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Date of completion:12/2007
Date of next update of this plaifFall 2008
Person responsible for next updateDsaster Preparedness Committee

Date of update:

List all locations where this plan is on file (on and off premises):

Main Office (2) Serials

Archives Offsite (committee members):
Bibliographic Services Judy Silva

Circulation (2) Del Hamilton

IMC Kathy Manning

ILL Jessica Marshall

Night Security Staff Dorothy Thompson
Reference Phil Tramdack

Who on the staff has a copy of this plan and is familiar with its contents?

Committee members (listed above)

This DisastePreparednessd ResponsPlan is intended to serve as a living guide to be
used in responding to and recovering from an emergency situation at Bailey Library,
Slippery Rock University.

This plan pertains only to collection emergencies. In the event of an emerdeency, t
safety and welfare ®#EOPLE areprimary over collections. Ensure the safety of all staff
and patrons before attempting to recover and salvage collections.

All staff should become familiar with building exit routes, locations of fire alarm pulls
and fre extinguishers, and potential hazards of the building. Floor plans indicating these
are included in the Appendices section.
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Disaster Response Checklist

Use this list as a guide to plan and organize youpoese to a collgion emergency

0 Assess the situation

o Alert campus police, Facilities, the library director, approptiatary
personnel

0 Set upacommand post

0 Review thisDisaster Plancontacts, services, suppliers, salvaging
priorities, recovery and salvaging tjc.

o Eliminate hazards

0 Assess damage to the collection

o0 Activate plans for acquiring services, supplies and staff

o Control the environment

o Organize the recovery phase

o Train staff/volunteers to stabilize and recover affected collections
0 Supervise aotities

o Communicate internally and externally

o Document all activities



Emergency Contact Sheet

See appendix for full list of library employees

DAYS NIGHTS/ WEEKENDS

Campus Police x3333 724 7383333 Campus Police  x3333 7247383333
Home Cell

Philip Tramdack x2630 724 7382630 Philip Tramdack

Barbara McGinnis x2734 724 7382734 Jessica Marshall
Facilities (Work Order) x6666 724 7386666 Del Hamilton

Also call the designated persorfor the area where the emergency is occurring:

Home Cell
Archives Judy Silva
Catalog Aiping ChenGaffey
Computers/PrintefBR room  Del Hamilton
Government Documents Jane Smith
IMC Kathy Frampton
Reference Jessica Marshall
Resource Sharing Martina Nicholas
Services/Circulation Kathy Manning
Serials Cathy Rudowsky

Call the Disager Response and Recovery Team if additional assistancerieeded:

Home Cell
Judy Silva
Jessica Marshall
Del Hamilton
Kathleen Maning
Dorothy Thompson



L ocal Resources

Fire Department: call 911

Police or Sheriff: call 911

Ambulance: call 911 x3333

Civil Defense:call 911

Carpenter: Facilities x2073; off campus (724) 7-2873
Electrician: Facilities x2073; off campus (724) 7-2873
Exterminator: Facilities x2073; off campus (724) 72873

Freezer/lce HouseAVI, John Vag, Dining Services Director x2840
Giant Eaglg724) 794504Q freezer truck rental

Fumigation Service:

Glass Company:

Heating/Cooling (HAVC) Company: Facilities x2073; off campus (724) 7-2873
Janitorial Service:

Locksmith: Facilities x2073; off campus (724) 72873
Photographer: Public Relations x2091; off campus (724) 73801
Plumber: Facilities x2073; off capus (724) 738073

Public Relations:x2091; off campus (724) 738091

Utility Companies: call Facilities x2073; off campus (724) 72873
Electric: call Facilities x2073; off campus (724) 72873

Gas: call Facilities x2073; off campus (724) 72873
Telephone:call Facilities x2073; off campus (724) 732873

Water: call Facilities x2073; off campus (724) 72873



Salvaging Information

The following is a guide to assist you in salvaging various materials formats. Damage
from water is the most commmotype of emergency since it can occur naturally, as the
result of leaking pipes and plumbing from air conditioning systems, and is the direct
result of nearly all other disasters including fire, storms and earthquakes.

Points to keep in mind when recovang and salvaging materials

1. TIME IS CRITICAL T have 48 72 hours to stabilize wet materials.

2. Try to get assistance from an experienced preservation professional or conservator
as soon as possible after the disaster occusee Collection Emergency
Contact Sheet

3. Lower temperature and humidity tead mold and mildew outbreak$§he cooler
and dryer the environment the bettebelow 70 degrees Fahrenheit, below 50%
Rh. Install fans to circulate the air to prevent stagnant air that promotes mold

growth.

4. Protect materials that were not affected by the disaster to prevent additional
damage.

5. Avoid damaging mirials in the recovery phas#&/et materials are extremely

fragile and vulnerable to tears from simple handling.

6. Select the recovery method(s)sbsuited to the collection and to the kind of
damage it received.

7. Keep an inventory of all merials removed from the sitdumber each box and
record the number of books in each box. Or, scan barcode of each book prior to
packing out.

8. Document all alvaging activitie§ written notes, photographs, or video
recording.

9. Save high priority materials. Refer to the Collection PrioritiesMistnot waste

time on unimportant or unsalvageable materials.

Materials of highest need of immediate recovery:
c Clay-coated papete.g art books
c Water soluble inks (manuscripts)
C Film-based media



Salvaging Tips

Audio and Video Tapes

Vv

Very laborintensive to save if wét so haveBACK-UP copies of irreplaceable
tapes.

If there is water inside the cassette box,ofe box and air dry.

If the tape is wet, contact a professional restoration vendor immediately. See
Disaster Response Services and Resources listing.

Do not use heat to dry.

Once the tape is dry, make a new copy.

Books and Paper

Vv

Wet books needtbe stabilized- air-dried or frozen withimd8 hourso minimize
damage.

Damp books and papers can bedxied unless there are too many of them. Rule
of thumbi more than 100 books freeze; less than 100 r3ir

Wetter books will need to be frozddo not squeeze wet books or try to straighten
them or open them. Just handle each book carefully and pack for freezing. Pack
books spine down only one layer deep in boxes or plastic crates; try to loosely
wrap (create a sling) around each book with waxeleezer paper so that they

do not stick together or allow inks or dyes to transfer to each other. Get the books
to a freezer immediately.

Clay-coated paper Freeze immediately or will need to interleave every page
with absorbent paper towels.



Salvaging Tips, cont.

Computer Hardware and Equipment

Move to cool, dry, clean location.
Rinse off debris if necessary.

Open covers to drain

< < < <

Let dryi dry in cool room with temperature between@Ddegrees Fahrenheit
and Rh of 4660%

Vv Or, contacta disaster recovery company for drying and cleaning.USee
Disaster Response Services and Resources listing.

Leather, Vellum and Parchment

\% Handle with care. Wet leather is extremely fragile.
Vv Air-dry slowly and gently blot saturated areas.
Vv Freez large quantities loosely wrap each item with waxed or freezer paper.

Magnetic Media (3.50 diskette

Vv Dry within 48 hours to prevent mold.

Vv KeepBACK-UP copies as data may be lost even after salvaging.

\% Cut open one edge of the diskette jackeixfwose the disk, remove the disk with
a gloved hand, rinse in cold water, and dry with afli@eé cloth. Airdry for 8

hours.

\% Place dry diskette in new jacket and copy immediately.



Salvaging Tips, cont.

Microfilm and microfiche

Vv If only a few microflm reels or fiche are wet, gently dry with a clean,
nonabrasive cloth, and place on a flat surface, or hang on a line to dry.

Vv If there are many, immerse the film and fiche in a trashcan (or bucket or garbage
bag) filled with cold water. Contact a micrafing processing vendor
immediately. Se®isaster Response Services and Resources listing.

Vv Once wet, film and fiche need to be rewashed by a vendor and dried within 72
hours.

Photographic Materials: prints, negatives, transparencies

Vv Do not freeze pttographs unless you have no other alternétiiveezing may
damage the surface of the photo.

Vv Keep immersed in cold water.

Vv Air-dry flat or hang on clothes line within 48 hours; 72 hours for negatives and
transparencies.

Vv If they cannot be aidried within 48 hours, then freeze.

Unbound Papers and Maps
Vv Do not try to separate wet single sheets by hand as pages will tear easily.

Vv If sheets are just damp, separate each by lifting each one using a piece of Mylar or
polyester film, and lay out to dry.

\% If wet, interleave groups of papers with waxed or freezer paper and freeze as soon
as possible. When you are ready to air dry, thaw the papers and then separate the
sheets using Mylar or polyester film.



RECOVERY 61

FIGURE 4-1 FLOW CHART FOR TREATMENT OF WATER DAMAGED BOOKS AND PAPERS
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Packing Wet Materials for Transfer
Off-Site

x Freezing most papdrased materials stabilizes materials physically and chemically to
prevent further damage.

x Once frozen, materials can remain in this state indefinitely.

x Training staff in recovery methods is essential to avoid ruining materials.

x  The ondition and shape of materials after freezing will be the same as before
freezing. However, because wet materials are extremely fragile, trying to straighten

pages and text blocks may result in greater damage.

x Most materials will need to be placed irxbes or plastic crates for transport to the
freezer.

x Use standard size record or book boxes.

x Loosely wrap each book with waxed or freezer paper to prevent transfer of binding
designs or cloth dyes

x Pack bound volumes spine down in each box, one layer desck loosely
x Keep records of box contents.
x Code boxes to identify location of materials requiring special treatments.

A Stack boxes on pallets, no more than three cartons high to avoid collapse of
the boxes.

A Use shrinkwrap to secure stacks of box@swooden pallets.



Library Collection Salvaging Priorities

Listed in priority order

1. Archives. 318 and 319A. All materials. If standing water present the bottom
drawers of file cabinets must be emptied. Material in room 319 is behind glass
and much oft exists elsewhere in the collection.

2. Special Collections. 20&ince the various collections are not separated out, all
the materials would have to be saved. Otherwise the most important collections
would bePennsylvania history, Japan Collection, &RIJ faculty publications.

3. IMC 2"%floor, back. Listed in order of importance

a. AV. All materials behind the IMC Desk (all the way back to the office
and 213)
Awards Collection Shelved next to the IMC Desk.
Reference CollectianShelved next to the IMDesk.
Textbooks Shelved on the far side of th8 gtack in IMC.
Fiction, Nonfiction and Biography Collectiong-iction is shelved on the
1%'on and a half stacks. Nonfiction is shelved on the far side of'the 2
stack, & stack, and the near sidetbe 4" stack in IMC.

®caoo

4. Serials. Listed in order of importance
a. Abstracts and Indexes not in electronic format. Reference roomamalls
stacks next to the loose journal issues
b. Bound journals. 8 floor stacksat the far end of the building
c. Loose currentopies. ¥ floor Periodicals area.
d. Microforms F'floor Periodicals area.

5. Reference. %ifloor Reference areaBook stacks A through Z and the Atlas Case.

6. Main stacksListed in order of importance
a. History. Stacks on the"2floor with call number<, D, E, and F.
b. Philosophy Stacks on the"2floor with call number B except BF.
c. Geology Stacks on the'®floor with call number QE.
d. Music scores Stacks on the"2floor with call numbers M and MT
e. Allthe rest Stacks on the"2and 3" floors.

7. Government Documents'®3loor, middle.Listed in order of importance
a. All the FS reports (old education titled}S 5.3 (multiple volumes).
b. USGS Bulletin.119.3 (multiple volumes)
c. Agriculture titles A1.9A1.76.
d. DOD reports T27.1-T28.7

1C



Disaster Rdabilitation Steps

1. Design procedure to systematically examine and sort all dried
materials.

2. Determine options available surface cleaning, thouse or out
sourced repair, binding or rebinding, conservation and restoration,
boxing, or discard.

3. Hire and train personnel.
4. Be on the alert for mold; treat if necessary.
5. Replace spine labels, pockets or security tags if necessary.

6. Stamp each item indicating that it was damaged; include date of
damage. For exampleWater damaged November 2001

7. Return materials to shelf. Shift collection if necessary.

8. Keep records; document all activities.

11



Emergency Procedures
for Most Common Types ofDisasters

(See University Disaster Plan
For Additional Information and
Additional Types of Disaster¥

For ALL types of emergenciesotify:
Campus Police x3333, (724) 738333

Phil Tramdack x2630 on campus,
555 55555550ff campus

Your immediate supervisor

SeeCollection Emergency Contact Sheetp. 7

SeeCollection Salvaging Priorities list p. 16

Do nat enter the affected area(s) untilt is safd

12



Emergency Procedurescont.

Power Failure

In addition to the University guidelines:

Check neighboring buildings; if they are dark, blackout could be neighbcshidedor
regional. Listen to the radfor information and instructions. Emergency power
generator should kick in within 30 seconds so there should be lights in major areas and
for exit signals, fire system, etc.

If nearby buildings have power, call the electric utility company to report gatage.

Refer to the guidance of local police or security personnel to evacuate the building or to
determine if precautionary steps should be taken to safeguard the building.

Contact Library director or librarian on duty to determine if building welickosed. If in
doubt, close the building if power off for 10 minutes; notify Academic Affairs.

Theft/Vandalism

In addition to the University guidelines:
Note the time of the event, location, type of threat and the characteristics of the actor.
Try to keep the vandal/thief within sight until police or security personnel arrive.

Remain at the scene to direct assistance.

Water Emergencies: Leak or Flood

In addition to the University guidelines:
e Once saf e, move collections from har moés

e Drape phstic sheeting over collections or shelving units to prevent further
damage.

e Stay away from standing water until electricity has beeroffut

13
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Disaster Response Services Providers

Disaster Recovery & Salvagindmajor cleanup)

Munters Moisture Control Services,Cleveland office
31387 Lorain Rd.

North Olmstead, OH 4407Qerified 3/1/2007)

Phone: (800)688377 (verified 3/1/2007)

Fax: (440) 71974 (verified 3/1/2007)

Email: mcsinfo@ munters.cormmerified 3/12007)
http://www.muntersamerica.Corwkrified 3/1/2007)

Services(1) Water pumping and vacuuming. (2) Drying of floors, walls,
insulation, and furnishings. (3) Document and media restoration. Cost
estimates are provided after an evaluation of the damage.

BMS CAT (Blackmon-Mooring -Steamatic Catastrophe, Inc.)verified 3/1/2007)
303 Arthur Street

Fort Worth, TX 76107

(800) 4332940

(817) 3322770

Fax: (817) 3356728

Email: info@bmscat.com

http://www.bmscat.com

V.P. Dean McKinney recommended contact per Iron Mountain

Services: microbial remediation, sewage remediation, dehumidification, fire &
water damage recovery, data, magnetic media & microforms recalenyment,
books & vital records restoration.

DiCaprio Cleaning

New Castle, PA

(724) 6524888 (recommended by Del Hamilton)
http://dicapriocleaning.com/

Specializing in fire, \ater, &smoke teantup; antibacterial treatment;acpet,
furniture, & yholstery janitonal service sewage backip, 24 hour emergency
service

14
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Disaster Response Services Providersnt.

Audio and Videotape Recovery & Salvaging

VidiPax (verified 3/1/2007)

30-00 47" Ave.

Longlsland City, NY 11101

Toll-Free: (800) 6583434

Phone: (718) 482111

Fax: (718) 4821370

email: contact@vidipax.com

http://www.vidipax.com

Services:Videotape, audiotaprestoration, consulting, videotape supplies, and
forensic video services.

Restoration Technologies

3695 Prairie Lake Court

Aurora, IL 60504

Phone: (800) 429290

Fax: (630) 8541774

Email: rti@ameitech.net

http://www.restechnologies.com/

Services Recovery of electronic data processing, radio & TV, magnetic
tapes, and floppy discs. Mobile laboratory brought to site.

Safe Sound Archiwe (Silva recommends)

c/o George Blood

21 West Highland Ave.

Philadelphia, PA 19118

Phone (215) 242100

Fax: (215) 242177

Email: georgeblood@safesoundarchive.com
http://www.safesoundarchive.com

What's Happenin' Productions (verified 3/1/2007)

2571 Western Ave.

Altamont, NY 12009

Phone: (518) 355888 or (518) 355305

Fax: (518) 355109

Email: info@whpvideo.com

http://whpvideo.com/

(Contact: Tom Quaglieri)

Services:(1) Copying of damaged videotapes. (2) Drying of 16mm, 8mm, and
Super 8 film.

15
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Disaster Response Services Providersnt.

Books and PaperSalvaging

Library of Congress

National Preservation Program Office

LM-GO7

Washington, DC 20540

Phone: (202) 705213

Fax: (202) 7073434

Email: preserve@loc.gQemailed 3/1/2007 for viication)
http://Icweb.loc.gov/preseryerified 3/1/2007)

Expertiseinformation on salvage, restoration, and reformatting of books
and paper.

American FreezeDry, Inc.

441 White Horse Pike

Audubon, NJ 08106

Phone: (856) 546777 or (800) 81-2007 (verified 3/1/2007)

john@americanfreezedry.conor francine@americanfreezedry.comverified
3/1/2007)

http://www.americanfreezedry.com/emergency.éiiied 3/1/2007)

Services Vacuum freeze drying20 deg. F. storage. Thcompany deals

primarily with books and paper. They can provide crates;yicknd delivery,
cleaning of materials, smoke odor removal, and mold and fire recovery. Works
closely with conservators and with artifacts.

Northeast Document Conservation @nter

100 Brickstone Square

Andover, MA 0181601494

Phone: (978) 472010

Disaster Assistance: (978) 41010 call day or night, seven days a week.
Fax: (978) 475021

Email: seéhttp://nedcc.org/aboustaff.phpemail list by departmenterified 3/1/2007)
http://nedcc.org/services/disaster. afied 3/1/2007)

ExpertiseRegional conservation center, which specializes in the salvage,
restoraion, and reformatting of books, paper materials, and photographs.

16
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Disaster Response Services Providersnt.

Books and Paper Salvagingcont.

Conservation Center for Art and Historic Artifacts
264 South 23rd Street

Philadelphia, PA 19103

Phone: (25) 5450613

Fax: (215) 7338313

Email: ccaha@ccaha.ongerified 3/1/2007)
http://www.ccaha.orgerified 3/1/2007)

Books and Paper Salvaging, cont.

ExpertiseRegionalconservation center, which specializes in the
salvage, restoration, and reformatting of books, paper materials, and art.

Etherington Conservation Center

7609 Business Park Drive

Greensboro, NC 27409

Phae: (800) 4447534 or (336) 668.317 (verified 3/1/2007)
http://www.thehfgroup.com/ecsover.htwarified 3/1/2007)

Expertise Salvage, restoration, and reformatting of paper and books,
photographic media, and works of art on paper.

Sue Kellerman

Judith O. Sieg Chair for Preservation,

Head, Digitization & Preservation Department
402 Pattee Library

The Pennsylvania State University

University ParkPA 168021804

Office Phone: (814) 863696 verified 3/1/2007)
Home phone: (814) 468156

Fax: (814) 8658769 verified 3/1/2007)

email: Isk3@psulias.psu.eduerified 3/1/2007)
http://www.libraries.psu.edu/preservatiqwitified 3/1/2007)

ExpertiseDisaster response and recovery.

17
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Disaster Response Services Providersnt.

Books and Paper Salvagingcont.

Intermuseum Conservation Association
2915 Detroit Avenue

Cleveland, OH 44113

Phone: (216) 658700

Fax: (216) 658709
http://www.icaartconservation.org/

18
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Disaster Response Services Providersnt.

Computer Records Recovery & Salvaging

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

303 Arthur Street

Fort Worth, TX 76107

(800) 4332940

(817) 3322770

Fax: (817) 3326728

Email: info@bmscat.com

http://www.bmscat.com

Restoration Technologiegverified 3/1/2007)
3695 Prairie Lake Court

Aurora, IL 60504

Phone: (800) 429290

Fax: (630) 8541774

Email: rti@restoratiotechnologies.net
http://www.restorationtechnologies.net/

Services:Recovery of electronic data processing, radio & TV, magnetic
tapes and floppy disks. Mobile laboratory broughtt®. s

Document Reprocessorgrerified 3/1/2007)
5611 Water Street

Middlesex, NY 14507

Phone(800) 4379464 (emergency, 24 hrs)
(585) 5544500 (daytime, EST)

Fax: (585) 554114
http://www.documentreprocessors.com/

Services:Salvage of computers. They will come to the site to inventory and help
pack materials to be taken to their facility.

18
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Disaster Response Services Providersnt.

Film Restoration

Cineric, Inc.

321 West 44th Street
New York, NY 10021
(212) 5864822

John E. Allen, Inc.
116 North Avenue
Park Ridge, NJ 07656
(201) 3913299

Colorlab Corp.

5708 Arundel Ave
Rockville, MD 20853

tel: 307702128

fax: 301:876-0798

e-mail: Russ@colorlab.com

Summit Film Lab & Media Services
1020 Napor Blvd

Pittsburgh, PA 15205

phone: 412037-9333
www.summitfilmlab.com

2C
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Disaster Response Services Providersnt.

FreezeDry Service

Document Reprocessorsgrerified 3/1/2007)

5611 Water Street

Middlesex, NY 14507

Phone(800) 4379464 (emergency, 24 hrs)
(585) 5544500 (daytime, EST)

Fax: (585) 554114
http://www.documentreprocessors.com/
(Contact: Eric Lundquist or Quentin Schwartz)

Services(1) Vacuum Freeze Drying. (2) Salvage of computers. They will come
to the site to inventory and help packtaerals to be taken to their facility. They
also have a mobile freezkying unit and provide various other combinations of
services, including barcoding and reshelving. They will service all types of
micrographics, electronic media, and large formats asahaps.

American FreezeDry, Inc.

441 White Horse Pike

Audubon, NJ 08106

Phone: (856) 546777 or (800) 81-2007 (verified 3/1/2007)

john@americanfreezedry.conor francine@americanfreezedry.comverified
3/1/2007)

http://www.americanfreezedry.com/emergency.éiiied 3/1/2007)

Services:Freezing, vacuum freezilrying, disaster recovery, dehumidification,
building drying services
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Disaster Response Services Providersnt.

Microfilm Recovery & Salvaging

BMS CAT (Blackmon-Mooring-Steamatic Catastrophe, Inc.)verified 3/1/2007
303 Arthur Street

Fort Worth, TX 76107

(800) 4332940

(817) 3322770

Fax: (817) 336728

Email: info@bmscat.com

http://www.bmscat.com

Photograph Salvaging

Image Permanence Institute

Rochesterrstitute of Technology/IPI

70 Lomb Memorial Drive

Rochester, NY 14623604 (verified 3/1/2007)

Phone: (585) 475199 verified 3/1/2007)

Fax: (585) 4757230verified 3/1/2007)

Email: ipiwww@rit.edu(verified 3/1/2007)
http://www.imagepermanenceinstitute. ofgfified 3/1/2007)

Expertise:Salvage and restoration of photographs.
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Locating Conservators

American Institute for Conservation of Historic and Artistic Works (AIC)
1717 K Street, Suite 200

Washington, D.C. 20006

Phone: (202) 459545

Fax: (202) 452328

Email: info@aicfaic.org

http://aic.stanford.edu/faic/refer.html

Services: AIC provides free referral to conservators (in your area) and
informational publications on colleot care.
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Disaster Response Supplies and Vendors

Quantity Supplies Vendor
20 Boxes Gaylord
20-21 rolls Paper towels Servistar
1 Tape guns In house
6 Tape In house
1 bdl & 4 sm rolls | Waxed paper Uline
9'x9'x33' Plastic sheeting Servistar
1 Plastic lucket Servistar
2 Sponges Cellulose Servistar
1 box (50) Garbage bags In house
2 pkg Mylar (Melinex) Gaylord
30 Cotton rags Servistar
2 Fans20" Servistar
2 Extension cord4.6 gauge 50' Servistar
1 Multi-plug electrical strip Servistar
1 pkg (10 Lightsticks (8 hours each) Lab Safety
1 box (100) Gloves (for use with chemicals) Servistar
20 Boots- Grips on bottom Direct Safety
3 Waterproof markers In house
5 Clipboards In house
6 Tablets In house
6/2 Pens/Pens In house
2 Scissors In house
1 First-Aid kit In house
2 rolls Caution tape Servistar
1 Emergency Salvage wheel In house
1 Platform truck Demco
2 Handsanitizer Direct Safety
2 ctn (40) Dust mask Uline
1 ctn (100) Disposable apronspolyethelyne Uline
1 pkg Blotting pager Gaylord
1 Duct tape Servistar
1 Disposable camera Servistar
1 Clothesline & pins Servistar
2 Door wedges Servistar
2 Trouble lights Servistar
1 Dehumidifier Servistar
Vendor Address Phone#
Demco PO Box 7488 Madison,WI| 537607488 (800) 35-1200
Direct Safety PO Box 44995 Madison,WI 5374095 (800) 5287405
Gaylord PO Box 4901 Syracuse,NY 1322901 (800) 4486160

Lab Safety Supply

PO Box 1368 Janesville,WI 5354868

(800) 3560783

Servistar

239 Grove City Rd. Slippery Rock,PA 16057

(724) 7946615

Uline

2200 S. Lakeside Dr. Waukegan,IL 60085

(800) 2955510
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BAILEY LIBRARY
EMERGENCY EVACUATION PROCEDURES

PROCEDURES FOR WEEKDAYS (7:30- 4:30)

IF THE SITUATION ALLOWS:

GROUND FLOOR (BASEMENT)
Academic Services stafnd Systems Librarian

e Help clear the floor as you leave by the loading dock door or nearest available
exit.

FIRST FLOOR
Circulation and Resource Sharing Services staff
e Stay by the phone to place/receive calls from University Police and relay
information.
e Switch the elevator off at the first floor.

Database Management staff
e Check the service elevator for passengers.
e Check first floor public restrooms, including the handicappeckssible
restroom.

Reference staff
e Clear the reference room anchdéng machine area; direct patrons at the 2 side
exits.

Serials staff
e Clear the Reading Room and Special Services room; direct patrons at the back
exit.

SECOND FLOOR
IMC staff
e Help clear the floor (back half of main stacks, IMC stacks, cubicles).

Main Office (Director and Secretary)
e Help clear the floor (front half of stacks, Special Collections, rooms 210, 211,
212, 213, and public restrooms).

THIRD FLOOR
Archives and Government Documents staff

e Help clear the floor (back half of stacks).

Librarians n rooms 312315
e Help clear the floor (front half of stacks, restrooms, and computer lab).



PROCEDURES FORNIGHTS & WEEKENDS

IF THE SITUATION ALLOWS:

Laptop students or security student: clagdp roomfire doors; clear thground
floor hallway as youeave by the loading dock door nearest available exit
closing all fire doors behind you.

Circulation staff(or Resource Sharing Services or security guaem)ain at the
desk to receive or place calls to University Police.

Circulation staff/studenbpen the elevator af'floor and turn thewitch off.
Circulation staff/studentlear patrons from theafe”and closehefire doors.
Circulation staff/studentlose fire doors into reference améinhallway.

IMC studentsclear the second floor (sties, cubicles, restrooms, rooms 210, 211,
212, 213).

Referenceibrarian, Serials and Reference studecitsar the first floor (including
Reading Room, Special Services room and restrooms).

Computer Lab student or securstudenthelp clear the third dlor.

IN ALL CASES (WEEKDAYS, NIGHTS, WEEKENDS):

Evacuate the building immediately whenever the fire alarm
sounds.

Use the nearest stairways and exit®0o not use the elevators.
Assist the disabled in exiting the building.

Leave personal itemsand library materials & equipment behind.
Close allfire doors.

Meet at the rock in the middle of the quad.

Building employees should report to the person in charge,
indicating whether or not their areas are clear.

Do notre-enter the building until the all clear is given by
University Police or the Director of Environmental Health and
Safety.

If the library director is not here, the library faculty chairperson
or the reference librarian on duty will act as building manager.
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~Bailey Library~

EmergencyPhone List

It is important to talk to employees with further calling responsibility IN PERSON.
If you do not reach an individual directly, please call PJT.

Phillip Tramdack

555 5555555(Home)

Del Hamilton

Martina Nicholas
Kathy Manning

Melba Tomeo

Barb McGinnis

12/2007

Barb McGinnis
Brian Danielson

Del Hamilton
Kathy Manning
Melba Tomeo

Jessica Marshall
Cathy Rudowsky

Lynn Hoffmann
Martina Nicholas

Rita McClelland

Karen Mason
Rebecca Cunningham
Kevin McLatchy

Allan Nocera

Aiping Chen-Gaffey

Kathy Frampton
Jane Smith
Joe Drobney

Dorothy Ann Negley
Mary Purdy

Dorothy Thompson
Judy Silva
Ellen Pontius

555 5555555
555 5555555

555 5555555(H)
555 5555555(Cell)

555 5555555
555 5555555

555 5555555

555 5555555(Cell)
555 5555555(H)

555 5555555(Cell)
555 5555555(Cell)

555 5555555(H)
555 5555555(Cell)

555 5555555(Cell)
555 5555555
555 5555555

555 5555555(H)
555 5555555(Cell)

555 5555555

555 5555555
555 5555555 (Cell)
555 5555555

555 5555555
555 5555555(H)
555 5555555(Cell)
555 5555555

555 5555555

555 5555555
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Response t@a Threat by Phone

To be posted at every phone

If you receive a threat by telephone,
call Campus Police x3333 immediately afterwards
with as much detail as possible.

Extension call came in on:

Listen carefullyto themessage; pay careful attention to wording, inflection, indications

of speakerod6s age and gender, background noi s
Exact words:.

Speech characteristics: Gender:

Background noise: Age:

Other audible clues:

ASK as appropriate:
What is being threatened?
What kind of bomb/device is it?
What does it look like?
What will cause it to explode?
Where is the threat?
Where is the caller?
When will the threatened event happef?
Who is responsible?

Other information to record:

Time of call

Date of call

Person & department who tookthe call
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Emergency Supplies

Aprons, Rubber and/or plastic

Boots

Boxesi all sizes; oPlastic crates

Brooms and dustpans

Cameraand film

Clipboard(s), Pens and Magic Markers

Clothesline and Clothes Pins

Crates, plastic

Extension cord50 ft., heavy duty, (grounded) and/or a mpltig electrical strip
First-Aid kit, Bandaids

Flashlight(s)

Freezer or waxed paper

Garbage bags, plast

Gloves rubber and plastic

Marking penswaterproof

Mops, buckets, sponges

Mylar or Polyester filmi for handling wet unbound papers/maps
Papertowels many packs, youol | n e e d-coatedtpaperi f you he
Plastic bucket(s) and trashns

Plastic sheetingmany r ol |l s, so you can drape it over
Protective masks/glasses

Rags cotton

Rubber boots

ScissorsTape gun(s) plustape to seal boxes

Sponges

Tabletsi to record inventory lists

Waxed paper manyrolls; buy large economy size

Also:

Emergency funds, purchase orders, institutional credit cards
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Emergency Equipment

Construction materials (wood, screws, nails)
Dehumidifiers, portable
Extension cords (50ft., grounded)
Fans, portable

Generator, portable

Hard hats

Ladders

Lighting, portable

Metal book trucks

Phone, Nearest cffite location
Portable toilets

Pump, portable

Refrigerator trucks

Tables, portable

Wet vacuum
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Prevention and Protection:
Summary of Physical Facility

(might be useful to Facilitiesr if we ever hire a consultant)

Name of the building:
Location:

Date of Construction:
Materials/Type of construction:
Number of floors/rooms:

Has building site ever been flooded?

Located in floodplain?

Earthquake hazard?

Is the building prone to otheatural disaster hazards?

Average temperature and relative humidity:
Summer:

Winter:

ROOF:
Material/type:
Last time new roof installed
Last repaired:
Last inspected:
Contractor:

GUTTERS and DOWNSPOUTS:
Last replaced:
Last repaired:
Last cleaned/inspected:
Contractor:

FURNACE:
Type:
Date installed:
Last repaired:
Last cleaned/inspected:
Contractor:

WIRING:
Load capacity:
Date installed:
Last repaired:
Last inspected:
Contractor:
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PLUMBING:
Date installed:
Last repaired
Last inspected
Contractor:

HVAC.:
Date installed:
Last repaired:
Last inspected:
Contractor:

SECURITY SYSTEM:
Type:
Date installed:
Last repaed:
Last inspected/tested:
Contractor:

FIRE SUPPRESSION SYSTEM:
Type:Wood, paper, combustible (Type A)10 water extinguishers

All routine types of fire (Type ABGC) 15 dry chemical extinguishers
Date installed:

Last repaired:
Last inspectd/tested:
Contractor:

FIRE INSPECTION:
By:
Date of inspection:
Result of inspection:



Internal Building Hazard Survey rempae

Name of person conducting the inspection:
Date of inspection:

Acceptable---Action Required ---Completed
Condition ofceilings (loose plaster):
Walls:
Window and Doors:
Electrical systems (Campus Facilities)
Pipes and plumping (Campus Facilities)
HAVC (Campus Facilities)
Fire detection
Fire suppression
Water detection
Security system
Trash
General Housekeeping

Storage areas
Exhibits

Storage of Flammables

NOTE: Using floor plans, keep a LEAK LOG showing leaks in building;
note location and date of leak.
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External Building Hazard Survey vempiate

Name of person conducting the inspeti

Date of inspection:

Acceptable--- Action Required --- Completed

Building:

Roof:

Gutters, Downspouts & Drains:

Windows & Doors:

Trees, Shrubbery:

Landscaping:

Water Hazards: Low area prone to flooding is downhill from Water feature.

Fire Detection:
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Further Reading

Internet Sources
Preservation Directorate at the Library of Congress, Emergency Preparedness and
Responséttp://Icweb.loc.gov/preserv/pubsemer.html

Federal Emergency Management Agency (FEMA), Emergency Salvage Steps
http://www.fema.govAn-r/salvage.htm

National Fire Protection Agency (NFPA}tp://www.nfpa.org/Home/index.asp

Salvage Operations for WatBramaged Collections, by Betty Walsh
http://palimpsest.stanford.edu/waac/wn/wn10/w2iWn106202.html

National Task Force on Emergency Response, Heritage Preservation
http://www heritagepreservation.org/PROGRAMS/taskfer.htm

American Library Association, Association for Library Collections & Technical Services
division, Disaster Preparedness Clearinghouse
http://www.ala.org/alcts/publications/disaster.html

Conservation Oiline, disaster planning and recovery information with additional links
http://palimpsest.stanford.edu/

Tips for Water Damage to FalpiHeirlooms and Other Valuables, prepared by the
American Institute for Conservation (AIC) and the National Institute for Conservation
(NIC) http://aic.stanford.edu/disaster/tentip.html

Northeast Document Conservation Center, Disaster Assistance
http://www.nedcc.org/disaster.htm

Northeast Document Conservation Center, Preservation of Library and Archival
Materials: A Manualhttp://www.nedcc.org/plam3/index3.htm

Southeastern Library Network (SOLINET) Preservation Service, Disaster Service
http://www.solinet.net/presvtdisaster/disastsv.htm

Conservation Center for Art and Historic Artifacts, Disaster Service
http://www.ccaha.org/

lllinois Cooperative Extension Service Disaster Resources Home Page
http://www.ag.uiuc.edu/~disaster/prep.html
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INTRODUCTION

Most librarians and archivists have seen the effects of mold on paper materials. but many have
never experienced an active mold outbreak. Dealing with such an outbreak (large or small) can
be overwhelming. This leaflet provides some basic mformation about mold and outlines the
steps that need to be raken to stop mold growth and begin to salvage collections,

Please note that the actions recommended here are basic stabilization techniques to be
undertaken in-house for small to moderate outbreaks. The complexities of dealing with a large
number of wet and moldy matenials will usually require outside assistance. and some
suggestions for dealing with a major mold outbreak, appear at the end of this leaflet. In all
cases, a conservator or preservation professional should be consulted if any questions anise or if
further treatment is necessary.

WHAT IS MOLD?

Mold and mildew are generic terms that refer to various types of fungi, microorganisms that
depend on other organisms for sustenance, There are over 100,000 known species of fungi. The
great vanety of species means that patterns of mold growth and the activiry of mold in a
particular situation can be unpredictable, but it is possible to make some broad generalizations
about the behavior of mold.

Mold propagates by dissenunating large numbers of spores. which become airbome. travel to
new locations, and (under the nght conditions) germunate. When spores gernunate, they sprout
hair-like webs known as mycelium (visible mold): these in ram produce more spore sacs. which
nipen and burst, starting the cycle agam. Molds excrete enzymes that allow them to digest
organic materials such as paper and book bindings, altering and weakening those matenals. In
addition, many molds contain colored substances that can stam paper, cloth, or leather. Tt is also
important to realize that mold can be dangerous to people and in some cases can pose a major
health hazard. Mold outbreaks should never be ignored or left to "go away on their own."
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