS 66611
(785) 232-3779
chavezrestoration.com
Updated: 6.13.12

DIAPER SERVICE
Continental Professional Laundry & Diaper Service
2847 S Kansas Ave
Topeka, KS 66611
(785) 266-8828
Updated: 6.13.12

ENVIRONMENTAL MONITORING EQUIPMENT
Munters Moisture Control Services
1465 East Sam Houston Pkwy South
Suite 190
Pasadena, TX 77503
713-688-6400 (mainline)
978-372-9782 (24 hour)
800-MUNTERS
Updated: 6.13.12
FANS
Grainger
241 Southwest 32nd Terrace
Topeka, KS 66611
(785) 267-1860
grainger.com
Updated: 6.13.12
Lowe’s Home Improvement
1621 SW Arvonia Place,
Topeka, KS 66615
(785) 273-0888
lowes.com
Updated: 6.13.12
Home Depot
5200 SW Wenger Street
Topeka, KS 66609
(785) 217-2260
Updated: 6.13.12

Sunflower Rental, Topeka
2010 SW Topeka Blvd.
Topeka, KS 66612
phone 785-233-9487
toll-free 888-942-9487
hours: 7:30-5:30 M-S 9-4 Sundays
Kansas Rental
926 Northwest Topeka Boulevard
Topeka, KS 66608
(785) 233-2222
kansas-rental.com
Updated: 6.13.12
Kansas Rental Inc.
5966 Southwest 29th Street
Topeka, KS 66614
(785) 272-1232
kansas-rental.com
FREEZER PAPER (rolls)
Walmart Supercenter
1301 Southwest 37th Street
Topeka, KS 66611
(785) 267-7900
walmart.com
Updated: 6.13.12
Walmart Supercenter
1501 Southwest Wanamaker Road
Topeka, KS 66604
(785) 271-6444
walmart.com
Updated: 6.13.12
Walmart Supercenter
2600 Northwest Rochester Road
Topeka, KS 66617
(785) 357-4827
Updated: 6.13.12

FREEZER SPACE (frozen food lockers)
Berry’s Arctic Ice
200 North Kansas Avenue
Topeka, KS 66603
(785) 357-4466
Updated: 6.13.12
US Foodservice
4725 NW Us Highway 24
Topeka, KS 66618
(785) 233-7100
Updated: 6.13.12
D & M mnt
700 Northwest Reo Street
Topeka, KS 66617
(785) 234-2712
Updated: 6.13.12
Leonard Meat & Produce
105 Northeast Quincy Street
Topeka, KS 66603
(785) 234-6621
Updated: 6.13.12
FUMIGATION (Insects)
Schendel Pest Services
1826 South Kansas Avenue
Topeka, KS 66612
(785) 232-9344
schendelpest.com
Updated: 6.13.12
Terminix
3820 Northwest 14th Street
Topeka, KS 66618
(785) 783-0705
terminix.com
Updated: 6.13.12
Orkin Pest & Termite Control
112 Southeast Monroe Street
Topeka, KS 66603
(866) 713-9979
orkin.com
Updated: 6.13.12

Services and Supplies cont.
GENERATORS
United Rentals
5830 Southwest 19th Terrace
Topeka, KS 66604
(785) 272-6006
ur.com
Updated: 6.13.12

LOCKSMITH
Ace Locksmith
3408 Southwest 6th Avenue
Topeka, KS 66606
(785) 232-6444
acetopekalocksmith.com
Updated: 6.13.12

Sunflower Rental, Topeka
2010 SW Topeka Blvd.
Topeka, KS 66612
phone 785-233-9487
toll-free 888-942-9487
hours: 7:30-5:30 M-S 9-4 Sundays

Topeka Locksmithing Company
1400 South Kansas Avenue
Topeka, KS 66612
(785) 286-1834
topekalocksmithing.com
Updated: 6.13.12

Kansas Rental
926 Northwest Topeka Boulevard
Topeka, KS 66608
(785) 233-2222
kansas-rental.com
Updated: 6.13.12

NEWSPRINT (unprinted)
Hall Commercial Printing
1935 Northwest Topeka Boulevard,
Topeka, KS 66608-1826
(785) 233-3164
hallcommercialprinting.com
Updated: 6.13.12

Kansas Rental Inc.
5966 Southwest 29th Street
Topeka, KS 66614
(785) 272-1232
kansas-rental.com
Updated: 6.13.12
INDUSTRIAL HYGIENIST
Air Quality Assessment
10650 W 170th Ter
Olathe, KS 66062
913-962-1028
Updated: 6.13.12
Apex Environmental Consultants
14955 W 101st Ter
Lenexa, KS 66215
913-338-2739
Updated: 6.13.12

Jostens
4000 Southeast Adams Street,
Topeka, KS 66609
(785) 266-3300
jostens.com
Updated: 5/29/2012
Capitol City Office Products
108 North Kansas Avenue
Topeka, KS 66603
(785) 357-6301
capcityop.com Updated: 9/27/2012

Services and Supplies cont.
PLASTIC SHEETING
Grainger
241 Southwest 32nd Terrace
Topeka, KS 66611
(785) 267-1860
grainger.com
Updated: 6.13.12
Lowe’s Home Improvement
1621 SW Arvonia Place,
Topeka, KS 66615
(785) 273-0888
lowes.com
Updated: 6.13.12
Home Depot
5200 SW Wenger Street
Topeka, KS 66609
(785) 217-2260
Updated: 6.13.12
POLYESTER FILM (mylar)
Cope Plastics, Inc.
1751 S.W. 41st St.
Topeka, KS 66609-1287
785-267-0552,
(toll free) 800-255-2941
Fax: 785-267-7416
www.copeplastics.com
Updated: 6.13.12
Topeka Blueprint Co., Inc.
608 SW Jackson Street
Topeka, Kansas 66603
Phone: 785-232-7209
Fax: 785-232-5663
Toll Free: 1-888-291-7209
http://www.topekablue.com/contact.php
Updated: 6.13.12

PUMPS (water removal)
United Rentals
5830 Southwest 19th Terrace
Topeka, KS 66604
(785) 272-6006
ur.com
Updated: 6.13.12
Sunflower Rental, Topeka
2010 SW Topeka Blvd.
Topeka, KS 66612
phone 785-233-9487
toll-free 888-942-9487
hours: 7:30-5:30 M-S 9-4 Sundays
http://www.sunflowerrental.com/
Kansas Rental
926 Northwest Topeka Boulevard
Topeka, KS 66608
(785) 233-2222
kansas-rental.com
Updated: 6.13.12
Kansas Rental Inc.
5966 Southwest 29th Street
Topeka, KS 66614
(785) 272-1232
kansas-rental.com

Services and Supplies cont.
RENTAL COMPANIES
United Rentals
5830 Southwest 19th Terrace
Topeka, KS 66604
(785) 272-6006
ur.com
Updated: 6.13.12
Sunflower Rental, Topeka
2010 SW Topeka Blvd.
Topeka, KS 66612
phone 785-233-9487
toll-free 888-942-9487
hours: 7:30-5:30 M-S 9-4 Sundays
Kansas Rental
926 Northwest Topeka Boulevard
Topeka, KS 66608
(785) 233-2222
kansas-rental.com
Updated: 6.13.12
Kansas Rental Inc.
5966 Southwest 29th Street
Topeka, KS 66614
(785) 272-1232
kansas-rental.com

SILICA GEL
Grainger
241 Southwest 32nd Terrace
Topeka, KS 66611
(785) 267-1860
grainger.com
Updated: 6.13.12
Wolfe’s Camera Shop(FOR SMALL AMOUNTS)
635 S Kansas Ave.
Topeka, KS 66603
785-235-1386
http://www.wolfes.com/
Updated: 6.13.12
New Pig
http://www.newpig.com
Updated: 6.13.12
SOOT REMOVAL SPONGES
Quality Rubber Co.
8145 Alexander Road
Olive Branch, MS 38654-3905
662-895-7881(stock #60142, natural rubber sponge for soot removal)
Updated: 6.13.12

SAFETYSUPPLIES (protective clothing/gloves, respirators/masks)
Grainger
241 Southwest 32nd Terrace
Topeka, KS 66611
(785) 267-1860
grainger.com
Updated: 6.13.12
Lowe’s Home Improvement
1621 SW Arvonia Place,
Topeka, KS 66615
(785) 273-0888
lowes.com
Updated: 6.13.12
Home Depot
5200 SW Wenger Street
Topeka, KS 66609
(785) 217-2260
Updated: 6.13.12

Services and Supplies cont.
TRUCKS, REFRIGERATOR
M & V AUTO & TRUCK SALES & LEASING
624 S E SWYGART STREET
Topeka, KS 66607
Total Trucks: 12
Refrigerated Trucking USDOT 968887
Phone: 785-234-5596
Fax: 785-267-9636
Updated: 6.13.12
MNT INC
700 NW REO STREET STE 100
Topeka, KS 66617-1279
Total Trucks: 33
Refrigerated Trucking MC 342186
Phone: 785-234-2712
Updated: 6.13.12
OHSE TRANSPORTATION INC
2001 NW US HIGHWAY 24
Topeka, KS 66618-1445
Total Trucks: 29
Refrigerated Trucking MC 148326
Phone: 785-291-6000
Updated: 6.13.12
R H STOVER TRANSPORT SERVICES INC
1933 NW BRICKYARD ROAD
Topeka, KS 66608
Total Trucks: 11
Refrigerated Trucking MC 508722
Phone: 785-862-1006
Updated: 6.13.12
WLX LLC
1105 NW SILVERLAKE RD
Topeka, KS 66608
Total Trucks: 82
Refrigerated Trucking MC 507340
Phone: 816-746-2800
Fax: 816-746-4610
Updated: 6.13.12

TEETS FOOD DISTRIBUTION CO
1701 SW 41ST ST
Topeka, KS 66609-1275
Total Trucks: 5
Refrigerated Trucking USDOT 288204
Phone: 785-267-0921
Updated: 6.13.12
VACUUM FREEZE DRYING
Belfor
2425 Blue Smoke Court South
Fort Worth, TX 76105
817-535-6793
800-856-3333 (24 hour)
817-307-7426 (Kirk Lively, cell)
Updated: 6.13.12
WET-DRY VACUUMS
Grainger
241 Southwest 32nd Terrace
Topeka, KS 66611
(785) 267-1860
grainger.com
Updated: 6.13.12
Lowe’s Home Improvement
1621 SW Arvonia Place,
Topeka, KS 66615
(785) 273-0888
lowes.com
Updated: 6.13.12
Home Depot
5200 SW Wenger Street
Topeka, KS 66609
(785) 217-2260
Updated: 6.13.12

Disaster Response Specialists
AUDIO, TAPE & FILM RESTORATION
Vidi Pax
920 Broadway
New York City, NY 10010
800-653-8434 (Jim Linder)
COMPUTER DATARECOVERY (DISKS AND TAPES)
Excalibur Data Recovery
North Billerica, MA 01844-1900
http://www.excaliburdr.com
800-466-0893
Lab Safety Supply
P.O. Box 1368
Janesville, WI 53547-1368
800-356-0783
GENERAL RECOVERY COORDINATION
Belfor
2425 Blue Smoke Court South
Fort Worth, TX 76054
817-535-6793
800-856-3333 (24 hour)
817-307-7426 (Kirk Lively)
Utah Disaster Kleenup
13081 South Minuteman Drive
Draper, UT 84020
http://www.utdk.com
801-553-1010
Certified Disaster Services
2675 Industrial Drive, 1-3
Ogden, UT 84401
http://www.certifieddisaster.com
801-298-9666
Fax: 801-394-7942
Northeast Document
Conservation Center
100 Brickstone Square
Andover, MA 01810-1494
http://www.nedcc.org
978-470-1010 (24 hour)

MEDIA AND DATA CONVERSION
Disc Interchange Service Company, Inc.
92 George Luce Road
Waldeboro, ME 04572
http://www.discinterchange.com
207-832-5064
Video Interchange
92 George Luce Rd
Waldoboro, ME 04572
http://www.videointerchange.com
207-832-5064
MICROFILM REPROCESSING AND RECOVERY
Lab Safety Supply
P.O. Box 1368
Janesville, WI 53547-1368
800-356-0783
MUSEUM RECOVERY SPECIALISTS
Tony Rajer
P.O. Box 567
Madison, WI 53701
920-246-1407 (cell)
608-249-7042 (work)
920-465-9154 (home)
Jane Bassett
J. Paul Getty Museum
Santa Monica, CA
310-230-7177 (work)
310-826-7188 (home)
Bob Herskovitz
Minnesota Historical Society
St. Paul, MN
612-297-3896 (work)
612-698-2747 (home)

Disaster Response Specialists cont.
PEST INFESTATION (INSECTS, MOLD, RODENTS, ETC.)
Wendy Claire Jessup
Falls Church, VA 22046
703-532-0788
Thomas A. Parker
Pest Control Services, Inc.
Landowne, PA 19348
610-284-6249
Michael Trinkley
Chicora Foundation, Inc.
Columbia, SC 8664
803-787-6910
PHOTOGRAPHY RECOVERY SPECIALISTS
Debbie Hess Norris
Art Conservation
University of Delaware, Newark, DE 19716
302-831-3696 (work)
302-451-1089 (lab)
302-451-8420 (office)
302-477-0659 (home)
Jim Reilly
Image Permanence Institute
Rochester Insitute of Technoloy
Rochester, NY 14623
716-475-5199 (work)
Gary Albright
585-624-2612 (home)
THEFT
FBI Kansas City
1300 Summit
Kansas City, Missouri 64105-1362
(816) 512-8200
kansascity.fbi.gov

SMOKE DAMAGE Barry Bauman
Chicago Conservation Center
730 North Franklin Street, Suite 701
Chicago, IL 60610
312-543-1462
Minnesota Historical Society
345 West Kellogg Blvd.
St. Paul, MN 55102-1906
651-259-3000

