SIDE B (Actions).  Use this side to provide step-by-step instructions for archives personnel who will respond to a disaster affecting your own institution, a state or local government agency, or another archival repository or cultural institution in your state. Ideally, steps should already be defined in the archives disaster plan.  This PReP™ document is NOT intended to be a substitute for a comprehensive emergency plan. Instead, it should distill the most important tasks to be taken in the first minutes and hours after an event occurs, especially those that occur when staff members are away from their offices.
Template for Pocket Response Plan (PReP)™
SIDE A (Communications).  Use this side to collect phone numbers for the individuals and organizations you are most likely to need to talk to in the first minutes and hours after an emergency occurs: staff, emergency responders, facility managers, utilities, vendors, and assistance organizations.
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STAFF/KEY PERSONNEL 
EMERGENCY CALL LIST

  [name]

  [title]

  [office phone] / [home phone] / [cell]


	FIRST RESPONDERS 

Police /Sheriff
911
Fire Department 

911 

Ambulance
911 

In-house Security

  [phone]

Local EMA

[input from File “mdplan county info lists.xls”]

Regional EMA

[input from File “mdplan county info lists.xls”]


	MAINTENANCE/UTILITIES
Maintenance

  [name]

  [phone]

Facilities Management Company

  [name]

  [phone]

Janitorial Service

  [name]

  [phone]

Electrician

  [name]

  [phone]

Plumber

  [name] 

  [phone]

Locksmith

  [name]

  [phone]

Carpenter

  [name]

  [phone]

Exterminator

  [name]

  [phone]

Computer Emergency

  [name]

  [phone]

Legal Advisor

  [name]

  [phone]

Architect/Builder

  [name]

  [phone]


	MAINTENANCE/UTILITIES
Gas Company

  [name]

  [phone]

Oil Company

  [name]

  [phone]

Electric Company

  [name]

  [phone]

Water Utility Company

  [name]

  [phone]

Telephone Company

  [name]

  [phone]

Elevator Company

  [name]

  [phone]

Sprinkler Service Company

  [name]

  [phone]

Heating System Service

  [name]

  [phone]

Cooling System Service

  [name]

  [phone]

Security System Service

  [name]

  [phone]


	PRESERVATION SERVICES

American Institute for Conservation
Collections Emergency Response Team  (AIC-CERT) 

24-hour assistance: (202) 661-8068 

Ntl Park Service – 
Harpers Ferry Conservation Center

Phone: 304-535-5050

National Trust for Historic Preservation

tel: 202.588.6000; 800.944.6847 

Heritage Preservation 
 Phone 202-233-0800


Amer Ass. for State & Local History  

Phone: 615-320 3203

Council of State Archivists (CoSA) 
319-338-0248

Maryland Historical Trust   
Phone:  (410) 514-7600

Preservation Maryland   
Phone: (410) 685-2886


Washington Conservation Guild

http://cool.conservation-us.org/wcg/
Virginia Conservation Association http://www.virginiaconservation association.org/
FIND A CONSERVATOR

AIC Online Guide

http://www.conservation-us.org/index.cfm?fuseaction= Page.view Page&pageId=495
Washington Conservation Guild
http://cool.conservation-us.org/wcg/
http://cool.conservation-us.org/wcg/craa.php
Maryland Historical Trust

Phone:  (410) 514-7600
	DISASTER RECOVERY COMPANIES
Local

[local companies input from 

File “mdplan county info lists.xls”]

National

Belfor  
 Toll Free: 800-856-3333 
 Fax  (248) 594-1133 
 URL: http://www.belfor.com/ 

BMS Catastrophe 
 Phone: 800 433-2940  (817) 332-2770  
Fax: (817) 332-6728 
 Email: info@bmscat.com 
 URL: http://www.bmscat.com/ 

Munters Moisture Control Services 
Phone: 800- 686-8377 (978) 241-1100  
Fax: (978) 241-1219 
 Email: dhinfo@munters.com 
 URL: http://www.munters.us/ 

TEMPORARY STORAGE

EZ Storage 

Phone: 877-GO-STORE

http://www.ezstorage.com/ 

PODS, Inc  

800-776-PODS (7637)

http://www.pods.com/
Allied Office Trailers and Storage Containers 

800-532-5400

http://www.alliedtrailers.com/index.php
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Water Damage (Minor)

1.
If possible, determine the source of the water leak. 

2.
If possible, cut off the water. Location and procedures for the main water shut-off valve are as follows – 

Insert water shutoff

3.
Notify building facilities maintenance, also call the people on the Emergency Call List as necessary.

Facilities Maintenance –

Name:

Phone:

4.
Protect the collections from further damage as appropriate by – 

(a) Move wet or vulnerable items to a dry, secure location. 

(b)
If water is coming from above, protect collections by covering them with plastic sheeting. 

 (c)
If water is coming in on the floor, relocate materials to a safe area.

Fire

These instructions cover cases of fire (or activation of the fire detection system) in your building. 

1.
If you see fire or smell smoke, activate the nearest fire alarm. 

2.
Call the Fire Department – 911

5.
Evacuate the building. See the Evacuation Procedures elsewhere in this plan. 

6.
From a safe location, contact the people on the Emergency Call List 

•
Report the fire first, do not try to put it out first. If you are in immediate danger, evacuate first, then report the fire. 


	Flooding (Major)

If a flash flood warning is issued – 

•
Evacuate immediately. Human safety should be the highest priority. 

If a coastal flood warning is issued – 

•
Listen to the battery-operated radio for the latest information. 

•
Use sand bags to keep water out of the building, if there is time. 

•
•
Evacuate immediately if told to do so by local authorities.  

Water Main Break

If a water main breaks – 

•
Contact the local water authority immediately. 

•
If it is safe to do so, shut off utilities to the affected area. 

•
If a large amount of water is involved, do not enter the area if you can see any wet power outlets or live electrical wires. 

•
Move collections not yet affected to a safe area. 

•
If possible, move collections that have been affected to safety. 

•
Cover affected collections that cannot be moved with plastic sheeting. 


	Severe Winter Storm

During a winter storm – 

•
If possible, staff members should not travel during a winter storm warning or a blizzard warning. 

•
Stay indoors and conserve fuel. 

•
After the storm, remove ice and snow from tree limbs, roof, etc. to prevent further damage. 

Hurricane

When a hurricane warning is issued
•
Put protective shutters/panels for windows in place. 

•
Tape windows to prevent shattered glass from being propelled into room. 

•
Seal off any areas where water might enter the building. 

•
Move collections to an interior location away from windows, with valuable collections taking first priority. 
       “Shelter In Place” any large or immovable objects or equipment.
•
Drape plastic sheeting over shelving units, exhibit cases, etc. 

•
Perform a controlled shutdown of the computer system, and disconnect other electrical equipment that is not being used. 


	Gas Leak

If you smell gas indoors – 

•
Evacuate the building immediately, opening doors and windows to lower the concentration of gas inside the building. 

•
Call the gas company from another location to report the leak. 

•
Turn off any motorized equipment and avoid any other sources of ignition.  

If you smell gas outside your building – 

•
Call the local gas company immediately, from an area where you cannot smell gas (do not use the phone in an area where you can smell gas, as phones can create spark that could cause an explosion). Do not assume that someone else has already called. 

•
Make the occupants of neighboring buildings and passersby aware of the situation. 

•
Block off the area, if possible, until the gas company arrives. 

•
If the gas smell is strong and located close to your building, evacuate the building and gather staff in a safe area. 

Sewer System Backup

If a sewer backup occurs – 

•
Avoid contact with sewage-contaminated water. 

•
Quickly move any items (collections or otherwise) that are in danger but not yet affected to a safe area. 

•
Due to the health risks, this type of cleanup is usually best done by professionals. 


	Power Outage

If there is a power outage in the building or in your local area – 

•
If you suspect the outage is only within your building, check the fuse box. 

•
If you cannot determine the cause of the outage, call the local power company. 

•
Shut down the computer system and any other electrical equipment that was running before the outage. 

•
If you are trapped in an elevator, do not panic. Use the emergency phone or button to call for help. 

•
Evacuate immediately if you feel that it is unsafe to keep staff and patrons in the building, or if you are told to do so by the authorities. 

Riot/Civil Disturbance

If a riot or civil disturbance occurs – 

•
All staff members should stay inside the building and not draw attention to themselves or the building. 

•
If rioters may enter the building, lock collections storage areas to prevent damage. 

•
If staff members encounter protesters or rioters, they should do their best to avoid confrontation, which may make the situation worse. 

•
If staff members feel in danger, they should retreat to a locked room, preferably one where they can dial 911 for assistance. 


	Mold 

If you discover mold on collections – 

•
Find out what is causing the mold growth. Look first for an source of moisture such as a water leak, high humidity in a particular area, poor air circulation, or condensation along an outside wall. 

•
Consult a mycologist to ensure that no toxic mold species are present. If toxic molds are present, do not handle any materials yourself. 

•
Modify the environment so that it is no longer conducive to mold growth. Stop any leaks, remove standing water, and/or bring in dehumidifiers to reduce humidity. Keep the climate well below 70 degrees Fahrenheit and 50 percent relative humidity. Also minimize air circulation, as this can spread mold spores to other areas of the collection. Open and close doors as little as possible, block off air return vents (if possible) so that spores are not spread in the air handling system, and do not run fans.  




Print on 8 ½” x 14” paper. Trim on outside lines to 121/2” x 63/4”, fold on vertical lines like an accordion, then fold in half (bringing short sides together) so that final folded document measures 21/8” x 31/2”. 
Insert in PReP™ Tyvek® envelope for protection.      © 2006 Council of State Archivists (CoSA)       May be customized and reproduced for distribution free of charge with credit to CoSA.
Print on 8 ½” x 14” paper. Trim on outside lines to 121/2” x 63/4”, fold on vertical lines like an accordion, then fold in half (bringing short sides together) so that final folded document measures 21/8” x 31/2”. 
Insert in PReP™ Tyvek® envelope for protection.  © 2006 Council of State Archivists (CoSA)       May be customized and reproduced for distribution free of charge with credit to CoSA.

