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• Know Your Risks

• Make a Plan (baby steps if necessary)

• Disaster Planning Tools

• KCHERN, Regional and State Cooperation

• MayDay

• Training

• Follow Up/Ongoing

Disaster Planning



Natural Causes Man-made Disasters

• Computer system failure

• Fire

• Accidental sprinkler 
activation

• Bomb threats

• Chemical accidents

• Pest invasions

• Transportation accidents 
(haz mat through town?)

• Earthquakes

• Severe Weather or 
Tornado

• Fires

• Floods

What Disasters? Your Risks



• Buildings

• Furniture and Office Equipment

• Electronic Data

• Collection Materials

• Motor Vehicles

• Property of Others- ILS / Servers/Digital 
Collections/Visiting Exhibits

Property Risks



• Walk through (and outside) the building and observe. What needs 
to be:
• Updated?

• Cleaned?

• Repaired?
• Secured?

• Moved or Recycled?
• Protected?

• Insured?

• Cooperate with Maintenance/Physical 
Plant/Administration/Boards.

• Get involved in fire inspections, and with your local firefighting 
personnel. Ask them for a walk-through.

Building/Furniture/Equipment  Risks



• Virus detections

• Password protection

• Firewalls

• Back-up plan or multiple copies in multiple locations

• Uninterruptable power supply for crucial systems

• Cooperate with IT personnel in library, in university, in 
town

Electronic Data



• Is the building covered as well as the 
collections?

• What information does the company need?

• Do you have to use certain restoration 
companies?

• Is your institution pre-registered with a disaster 
recovery service?

Insurance



• Water

• Mold

• Pests

• Environmental Controls

• Fire Protection

What do you need in place to deal with 
risks? Skills, supplies, contacts …?

Collection Materials





• Chuck covers entire state so his schedule is booked for a few months; 
get on his calendar!

• He covers all types of organizations/buildings

• All-hazard assessment of risk

Building security

Emergency operation plan

Business continuity plan

Cybersecurity

• Several trainings/presentations such as Active Shooter, Cyber Security, 
and See Something, Say Something

• Services are free!

• Non-regulatory; non-binding!

Homeland Security



Next step--As you identify 
hazards/risks, develop or update your 
disaster plan



“When you have a great and difficult 
task, something perhaps almost 
impossible, if you only work a little at a 
time, every day a little, suddenly the 
work will finish itself.”—Isak Dineson



• Phone tree

• Site map

• Pocket Plan

• Disaster Plan

• Disaster Kit--Supplies

• Train!

• Follow Up!

Plan!—Putting Together the Pieces



Resources for Planning/Collaborating

http://kansaschern.wordpress.com/

Kansas Cultural Heritage Emergency 
Resources Network (KCHERN)

http://kansaschern.wordpress.com/














“Photoshopped” Site Plan





http://kansaschern.files.wordpress.com/2010/03/imlspocketplan.pdf

Pocket Plan

http://kansaschern.files.wordpress.com/2010/03/imlspocketplan.pdf








Other Disaster Plans



http://www.dplan.org/default.asp



http://calpreservation.org/wp-
content/uploads/2013/05/CPTF_disaster_plan_2
003.pdf

PSU Plan Based on …

http://calpreservation.org/wp-content/uploads/2013/05/CPTF_disaster_plan_2003.pdf




License to Preserve

https://www.youtube.com/watch?v=YG332UZIXxo

A Little Video Action

https://www.youtube.com/watch?v=YG332UZIXxo
https://www.youtube.com/watch?v=YG332UZIXxo


Disaster Kit

http://blogs.lib.ku.edu/spencer/tag/disaster-kit/



Disaster Supplies
3 X 5 cards 
Caution tape 
Clipboard 
Clothes pins 
Disposable aprons 
Disposable boots 
Duct tape 
Fishing line 
Flashlight/batteries 
Garbage bags 
Grease pen 
Leather gloves 
Lysol disinfectant 
Masking tape 
Newsprint (interleave pages of wet books) 
Paper towels (interleave pages or clean up) 
Particle masks 
Permanent marker 
Plastic sheeting 

Quart zip-lock bags 
Rubber gloves 
Scissors 
Small bucket 
Sponge 
Terry cloth towels 
Utility knife 
Safety goggles 
Disaster Assessment forms 
Notepad or Scratch paper 
Heritage Preservation Emergency Response 
and Salvage Wheel 
Safety Goggles 
Yellow/Purple Wristbands (Mailroom only) 
Camera (Mailroom only) 
Hardhats (Mailroom only) 
Collection Movement Form (Mailroom only) 



http://www.nps.gov/museum/publicati
ons/conserveogram/21-02.pdf

http://www.nps.gov/museum/publications/conserveogram/21-02.pdf


“It’s important to remember the payoff—every 
dollar spent on mitigation/prevention saves an 
average of four dollars on recovery!” (COSTEP 
Starter Kit, Handbook for Cultural Community, 
2009). 

Preparation will make a difference in any 
disaster, no matter the size.

We only use 10-20% of our brain in an 
emergency situation.  Training will help you be 
more effective.



Reveals any weakness in your plan

Find out resource gaps

Improves coordination efforts

Clarify roles and responsibilities

Improves staff confidence and performance in an 
emergency

Allows staff to give input

Training



Training



“Masters of Disaster”—K-State



Five  station hands on activity
• Station one – Collection priorities

• Station two– Covering with plastic, who do you call?

• Station three— Drying items

• Station four –Boxing items and collection movement form

• Station five– Packing a pallet

Hands on training 



#1 Red, #2 Blue, 

#3 Green, #4 Black

Station one- Collection Priorities



Station Two - Training to cover with plastic… A museum's best friend…..



1. Someone gathers fans and locates table space or floor space to dry out 
the water damaged materials.

2. Another person puts down blotter paper or clean newsprint on the 
tables or floor where the wet materials will be placed.

3. Another person gathers carts to move materials from wet location to 
drying stations.

4. Stand the bound volumes upright on their top or bottom edge and open 
the covers to about a 90 degree angle or is in a wide "V".  Fan the pages 
out as much as possible to allow for maximum airflow.

5. Exceptions: If a volume will not stand up or has glossy paper, lay it on 
its side and interleave the pages of the text block with paper towels.

6. Rotate standing volumes from their top to bottom edges every few 
hours as they are drying so that the paper dries evenly.

Station three- drying items



Station three – drying items

EXCEPTIONS: INTERLEAFING  for Clay paper, Paperbacks or soaking wet 
items that cannot stand up by themselves



• Cover books and equipment with plastic sheeting

• Remove wet and damp books

• Wipe down all wet shelving under plastic to prevent mold.

• Be on the lookout for books with glossy pages as they fuse together 
fast.  Make these a higher priority.

• Many books are dusty. Do not try to wipe the dust from the books 
when water is present. It grinds the dirt into the pages and creates 
mud.

• Water in special collections -- If boxes get wet, remove immediately 
from disaster and remove contents. If the boxes are not too wet, it is 
possible the file folders and contents are not wet at all so these can 
then be set aside for return.

Water Damage Tips



Station four
Pack ten to twelve books per box lined with plastic or 
garbage bags. Wet books are heavy and care should be 
taken not to make the boxes too wet. 

Pack the books spine down and fold a piece of freezer paper 
(shiny side in) around every other book, with edges toward 
the top of the box. Edges of the book should come to within 
no more than 1" of the top of the box. 

Do not pack tightly, but avoid extra space which could 
cause slumping.  Do not pack them too tightly because wet 
paper-based materials will often continue to expand. If 
extra space remains in the box, support the books with 
crumpled paper or Styrofoam peanuts. 

Wet books should not be packed flat if at all possible 
because the weight will damage the bindings of the books 
on the bottom.

Items should be placed on pallets. No more than two high 
due the weight of the materials.



Station four



Station five- arranging boxes on a pallet



Remember to acknowledge staff

Collection Disaster Staff Training
Willie Wildcat

is officially a Master of Disaster!

Training completed: Sept. 2014

Thanks for taking time to hone in on you super hero 
powers to protect our collections. 



Hands on Training- Recovery workshop 

Getting donated items wet 
and practicing drying and 
recovery techniques



Table Top Scenarios
Theses can be done in a variety of settings
• Monthly/ weekly staff meetings
• Once a year
• Quarterly

Include staff, 
custodial, board 
members, 
volunteers, etc. 



Table top exercises

Scenario #1 Tornado or Fire Drill

Scenario #2 Water leak from Fire Suppression 

Scenario #3 Reports of loud and heated argument s

Scenario #4 Building was closed for a fire.  What is the first thing to do after 
the building is cleared for safety.

Scenario #5 Leak from Toilet in  the floor above what to do with the section 
of books

Scenario #6 Someone set  a book drop on fire—what to do?

Scenario #7 Tornado hit the building. 85% of the windows are gone or 
shattered.  No central heat or air



Table Top Example Scenario

It’s 4:30pm on the first Friday of the so-called Spring Semester.  
Heavy snow has been falling for 9 hours since a record-breaking storm coated campus 
roofs with 5 inches of ice.  
A student reports water flooding the women’s restroom floor adjacent to the Hemisphere 
room entrance at the same time that Lisa calls in water pouring over the computers 
stored in 414.
Building Services Administrator has been laid up after a bad sprain from falling on ice.

What are you going to do?
Take 10 minutes to brainstorm all the things that need 
to be done.  
Spend 5 minutes rank ordering the top three things 
that need to be done first.



Table top exercise 

Workshop Handout: http://kansaschern.wordpress.com/before-disaster/

http://kansaschern.wordpress.com/before-disaster/


Scenario Training Resources

Scenarios, Level of Collections Emergency 
http://www.loc.gov/preservation/emergprep/plan/scenarios.pdf

Preservation Planning Tool: Table top Planning Scenarios, Level of Collections 
Emergency
http://www.loc.gov/preservation/emergprep/plan/scenariosII.pdf

Kentucky Cultural Heritage Mock Disaster Tabletop Exercises
http://history.ky.gov/pdf/CommunityServices/Rehearsing%20for%20Disasters%2
0%28Knoer%29%20-%20Berea%20talk.pdf

http://history.ky.gov/pdf/CommunityServices/pilot%20scenario2%20-
%20handout%20for%20debriefing.pdf

http://www.loc.gov/preservation/emergprep/plan/scenarios.pdf
http://www.loc.gov/preservation/emergprep/plan/scenariosII.pdf
http://history.ky.gov/pdf/CommunityServices/Rehearsing for Disasters (Knoer) - Berea talk.pdf
http://history.ky.gov/pdf/CommunityServices/pilot scenario2 - handout for debriefing.pdf


Partner with other cultural heritage institutions in 
your area/ region. You can help each other in a 
regional disaster situation or provide assistance 
when only one institution has a disaster.

Partner with local emergency response agency-
have them tour your institution. Let them know 
of your priorities and needs. 

Other training ideas



Actual Disaster Recovery-
testing the plan



Disaster Recovery



Do not enter disaster area without protective gear.  Protective gear available 
in the disaster bins.  

Rubber boots over shoes: Do not go into standing water without them.

Hard hat: Ceiling tiles might fall on you.  Protect your head.

Rubber Gloves: Avoid cuts or exposure to mold or dirty water.

Aprons: To keep your clothing clean, and safe from possible toxins.

Safety goggles:  to protect your eyes from splashing or other possible 
dangers.

Face masks: to protect your lungs from mold or chemicals. 

Safety First !!



Don’t need to invent the wheel!!

Salvage of water damaged materials  (all types)

http://www.connectingtocollections.org/wp-content/uploads/2013/03/11-
Salvage-of-Water-Damage.doc

Salvage at a Glance

http://www.connectingtocollections.org/wp-content/uploads/2013/03/10-
Salvage-at-a-Glance.doc

Drying techniques for water damaged books and paper

http://www.connectingtocollections.org/wp-content/uploads/2013/03/12-
Drying-Techniques.doc

Recovery resources

http://www.connectingtocollections.org/wp-content/uploads/2013/03/11-Salvage-of-Water-Damage.doc
http://www.connectingtocollections.org/wp-content/uploads/2013/03/10-Salvage-at-a-Glance.doc
http://www.connectingtocollections.org/wp-content/uploads/2013/03/12-Drying-Techniques.doc


Follow Up!

https://www.fema.gov/preparedness-0



Follow Up!



Webinars-- Connecting to Collections 

Exercising your plan

http://www.connectingtocollections.org/exercisingyourplan/

Writing a Disaster Response Plan

http://www.connectingtocollections.org/archiveresponseplan/

Risk Evaluation: First Step in Disaster Planning

http://www.connectingtocollections.org/archiveriskevaluation/

Additional resources

http://www.connectingtocollections.org/exercisingyourplan/
http://www.connectingtocollections.org/archiveresponseplan/
http://www.connectingtocollections.org/archiveriskevaluation/


http://upload.wikimedia.org/wikipedia/commons/3/34/Double-Rainbow.jpg



If you are indoors when the tremor begins, stay there. Get under a desk or 
table, or stand in a doorway or corner. If possible, direct all patrons and staff 
to take shelter under tables or other solid objects. 

Keep away from windows, book stacks, and areas where falling glass, 
books, plaster or debris could cause injury. 

Do not use elevators! 

If you are outside, get into an open area away from trees, buildings, walls, 
and power lines. 

Wait for the tremor to subside and for any falling objects to rest before 
leaving shelter. 

Be prepared for aftershocks. After shocks are usually smaller than the main 
quake but may be large enough to do additional damage to structures 
weakened during the main shock. 

Earthquakes ??


