Counter Disaster Planning

Template for the development of a counter disaster plan for institutions that collect documentary heritage materials
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[image: image7.png]Pack all books spine down.

o (e
Pack books in single row.
|
Pack books snugly.
[T \yc(n

Paur oversize books flat
with largest on the bottom.

= |




 Photograph by Leif Ekstrom (SLQ)
This document has been produced by the State Library of Queensland’s Collection Preservation program for libraries within the Queensland Public Library network and other cultural institutions to assist with their development of a counter disaster plan for collections held within their facilities.
The following is an adaptation from the State Library’s Collections Counter Disaster Plan into template form to allow public libraries to adapt their requirements for planning prevention, preparedness, response, recovery and post recovery procedures.  The template is based on a medium to large library but can be tailored to meet the needs of smaller libraries or cultural institutions.  The template can be revised to suit each institution by overtyping the following Word document.  You may also wish to remove elements of the plan that are not applicable to your institution.
We value your input and your feedback on ways to improve the template are welcome and can be sent to conservation@slq.qld.gov.au .
State Library of Queensland has the major responsibility of collecting, arranging, preserving and making accessible Queensland’s unique documentary heritage. This vast collection of often irreplaceable historic materials are held in the John Oxley Library and captures the history of Queensland across a diverse range of formats. One of the key strategies for the preservation of this material is contained in our Counter Disaster Plan. It has an emphasis on preventing damage from catastrophe while ensuring comprehensive preparedness should disaster strike and risk mitigations are unsuccessful. 
 
The following Counter Disaster Planning template has been developed by State Library’s Collection Preservation team in conjunction with key internal stakeholders after drawing on our own experiences in dealing with disaster scenarios along with those of our colleagues in the Galleries, Libraries, Archives and Museums (GLAM) sector. We have provided this template as part of our leadership role to the public library network in Queensland and also to share with our colleagues across the GLAM sectors. I hope you find this a useful guide which can assist you to tailor or make subtle changes to your existing counter disaster plans or may give you the incentive to develop a counter disaster plan if your institution is yet to do so.   
Vicki McDonald 
 
State Librarian and Chief Executive Officer 
State Library of Queensland  
The [insert Agency name]
Counter Disaster

Plan

[insert year]
[Insert Agency name] – Collections Counter Disaster Plan [insert date and year]
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Emergency - Immediate Actions

	
	PROCESS
	
	OWNER
	
	COMMENTS
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	A critical incident that has potential to or is damaging collections is noticed 
	
	Staff/Security who notice the damage 
	
	E.g. water leaks 

	
	
	
	
	
	

	
	Where practicable - take immediate remedial actions to prevent damage – e.g. cover the material with tarpaulins from disaster kits or move the material from the affected area

Seek assistance of staff in the immediate area  
	
	Staff/Security who notice the damage
	
	Disaster Kits are located [insert location of disaster kits]. Maps to locate the nearest kit can be found at [insert location of maps]. There are [number of] kits in total. 

There are fire hose and hydrant stations [insert location/s of this equipment]
Major incidence disaster store is on level [insert location]

	
	
	
	
	
	

	
	Contact [insert Agency’s name] Facilities Management [insert Facilities Managers name and internal and a/h tele number
(backup) internal and a/h tele number]
[Insert Security Telephone Detail]

	
	[Insert Agency’s name] Facilities Management 
	
	Facilities Management (FM) is the first point of contact for critical incidence -  

On 24 hour call 

FM to isolate source of causation of damage or threat.
FM to determine if it is safe for staff to enter affected area

Building owner FM resources brought in as required (Heavy duty cleaning equipment etc)  

	
	
	
	
	
	

	
	[Insert Agency’s name] Facilities Management will assess if the incident is a risk to the collections and if so contact Disaster Recovery Coordinator (DRC)
[insert DRC name and internal and a/h tele number]
 (backup)[ insert  name and internal and a/h tele number]
	
	Disaster Recovery Coordinator 
	
	Disaster Recovery Coordinator (DRC) is the coordinator of the [insert Agency’s name] Counter Disaster Plan - On 24 hour call

FM and DRC would liaise to establish scope of threat or damage. This would determine number of disaster response team leaders and members required  

	 

	
	Disaster Response Plan is implemented by DRC  if required 

	
	Disaster Recovery Coordinator
	
	See Counter Disaster Plan for Disaster Response Team Leaders and Team Members

DRC to determine appropriate recovery/salvage site and roll out of equipment and consumables commensurate with disaster level.

	

	
	Disaster Teams allocated

 at three levels including 

retrieval, sorting and recovery 


	
	Disaster Recovery Coordinator


	
	3 team leaders and their team members commence the respective response processes

Follow the developed treatment procedures for type of damage, level of damage, type of media

External service providers contacted as required – external salvage site, industrial freezer, restoration equipment providers 

	 
	
	
	
	
	
	

	
	Briefing provided to the [insert Head of Agency] 
	
	[Insert Agency’s name] Facilities Management and Disaster Recovery Coordinator 


	
	[Insert Agency’s team responsible for] marketing and communications may be required to develop a press release if the incident is substantial and will impact on services to clients

	
	
	
	
	
	
	

	
	Provide a briefing to staff on the impact of the incident and implement the Business Continuity Plan if Maxiumum Acceptable Outage has been surpassed  
	
	Chair, Crisis Management Team 


	
	Follow the procedures of
 the Business Continuity Plan (BCP) in relation to impact on staff and services provided to clients. 

The BCP  - Crisis Management Team listing maintained by: [insert name and internal and a/h tele number]

	
	
	
	
	
	
	


CIRCULATION

	CIRCULATION version 1 contains personal & operational

 (in-confidence) details 

	
	Date

	[Insert names and positions of key staff who would receive the plan] – e.g.
	
	

	Manager, [insert Agency’s name] Facilities section
	
	

	Disaster Recovery Coordinator
	
	

	Senior Conservator (if applicable)
	
	

	Disaster Response Team Leaders
	

	
	
	

	
	
	

	
	
	

	Chair of Crisis Management Team (if applicable)
	
	

	[Insert Agency’s name] records section
	
	

	Disaster Plan Stakeholder Group 
	
	

	Director, [insert Agency name]
	
	


	CIRCULATION  version 2  personal & operational
 (in-confidence) details removed

	
	Date

	Intranet [insert Agency name]
	 

	
	


RELATED [insert AGENCY name] DOCUMENTS

Examples below

	INTERNAL

	TITLE
	LOCATION

	Business Continuity Plan
	

	[Insert Agency name] Risk Profile – [insert financial year date]
	

	[Insert Agency name] Communication Plan
	

	[Insert Agency name] Emergency Procedures Manual
	

	Preservation procedures
	

	
	Handling procedures for [insert Agency name] Collections
	

	
	Integrated pest management procedures
	

	
	Quarantine procedures for incoming material
	

	
	

	EXTERNAL
	

	[Insert relevant Government department name] Disaster Management Plan 

	

	MOU  - [insert name of other collaborative institutions] Cooperative  with [insert relevant] Government Department
	


DOCUMENT CONTROL
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1. Executive Summary

See State Library of Queensland example below
In the last two decades, there have been numerous incidence of disaster that has impacted upon State Library collections. These have included but not limited to water incursion, contamination, and mould outbreak. This document being the State Library of Queensland’s Collections Counter Disaster Plan is directly aligned to and sits below the Business Continuity Plan of the State Library. It has been developed to ensure that any given disaster scenario impacting on or potentially impacting on the SLQ Collections could be anticipated and/or prepared for through: 

· proactive coverage of reasonable steps to prevent or mitigate a disaster 

· risk assessment and preparedness for potential disasters impacting on State Library to varying degrees  including documenting listings of staff resources, consumables and equipment that are on-site or can be quickly made available from external vendors
· prioritisation and mapping of the collection to inform the Disaster Recovery Coordinator of the sequence for recovery and level of  treatment that  will applied to the collections affected   
· procedures for response including evacuation procedures and implementation of the recovery process regardless of when it occurs if and when a disaster unfolds and

· post-recovery procedures to maximise recovery of affected State Library collections and the speedy return to pre-disaster business operations. 
The principles of prevention, preparedness, response, recovery, and post recovery detailed in the plan are succinctly written as a basis for taking action and making decisions. Testing of the plan is completed annually during training sessions for Disaster Recovery Teams. A two pronged leadership approach is taken whereby the Manager, Facilities (SLQ) and the Disaster Recovery Coordinator (DRC) combine their respective roles to ensure an effective implementation of the Counter Disaster Plan. 

State Library has taken reasonable steps to declare the organisation is prepared for disaster.    

2. Introduction
See State Library of Queensland example below
The State Library of Queensland Collections Counter Disaster Plan has been developed by the SLQ, Collection Preservation Unit. 

The current plan has been re-written to be concise and to present, in easy to follow logical steps, practical means of adopting preventive strategies to protect the collections should a disaster occur or present a potential risk to collections. Additional details and other information are included in the Attachments section for reference as required.  
3. Scope 

See State Library of Queensland example below
The Collections Counter Disaster Plan will apply to all events that could or are affecting collections of the State Library of Queensland. The principles for response will remain consistent regardless of the disaster’s scale. Other events not affecting collections are addressed in the State Library of Queensland Risk Profile – 2010-11. Similarly safety of visitors, staff and clients are not covered by this plan but by the SLQ Emergency Procedure Manual. 

Coverage is given to the prevention and preparedness for disaster planning of State Library collections in physical and digital formats wherever they may be located. Where there may be variations due to the location of collections e.g. Cannon Hill or Southbank these will be addressed specifically in the plan. The Cairns Office does not have collections and therefore is not covered by this plan.
Collections on loan to the SLQ will be covered in this plan with their prioritisation for recovery at a high level. Their protection and salvage requirements are also covered in existing loans contractual agreements. 
4.  [Insert Agency name] Counter Disaster Plan Command Structure

Diagram 1 summarises where the [insert Agency’s name] Collections Counter Disaster Plan sits schematically within the disaster preparedness and planning structure for the [insert name of agency]. 

Diagram 2 summarises the Relationship of the [insert Agency name] Collections Counter Disaster Plan to the [insert Agency name] Business Continuity Plan (at insert date)  

Diagram 3 summarises the [insert Agency name] Disaster Plan Stakeholder Group Structure and Membership  
Insert diagram on Command structure – diagram 1below is guide only

Diagram 1:  Disaster Plan Command Structure
	Disaster Plan Command Structure 
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Diagram 2:  Summary of the Relationship of Collections Counter Disaster Plan to Business Continuity Plan (insert date) 
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Disaster Plan Stakeholder Group Structure and Membership 

When collection material is affected in a significant disaster, the Disaster Plan Stakeholder Group   (DPSG) will be on call to assess the scale of the disaster, response strategy, and confirm recovery prioritisation from which the Disaster Recovery Coordinator will implement the response plan.    

The (DPSG) sits directly under the Crisis Management Team and is specific to the protection and recovery of collections of [insert name of Agency]. It comprises the Disaster Recovery Coordinator as the Chair; Manager, Facilities [insert Agency name]; Senior Conservator (if applicable); Collection Management representation: General Reference (if applicable).
There is also a Collection Access representative to provide for management and guidance on collection logistics.

Should the scale of a disaster be substantial, and additional disaster response team members are required, the [insert Agency name] Volunteers Coordinator would be contacted to assess [insert Agency name] volunteers available at the time to supplement the recovery effort. 

All media liaison and ICT issues will be referred to the Crisis Management Team which oversees the (DPSG) progress.   

[Insert position name and contact details of your Agency]  See example below.

	Position
	Name
	Telephone (business hours b/h; after hours a/h)

	Disaster Recovery Coordinator and Chair DPSG
	Lead, Preservation
	B/H: 

A/H: 

M:  

	Facilities Management and Liaison [insert Department/ Council name] 
	Manager, [Insert Agency name]Facilities 
	B/H: 

A/H: 

M:  

	Volunteers’ Coordinator (if applicable)
	Volunteers’ Coordinator
	B/H: 

A/H: 

M:

	Priority Assessment Published Materials 
	Manager, Published Materials 
	B/H: 

A/H: 

M:

	Priority Assessment Original Materials 


	Manager, Original Materials
	B/H: 

A/H: 

M:

	Priority Assessment Reference Collection  

Visitor Experience
	Executive Manager

Visitor Experience 
	B/H: 

A/H: 

M:

	Priority Assessment Public &Indigenous Library Services Collections 
	Operations Manager

P&ILS 
	B/H: 

A/H: 

M:

	Priority Assessment
Records Management, (Facilities) 
	Records & eDRMS Project Officer
	B/H: 

A/H: 

M:

	Logistics Officer


	Collection Maintenance Coordinator 
	B/H: 

A/H: 

M:


Diagram 3  Disaster Plan Stakeholder Group Relationships 
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5. Prevention 

5.1 Risk Assessment

‘Risk assessment is the process used to determine risk management priorities by evaluating and comparing the level of risk against predetermined standards, target risk levels or other criteria. It is an essential part of preparing for emergencies by enabling people involved in emergency management to rank how likely an emergency event is to occur, as well as how severe it could be.’ 

The approach adopted in the [insert name of Agency] Collections Counter Disaster Plan is an ‘All Hazards’ approach. The All Hazards approach concerns arrangements for managing the large range of possible effects of risks and emergencies. This concept has been adopted as a large range of risks can cause similar problems. For example collection items damaged due to fire, leaking air conditioning, flooding and cyclones will all most likely have water damage and the initial approach to their recovery and salvage will be the same. Similarly collections damaged by insect infestations, mould and inherent vices will have physical damage and all present similar occupational health and safety issues.
The primary purpose of risk management within the [insert name of Agency] is to provide adequate information so that the organisation can determine its level of risk acceptance and to add value to business, identify opportunities for improvement and increase scope in terms of client and product.

Key elements of risk management for the [insert name of Agency] pertaining to collections are summarised below. How these risk levels and consequences have been derived are included in Attachment 3.
See State Library of Queensland’s example below

Table 1: Key elements of risk management for the State Library of Queensland pertaining to collections
	
	Risk
	Owner
	Likelihood
	Consequence
	Risk Level
	Treatment*

	Collections

	3
	Mechanical Services failure, resulting in an inability to maintain environmental standards which result in damage to SLQ collections and those on loan from other institutions
	DCSC

DCS
	Unlikely
	Major
	M 60
	Accept

	Disasters

	11
	Impact from a range of disaster incidents resulting in damage to collections, people or other assets, including: 

· Mould outbreak damage

· Water damage from faulty internal plumbing, cyclones (flooding), lightning strikes, hail

· Pest infestation damage

· Power failure

· Earthquake

· Fire

· Chemical contamination
	DCSC

DCS
	Possible
	Moderate
	M 60
	Accept

	13
	Contingency plans do not continue to be maintained, resulting in the significant loss of library services or collections in the event of a major disaster
	DCS

DCSC
	Unlikely
	Moderate
	M 50
	Accept


*Treatments: ‘Accept’ the risk level (continue the current mitigation strategies in place), ‘Reduce’ it (put new strategies in place to reduce the risk level), ‘Transfer’ it (e.g. insurance) or ‘Avoid’ it (stop doing it) 

5.2 Incident Register
In addition to knowing what risks might impact on a collection it is important to document what events/ occurrences have occurred as this will inform future reviews of the Collections Counter Disaster Plan. 

What events have impacted on the [insert name of Agency] collections is most readily identified from the [insert name of Agency] Incident Register. Documented incidence reports will be stored in the electronic document record management system at file number (if applicable). The Incident Reports will be the basis for future prevention strategies and ensure continuous improvement of the Collections Counter Disaster Plan. 
A copy of the Incident report template can be found as Attachment 4.
5.3 Risk Monitoring 
In addition to recording extra-ordinary incidents, e.g. January 2011 inundation (Attachment 5) which effect the preservation of the [insert name of Agency] collections all staff who regularly work with collections will be tasked to identify any potential risk to collections and notify relevant Preservation staff. Staff working with collections will have received training by the Senior Conservator [if applicable] twice yearly in the early identification of risks to collections.  Examples of these risks include early identification of: frass from insect activity, mould spore activity, tide marking of water trails or water drips. Upon identifying any risk to collections the Disaster Recovery Coordinator will implement necessary mitigation procedures.

The [insert Agency’s name] Facilities Manager has ongoing Bureau of Meteorology RSS feeds to keep abreast of weather warnings affecting the Brisbane metropolitan (if applicable) area.  

Priority Collections & items

A component of risk management is also knowing what areas and collection items would be considered the priority items in the [insert name of Agency] collection.  A readily replaced paperback would not have the same priority for salvage as an original manuscript from the Queensland Memory collection.  As a consequence, the [insert name of Agency] is committed to maintaining an accurate listing of priority collections (refer Attachments 1 & 2). 

The existing priority list and updated versions will be submitted by the Disaster Plan Stakeholder Group for approval by the Collection Management Group and amended as new priority collections/items are acquired.  This information will be reviewed yearly for accuracy using a random sample approach.
Building Management System

The [insert name of Agency] Building Management System (BMS) controls and monitors the building’s mechanical and electrical equipment.  The system is also programmed to monitor the Brisbane River level (if applicable) in the Pump Room.  This information and associated alarms are used to activate the Evacuation of Collections Procedure (Attachment 6). 
The [insert name of Agency] Business Continuity Plan includes information on Maximum Acceptable Outages (MAO).  Uninterrupted power supplies (UPS) are only located in identified critical zones and include power supply to the ICT servers and mechanical services.
The Facilities Manager and Conservation staff will monitor the performance of mechanical services to ensure that specified climatic controls for collections are maintained and promptly attended to if they go into alarm mode.   

Pest Monitoring

[Insert name of Agency] has an active Integrated Pest Management (IPM) Program. Monitoring occurs throughout the facility.  There are [insert number of] monitoring points throughout the [insert name of Agency] facilities.  Results from this monitoring program are used to immediately inform the pest contractors for the appropriate pest treatment.

An active and effective Quarantine program is in place and greatly minimises the outbreak of pests, mould and other contaminates into the building proper.

Other Identified Potential Risks

Before, during & after events which pose a risk to the building and its collections, an inspection and where necessary preventive actions will be carried out by the Disaster Recovery Coordinator (DRC) or designated response team member to mitigate the risk.  Additionally Preservation staff will incorporate inspection and monitoring of identified risks in the [insert name of Agency] facilities with particular focus on collection areas and areas adjacent to collections including air-conditioning leaks, relative humidity fluctuations and temperature changes.
These risks would include but are not limited to storms, torrential rain, maintenance crews, refurbishment etc.  Where there are building works scheduled the [insert name of Agency] Facilities Manager will advise the DRC of these works and any preventive actions that may need to be implemented.

Annual Housekeeping and Maintenance Audit

The yearly housekeeping and maintenance audit is carried out annually by the Disaster Recovery Coordinator (DRC) in conjunction with Facilities Manager to review building status and its capacity to deliver on a disaster resistant, stable environment for the protection of collections.

Attachment 7 lists areas and activities to be included in the Annual Housekeeping and Maintenance Audit

Fire suppression systems 

[Insert name of Agency location]
Water based fire suppression systems are in place in the car-park (if applicable) and deluge systems that are installed over glazing that are thoroughfares to emergency exits.

There are inert gas fire suppressions systems in place in the ICT server room and repository (if applicable). 
VESDA (Very Early Smoke Detection Apparatus) systems are located throughout the building (if applicable).  These detectors are integrated with the [insert name of Head Officer Security] and CCTV monitoring systems and sample air quality every 15 seconds and can detect a pending fire pre-ignition.  Maintenance of these detection and suppression systems is carried out by [insert Head Government Agency name] (Facility Maintenance).
[Insert name of second location if applicable]
Fire suppression at [insert second location detail] consists of water primed overhead fire sprinklers.  No inert gas fire suppression systems are installed. Maintenance and compliance with legislation are managed through [insert name of Agency] Facilities Management. 
6. Disaster Preparedness 
Preparedness covers the variety of measures designed to ensure that, should an emergency occur, communities, resources and services are capable of coping with the effects.  These measures include different resources, services, and actions.

Key components of preparedness include:
6.1 Currency

Currency of information is critical to ensure the success of the Counter Disaster Plan.  The Counter Disaster Plan is to be reviewed and updated regularly on:

· a yearly basis 

· post a significant event such as the 2011 Brisbane weather event that resulted in extensive flooding and
· post any relevant and organisational structure changes.
The Counter Disaster Plan procedures including the Deluge System overflow Procedures (Attachment 13) and the Evacuation of Collections Program (Attachment 6) will be updated annually by the Disaster Recovery Coordinator corresponding with training/refresher training of Disaster Response team members.  Key service providers both internally (eg, Attachment 8 disaster team members) and externally (eg, Attachment 9 Vendors Providing Recovery Equipment and Services) will be updated bi-annually. 

The Counter Disaster Plan will be circulated to the Manager Facilities, Disaster Recovery Coordinator, Senior Conservator (if applicable), Disaster Response Team Leaders, and the [insert name of Head of Agency].  An updated copy will also be kept with [insert name of Agency] central records.

6.2 Supplies
Internal

Materials, supplies and equipment to combat or assist in the prevention or mitigation of damage from a disaster will be located (Attachment 10) in portable containers (kits) to assist in the initial response to a disaster incident which is affecting or has affected the Collection.  These kits will be in addition to standard emergency equipment located throughout the [insert location of Agency’s} facility.  This approach will reduce the need for moving kits from floor to floor (if applicable) and across locations and minimise critical response times in the event where it is safe to respond to a disaster incident to prevent further damage to the Collection.
Where there have been consumables/equipment deployed in response to an incident, Preservation unit (if applicable) will take inventory of all consumables and equipment held in disaster kits and stores and implement procurement for replacement or servicing as required within 5 working days.  

External
In addition to equipment, materials and consumables on hand additional supplies are available from other Vendors Providing Recovery Equipment and Services (Attachment 9).
6.3 Personnel 

All [insert Agency name] staff are responsible in some form or other for the reporting of potential risks to [insert Agency name] collections.  Staff working with collections will have received training by the Senior Conservator (if applicable) twice yearly in the early identification of risks to collections.  Upon identifying any risk to collections the Disaster Recovery Coordinator and/or the Senior Conservator (if applicable) will implement necessary mitigation procedures before an incident report is required.

Disaster Recovery Coordination and Disaster Response Teams (ATTACHMENT 8)
Other individuals will have accepted specific roles in the [insert name of Agency]’s Disaster Response and Recovery teams.  These Disaster team staff would respond in the event of a disaster and are trained on a regular basis as to what is required of them.

These include:

· Disaster Recovery Coordinator is responsible for: contacting members of the Disaster Recovery Team (leaders and their teams) and assessing the number of volunteers needed; organising recovery, sorting and salvage and drying areas; coordinating the purchase and hire of equipment; briefing the Recovery Teams and responding to enquiries from the Disaster Recovery Leaders; overseeing the entire Recovery operation (retrieval and salvage); and up-dating the Counter Disaster Plan in the post-disaster recovery stage.

· Disaster Recovery Coordinator (Back Up and Senior Conservator [if applicable]) will deputise if the Disaster Recovery Coordinator is unavailable.  The position will also coordinate the urgent conservation treatment of collections deemed [insert Agency name] “Treasures” and significant collections on loan.      
· Facilities Manager has the responsibility for all facility related issues prior to or during an incident/ disaster including liaison with [Head Government Agency] (building owner) facilities management and emergency services in attendance to confirm the building is safe for the staff to enter the building.  
· Evacuation team/s will called in where a situation necessitates evacuation of equipment and stock which is at a likely risk of be being subject to damage.  
· Disaster Recovery Team Leaders are responsible for: guiding the Recovery Team/s in the correct handling of collection material and following procedures outlined in the Counter Disaster Plan.  They are also responsible for implementing an efficient and effective recovery operation designated to them by the Disaster Recovery Coordinator.  The Disaster Recovery Team Leaders must be available onsite to make assessments and appropriate recommendations on the best method/s to employ to stabilise objects throughout the Collection Recovery Operation.
· Disaster Recovery Team/s are responsible for: taking instruction from the Disaster Recovery Team Leaders to implement a recovery operation and drawing on their Disaster Recovery Training to successfully retrieve, sort and salvage collection material. 
· Health & Well-being Coordinator is responsible for liaising with the Disaster Recovery Coordinator to ensure that disaster responders remain positive, receive encouragement and ensure that there is appropriate acknowledgement of even the smallest ‘wins’ during and post recovery.  The 2011 flood experience demonstrated that disaster responders may be called on to work in unsavoury conditions and for extended periods of time.  This work may impact on an individual’s health and well being and the overall safety on site.  It is essential that this aspect of managing people be given a priority in the recovery response process as often the individual is too caught up in the moment to be aware of the toll it may be taking.  Responsibilities of this position would also include ensuring workers take necessary breaks away from workstations and ensure ready availability and access to drinking water and other sustenance is available away from the work stations. 

This position is essential to a successful recovery process and would normally be a responsibility within the Disaster Recovery Coordinator’s mandate however when a protracted response is required the role of Health and well-being Coordinator/overseer is to be delegated to a team member working with the Disaster Recovery Coordinator. 

6.4 Training 

Training of all relevant and involved staff is critical to the implementation of the [insert Agency name] Collections Counter Disaster Plan. Training of disaster response teams and members will occur on a yearly basis. The module for this training is documented in Attachment 12.
7. Disaster Response
7.1 Immediate Response

When an event large or small occurs that has the potential to or is damaging collections is noticed, it is necessary for staff present where practicable to take immediate remedial actions to prevent the damage – e.g. it is necessary in the event of water incursion that actions be undertaken to cover the material with tarpaulins from disaster kits or move the material from the affected area. 
To assist staff on hand in the process to be followed Recommended Immediate Actions are included after the cover page in this document and also as Attachment 12.  This document complements other advices distributed throughout [insert Agency name] collection storage areas (if applicable).
Priorities
Significant collections will be identified by the Priority list (Attachment 1 & 2) and where possible, will be attended to first.  Affected and most vulnerable collections of the highest priority will be sent directly to the Conservation unit.  If not applicable refer to list of private conservators on AICCM website.
Particular attention is to be paid at all times to ensuring priority items and items at risk of further damage are attended to first and that order and relationship of complex documents/folios is able to be reproduced after salvage.

All collections are to be kept in order and all information relating to each object and its location be documented and retained with the item through the sorting and salvage process.  Documentation is also important for insurance claims.  Nothing is to be discarded until a collection specialist confirms the decision and that all measures are taken to provide for the reassembly of complex items e.g. related records/documents emptied from one type 1 box or a multi component object. 
7.2 Retrieval

When the urgency of an immediate response has passed, the retrieval of affected collection items can commence.  Retrieval is undertaken by the designated Disaster Teams led by a designated Team Leader.  It is essential however that retrieval not occur until the affected areas have been declared safe by the Facilities Manager and when directed to by the Disaster Recovery Coordinator (DRC).  No retrieval should commence until an assessment of the zone and specific actioning has been discussed between the DRC and Team Leaders.   
Detailed Disaster Retrieval Procedures are included as Attachment 14.  It is essential that all necessary safety procedures including the use of appropriate personal protective equipment be worn and a suitable workspace is equipped before retrieval commences.
7.3 Sorting

Following the retrieval of collection items from the affected area to the Sorting area designated, Disaster Teams will separate collection items into categories of damage and their material type. These teams also operate under the under the supervision of the Disaster Recovery Coordinator (DRC) or their delegate with each team led by a designated Team Leader.

Sorting Procedures are included in Attachment 15.  It is essential that all necessary safety procedures including the use of appropriate personal protective equipment be worn and a suitable workspace is equipped before retrieval commences.

7.4 Salvage
Once clearance is given for access to affected areas, retrieval, sorting and the process of salvage can commence.  Salvage procedures (Attachment 16) will be carried out by the Salvage Team.  All teams operate under the supervision of the Disaster Recovery Coordinator (DRC) or their delegate and each team will be lead by a designated Team Leader. 

8.  Post Recovery Rehabilitation
Post recovery is essentially the stage when the repositories, gallery spaces (if applicable) and other affected areas are rendered environmentally and physically stable for the return of recovered collections and stores.  It will require that all mechanical services to the areas have been reinstated and are performing to specified climatic control.

This stage also involves debris and contamination removal, sanitisation, cleaning, disinfecting, drying of all affected area and ensuring storage units are profiled to safely accommodate collections for their return.  This work is coordinated through the Facilities Manager and as required the Disaster Recovery Coordinator.  
Debriefing 

Upon completion of the recovery and post recovery processes, a debrief of the disaster will occur and be facilitated by the Facilities Manager.  This will address the causations of the incident, any necessary remedial action to be taken to prevent a repeat of the incident, and a general overview of the response to the incident documenting any changes or developments that need to occur to ensure continued improvement of the Counter Disaster Plan.  
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Attachment 1 

Collection Salvage Priorities

(Insert the determined priorities for sequencing recovery operations)  

Queensland Memory Original Materials and Published Materials PRIORITIES LIST TABLE

Insert Agency name
 (Sample Only) 

DOCUMENT CONTROL

Document Details

	Document Reference/Name:
	Priorities list table – combined Original and Published Materials

	Location: (Directory/Filename)
	

	Version Number:
	0..01

	Documentation Status:
	
	Working Draft 
	
	Endorsed by XXXXXXXX

	Program:
	

	Unit:
	

	Author:
	

	Next Scheduled Review Date
	 


Version History (sample)

	Version Number
	Date
	Reason/Comments

	0.01
	
	

	0.02
	
	

	0.03
	
	

	0.04
	
	

	0.05
	
	

	0.06
	
	

	0.07
	
	

	0.08
	
	

	1.00
	
	

	1.01
	
	


Heritage Collections – [insert name of] Collection e.g. maps, etc see example below
Treasures – *****Highest Priority******  


Collections on Loan – Allocate resources to check locations (galleries etc) of all significant collections on loan which will be treated in accordance with that of [insert Agency name] “Treasures”.    

Original Materials – Treasures 

	Title / Collection
	Voyager location code

(if known)
	Call number / Box number
	Format
	Physical description
	Storage Location 

(Collection Access to 

Detail)
	Affected

Y=yes

N=no

DRC
	

	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


Published Materials – Treasures 

	Title / Collection
	Voyager location code

(if known)
	Call number /

Box number
	Format
	Physical description
	Storage Location 

(Collection Access to

Detail) 
	Affected

Y=yes

N=no

DRC
	

	

	
	
	
	
	
	
	
	


Priority.1

I. Highly significant collections as defined by the Collection Development Policy 

II. Items which are of greater than $[insert applicable figure] in value

III. Items on loan for exhibition

	Title / Collection
	Voyager location code

(if known)
	Call number /

Box number
	Format
	Physical description
	Storage Location 

(Collection Access to

Detail) 
	Affected

Y=yes

N=no

DRC
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


Priority.2 

Items which are:

I. Significant and difficult to replace

II. Greater than $[insert applicable figure] in value

III. Medium to high usage

IV. Risk of contaminating other adjacent collections   


	Title / Collection
	Voyager location code

(if known)
	Call number /

Box number
	Format
	Physical description
	Storage Location 

(Collection Access to

Detail) 
	Affected

Y=yes

N=no

DRC
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


 Priority.3  

Items which are:

I. Replaceable 

II. Less than $[insert applicable figure] in value

III. Not for long term retention


	Title / Collection
	Voyager location code

(if known)
	Call number /

Box number
	Format
	Physical description
	Storage Location 

(Collection Access to

Detail) 
	Affected

Y=yes

N=no

DRC
	

	
	
	
	
	
	
	
	


Attachment 2
Mapping of Priority Collections

(Location of collections with accession numbers for recovery operations)
	
	
	
	Sample of mapping priority 1 collections based on Compactus  layout

	
	
	
	
	
	
	
	
	
	
	 
	
	
	
	

	
	 
	 
	 
	 
	 
	 
	 
	
	
	
	
	
	
	

	
	 
	 
	 
	 
	 
	 
	 
	
	
	
	
	
	
	

	
	 
	 
	 
	 
	 
	 
	 
	
	AISLE
	15
	
	
	
	

	
	 
	 
	 
	 
	 
	 
	 
	
	
	14
	
	
	
	

	
	 
	 
	 
	 
	 
	 
	 
	
	
	13
	
	
	
	

	
	 
	 
	 
	 
	 
	 
	 
	
	
	12
	
	
	
	

	
	 
	 
	 
	 
	 
	 
	 
	
	
	11
	
	
	
	

	
	 
	 
	 
	 
	 
	 
	 
	
	
	10
	
	
	
	

	
	 
	 
	 
	 
	 
	 
	Start RBHEC
	
	
	9
	
	
	
	

	
	Empty
	 
	 
	 
	 
	 
	 
	
	
	8
	
	
	
	

	
	RBS End
	 
	 
	 
	 
	 
	 
	
	
	7
	
	
	
	

	
	RBS Start
	 
	 
	 
	 
	 
	 
	
	
	6
	
	
	
	

	

	Oversized Original Materials End
	 
	 
	 
	 
	 
	 
	
	
	5
	
	
	
	

	
	 
	 
	 
	 
	 
	 
	 
	
	
	
	
	
	
	

	
	 
	 
	 
	 
	 
	 
	 
	
	
	4
	
	
	
	

	
	 
	 
	 
	 
	 
	 
	 
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	 
	 
	 
	 
	 
	Oversized Original 
	
	
	
	1
	
	
	
	

	
	 
	 
	 
	 
	 
	Material Start
	
	
	
	
	
	
	
	

	
	 
	 
	
	
	
	
	
	
	
	
	
	


Attachment 3

Collection Risk Profile
(Determining the risk to collections)
Attachment 3
Insert Agency name Risk Profile – insert current financial year
	
	Collections
	
	
	
	
	

	1. 
	Insufficient security controls resulting in the loss of valuable collection items
	Manager responsible
	Unlikely
	Major
	M 60
	Accept

	2. 
	Current storage space will be insufficient in the long-term, resulting in lack of space or collections housed in inappropriate environments
	
	Possible
	Moderate
	M 60
	Accept

	3. 
	Limited capture and preservation of Queensland’s cultural and documentary heritage, resulting in a loss of information to current and future Queenslanders


	
	Unlikely
	Major
	M 60
	Accept

	4. 
	Insert Agency name digital collections and online services do not continue to evolve, resulting in failure to meet some clients’ expectations
	
	Possible 
	Moderate 
	M 60
	Accept

	5. 
	Limited [insert Agency name] capacity to partner with Aboriginal and Torres Strait Islander communities to record Indigenous knowledge, culture and histories
	
	Possible
	Moderate
	M 60
	Accept

	6. 
	Mechanical Services failure, resulting in an inability to maintain environmental standards which result in damage to [insert Agency name] collections and those on loan from other institutions
	
	Unlikely
	Major
	M 60
	Accept 

	7. 
	Contingency plans do not continue to be maintained, resulting in significant damage to collections in the event of a mould outbreak or pest infestation
	
	Unlikely
	Major
	M 60
	Accept

	
	Information and Communications Technology
	
	
	
	
	

	8. 
	Environmental standards do not continue to be maintained (e.g. server room), resulting in damage to ICT systems
	
	Unlikely
	Moderate
	M 60
	Accept

	9. 
	ICT infrastructure (hardware and software) is not maintained at contemporary levels, leading to staff and public patron dissatisfaction and/or inability to access systems, and/or poor [insert Agency name] reputation
	
	Possible
	Moderate
	M 60
	Accept

	10. 
	Not being able to meet clients’ (staff, public patrons and corporate clients) connectivity needs and expectations (wireless and wired network speeds)  
	
	Possible
	Moderate
	M 60
	Accept

	11. 
	Loss or corruption of data, results in failure to provide adequate service, staff downtime or negative media publicity
	
	Possible
	Moderate
	M 60
	Accept

	12. 
	Network infrastructure and security protocols become inadequate, exposing [insert Agency name] to malicious attacks
	
	Possible
	Moderate
	M 60
	Accept

	
	Other Assets
	
	
	
	
	

	
	Disasters
	
	
	
	
	

	13. 
	Flooding of the …………. river results in inundation of the electrical sub-station in the basement and closure of the building for up to a month or more
	
	Unlikely
	Catastrophic 
	H 70
	Reduce 

to M 60 Unlikely/Major

	14. 
	Contingency plans do not continue to be maintained, resulting in the significant loss of library services/collections or injury to staff or clients in the event of a major disaster such as a pandemic outbreak of disease, terrorist attack, earthquake or fire.
	
	Rare
	Catastrophic
	M 60
	Accept


[Insert Agency name] RISK MANAGEMENT ASSESSMENT CRITERION

Risk Assessment: Consequence

	No.
	Level
	Description (These are examples only. Consequences might be one of the following: Financial  (Revenue & Costs), Information & Data, Property, People, Political, Provision of Service / Performance, Environment), Litigation

	5
	Catastrophic
	(a) Threatens key services – unable to continue; (b) Major problems with the organisation; (c) Negative press; (d) Major loss of confidence

	4
	Major
	(a) One key service unable to continue; (b) Negative press; (c) Loss of confidence

	3
	Moderate
	(a) Would not threaten services – but may be subject of review or changed ways of functioning

	2
	Minor
	(a) Threaten the efficiency/effectiveness of some services

	1
	Insignificant
	(a) Dealt with by routine processes


Risk Assessment: Likelihood

	No.
	Level
	Description

	5
	Almost certain
	(a) The event is expected to occur in most conditions

(b) Expected frequency range: Greater than one or more per annum

	4
	Likely
	(a) The event will probably occur in most conditions

(b) Expected frequency range: Between one in 5 years and one per annum

	3
	Possible
	(a) The event should happen at some time

(b) Expected frequency range: Between one in 10 years and one in 5 years

	2
	Unlikely
	(a) The event could happen at some time

(b) Expected frequency range: Between 1in 100 years and 1 in 10 years

	1
	Rare
	(a) The event may only occur in exceptional circumstances

(b) Expected frequency range: Less than one in a hundred years 


Risk Assessment Matrix

	Likelihood
	Consequence

	
	Insignificant
	Minor
	Moderate
	Major
	Catastrophic

	
	1
	2
	3
	4
	5

	A. Almost certain
	5
	M
	60
	H
	70
	H
	80
	E
	90
	E
	100

	B. Likely
	4
	M
	50
	M
	60
	H
	70
	H
	80
	E
	90

	C. Possible
	3
	L
	40
	M
	50
	M
	60
	H
	70
	H
	80

	D. Unlikely
	2
	L
	30
	L
	40
	M
	50
	M
	60
	H
	70

	E. Rare
	1
	L
	20
	L
	30
	L
	40
	M
	50
	M
	60


Risk Assessment Legend

	90-100
	E
	Extreme risk; immediate action required

	70-80
	H
	High risk; senior management attention needed

	50-60
	M
	Moderate risk; management responsibility must be specified

	20-40
	L
	Low risk; manage by routine procedures


Attachment 4

Built Environment Incident Report Template 
(Reporting and Recording Disaster Incidence)
A means of Continuous Improvement 

Central File No.  [insert relevant file number]

Built Environment  Incident Report Form
Date and time of incident:


                   Location of incident:

Name of person reporting Incident:

Phone Number:  

1.
Category of Incident

 FORMCHECKBOX 

Water Damage     
 FORMCHECKBOX 

Fire/smoke
 FORMCHECKBOX 

Mould
 FORMCHECKBOX 

Insects/ rodents

 FORMCHECKBOX 

Beverage/chemical spills

 FORMCHECKBOX 

Vandalism

 FORMCHECKBOX 

AC/ power failure
 FORMCHECKBOX 

Pollutants
 FORMCHECKBOX 

Other - Please specify:


2.
Description of Incident: (include witnesses if available)

Issues/Solutions include:  
This report is/ is not responding to Business Continuity and Emergency Procedures (evacuation etc) issues.  

 3. Has the incident been reported to the following sections?


Conservation  


 

   FORMCHECKBOX 
 Yes


 FORMCHECKBOX 
 No 

FFA 



 FORMCHECKBOX 
 Yes


 FORMCHECKBOX 
 No 


Security (Major incident)  

 FORMCHECKBOX 
 Yes


 FORMCHECKBOX 
 No

Collection Preservation  

 FORMCHECKBOX 


Relevant Director 



 FORMCHECKBOX 

Name of Director:

Procedure for Filing the incident report

· Fill the form and send as an attachment to name and contact detail 

· The name and contact detail will then file the report at central files.

Report compiled by:

Date: 

Name…


  
Signature ……………………………………..

Attachment 5 
Brisbane River Flood Levels (or local river or creek level)

Indicators for what impact a projected flood peak level will have on the building
Insert plan of the Agency’s building and note on the plan any known or projected levels of previous flood peaks on the collecting institution’s building. If it is a new building research previous flood impacts on the area.  This will guide you in the decision of whether to evacuate equipment, consumables and collections from these areas.  

Example Only
[image: image3] 

Attachment 6
Evacuation of Collections Procedure
(Sample procedure for relocation of collections that may be at risk from threats to their existing location [if applicable])

Archival Film Vaults - Level [insert location]: [Insert Agency name]
Cold storage film vaults are located on the basement level of [insert Agency name] (if applicable). There are photographic heritage collection items held in the vaults (if applicable).  The shelving system that stores this collection is on castors and is mobile (if applicable).  Trialling of the Counter Disaster Plan indicates that the entire collection could be relocated to upper levels of the building proper within 2 hours [change number of hours as applicable] by actioning the procedure below.   

In the case of an elevated flood risk the following procedures will apply.

1. Prolonged rainfall activity will instigate monitoring for flood alerts.  Facilities Management receive RSS feeds to monitor the Bureau of Meteorology website and report immediately any flood alerts. If during after hours, monitoring will be the responsibility of the [insert Agency name] Facilities Manager in liaison with the Disaster Recovery Coordinator for the Counter Disaster Plan.

2. Flood alerts will be reported to the Disaster Recovery Coordinator (DRC) who will place Counter Disaster Team Leaders and Team Members on standby if the risk is increasing towards a possible level of water incursion on level [insert numer]. 

3. If the water level rises and activates the river pump room alarms, the Facilities Manager will advise the DRC and both will assess the probability of flooding. If the risk is high, the DRC will activate the Counter Disaster Team Leaders who will assemble Disaster Response Team Members available to apply insulation rugs to the mobile units and relocate the collection from the vault. These will then be temporarily relocated to Preservation on level [insert floor number]. 

4. Public lift number [insert lift number] will be keyed off by the Facilities Manager to enable exclusive use for relocation of the shelving. The route to be taken is via the fire door adjacent to the [insert path details] and into public lift [insert lift number]. The door access to this lift area will be opened by the Facilities Manager. 

5. Any maintenance requirements to the vault would be assessed by the Facilities Manager, who would inform the Disaster Recovery Coordinator of clearance to relocate the collection.

6. Counter Disaster Team Leaders would re-assemble Team Members to relocate the collections into the vault upon confirmation of the stabilisation and specified climate control. 


Attachment 7
Annual Disaster Preparedness Audit
Annual Disaster Preparedness Audit

This audit is conducted in addition to the Integrated Pest Management and other checks to ensure no aspect of the preparedness process is overlooked

	Risk Checklist
	Yes
	No

	Known problem areas checked and present no risk
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Doors that are supposed to be locked are locked
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Seals on doors and windows checked for failures
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Evidence of tampering with locks or access points 
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Evidence of tampering with major utilities
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Lights are working (including emergency lighting)
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Surveillance equipment is operating
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Alarms are armed or disarmed as required
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Equipment is operating effectively

 HVAC

 River Pump Room alarms

· BMS

· Deluge Pump Level [insert relevant floor number]
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Unusual smells or sounds
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Evidence of water leakage  (walls, ceilings, floors, ducting) reported
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Lifts, sinks and toilets are in working order
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Fridge & freezers clean and in working order
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Kitchen areas 
	
	

	Food remains and food storage containers are tightly sealed
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Only approved floral arrangements in offices and foyer/lobby are inspected for insect activity
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Rubbish removal from building is adhered to
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Carpets and flooring are clean and maintained
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Disaster kits and contents checked
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Sandbags present and dry
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	VESDA checked for maintenance dates
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Gas suppression (Argonite) is operational
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Deluge system components inspected and replaced proactively
	 FORMCHECKBOX 

	 FORMCHECKBOX 



ATTACHMENT 8
Disaster Recovery Contacts
Evacuation team members
Disaster team members
Disaster team members-external
Evacuation Team

[insert names of evacuation team members, their work and after hours telephone numbers]
The evacuation team is separate to Disaster Response Teams (collections) and is a specific team that has been established for the removal/ relocation of any [insert name of Agency] assets from harms way. 

	Name 
	Work number
	Home number

	
	
	

	Huckleberry Finn
	3333 XXXX
	XXXX 3333

	Frannie Goldsmith*
	2222 XXXX
	XXXX 2222

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


NB:  * denotes member with back condition

Disaster Team Members
Entire Disaster Team

[insert Agency name]

[insert date of current document]

DOCUMENT CONTROL

Document Details

	Document Reference/Name:
	Disaster Response Team list

	Location: (Directory/Filename)
	

	Version Number:
	1.03

	Documentation Status:
	
	Working Draft 
	
	Endorsed by XXXXXXXX

	Program:
	

	Unit:
	

	Author:
	

	Next Scheduled Review Date
	 


Version History (sample)

	Version Number
	Date
	Reason/Comments

	1.00
	
	List compiled by 

	1.01
	
	Added member contact mobile number

	1.02
	
	Added training date to header

	1.03
	
	Updated member contact details as required

	1.04
	
	


Footer:


[Insert Agency name] Disaster Response Team 



[Insert date & Version number]
URL if appropriate 





               
Page 1of X
[Insert Agency name]
	Name
	Work phone number
	After Hours number
	Mobile number
	Unit
	Personal email address
	Training

[insert date of most recent training]

	
	
	
	
	
	
	
	[insert y to denote yes or n to denote not attended training]

	1
	
	
	
	
	
	
	

	2
	
	
	
	
	
	
	

	3
	
	
	
	
	
	
	

	4
	
	
	
	
	
	
	

	5
	
	
	
	
	
	
	

	6
	
	
	
	
	
	
	

	7
	
	
	
	
	
	
	

	 8
	
	
	
	
	
	
	

	9
	
	
	
	
	
	
	

	10
	
	
	
	
	
	
	

	11
	
	
	
	
	
	
	

	12
	
	
	
	
	
	
	

	13
	
	
	
	
	
	
	

	14
	
	
	
	
	
	
	

	15
	
	
	
	
	
	
	

	16
	
	
	
	
	
	
	


Disaster Team Members - External
Conservators – Other Institutions
Sample only

	Institution/Organisation
	Name/s
	Telephone Number B/H

	State Library of Queensland
	[insert contact name]
	[insert contact’s number]

	Queensland Museum
	[insert contact name]
	[insert contact’s number]

	Queensland Art Gallery
	[insert contact name]
	[insert contact’s number]

	Queensland State Archives
	[insert contact name]
	[insert contact’s number]


Conservators - Private (as listed by the AICCM, Qld Division)

	Business Name
	Name
	Telephone Number B/H

	Private conservator
	[insert conservator’s details here]
	[insert conservator’s number]

	Institution Conservator 
	[insert conservator’s details here]
	[insert conservator’s number]


ATTACHMENT 9
Recovery Equipment and Services
Examples of external services & equipment that may be useful in event of disaster recovery
Recovery Equipment and Services 

EXTERNAL PROVIDORS 
	Product Purchase / Hire
	Company / Business Name
	Contact Details

	Air Conditioning
	
	

	Crates – Hire
	
	

	Dehumidifiers – Purchase
	
	

	Dehumidifiers – Hire (see MOU)
	
	

	
	
	

	Dehumidifiers – Borrow
	
	

	Dehumidifiers – Borrow
	
	

	Electronic Thermo hygrograph Hire
	
	

	Freezers - Hire
	
	

	Freeze Drying - Hire
	
	

	Freeze Drying – Offer Facility
	
	

	Freezing Facilities
	
	

	Generator/ Electrical Equip. Hire
	
	

	Industrial Fans (see MOU if applicable)
	
	

	Moisture Meter
	
	

	Pallet Hire 
	
	

	Pallet movers/ pallet jacks and trolleys etc.
	
	

	Photographic Laboratories
	
	

	
	
	


ATTACHMENT 10
Salvage Kits Contents
Salvage Kits Locations

Consumables Suppliers
Contents of Disaster Kits

Complied by [insert name of staff member and date]

__________________________________________________

Torch lanterns [insert number] – [insert location/s]

Head lamps [insert number] – [insert location/s]

Contents of mini kits (Contents of each kit are identical).

· Level [insert number] – [insert location/s]

· Level [insert number]  – [insert location/s]

· Level [insert number]  – [insert location/s]

· Level  [insert number] – [insert location/s]

Below is an example of contents which could be included in a mini kit

· Tarps – 1 large and 1 small. Use poly sheeting for small tarps

· 1 powerboard

· 1 extension lead

· 2 buckets

· 2 packs of coaster board 

· 1 masking tape

· 1 pair scissors

· 1 torch

· Batteries

· 6 pairs rubber gloves 

· 2 rolls of paper towel

Full kits (Contents of each kit are identical).

· [insert location/s]

Below is an example of contents which could be included in a full kit

· Tarps – large and small. Use poly sheeting for small tarps

· Powerboard

· Extension lead

· 4 buckets

· Coaster board – 4 packs in each kit

· Masking tape

· Scissors

· Torch

· Batteries

· Rubber gloves 

· Squeegee

· Mop bucket and mop

· 4 rolls of paper towel

Sorbent matting (1 box on each floor if applicable)

Contents of store

Below is an example of possible contents of a collecting institution’s bulk disaster store

· Coaster board 

· Blotter

· Paper rolls 

· Mops - 5

· Siphon pump

· 10 squeegees

· 2 hoses

· 2 hose carts

· 4 wet/dry vacuum cleaners and 2 x 20m extension leads

· Gaffer tape
· Mop buckets and mops (5 of each)

· Buckets

· Halogen floodlight

· Sturdy folding tables

· Dehumidifiers

· Fans

· Blower Pullman Janitor (air mover)

· Coveralls

· Overshoes

· Garbage bags

· Pencils

· Torches

· Scissors

· Paper

Insert floor plan of Agency’s building with locations of mini and full kits marked on it for easy reference
Vendors Providing Consumable Goods

Some suppliers are listed for the types of materials, equipment and other Disaster Recovery Services which are necessary and useful in Disaster Response and Recovery Phases.  It is recommended that the contents of a Disaster Kit and Disaster Store are assembled and organised as part of Disaster Preparation.  As the materials and equipment typically found in a Disaster Store can be expensive, the stock and equipment on hand will be limited to what is practical and economically viable to store while still offering an immediate response to a disaster incident.  To the best of the available knowledge at the time of writing this document, the author has sought to list possible local suppliers of materials and equipment.  If it is known that a local supplier for a particular item could be used other than the supplier listed or indeed if similar items could be sourced locally as a substitute, it is recommended that preference is given to the local supplier.  The reason for this is that in the event of a disaster incident which has caused geographical isolation, equipment/services and supplemental materials may only be obtained locally. 

	Item Description
	Use
	Item Location
	Quantity

[insert numbers below]
	Known Suppliers (this is not an exhaustive list)

	Adhesive Waterproof Tape* & Masking tape + dispensers
	Attaching plastic sheeting, securing lines etc.
	Disaster Kit & Store
	 rolls
	Hardware, Irrigation, Plumbing or Supermarket Store

	Baggage Labels (no metallic components)
	Identifying contents of crates etc.
	Disaster Store
	
	Yellow Pages – Labels  (Metal Foil, Paper & or Plastic)



	Bandages (Crepe)
	Holding book components together
	Disaster Store
	
	Yellow Pages – medical supplier

	Battery Operated Radio
	
	Disaster Store
	
	Supermarket or Electronic Equipment Store

	Binding Tape
	Hold book components together
	Disaster Store
	
	Winterbottoms 

	Bin liners (Black) 74 litre*
	Containing Rubbish
	Disaster Kit
	
	As above

	Blotting Paper*
	Interleaving, drying fragile items
	Disaster Kit
	reams
	Paperboys

	Blue plastic garbage bags*
	Collecting miscellaneous objects and lining cartons to keep wet items wet.
	Disaster Store
	
	Supermarket

Hardware Store

	Boards (marine ply or thick Perspex)*
	Even weighting of slow drying materials
	Disaster Store
	
	Hardware Store

	Bread Trays/Racks – Polypropylene type not metal
	Interlocking racks to pack oversize material in to transport to freezing facility
	Disaster Store
	
	Mackies Bakeware Systems Pty Ltd – Polypropylene type

	Buckets (10 litre)*
	For initial clean up
	Disaster Kit
	
	Supermarket

	Bulldog clips
	Clipping edges of concertina book cradles to tables
	Disaster Store
	boxes
	Hardware Store
Stationery Store

	Butchers paper
	Interleaving absorbing water etc.
	Disaster Store
	Ream
	Paper packaging supplier

	Cardboard Boxes/Cartons
	Temporary replacement of damaged boxes and lined with garbage bags can keep wet items wet until processing
	Disaster Store or Hire
	
	Supermarket

National Storage


	Cheeze cloth/muslin
	Cover vacuum nozzles
	Disaster Store
	length
	Fabric store

	Chemical Sponges (Vulcanised Rubber)* also known as Dry Cleaning Sponges 
	Absorbing soot from damaged materials
	Disaster Store & Kit
	
	University Products Archival Company 
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	Chux® (non dyed) – polypropylene/cellulose fibre wipes
	As recommended by Bill Minter (1999) to interleave in books (originally used in the computer industry) – can be dried and reused.  Also cover nozzles of vacuum cleaners during vacuuming
	Disaster Store
	cartons
	Supermarket and Yellow pages – Cleaning Products/Supplies

	Clean rags/towels
	Mopping up
	Disaster Store
	
	As above

	Clipboards
	Holding Pads of Paper
	Disaster Kit
	
	Supermarket or Newsagency

	Cloths (Chux/Micro fibre Dusting/Dust Bunny®)*
	Wet and Dry Cleaning
	Disaster Kit
	of each
	As above and Dustbunny is available from Archival Survival (very similar to micro fibre cloths)

	Coloured Chalk (box)
	Delineating areas
	Disaster Store
	
	As Above

	Corflute*
	To construct concertina shaped book cradles and a rigid support for handling fragile objects
	Disaster Store
	Several sheets
	Yellow Pages – Packaging Supplier

Mulford Plastics 

	Covering materials (Tarpaulins, Plastic Sheeting)
	
	Disaster Store
	several
	Hardware Store

	Crates
	Interlocking crates (like milk crates) are required to pack books in for transport to freezing facility.
	Disaster store
	
	Supermarket

Hardware Store

	Crayons
	To mark crate identification if low temperature labels cannot be sourced
	Disaster store
	
	Stationery Store

	Deionised, Distilled or clean water*
	Supply of Clean water
	Disaster Store
	litres
	Yellow Pages Water Treatment & Equipment

	Detol & Detol Hand Wash
	PPE
	Disaster Kit
	
	Supermarket or Pharmacy

	Dining Canopies/Marquees
	Temporary work space
	Disaster Store or Hire
	
	Yellow Pages – Hire Party Equipment

	Disposable Camera & Other Documentation Equipment
	Recording Disaster and Disaster Recovery Progress
	Disaster Kit
	
	Supermarket or Camera Store

	Document Trays
	To transport small quantities of wet affected sheet material
	Disaster Store
	
	Stationery Store

	Dribag Dessicant
	Absorb moisture
	Disaster Store
	
	Desicco Pty Ltd

	Drying Lines & Pegs
	Hang light weight, slightly damp sheet material and pamphlet material
	Disaster Kit
	
	Supermarket

	Drying Racks small and large
	Mesh type racks made with polypropylene or nylon would be useful for drying sheet material horizontally
	Disaster Store
	
	Supermarket
Hardware Store

	Dust Bunnies
	Lint free cloths to wipe dust and soot affected collection material like phonographs etc.
	Disaster Kit
	
	Archival Survival

	Dust Pan and Broom*
	Clean up
	Disaster Store
	
	Supermarket or Hardware Store

	Electrical safety switches
	Turns power supply off if there is a power surge
	Disaster Store
	
	As above

	Emergency Lighting on Stands
	
	Disaster Store or Hire
	
	Yellow Pages Hire – Builder’s Contractor’s & Handyman Equipment

	Emergency Tape
	
	Disaster Store
	
	Supermarket or Hardware Store

	Ethanol
	
	Chemical Cupboard in Lab
	
	Rowe Scientific Pty Ltd

	Extension leads with safety switches
	
	Disaster Store & Kit (1x30m)
	
	Supermarket or Hardware Store

	Eye wash 
	PPE
	Disaster Kit
	
	Yellow Pages – Safety Equipment & Accessories

	Fans*
	Reduce Relative Humidity through increased ventilation-increases drying rate
	Disaster Store or Hire
	
	White goods store or Supermarket

	Felts
	Engineering Felts in cut sheets for drying flat paper (9mm x  600mm x 900mm)
	Conservation
	
	Yellow Pages – Felt W’Salers & Mfrs
Uniseal Pty Ltd – engineering felts 

	First Aid Kit*
	PPE
	Disaster Kit
	
	St. John’s Ambulance

	Flashing Hazard Lights
	
	
	
	Yellow Pages – Safety Equipment & Accessories

	Foam Sponges*
	General mopping up
	Disaster Kit
	pack
	Supermarket

	Folded Sorbents
	Perforated every 16” for dispensing, absorbs up to 9 gallons (34 litres) of liquid
	Disaster Kit
	
	University Products http://www.universityproducts.com
Blackwoods


	Freezer Bags*
	For items intended for freezing
	Disaster Kit
	
	Supermarket

	Garbage Bin (Large)
	If necessary, to run clean water for rinsing wet, muddy books
	Disaster Store
	
	“

	Garden Hose on a roll
	Clean out mud
	Disaster Store
	
	Hardware or Irrigation Store

	Gauze Bandages
	Protecting fragile items
	Disaster Kit
	rolls
	Pharmacy

	Glasses, safety*
	PPE
	Disaster Kit
	
	As above

	Gloves, box of disposable*
	Personal Protection Equipment (PPE)
	Disaster Kit
	box
	Supermarket

	Gloves, cotton
	Handling dry objects
	Disaster Kit
	pairs
	Supermarket or Pharmacy

	Gloves, Finger Grip
	Handling delicate artworks, photographs etc.
	Disaster Kit
	
	PEL (Preservation Equipment Ltd – http://www.preservationequipment.co.uk/developments.html


	Gloves, latex
	PPE
	Disaster Kit
	
	Supermarket or Pharmacy

	Gloves, leather
	PPE
	Disaster Store
	pairs
	Yellow Pages – Safety Equipment & Accessories



	Gloves, liners – ‘Sensi-Touch’ (for latex sensitive people)
	PPE
	
	
	LABSUPPLY Australia


	Greaseproof paper
	Interleaving small amount of material
	Disaster Kit 
	roll
	Supermarket

	Groom Stick™ – the Molecular Trap
	Dry clean documents and particularly useful in collecting foreign matter from objects in dry/dirty disasters.
	Disaster Store
	
	University Products http://www.universityproducts.com
Archival Survival


	Hard Hats with Lights
	PPE
	Disaster Store
	
	Yellow Pages – Safety Equipment & Accessories



	HEPA (High Efficiency Particle Air) Vacuum Filter with disposable Filters
	Cleaning of shelving, boxing etc.
	Disaster Store or Hire
	
	Yellow Pages – Vacuum Cleaner Supplier

	Hose and Fittings
	To hose out mud and to run clean water for any rinsing activity
	Disaster Store
	
	Hardware Store

	Humidity Indicator Strips or Cards
	Monitor Relative Humidity
	Disaster Store
	
	Archival Survival

	Industrial Methylated Spirits (IMS)
	Sterilising shelving etc.
	Chemical Cupboard in Lab
	
	Blackwoods 

	Kick Stools*
	Retrieving Items from top shelves
	Disaster Store
	
	Library Supplier

	Knives (Stanley or other box cutters)
	Cutting sheeting and tapes etc.
	Disaster Kit
	
	Supermarket/Hardware

	Labels
	To attach to plastic packages for identification (try to find brands which are low temperature resistant)
	Disaster Store
	
	Supermarket

	Loud Hailer
	
	
	
	

	Manual Conveyor Belt
	Moving large quantities of boxes
	Hire
	
	Yellow Pages Hire – Builder’s Contractor’s & Handyman Equipment

	Marvelseal® aluminised polyethylene and nylon barrier film


	Resists the transmission of water vapour and atmospheric pollutants.  Use to bag and seal items prior to freezing or creating a low oxygen environment with the added Oxygen Scavenger to salvage insect infested objects which cannot be frozen.   Seal with a Thermo Impulse Bag Sealer (heated wire)
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	Masking Tape
	
	
	
	Supermarket or stationers

	Mobile Telephones
	
	
	
	

	Moisture Adsorbers
	
	Disaster Store
	
	Hardware Store

	Mop (squeeze style with handle)*
	Initial clean up
	Disaster Store
	
	As above

	Newsprint (butcher’s paper)*
	Interleaving, table covers etc.
	Disaster Store
	sheets
	Yellow Pages – Packaging Supplier

	Nylon Tulle/Shade Cloth/Insect Screening
	To construct drying screens or racks if these cannot be purchased ready-made from supermarket.  To dry sheet material and photographs horizontally.
	Disaster Store
	Roll
	Polyfab Australia 

	Outdoor Brooms*
	Move mud, dirt, dust, water
	Disaster Store
	
	Hardware Store

	Overalls, disposable (Tyvek®)
	PPE
	Disaster Kit
	
	As above

	Oxygen Scavenger, Ageless™ Z2000 – RP System Mitsubishi Gas Chemical Company.
	Used to create a modified anoxic environments.  The sachet consists of iron oxide filings, salt (potassium chloride) and sawdust.  When placed into a sealed environment it will bind with oxygen to create iron oxide in the sachet, thus reducing the amount of available free oxygen in the environment.  Insect activity will cease after a period without oxygen.  Use to seal with insect infested objects in Marvelseal® bags.
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	Packing Foam
	Interleaving books prior to packing into crates
	Disaster Store
	roll
	Yellow Pages – Packaging Supplier

	Paint Brushes*
	Cleaning mud/dust/soot
	Disaster Store & Kit
	of various sizes
	Hardware Store and Art Supplier

	Pallets
	Stacking Boxed items in preparation for freezing
	Hire
	
	As above

	Pallet Wrap
	Stretch plastic to wrap cartons on pallets
	Disaster store
	
	Wes Lofts Australia – 

	Paper towel perforated on a roll*
	Interleaving
	Disaster Store
	
	Supermarket

	Pens (waterproof)
	Writing labels
	Disaster Store
	each
	As Above

	Personal Protective Equipment (PPE) 
	Protective Aprons (Tyvek®); Latex & Nitrile Gloves; Cotton Gloves, Silk gloves (for latex sensitive people); Leather Gloves; Disposable Coveralls & Respiratory Equipment; Safety Footwear; Disposable Cover shoes; Disposable Hair protectors; Hard hats; Safety Glasses; Nuisance Dust & HEPA Respirators with disposable cartridges; Rainwear; Safety Signs, cones and tapes; Eye wash units and safety cabinets
	Disaster Store & 2 pairs of each in Kit
	For each team member
	Yellow Pages - Safety Equipment & Accessories

BOC  

Lab Supply 

Yellow Pages – Medical Supplier

Hardware Store



	Photographic Processing Services
	Re-Process Wet Photographic Films and Prints
	By Established Agreement
	
	Local Photographic Processing Supplier/s (Establish an agreement and record this agreement within Response Plan)

	Plastic Tubing*
	For rinsing procedures
	Disaster Store
	
	Hardware store

	Plastic Lidded “Rolling Organiser” (690 x 490 x 455 mm with red handles and wheels) *
	Contain Disaster Kit Contents
	Disaster Kit
	
	Crazy Clark’s or storage supplier

	Plastic Paper Clips (Klips)
	Replacing metal clips during material processing
	Disaster Kit
	
	Archival Survival

	Plastic Polyethylene Sheeting*
	Covering unprotected/undamaged collections during a disaster; channelling water; covering tables and isolating/quarantining disaster affected areas
	Disaster Store and keep some lengths in Disaster Kit
	rolls
	Yellow pages – plastic packaging suppliers

	Plastic Rubbish Bins*
	Containing Rubbish
	Disaster Store
	
	Supermarket or Hardware Store

	Poles and hooks to keep extension leads off the ground
	
	Disaster Store or Hire
	
	As above

	Polyester Mylar
	Supporting fragile items in transit
	Disaster Store
	roll
	Archival Survival

	Polyethylene Foam
	On a roll to interleave phonographic records when packing into cartons and can protect other fragile items
	Disaster Store
	roll
	University Products Inc. http://www.universityproducts.com
Archival Survival


	Polyproplylene Zip Lock Bags
	To store respirator after use (label user & date of last use)
	Disaster Kit
	
	Supermarket (Glad Brand)

	Polypropylene Zip Lock Bags (re-sealable bags)
	Holding small items or broken pieces, magnetic media etc.
	Disaster Store
	in various sizes
	Supermarket or plastic packaging supplier

	Polypropylene Plastic Containers with lids*
	Containing small items
	Disaster Kit
	
	As above

	Polypropylene Sleeves
	Sleeve burnt brittle items
	Disaster Store
	
	Plastic Packaging Supplier

	Power Boards with safety switches
	
	Disaster Store
	
	Supermarket/Hardware

	Quarantine Signage
	Warning of hazardous area
	Disaster Store
	
	Yellow Pages – Safety Equipment & Accessories

Lab Supply Australia



	Rain Coats
	PPE
	Disaster Store
	
	Supermarket

	Refreshment Amenities (Urn, plastic cups, tea, coffee, sugar, tea spoons in all contained within a sealable plastic container.)*
	For the Recovery Teams
	Disaster Store
	
	

	Rescube™
	Corflute carton to package water damaged materials
	
	
	

	Restroom Facilities (Port-a–loo, soap on tap, water, towelling, rubbish bins)*
	For the Recovery Teams
	Hire
	
	

	Rope
	
	Disaster Store
	
	As above or Hardware Store

	Rubber Bands
	For grouping five microfilm boxes together to facilitate easier packing and retrieval
	Disaster Store
	
	Stationery Store

	Rubber Boots (steel capped)
	PPE
	Disaster Store
	 pairs
	Yellow Pages – Safety Equipment & Accessories



	Sandbags
	Flood mitigation
	Disaster Store
	
	Yellow Pages - Camping or Army Disposal Store or SES

	Scissors (non-magnetic)
	Cutting cord, polyethylene sheeting, paper etc.
	Disaster Kit
	pairs
	Newsagency or Supermarket

	Silica Gel
	Absorbing moisture
	Disaster Store
	
	Desicco Pty Ltd

	Silicon Paper 
	For interleaving/wrapping books prior to packing into crates and many other purposes in protecting disaster affected materials
	Disaster Store
	Rolls and reams
	(Glad Bake™) on a roll and can tear off-Supermarkets

Conservation grade silicon paper – Archival Survival
Silicon paper premium lunchwrap greaseproof in a ream 

	Spare Batteries & Globes to fit Torches
	
	Disaster Store
	
	Supermarket

	Sponges, large (car cleaning type)*
	Mopping up spills and standing water
	Disaster Store & Kit
	
	As above

	Sponges – Soot (vulcanised rubber sponges)
	Absorbing soot from surfaces
	Disaster Kit and Store
	
	See MOU with Moisture Control Services 

Archival Survival

	Sponges, household small
	
	Disaster Kit
	
	Supermarket

	Sponges, natural sea sponges
	
	Disaster Store
	
	Hardware / Craft Supplier

	Spray or mist bottles*
	
	Disaster Store  & Kit
	
	Supermarket

	Spun polyester (Reemay®)
	Separate and carry fragile objects
	Disaster Store
	roll
	Archival Survival

	Squeegees, large on a handle*
	Move quantities of water
	Disaster Store
	
	Supermarket or Hardware Store

	Staple Gun
	Attaching plastic sheeting
	Disaster Store
	
	Supermarket or Art Store

	Step Ladder*
	
	Disaster Store
	
	Hardware Store

	Storage Units/shelving (clean, sturdy and dry)
	Temporary holding area for recovered items
	Disaster Store or other area
	
	Library or Office Supplier

	String*
	
	Disaster Store
	roll
	Supermarket

	Styrofoam
	Packaging around swollen books in preparation for freezer packing
	Disaster Store
	
	Yellow Packages – packaging supplier

	Tarpaulins*
	Isolating/quarantining disaster affected areas and covering unprotected collections during a disaster
	Disaster Store or hire
	
	Yellow Pages – Tarpaulin Hire

Active Hire Service – Hire Tarpaulins 

	Thermo hygrographs or Data loggers 
	Monitor Temperature & Relative Humidity
	Disaster Store or Hire
	
	Pacific Data Systems (Purchase)

Moisture Control Services 

Munters – Equipment Hire (Dehumidification, Humidification Moisture Control Services, Evaporative Cooling).

Tech Rentals Pty Ltd (Hire)

www.techrentals.com.au

	Thermo Impulse Bag Sealer
	To seal polyethylene, Marvelseal®, polypropylene, corrosive intercept, Tyvek® and thin gauge polyester 
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	Tool Kit containing: hammer, pliers, saw, screwdriver kit, screws, nails and shifting spanner.
	Stabilisation of some structures if deemed safe to do so
	Disaster Kit
	kit
	Yellow pages – Hardware store

	Torches (Dolphin Style) & Batteries
	In case of diminished light
	Disaster Kit
	
	Hardware Store or Supermarket

	Trestle tables
	
	Disaster Store
	
	Function Equipment Hire

	Trolley with table height platform
	Moving items around
	Disaster Store
	
	Library Supplier or Yellow Pages Hire – Builder’s Contractor’s & Handyman Equipment

	Twist Ties (Gardening Twine)
	Tying garbage bags etc.
	Disaster Kit
	
	Supermarket

	Vacuum Cleaner Bags
	
	Disaster Store
	
	Yellow Pages – Vacuum Cleaner Supplier

	Walkie-talkies 
	
	
	set
	

	Water Alert Alarm
	Battery operated high pitched on-off alarm activated by a small amount of water seeping under the dome shaped unit.
	In Collection Store areas with the identified risk of water damage
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	Weights* (covered house bricks or lead shot in bags or heavy duty safety glass)
	Slow Drying of Materials
	Disaster Store
	
	Lead shot from a munitions store – in polyethylene bags

Covered leather weights (be aware of dyes) –Archival Survival
Encapsulated lead weights with washable calico slips – PEL (Preservation Equipment Ltd.) – 

http://www.preservationequipment.co.uk/developments.html
Machined heavy duty safety glass - Glazier



	Wet and dry vacuum cleaner
	
	Disaster Store or Hire
	
	Yellow Pages – Vacuum Cleaner Supplier

	Wet Ones
	Personal Hygiene
	Disaster Kit
	
	Supermarket

	Wheelie Bin
	Transport Rubbish
	Disaster Store
	
	Hardware Store

	Whistle
	Calling everyone together
	Disaster Kit
	
	

	White Board and White Board Markers
	Central Command Master Table to record instructions to Disaster Recovery Teams
	Disaster Store
	
	Office Supplier

	Writing Pads, Pencils*
	Documentation
	Disaster Kit
	each
	Newsagency or Supermarket


ATTACHMENT 11
Disaster Response Teams Training Module and Schedule
(See State Library of Queensland example below)
Disaster Response Teams Training Module and Schedule 
Training Program – Disaster Teams

All disaster team members require full training with annual refresher training. 

Training program 1: Team leader training

Participants:

· Disaster team members
Learning Objectives: 

· On completion of training, team leaders will be able to oversee disaster teams in the basic steps in initial response and damage assessment, as well as coordinating teams to carry out basic salvage techniques for library collections.

Duration: Full day 

Location:  [insert location details]

Programme:

9:00 – 10:15am

· Key components of SLQ Disaster Plan and familiarisation with Crisis Management Team 

· Role and responsibilities of Team Leaders (including outlining requirements for the 3 components of disaster response: retrieval, sorting and salvage)

· Health and safety issues (including procedures for mould affected collections)

· Managing a team during a disaster

Morning Tea

10:30 – 3:45: Disaster simulation (lunch: 12:30-1:30)

Disaster simulation: The remainder of the training session will involve hands-on training using collections affected by fire and water. The session will be divided into 3 distinct components:

· Retrieval:

· Disaster response preparation (including assigning teams and roles)

· Health and safety issues (including procedures for mould affected collections)

· Disaster kit locations and contents 

· Safe handling and transportation of damaged collections

· Set up of triage areas.

· Sorting:

· Identification of damage: Using examples from disaster simulation, Team Leaders will be familiarised with types of disasters and potential damage to collections 

· Identification of vulnerable collections and Priority One objects.

· Disaster response preparation (including assigning teams and roles)

· Salvage:

· Hands on salvage treatment of water and fire damaged objects

3:45 – 4:00: Discussion and feedback

Training program 2: Disaster team members

Participants:

· Disaster team members
· Team Leaders
Learning Objectives: 

· On completion of training, team members will be able to carry out basic salvage techniques for library collections under the direction of a Team Leader.

Duration: 3 hours 

Location:  [insert location]

The training session will take the form of a simulated disaster scenario using collections affected by fire and water. The session will be divided into 3 components. After initial instructions, the Team Leaders will oversee salvage teams.  Teams will spend time experiencing each facet of the disaster scenario.

· Key components of [insert Agency name] Disaster Plan and familiarisation with Crisis Management Team and Team Leaders

· Role and responsibilities of team members

· Health and safety issues (including procedures for mould affected collections)

· Retrieval:

· Health and safety issues (including procedures for mould affected collections)

· Disaster kit locations and contents 

· Safe handling and transportation of damaged collections

· Set up of triage areas.

· Sorting:

· Identification of damage: Using examples from disaster simulation, Team Leaders will be familiarised with types of disasters and potential damage to collections 

· Identification of vulnerable collections and Priority One objects.

· Disaster response preparation (including assigning teams and roles)

· Salvage:

· Hands-on salvage treatment of water and fire damaged 


Discussion and feedback

Annual Refresher:

· Each year a half day disaster scenario will be created for disaster teams to respond to.  

[Insert Records Management location if applicable]
	COLLECTIONS COUNTER DISASTER PLANNING

TRAINING LOG



	TOPIC
	TRAINER
	TRAINING COMPLETED & DATE

	Handling Objects (Manual Handling)


	Senior Conservator [if applicable]
Six monthly 
	

	IPM for Collections Staff (early ID of potential pest problems)
	Senior Conservator [if applicable]
and Preventive Team 

Conservation Unit 
	

	Disaster kits contents

familiarisation 
	Preventive Team 


	

	Disaster team member training


	Disaster Recovery Coordinator – new members and refreshers for existing annually 
	

	Disaster team leader training


	Disaster Recovery Coordinator
	

	Deluge System overflow procedures

Attachment 9


	Disaster Recovery Coordinator
	

	Archival Film Vault [if applicable] - Evacuation Plan.doc
Attachment 10

	Disaster Recovery Coordinator
	


Attachment 12
Emergency - Immediate Actions
	PROCESS
	
	OWNER
	
	COMMENTS
	

	
	
	
	
	
	

	A critical incident that has potential to or is damaging collections is noticed 
	
	Staff/Security who notice the damage 
	
	Eg, water leaks 
	

	
	
	
	
	
	

	Where practicable - take immediate remedial actions to prevent damage – eg, cover the material with tarpaulins from disaster kits or move the material from the affected area

Seek assistance of staff in the immediate area  
	
	Staff/Security who notice the damage
	
	Disaster Kits are located on every level [if applicable].  Maps to locate the nearest kit can be found at every major staff kitchen on each level.  There are [insert number] kits in total. 

There are fire hose and hydrant stations in cupboards throughout the building [if applicable]

Major incidence disaster store is on 

level [insert location]
	

	
	
	
	
	
	

	Contact [insert Agency name] Facilities Management [insert name of staff member, work telephone number, after hours mobile number]

(backup)[insert name of staff member, work telephone, after hours mobile number]

OS1 (Operation Station 1)[if applicable]
[insert telephone number]


	
	[insert Agency name] Facilities Management 
	
	Facilities Management (FM) is the first point of contact for critical incidence -  

On 24 hour call 

FM to isolate source of causation of damage or threat

FM to determine if it is safe for staff to enter affected area

[insert name of Government department or Council] FM resources brought in as required (Heavy duty cleaning equipment etc)  
	

	
	
	
	
	
	

	[Insert Agency’s name] Facilities Management will assess if the incident is a risk to the collections and if so contact Disaster Recovery Coordinator 

[insert staff member’s name]:  [insert work telephone number] or A/H 

[insert mobile number]
(backup) [insert staff member’s name]:  [insert work telephone number] or A/H [insert mobile number]
	
	Disaster Recovery Coordinator 
	
	Disaster Recovery Coordinator (DRC) is the coordinator of the [insert Agency name] Disaster Plan - On 24 hour call

FM and DRC would liaise to establish scope of threat or damage. This would determine number of disaster response team leaders and members required  


	

	
	
	
	
	
	

	If required the Disaster Response Plan is implemented by DRC  
	
	Disaster Recovery Coordinator
	
	See Disaster Plan for Disaster Response Team Leaders and Team Members

DRC to determine appropriate recovery/salvage site and roll out of equipment and consumables commensurate with disaster level.
	

	
	
	
	
	
	

	Disaster Teams allocated at three levels including retrieval, sorting and recovery 
	
	Disaster Recovery Coordinator
	
	3 team leaders and their team members commence the respective response processes

Follow the developed treatment procedures for type of damage, level of damage, type of media

External service providers contacted as required – external salvage site, industrial freezer, restoration equipment providers 


	

	
	
	
	
	
	

	Briefing provided to the [insert name of Head of Agency]
	
	[Insert Agency’s name] Facilities Management and Disaster Recovery Coordinator 
	
	Marketing and Communications [if applicable] may be required to develop a press release if the incident is substantial and will impact on services to clients 
	

	
	
	
	
	
	

	Provide a briefing to staff on the impact of the incident and implement the Business Continuity Plan if Maxiumum Acceptable Outage has been surpassed  
	
	Chair, Crisis Management Team 
	
	Follow the procedures of the Business Continuity Plan (BCP) in relation to impact on staff and services provided to clients. 

The BCP - Crisis Management Team listing maintained by [insert staff member name, work telephone number and after hours mobile number]
	

	
	
	
	
	
	

	After Post Recovery has been completed, a debrief by all stakeholders is held  
	
	[insert Agency name] Facilities Management
	
	Determine a process of continuous improvement and implement learnings from outcomes of the response 
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


			Business Continuity Plan – Chair, Crisis Management Team 


			Facilities Management 


			Disaster Recovery Coordinator 


			[insert Agency name] Staff, Security Staff 
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Draft of Overview - Disaster Response Flowchart – Collections 

0.02
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Attachment 13
Deluge System Overflow Procedures
The procedure that follows is an example of SLQ procedures and should be adapted to your institution’s needs
Response to Deluge System activation 

1. immediately ring Facilities Manager on Ext [insert extension number] or mob [insert mobile number] or Head Security Officer Ext [insert telephone number extension]

2. to turn deluge system off (physical key required not automated)

3. may take 3-4 minutes for water to stop

4. contain water - sandbag both ends of level 5 hallway to dam water – external reception desk level 5

5. send out equipped spotters to all levels to determine water penetration

6. remove collections from treasures wall exhibitions

7. if no time – cover (kit located at entrance to reading room)

8. retrieve electric pumps and activate ‘set’ switch – overthrow switch

9. activate submersible pumps at either end of hallway whilst directing hoses draining into adjacent toilets

10. spotters to rollout large tarps and containers on each floor as necessary

11. use squeegees and wetvacs and mops as needed
Attachment 14
Disaster: Retrieval Procedures for Collections
Disaster: Retrieval Procedures for Collections

Retrieval of affected collection items is undertaken by the designated Disaster Teams under the supervision of the Disaster Recovery Coordinator (DRC) or their delegate.  Each team will be lead by a designated Team Leader.
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Attachment 15
Disaster: Sorting Procedures for Collections
Disaster: Sorting Procedures for Collections

IMPORTANT:

Following the retrieval of collection items from the affected area to the Sorting area designated Disaster Teams separate collection items into categories of damage and their material type.  These teams operate under the under the supervision of the Disaster Recovery Coordinator (DRC) or their delegate.  Each team will be lead by a designated Team Leader.



	Version Number
	Date
	Reason/Comments

	0.01
	[insert date]
	First Draft typed

	0.02
	[insert date]
	Minor changes made by [insert staff member’s name]

	0.03
	
	

	0.04
	
	

	0.05
	
	

	0.06
	
	

	0.07
	
	

	0.08
	
	

	0.09
	
	

	1.0
	
	

	1.1
	
	

	1.2
	
	

	
	
	


Attachment 16
Disaster:  Salvage Procedures for Collections 

QUICK SALVAGE GUIDE FOR PRIORITY ONE COLLECTIONS

Listed below is a quick guide for water damaged collections.  For detailed procedures please refer to the page identified in the Salvage Procedures.

	Object type
	Salvage

priority order
	Freeze

Y/N
	Action Required
	Page No:



	Mould affected collections
	1
	
	· Contact the Conservation Unit immediately. 

· Isolate area and do not touch or move affected collections.
	[insert relevant page number]

	Historical photographic processes on glass or metal: daguerreotypes; glass plate negatives; ambrotypes; lantern slides; opaltypes; tintypes etc. 
	1
	No
	· Send directly to Conservation Unit.


	[insert relevant page number]

	Books and objects containing wood (e.g. wooden covers)
	1
	No
	· Send directly to Conservation Unit.

	[insert relevant page number]

	Magnetic media e.g audiocassettes, videotapes, reel-to-reel
	1
	No
	· Send directly to Conservation Unit.
	[insert relevant page number]

	Oil paintings
	1
	No
	· Send directly to Conservation Unit.
	[insert relevant page number]

	Leather and parchment bindings
	1
	
[image: image4]
	· Air dry if possible or send to Conservation Unit for assessment re: freezing.
	[insert relevant page number]

	Photograph albums
	1
	
	· As above.
	[insert relevant page number]

	Photographic prints and negatives (chromogenic & B&W) 
	2
	Yes
	· Do not leave soaking in water.
· Freeze as high priority 
	[insert relevant page number]

	Coated paper volumes: e.g. magazines, art books.
	2
	Yes
	· Separate pages before air drying or freezing. 

· Freeze as high priority
	[insert relevant page number]

	Motion picture film (chromogenic & B&W)
	2
	Yes
	· Do not leave soaking in water 
· Freeze as high priority
	[insert relevant page number]

	Loose paper  (e.g. letters, documents, artworks on paper) 


	2
	Yes
	· Works with soluble inks should be checked by Conservation Unit. 

· Air dry or if large number, freeze
	[insert relevant page number]

	Standard books
	2
	Yes
	· Remove plastic coverings that retain moisture

· Air dry or if large number, freeze
	[insert relevant page number]

	Optical and Phonographic discs :  CDs, DVDs and LPS 
	 3
	No
	· Air dry without touching surface
	[insert relevant page number]


Key: 1: Requires urgent attention from Conservation Unit, unsafe to freeze; 2: Requires urgent attention, safe to freeze 3: Most robust – air dry

 Disaster:  Salvage Procedures for Collections

Once clearance is given for access to affected areas retrieval, sorting and the process of salvage can commence.  Salvage procedures will be carried out by the Salvage Team.  All teams operate under the supervision of the Disaster Recovery Coordinator

 (DRC) or their delegate.  Each team will be lead by a designated Team Leader.  Significant collections will be identified by the Priority One list [if applicable] and if possible, must be attended to first.  Some vulnerable collections will be sent directly to Conservation Unit. 


	Salvage Setup :  Materials and equipment 

	1. 1. Water/ Contamination
	2. Mould
	3. Fire/ Soot 

	Safety equipment

· Dust masks (P2 respirator)
· Nitrile or thick rubber gloves
	Safety equipment

· Dust masks (P2 respirator)
· Nitrile gloves

	Safety equipment

· Dust masks (P2 respirator)
· Nitrile gloves

	Furniture 

· Trestle tables lined with plastic sheeting 
	Materials

· Ziploc bags
· Heavy duty garbage bags
· Plastic packing tape  
· Scissors
	Furniture 

· Trestle tables lined with plastic sheeting 

	Equipment

· Air movers/ industrial fans
· Portable dehumidifiers

· Power boards

· Extension leads

· Scissors

· Weights

· Pressing boards
	
	Equipment

· HEPA  filter vacuum cleaners with micro attachments
· Soft cleaning brushes


	Materials

· Clean water – for washing contaminated collections
· Buckets
· Spray bottle
· Cut-to-size coaster board and/or blotters for interleaving
· Large sheets of blotter - for placing under wet books
· Cotton/synthetic tape to make drying lines

· Plastic pegs and plastic paper clips- to attach objects such as negatives to drying line

· Ziploc bags
· Heavy duty garbage bags
· Plastic packing tape  

	Transporting Collections

· Plastic crates 

· Trolleys 

· Plastic pallets

· Rolls of plastic shrink wrap and applicators

· Plastic pallet liners
	Materials

· Vulcanised rubber sponges




FREEZING PROCEDURES
Please check QUICK SALVAGE GUIDE FOR PRIORITY ONE COLLECTIONS on page 1 to assess suitability for freezing. 

Your Team Leader will provide guidance and organise transportation of objects to suitable freezing facilities









SALVAGE PROCEDURES

	Mould affected collections

	Initial Assessment

When a staff member identifies a book/collection they suspect is mould affected, the following procedure should be followed:

1. Contact Conservation Unit immediately [insert telephone number/s].  Return object to where it was found and do not touch surrounding collections.  Keep other staff away. Some mould can be very dangerous so staff should minimise contact.

2. Conservation will assess the affected material in situ. 

	Small outbreak:

1. If only a few objects appear to be affected, Conservation Unit will inspect the surrounding area, and confirm no other material is affected. 

2. The affected material should be sealed in Ziploc bags and taken to Quarantine to be treated by Conservation staff.  Under no circumstances should material be taken to the Conservation Lab or placed in the mail system.

3. If the book is of low value and easily replaced, it should be disposed of (check with Team Leader).  Only volumes that are of high value and irreplaceable will be treated.  

4. Conservation staff will carry out treatment.
	Large outbreak:

1. If a large volume of material is affected (i.e. more than one shelf of material), leave area immediately, ensure no one enters and contact Facilities Manager immediately
2. Facilities in consultation with Preservation unit will implement appropriate assessment, mitigation and treatment strategies.




Photographic Collections

(includes digital prints)

Special Handling Note: Avoid touching image surface, keep emulsion face up and avoid placing anything on emulsion surface.
	Photographic - Fire/ Soot

	Initial Assessment

1. Identify whether objects are wet, charred/burnt, or only soot affected but not burnt.

2. Treat wet photographic material first.

3. Separate photographic material displaying damage to emulsion surface (e.g. flaking, powdering), refer to Team Leader to send directly to Conservation Unit.

Wet fire-affected photographs

1. If the photograph is wet, follow steps outlined under Photographic– Water/Contamination”.
Burnt/charred photographs

1. Minimise handling as burnt photographs are very fragile and require specialist treatment.  Alert the Team Leader who will liaise with Conservation Unit to decide whether treatment is possible.  There is a very low recovery rate.

Soot affected photographs

1. Use applications of air to remove soot from emulsion surface and support.  Do not touch the surface or allow the vacuum to touch the surface of the object. 
2.  Any secondary material such as housing can be cleaned in the same manner, though a soft brush can also be used on non-emulsion areas.  Do not disassemble cased or framed works, alert Team Leader.
      Never try to rub off soot.  


	Photographic - Water/ Contamination

	Important: Damp or saturated photographic materials must be salvaged within 24 hours to prevent emulsion loss and mould growth. Freezing is not suitable for photographic material containing glass, and/or wood.

Special Handling Note: 

· Avoid touching image surface, keep emulsion face up and avoid placing anything on emulsion surface.  


	Initial Assessment

1. Identify saturated or partially wet material and organise salvage priorities according to the list below:

Salvage priorities for photographic material:

Please contact your Team Leader to seek assistance from Conservation Unit to ensure correct identification of photographic processes.



	Salvage order
	Type of photograph and salvage action

	1
	Collections marked Priority One that are most vulnerable photographic formats. 

Action:

· If any degree of water damage, alert Team Leader and send directly to Conservation Unit.  These formats cannot be frozen

· Vulnerable photographic formats

a. Photographic positives and negatives on glass and metal: 

· Wet collodion negatives and positives (ambrotypes)

· Tintypes

· Daguerreotypes

· Gelatine glass plate negatives and lantern slides

· Opaltypes

b. Hand coloured photographs and carbon, bromoil and dye transfer prints.

c. Albumen prints

d. Cased and framed photographs

e. Photograph albums  (seek advice from Conservation)



	2
	Priority One colour: chromogenic and silver dye bleach prints, digital prints, cellulose acetate and nitrate negatives and transparencies:

-  If partially wet – air dry immediately (see procedure below)

- If saturated, air dry immediately

· If unable to air dry immediately or if there is a large volume of saturated or  partially wet colour collections, contact your Team Leader to arrange for the material to be frozen.

	3
	Black and white negatives and prints: 

· If partially wet – air dry immediately (see procedure below)

· If saturated, keep immersed in clean water until able to air dry.  Air drying must occur within 24 hours.

·     If unable to air dry within 24 hours or if there is a large volume of saturated or partially wet collections, contact your Team Leader to arrange for the material to be frozen.



	General procedure:

1. Where possible, remove photographs from paper and plastic enclosures.  It may be necessary to carefully cut side of enclosure.  Ensure all information is kept with the objects and/or carefully documented.  Do not write on the objects.

2. Do not separate materials that are stuck.  Contact Team Leader to organise for material to be sent to Conservation Unit.

3. If material is dirty, rinse gently with clean water.
4. Remove excess water by draining – DO NOT TOUCH SURFACE.
5. If time allows, air dry as described below 

6. If unable to air dry within 24 hours or if there is a large volume of saturated or partially wet collections, contact your Team Leader to arrange for the material to be frozen.
Air drying methods:
Vertical air drying: Only suitable for material that is in good condition.  Best for negatives and partially wet resin coated (RC) prints.

1. Negatives:  For roll negatives, place pegs or clips on sprocket edges away from the image.  For sheet negatives, place peg on negative corner, away from image area if possible.
2. RC prints: place peg on corner, away from image area if possible.
Flat: This is best for wet prints, fibre prints and transparencies with 

1. Lay prints, emulsion side up, on clean blotter.  Do not place anything on top.
2. Unmounted albumen prints should be placed between Reemay and blotter and lightly weighted to prevent excessive curling.
3. Change blotters regularly as they become wet.
4. Prints will curl slightly but this can be rectified by Conservation Unit at a later date.


Bound Volumes 

	Bound Volumes - Fire/ Soot

	Initial Assessment

1. Identify whether books are wet, charred/burnt, or only soot affected but not burnt.

2. Treat wet books first.

Wet fire-affected books
1. If the book is wet, follow steps outlined under Books – Water/Contamination .
Burnt/charred books

1. Minimise handling as burnt books are very fragile and require specialist treatment.  Alert the Team Leader who will liaise with Conservation Unit to decide whether treatment is possible.

Soot affected books

1. For books affected by soot that are not burnt, removal of soot is the first priority.  

2. When removing from shelf, grasp book covers firmly together to prevent soot entering the text block.

3. To remove the soot, use a HEPA filter vacuum cleaner for removing loose soot and dirt particles.  Attach a loosely woven fabric such as muslin or Chux over the vacuum nozzle and turn the vacuum on the lowest suction setting.  

4. Using a gentle upwards action with a soft brush, draw particles to the vacuum.  Do not allow the vacuum to touch the surface of the object. 

5. Never try to rub off soot.  

6. Once vacuuming is completed, further soot residue can sometimes be removed with a soot sponge if the paper and covers are in a stable condition.  If in doubt, consult your Team Leader.

The sponge should be used carefully, in a gentle upward motion to avoid rubbing soot into the object surface.




	Bound Volumes- Water/ Contamination

	Initial Assessment

1. Identify vulnerable objects:

a. Books with leather, parchment  or wooden covers

b. Books/magazines with glossy coated paper (if identified as worth saving). 

2. Divide wet collections into:  

Saturated or partially wet.  Follow instructions outlined below for the relevant category.

	Vulnerable collections:

LEATHER, PARCHMENT, WOOD BOUND BOOKS:
Partially wet (leather or parchment)

1. If pages are suctioned together, carry out a series of blotter interleaves to release suctioned pages prior to air drying.
2. To air dry, place book on its tail on clean blotter and fan pages out (see right).  Regularly re-fan pages.
3. If a large number of collections are affected, alert the Team Leader as the volumes will need to be accessed by Conservation Unit to decide if safe to freeze.
Saturated volumes (leather or parchment)

1. If leather or vellum bound books are saturated, do not open, alert the Team Leader as the volumes will need to be accessed by Conservation Unit to decide appropriate salvage action. 
WOODEN COVERS:

1. Do not freeze books with any wooden components – these must be air dried.  Send to Conservation Unit.

BOOKS AND MAGAZINES WITH GLOSSY, COATED PAGES:  

Partially wet (glossy pages)

1. If the volume is slightly damp and the pages can be separated safely, place book on its tail on clean blotter and fan pages out so that they are not touching each other.  Air dry. 
2. Once volume is touch dry (dry but cool to touch), place under light weight to minimise distortion of the covers and page edges.
3. If a large number of collections are affected, alert the Team Leader as the volumes will need to be frozen and treated at a later date. 
Saturated (glossy pages)

1. If the volume is saturated, contact your Team Leader to arrange for the material to be frozen before pages dry out and become stuck together.
Contaminates/dirt

1. If contaminates are present and the volume is already saturated, rinse outside covers carefully using clean water (either in a tray or using a spray bottle).  Ideally the volume should be kept closed.  Do not rub! 

2. Once clean, dry by following the instructions for Saturated books (see below) or contact your Team Leader to have the volume frozen.

3. If the volume is only partially wet, air dry as outlined for Partially wet books (see below), and then surface clean the dried volume with a soft brush.


	Saturated books

1. If the pages cannot be handled or if there is a large volume of saturated material, contact your Team Leader to arrange for the material to be frozen. 

2. If pages are saturated but can be handled without tearing, gently interleave pages with thin blotter or unprinted paper towel approximately every 5-10 pages.  Avoid using too much interleaving paper as the spine can swell and distort. 

3. Complete the interleaving by placing clean blotter inside the front and back covers.  Close the book gently and place it on several sheets of blotting paper. 

4. Change blotters between pages frequently until pages are touch dry (dry but cool to touch).

5. Check to see if the book can stand on its tail and that pages can fan.  Keep repeating the interleaving process until this is possible.

6. When books are dry but still cool to the touch, interleave with blotter 10% of the text block including inside of front and back cover.  They should then be closed, laid flat on dry blotter, gently formed into their original shape, and placed under a weight.

7. When drying books on top of each other ensure they are with like sizes.  Do not over stack.

8. For pamphlet style material such as music scores, follow instructions for paper collections. 

Where space is limited, consider the use of drying lines for lightweight folio material.



	Partially wet books

1. If the book is only partially wet, place on dry blotter, stand volume on its tail and air dry by carefully fanning out pages. 

2. Once volume is touch dry (dry but cool to touch), place under light weight to minimise distortion of the covers and page edges. 

3. If there is a large volume of material, contact your Team Leader to arrange for the material to be frozen. 




	Guidelines for Packing Books for Freezing 

	1. If time allows and the number of affected books is not too large, use freezer paper or greaseproof paper to separate the books.  Wrap the paper around the spine and covers of the books.

	2. Pack ten to twelve books per box.  Wet books are heavy and care should be taken not to make the boxes too full. 

3. Pack the books on their tails and fold a piece of freezer paper (shiny side in) or greaseproof paper around every other book, with edges toward the top of the box.  Edges of the book should come to within no more than 2cm of the top of the box.  

4. Place in the box, tail down in a single row.

5. Oversized volumes may need to be packed flat largest volume to smallest, please see diagram below for correct method.

	 Correct method for packing books into boxes:

	6. Do not pack tightly but avoid extra space which could cause slumping.  If extra space remains in the box, support the books with crumpled paper.

	7. Place packed box into a heavy gauge garbage bag, ensuring there are no holes in the bag.  This is important as holes will allow moisture to enter the bag causing harmful condensation during the defrosting process.  Remove excess air and seal thoroughly with packing tape. 

	8. Refer to Step 4 of Freezing Procedures for remainder of freezing process.


Paper collections (documents, maps etc.)

	Paper - Fire/ Soot

	Initial Assessment

1. Identify whether objects are wet, charred/burnt, or only soot affected but not burnt.

2. Treat wet paper first.



	Wet fire-affected paper
1. If the work/s are wet, follow steps outlined under 4. Paper – Water/Contamination.
Burnt/charred paper

1. Minimise handling as burnt paper is very fragile and requires specialist treatment.  Alert the Team Leader who will liaise with Conservation to decide whether treatment is possible.

Soot affected paper

1. For paper affected by soot that is not burnt, removal of soot is the first priority.  

2. To remove the soot, use a HEPA filter vacuum cleaner for removing loose soot and dirt particles.  Attach a loosely woven fabric such as muslin or Chux over the vacuum nozzle and turn the vacuum on the lowest suction setting.  

3.  Ensuring you are supporting the sheet, use a gentle upwards action with a soft brush, to draw particles to the vacuum.  Do not allow the vacuum to touch the surface of the object. 

4.  Never try to rub off soot.  

5.  Once vacuuming is completed, further soot residue can sometimes be removed with a soot sponge if the paper is in stable condition.  If in doubt, consult your Team Leader.

6.  The sponge should be used carefully, in a gentle upward motion to avoid rubbing soot into the object surface.


	Paper - Water/ Contamination 

	Handling note:  If collections cannot be dried within 48 hours, freezing is necessary to prevent mould.



	Initial Assessment

1. Identify vulnerable materials:

a. Glossy, coated paper. 

b. Documents with water soluble inks (e.g. watercolours, ink manuscripts).

c. Framed works – send directly to Conservation

These must be treated first if identified as worth saving.

2. Assess level of damage and sort wet collections into two categories :  saturated and partially wet
3. Follow instructions outlined below for the relevant category. 

	Saturated Paper
1. Always support wet paper when moving using blotter or board support.  Place on trolleys to move to salvage area

2. If the sheets cannot be handled or if there is a large volume of saturated material, contact your Team Leader to arrange for the material to be frozen. 

3. For a small number of pages that cannot be handled safely, place onto drying rack to allow air drying until dry enough to release.  Do not place any weight upon pile at this stage. 
4. Separate piles of paper into more manageable piles.  Be very careful about handling the wet paper.

5. Place the piles of wet paper onto clean blotters.

6. Gently apply extra blotter to top sheet of pile to remove any excess moisture and release from remainder of pile.

7. This process may need to be repeated for the remainder of the sheets.

8. Carefully place each sheet between dry blotter & gently apply pressure.  (Consult with team leader if concerned about soluble (running) media.)
9. Place each sheet onto drying rack/ blotter to air dry.

10. When dry to the touch, place between new blotters and place under weight for a minimum of 24 hours.

Partially Wet Paper
1. Separate the pile of papers individually if possible.

2. Use the above methods described for “Saturated paper” for air drying. 

Note on oversized works:  Ensure works are supported with clean blotter or board.


Motion Picture Film/ Microfilm/ Microfiche 

	Film - Fire/ Soot

	Initial Assessment

1.  Identify whether objects are wet, charred/burnt, or only soot affected but not burnt.

2.  Treat wet film first.

3.  Separate film material displaying damage to emulsion surface (e.g. flaking, powdering), contact Team Leader to send film urgently to   Conservation Unit.

Wet fire-affected film

1. If the film is wet, follow steps outlined under Film– Water/Contamination”.
Burnt/charred film

1. Minimise handling as burnt film is very fragile and requires specialist treatment.  Alert the Team Leader who will liaise with Conservation Unit to decide whether treatment is possible.  There is a very low recovery rate.

Soot affected film

Contact Team Leader to send film to Conservation Unit for specialised cleaning. 




	Film – Water/Contamination

	Specific Handling Issues:   Damp or saturated film based materials must be salvaged within 24 hours. 

	Initial Assessment

1. Identify saturated or partially wet material and treat saturated films first.
Treatment

1. If saturated with contamination evident on outside of reel, gently surface clean outside of reel with deionised water. 

2. Contact Team Leader to send to Conservation Unit for further treatment and if large number of films affected, material will be frozen.




Magnetic Media (Videos, Audiocassettes, Reel-to reel)

Specific Handling Issues: Vacuum cleaners and other equipment with electric motors should not be used near magnetic media.  Long suction hoses can be used to keep vacuum cleaners clear of this material.

	Magnetic Media - Fire/ Soot

	Initial Assessment

1. Identify whether objects are wet, charred/burnt, or only soot affected but not burnt.

2. Treat wet media first.

Wet fire-affected magnetic media
1. If the media is wet, follow steps outlined under Magnetic Media – Water/Contamination.
Burnt/charred magnetic media

1. Once magnetic media is burnt or exposed to extreme heat it usually not worth attempting salvage as melting of the film base and distortion of the magnetic signal occur.  Material will have to be replaced

Soot affected magnetic media

1. Using applications of air and HEPA filtered vacuum cleaner, gently remove the loose dirt from tapes and plastic cases.  Do not touch the surface of the tape.  (Remember to keep vacuum cleaner away from media using a long suction hose. If this is not possible use 



	Magnetic Media – Water/Contamination

	Initial Assessment

1. Assess level of damage and sort wet collections into two categories :  saturated and partially wet
2. Follow instructions outlined below for the relevant category.
Saturated Magnetic Media:

1. Remove outer cases from each item, record individual item information for rematching later.  Treat any paper cases or inserts using instructions for Paper – Water/Contamination (pg.14)

2. If contaminates are present, immerse individual media items in a bucket of clean/ deionised at room temperature water.  Do not agitate, but gently circulate water in and around item. 

3. If no contamination is detected, do not re-immerse.  Proceed to step 5.

4. Remove each item after immersion and allow excess water to drain away.

5. Place items vertically with openings facing downwards (such as in drying racks) and tilt media for best drainage.  Open the protective flap on VHS tapes for further drainage.

6. Allow to air dry fully, using fans for air circulation.

Partially wet magnetic media:

1. If only the plastic casing is wet, wipe clean with paper towel and place on blotter or in drying racks as appropriate.  

2. If a small amount of water is present inside the case and no contaminants are present, place on blotter or on drying racks.

3. If contaminants are present e.g. dirt and debris, avoid immersing the cassette in water unless necessary.  Gently clean affected area by lifting dirt up and off the exposed tape surface with cotton swabs and Isopropanol alcohol.  If unsure, see Team Leader.



Optical Discs (DVDs, CDs)

Specific Handling Issues: To avoid damaging record surface, hold the records from the edge and avoid contact with the surface.  This will be demonstrated by the Team Leader if necessary

	Optical Discs - Fire/ Soot

	Initial Assessment

1. Identify whether objects are wet, charred/burnt, or only soot affected but not burnt.

2. Treat wet discs first.

Wet fire-affected optical discs

1. If the discs are wet, follow steps outlined in Optical Discs – Water/Contamination.
Burnt/charred optical discs

1. Once optical discs are burnt or exposed to extreme heat, damage is extreme and it is usually not worth attempting salvage.  Heat causes distortion of the discs.  Sometimes the discs appear intact but the dyes in it may be affected.  This may affect the workability of the discs.  In these cases, material will have to be replaced.

Soot affected optical discs

1. If there is soot on the surface of the disc, use applications of air and a HEPA filtered vacuum cleaner, gently clean the disc surface.  Do not physically touch the surface as this can cause abrasion of the disc surface. 




	Optical Discs – Water/Contamination

	Initial Assessment

1. Treat all discs in the manner described below if water damaged has been sustained.
Treatment

1. Remove cases from each item, keeping track of individual item information for rematching later.  Treat paper cases as per steps under Paper – Water/Contamination (pg.14)

2. If contaminants present rinse discs by immersing individually in a bucket of clean / deionised water.  Do not attempt to remove them by rubbing the disc as this can scratch the surface of the disc.

3. Lay out blotter placing lengths of Reemay on top.  Place discs label side down.  Do not stack items on top of one another.  When discs are wet, care should be taken not to scratch the disc surfaces.

4. When discs are dry, clean with lint free or anti static cloth.  It is very important to wipe discs from the centre to the outer surface.  Do not wipe the surface in a circular manner.




Phonographic Discs

(Vinyl/Shellac/Acetate)

Specific Handling Issues:  To avoid damaging record surface, hold the records from the edge and avoid contact with the surface.  This will be demonstrated by the Team Leader if necessary
	Phonographic Discs - Fire/ Soot

	Initial Assessment

1. Identify whether objects are wet, charred/burnt, or only soot affected but not burnt.

2. Treat wet discs first.

Wet fire-affected phonographic collections

1. If the records are wet, follow steps outlined under Phonographic – Water/Contamination.
Burnt/charred phonographic collections

1. Not salvageable, will need replacement.

Soot affected phonographic collections

1. If there is soot on the surface of the record, use applications of air and a HEPA filtered vacuum cleaner, gently clean the disc surface.  Do not physically touch the surface as this can cause abrasion of the disc surface.

2. Clean the dirt and dirt on vinyl using compressed air and HEPA vacuum cleaner.




	Phonographic Discs – Water/Contamination

	Initial Assessment

1. Identify vulnerable materials:

· Shellac discs

· Acetate discs

These must be treated first if identified as worth saving.

2. If necessary, seek advice from Team Leader if having difficulty identifying media.

Treatment

1. Remove covers and sleeves from each item, keeping track of individual item information for rematching later.  Treat paper sleeves and covers as per steps under Paper Treatment.  

2. Discard plastic sleeves.  If the middle label has separated from the disc, mark the centre of the disc with grease pen(?) to keep track of the record.

3. Discs exposed to contaminants and dirty water should be cleaned by holding vertically and immersing in a sink of clean / deionised water pre-mixed with a surfactant.  

4. Wash discs by gently rinsing the surface with deionised water whilst rotating disc.  

5. For acetate and shellac discs keep the use of water to a minimum and avoid any shocks to the discs.

6. Carefully place the discs in a vertical position on the drying racks to air dry.  The room should be dust free.




Oil Paintings

Specific Handling Issues:  Unglazed works should be transported horizontally on flat trolleys, image side face up

	Oil Paintings - Fire/ Soot

	Initial Assessment

1. Identify whether works are wet, charred/burnt, or only soot affected but not burnt.

2. Treat wet paintings first.

3. Carry works horizontally on flat trolleys, image side face up

Wet fire-affected paintings

1. If the paintings are wet, follow steps outlined under Oil paintings – Water/Contamination.
Burnt/charred oil paintings

1. Alert Team Leader to arrange for work to go to Conservation Unit for assessment and treatment.  
Soot affected oil paintings

1. Alert Team Leader to arrange for work to go to Conservation Unit for cleaning.  



	Oil Paintings – Water /Contamination

	Initial Assessment

1. Consult Team Leader to ascertain whether any works need to be sent to Conservation Unit urgently.  If not, follow procedure below.

Treatment

1. Carefully tilt the painting to drain excess water.  

2. Promptly move paintings to salvage area for air drying.  It is important to transport works horizontally on flat trolleys.

3. Do not touch the surface of the painting.

4. If possible, carefully remove the frame and glazing.  Make sure all parts of the work are tagged properly so it can be reassembled.

5. DO NOT FREEZE

6. Air dry immediately ensuring the work is kept flat and face up on a clean padded surface such as thick blotter. 

7. When completely dry, reassemble all components.
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Attachment 17
External References & Weblinks used in the Development of the State Library of Queensland’s Collections Counter Disaster Plan
(Add any further references that you may use to the list below)
External References & Weblinks Used in the Preparation of the SLQ Collections Counter Disaster Plan
	
	Site
	Web link*

	Australia
	Australian Institute for the Conservation of Cultural Material (AICCM) Inc
	http://www.aiccm.org.au/

	1. 
	Australian Library and Information Association [ALIA]  Guide to disaster planning, response and recovery for libraries, 2010
	https://read.alia.org.au/alia-guide-disaster-planning-response-and-recovery-libraries

	
	Queensland Government Risk Management Community Door Website is now being maintained and developed by the Queensland Council of Social Service (QCOSS) and the Australian Centre for Philanthropy and Non-profit Studies (CPNS), a research centre of Queensland University of Technology.
	http://www.communitydoor.org.au/risk-management


	
	Qld State Archives On-line Disaster Planning and Response Resources 
	Disaster planning and response resources

	
	Torrens Resilience Institute
	https://www.flinders.edu.au/torrens-resilience-institute

	New Zealand
	Canterbury Disaster Salvage Team - a voluntary group of professional people from the Christchurch, New Zealand area who work in the cultural and heritage sector.
	http://www.disalteam.co.nz/

	
	New Zealand Conservators of Cultural Materials (NZCCM)
	http://www.nzccm.org.nz/

	International
	Federal Emergency Management Agency (FEMA) information on emergency management system of preparedness, protection, response, recovery, and disaster mitigation from a United States
	https://www.fema.gov/

	
	International Committee of the Blue Shield (ICBS) – Working for the protection of the World’s Cultural Heritage.
	http://www.blueshieldaustralia.org.au/

	
	Museum Security Network- Information on security and safety for museums, libraries, and archives including disaster management and contingency plans including a European perspective.
	http://www.museum-security.org/
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!!! Emergency happening right now?


What to do?





Emergency  - Immediate Actions





Turn the page NOW!























[insert Agency name] Business Continuity Planning (BCP)





Emergency





Breakage/


Damage/


Malfunction





Collection Damage 





Fire





Ambulance





Police





Call ext [insert number], Head Security Officer Emergency (24 hrs)





Always contact: Manager, Facilities





Call Emergency Services Officers (7am – 11pm) 


<or ‘000’ after 11pm & then ext [insert Head Security Officer’s number]>





Know your closest [insert Agency name] First-aid Officer





Call ext [insert number], Head Security Officer Emergency (24 hrs)





Email Facilities





call ICT Services





call Manager, Facilities





Call Manager, Facilities





Know location of closest [insert Agency name] Emergency Response Kit

















Offsite offices call ‘000’





























or





or





email ICT Services





(computer related)























             I N I T I A L    I N C I D E N T





Service downtime/unavailability affected beyond Maximum Allowable Outage (MAO) time





Invoke BCP





Crisis Management Team (CMT)





For updates check


Staff Hotline


Website: [insert web address]





Crisis Declared





























             B C P    I N V O K E D











Manager, Facilities





Chair, CMT

















(insert days and hours of operation)











Disaster Recovery Coordinator:  (redirects to mobile if applicable)





as at [insert date] 





Resource Allocation: Urgent Response; Treasures to Conservation; Deploy high level treatment procedures and take highest level measures to recover collections





Resource Allocation: Immediate Response; Deploy high level treatment procedures and take elevated measures to recover collections





Resource Allocation: Secondary Response; Deploy standard level treatment procedures and measures to recover collections





Resource Allocation: Response as time allows post recovery of levels 1 & 2; Deploy base level treatment procedures and measures to recover collections. Weed where collection status is beyond minor damage





15803 





10151�10154 





10508 





15786 





11480 





11351 





13097 





14879�14976�14948 








400mm inundation





Library Building 





Entrance 





Loading Bay





300mm inundation





Key Contacts:


Head Security Officer		Facilities Manager				Disaster Recovery Coordinator 


Ext:	 			Mobile:					Mobile: 





Before RETRIEVAL starts: 


The Facilities Manager and the Disaster Recovery Coordinator will find a sorting area location away from risk that is as dust free, cool, well ventilated, and as dry as possible.


The Disaster Recovery Coordinator or their delegate will capture by digital &/or video status of disaster area pre-retrieval this record will assist in tracing where displaced items may have come from (see Retrieval Process-Collection Order below).


Assemble:


PPE for individuals and extra supplies


Information on priority/significant items in affected area


Marking pens, clipboard, stationery, scissors, Ziploc bags and garbage bags to keep components together


Transport carriages (trolleys, dollies, pallet trucks etc.)


crates, bins, supports for moving damaged, wet items from the disaster site


Discuss and agree on retrieval approach (see Retrieval Process-Collection Order below) as once the area is declared safe by the Facilities Manager and go ahead given by the Disaster recovery Coordinator, you will need to work quickly and in a methodical manner.


If you are unsure of the process or concerned that the situation is unsafe or that you may cause further damage to collection items, alert your Team Leader immediately.











Safety precautions





It is important not to panic and to follow instructions carefully. 





All members of the retrieval team are to wear appropriate personal protective equipment (PPE) as advised and provided.


This will include as a minimum nitrile gloves which need to be replaced regularly as they become compromised or dirty (to minimise cross contamination across retrieved items.)


P2 respirator masks should be worn where there is a risk of mould or contamination. Additional precautions will be in operation if working in confined spaces, where a generator is operating or other situations where air quality may be compromised.





IMPORTANT:





Retrieval of damaged collections should not be carried out until the affected areas have been declared safe by the Facilities Manager and when directed to by the Disaster Recovery Coordinator (DRC). 





Retrieval Process: 


When advised by Facilities Manager &/or Disaster Recovery Coordinator (DRC) retrieval team members wearing appropriate PPE and using card, crates, trays etc to support items can commence retrieval.





Collection Order


Firstly, move all items that are on the floor to clear your access path to other damaged materials to ensure safety of personnel and that collection items are not further damaged.


Where feasible significant collections will be identified by the High Priority list [if applicable] and if possible, must be attended to first.


It is vital to keep all collections in order and all information relating to each object and its location documented and retained with the item.  This may be difficult where items have been displaced off shelves and is why a photographic record is essential. 


Ensure all measures are taken to provide for the reassembly of complex items e.g. related records/documents emptied from one Type 1 box or a multi component object. 


Do not write directly onto items if information may be lost or separated from item, information that may be lost can be copied onto a bag and then the item placed into the bag along with the recorded information for retrieval.





Retrieval Procedures


Be careful when moving items.  Always provide adequate support.  Water and fire damaged items will be heavier and more fragile than usual. 


Where feasible, separate soiled, very wet, slightly wet, and nearly dry items during retrieval to prevent cross contamination and to assist in salvage treatment.


When moving multiple items, do not overstack or put too many items in one crate, tray or tub to make it too heavy. 


Discard damaged storage containers where feasible and replace them with new ones making sure no information on the storage container is being inadvertently discarded. 


Retrieval is NOT the time to be making decisions on whether an item is to be kept or disposed of.





The Team Leader will be responsible for instructing their team on collection methods to be employed.  This will occur prior to retrieval commencing to ensure all team members are fully briefed on relevant retrieval processes including special handling considerations that may need to be employed:


Photographic material -  avoid touching image surface, keep emulsion face up and avoid placing anything on top


Phonographs, LPs etc avoid damaging record surface, hold the records from the edge and avoid contact with the surface. 





If you are unsure of the process or concerned that the situation is unsafe or that you may cause further damage to collection items, alert your Team Leader immediately.


























If you are unsure of the process or concerned that the situation is unsafe or that you may cause further damage to collection items, alert your Team Leader immediately.











Before sorting commences: 


1. Prepare sorting area:


The Facilities Manager and the Disaster Recovery Coordinator will find a sorting area location away from risk that is as dust free, cool, well ventilated, and as dry as possible.


The Sorting Team will be briefed on agreed sorting approach and necessary tasks prior to sorting commencing


Line tables and other flat surfaces with absorbent material such as paper towels, butchers paper, or blotting paper.  These need to be changed regularly.


To speed up the drying process and to minimise mould growth, it is important to dry objects as quickly as possible, create good air movement and lower humidity.


Fans and air movers will be used to maximise air circulation and speed up drying.  Keep them at a low speed to ensure a gentle air flow over drying collections.


If needed, and power is available a portable dehumidifier will be set up in the sorting area to reduce humidity levels.  Ensure the collecting buckets at the back of the refrigerant models are emptied regularly. 


Do not use heaters or hair dryers as they will encourage the growth of mould and can cause distortion of certain objects. 


2. Assemble materials, supplies and equipment:


PPE for individuals and extra supplies


Information on priority/significant items in affected area


Marking pens, clipboard, Cut-to-size coaster board, stationery, scissors, Ziploc bags, garbage bags , packaging tape


Power boards and Extension leads


transport carriages (trolleys, dollies, pallet trucks etc)


crates, bins, supports for moving damaged, wet items to salvage area


Air movers/ industrial fans and portable dehumidifiers





If you are unsure of the process or concerned that the situation is unsafe or that you may cause further damage to collection items, alert your Team Leader immediately.








Safety precautions


It is important not to panic and to follow instructions carefully. 


All members of the sorting team is to wear appropriate personal protective equipment (PPE) as advised and provided.


This will include as a minimum nitrile gloves which need to be replaced regularly as they become compromised or dirty (to minimise cross contamination across retrieved items.)


P2 respirator masks should be worn where there is a risk of mould or contamination. Additional precautions will be in operation if working in confined spaces, where a generator is operating or other situations where air quality may be compromised.





Sorting Process: 





The Team Leader will be responsible for instructing their team on sorting methods to be employed.  This will occur prior to sorting commencing to ensure all team members are fully briefed on relevant processes including special handling considerations that may need to be deployed.  Sorting team members wearing appropriate PPE can commence sorting once items make their way to the Sorting area.





1. Documentation


It is vital to keep all collections in order and all information relating to each object and it’s location be documented and retained with the item through the sorting and salvage process. 


Documentation is also important for insurance claims.  Discard nothing until a collection specialist confirms the decision.


Ensure all measures are taken to provide for the reassembly of complex items e.g. related records/documents emptied from one type 1 box or a multi component object. 


2. Priorities


 Where feasible significant collections will be identified by the High Priority list [if applicable].


Identified collection salvage priorities and the most vulnerable collection items must be attended to first if possible.


Photographic collections which are unsuitable for freezing (e.g. glass plate negatives, cased and framed photographs and hand coloured prints). 


Other vulnerable collection items that will have a higher priority include:


Books with leather, parchment and wooden covers and


Books/magazines with glossy coated paper (if identified as worth saving). 


Wooden objects.


3. Sorting Procedures


Be careful when moving items.  Always provide adequate support.  Water and fire damaged items will be heavier and more fragile than usual. 


Separate mouldy, soiled, very wet, slightly wet, nearly dry items to prevent cross contamination.


Discard damaged storage containers where feasible and replace them with new ones making sure no information on the storage container is being inadvertently discarded. 


When putting books on top of each other ensure they are with like sizes. 


When moving multiple items do not over stack or put too many items in one crate, tray or tub to make it too heavy. 


Remember to keep replacing absorbent paper when it becomes damp.  If this is not done, there is a greater chance of mould activity and physical distortion.


Photographic material - avoid touching image surface, keep emulsion face up and avoid placing anything on top.


Phonographs, LPs etc avoid damaging record surface, hold the records from the edge and avoid contact with the surface. 





If you are unsure of the process or concerned that the situation is unsafe or that you may cause further damage to collection items, alert your Team Leader immediately.








2. Assemble materials, supplies and equipment (see Salvage Setup chart (pg.3)


Line tables and other flat surfaces with absorbent material such as paper towels, butchers paper, or blotting paper. These need to be changed regularly.


To speed up the drying process and to minimise mould growth, it is important to dry objects as quickly as possible, create good air movement and lower humidity.


Fans and air movers will be used to maximise air circulation and speed up drying. Keep them at a low speed to ensure a gentle air flow over drying collections.


If needed, and power is available a portable dehumidifiers will be set up in the sorting area to reduce humidity levels. Ensure the collecting buckets at the back of the refrigerant models are emptied regularly.


Do not use heaters or hair dryers as they encourage fungal activity and can cause distortion of certain objects





1. Prepare salvage area: 


The Facilities Manager and the Disaster Recovery Coordinator will find a suitable location away from risk that is as dust free, cool, well ventilated, and as dry as possible.


The Salvage Team will be briefed on agreed salvage approaches and necessary tasks prior to salvage commencing.





READ FIRST:  Important safety information 


It is important not to panic and to follow instructions carefully. 


Salvage may only commence when clearance has been given by the Facilities Manager and Disaster Response Coordinator


All members of the salvage team are to wear appropriate personal protective equipment (PPE) as advised and provided.


This will include as a minimum nitrile gloves, though in many cases thicker gloves will be needed.  Replace gloves regularly as they become dirty (to minimise cross contamination across retrieved items).


P2 respirator masks should be worn where there is a risk of mould or contamination.  Additional precautions will be in operation if working in confined spaces, where a generator is operating or other situations where air quality may be compromised.





5. Handling and transport procedures


Be careful when moving items.  Always provide adequate support.  Water and fire damaged items will be heavier and more fragile than usual. 


Ensure mouldy, soiled, very wet, slightly wet, nearly dry items remain separated to prevent cross contamination.


Discard damaged storage containers where feasible and replace them with new ones making sure no information on the storage container is being inadvertently discarded.


When putting books on top of each other ensure they are with like sizes. 


When moving multiple items do not over stack or put too many items in one crate, tray or tub to make it too heavy. 


Remember to keep replacing absorbent paper when it becomes damp.  If this is not done, there is a greater chance of mould activity and physical distortion.


Photographic material - avoid touching image surface, keep emulsion face up and avoid placing anything on top


Phonographs, LPs etc avoid damaging record surface, hold the records from the edge and avoid contact with the surface 


If you are unsure of the process or concerned that the situation is unsafe or that you may cause further damage to collection items, alert your Team Leader immediately.





4. Maintain documentation


It is vital to keep all collections in order and all information relating to each object and its location is documented and retained with the item through the salvage process. 


Documentation is also important for insurance claims.  Discard nothing until a collection specialist confirms the decision.


Ensure all measures are taken to provide for the reassembly of complex items e.g. related records/documents emptied from one type 1 box or a multi component object. 





3. Determine salvage order


Where feasible significant collections will be identified by the Priority One list. [if applicable]


Identified collection salvage priorities and the most vulnerable collection items must be attended to first if possible. 


Use the QUICK SALVAGE GUIDE FOR PRIORITY ONE COLLECTIONS (pg.1) to determine salvage priorities and collections that can be safely frozen.


A Team Leader will be assigned to oversee the preparation of collections for freezing. Freezing Procedures are outlined on pg. 5














Materials needed


Strong garbage bags or freezer bags.  Do not use degradable bags.


Plastic packing tape


Plain kitchen towel (if working in high humidity); plain greaseproof paper


Plastic crates or boxes 


Plastic pallets


Plastic shrink wrap and plastic pallet liners





Step 1:  Place object/s into freezer bags or thick garbage bags and boxing


If possible, keep objects at room temperature and the relative humidity (RH) as close to 50% as possible (RH must be within the range of 35-65%) before bagging.


Place object/s into a freezer or garbage bags. 


Pack carefully to prevent damage of contents.  This is particularly important if placing several objects in the one bag


Double bag to minimise risk of holes.  It is crucial that there are no holes in the bag.  If holes are present, moisture will form on the object which can cause major problems once defrosted.


If bagging in humid conditions, add extra absorbent material such as unprinted kitchen towel, a piece of cloth such as a towel or calico.


Books: 


Place each book in a freezer bag or for oversized volumes, a garbage bag. 


For detailed instructions on Packing Books for Freezing  (pg.16)


Paper documents: 


If documents are not blocked together, and time allows, interleave sheets with absorbent paper and place flat in freezer bags.


For paper documents, interleave sheets with absorbent paper and place flat in freezer bags.  It may be necessary to place board on freezer shelving before placing bagged documents on top, to prevent wire shelving imprinting wet paper.


Photographic prints and negatives:


Be careful not to touch emulsion surface


If blocked together, leave as is and freeze in a block.


If not blocked together, interleave with greaseproof paper.


Framed prints should be removed from framing before placing in bag.


For large quantities of damaged objects, place carefully in some form of boxing or plastic crates that suit the dimensions of the objects.  This is will help when packing material on to pallets.





Step 2:  Expel excess air


Remove excess air from the bag before sealing.  Be careful not to crush the object or create holes in the bag.





Step 3:  Seal 


Seal bag thoroughly using packaging tape (do not use masking tape). 


Ensure the package is completely sealed, airtight and free of holes.





Step 4A:  Packing – Domestic freezer


When placing the bagged object(s) into the freezer, ensure that adequate room is left to permit air circulation around each bag to assist rapid cooling. 


Be careful not to damage items if placing on top of each other.


Books should be packed flat in the freezer or in a single row with the spine down.  Too many books on top of each other or placed at angles can cause permanent deformation.


The object(s) should be left in the freezer for a minimum of 48 hours (if freezer is –20oC) during which time temperatures should remain constant.  If freezer temperature is higher, leave in for approximately two weeks.  Large items or volumes of materials may need up to 6 weeks. 


Try not to open the freezer during this time. 





Step 4B:  Packing – Commercial freezing facility


If large volumes of material require freezing, they will need to be sent to a commercial freezing facility.  This material will need to be palletised.


Collections should be placed in some form of boxing or crates prior to placing on the pallets.  


Line each pallet base with a plastic pallet liner and carefully stack boxes and/or crates on top taking great care not to crush or damage any items.


The Team Leader will need to check the exact size restrictions for the pallets with the freezing facility.  Pallets must not exceed these restrictions. 


Once pallets are packed, they must be firmly sealed with shrink wrap to ensure each pallet is airtight and boxes cannot move.  If possible tie one end of the shrink wrap to the base of the pallet and beginning wrapping from bottom to the top.  Ensure overlapping of the plastic occurs throughout the process to create an airtight seal.  Completely cover the entire area.


The Team Leader will oversee the transportation of the palletised collections to the commercial freezing facility.


Freezing should take place for a minimum of four weeks.





Step 5:  Remove from freezer


Removal of collections from the freezer should only occur, if there is enough time to deal with the collections.


Collections can remain indefinitely in the freezer if packaged correctly.


When you are ready to remove the object/s from the freezer, leave bagged and sealed in a cool location until completely thawed. This is very important because if it is removed from the packaging whilst still frozen, major water damage can occur.  This may take up to a week in the case of palletised material


Condensation should not be forming inside the bag during defrosting but it will occur on the outside of the bag during this process.. 


The defrosting process can take several days depending on the size of the object.  It is better to leave it longer if unsure.


Objects should be handled with extreme care at all times.





Step 6:  Treatment


Once thawed completely, remove the object(s) from bagging. 


Carefully inspect damage.


Treat the object for water damage following the instructions provided in the Salvage Procedures.


Insect activity: 


Clean the object with a soft brush (and low suction HEPA filtered vacuum if necessary) to remove pest remains and frass. 


Ensure storage area/shelving has been thoroughly cleaned and checked for pest activity before returning object(s), otherwise reinfestation is likely to occur.


      Water damaged collections:


The defrosted object/s will be wet, so it will be necessary to air dry immediately.  Follow instructions as outlined in Salvage Procedures  for water damaged collections





Step 7:  Return to storage
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