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Foreword

The University of Nebraskhincoln Libraries have collections of ov@million volumes
and over 2 million microforms. All types of formats are found in the colledi@usind
recordings, CEROMS, scores, archival materials, slides, etc. This disaster preparedness plan is
one means of helping prevent serious damage to tleetoons if the Libraries should experience
a disaster. It includes names and telephone numbers of the Disaster Response Team, directory
information, and basic guidelines for response in the event of a disaster.

This plan consists ohteeparts:

e Partl: Disaster Preparedness and Prevention Policy
o Part 2: Emergency Response Actions
e Part3: Disaster Recovery

The first part deals with disaster preparedness and preparation and is tieetilvgriesas a
manual in routine disaster preparedness and ptiewesctivities. It contains:

¢ Information on collection area checks for potential disasters

e Policy and actions to assist in the management of the Library's collection disaster
preparedness strategies

o Disaster preparedness and response peeton

The secongbart is intended to focus on the immediate response to various emergencies that migh
occur at the UNL Libraries. lefocus of these scenario responsestaegersonnel of the
libraries and of the University community. Thessponseiclude but are ndimited to:

e Natural emergencies
e Campus Emergencies
e City or Statewide Emergencies

Thethird part is intended for use by those responsible for managidgesponding to a disaster,
and primarily focuses on the collections and holdings of the Univerditauy.

Copies of this Disaster Plan should be kept botkitsnand offsite. Each member of the disaster
team, as well as the Dean of Libraries and the University Archivilkthave a personal copy of
the full plan to be kept at home. Department chaifl have copie of the plarand will make

staff members aware of the plan, train them in its aise discuss with theamny revisions to it. A

currentelectronic copy Wi | be on t he http:Mibrant.edd2020/innahet/ anet at :

index.php

PageB of 124



UNL Libraries Disaster Plah Public Documentation

Disaster Preparedness and Prevention

DisasterPreparedness: Collections
Introduction

The main responsibilities of tHgisaster Response Managereservation Mangeand
Preservation Services staff in preventing disasters are:

e to know the main areas of risk and to take stepsitimizethe risk or detect any

problems as early as possible

to ensure that staff are trained and prepared to play a positive role in preventing disasters
to know the collections well

to knowall of thecollection storage areas wédltacks, archives, LDRF, etc)

to ensure good lines of communication with staff working in those areas

to ensure good lines of communication with other key staff likely to be involved in
disaster prevention, response and recpv

The rest of this seicin presents the procedures Disaster Response Managéteservation
Manger and Preservation Services staff will follow to meet these responsibilities.

Checking Collection Areas for Potential Disaster

Disaster may be preventedsome instances if warning signs are detected and dealt with early.
Apart from being generally aware of the environnduringregular duties, regular checks of the
Library's collection storage areas will be conducted.

The Library's integrated pest mgament teanmspects the building onraonthlybasis as part
of an integrated pest management strategy.

Assigned staftindertaking environmentatonitoringwill look for evidence of potential
problems Any problems will be reportetb the building manager and the Libraries facilities
manager.

Preservation Services, Staddaintenanceand Special Collectiorstaff will be trained in
recognizingpotential disaster problems including the need to check Collection areas thoroughly
in and afteperiods of heavy or continuous rain ahdinganyinterior or exteriobuilding work

Disaster Prevention Checklist

As you walk around the buildingheck for the followingand report problems tauilding
manager and the Libraries facilities manager:

e Evidence of water
o dripping from sprinkler heads, pipdsjilding expansion joints, drigrainage
trays
o water anywhere
o sound of water moving
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water stains on floor, walls, ceilings, light fittings, etc
high humidity

damp musty smell

mold

O O o o

e Fire hazards

staff and/or visitors smoking in the Library

accumulation of litter, stores or other items in fire stairs and tunnels

faulty electricalwiring or appliance

items blocking access to exits, egress, fire protection appliances and alarms
any missing or dischged extinguishes or extinguishes positioned on floors
any leakages or flammable gases or liquids

any excessive collection of rubbish, dust or spill of liquids

scent of smoke or burning

O OO 00O OoOOo0OOo

e Evidence of pests
o any pests found may be an indication of more dnlgj
o damage, nests, droppinfyass, or remains

o smell

o damage to collections

Special Action for Wet Weather

Checks for water leaks moistureseepage igollection areasre to be madduringand up to a
week after any period of heavy or continuous rairdaknow load Stack and Special
Collectionsstaffs working in these areas also responsible for making the checks

If any problems are foundhebuilding manager and théabraries facilities managere to be
advised immediately.

During periods ofparticularly heavy or continuous rain or hail storms, Staquksonnel anthe
Branch managemsill check for leaks and advidbe Libraries facilities manageand the
Collection Disaster Coordinator of any problems.

Disaster Prevention Checks During Costruction/Renovation

Work on the Library facilities presents an added risk of collection damage, requiring special
precautions by the Facilities Manager, Breservation MangePreservation Services Staff, the
relevant Stacks/Branch staff, and UNL FaigiB workers or outside contractors.

It is the responsibility of the Facilities Manager to ensure that any areas of potential risk and
necessary precautions are identified and discussed with contractors as early as possible. The
Disaster Response ManagandBranch Manageif applicable) should be consulted to include
pre-project contingency planning, if required.

When building work is commenced, the Facilities Manager anBDigester Response Manager
(with Branch Manageras appropriajewill meet as ppropriate to monitor the progress of the
building work in the collection areas and take any necessary actions.
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It is the responsibility of the Facilities Manager and Branch Manager (where appropriate) to be
aware of any facilities work being carried outich may present an increased risk of disaster
(water, fire, dust, structural failure) and monitor the work site to ensure:

o all collections are covered with ample plastic sheeting to protect them from dirt and water
at all times during building works, ifecessary

e no collection material is placed on the floor or moved unnecessarily

e dust produced by the work site is kept to a mininand/or fully extracted away from
collection areas

e Risk to the collections is at its absolute minim{imecessargollections may be moved
to an @reed location to minimize risk)

e contractors are aware of their responsibilities when working near collections

e contractors know whom to contact in an emergency involving collection material

UNL Insurance Requirements and Cuoerage

As soon as possible after a major disaster octhes[eam Administrator wikontact the

Uni versityoéds Ri sk, 4Fe8044) w alert hitoGtheeegent,Gd iraligate staps
taken to ensure life safety issues have been addressed,inditate the estimated extent of
damage (number of volumes believed to be at risk).

Coverage:

¢ All UN System buildings and contents are insured by FM Global, with which we
have a blanket property plan. In 2000, the University systaginsured for oer 3
billion dollars and hda $200,000 deductible. The effected department is responsible
for the first $1,000 of the deductible. Above that amount, Risk Management will pay
for the deductible out of a trust fund that has been established for thatgourpos

¢ Annually, the UNL Librarieadministratiorwill send an estimated valuation of the
collections to the Universityb6s Risk Manage
counts by locatiomultiplied byan estimated replacement cost. This will vary
dependingipon the type of materials in the collection.

¢ Archival and Special Collections information will be sent to Risk Management
separately.

e The University is covered for all types of réskncluding hail, wind, tornado, fire,
flooding/water damage, and earthige@ except nuclear war and insurrection.

e There are immediate funds available to finance disaster recovery through the trust
fund mentioned above. Advances are possible through the trust, and the insurance
company also may advance money to finance recmaryations.
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Disaster Preparedness: Personnel
Introduction

ThePreservation Mangemnd Preservation Servicgaff are responsible for coordinating
collection disaster preparedness. The principle objectives of disaster preparedness are:

e to ensure thaappropriate equipment and materials are available to deal with any likely
emergency

e to know the main areas of risk and to take stepsitimizethe risk or detect any
problems as early as possible

e to ensure Library staff are trained and prepared to talapropriate role in any disaster

reaction, response and recovery

to know the collections well

to know the collection storage areas well

to ensure good lines of communication witillectionsstaff

to ensure good lines of communication with other kefy kkaly to be involved in

disaster prevention, response and recovery

To ensure adequate collections disaster preparedness, a disaster response structure defining key

personnel and groups has been created. The rest of this section presents the stducture a
responsibilities of key personnel.

Collection Disaster ResponsStructure
TheUNL Librariescollection disaster response structcoasists of the followingositions:

Team Administrator

Disaster Response Manager
Preservation Manger
University Archvist

Team Recorder
Communication£oordinator
Facilities and Security Manager
IT Emergency Coordinator
Supply Manager
DisasterPlanning Committee
Preservation Services Staff
Salvage Teami.ibrary staff trained in disaster response and recgvery

All positions on the Disaster Response Team are supported by a dépyties must be kept
informed of alterations in procedures at all times.

A complete listing of contact information is available in Appendix 11.

Pagel2of 124



UNL Libraries Disaster Plah Public Documentation

Team Administrator

The Disaster Teamdministrator is a member of the Disaster Planning Commétteemakes
decisiongequiringfinancial authority and where to concentrate efforts of other team members.
TheTeam Administrator will be responsible for choosing a location atabksling a command
post in case of emergency.

Disaster Response Manager

TheDisaster Responddanager is a member of the Disaster Planning Committethe case of
an emergency or disasteheghe will evaluate the extent of the damagdassist the team
administrator ircoordnating all recovery operations; regardless of level of impact. He/she is
knowledgeable in recovery of fire/water damaged materials.

This individual is also responsible for the creation and maintenance of the Disaster and
EmergencyPlanning document, and are responsible foiLtheary's routine collections disaster
prevention and preparedness activities

Preservation Manager

ThePreservatioManager is a member of the Disaster Planning Commiftae individual is
knowledgeableri the recovery procedures for fire and water damaged materials. She/he will
assist the Disaster Response Manager in evaluation of collection damage andtpaioindeor
volunteers and staff on proper handlofgdamaged materials.

ThePreservatioMangeris based irPreservation ServicedHe/shehas delegated authorifom
the Team Administrator to oversee the response and recovery actluitiegcollection related
emergencies.

University Archivist

The University Archivist and Head of Spedizdllections is a member of the Disaster Planning
Committee anderves as a knowledge base concerning collection priorities, salvage, and in
assessing value to damaged or destroyed items.

Team Recorder

The Team Recorder is a member of the Disd3@mning Committee and iesponsible for all
records generatatlringthe recovery operatigsuch apibliographic records of affected items,
insurance recorgdstorage recordandphotographic records of damage.

Communication Manager

The CommunicatioManager is a member of the Disaster Planning Commiktée individual
commands a control center that provides communications operations for the entire recovery
operation. Duties include handling incoming and outgoing messages, and communication with
outside resources as defined in the Disaster Plan. The Communicadiorgnatomwill work

with the department chairs to contact Stafjarding disaster response and is the sole media
liaisonduring a disaster.
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Facilities and Security Manager

The Fadities Manager is a member of the Disaster Planning Committee and is responsible for
supplyingspecific information concerning the building such as blueprints, utility locations
alternatepower sourcesetc. This position $ also responsible for helpipgovideadequate

security for damaged materials dadilities.

This Manager also serves aagsonfor University Facilities and Building Managemetd

UniversityPolice.

IT Emergency Coordinator

ThelT Emergency Coordinatas a member of the Baster Planning Committee anals
responsibility for electronic collectierelated disaster prevention and preparedness

This person also provides advice on disgstevention and recovery of tleéectronic collections
andprepares reports on disagégnergencies akey relatao the electronic collections.

Supply Manager

The Supply Manager is a member of the Disaster Planning Committee and is responsible for the
acquisition and distribution of disaster response supplies. This position is plsosibke for
maintaining disaster response supply storesasdringtheir availability and preparedness.

DisasterPlanning Committee

The Disaster Planning Committbas overall responsibility for disaster prevention, preparedness,
response and revieand is comprised of all area managers and administrators listed. above

Preservation Services Staff

Preservation Services staff will be expected to provide supptire tBreservatioManager as
indicated in the Collection Disaster Plan Part 2, DisastéoA& Where th&reservation
Manager is unavailable, the DepiRieservation Mangean theDisaster Response Managgr
required to assume coordination responsibility.

Salvage Teams

During major disasters affecting collections, Library staff may be asked to volunteer to work in
salvage teams. These teams salvage disaster affected collection material. Each team will be
briefed by a team coordinator who is eithé@isaster Response Committ@emberor a
Preservation Services staff member, and will consiivefmembers who have received disaster
training. A roster of those who have received training can be fouAgpendix?7.
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Physical Collection Disaster Chain of Command Structure

Disaster Team Administrator

Disaster Response Manager

Preservation Manager

Preservation Services

Conservators and trained staff in collection salvage

e Salvage Teams

Library staff trained in disaster response and recovery

Electronic Collection Disaster Chain of Command Structure

o Disaster Team Administrator
e IT Emergency Coordinator
¢ CORS Response Teams
Library staff trained irelectronicdisaster response and recovery

Salvage Teams: Roles and Functions

Department Managegse responsible for maintaining a pool of staff trained in disaster response
and recovery in their section

In a disaster, library staff may be ashsdthe Disaster Committde volunteer for salvage work.
When needed, teams will be asked to assemblariieiing and direction to commence salvage
operations.

Staff will be contacted via a calling tree (see Appe®lixAll library employees are expected to
assist irsome aspect afisaster recoveryegardless of emergency location within the system
Employees that do not wish to assist must cheasation, sick leave, or leave without pay.

People with cell phones are asked to report these numbers to their department chairs and if
possible to bring phones to the disaster site.

Disaster team members will report to thidy CampudNebraska Union for consultation and

orders If the City Union is part of a larger disaster site, disaster team members will report to
Campus Police.
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Disaster Preparedness: Data Protection and DisastRecovery
Introduction

This plan was developed by DeeAnn Allison, Dwight Leggott, Mark Boudreau and Jason
Bougger from the Computing Operations and Research Services unit of the University Libraries.
See Appendix 9 for resource list.

Information technlmgy (IT) and automated information systems are vital elements in the
University Libraries. Because these | T resource
is critical that the services provided by these systems are able to operate éffedtinait

excessive interruption. This plan addresses data protection, disaster recovery and continuity of

service in the event of a disaster.

Data Protection Preservation Plan

The UNL Libraries is committed to developing original digital informatiod &ansforming print
and graphic material into digital formats. This material represents original material, assembled
material based on pexisting nondigital formats, and nedigital material transformed into

digital format to preserve the originalgsentation. This section covers preservation and
protection of current digital material from damage due to equipment fail@irenofong term

data corruptions due to aging.

The digital materials produced to date by the Libraries comprise multipbetbmhsof various

content and format. Unlike the print collectidinese collectionhave very specific technical

specifications that are dependent on particular hardware or software. Some formats have the

capability to be read by a human, like XML ad@ML; other formaté like images, sound and
videwdcanét be fiseend and are completely dependent
obsolescence. For this reasoallection management techniques that monitor format for

obsolesene are important.

The UNL Digital Collections

Our current collections comprise many terabytes of information and are growing into a collection
of millions of electronic documents. Our collections are managed bbibuise, and in the case

of Digital Commons, outside thelraries. Thigplanwill address only the collections managed
in-house.

Backup and Data Refreshing Mechanisbasrently most of the data is backed up to tape

with some data also backed up to hard drive units. The advantage of backing up to tapeeis that

can store the tapes somewhere other than in the computer room, and we can maintain a minimum

of four sets of tapes that can be retrieved for the time periods covered by thgpbadkis

recovery system is based on LOCKS (Lots of Copies Keeps Sadiejently one set of the tapes

is sent to Kearney (I RI'S) or stored in the Deant
proof safe in CORS. Backups are also sent weekly to Iron Mountain in Omaha. The data is

backed up nightly, weekly or monghidepending on how often the data is changed.
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As the data grows, backing up to tape will become increasingly time consuming, and mere back
up to hard drive units or mirrored SANS will become necessary. (A SAN is a connected series of
hard drive units).

Tape backup is currently the most appropriate and cost effective method. However, as the
collections grow, it will become necessary to move more to disc copying methods. In this case
whenever we purchase a high speed drive we would need to purchaseost drive of the

same size that woul d be used to Amirroro the dat
the public.

The chart for the current bacip schedule for all servers with preservation data is contained in
Appendix 10.

Data Structure Standards

Units and individuals creating information are responsible for selecting the standards for their
content. This information includes identifying the metadata used for a collettiots and
individualsare responsible for migrating metadata from one scheme to another as standards
change. Therefor¢hey need to keep records on which standards were used for which project.
Whoever is maintaining metadata must work closely with CORS to insure thatttataedata
fulfills requirements for normalization (avoiding duplication), which is an important factor in data
integrity, and to migrate the data as technology changes.

RedundancyContinuity of service

Redundancy is maintained through two processdaupamopies and mirroring. On the UNIX

side it is maintained by havinthelibtextcenter server mirrored by the libr computer. If the
production server libtextcenter goes dowsers are redirected to the libr server. Continuity of
services can be maimted as long as there is no disaster in the computer room. In that event, an
alternate site and new equipment must be obtained before serves can be restored. On the Intel
side of operations, PCbased applications are being moved to the blade sdvichrsan be

replaced quickly with a spare unit. Both systems have two weaknesses. First, the servers are
using the same disc drives (SAN) for some applications, which mean that only the applications,
not the dataaremirrored; secondly, they are physicdibgated in the same room. The data itself
are all stored on RAID devices with bagg copies made and sent for offsite storage. In the
event of a room disastghe systems would be rebuilt using the tape hgrkat an alternative

site. As bandwidth ais are reduced would be beneficial to locate mirroring system at a
different location. These systems would need to mbotinthe data and applications.

PreservationModes

Preservation of information needs to be looked at from at least three pbutlew: media
preservation, technology preservation and intellectual preservation. The technical problem with
preservation in the electronic environment is that electronic information must be dealt with
separately from its media on which it is storddhis planaddresesthe technical aspects of
preservation thaareaccomplished through integrity checking of the media that it is stored on,
and migration of data as technology changes. A great deal of work need$ottebethis area

Integrity cheking is the process of verifying that data remains intact and readable. There are
several parts to integrity checkinbhese include data normalization, rules for access, referential
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integrity, and data validation. Some of this is partially addressédhgtimplementation of
METS (metadata encoding & transmission standard) and MODS (metadata object description
schema).

Data normalizationData is structured in a way that eliminates unnecessary duplication and
provides a rapid search path to all necgssdormation in a simple, neoomplex, and
understandablevay. Normalization is a complex process with many specific rules and different
levels of intensitywith the goals of eliminating duplication and separating attributes into unique
non-compositekeys. The process of defining metadata across different content can be
accomplished so that metadata fields are mapped to a common standard for referencing. The
benefits of normalization are:

Data integrity

Optimized queries

Faster index creation asorting

Faster update performance

Rules for Data Accesse rules to provide correct and consistent control of access to the
application's data. These rules include who has access to thasdatdl asvhen and where the
data is stored. The data rsilare developed in cooperation with the content provitleese rules
also include copyright compliance and rights managemgifit a clear chain of command as to
whenand where this information is stored.

Referential integritymeans that interrelatest dependst parts of content must be referenced and
stored with dependent information. Referential integrity ensures that the relationship between
two physically separate items remains synchronized during updates and deletes.

Data validationis performed on schedule gmarantee that every data value is correct and
accurate. This requires the use of application and operating system tools that:

e Check the integrity of the file system
Check for hard disc errors
Check for disc read errors by doing a surface scan
Maintain virus software and scan for virus
Backupus with verification
Verify disc space availability
Run Check Sum utility to detect file changes for archival fdashe active servershis
function is not completed because the data is live and files chamgééa for integrity
checking. However, the long term storage semwhich stores archival copigs
checked periodically.

Technology Preservation

The Libraries has an aggressive planréplacing equipment on a periodic bagigdry three to

six years), which partially addresses the problem of technology obsolescence that renders old
media useless. Information that is actively being used is migrated to the new platforms during the
instdlation process. What is more problematic is hard storage pwedih asCD-ROMs and

tapes. This media should be replaced by refreshing the copy a minimum offexeygars,

which includes evaluating the appropriateness of the media format.
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Intellectual Preservation

A third preservation requirement, intellectual preservation, addresses the integrity and
authenticity of the information as originally recorded. Preservation of the media and of the
software technologies will serve only part of the nééle information content has been

corrupted from its original form by accident or malicious intent. The technical aspects governing
intellectual preservation are accomplished using the tools of Data Validation (see above).
Safeguards for malicious accidental changes are incorporated into the administrative module of
the application oOperatingSystem through security measures such as password and permission
controls. Security considerations are discussed with content providers when a project is
originated. All servers are monitored for intruder detection using software and log examination.
Other aspects of intellectual preservatiocluding questions about authentigitiyat would

come from an end user of the data must be resolved by the tcorteider. For example, how

can | be sure that the document | now read has not been changed since the last time | read it?

Privacy Protection

User privacy is maintained by not storing confidential private information on any server. This
includes Soal Security Numbers. We also use strong complex passwords to prevent intrusion
into the system. Supervisors in the libraries are responsible to verify that their staff has only the
permissions necessary to do their job.

Disaster Recovery
Technology cotingency planning is a coordinated strategy involving plans, procedures, and
technical measures that enable the recovery of IT systems, operations, and data after a disruption.
Contingency planning generally includes one or more ofdit@ving approacheto restore
disrupted IT services:
¢ Restoring equipment, applications and data after a hardware or software failure event
(whenroom is habitable)Restoring IT operations after a building event that has NOT
damaged equipment at an alternate location

¢ Recovering IT operations after a building event that has damaged equipsiegt
alternate equipment

Restoring equipment/applications and data after a hardware or software event

See Appendix 9

Restoring IT Operations after a building event

That hasnot damaged equipment at an alternate location

Plans are underway to identify UNL units with conditioned computer rooms. We can contact
them to move our equipment to their site.

That hasdamaged equipment using alternate equipment
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We would contact the vendors listeddppendix 5 who can supply replacement equiprirent
24-48 hours. Simultaneouslye would consult the list of UNL units with conditioned computer
rooms.
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Emergency Supplies and Maintenance
Local Emergency Stores Use and Maintenance

Local Emergency Storesatel e ar p |l a s t-P& s ihai toess eqiginBre and supplies
to help staffstabilizecollections in the event ofrainor emergengc The equipment and supplies
can be used by all library staff at any ¢ito respond to emergencies affecting collections and
work areas.

TheDisaster Supply Managerlissponsible foensuringall Local Emergencystores are
correctly stocked and maintained at all times. This is done through a schedule of monthly checks.

Collections Management stadfe also responsible for checking tRatactPaks are stockednd
replenished after any emergency. If this is not done, staff may navfiatthey need in an
emergencyand may waste time which could have been spent protectirgltbetions.

Location
REACT - PAK LOCATIONS:
ARCH Lowest level, storage area behind the library elevator
CYT CYT Reserve Room south of the Circ Desk on the top shelves
CYT CYT Room 214 (under table, next to copier)
ENGR Circulation Area, soutlwall
GEOL Office, shelf on the northeast corner of office
LDRF (2) Processing Area west walll

LOVE (2) LS219 2“floor, love south, storage closet nearest Student
Reading Room

LOVE Love North Basement Storage Area

MATH AVH 14, Circulation Desk, westounter, north end, middle shelf
MUSIC Back storage room, under break table

SPEC(2) 29 Love Library, south wall in stacks

SPEC Rm. B13BC, shelved toward the back of the room

Maintenance Schedulé Supply/Disaster Respons&lanager

Bi-annual check: check cabinets and bitwice per yearusing theReactPaksContents
Checklist. Where necessary, replerashsoon as possibladd any Disaster Plan updates.

Post emergency checkcheckReactPaksand permanent suppliaster any emergenayr use
Whencontents haveeen used, replenish stocks, replace equipment ssetuee the cabinet
immediately following completion of the emergency response.

Check Flashlight batteriesmonthly and replackatteries everg months.

Fire Extinguishers are checked anmhaintained in accordance withNL Facilities standards.
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Local EmergencyStores:fi Re €@tk s 0

REACT - PAK CONTENTS:

Supplies for protecting hands, feet, and clotldngng salvage operations:
4 disposable aprons
4p a i viny gloves
2p a i strebichable boots with skigsistant soles
2 dust masks approved for protection against dust and mists

Supplies to stabilize the environment by removing pools of standing water:
Brown paper towels
2 sponges
Cottondeck mop (handle breaks down intpigces)
Mop bucket withwringer
2 extralarge trash bags
25 feet of barricade tape

Supplies to shield materials from the source of water:
4 precut polyethylene sheets to cover sinfeed shelving and doubfaced
shelving
100 ft. rioll of 20 pl ast
All-purpose tape with dispenser.

Waterproof flashlight with batteri@sbatteries should be checked regularly and replaced
biannually.

Starter supplies to implement evacuation of wet materials from flooded stacks and to
separate wet books when thag packed to send to a freezer:

Deli wrap sheets for wrapping 1000 average sized books

One RESCUBE (a reusable polyethylene corrugated box)

Supplies for inventorying salvageable, unsalvageable, and surviving materials:
Clipboard
Lined paper
Pencils (wet ink runs)
Package of 3 x 50 cards
China marker pen

Information packet:
Emergency dobs and d
Packing dobés and don

6ts for water damag
s for water damaged

o O
—+ 5

Central Emergency Supplies

The Central Emergency Store iswipplyroomthat contains the Library's equipment and supplies
reserved for response to all emergencies where protestainiljzation clean up and recovery are
required. Its purpose is to hold a reserve stock of equipment and materials to support the Local
Emergency Stores and as a source of supply in circumstances where the LES are unavailable
andbr insufficient
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The Disaster Supplylanager isresponsible foensuringthe Central Emergency Store is
correctly stoked and maintained at all times and soalesponsible for checking that stere is
locked, stocked, and replenished after any emergency in which it has been used.

Location
The Central Emergency Stadi@ the University Librariess located irRoom 219 Love South
Access

This storagerea ikept lockedandkeys areavailable at Circulation (University Key # 570435,
Circulation Peg #1)

Maintenance Schedule

Bi-annual check check store every 6 months, using the Central Emergency Store Contents
Checklist. Where necessary, replenish suppléesoon as possibl&dd any Disaster Plan
updates.

Post emergency checkcheck after any emergency in which it has been useécHssary
replenish stocks, check and replace equipment aselawe the Store immediately following
completion of the emergency response.

Renewbatteries for flashlightand any other battergperated equipment every 12 months.
Central Emergency Store Catents Checklist

OTHER SUPPLIES (located with the React Paks or irR19 Lovesouthunless
otherwise noted)

Clothespins

Distilled water

Duct tape

Freezer bags

Monofilament fish line

Newsprint

Pellon

Plastic sheeting (Extra sheetingingineeringArchitecture, Love, and CYT)

Polyethylene filnd Archives and Binding

Round toothpicks

Disaster Training Strategy for UNL Staff

General Disaster Awareness: Prevention, Preparedness and Response

This level of training is to be presented by Preservationi&=rGtaflandPreservation Manger
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For all UNL Libraries staff

In coordination withthe Staff RevelopmentCommittee this involvesa short annual training of
around 30 minut& duration, and it is intended that all Library staff atterid.addition
Emengency Procedure information is included in the induction information package for new
members of the library staffibrary Managers are responsible to ensure that allattafidghis
basic level of training.

UNL Libraries Web Page Disaster Awareness lgirmation

To assist staff with access to general disaster awareness information, the following is available on
the LibraryWeb Page for Staff:
e The Collection Disaster Plan
e The Emergency quickeference documeiitisaster Responsé/hat you should do?
(beingcreated)
e Emergency Procedures
e Relevant disaster articléas necessary)

Advanced Disaster Training

This level of training is to be presented by a consutiabty the UNLPreservatiori?reservation
Mangeror bythe Disaster Response Manager.

For Team Leaders and Salvage Teams

Prevention, preparedness, response and recovesglf@ge teams and team leaders to be held
annually. This half to full dagcenario workshojs intendedor Preservation Services staff,
branch managerandnominateccollection area staff. It is intended that trained staff form a pool
of expertise to draw on for salvage teams and team leaders when required.

Subjects covered in the presentation include:

role and responsibility of the group

assessing collection needdisaster situations

deciding on salvage priorities for collections

development of short and long term response and recovery actions
assessment of disaster affected collection material
monitoringdisaster recovery

health and safety protocols
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What to do when you discover a threat to Personnel or Safety

The first step is always to ensure the safety of life!

e Call911
¢ Notify appropriate city or campus emerggrpersonnel and the Deanbfi br ar i es 0
Office.

e At this point, the IpBusclhim JoahfGieseckemedidtetyul d al er
e Set calling tree in motion as needed startingpwie Disaster Response Tekflanagers.

(SeeAppendix8)
o Wait for the Disaster Response Team directions before attempting to enter buildings to

salvage collections.
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What to Do When YouDiscovera Threat to Collection Material

This sectionoutlineswhat to do if you discover an incident or emergency situation that has
caused or may cause damage to collection mateBiath emergency situatiooan include water
leaks flood, high dust levelsnold, vandalism, insect attack and equipment malfunction.

Immediate Actions
When you discover an emergency situation involving collection material:
Assess the situation to ensure correct and safe response,awitorg
e soure of disaster
o if collection material is affected
e f the area is safeif not, call 911
Inform people who need to know urgently:
e Building Manager
e Disaster Response Manager
e PreservatiotManager
e Your Supervisor

Evacuation of Material

To reduce risk olamage, collectiomaterial should not be evacuated without the direction of the
Collectionandbr PreservatiomManget a member of Disaster Planning Committee, or
Preservation staff.

If it is safe to do so, take short term urgent action to protect the dlections.
Short Term Actions
Protect affected and threatened collection material by:
e stopping the source of the problem where possible
e not handling or moving affected collection material
e preventing problems such as water leaks and dust affectiwgltaetions by
coveringcollections with plastic sheeting,

e containing water with bins, buckets, mops, squeegees and absorbent materials

Supplies to assist in protection of collection material are available from your nearest
i R e @akid See Locations above.
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Emergency Response Plans

Introduction

Unforeseen crisis situations such as water, smoke, fire, natural disasters and even the possibility
of terrorism require emergency preparedness planning as outlined above, but also require
organized and proactive responsethtemeagency situatiorior the protection of employeesd
patronsand to prevent total destructiandbr loss

All staff should review this informatioto be able to act quickly and decisively in the case of an
emergncy.lt is each prsors responsibility to be familiar with the University alarms and the

areas of evacuation or shelter. Patrons should make themselves aware of this knowledge in any
building, not simply the University LibrariesCurrent University wide plans and information can

be found at:http://emergency.unl.edu/

Building Evacuations

Overview

In case of some emergencies, it may be necessary to evacuate a building. If it is nedlessary,
employees should convene at the predetermined gathering location (see Appdodiist of
locations for all UNL Libraries)If the primary location is natafe {.e., smoke, vapors, etc. are
blowing toward the gathering locatios}aff should rport to the nearest safe gathering area
indicated for another branch librarffhe emergency numbe®i1or 2-2222 should be called as
soon as possible from a safe location. The information given to the emergency operator should
include the nature of themergency and the locatiofo the extent possihl@account for all

building occupants following evacuation and notifysite emergency responders of persons that
are not accounted for. Generally, employees should gather and stay with their supervisors; and
supervisors should conduct a head count anarremissing persons.

Occupants are not to return to the building until given permission to do so by the Incident
Commander (generally the Lincoln Fire Department) or othesiteremergency response
authority (i.e., UNL Police).

Disabled Patrons

In caseof evacuation direct disabled patronghie nearest fire exit. Emergency personnel will
search for individuals there firsGtaff membes evacuating the buildinghould be on the lookout
for individuals who may need assistance and, if possible, shimutdemergency personnel to
their locations.

Building Specifics

Building schematics with locations of emergency exits, AED devices, fire extinguishers, and call
boxes are located in Appendi&.
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UNL Alert

UNL Alert sends emergency messages to devdndsaddresses you designate: cell phones (text
and voice), landline phones, PDAs, tway radios, and-enail addresses. UNL Alert is designed
to help facilitate early notification during emergencies. Sending the same messages using
multiple modes and miebds helps assure that those affected have access to warning messages
and alerts to help keep them safe.

UNL Police will determine when UNL Alert will send emergency notices. UNL Alert will begin
sending thousands of messages and phone calls simultgrnedaslividuals' contact devices.

After a notice is displayed you may cancel the current display. You will continue to receive new
or updated notices.

Take the appropriate actions based on the notice. The message will be coming from phone
number 4729111, and it would be useful to enter this phone number into your contacts list if you
can.

Faculty, staff and students should sign up for UNL Alert at http://unlalert.unl.edu.
Remember to keep your contacinformation updated.
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Fire

Fires can causserious injury, death and property loss. Be aware that fires may exist alone or in
conjunction with another type of emergency, such as explosion, tornado or chemical spill.

Alarms
Building specific alarm types can be founddippendix 6: Building Alarns.

It is important to remember that the fire alarms in Love North and Love South operate separately.
When the fire alarms sound in either Love South or Love North only that section of the building

is to be evacuated. If the fire alarm were to ring througtieubuilding, procedures for clearing

both sides of the building should be followed.

Evacuation

In the eventhatafire starts in your building, you should always know the location of your exit
routes, fire extinguishers, and emergency fire alarms. These are indicated on the building maps
located in Appendid2.

In case of fire/bomb evacuation, exit the buildihgpugh the designated fire exits. Do NOT use
elevators when evacuating the building.

Pay attention to fire alarms and practice fire alaanmd evacuation procedureghen asked. Talk
about and practice fire escape routes routinely within your work amdagny buildings you may
frequent.

If a fire occurs in your building:

1. Pull the nearest fire alarm to evacuate the building.Leave the building
immediately.

2. If you hear the fire alarm, leave the building immediatelyA fire nearbymay not
be noticeable by sight or smeltveryone is expected to exit a building immediately
upon hearing the fire alarm.

3. If possible, shut down any equipment or processes that could cause a secondary fire if left
unattended.

4. Know your emergencegxit routes and be prepared to use an alternate route if necessary.
Do not use elevatorslf you are trapped in the buildingtry to reach a point of refuge,
such as a stairwell, or stay by a window and wave a white flag to attract the attention of
emepgency responders.

5. If possible, close doors and windows behind you on the way out to confine the fire.

6. Keep low if there is smoke.

7. On your way outassist anymobility-impaired persondo a stairwell or other point of
refuge if possible. R®ort their location to the emergency response personnel.
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8. Do not attempt to evacuate other personnel from your work ar&éis is a job for the
emergency responders. If you work in an area frequented by the public, announce that an
evacuation has breordered and ask people to exit the building. Healthy adults and
young adults are expected to evacuate themselves upon hearing the fire alarm.

9. Assemble a safe distance away from the buildinfry to account for personnel known
to have been in thbuilding. Do not block driveways or areas that may be used by
emergency response personnel.

10. If pertinent knowledge of the fire is knowrmeet the Lincoln Fire Department or UNL
Police personnel outside the main entrance of the building and ptbeisiewith all the
information regarding the fire. Report the exact location of the fire, status of any injuries
andbr locationof mobility-impairedor other persons, trapped in the building.

11. Do not reenter the buildinguntil the Fire Department has declared the building safe.
If an employee chooses to use a fire extinguisher:

e The employee mustaveparticipatel in EHS Fire Extinguisher Training.
Always pull the fire alarm before attempting to use an extinguisher.
e Only use an extinguisher if the fire is small and in a contained area. If the
fire is starting to spread, exit the building.
e Only attempt to use one extinguisher on the fire. If one extinguisher
does not put out the fire, exit the building.
e Do notendanger yourself or others in an effort to put out a fire in the
building.
e Report the use of a fire extinguisher to the department supervisothanBuilding
Maintenance Reporter so that the extinguisher can be recharged

After any Fire:

Assess thsituation to ensure correct and safe response agtiotisg:
e source of disaster
o if collection material is affected
o if the area is safe

Inform people who need to know urgently:

Building Manager

Disaster Response Manager

[ ]
[ ]
e PreservatioManager
e Your Supervisor
Evacuation of Material

To reduce risk of damage, collection material should not be evacuated without the direction of the
Collectionandbr PreservatiotManger a member of Disaster Planning Committee, or
Preservation staff.
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Explosion
Alarms

Building specific alarm types can be founddippendix 6: Building Alarns.

It is important to remember that the fire alarms in Love North and Love South operate separately.
When the fire alarms sound in either Love South or Love North only that settios building

is to be evacuated. If the fire alarm were to ring throughout the building, procedures for clearing
both sides of the building should be followed.

Evacuation

In the event of an explosion in the building, you should always know the locatjonr exit
routes, fire extinguishers, and emergency fire alarms. These are indicated on the building maps
located inAppendix 12

In case of fire/bomb evacuation, exit the building through the designated fire exits. Do NOT use
elevators when evacuagjithe building.

Pay attention to fire alarms and practice fire alaand evacuation procedureghen asked. Talk
about and practice fire escape routes routinely within your work area, and any buildings you may
frequent.

For noremergency situations,gase exit the building promptly through the main exit, as
directed by library staff.

Action Checklist

Take shelter against your desk or a sturdy tiilyleu need to seek immediate shelter.

If it appears safe to do so, exit the building ASAP.

Activate thefire alarm pull station nearest the fire by pulling the lever all the way down.
Do not use elevators.

Check for fire and other hazards.

Call 911from any phone

If You Are Trapped In Debris

e If possible, use a flashlight to signal your locatiomgscuers.

e Avoid unnecessary movement so that you don't kick up dust.

e Cover your nose and mouth with anything you have on hand. (@reee cotton
material can act as a good filter. Try to breathe through the material.)

e Tap on a pipe or wall so that rescsiean hear where you are.

e If possible, use a whistle to signal rescuers.

e Shout only as a last resort. Shouting can cause a person to inhale dangerous amounts of
dust.

After an Explosion:
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Assess the situation to ensure correct and safe response,acitog

e source of disaster
o if collection material is affected
o |(fthe area is safe

Inform people who need to know urgently:

Building Manager

Disaster Response Manager
PreservatiotManager

Your Supervisor

Evacuation of Material

To reduce risk of damage, collection material should not be evacuated without the direction of the
Collectionandbr PreservatiomManget a member of Disaster Planning Committee, or
Preservation staff.
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Tornado
Alarms

Building specific alarm types can be founddippendix 6: Building Alarns.
The civil defense siren will be sounded only when a tornado has actually been sighted in the
immediate campus area or when radar or civil defense spotters indicate the tornado is

approaching close to the campus and offers an actual threat to the University community.

Shelter

When seeking tornado shelter, proceed to the basements. Patrons should use main stairs to
basement. Library staff will be available with flashlights and #orexdthe basement.

If time permits, take a cushioning object for protection from potential flying debris, and take a
batteryoperated radio for ufp-date weather information.

When in the shelter, stay close to the floor and cover upper body and hiegathkéts, etc.

Remain in the tornado shelter until the warning has expired. Fire alarm bells/tones will not be
used as an "all clear". Natification that severe weather has passed wilkitheuby an

amplified voice announcements over the publidress systewr by aitnouncements on local

radio or television

If you have a medical condition which precludes entering the basement for extended periods (i.e
- asthma), please follow the procedures for Disabled Patrons.

Do NOT use elevators when seagkishelter inside the building.
Shelter for Disabled Patrons

Proceed to the nearest restroonofiice area in the core of the building. If you are unable to
enter the restroom, stay in the asglfacent to the nearest restrodrhese are the safest areas
inside the building, away from possible debris. If you see a staff member directing traffic inside
the building, notify them of your presence.

After any Tornado:
Assess the situation to ensure correct and safe response ,aubking
e source of disaster
e if collection material is affected
e ifthe area is safe
Inform people who need to know urgently:
e Building Manager
e Disaster Response Manager

e PreservatioManager
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e Your Supervisor

Evacuation of Material

To reduce risk of damage, collection material should not be evacuated without the direction of the
Collectionandbr PreservatiomMangetr a member of Disaster Planning Committee, or
Preservation staff.
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Power Outage

Should a power outage occur in the buildiegiergency lights will provide emergency exit
lighting. Patrons should be aware that they will need to leave the buillibgary staff should
direct traffic out of the maientrancesDo not use fire exitsnless an emergency exists. Staff
should then secure the building and move to the designated emergencyppetidix6).

The following buildings have emergency generators which will provide emergency lighting for

somewhat longer than battery lights:YCThompson, Nebraska Hall, Love, and Avery. Patrons
should still be evacuated from the building, and the collections secured.

Page35of 124



UNL Libraries Disaster Plah Public Documentation

Earthquake

The University of Nebraskad.incoln is in a moderate earthquahkazard zone Earthquakes are
unpredictable and mastrike without warning. Earthquake injuries usually result from falling
debris. Disruption of communication lines, light and power lines, and sewer and water mains can
be expected.

If an earthquake strikes when employees are inside:

A Stay inside.

A Watch out for falling plaster, light fixtures, glass, bookcases, etc.

A Stay away from windows and mirrorsEither crawl under a table or desk, sit or
stand against an inside wall away frarimdows, or stand in a strong inside
doorway. Assist others ifeacessary.

A Do not use open flames.

If an earthquake strikes when employees are outside:

A Avoid high buildings, walls, power poles, and other objects that may fall. Move
to open areas away from hazards.
A If surrounded by buildings, seek sheltertie hearest strong one.

If an earthquake strikes when employees are in an automobile:

A Stop in the nearest open area if possible.
A Stay in the vehicle.

After the tremor is over:

A Check for injured people. Do not move seriously injured peamlkess they are
in immediate danger.
A If it appears that the buildings may have been damaged, evacuate. Aftershocks

can level severely damaged buildings.

Earthquakes can sever gas lines Wwhitay pose an explosive hazard.
A Do not use the telephone exddp report an emergencylf a call is necessary,
dial 911 and report the emergency situation. Be sure to give them your name,
office location, and telephone extension.
Do not use plumbing or anything electri¢iaicluding elevatorsuntil after the
utility and electrical lines have been checked.
Open doors carefully, watching for objects that may fall.
Do not use open flames that may ignite gases from disrupted utility lines.
Do notuse matches or lighters. Natural gas lines may have beeaptdis.
Watch for fires that may have started.
Keep streets clear for emergency vehicles.
Be prepared for additional earthquake shocks.

oo DoPoDo Do

After any Earthquake:

Assess the situation to ensure correct and safe response actions-noting:
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e source of disster
o if collection material is affected
o |(fthe area is safe

Inform people who need to know urgently:

Building Manager

Disaster Response Manager
PreservatiotManager

Your Supervisor

Evacuation of Material

To reduce risk of damage, collection material should not be evacuated without the direction of the
Collectionandbr PreservatioManget a member of Disaster Planning Committee, or
Preservation staff.
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Flash Flood

During a flood:

ALi st en -powereal radicafor engerggncy information.
AEvacuate as instructed by emergency personn

During an evacuation:

Al f advised to evacuat e, do so i mmediatel y.
AFol l ow r ecomme n diesliortcatsmaydebmakédon r out es
ALeave early enough fioodedraadsi d bei ng marooned

After a flood:
ADo not return to a f | oivislsafdtodorsea until autho
ASt ay out foédwhterd rémeain arayste building.
AUs e ext r e metheowise entermgbuildihgeAtatchofor loose plaster and
ceilings that could fall.
ABe alert for fire hazar dfoodedslecridal cicsts, br oken o
submerged appliances, and flammable or explosive materials.

After any Flooding:
Assess the situation to ensure correct and safe response,auitong

e source of disaster
e if collection material is affected
e (fthe area is safe

Inform people who need to know urgently:

Building Manager

Disaster Response Manager
PreservatiotManager

Your Supervisor

Evacuation of Material

To reduce risk of damage, collection material should not be evacuated without the direction of the
Collectionandbr PreservatiomManger a member of Disaster Planning Committee, or
Preservation staff.
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Natural Gas Leak

Many buildings on campus use natural gas to provide heat and for laboratory work. In addition,
underground natural gas lines run across campus. Natural gas does not have an odor, so a
chemical that smells like rotten eggs is added t@#se This chemical allows us to smell natural
gas at levels well below explosive levels.

If a natural gas smell is noticed outside:

Call the University Operator ("0") or the UNL Police a2222 to report the situation.
Provide your name and contactdrmation and as much information as possible (see
below).

If a natural gas smell is noticed in a building

Dial "0" for the University Operator and provide as much information as you can, such
as:

AYour name, |l ocati on, and contact i nformati o]

AL o c a&)tof odons(in the building

AA description of the nature of the odor (i .
increasing/dissipating, etc.)

ASymptoms, if any, that may -be associated wi
headedness, nausea, etc.

AKn own ected saraes of the odor (i.e., laboratory valvesyabér

heaters, etc.)

Based on the information provided, the University Operator will dispatch the appropriate UNL
response personnel. If determined necessary, the building will be evacuatedevienthef an
evacuation:

AOnce outside, move awastrightarmlestany apparent s
the prevailing wingl If wind direction is variable, try to move away from
the source of the leak if known.

A Gat bagedistance from the building at the evacuation point, if possible.

Alf you have knowledge that maymeeissi st in ev.
emergency responders as they arrivesiog.
ADo not return to the bneypersbhnelg unti |l instruc
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Bomb Threat
Alarm
No signal has been designated for bomb procedures.
Evacuation

In case of an emergency evacuation, follow the procedures for Fire Evacuation. +or non
emergency situations, please exit the building promptly through dive erit, as directed by
library staff.

Action Checklist
Telephone

1. Listen carefully to the details of the threat and try to keep the caller talking until you are
able to get the answers to the following questions:

When is the bomb going to explode?

Whereis it right now?

What does it look like?

What kind of bomb is it?

What will cause it to explode?

Did you place the bomb?

Why?

What is your name?

S@meP a0 Ty

2. Jot down whether the caller is male or female; any distinctive voice characteristics the
caller may have (i.e., accent, slurring, key words used) and any background noises that
you may hear.

3. When the caller hangs up, dial *57 to activate a trace andvftitie prompt.

4. Atfter activating the trace, call the University Police at-2222and advise the
Dispatcher of all the information you learned from the caller concerning the bomb and its
location. Be sure to give the Dispatcher your name, office locatiahtelephone
extension. Do not hang up until the Dispatcher releases you.

5. After you have contacted the University Police, remain quiet about the threat and stay
where you are until contacted by the UNL Police.

The UNL Police, in cooperation with the Limla Fire Department, will give the order to evacuate
the building if necessary.

Written Threat

1. When a threat is written, it is important to save all materials, including the envelope.

2. Notify Campus Police immediately and try to avoid any unnecessaryitgnd|

3. Every effort should be made to retain evidence such as fingerprints, writing or
typewriting paper, or postal marks.
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Behavioral Incidents

Suspicious/Offensive behavior

If suspicious or offensive behavior is observed, ask a supervisor or anotherestéerto help
you evaluate the situatioH.emergency intervention is required, report the incident to campus
police at2-2222

Do not attempt to detain the person yourself.
Note: You should report ALL incidents or threats. In each event, congidtaurn in dibrary

incident report to thappropriate person. These reports can be found at:
http://libr.unl.edu:2020/intranet/phpdocs/FRM _incidentReport.php

Violent behavior

If it is possible to do so safely, exit the building immediately when you become aware of an
incident, moving away from the immediate path of danger, and take the following steps:

As in any emergency, please notify anyone you may encounter of theosituati

Immediately report the incident to campus polic@Hitor 2-22220r at an emergency blue
phone

Give your name. State if it is an emergency. Explain the nature of the problem and your exact
location. Answer all questions before hanging up, unjessnust move to protect your life.

AccidentsM edical emergencies

Medical emergencies involve iliness or injury to library patrons or library staff.

Serious Injuries

For serious or life threatening injuries, d#dll, giving exact location where ambulance is
needed. Give brief description efergencyinclude name(s) of victim(s), if possible

If trained, begin first aid.

Do not move the ill/injured person unless failure to do so would cause further Ayt is
safe to do so.

If campus police are not on the scene, send someone outside to direct the enmmespemciers
to the location of the medical emergency.

Note: Campus Police should be notified of all cases of mental health crises (suicttempts,
disorientation, etc.).
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Minor Injuries (Job-Related)

UNL employees who are injured on the job may seek medical attention from a personal physician
or at a medical facility of their choice. Use of emergency rooms should be reserved for after
hours care angevere injuries or illnesses. Supervisors should call ahead to minor medical clinics
to ensure that injured employees won't have a long wait to see a medical professional. Injured
employees should bring their employee ID cddhiversity employees whprovide

transportation do so at their own risk.

Large-Scale Medical Emergencies

In the case of a larggcale medical emergency, such as chemical, biological, or radioactive
attack/exposure, or in the case of a pandemic; the University Libraries will follow the directions
of the University and State of Nebraska. In the case of rapjpbnse, the University Libraries
phone tree will be utilized to notify employees of immediate action needed.

Please stay tuned to local radio/television or other media outlets for information regarding the
following types of emergencies.

Information on State and University preparations can be found at:

University of Nebraska http://emergency.unl.edu/
State of Nebraska: http://www.nema.ne.gov/

Chemical Exposure

Chenical agents are poisonous gases, liquids or solids that have toxic effects ongqraoyis

or plants. Most chemical agents cause serious injuries or death. Sevarjityies depends on

the type and amount of the chemical agent used and the dwfatigmosure. Were a chemical
agent attack to occur, authorities would instruct citizereither seek shelter where they are and
seal the premisesr evacuate immediately.

Exposure to chemical agents can be fatal. Leaving the shelter to rescue orcisssstan be a
deadly decision. There is no assistance that the untrained can offer thatikedylloe of any
value to the victims of chemical agents.

Biological Exposure

Biological agents are organisms or toxins that have illpesducing effect®n peoplelivestock
and crops. Because biological agents cannot necessarily be detected aakkrtiaye to grow
and cause a disease, it is almost impossible to know that a biolatjéed has occurred. If
government officials become aware of a biotagiattackhrough an informant or warning by
terrorists, they would most likely instruct citizetaseither seek shelter where they are and seal
the premisesr evacuate immediately.
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A person affected by a biological agent requires the immedlitgietion of professiohanedical
personnel. Some agents are contagious, and victims may neegquaraetined. Also, some
medical facilities may not receive victims for fearcohtaminating the hospital population.

For nonrcontagious diseases, expectdoeive medical evaluation and treatment.
Radiation Exposure

A radiation threat, commonly referred to as a "dirty bomb" or "radiological dispersion device," is
the use of common explosives to spread radioactive materials over a targeted area. It is not a
nuclear blast. The force of the explosion and radioactive contamination will be more localized.
While the blast will be immediately obvious, the presence of radiation will not be clearly defined
until trained personnel with specialized equipment are es¢bne. As with any radiation, you

want to try talimit exposure. It is important to avoid breathing radiological dust that may be
released in the air.

If you are outside and there is an explosion or authorities warn of a radiation release nearby,
cover your nose and mouth and quickly go inside a building that has not been damaged. If you are
already insidecheck to see if your building has been damaged. If your building is stable, stay
where you are.

PandemicOutbreaks

A pandemic is a global disease aetik. An influenza pandemic occurs when a new influenza A
virus emerges for which there is little or no immunity in the human population and the virus
begins to cause serious illness and then spreads easily-pepEnson worldwide. The federal
governmely states, communities and industry are taking steps to prepare for and respond to an
influenza pandemic.

If a pandemic occurs, it is likely to be a prolonged and widespread outbreak that could require
temporary changes in many areas of society, suchhasls¢cwork, transportation and other

public services. An informed and prepared public can take appropriate actions to decrease their
risk during a pandemic.
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Disaster Response Manual

The Manual: Use Contents and Overriding Principles
I ntroduction

This sectioncomprises Pa@ oftheUn i ver si t y CollectioN Bikastexr Blanaltdss
intended for use by those responsible for managing disaster response and rgbenery
collection material has been affectaddfor staff assisting witltollectionrecovery.

There ardive major components of this sectiohthe Disaster Plan

(1) Disaster Action Procedures identify possible disaster incidents which may affegitection
material and presebiasic principles and procedures designed to help managdeal with such
incidents. Immediate, short and long term actions are outlined.

(2) Recovery Process Actionsutline the beginning steps towards establishing a disaster
response.

(3) Collection Salvageadentifies the priority collections and discussesuimentation and
moving of damaged collections.

(4) Detailed Disaster Action Proceduregive comprehensive immediate, short and long term
action procedures for identified high, medium and low risk disaster incidents.

(5) Special HandlingInstructions providerelevant hadling information for disasteaffected
material and cover the range of material held inthiversity Librariescollections.This section
is intended for use by those responsible for coordinating response and recovery actions.

This manual also contains appendices which provide contact information for key Library
personnel, expert outside assistance and emergency equipment and supplies.

Overriding Principles
The overriding principles in atlisastersituations are:

e Human safety has precedence over protectiabr removalof any collections.

o Directives of emergency personnel are to be oheggethaee personndhke legal
authority inthe event oin emergency.

e All disaster response amecovery actions are to be Nveoordinated and wefllanned to
achieve the best result.

e Collection items listeés salvage prioritiegre given priority over all other collection
material when affected by an emergency.

e All incidents and actions are to be fully documented.

Definitions of Actions

The aim of all immediate, short and long term actions is to:
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stabilizeemergency situatioreffecting collection material
salvage and restore collection material

rehabilitate affected areas

return collection material tstacks

restore Libraryservices as soon as possible

Immediate Actions

These are actions taken to immediastgbilizea situation and protect staff and collection
material. Immediate action generally involves personsodieringan emergencgssessinghe
situation andeportin g it to those who need to know.

Short Term Actions

These areesponseactions taken tatabilizeaffected areas and protect collection material from
further damage. Short term actions generally involve use of emergency supplies to cover
collection materiahnd contain the source of the emergency. Depending on the type of disaster
short term actions also include assessment, consultation, documentation, pfanitigation,

and exchange of information to develop appropriate long term actions.

Long Term Actions

Long term actions anecovery actions taken to salvage and restore collection material and
affected areas. The actionsnclude long term planning, salvage and treatment of collection
material, restoration work on affected areax] reassessmenit planning,postdisaster
assessment and reporting.

It should be noted that disaster incidents can take many different, foeeoessitating the
adjustment of response and recovery procedures to suit the situation. Disasters occur with
uncertain combinatns of wetmoldy, burnt, smoke damaged and physically distorted collection
material on an unpredictable scale. Every disaster has its own dileregusisingthe right

balance of assessment, decision and timely ackige of disaster, type of materibdcation

type of damage, available resources, opportunities for taking action and human safety are all
likely to influence the decisions that need to be made and the allocation of priorities.
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Disaster Action Procedures

Introduction

Disaster incidents which may affect collection material atdhiwersity of Nebraskd.incoln are
separated into three separate risk levels. These risk levels refer to the likelihood of the events, not
the seriousness of risk to the collection matergkisuld these situations occur.

High Risk
o fire and smoke
e water and sewage leaks and associated mold outbreaks

o flood
e equipment malfunction
Medium Risk

e poor storage and handling
e high dust levels

Low Risk
¢ mold outbreak
e vandalism
e insect and vermin attack
e bombdamage
e theft

This section presents basic principles and procedures designed to deal with such incidents. It
outlines general immediate, short and long term actions.

Discovering a Disaser Incident during Normal Hours
Immediate Actions

When an emergengjtuation involving collection material is discovered:
e Assess the situation noting:
e source of disaster
o if collection material is affected
o if the area is saféf not, call 911)

e Inform people who need to know urgently:
e Building Manager
e Disaster Responddanager
e PreservatiotManager
e Your Supervisor

Assessment of Reported Emergencies by Questioning

When Library staff report an emergency situation RisastertCommitteemembey the contacted
individual should assess the situation with a series of questions.

These gestions should cover the following:
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Wherehas the problem occurreghdwhat is its extent?
Is the area safe?

Are collections affected?

Haveother floors been checked?

Hasthe BuildingManageibeen notified?

Has theDisaster Responddanager beenotified?
Hasany action been taken to protect collections?

The DisasterCommitteemembewill then advise the staff member on appropriate immediate
actions byreferringto disaster actions set out in the Collections Disaster Plarinfamch the
DisasterResponsdlanagerandthe Preservation Manager.

Short Term Actions

Protect affected and threatened collection material by:

stopping the source of the problem where possible
preventing the problerinom affecting the collections by
e coveringcollections with plastic sheeting
e containing it with bins, buckets, mops, squeegees and absorbent materials
not handling or moving affected collection material
e documenting the incident (photography)

Supplies to assist in protection of collection mateatal available from your nearest Local
EmergencyReactPak. locations and supplies available are listed in Section 3.

Discovering a Disaster IncidentAfter Hours

Immediate Actions

When an emergency situation involving collection material is discoyariedm people who
need to know urgently.

After hours notify the following

911

Campus Operator

Facilities and Securitianager
Library Administration
Disaster Responddanager
PreservatiotManager

Your Supervisor
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Recovery Process Actions

After immediate actions have been takitie managers listed aboweéll be responsible for
consulting with or including the Disaster Committee, who is in chargeaohging disaster
response and recovery. Thgbup willcommence long term actions by:

reassessing the situation

establishing a command center for information and assignment dissemination
establishing alternate service points for continued library functions
establishing priorities

implementing long term plans stabilizeand restore affectedeas

implementing long term plans to salvage and restore collection material
obtaining resources needed to implement plans

Evaluation of Damage

The recovery process should begin only after an emergency situation has been brought under
control. The firsconcern should always be the safety of individuals. Déen of Libraries, the
Disaster Team Coordinator, the Facilities Managed the Disaster Recovery Managat tour

the building and make an initial evaluation of damagjbe Preservation afat Building

Managers may accompany as needHBaey will determine whether to convene the ibaster
Committeeand/or whether additional individuasould also be notified.

UNL Facilities will be involved in stabilizing the building. TRacilities andSecurity Manager
will consult with them on restoring utilities and stabilizing the environment.

Building and Campus Access

Check with UNL Police and Facilities before entering any building that has been evacuated.
Permission to enter tHmiilding mayneed to be obtained from some or all of the following:

Fire Chief (control of the fire)

Fire Chief (determining cause of fire)
Building Inspector

UNL Police

UNL Administratian

UNL Library Administration

Facilities and the UNL Police have the necessary keys to the mechanical and electrical rooms.
Library personnemaynot have keys tall rooms.

If the campus has been closed, adtess is restricted, thesaster Team Administratonay
need to provide a list of tHaisasterTeam members to campus officials. As people agive
campusthey may be asked to show their driver's licensefasthffIDs. Access may be
restricted ® daylight hour®r timeswhen electricity is available.
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Establishinga Command Area

The Disaster Team Administrator will establish a command post that will serve as a meeting
point for the Disaster Team. This post should be close to, but not in teeahttle disaster.
Access to the command area should be controlled.

In the case of small or michngedisasteresponséevel, t he Love Library Deanods
the primary Command area. In the case of lagde disaster, or if Love Library ismusable, the

Team Administrator will designate an alternate locatiBossible locations include the CY

Thompson Library on East Campus or the Engineering Library on City Campus.

Restoring Library Services

After initial salvage is underway, plans ribe made for restoration of library sensce

In the case of a building emergency in Love Library that does not affect other buildings on
campus, Library administration will designate another branch library to assume primary
responsibilities and eate workspaces for designated essesid.

In the case of a City Campus Emergency situation, the primary responsibility siteowdito
CY Thompson Library. In case of a cityide emergency, the Dean of Libraries will work with
Campus Administratin to find a suitable location.

In any case, the Dean of Libraries and the Disaster Team Administrator will establish operations
areas for Circulation, Reference and Acquisitions.

At that time, they will @cide how much service to restore for:

Geneal Collections

Periodicals

Media

Documents

Special Collections

Technical Services

Auxiliary Services (ILL/Document Delivery, etc.)

Too oo oo Too Too Too Too

The Facilities and Security Manager will work towards ititigphone and computer hoaips,
and the Supply Manageiill obtain shelving, furniture, computers, office supplies, etc.

The Dean of Libraries willidcuss cooperation with other area libragad any necessahylL
agreements that will speed deliverfymaterials or information needed for patron needs.
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Collection Salvage

Collection Priorities

The criteria used to determine if collectiarsdbr itemshave a high priority in salvage and
treatment in the case of a disaster are those items which have a high intrinsic, research,
administrative, legal, or monetary value.

Almost all of the items meeting these criteriawithi UNL 6 s c ol | eArchivesand ar e kep:
Special CollectionsParticularly rare or valuable items are kept within the vault in this area.

As aresult, in the case of a systemde emergency, salvage operations will focus exclusively on
the salvage and preservation of materiakhis area.

In the case of a buildingride emergency in Love South Library, the focus will remain the same.
Other buildings being affected will have their collection salvage orders determined by the
Disaster Recovery Team.

Other salvage focus materiagy be determined at any time, and may include financial and
personnel records from the Deanbés Office, refere
the general stacks areas.

Salvage Team hstruction and Briefing

When disaster situatiomequiring salvage teams have been assessed and a salvage strategy
formulated, salvage teams will be assembled and briefed either on site or at a designated outside
location. Briefings will be conducted by tHeisaster Response and/or Preservation Manager.

Teamswill be provided withinformationwhich includes general guidelines and instructi@ss
well asspace for special instructions notes and report ndteexample of the salvage team
instruction formis included with this manual

Documentation of Collection Material Movements

It is essential that movement of collection matefi@slocumenteduringdisaster incidents and
at all stages of the disaster response and recovery procedures

Due to time constraints and quantity of material involved, documentation should be brief but
accurate. The purpose is to keep a record of what has been damaged and where ir&xas been
located.The Team Recordes responsible for all such records.

Whereless than 100 items are involved, as much detail as possible should be recorded.
Information to be recorded should include: calmberor accession humber, title, publication
date, reference crate or box number, normal location and new location. Cqnslitabnas wet or
burned can also be included.

Where larger numbers of items are involved, time constraints may make it impractical to
document movements in detail. Howevaformation to be recorded should include the number
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of items per boxDeweyor acession number range, box number and new locaiorexample
of a collecton movement documentation form is found elsewhere in this document.

Implemented plans will be maintained byagsessment and refinement as necessary to ensure
effectiveness of akctions.
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Salvage Team Instruction Form

DaAtE: e TIME: e

Salvage Team
No:

Leader:

Salvage
Location:

Type of
Material:

General Guidelines:

Always recordcollection movements.

Salvage wet material from shelves top to bottom

Monitor salvage area safety regularly

Ensure team members have protective clothing

Rotate team members for rest breaks

Report any difficulties to the disaster command post
ConsultPreservation Services staff on special handling issues.

NogahswbhE

Special Instructions: (Include new location for salvaged material)

Record any comments on other side.

Pageb2 of 124



UNL Libraries Disaster Plah Public Documentation

Collection Movement Documentation Form
Date: ..o,

(00| [=Tod i To] a AN (=T= VAo Tox- 1 1 o] o LU

ltem | Title | Author/Attribution | Normal |Crate/Box| New Comments
No. Location No. Location
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Disaster Action Procedures: Detailed
Introduction

This section provides detailed immediate, short and long term disaster response and recovery
actions for identified high, medium and low risk disaster incidents which may affect collection
material held by th&niversity of Nebraskd.incoln Libraries

Thesedetailed actions are designed as a reference tool and guide for those responsible for
managing and coordinating collection related response and recovery actions to ensure incidents
are managed well and in a consistent manner.

Due to the unpredictable natuof disaster incidents, these detailed guidelines may need to be
modified and adjusted to suit the situation.

Fire and Smoke Damage

When a fire occurs:

o Follow emergency directions found printed in the Cen{Feaculty/Staff Directory)

e When the situation is safe andamstry to the building is permitted by the folepartment,

commence Immediate Actions for fire and smoke damage

Immediate Actions
TheFacilities and/oDisaster Response Managdgh assesghe situation to:
establishwhetercollection material has been affected
check for associated water damage

check that shelving is structurally sound
check the need for short term protection of the collections

PwpdE

When the situation has been assesBedinShort Term Response and Long TéRecovery
Actions for fire and smoke damage.

Short Term Response and Long Term Recovery Actions

Where a small amount of material is fardbr wateraffected it is treated as fire and /or water
affected:

o follow directionsfor Short and Long Term ActionsrfSmall Wateand/or Sewage Leaks
o follow directionsfor Special Handling Instructions; Water and Fire damage

Where a large amount of materiabi$ected byfire and/orwate:

o follow directionsfor Short and Long Term Actions for Large Waded/or Sewagd_eaks
« follow directionsfor Special Handling Instructions; Water and Fire damage
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Where shelving is not structurally soytide Facilitiesand/orDisaster Response Managéiould
assss the situation and coordinat@bilizationbefore any salvage work can commence.

Where collection material is smoked/orsootaffected:
o follow directionsfor High Dust Levels in Collection Areas
Postdisaster Actions

When short and long term recovery actions are completderéservatiodMangerand Disaster
Planning Committeenembershouldconduct a full postisaster assessment to:

1. analyzethe successful andss successfaspects of the immediate, short and long term
actions taken
2. prepare a written report on the incident including:

cause of the disaster

number of items damaged, replaced, discarded, and repaired
ongoing treatment costs

staff time expendeduringthe operation

cost ofrestoringthe affected area

cost of equipment and supplies

3. propose changes to the disaster plluere neessary
4. send letters of thanks to those who assisted
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Water and/or Sewage Leak
When a Water and/or Sewagd_eak Occurs:

+ follow emergency directions found printed in the Cent{féaculty/Staff Directory
e When the situation is safe andantry to thebuilding is permitted by the fire department,
commence Immediate Actions for fire and smoke damage

Immediate Actions
When you find a water or sewage leak which could possibly affect collection areas:

1. assess the situation:
e Iswaterbewage leaking frorabove or rising from below?
e Isitasmall or alarge leak?
e Iscollection material beingffectedor about to be affected?
e Isthe area safe to enter?

2. DO NOT enter a flooded area until maintenance and service personnel have made the
area safeThere is extrane danger of electric shock

TheFacilities Managecoordinates:
e thestabilizationof any leals
e cleanup of sewage leaks

When it is safe to do so:
e begin Short Term Response Actions for:
e small water/sewage leaks
o large wategewage leaks or flood

Small Water and/or Sewage LeakShort Term Response Actions
After immediate response action has been taken:

1. proceed to the closeStR e-2 a k 0

2. open boxandremoveplastic sheeting, buckets, bins, mops, protective clothing, etc as
required

3. collect a watewacuumfrom Presevation Services if required (note: watercuums
shouldnot be used near magnetic material)

4. cover affected or threatened collections with plastic sheeting, place bins under leaks if
necessary

5. remove wateand/orrestrict orredirect its flowusing mops, squeegees, wateruaus,
etc

When the situation has bestabilized(leak stopped, floor clear, collection covera)ymmence
Long Term Recovery Actions.

Small Water and/or Sewage Lealk.ong Term Recovery Actions

Salvage priority is generallyiven tomaterials as outlined below.
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materials specifically listed ithe CollectionSalvage Prioritiegif any)

Special Collections/Archival materials

material in formatsequiringurgent attention (artworks, original materials with water
soluble mediagoated papers, magnetic media, photographs, microform masters)
other special collection materials

fire damaged material

Other collection materiadhouldbe salvagedhfter the above materials have been addressed

TheTeam Administratar

Assessethe situaton and if necessarycalls forDisasterPlanning Committee to
assemble

In consultation withCollection andBranchManagers assesses damage to collection
material and establishes pridge& for removal and treatment.

arranges fothe Disaster Plan recokeeperto photograph the affected ardaringall
stages of the action plan

ThePreservatioManager

ensures records of material locations and movements are maintained at all times
formulates a recovery action plan

supervises salvage operations

ensuresewage affected material is segregated for interim cleaning treatment by
Preservation Services

ensuregire damaged material is segregated for interim cleaningtalization
treatment by Preservation Services

The Facilities and Security Managmordinatestabilizationand control of the environment

Preservation Services staff:

Shouldensurehattheir work area is prepared to receive affected material

Assesaffected material and determine appropriate treatments. Where material is judged
to be beyond cost effective recoveitgam administratorshould @&cide on replacement

or discard.

Small Water and/or Sewage LeakPostdisaster Actions

When treatment hasebn completed and appropriate environmental conditions have been restored
and wherrecovered material is returned to the collection area®réervation Mangeonducts
apostdisastermssessment to:

analyzethe successful and less succesafijdects ofhe immediate, short and long term
actions taken

prepare a written report on the incident

propose changes to the disaster pliere necessary

Pages7 of 124



UNL Libraries Disaster Plah Public Documentation

Large Water and/or Sewage LeakShort Term Response
Under the short term action plan, staff attempdtédilizethe situation and protect collections
After immediate response action has been taken:

1. proceed to t-Rekal osest fAReact

2. open box and remove plastic sheeting, buckets, bins, mops, protective clothing, etc as
required

3. collect a water vacuum from Presation Services if required (note: water vacuums
shouldnot be used near magnetic material)

4. cover affected or threatened collections with plastic sheeting, place bins under leaks if
necessary

5. remove wateand/orrestrict orredirect its flow using mops, sgegees, water vacuums,
etc

TheFacilities and Security Manageoordinatestabilizationof the affected area by:

turning off power and water supplies if necessary

locating and controlling the leak source

controlling humidity and temperature levels for theation of the operation
coordinating clean up of sewage

arranging for the firelepartmento pump out excess water if necessary

arranging for the firelepartmento check the area for hazards before any staff are
allowed to enter the area

TheDisasterResponse Manager

e assesses the situation, taking account of the extent and type of damage, the risk or
presence ofnold, the type and value of the material

e Ensuredhat theDisaster Planning Committéginformed of the situation regarding

collections by dvisingthe Team Administrator

ensureshatthe Communications Coordinator is informed of the situation

formulates a short term action plan

assesses short term staff and equipment needs

arranges fothe Team Recordeto photograph all stages of the actidaken

When the situation istabilized(leak stopped, floor clear, collection covered) commence Long
Term Recovery Actions.

Large Water and/or Sewage Leak Long Term Recovery Actions
Salvage priority is generally given to materials as outlined below.
1. Special Collections/Archival materials
2. material in formatsequiringurgent attention (artworks, original materials with water
soluble media, coated papers, magnetic media, photographs, microform masters)

3. other special collection materials
4. fire damagednaterial
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Other collection material should then be salvaged.

TheFacilities andSecurityManager arranges securitykeep noressential personnel out of the
affected area.

When a major incident has occurred, Bisaster Response Manager

e requests th®isaster Planning Committee meet for a briefing

e arranges for a full inspection of the building to locate all areas and collection items
affected and assess the situation

e arranges for a disaster recovery command post to be established with necessany furnitur
and equipment

Following the inspection, thereservation Mangewill :

determine broad priorities for action

formulate an action plan

determine the staff resources needed to undertake salvage
establish priorities for salvage of collection material

brief theDisaster Planning Committexn the situation

When priorities have been established,Rneservation Manggethe Disaster Planning
Committeeallocates responsibilities, including:

e assembling salvage teams

e obtainingnecessary supplies of materiasuipment, services and expertise for salvage
(Contact numbers of outside suppliers, and for other institutions are in Apegrdand
3)

e arranging facilitiedor salvage workersncluding food and drink, rest facilities, and
protective clothing

e ensurng Senior Management are kept informed

e ensuringhe Communications Coordinator is kept informed and coordinates contact with
news media

e allocating teams to appropriate salvage areas and taskslinatedy Preservation
Services staff)

e ensuringall colledion movements are fully documented and any contaaretabeled

by designated record keepers

briefing teamgkam leaders on the situation and on their duties

providing instructions to salvage teams

troubleshooting for salvage teams

attending taspecial needs of highest priority items

setting up sorting areas for salvaged material, with plastic covered tables

sorting material assessing, separating, routing for air drying, freezndspecial

emergency treatment

Teams commence salvage operagiander instructions from their team leaders and designated
Preservation Services officers.

As material is salvaged:
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e Preservation Services or other allocated staff assess and sort material for air drying,
freezing,or special emergency treatment (whicaymnclude fumigation ifnoldis
present)

e Collections staff assess material and decide on replacement, disposal or treatment in
consultation with Preservation Services staff

e material is transported using trolleys, boxes, crates, or other suitable cantainer

e material for freezing is loaded onto pallets and placed into freezer trucks using a forklift

Note: Salvage of wet library material is heavy work. Team leaders are responsible for team use of
appropriate lifting and transport equipment andeiasuringmnembers have regular rest peripds
necessary ergonomic equipment, and access to fresh water and restroom facilities.

TheDisaster Response Managerdthe PreservatioManagershouldmonitor progress and
adjust plans as appropriate. Particular attentiodsi&ebe given to bottlenectsthin the
workflow, complaints from salvage workees)d theeffect of environmental conditions, the
adequacy of supplies of materials, equipment, expertise, personnel, space and security of
collection material

TheFacilities and Security Manageontinues to coordinate the control of temperature, relative
humidity and air quality to facilitate the salvage operationraimimizerisks of subsequent
damage to the collections.

Large Water and/or Sewage Leak Postdisaster Actions
When the salvage operation is completed in an area:

o theFacilities and Security Manageoordinates restoration of the affected area

e Senior Library Management and tBesaster Planning Committe@@ordinate return to
normal operations

e Preservatiorservices manage the treatment of damaged material and assess when it
would be appropriate for material to be returned to storage

When short and long term recovery actions are complete@réservation MangemdDisaster
Planning Committeenembers condtt a full postdisaster assessment to:

e analyzethe successful arldss successfalspects of the immediate, short and long term
actions taken

e prepare a written report on the incident including:

A cause of the disaster

number of items damaged, replaced, aided, and repaired

ongoing treatment costs

staff time expendeduringthe operation

cost ofrestoringthe affected area

cost of equipment and supplies

e propose changes to the disaster pl&vere necessary

e send letters of thanks to those who assisted

> > > > >
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Equipment Malfunction

Immediate Actions

If you find a situation where collection material may be damaged by failure or malfunctioning of
equipment:

1. Assess the situation
A Whattype of problem is the malfunction causing?
A Is collection material being affected?
A Isthe area safe for entry?
2. Alert the Facilities and Sedty Manager and Building Maintenance Repor@MR).
3. Alert theDisaster Response ManagerPreservatioManagerif collection material is
being affected
4. Do not attempt to rectify a malfunctioningepe of equipment
5. Do not remove damaged collection material until it is safe to do so
6. Ifitis safe to do so, commence short term response actions for equipment malfunction

Short Term Response Actions
If a malfunction results in a water leak follow directidosWater andor Sewage Leak Actions

If a malfunction results in temperature and relative humidity fluctuagttbag-acilities and
Security Managecoordinates restoration of stable conditionshimitaccepted levels

Preservation Services staff mongenvironmental conditions in affected collection areas and
liaise withFacilities and Security Manager atie Disaster Response Manager

If collection material has been damaged:

e ThePreservation Magersupervises an appropriate treatment response in consultation
with the Disaster Response Managadpreservation staff.
¢ Record=f all material movements should be maintained at all times.

When the situation istabilizedcommence long term recoverytians for equipment malfunction
Long Term Recovery Actions
The Facilities and Security Managsrordinates repair of equipment to fully safe working order.

Collection material given priority for repair is treated and returned to the collections by
Preserviion Services staff.

Collection material identified for replacement or disposal is process€&ddhnical Services
staff.

ThePreservation Mangaonducts gostdisasteassessment to:
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analyzethe successful arldss successfaspects of the immediate, short and long term
actions taken

prepare a written report on the incident

propose changes to equipment maintenance procedures if necessary

propose changes to the disaster plaiere necessary
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Collection Damage caused by Podstorage and Handling

Immediate Actionsfor Persons Discovering Damaged Collection Material

When you find collection material that has been or seems likely to be damaged by poor storage
and handling:

1. assess the situation:
A Doesthe situation require urgeattion to prevent damage or further damage?
A Whatcaused or threatens to cause the damage?
A Whattype of material is damaged or at risk?
A Will handling worsen the damage?
2. If a member of staff or a visitor is handling material and is causing damage, ask them t
stop
3. AlerttheDisaster Response Manager
4. Where the damageadaterials are fragile or in pieces refeiSpecial Handling
Instructiors.

When these actions are complete commence short and long term response and recovery actions
Short Term Response and.ong Term Recovery Action
TheDisaster Response Manageicollaboration with thé&reservation Manger

e assesses the damaged or threatened collection material and determines the cause
e arranges for and supervises steps to rectify the poor storagaraithdncontributing to
damageby:
A re-designing storage systems
A developing different storage options
A organizingtraining for Library staff
A advising on storage modifications

Preservation Services staff:

e develop appropriate treatment action, in consultation Bislaster Response Manager

e treat material identified for repair

e return treated material to the collections when appropriate steps have been taken to
minimizefurther risk

ThePreservation Mangaonducts gostdisasteassessment to:

e analyzethe successfidndless successfalspects of the immediate, short and long term
actions taken

e prepare a written report on the incident

e propose longer termnd/orwider changes to collection storage and handling policies and
procedures if necessary

e propose changes todliisaster plawhere necessary

Page63 of 124



UNL Libraries Disaster Plah Public Documentation

High Dust Levels
Immediate Actions
When you find abnormally high dust levels in the air or on flat surfaces in collection areas:

1. Assess the situation:
A Is collection material being affected or likely to be affected?
A Isit apparent where the dust might be coming from?
A can you tell what the dust consists efy.greasy, sooty, metallic,
concrete, et®)
A Isthe dust likely to causeealth and safetgroblems?
2. AlerttheFacilities Manager oBuilding Maintenance ReporteBKR).
3. Alert the Disaster Response Manager.
4. When contacwith appropriate managehas been mageommence short and long term
response and recovery actions for material affected by high dust levels

Short Term Response and Long Term Recovery Actions
TheFacilities and Securitilanager:

e assesses the situation in consultation withisaster Response Manager
e arranges for a thorough inspection of the building to identify other affected areas
e coordinates control of dust levels in the area by:

A locating anccontrolling the dust source

A rectifying equipment faults

A organizinga thorough clean up of the area

If necessary to protect collection material from further damage’réeervation Mangemdbr
theDisaster Response Manageganizetemporary coveof the material using plastic sheeting

When other collection material housed on book stacks has been affediedgbrvation Manger
arranges for cleaning teams to be set up, instructed in cleaning techniques and supervised by
Preservation Services dtaf

When collections and storage areas have been clean&ded@vation Mangeonducts gost
disastemssessment to:

e analyzethe successful arldss successfalspects of the immediate, short and long term
actions taken

e prepare a written report on thecident

e propose changes Eacilities and Security Managemebcedures if necessary

e propose changes to the disaster pl&yere necessary
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Mold Outbreak
Immediate Actions

If you find a situation which may indicate the presence of aativig:

1. Assess thsituation:

Is the outbreak confined to a small area, or widespread?

Is collection material being affected?

Is the material still damp or wet?

Is the outbreak apparently associated with a current water leak, an old
water leak, or with high ambient humidity

Too oo Too To

Alert the PreservatioManager

Alert the Facilities Manager or BMR

Alert theDisaster Response Manager

Do not handle or attempt to remove affected collection maiehahdling may

constitute a health hazard to you and an increased risk of physical damage to the material

arwd

If the outbreak is associated with a current water, legpond as for a water leak, follow
directionsfor Waterand/a Sewage Leakut include stepappropriate tanoldy material in
handling, sorting, and fumigation

If there is no current water leatcommence short term response actions for either small or large
mold outbreak

Small Mold Outbreak i Short Term Response Actions
TheDisaster ResponddanagerandFacilities and Securitilanager:

e assess the situation and investigate the reasons for the outbreak
e arrange for a thorough inspection of adjacent areas to identify other affected material

The Facilities and Security Manageoordinatestabilizdion of the environment by:

locating and controlling the source of moisture

controlling humidity and temperature within appropriate levels
rectifying equipment malfunction

maintaining airflow through the area

organizingfor the area to be cleaned thoroyghl

ThePreservation Manger

e in consultation witlthe Disaster Response Managesesses affected collection material

e coordinates an appropriate treatment response in consultatioRnegtbrvatiorand
Technical Servicestaff

e ensureshatrecords of all marial movements are maintained at all times
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Small Mold Outbreak i Long Term Recovery Actions
TheFacilities and Securitilanager:

e arranges for closmonitoringof the environmental conditions
e organizedor the area to be cleaned thoroughly when affected collection material has
been removed

Preservation Services staff;

remove affected collection material from the area

assess material and process it@mgritized for fumigationand/orrepair
arrange foffreezing, vacuum freeze drying and fumigation where necessary
return fumigated, treated and checked material to the collections

Technical Servicestaff:
e process collection material identified for replacement or discard
ThePreservation Mangaonducts a gstdisaster assessment to:

e analyzethe successful arldss successfalspects of the immediate, short and long term
actions taken

e prepare a written report on the incident

e propose changes to collection management procedures if necessary

e propose changes to the disaster pl&yere necessary

Large Mold Outbreak i Short Term Response Actions
TheDisaster Response ManagerdFacilities and Securitilanager:

e assess the situation and investigate the reasons for the outbreak
e arrange for a thor@h inspection of adjacent areas and an inspection of the rest of the
building to identify other affected areas

ThePreservation Manger

assesses the material

ensures th€ommunications Coordinates informed of the situation

formulates a short term actighan

assesses short term staff and equipment needs

arranges for ®isaster Team Recordtr photograph all stages of the action plan

Facilities and Security Manageoordinatestabilizationof the environment by:

locating and controlling the source of istoire

controlling humidity and temperature within appropriate levels
rectifying equipment malfunction

maintaining airflow through the area
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When the situation istabilized commence long term recovery actionsrforld outbreak

Large Mold Outbreak i Long Term Recovery Actions

TheFacilities andSecurityManagerallocatesstaff tokeep noressential personnel out of the
affected area.

TheDisaster Response Manager

requests th®isaster Planning Committereet for a briefing

arranges for a full inspectiaf the area and assess the situation

arranges for a disaster recovery command post to be established with necessary furniture
and equipment

The PreservatioManagerthen will:

determine broad priorities for action

formulate an action plan

determine the staresources needed to undertake salvage
establish priorities for salvage of collection material

brief theDisaster Planning Committeen the situation

When priorities have been establishiad PreservatioManager theDisaster Planning
Committeewill allocate responsibilities, including responsibilities for:

assembling salvage teams

obtaining necessary supplies of materials, equipment, services and expertise for salvage.
(Contact numbers of outside suppliers, and for other institutions are in Appendix 2 and 3.
Special attention must be given to the protective clothing required for hanwidy
materials.)

arranging facilitiegor salvage workers including food and dringst facilities, and
protective clothing

ensuringSenior Management are kept informed

ensuringhe Communications Coordinatas kept informed and coordinates contact with
news media

allocating teams to appropriate salvage areas and taskedmtinatedy Preservation
Services staff)

ensuringall collection movements are fully documented #ratany containerare
labeledby designated record keepers

briefing teamgkam leaders on the situation and on their duties

providing instructions to salvage teams includsafetyinstructions

troubleshooting for salvage teams

attending to special needs of highest priority items

setting up sorting areas for salvaged material, with plastic covered tables

sorting material assessing, separating, routing for fumigation, air drying, freeaimgj,
special emergency treatment

Teams commence salvage operations under instructions from their team leaders and designated
Preservation Servicesaff.
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As material is salvaged:

e Preservion Services or othatesignatedtaff assess and sort material for immediate
fumigation, air drying, freezingndspecial emergency treatment

o Collections staff assess material and decide on replacement, disposal or treatment in
consultation with Preseation Services staff

e material is transported using trolleys, boxes, crates, or other suitable containers

e material for freezing is loaded onto pallets and placed into freezer trucks using a forklift

Note: Salvage of wet library material is heavy work. Tel@aders are responsible for team use

of appropriate lifting and transport equipment andefesuringthatmembers have regular rest
periods. Salvage oholdy material is particularly hazardous and team leaders are responsible for
ensuringgeam members ugeotective equipment properly.

ThePreservation Mangemndthe Disaster Response Manageill monitor progress and adjust
plans as appropriate. Particular attention needs to be giventtkeneckswvithin the workflow
complaints from salvage workeemd theeffect of environmental conditions, the adequacy of
supplies of materials, equipment, expertise, personnel, spatsecurityf collection material.

TheFacilities and Securitylanager continue® coordinate the control of temperature, relative
humidity and air quality to facilitate the salvage operationraimimizerisks of subsequent
damage to the collections.

When the salvage operation is completed in an #re&acilities and Securitilanager
coordinatesestoration of the affected are&enior Library Management and thesaster

Planning Committeeoordinatemayreturn to normal operatiorad Reservation Services

manage the treatment of damaged material and assess when it would be appropriate for material
to be returned to storage

When short and long term recovery actions are compléie@®reservation Mangemd the
Disaster Planning Committeeembers conduct a full pedisaster assessment to:

1. analyzethe successful arldss successfaspects of the immediate, short and long term
actions taken

2. prepare a written report on the incident including:

cause of the disaster

number of items damaged, replaced, discarded, and repaired

ongoing treatment costs (inc. fumigation and cleaning)

staff time expendeduringthe operation

cost ofrestoringthe affected area

cost of equipment and supplies

3. propose changes to the disaster pl&yere necessary

4. propose changes to collection management procedures if necessary

5. send letters of thanks to tleowho assisted

Too Too Too Too Too Too
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Vandalism of Collection Material

Immediate Actions
When you find collection material which is being or has besmlalized

1. Assess the situation:
A Isthe material at risk of further damage?
A Isit safe to leave the material to get assist@nc
A Isit safe to intervene?
2. If immediate assistance is needed and it is safe to leave the materiatt Campus
Police at 22222.
3. Refer to section oBehavioral Incident.
4. ContactPreservation Manager or Disaster Response Manager

When it is safe to deo, commence short and long term recovery actions.

Short Term Response and Long Term Recovery Actions

When any current threats have been attended to:
o alertthe PreservatioManager
e Any vandalism should be reported to #exilities andSecuritymanager

Preservation Services staff:
e Assesghe material and develop appropriate treatment actions in consultatioevith
appropriatestaff.
e treat material identified for repair and return to the collections

Technical Servicestaff:
e process material identifiddr replacement or disposal

TheDisaster Response Managenducts a poslisaster assessment to:
e analyzethe successful arldss successfalspects of the immediate, short and long term
actions taken
e prepare a written report on the incident
e proposechanges to security and exhibition procedures if necessary
e propose changes to the disaster pl&yere necessary
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Insect and Vermin Infestation

Immediate Actions

If you find a situation which may indicate the presence of active insects or other pests such
rodents:

1. Assess the situation
A Whattype of infestation is it?
A Isit a small or large infestation?
A Is collection material being affected?
Alert Security andracilities Manager or BMR
Alert the PreservatiomManagelif collection material is being afé¢ed
Alert Disaster Response Manager
When contact has been maaigh appropriate managersommence short term response
actions for insect and vermin infestation

arwd

Short Term Response Actions
Facilities and Securitilanager:
e assesses the infestation in adietion with Preservation Servicaad IPMstaff
o if necessary, arranges for samples to be referred to outside agencies for identification
e arranges for a thorough inspection of adjacent areas and an inspection of the rest of the
building to identify otheaffected areas
e coordinates pest control procedures in the affected area
If collection material has been affectélae PreservatioiManager
e assesses the material
e coordinates an appropriate treatment response in consultatiotegtitiical services and
preservation staff
e ensures records of all material movements are maintained at all times

When the situation istabilized commence long term recovery actions for insect and vermin
infestation

Long Term Recovery Actions
TheFacilities and Securitilanager:

e supervises appropriate pest control procedures, carried out by the Library's pest control
contractor
e arranges for closmonitoringof the area for signs of iafestation

Preservation Services staff:

e process collection materigtioritizedfor fumigationand/orrepair
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e package and send material that cannot be adequately fumigdtedsia to an outside
fumigation company
e return fumigated, treated and checked material to the collections

Technical Servicestaff:
e process collection material identified for l@apement or discard
TheDisaster Response Managenducts gostdisastelassessment to:
e analyzethe successful anldss successfalspects of the immediate, short and long term
actions taken
e prepare a written report on the incident

e propose changes to egrated pest management procedures if necessary
e propose changes to the disaster pl&yere necessary
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Bomb Damage

When the situation is safe, the building and services havestagitized and reentry to the site
is permittedcommence immediate disaster actions

Immediate Actions

TheDisaster Response Managierconsultation with th®isaster Planning Committegssesses
the situation to:

o establish if collection material has been affected and in what way

e check that shelvingnd fittings are structurally sound

e check the need for short term protection of the collections from water,ahdéxposure
to fluctuating outside environmental conditions

When the situation has been assessgaimence short and long teresponse aains.
Short Term Response and Long Term Recovery Actions
Where collection material has been water affected

e Follow directionsfor Short and Long Term Responseld&Recovery Actiorfer Water
and /o Sewage Leak

e Follow directionsfor Special Handling Instruons for General Physical Damage, Water
Damage, and Fire Damage

Where material has not been water damaged but is blast dama@esiaster Responddanager
andPreservatioManagemwill assesshesituation and in consultation with tiésaster Planning
Committeewill determine a strategy for salvage

Where windowsand/orexternal walls have been blown out:

e TheDisaster Response ManagardFacilities and Security Manageonsult on the most
appropriate means of protecting the collection against the Btermed against unsuitable
environmental conditions

o Facilities and Securitanager arrangdsr stabilizationof the building environment if
practicable otherwise, thé’reservation Mangearranges for movement of particularly
vulnerable material ancbveringof collections

When short antbng term actions are completede Disaster Response ManagerdDisaster
PlanningCommittee membemill conduct a full postlisaster assessment to:

1. analyzethe successful arldss successfalspects of the immediate, short and long term
actions taken

2. prepare a written report on the incident including:

cause of the disaster

number of items damaged, replaced, discarded, and repaired

ongoing treatment costs

impact on service provision tdients

staff time expendeduringthe operation

To To T T o
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A cost ofrestoringthe affected area

A cost of equipment and supplies
3. propose changes to the disaster plaiere necessary
4. propose changes to security and facilities if necessary
5. send letters of thanks to thosssisted
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Special Handling Instructionsfor Disaster Affected Collection Material

Introduction

To avoid caging further damage to disastdfected collection material, staff should refer to the
following special handling instructions. Appropriate hamglldepends on the type of material and
the type and severity of the damage.

Materiak covered in this section include

Books, journals, pamphlets and newspapers
Large format sheet material

Small format sheet material

Artworks on paper

Vellum, parchmenand leather material
Photographic material

Electronic and magnetic media

Too Too Too Too T T I
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Books, Journals, Pamphlets and Newspapers

Water Damage

Duringretrieval:

Take care with wet books. If a book is wet and ofeave it open. If it is wet and closed,
leave it closed

Do not remove covers or dust jackets from books

Pack books into boxes and crates spine down. Interleave books with freezer paper
Do not pack books too tightly

Where books are saturatedear rubler gloves when handling them

Do not press saturated boaksdbr document$o remove water. Pressing can damage
book structures and force dirt and mud into the paper surface

Do not wipe soiling or mud from wet boaks

Clear books from the floothen remw@e books from shelves, starting with top shelves
and moving down.

Damp books should be frozen if the relative humidity is over.55%

Remove the wettest books from the area first to reduce relative humidity

During recovery:

Mold

Book and paper restoration starts with eithedgajing or vacuum freeze drying

Books with coated/glossy papers should be frozen then vacuum freeze dried where
possible

Always use cold air to air dry wet books

Marginally wet books can be air dried ugifanningandbr interleavingmethods

Mud or silt affected books should be cleaned before they completely dry but can be
frozen for later treatment

Do not wash the following categories of items:

open or swollen volumes

vellum or parchment bindings or gees

leather bindings

fragile or brittle materials

materials with water soluble components

To o o I I

Do not wipemold from wet (or dry) books

Wet moldy books should be frozen then vacuum freeze dried and fumigated before
cleaning

People with a history of allergies and respiratory illness should not handle oma&hn
items

Fire Damage

Fire damaged books should be handled as little as podsitahgthe retrieval and

recovery process

All fire damaged material should be assurteebtle fragile

Wrap fire damaged books in clean unprinted paper or freezer paper and place between
cardboard sheets for protection. Clearly label all packages

Burned and wet books should be frozen for later treatment
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Dust
e Book collections affected by dushould be vacuum cleaned on site where possible
General Physical Damage

e Ensure that booksith loose parts such as spines, covers and pages are packaged
together prior to treatment. Shrink wrapping, boxing, bagginda@ddringcan be used

Contamination

e Books contaminated by sewadjee retardants, or other material should be rinsed where
possible prior to handling and packaging for recovery
e Always wear protective clothing and gloves when handling contaminated material
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Large Sheet Materiat Maps, Plans, Posters, Prints

Water damage

Do not wipemold from wet (or dry) largdormat items

Handle wet large format material with extreme care

Handle items with water solubieedia as for artworks on paper.

Do not attempt to separate wet large format matdtighgretrieval.

If the material is rolled, leave it rolled. If it is flat, leave it flat

Generally, wet large format items should be frozen for later drying and treatment,

particularly if relative hurdlity is above 55%

e Transport the material using its houseng: folders, boxes, drawers. Where this is not
possible, transport flat or rolled with support

e Small amounts of wet large format items can be carefully air.dried

e Do not wipemold from wet (or dry) largeformat items
¢ Wetmoldyitems should be frozen then dried and fumigated before cleaning
e Moldy items should be fumigated before cleaning

Fire Damage

o All fire damaged largéormat items should be handled and treated as extremely fragile
e Fire damaged items should be handled as little as possible prior to treatment
e Wet fire damaged items should be frozen for later drying and treatment

General Physical Damage

e Ensure all parts of the item are kept together prior to treatment

Contamination

e Always wear protective clothing and gloves when handling contaminated material
e Non water soluble items can be lightly rinsed under supervision of a conservator
e Water soluble items should be packaged in plastic and frozen for future treatment
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Small Sheet Material- (Manuscripts, Ephemera, Music Files)

Water Damage

e Loose, unbound small format sheet matsitah usually be aulried provided they can
be separated into small piles and a sufficient amount of dehumidified coahade
introducd

e Large unmanageable amounts can be packed for freezing. Papers should be separated into
groups up to 5 cm thick and packed into crates interleaved with freezer paper

e Do not attempt to separate groups of wet material into single sheets. Single itechs fou
in masses can be separated easily if frozen then vacuum freeze dried

e Keep single sheet material together and in oddeingall stages of the retrieval and
recovery process

e Leave office files in suspension hangers in filing cabinet drawers andsaiittircool air
in a well ventilated area

o Take care when removing wet material from wet or damaged storage boxes. Do not
overturn boxes to remove material

e Wherea mass of material iget, remove the wettest first to reduce relative humidity

¢ Do not wipesoiling or mud from wet paper

e Do not press groups of saturated papers to remove.water

e Do not wipemold from wet (or dry) papers

o Wetmoldy papers should be frozen then vacuum freeze dried and fumigated before
cleaning

e People with a history of allgies and respiratory illness should not handle or aleaidy
items

Fire Damage

e All fire damaged small format sheet material should be treated as fragile and handled
with extreme care

e Wrap groups of fire damaged material in clean unprinted paper ariplaates for
transport. Clearly label all packages

e Wet, firedamagednaterial should be frozen for later treatment

Dust
e Where possible vacuum clean dust affected material an site

General Physical Damage
e Ensure that all items including their logs&rts are kept together prior to treatment. Bags,
folders, boxes and pockets can be used

Contamination

e Small format sheet material can be rinsed of contamination where possible prior to
packaging for recovery
e Always wear protective clothing and glovesemhhandling contaminated material
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Artworks on Paper

Water Damage

Handle with extreme care

Do not attempt to separate sheets adhered together

Do not blot the surface of artworks on paper which have water soluble.media
Interleave artworks in folders

Transport artworks flat with supports or in their containers; solander box@ormap
drawers

Unframe framed artworks by laying them face down on a smooth clean, padded surface.
Remove any excess water by carefully blotting from the .back

Where possiblartworks should be air dried

Where there are problems suchradd, warped saturated backings and works adhered
together it may be appropriate to freeze and vacuum freeze dry

Do not attempt to wipe awayold from wet (or dry) art works

Wet artworls should be air dried as soon as possible if relative humidity is above 55% to
preventmold attack

Where there is too much material to air dry artworks should be frozen and vacuum freeze
dried then appropriately treated

Fire Damage

Dust

Fire damaged artworkshould be handled with extreme care prior to treatment
Transport fire damaged artworks in their containerg; solander boxes, map drawers
Fire damaged wet artworks should be frozen and vacuum freeze dried prior to treatment

Dust affectedartworks on paper should be interleaved in folders and transported flat with
supports for treatment

General Physical Damage

Ensure all parts of the artwork remain together prior to treatment

Vellum, Parchment, Leather

Water Damage

Handle wet vellum, palement and leather very carefully. Always use a suppoch as
cardboard to handle this material

Wet vellum, parchment and leather should be air dried where possible. A combination of
tension and pressure drying may be required to dry this materiaksfidie Slow and

gentle blotting of saturated areas can enhance drying

Where freezing is necessary, vellum, parchment and leather items should be separated
with freezer papeduringpacking
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Photographic Materials
(Albums, Microfiche, Microfilm, Motion Picture Film, Photographs, Negatives, Reel
Film)

Water Damage
¢ In generalphotographic materials should be frozen only if they cannot be appropriately
air dried or dried by running through a processor. Freezing can cause damage to the
emulsion laye If freezing is necessary blast freezer should be used

Albums

e Albums should be handled as for books and jourbaisfreezing and particularly freeze
drying should be avoided

Wet Collodion Photographs
e Wet collodion photographs, suchambrotypespannotypes, tintypes and wet collodion
glass negativeshould be given priority and salvaged without delay and air dried. Handle
very carefully and kep faceup at all times

Daguerreotypes
e Handle very carefully and keep face up at all times
e Air dry immediately, checking that moisture has not entered the sealed image

Wet Glass Negatives and Photographs

e Wet glass negatives and photographs should be kept wet. If dry, keep them dry

e Glass plates should be packed vertically and each plate interleavespwitibonded
polyester. Take care to pack out spaces to prevent moveomamgtransport. Use small,
strong boxes

Photographs on Paper

e Non water soluble photographs which are wet should be kept wet until they can be
washed and air dried or treated bgaanmercial laboratory

e Do not allow prints to remain wet for longer than 48 hours before treatment as emulsions
andcoloredlayers may begin to separate

Photographic Negatives(Black and White)

e If negatives are wekeep them wet in plastic containersctéan distilled water. If they
are dry keep them dry

e If negatives are to be kept wet for more than 24 hauad 1% formalin to the water
container to prevenhold growth

e Emulsions can separate from the plastic carrier if left too long in water

e Where hrge amounts of photographic negatives aretivey can be blast frozen in small
groups in polythene bags

Photographic NegativeqColor)
e A processing laboratory should handle welor negatives

Nitrate Negatives
e Do not touch the emulsion surfaces
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e Nitrate negatives should be frozen immediately and air dried

Acetate Negatives

e Acetatebased microfilm should be treated as for any other microfilm tigmmove from
enclosures and separate to prevent blocking.

e If dirty/contaminated or very wet, washafean water and allow to air dry.

e Airdry if clean.

Motion Picture Film

e Motion picture film should be left in its container. The container should be filled with
fresh clean water, packed flat into water tight containers and shipped to a commercial
processofor treatment

Reel Film

e Do not allow reel film to dry out while rolled up
o Keep film wet and transport it to a commercial processor or air dry if clean

Microfiche, Microfilm and Aperture Cards
o If the master copy is unaffected discard the wet service aogcreate a new duplicate
e Do not allow silver halide microfilm or microfiche to dry out. Keep immersed and send

to a commercial processor for treatment
e Vesicular and diazo microfilm can be washed under cold fresh running water and air

dried
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Optical and Magnetic Media

Compad Discs, Computer Digs (Floppy Discs), Oral History Tapes (reelto-reel,

digital audio (DAT) cassettes)and Video Tapes

Optical and magnetic media are an area of development where formats are being upgraded
continuously. The spedihandling instructions listed below for this material reflect current
thinking. During emergencies involving this material care should be taken to ehstiaetions
reflect technological change atfthttreatments are appropriate.

Note: 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

Water damage

If this material can be restored to a useable standard, itdshewopied and then
disposed af

It is possible to save information on slightly vmeagneticsoftware discs by blow drying
them with cool air. Copy the ddiscand discard

Wet magnetic diss need to be removed from their plastic cases, wiped dry widan,
soft, lint free cloth, placed into a new case, copied and discarded

Wet optical discsieed to be removed from their plastic cases, wiped dry with a clean,
soft, lint free cloth, placed into a new case.

The longer anagnetic disks wet the greatehe information loss

Optical media (CompactDiscs)

Remove from water immediately

Remove from containers and carriers

Do not bend or scratch

Rinse off any dirt, mud with clean, distilled water

DO NOT SOAK

Drip dry in dish drain or rack, vertical not fl@way from sunlight)
Clean with soft, dryint lesscloth

Move cloth perpendicular to grooves

DO NOT MOVE IN A CIRCULAR MOTION

Place cleaned compact discs in clean containers or resogpy
discard original

Floppy Discs

Wateraffected 3%2" and 5%discs ae likely to be permanently damaged.

If salvage of thesdiscs is absolutely necessary, titiscs can be removed from their
jackets, gently agitated in cool distilled water, air dried, placed in a new cover and
copied. There is an extreme risk of damageaaware i(e. discdrives).

Magnetic Tapes (Oral History Tapes, Video Tapes, Computer Tapes)

Magnetic tapes are especially affected by water and wet tapes may not be salvageable
Reel to reel tapes may be cleaned and air dried, but should be dispo$edaniying
Wet cassettes and cartridges are difficult to open and dry and will most likely be lost
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Appendices

Appendix 1. University and Emergency Responder Contact
Information

Facilities Maintenance Contacts for Disaster:

During Normal Working Hours on campus Monelagday, use-aculty/Staff DirectoryCentrey
phone numbers or contact the University Operator for assistance.

e University Operator: O
e Facilities Help Desk: 472550

For custodial emergencies and¢gjuest repair services.
e Custodial Services 472175
e Maintenance Division 473085
¢ Maintenance Manager 44D14

After normalworking hours, onweekends andacations, contact the Telecommunications Help

Desk at 47283434, which is staffed 24 hours per daylays per week. They can connect you to
administrators and facilities personnel at their home numbers

Additional Important Phone Numbers:

e Fire Dept.(Station A) Emergency 911
Non-emergency 441-8372
e Campus Police Emergency 472-2222
Non-emergency 4722222
e Carpenter Facilities Help Desk 4721550
e Electrician Facilities Help Desk 472-1550
¢ Fumigation Services Facilities Help Desk 4721550
e Plumber Facilities Help Desk 472-1550
e Cold Storage Facility Animal Science 4723571
Food Stores 4729046
e Freeze Dry Facility Animal Science 4723571

Food Processing Center 4722832

e Microfilm Reprocessing Neb. Records Management Di#71-2559
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Photographer UNL NH 420 4726666
(Some amateur photographens staff may also have cameras with zoom and
wide-angle lense$.

Rental trucks Transportation Services 4722422
Moving Services 4728549
Risk Manager Greg Clayton 472-8044, 4722600
4886376 (h)
Legal Advice UN Counsel 4723350
UNL Utilities Facilities Help Desk 472-1550

Page84 of 124



UNL Libraries Disaster Plah Public Documentation

Appendix 2. Campus and Local Sources of Disaster Recovery Supplies

UNL Facilities Management: 472550

Supplies Available:

Boots

Borax

Buckets
Extension cordg¢threewire groundedl
Fans

Garbage bags
Ladders

Mops

Plastic sheeting
Rubber gloves
Sponges
Tables
Wetvacuums

Too Joo oo oo Too Too Too Too Too To To To To

Note: UNL Custodial Servicg®-3175 will provide normal services on an emergency basis,
including shut &, repair, and custodial cleaup. Includes removal of debris, decontamination,
and geneal housekeeping within the building. If they are unable to provide the seiviegsan
recommend & alternativecourse of action.

OFF CAMPUS SOURCES OF SUPPLIES

General Supplies:

Target 48" and R streets, Lincoln 4648292
Hancock Fabrics 6800 P St., Lincoln, 464-3935
Hy-VeeFood Store  49thSt.and O St., Lincoln 467-5505
Ideal Grocery 905 S. 2% St. Lincoln 4762177
Jo-Ann Fabrics 6401 Q St., Lincoln 467-3500
Lincoln Journal Star 926P St., Lincoln 4754200
Book Trucks:
Lincoln City Libraries 14" & N Sts, Lincoln 441-8500
State Historical Society5" & R Sts, Lincoln 471-3270
Library Commission 1200 N St, Suite 12Q,incoln 471-2045
WesleyarUniversity Cochrane Woods Library 4652400
Union College Library Union College 4862514
Dry Ice:
Valley Ice Co. 610 J StLincoln 476-1858
Fans:
United Rentals 3900 S. 8 Lincoln, NE 4232277
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United RentAlls 710 N. 48' St., Lincoln 4649197
Newsprint:

Lincoln Journal Star 4754200
Pallets:

Pallet Company Unit 1 501 NW 2¥, Lincoln 4744777
Paper Towels:

Western Paper 441-3700
Plastic Milk Crates:

Meadow Gold Dairies 726 L, Lincoln 434-8400

Roberts Dairy 5220 NW 3", Lincoln 4702424
Scissors:

Office Depot 333 N. 5@, Lincoln 4663443

Lat schos 200 Oakcreek DrLincoln 3237222
Tables (folding):

United Rentals 3900 S &, Lincoln 4232277

Local churches

State Rir Park Administration Offices 4745371
WaterVacuums:

United Rentals 3900 S &, Lincoln 4232277
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Appendix 3. Stateand National Resources

A. Disaster Recovery Services and Supplies
Southeastern Library Network: http://www.solinet.net/
B. Conservators in the Region

This is an evechanging list. For current names, contact the Foundation of the American
Institute for Conservation (FAIC) in Washington DC at (202)-8836. Some
conservators in lowa, Kansas, and Nebraska are:

Julie Reilly, Director, Gerald R. Ford Conservation Center, 1328"$S8
Omaha, NE 68105, (402) 594.80, Emailgrfcc@radiks.net

Ivan Hanthorn, lowa State University, 441 Parks Library, Ames 1A 5@14D
(515) 2943186, Emailhanthorn@iastate.edu

Gary Frost, 100 Main Library, University of lowa, lowa City, 1A 5224420
(319) 3355908 Emait garyfrost@uiowa.edu

Conservation Unit, Watson Library, University of Kansas Librati@syrence KS 66045,
(785) 8643429
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Appendix 4. State and National Organizations

AMIGOS Library Services, Inc.
14400 Midway Rd.

Dallas TX 752443509

(800) 8438482
http://www.amigos.org/

Assn for Information and Ilage Management (AlIM)
1100 Wayne Ave Suite 1100

Silver S@lertMD 20910

(301) 5878202

www.aiim.org/

American Institute for Conservation of Historic and Artistic Works (AIC)
1717 K St NW

Washington DC 20006

(202)452-9545

http://aic.stanford.edu

Assn. of Records Managers and Administrators (ARMA)
13725 W. 108 St., Suite 101

Lenexa, KS 66215

(800) 4222762

http://www.arma.org/

Conservation Center for Art and Historic Artifacts (CCAHA)
264 S. 2% St

Philadelphia PA 19103

(215) 5450613

http://www.ccaha.org/

FEMA National Office

500 C St.

SW Washington DC 20472500
(202) 5661600
http://www.fema.gov

FEMA Region VII

2323 Grand Boulevard, Suite 900
Kansas City MO 64108670
((816) 2837061
http://www.fema.gov/regions/vii/
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Gerald R. Ford Conservation Center
1326S. 329 st.

Omaha, NE 68102044

(402) 5951180
grfcc@mail.state.ne.us
http://nebraskahistory.org/sites/ford

Library of Congress
Preservation Directorate
WashingtorDC 205404500
(202) 7075213
preserve@loc.gov
http://www.loc.gov/preserv/

National Archives and Records Administration (NARA)
http://www.naa.gov

National Association of Government Archives and Records Administration (NAGARA)
48 Howard St.

Albany NY 12207

(518) 4638644

http://www.nagara.org/

American Film Institute

National Center for Film and Viddéreservation
2021 North Western Ave

Los Angeles CA 90027

(323) 8567600

http://www.afi.com

http://www.afi.com/education/Conservatory/
National Endowment for the Huanities

Div. of Preservation and Access

1100 Pennsylvania Ave NW, Rm. 411
Washington DC 20506

(202) 6068570

http://www.neh.fed.us/

Nebraska Emergency Management Agency (Civil Defense)
1300 Military Road

Lincoln NE

471-7430

http://www.nebema.org

Nebraska Records Management Div.
440 S. 8 St., Suite 210

Lincoln NE 685082294

(402) 47122559

Email: bill.ptacek@email.state.ne.us
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Rocky MountainRegional Conservation Center
University of Denver

Denver CO

(303) 7332712

Email: Imellon@du.edu

Upper Midwest Conservation Association
2400 ¥ Ave.

South Minneapolis, MN 55404

(612) 8763120

Email: umca@aol.com

http://www.preserveart.org
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Appendix 5: Data Protection/Electronic DisasterAssistanceVendors

HP Contact Information:

Marcia Werner (Sales emergency person Contact)
Works Conputing

Regional Sales Manager

402786-3931 phone

402-786-3932 fax

4025259273 cell

Russell Peterson (HP Emergency Contact)
402-384-74531 Office

402-250-2123i Cell

402-384-7080- FAX

Innovative Interfaces Inc.

24 hour emergency number 8898-6600
Innovative Interfaces, Inc.

1569 St. Paul Street

Denver, CO 80206

Phone 303/335%057

Emergency contact for Fund Approval:

Nancy Busch (primary) 472526 (402477-3526)
Joan Giesecke (baalp) 4722526 (4886136)
Greg Clayton (Insurance Questions)

Facilities Emergency number 4721550 (#5 am MF) after hours call University Operator

Building Emergency Contact:
Deb Pearson 4724260

Sustainability of Digital Formats, Library of Congress
http://www.digitalpreservation.gov/formats/fdd/descriptions.shtml

National Digital Information Infrastructure and Presgion Program, Library of Congress.
http://www.digitalpreservation.gov/

Digital Preservation, Digital Library Federation.
http://www.diglib.org/preserve.ht
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Appendix 6a: Building Evacuation Points

Architecture-AtBi g fiO0 scul pture, in front of Archit

Averyi (Math) i At the top of the stairs, between Manter and Hamilton Halls, straight
across the parking lot from the Avery south entrance door.

Besseyi (Geology)-

CY ThompsonCYT) - The sculpture across the street from the West side of CYT.

Love Library- At AOl d Gl oryo (orange sculpture) to
LDREF - East Side of LDRF parking lot.

Westbrooki (Music)-AtBi g fAO0O0 scul pture, in front of Ar

Appendix 6b: Building Alarms

Architecture- Voice/Strobe

Averyi (Math) i Voice/Strobe

Besseyi (Geology)-

CY ThompsonCYT) -

Love LibrarySouth- Voice/Strobe

Love LibraryNorthi Alarm Bells

LDRF - Voice/Strobe

Westbrooki (Music) - Voice/Strobe
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Disaster Recovery

Adams, Kate
Allison, DeeAnn
Brink, Pete

Dolan, Gary
Drueke, Jeanetta
Ducey, Mary Ellen
Groves, Jaci
Johnson, Kathy
Kreps, Anita
Leggot, Dwight
Medcalf, Jan
McFarland, Tom
Nagel, Sharron
Pearson, Deb
Straatmann, Michael
Walter, Kay

Fire Extinguisher

Adams, Kate
Cassner, Mary
Dolan, Gary
Drueke, Jeanetta
Eastman, Vicki
Groves, Jaci

Kirk, Julie

Kreps, Anita
Larson, Mark
Leggot, Dwight
McClanahan, Robin
Mozer, Larry
Nagel, Sharron
Pearson, Deb
Tilley, Mary

Van Diest, Maggie
Walter, Kay
Willis, Jean

Appendix 7. Trained Personnel

CPR/AED
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Van Diest, Maggie
Weakly, Laura
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Appendix 8: Library Calling Tree (PENDING APPROVAL)

Physical Collection Disaster Response

Dean of Librari

Disaster Team
Administrator

Preservation
Manager

Preservation
Services Staff

Disaster
Response
Manager

Department Other Disaster
Chairs Team Members

Unit Leaders

Salvage Traine
Staff

= All Other Staff
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Appendix 9: Restoring Equipment/Applications and Data after a
Hardware or Software Event

DOCUMENT UNDER REVISION
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Appendix 10: Back-up Schedule for Preservation Data

Not Available for Public Viewing
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Appendix 11: Disaster Planning Committee Membershipand Contact
Information

Not Available for Public Viewing
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Appendix 12: Building Floor Plans
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