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Disaster Plan Form
Name of Library:

Date of completion or update of this form:

People to be called in the event of a disaster. Each requires an alternate

Position

Office #

Home #

Cell#
Chief Administrator

Alternate

Maintenance

Alternate

Recovery Coordinator

Alternate

Recorder

Alternate

Salvage Specialist Name 


Alternate

Services 



Phone #
Fire Department

Police Department

Insurance Company

Legal Advisor

Electric Company

Gas Company

Telephone Company

Electrician

Plumber

Carpenter

Locksmith

Freezer Space

Janitorial Service

Photo Processing Lab

Computer Vendor

Paper for Interleaving

Portable Toilets

Work Tables

Individuals and/or organizations to assist in salvage

Name of Contact and Phone #

Example of Step-by-Step Recovery Procedures
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Step-by-Step Recovery Procedures 

For Items To Be Air Dried

Saturated volumes
1. Do not open—wet paper tears easily!
2. Set volumes on their heads on absorbent paper. Pages tend to droop within the binding when a volume is shelved upright, so setting it on its head will help counteract this tendency. Plastic sheeting should be placed under the paper toweling or unprinted newsprint to protect table tops. Turn the volumes right side up when changing the paper beneath them. Their position should be reversed each time the paper is changed and the wet paper removed from the area.
3. Covers may be opened slightly to support the volume.
4. Aluminum foil may be placed between the cover and the text to prevent staining from the binding dyes.
5. When most of the water has drained, proceed as for wet volumes.
For Books To Be Frozen

Removal

1. Clear the floors and aisles first.
2. Begin with the wettest materials. These will usually be on the lowest shelves, unless water has come in through the ceiling.
3. Pack materials on-site, if possible. If not possible, remove by human chain.
4. Keep accurate records of the locations from which materials are removed.
Packing

1. Remove volumes from shelves in order.
2. Wrap freezer paper (waxed side next to the volume) or waxed paper around each volume as a sling and place in plastic crates or cubic foot boxes spine down. This will prevent items from sticking to each other. Do not wrap as you would a gift.
3. Pack boxes or crates one layer deep only, snugly enough that volumes will not slide or lean. You should be able to slide a flat hand between the books and one end of the box. Books and papers will swell as they are frozen.

4. Wrap open books as found and place on top of a packed container. Do not place more than one open volume in a container. Be sure there is a freezer paper barrier between the packed volumes and the open volume to prevent staining from binding dyes.
5. Do not attempt to separate books that are stuck together, but pack them as one volume.
6. Oversize books such as ledgers should be frozen as individual items on their sides.

Record keeping
1. Label each container on three sides with your library’s name and assign it a number. Use waterproof markers.
2. On a separate sheet of paper, record the box number and its contents.
3. If the containers are sent to more than one freezer, note which container numbers are sent where.
Transporting

1. Materials should be placed in a freezer facility as quickly as possible to prevent the growth of mold and excessive swelling. Care should be taken that containers do not fall over during transport, as further damage may result. Use stretch wrap as needed.
2. Materials should be placed in refrigerated trucks if they cannot be frozen within forty-eight hours. This will slow mold growth, but not prevent it.
Example of Emergency Instructions
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