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Disaster Response & 
Continuous Operations Planning: 

Designing plans that are pro­active 

Every library, archive, museum and historical society suffers disasters from water leaks 
and mold to power and phone outages.  Today, our cultural institutions have to consider 
electronic resources, computers, digital data and office records in print and digital 
formats. Some are easy to recover after a disaster; some will not exist if you do not plan 
ahead. It‛s what you do to prevent it, the ways you plan for it and the speed with which 
you respond that determines the cost of a disaster to your institution and to the 
community it serves.  Learn about the importance of planning for these disasters and how 
to design a recovery plan so that the disaster becomes a change in routine. 

Planning will focus on: 
� Recovery of water damaged collections. 
� Dealing with Mold and Indoor Air Quality issues 
� Basics of insurance for collections and buildings. 
� Recovery from physical damage to computers during a disaster. 
� Proactive planning to recover automated systems, information services and 
administrative records. 
� Staffing issues before, during and after a disaster. 

Written materials will be provided to assist with starting your disaster response plan 
today. 

Audience: Library & Archives Administrators, Facilities & Maintenance Managers, 
Librarians and Archivists responsible for Preservation and any other interested staff. 

Presented by Miriam Kahn, MLS - MBK CONSULTING Ltd., Columbus, Ohio. 

MBK CONSULTING was founded in 1991 to provide preservation and disaster response 
services for cultural institutions including libraries, archives and museums.  Ms Kahn has 
assisted libraries throughout North American deal with the aftermath of disasters and 
has helped write a number of disaster response plans.  Ms Kahn regularly offers workshops 
and seminars on preservation and disaster response through Kent State University 
Graduate School for Library and Information Science, through OHIONET and other 
consortia, and has written several books and numerous articles on the topic.
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PLANNING 

Ø  Decision to develop a plan, written, oral or otherwise is essential.  Administration has to buy in, 

whether administration is the head of the library/information center, division or corporation. 

Ø  Pick a team and a leader.  Pre­assign authority. 

Ø  Decide what can be replaced or upgraded if wet. 

Ø  Decide what to rescue, because it is essential, too expensive or irreplaceable. 

Ø  Determine scope of insurance coverage, contingency/petty cash fund; update any out­of date values, 

collections, scope of services and users’ needs. 

Ø  Determine who has the authority to write checks and issue purchase orders. 

Ø  Building survey for potential hazards and future problem areas. 

Ø  Have chronic problem areas repaired. 

Ø  Fire detection/suppression; 

Ø  Floor plans 

Ø  Training in equipment, routines, restoring computer services from an alternate location.
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ROLES AND RESPONSIBILITIES 
(assign b/u person for each job) 

Director: deal with administration.  make major decisions, allocate funds and extra 
staff.  Work with consultants and drying companies. Boost morale, provide food, 
drink and comfort/rests.  Designate insurance liaison, work with insurance 
adjuster.  Update staff in overall recovery of company. Daily meeting. declare a 
disaster 

Team Leader: Coordinate response and recovery operations, work with team 
members, communicate with director and team members and PIO, co­ordinate 
volunteer efforts, & co­ordinate multiple shifts.  Rest breaks, frequent updates in 
overall situation, identify temporary location, set up, and assign team members 
to jobs. 

Team Members: lead efforts in assigned tasks and wherever needed; train staff and 
volunteers, locate additional supplies, communicate with team leader 

PIO/communications: communicate with media, press releases, information to 
administration, director and team leader. provide information for vendors and 
customers, information for staff of where to report and on which shift. 

Administration: allocate emergency/contingency funds, approve hiring of disaster 
recovery firms, work with insurance adjuster, etc. work with overall plan; have 
daily/2x daily meetings with department heads. 

Security: notify disaster response team in event of a disaster, triggered alarm, water 
or broken pipes, prevent theft, board up broken windows and doors, inventory if 
possible.  Basic procedures; Hire temporary security staff as needed.  Keys. 

Facilities/Maintenance: clean up water, fire, debris, board up broken windows and 
doors, help with misc. clean up efforts. hire drying company based upon library/ 
information center’s recommendation.  Know location of all utility shut off valves; 
know how to shut them off. 

Information Technology: work with computer services disaster response team to get 
basic on­line services restored at backup location.  After that, IT restores the rest 
of the computer services to the library from backups.  When building is reopened 
to ‘normal’ operations, computer services are returned to in­house servers and 
computers.
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Outside assistance: 
Consultants­ recommend treatment options, write specifications as needed. help 

coordinate efforts, locate necessary. resources, supplies and services, train staff 
and volunteers, explain options for recovery. liaison with director, administration, 
team leader and insurance if necessary; direction for facilities/maintenance 
efforts if no drying company contracted with.  Identify and locate additional 
contractors in “hazardous” situations, conservators and specialists as needed. 
May be asked to direct/ lead response and recovery effort. 

Drying Companies: dry and ‘recover’ all wet materials, furnishings, building structure. 
Provide best possible treatment based on specifications for “recovery”. 
Inventory and return all treated items in best possible condition.  Remove all 
mold, dirt, mud, etc. Work through insurance agency or institution.  Usually paid 
by insurance company.  May be called in by consultant, insurance adjuster or 
institution.  May call in the consultant. 

Risk Manager ­ Insurance: evaluate level of insurance needed.  Identify potential 
risks and hazards.
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PRIORITIZATION 

1st priority: 
valuable/permanent papers 
irreplaceable items ­ rare books etc. 

art work 
cannot get wet. ­ photographs, clay or coated paper, pre­1930 photographs 
three­dimensional objects, etc. 
Computer data / hardware and software not stored off­site 

2nd priority: 
expensive to replace/repair ­ rare books/mss., especially those on insurance 
schedule 
essential to workings/ function of institution, library or information center 
core collection 
Masters of microfilm. (should be stored off­site) 
Payroll and accounting records. (duplicates should be stored on removable 
storage medium that is stored off­site.)  If payroll is contracted out, then the 
supporting documents should be removed to a safe location and institution 
should confirm that contractor has a disaster response plan. 

3rd priority: 
supplements core collection 
heavily requested items 
government documents? 
indices, major reference tools, CD­ROM indices. 

4th priority: 
standing orders/ annual replacement and update. 
nice to have but not essential to mission of institution 
duplicate microfilm/fiche ­ otherwise replace 
items duplicated by microfilm/fiche: periodicals, government documents. 

Computer files, s/b backed up daily if not more often. 
Archives 
Rolodex/contacts, forms for initiating Purchase Orders 
Vendors, clients, financial information 
Inventory should be stored off­site, copies on removal storage medium. 
Artwork inventory off­site, plus pictures if possible to prove provenance.
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ACTIVATING THE PLAN 

1.  Call Disaster Response Team to “Command Center”. 
2.  Determine scope of disaster.  How much area covered?  Effect on services and 

ability to operate/provide services.  How much staff is affected? 
3.  Determine if the disaster localized to floor, area or building?  Is the disaster larger? 

Decisions about scope of problem: 
1.  Do you shut library/ information center until immediate disaster under control 

or keep open. 
2.  Initiate decisions about what to do, how to activate plan, start to get the 

pieces and players in place. 
3.  Call in staff to assist Disaster Response Team 
4.  Call in outside assistance 
5.  Contact Insurance Company to tell them about scope of disaster and initiate 

the claim process 

Beginning the Recovery Process 
1.  Send staff not need for disaster response to alternative locations to provide 

reference and referral services to primary clients and users. 
2.  Ask Facilities/Building Maintenance and Security for assistance in clean up of 

building. 
3.  Get additional supplies for clean up and shipping to drying company.
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Conservation Discussion List ­ Date: 15 Sep 2003 
From: Jane Long <jlong@heritagepreservation.org> 
Subject: Hurricane 

Preparing your institution for Hurricane Isabel 

The Heritage Emergency National Task Force offers the following advice to museums, 
libraries, archives, and historical societies for protecting collections and records from 
wind and water damage. 

Before the storm: Here are some basic precautions to take if there is time and you can 
undertake them safely. These are excerpted from the "Emergency Response and 
Salvage Wheel" (copyright 1997, Heritage Preservation): 

*   Move vital records and high priority items away from windows and below­ground 
storage into water­resistant areas. Avoid areas under roofs. 

*   Screw plywood over windows or use tape to reduce shattering. 

*   Verify location and procedures for shutting off water, gas, and electricity. 

*   Wrap shelves, cabinets, other storage units in heavy plastic sealed with 
waterproof tape. 

*   Move outdoor objects indoors or secure in place. 

*   Take with you lists of staff, institutional and public officials, insurance and 
financial data, inventory, emergency plan and supplies. 

*   Make preliminary contact with service providers for generators, freezers, drying 
or freeze­drying services, and refrigerated trucking. 

*   Appoint a staff contact to give instructions on returning to work. 

Prepare Now! We hope you are not in the path of this terrible storm. But in light of 
Isabel's potential for destruction, you should be asking: 

*   Have we established a telephone tree for staff contacts? 

*   Do we know the first responders in our community? 

*   Is our disaster plan up to date? Our insurance coverage? Our inventory?
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*   Have we established priorities for salvaging our collections? 

*   Do we have contacts at salvage firms? Have we stocked emergency supplies? 

*   Do we know what preservation resources are available in our area? 

Since 1995, the Heritage Emergency National Task Force has been working to help 
cultural institutions safeguard their collections. Sponsored by the Federal Emergency 
Management Agency (FEMA) and Heritage Preservation, Inc., the Task Force is a 
partnership of 34 national organizations and federal agencies. For more hurricane 
resources, please visit <URL:http://www.heritageemergency.org>. 

Jane S. Long 
Director, Heritage Emergency National Task Force 
Heritage Preservation 
1625 K Street, NW   Suite 700 
Washington, DC 20006 
202­634­1422 
Fax: 202­634­1435
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