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Foreword 
 The University of Nebraska-Lincoln Libraries have collections of over 3 million volumes 

and over 2 million microforms.  All types of formats are found in the collectionsðsound 

recordings, CD-ROMS, scores, archival materials, slides, etc.  This disaster preparedness plan is 

one means of helping prevent serious damage to the collections 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 of three parts:  

 Part 1: Disaster Preparedness and Prevention Policy 

 Part 2: Emergency Response Actions 

 Part 3: Disaster Recovery 

The first part deals with disaster preparedness and preparation and is used by the libraries as a 

manual in routine disaster preparedness and prevention activities. It contains: 

 Information on collection area checks for potential disasters 

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

preparedness strategies 

 Disaster preparedness and response personnel 

The second part is intended to focus on the immediate response to various emergencies that might 

occur at the UNL Libraries.  The focus of these scenario responses are the personnel of the 

libraries and of the University community. These responses include but are not limited to: 

 Natural emergencies  

 Campus Emergencies 

 City or Statewide Emergencies 

The third part is intended for use by those responsible for managing and responding to a disaster, 

and primarily focuses on the collections and holdings of the University Library.  

 

Copies of this Disaster Plan should be kept both on-site and off-site. Each member of the disaster 

team, as well as the Dean of Libraries and the University Archivist, will  have a personal copy of 

the full plan to be kept at home. Department chairs will have copies of the plan and will make 

staff members aware of the plan, train them in its use, and discuss with them any revisions to it. A 

current electronic copy will be on the libraryôs intranet at: http://libr.unl.edu:2020/intranet/ 

index.php.  
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Disaster Preparedness and Prevention 

Disaster Preparedness: Collections 

Introduction  

The main responsibilities of the Disaster Response Manager, Preservation Manger, and 

Preservation Services staff in preventing disasters are: 

 to know the main areas of risk and to take steps to minimize the 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 know all of  the collection storage areas well (stacks, 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 recovery 

The rest of this section presents the procedures the Disaster Response Manager,  Preservation 

Manger, and Preservation Services staff will follow to meet these responsibilities. 

Checking Collection Areas for Potential Disaster 

Disaster may be prevented in some instances if warning signs are detected and dealt with early. 

Apart from being generally aware of the environment during regular duties, regular checks of the 

Library's collection storage areas will be conducted. 

The Library's integrated pest management team inspects the building on a monthly basis as part 

of an integrated pest management strategy. 

Assigned staff undertaking environmental monitoring will look for evidence of potential 

problems.  Any problems will be reported to the building manager and the Libraries facilities 

manager.  

Preservation Services, Stacks Maintenance and Special Collections staff will be trained in 

recognizing potential disaster problems including the need to check Collection areas thoroughly 

in and after periods of heavy or continuous rain and during any interior or exterior building work 

Disaster Prevention Checklist 

As you walk around the building, check for the following and report problems to building 

manager and the Libraries facilities manager: 

 Evidence of water:  

o dripping from sprinkler heads, pipes, building expansion joints, drip/drainage 

trays 

o water anywhere 

o sound of water moving  
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o water stains on floor, walls, ceilings, light fittings, etc 

o high humidity 

o damp,  musty smell 

o mold 

 

 Fire hazards  

o staff and/or  visitors smoking in the Library 

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

o faulty electrical wiring or appliance 

o items blocking access to exits, egress, fire protection appliances and alarms 

o any missing or discharged extinguishes or extinguishes positioned on floors 

o any leakages or flammable gases or liquids 

o any excessive collection of rubbish, dust or spill of liquids 

o scent of smoke or burning 

 

 Evidence of pests  

o any pests found may be an indication of more in hiding 

o damage, nests, droppings/frass, or remains 

o smell 

o damage to collections 

Special Action for Wet Weather 

Checks for water leaks or moisture seepage in collection areas are to be made during and up to a 

week after any period of heavy or continuous rainfall or snow load.  Stack and Special 

Collections staffs working in these areas are also responsible for making the checks. 

If any problems are found, the building manager and the Libraries facilities manager are to be 

advised immediately. 

During periods of particularly heavy or continuous rain or hail storms, Stacks personnel and the 

Branch managers will check for leaks and advise the Libraries facilities manager and the 

Collection Disaster Coordinator of any problems. 

 

Disaster Prevention Checks During Construction/Renovation 

Work on the Library facilities presents an added risk of collection damage, requiring special 

precautions by the Facilities Manager, the Preservation Manger, Preservation Services Staff, the 

relevant Stacks/Branch staff, and UNL Facilities 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 Manager (and Branch Manager if applicable) should be consulted to include 

pre-project contingency planning, if required.  

When building work is commenced, the Facilities Manager and the Disaster Response Manager 

(with Branch Managers as appropriate) will meet as appropriate 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 out which may present an increased risk of disaster 

(water, fire, dust, structural failure) and monitor the work site to ensure: 

 all collections are covered with ample plastic sheeting to protect them from dirt and water 

at all times during building works, if necessary 

 no collection material is placed on the floor or moved unnecessarily 

 dust produced by the work site is kept to a minimum and/or  fully extracted away from 

collection areas 

 Risk to the collections is at its absolute minimum (If necessary collections may be moved 

to an agreed location to minimize risk) 

 contractors are aware of their responsibilities when working near collections 

 contractors know whom to contact in an emergency involving collection material 

 

UNL Insurance Requirements and Coverage 

 

As soon as possible after a major disaster occurs, the Team Administrator will contact the 

Universityôs Risk Manager (Greg Clayton, 472-8044) to alert him of the event, to indicate steps 

taken to ensure life safety issues have been addressed, and to indicate 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 system was insured for over 3 

billion dollars and had a $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 that purpose. 

 Annually, the UNL Libraries administration will send an estimated valuation of the 

collections to the Universityôs Risk Manager.  The valuation is based on volume 

counts by location multiplied by an estimated replacement cost.  This will vary 

depending upon the type of materials in the collection.  

 Archival and Special Collections information will be sent to Risk Management 

separately. 

 The University is covered for all types of riskðincluding hail, wind, tornado, fire, 

flooding/water damage, and earthquakeðexcept nuclear war and insurrection. 

 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 recovery operations. 
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Disaster Preparedness: Personnel 

Introduction  

The Preservation Manger and Preservation Services staff are responsible for coordinating 

collection disaster preparedness. The principle objectives of disaster preparedness are: 

 to ensure that appropriate equipment and materials are available to deal with any likely 

emergency 

 to know the main areas of risk and to take steps to minimize the risk or detect any 

problems as early as possible 

 to ensure Library staff are trained and prepared to take an appropriate 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 with collections staff  

 to ensure good lines of communication with other key staff likely 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 structure and 

responsibilities of key personnel. 

Collection Disaster Response Structure 

The UNL Libraries collection disaster response structure consists of the following positions: 

 Team Administrator     

 Disaster Response Manager  

 Preservation Manger 

 University Archivist  

 Team Recorder  

 Communications Coordinator  

 Facilities and Security Manager  

 IT Emergency Coordinator   

 Supply Manager 

 Disaster Planning Committee  

 Preservation Services Staff 

 Salvage Teams (Library staff trained in disaster response and recovery) 

All positions on the Disaster Response Team are supported by a deputy.   Deputies must be kept 

informed of alterations in procedures at all times. 

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

The Disaster Team Administrator is a member of the Disaster Planning Committee and makes 

decisions requiring financial authority and where to concentrate efforts of other team members. 

The Team Administrator will be responsible for choosing a location and establishing a command 

post in case of emergency.   

 

Disaster Response Manager 

 

The Disaster Response Manager is a member of the Disaster Planning Committee.  In the case of 

an emergency or disaster, she/he will evaluate the extent of the damage and assist the team 

administrator in coordinating 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 

Emergency Planning document, and are responsible for the Library's routine collections disaster 

prevention and preparedness activities 

Preservation Manager 

 

The Preservation Manager is a member of the Disaster Planning Committee.  This individual is 

knowledgeable in the recovery procedures for fire and water damaged materials.  She/he will 

assist the Disaster Response Manager in evaluation of collection damage and provide training for 

volunteers and staff on proper handling of damaged materials.  

 

The Preservation Manger is based in Preservation Services.  He/she has delegated authority from 

the Team Administrator to oversee the response and recovery activities during collection related 

emergencies. 

 

University Archivist  

The University Archivist and Head of Special Collections is a member of the Disaster Planning 

Committee and serves 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 Disaster Planning Committee and is responsible for all 

records generated during the recovery operation, such as bibliographic records of affected items, 

insurance records, storage records, and photographic records of damage. 

Communication Manager 

 

The Communication Manager is a member of the Disaster Planning Committee. This 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 Communications Coordinator will work 

with the department chairs to contact staff regarding disaster response and is the sole media 

liaison during a disaster.  
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Facilities and Security Manager 

 

The Facilities Manager is a member of the Disaster Planning Committee and is responsible for 

supplying specific information concerning the building such as blueprints, utility locations, 

alternate power sources, etc.   This position is also responsible for helping provide adequate 

security for damaged materials and facilities.  

 

This Manager also serves as a liaison for University Facilities and Building Management and 

University Police. 

 

IT Emergency Coordinator  

 

The IT Emergency Coordinator is a member of the Disaster Planning Committee and has 

responsibility for electronic collection-related disaster prevention and preparedness. 

This person also provides advice on disaster prevention and recovery of the electronic collections 

and prepares reports on disaster/emergencies as they relate to 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 also responsible for 

maintaining disaster response supply stores and ensuring their availability and preparedness.  

Disaster Planning Committee  

The Disaster Planning Committee has overall responsibility for disaster prevention, preparedness, 

response and review and is comprised of all area managers and administrators listed above.   

Preservation Services Staff 

Preservation Services staff will be expected to provide support to the Preservation Manager as 

indicated in the Collection Disaster Plan Part 2, Disaster Actions. Where the Preservation 

Manager is unavailable, the Deputy Preservation Manger or the Disaster Response Manager is 

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 either a Disaster Response Committee member or a 

Preservation Services staff member, and will consist of five members who have received disaster 

training.  A roster of those who have received training can be found in Appendix 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 

 Salvage Teams  
Library staff trained in disaster response and recovery 

 

Electronic Collection Disaster Chain of Command Structure 

 
 Disaster Team Administrator 

 IT Emergency Coordinator 

 CORS Response Teams  
Library staff trained in electronic disaster response and recovery 

 

Salvage Teams: Roles and Functions 

Department Managers are responsible for maintaining a pool of staff trained in disaster response 

and recovery in their section. 

In a disaster, library staff may be asked by the Disaster Committee to volunteer for salvage work. 

When needed, teams will be asked to assemble for briefing and direction to commence salvage 

operations. 

Staff will be contacted via a calling tree (see Appendix 8).  All library employees are expected to 

assist in some aspect of disaster recovery, regardless of emergency location within the system.  

Employees that do not wish to assist must choose vacation, 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 the City Campus Nebraska 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 Disaster Recovery  

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 technology (IT) and automated information systems are vital elements in the 

University Libraries.  Because these IT resources are so essential to our organizationôs success, it 

is critical that the services provided by these systems are able to operate effectively without 

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 information and transforming print 

and graphic material into digital formats.  This material represents original material, assembled 

material based on pre-existing non-digital formats, and non-digital material transformed into 

digital format to preserve the original presentation.  This section covers preservation and 

protection of current digital material from damage due to equipment failure or from long term 

data corruptions due to aging.    

 

The digital materials produced to date by the Libraries comprise multiple collections of various 

content and format.  Unlike the print collection, these collections have 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 and HTML; other formatsðlike images, sound and 

videoðcanôt be ñseenò and are completely dependent on technology that is subject to aging and 

obsolescence.  For this reason, collection management techniques that monitor format for 

obsolescence 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 both in-house, and in the case 

of Digital Commons, outside the Libraries.  This plan will address only the collections managed 

in-house. 

 

Backup and Data Refreshing Mechanisms Currently 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 tape is that we 

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 the back-ups.  This 

recovery system is based on LOCKS (Lots of Copies Keeps Safe).  Currently one set of the tapes 

is sent to Kearney (IRIS) or stored in the Deanôs Office safe; the other copies are kept in a fire-

proof safe in CORS.   Backups are also sent weekly to Iron Mountain in Omaha.  The data is 

backed up nightly, weekly or monthly, depending 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 more back-

up to hard drive units or mirrored SANS will become necessary. (A SAN is a connected series of 

hard drive units). 

 

Tape back-up 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 purchase a low-cost drive of the 

same size that would be used to ñmirrorò the data contents to another site that is inaccessible to 

the public.  

 

The chart for the current back-up 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 collection.  Units and 

individuals are responsible for migrating metadata from one scheme to another as standards 

change.  Therefore, they need to keep records on which standards were used for which project.  

Whoever is maintaining metadata must work closely with CORS to insure that the metadata data 

fulfills requirements for normalization (avoiding duplication), which is an important factor in data 

integrity, and to migrate the data as technology changes. 

 

Redundancy/Continuity of service  

Redundancy is maintained through two processes backup copies and mirroring.  On the UNIX 

side, it is maintained by having the libtextcenter server mirrored by the libr computer.  If the 

production server libtextcenter goes down, users are redirected to the libr server. Continuity of 

services can be maintained 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 servers, which can 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 data, are mirrored; secondly, they are physically located in the same room.  The data itself 

are all stored on RAID devices with back-up copies made and sent for offsite storage.  In the 

event of a room disaster, the systems would be rebuilt using the tape back-ups at an alternative 

site.  As bandwidth costs are reduced, it would be beneficial to locate mirroring system at a 

different location.  These systems would need to mirror both the data and applications.  

 

Preservation Modes  

Preservation of information needs to be looked at from at least three points of view: 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 stored.  This plan addresses the technical aspects of 

preservation that are accomplished through integrity checking of the media that it is stored on, 

and migration of data as technology changes.  A great deal of work needs to be done in this area. 

 

Integrity checking is the process of verifying that data remains intact and readable.  There are 

several parts to integrity checking. These include data normalization, rules for access, referential 
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integrity, and data validation.  Some of this is partially addressed with the implementation of 

METS (metadata encoding & transmission standard) and MODS (metadata object description 

schema). 

 

Data normalization: Data is structured in a way that eliminates unnecessary duplication and 

provides a rapid search path to all necessary information in a simple, non-complex, and 

understandable way.  Normalization is a complex process with many specific rules and different 

levels of intensity, with the goals of eliminating duplication and separating attributes into unique, 

non-composite keys.  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 and sorting  

 Faster update performance  

 

Rules for Data Access are rules to provide correct and consistent control of access to the 

application's data.  These rules include who has access to the data, as well as when and where the 

data is stored. The data rules are developed in cooperation with the content provider.  These rules 

also include copyright compliance and rights management, with a clear chain of command as to 

when and where this information is stored.   

 

Referential integrity means that interrelated or dependent 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 validation is performed on schedule to guarantee that every data value is correct and 

accurate.  This requires the use of application and operating system tools that: 

 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  

 Backup-us with verification  

 Verify disc space availability  

 Run Check Sum utility to detect file changes for archival files On the active servers, this 

function is not completed because the data is live and files change too often for integrity 

checking.  However, the long term storage server, which stores archival copies, is 

checked periodically. 

 

Technology Preservation  

The Libraries has an aggressive plan for replacing equipment on a periodic basis (every 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 

installation process.  What is more problematic is hard storage media, such as CD-ROMs and 

tapes.  This media should be replaced by refreshing the copy a minimum of every five years, 

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 need if the 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 or accidental changes are incorporated into the administrative module of 

the application or Operating System, 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 preservation, including questions about authenticity, that would 

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

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

 

Privacy Protection  

User privacy is maintained by not storing confidential private information on any server.  This 

includes Social 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 contingency 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 of the following approaches to restore 

disrupted IT services:  

  

 Restoring equipment, applications and data after a hardware or software failure event 

(when room 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 equipment, using 

alternate equipment 

 

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

 

See Appendix 9 

 

Restoring IT Operations after a building event: 

 

That has not 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 has damaged equipment using alternate equipment 
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We would contact the vendors listed in Appendix 5 who can supply replacement equipment in 

24-48 hours.  Simultaneously, we 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 Stores are clear plastic cubes (ñReact-Paksò) that house equipment and supplies 

to help staff stabilize collections in the event of a minor emergency. The equipment and supplies 

can be used by all library staff at any time to respond to emergencies affecting collections and 

work areas. 

The Disaster Supply Manager is responsible for ensuring all Local Emergency Stores are 

correctly stocked and maintained at all times. This is done through a schedule of monthly checks. 

Collections Management staff are also responsible for checking that React-Paks are stocked and 

replenished after any emergency. If this is not done, staff may not find what they need in an 

emergency and may waste time which could have been spent protecting the collections. 

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, south wall 

 GEOL  Office, shelf on the northeast corner of office 

 LDRF (2) Processing Area ï west wall 

LOVE (2) LS219 2
nd

 floor, love south, storage closet nearest Student 

Reading Room 

LOVE  Love North Basement Storage Area 

MATH  AVH 14, Circulation Desk, west counter, 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 Schedule ï Supply/Disaster Response Manager 

Bi-annual check: check cabinets and bins twice per year, using the React-Paks Contents 

Checklist. Where necessary, replenish as soon as possible. Add any Disaster Plan updates.  

Post emergency check: check React-Paks and permanent supplies after any emergency or use. 

When contents have been used, replenish stocks, replace equipment and re-secure the cabinet 

immediately following completion of the emergency response. 

Check Flashlight batteries monthly and replace batteries every 6 months. 

Fire Extinguishers are checked and maintained in accordance with UNL Facilities standards.  
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Local Emergency Stores: ñReact-Paksò 

 
REACT- PAK CONTENTS: 

  

Supplies for protecting hands, feet, and clothing during salvage operations: 

 4 disposable aprons 

 4 pairôs vinyl gloves 

 2 pairôs stretchable boots with skid-resistant 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 

 Cotton deck mop (handle breaks down into 3 pieces) 

 Mop bucket with wringer 

 2 extra-large trash bags 

 25 feet of barricade tape 

 

Supplies to shield materials from the source of water: 

 4 pre-cut polyethylene sheets to cover single-faced shelving and double-faced 

shelving 

 100 ft. roll of 2ò plastic  

All -purpose tape with dispenser. 

 

Waterproof flashlight with batteriesðbatteries should be checked regularly and replaced 

biannually.   

 

Starter supplies to implement evacuation of wet materials from flooded stacks and to 

separate wet books when they are 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 5ò cards 

 China marker pen 

 

Information packet: 

 Emergency doôs and donôts for water damaged materials 

 Packing doôs and donôts for water damaged materials 

Central Emergency Supplies 

The Central Emergency Store is a supply room that contains the Library's equipment and supplies 

reserved for response to all emergencies where protection, stabilization, 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 

and/or insufficient. 
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The Disaster Supply Manager is  responsible for ensuring the Central Emergency Store is 

correctly stocked and maintained at all times and is also responsible for checking that the store is 

locked, stocked, and replenished after any emergency in which it has been used. 

Location 

The Central Emergency Store for the University Libraries is located in Room 219 Love South.    

Access 

This storage area is kept locked and keys are available 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 supplies as soon as possible. Add any Disaster Plan 

updates.  

Post emergency check: check after any emergency in which it has been used. If necessary 

replenish stocks, check and replace equipment and re-secure the Store immediately following 

completion of the emergency response. 

Renew batteries for flashlights and any other battery-operated equipment every 12 months. 

Central Emergency Store Contents Checklist 

 

OTHER SUPPLIES (located with the React Paks or in 219 Love south unless 

otherwise noted) 

Clothespins 

Distilled water 

Duct tape 

Freezer bags 

Monofilament fish line 

Newsprint 

Pellon 

Plastic sheeting (Extra sheeting in Engineering, Architecture, Love, and CYT) 

Polyethylene filmðArchives 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 Preservation Services Staff and Preservation Manger. 
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For all UNL Libraries  staff 

In coordination with the Staff Development Committee, this involves a short annual training of 

around 30 minuteôs duration, and it is intended that all Library staff attend.   In addition 

Emergency Procedure information is included in the induction information package for new 

members of the library staff. Library Managers are responsible to ensure that all staff attends this 

basic level of training. 

UNL Libraries Web  Page Disaster Awareness Information 

To assist staff with access to general disaster awareness information, the following is available on 

the Library Web Pages for Staff:  

 The Collection Disaster Plan 

 The Emergency quick-reference document Disaster Response-What you should do? 

(being created) 

 Emergency Procedures  

 Relevant disaster articles (as necessary) 

Advanced Disaster Training 

This level of training is to be presented by a consultant or by the UNL Preservation/Preservation 

Manger or by the Disaster Response Manager. 

For Team Leaders and Salvage Teams 

Prevention, preparedness, response and recovery for salvage teams and team leaders to be held 

annually.  This half to full day scenario workshop is intended for Preservation Services staff, 

branch managers, and nominated collection 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 needs in disaster situations 

 deciding on salvage priorities for collections 

 development of short and long term response and recovery actions 

 assessment of disaster affected collection material 

 monitoring disaster 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! 

 

 Call 911. 

 Notify appropriate city or campus emergency personnel and the Dean of  Librariesô 

Office. 

 At this point, the Deanôs Office should alert Nancy Busch or Joan Giesecke immediately. 

 Set calling tree in motion as needed starting with the Disaster Response Team Managers. 

(See Appendix 8) 

 Wait for the Disaster Response Team directions before attempting to enter buildings to 

salvage collections. 
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What to Do When You Discover a Threat to Collection Material 

 

This section outlines what to do if you discover an incident or emergency situation that has 

caused or may cause damage to collection material.  Such emergency situations can include water 

leaks, flood, high dust levels, mold, 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 actions, noting: 

 source of disaster 

 if collection material is affected 

 if the area is safe - if not, call 911 

 

Inform people who need to know urgently: 

 Building Manager 

 Disaster Response Manager 

 Preservation Manager 

 Your Supervisor 

Evacuation of Material 

To reduce risk of damage, collection material should not be evacuated without the direction of the 

Collection and/or Preservation Manger, a member of Disaster Planning Committee, or 

Preservation staff.  

If it is safe to do so, take short term urgent action to protect the collections. 

Short Term Actions 

 

Protect affected and threatened collection material by: 

 stopping the source of the problem where possible 

 not handling or moving affected collection material 

 preventing problems such as water leaks and dust affecting the collections by 

covering collections with plastic sheeting, 

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

Supplies to assist in protection of collection material are available from your nearest 

ñReact-Pak.ò   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 responses to the emergency situation for the protection of employees and 

patrons and to prevent total destruction and/or loss. 

 

All staff should review this information to be able to act quickly and decisively in the case of an 

emergency. It is each person's 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 Libraries.   Current 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 necessary, all 

employees should convene at the predetermined gathering location (see Appendix 6a for list of 

locations for all UNL Libraries).  If the primary location is not safe (i.e., smoke, vapors, etc. are 

blowing toward the gathering location), staff should report to the nearest safe gathering area 

indicated for another branch library.  The emergency number (911 or 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 the emergency and the location. To the extent possible, account for all 

building occupants following evacuation and notify on-site 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 and report missing 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 other on-site emergency response 

authority (i.e., UNL Police).  

Disabled Patrons 

In case of evacuation direct disabled patrons to the nearest fire exit. Emergency personnel will 

search for individuals there first.  Staff members evacuating the building should be on the lookout 

for individuals who may need assistance and, if possible, should alert emergency personnel to 

their locations.  

Building Specifics 

 

Building schematics with locations of emergency exits, AED devices, fire extinguishers, and call 

boxes are located in Appendix 12.  

 

http://emergency.unl.edu/
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UNL Alert  

 

UNL Alert sends emergency messages to devices and addresses you designate: cell phones (text 

and voice), landline phones, PDAs, two-way radios, and e-mail addresses.  UNL Alert is designed 

to help facilitate early notification during emergencies.  Sending the same messages using 

multiple modes and methods 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 simultaneously to individuals' 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 472-9111, 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 contact information  updated. 
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Fire 

Fires can cause serious 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 found in Appendix 6b:  Building Alarms. 

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 throughout the building, procedures for clearing 

both sides of the building should be followed. 

Evacuation 

In the event that a fire 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 Appendix 12.  

 

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

elevators when evacuating the building. 

 

Pay attention to fire alarms and practice fire alarms and evacuation procedures, when asked.  Talk 

about and practice fire escape routes routinely within your work area, and any 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 immediately.  A fire nearby may not 

be noticeable by sight or smell. Everyone 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 emergency exit routes and be prepared to use an alternate route if necessary.  

Do not use elevators.  If you are trapped in the building, try 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 

emergency 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 out, assist any mobility-impaired persons to a stairwell or other point of 

refuge if possible.  Report their location to the emergency response personnel. 
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 8. Do not attempt to evacuate other personnel from your work area.  This is a job for the 

emergency responders.  If you work in an area frequented by the public, announce that an 

evacuation has been ordered 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 building.  Try to account for personnel known 

to have been in the building.  Do not block driveways or areas that may be used by 

emergency response personnel. 

 

 10. If pertinent knowledge of the fire is known, meet the Lincoln Fire Department or UNL 

Police personnel outside the main entrance of the building and provide them with all the 

information regarding the fire.  Report the exact location of the fire, status of any injuries 

and/or location of mobility-impaired or other persons, trapped in the building. 

 

 11. Do not re-enter the building until the Fire Department has declared the building safe. 

 

If an employee chooses to use a fire extinguisher: 

 

 The employee must have participated in EHS Fire Extinguisher Training.   

 Always pull the fire alarm before attempting to use an extinguisher.  

 Only use an extinguisher if the fire is small and in a contained area.  If the 

  fire is starting to spread, exit the building. 

 Only attempt to use one extinguisher on the fire.  If one extinguisher  

   does not put out the fire, exit the building. 

 Do not endanger yourself or others in an effort to put out a fire in the 

   building. 

 Report the use of a fire extinguisher to the department supervisor and the Building 

Maintenance Reporter so that the extinguisher can be recharged. 

 

After any Fire : 

Assess the situation to ensure correct and safe response actions, noting:  

 source of disaster 

 if collection material is affected 

 if the area is safe 

 

Inform people who need to know urgently: 

 

 Building Manager 

 Disaster Response Manager 

 Preservation Manager 

 Your Supervisor 

Evacuation of Material 

To reduce risk of damage, collection material should not be evacuated without the direction of the 

Collection and/or Preservation Manger, a member of Disaster Planning Committee, or 

Preservation staff.  
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Explosion 

Alarms 

Building specific alarm types can be found in Appendix 6b:  Building Alarms. 

. 

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 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 location of your exit 

routes, fire extinguishers, and emergency fire alarms. These are indicated on the building maps 

located in Appendix 12.  

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

elevators when evacuating the building. 

Pay attention to fire alarms and practice fire alarms and evacuation procedures, when asked.  Talk 

about and practice fire escape routes routinely within your work area, and any buildings you may 

frequent.   

For non-emergency situations, please exit the building promptly through the main exit, as 

directed by library staff. 

Action Checklist 

 Take shelter against your desk or a sturdy table if you need to seek immediate shelter. 

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

 Activate the fire 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  
 If possible, use a flashlight to signal your location to rescuers. 

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

 Cover your nose and mouth with anything you have on hand. (Dense-weave cotton 

material can act as a good filter. Try to breathe through the material.) 

 Tap on a pipe or wall so that rescuers can hear where you are. 

 If possible, use a whistle to signal rescuers. 

 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 actions, noting:  

 source of disaster 

 if collection material is affected 

 if the area is safe 

 

Inform people who need to know urgently: 

 

 Building Manager 

 Disaster Response Manager 

 Preservation Manager 

 Your Supervisor 

Evacuation of Material 

To reduce risk of damage, collection material should not be evacuated without the direction of the 

Collection and/or Preservation Manger, a member of Disaster Planning Committee, or 

Preservation staff.  
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Tornado 
Alarms 

Building specific alarm types can be found in Appendix 6b:  Building Alarms. 

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 a radio in the basement.  

If time permits, take a cushioning object for protection from potential flying debris, and take a 

battery-operated radio for up-to-date weather information. 

When in the shelter, stay close to the floor and cover upper body and head with jackets, etc. 

Remain in the tornado shelter until the warning has expired.  Fire alarm bells/tones will not be 

used as an "all clear".  Notification that severe weather has passed will occur either by an 

amplified voice announcements over the public address system or by announcements 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 seeking shelter inside the building.  

Shelter for Disabled Patrons 

Proceed to the nearest restroom or office area in the core of the building. If you are unable to 

enter the restroom, stay in the area adjacent to the nearest restroom. These 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 actions, noting:  

 source of disaster 

 if collection material is affected 

 if the area is safe 

 

Inform people who need to know urgently: 

 

 Building Manager 

 Disaster Response Manager 

 Preservation Manager 
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 Your Supervisor 

Evacuation of Material 

To reduce risk of damage, collection material should not be evacuated without the direction of the 

Collection and/or Preservation Manger, a member of Disaster Planning Committee, or 

Preservation staff.  
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Power Outage 

Should a power outage occur in the building, emergency lights will provide emergency exit 

lighting.  Patrons should be aware that they will need to leave the building.  Library staff should 

direct traffic out of the main entrances.  Do not use fire exits unless an emergency exists.  Staff 

should then secure the building and move to the designated emergency point (Appendix 6). 

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

somewhat longer than battery lights:  C.Y. Thompson, Nebraska Hall, Love, and Avery.  Patrons 

should still be evacuated from the building, and the collections secured.  
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Earthquake 

The University of NebraskaïLincoln is in a moderate earthquake hazard zone.  Earthquakes are 

unpredictable and may strike 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: 

 

 Å Stay inside. 

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

Å Stay away from windows and mirrors.  Either crawl under a table or desk, sit or 

stand against an inside wall away from windows, or stand in a strong inside 

doorway.  Assist others if necessary. 

 Å Do not use open flames. 

 

If an earthquake strikes when employees are outside: 

 

Å Avoid high buildings, walls, power poles, and other objects that may fall.  Move 

to open areas away from hazards. 

 Å If surrounded by buildings, seek shelter in the nearest strong one. 

 

If an earthquake strikes when employees are in an automobile: 

 

 Å Stop in the nearest open area if possible. 

 Å  Stay in the vehicle. 

 

After the tremor is over: 

 

Å Check for injured people.  Do not move seriously injured people unless they are 

in immediate danger. 

Å If it appears that the buildings may have been damaged, evacuate.  Aftershocks 

can level severely damaged buildings. 

Earthquakes can sever gas lines which may pose an explosive hazard. 

Å Do not use the telephone except to report an emergency.  If a call is necessary, 

dial 911 and report the emergency situation. Be sure to give them your name, 

office location, and telephone extension.   

Å Do not use plumbing or anything electrical (including elevators) until after the 

utility and electrical lines have been checked. 

 Å Open doors carefully, watching for objects that may fall. 

 Å Do not use open flames that may ignite gases from disrupted utility lines. 

Å Do not use matches or lighters.  Natural gas lines may have been disrupted.  

Watch for fires that may have started. 

 Å Keep streets clear for emergency vehicles. 

 Å Be prepared for additional earthquake shocks. 

 

 

After any Earthquake: 

Assess the situation to ensure correct and safe response actions noting: - 
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 source of disaster 

 if collection material is affected 

 if the area is safe 

 

Inform people who need to know urgently: 

 

 Building Manager 

 Disaster Response Manager 

 Preservation Manager 

 Your Supervisor 

Evacuation of Material 

To reduce risk of damage, collection material should not be evacuated without the direction of the 

Collection and/or Preservation Manger, a member of Disaster Planning Committee, or 

Preservation staff.  
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Flash Flood 

During a flood: 

 ÅListen to a battery-powered radio for emergency information.   

 ÅEvacuate as instructed by emergency personnel. 

  

During an evacuation: 

 

 ÅIf advised to evacuate, do so immediately. 

 ÅFollow recommended evacuation routes ï shortcuts may be blocked. 

 ÅLeave early enough to avoid being marooned by flooded roads.  

 

After a flood:  

 ÅDo not return to a flooded area until authorities indicate it is safe to do so. 

 ÅStay out of buildings if flood waters remain around the building. 

ÅUse extreme caution when otherwise entering buildings.  Watch for loose plaster and 

ceilings that could fall. 

ÅBe alert for fire hazards, such as broken or leaking gas lines, flooded electrical circuits, 

submerged appliances, and flammable or explosive materials.     

 

After any Flooding: 

Assess the situation to ensure correct and safe response actions, noting:  

 source of disaster 

 if collection material is affected 

 if the area is safe 

 

Inform people who need to know urgently: 

 

 Building Manager 

 Disaster Response Manager 

 Preservation Manager 

 Your Supervisor 

Evacuation of Material 

To reduce risk of damage, collection material should not be evacuated without the direction of the 

Collection and/or Preservation Manger, 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 to the gas.  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 at 2-2222 to report the situation.  

Provide your name and contact information 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: 

 ÅYour name, location, and contact information 

 ÅLocation(s) of odors in the building 

 ÅA description of the nature of the odor (i.e., light/moderate/strong; static/ 

   increasing/dissipating, etc.) 

 ÅSymptoms, if any, that may be associated with the gas, such as light- 

   headedness, nausea, etc. 

 ÅKnown or suspected sources of the odor (i.e., laboratory valves, hot-water 

heaters, etc.) 

Based on the information provided, the University Operator will dispatch the appropriate UNL 

response personnel.  If determined necessary, the building will be evacuated.  In the event of an 

evacuation: 

 ÅOnce outside, move away from any apparent source (or at right angles to 

   the prevailing wind).  If wind direction is variable, try to move away from  

   the source of the leak if known. 

 ÅGather a safe distance from the building at the evacuation point, if possible.  

ÅIf you have knowledge that may assist in evaluating the source of the leak, meet  

emergency responders as they arrive on-site. 

 ÅDo not return to the building until instructed by emergency personnel. 
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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. For non-

emergency situations, please exit the building promptly through the main exit, 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:  

a. When is the bomb going to explode?  

b. Where is it right now?  

c. What does it look like?  

d. What kind of bomb is it?  

e. What will cause it to explode?  

f. Did you place the bomb?  

g. Why?  

h. What is your name?  

 

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 and follow the prompt.  

4. After activating the trace, call the University Police at 472-2222 and 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 location, and telephone 

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 Lincoln 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 unnecessary handling. 

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 another staff member to help 

you evaluate the situation. If emergency intervention is required, report the incident to campus 

police at 2-2222. 

 

Do not attempt to detain the person yourself. 

 

Note: You should report ALL incidents or threats. In each event, complete and turn in a library 

incident report to the appropriate 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 the situation.  

Immediately report the incident to campus police at 911 or 2-2222 or 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, unless you must move to protect your life. 

 

Accidents/Medical emergencies 

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

Serious Injuries 

 
For serious or life threatening injuries, dial 911, giving exact location where ambulance is 

needed.  Give brief description of emergency; include 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 injury AND it is 

safe to do so. 

 

If campus police are not on the scene, send someone outside to direct the emergency responders 

to the location of the medical emergency. 

 

Note: Campus Police should be notified of all cases of mental health crises (suicide attempts, 

disorientation, etc.). 

http://libr.unl.edu:2020/intranet/phpdocs/FRM_incidentReport.php
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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 and severe 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 card.  University employees who provide 

transportation do so at their own risk. 

 

Large-Scale Medical Emergencies 

In the case of a large-scale 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 rapid response, 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 

 
Chemical agents are poisonous gases, liquids or solids that have toxic effects on people, animals 

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

the type and amount of the chemical agent used and the duration of exposure. Were a chemical 

agent attack to occur, authorities would instruct citizens to either seek shelter where they are and 

seal the premises, or evacuate immediately. 

 

Exposure to chemical agents can be fatal. Leaving the shelter to rescue or assist victims can be a 

deadly decision. There is no assistance that the untrained can offer that would likely be of any 

value to the victims of chemical agents. 

 

Biological Exposure 

 
Biological agents are organisms or toxins that have illness-producing effects on people, livestock 

and crops. Because biological agents cannot necessarily be detected and may take time to grow 

and cause a disease, it is almost impossible to know that a biological attack has occurred. If 

government officials become aware of a biological attack through an informant or warning by 

terrorists, they would most likely instruct citizens to either seek shelter where they are and seal 

the premises, or evacuate immediately.  

 

http://emergency.unl.edu/
http://www.nema.ne.gov/


UNL Libraries Disaster Plan ï Public Documentation 

 

Page 43 of 124 

 

A person affected by a biological agent requires the immediate attention of professional medical 

personnel. Some agents are contagious, and victims may need to be quarantined. Also, some 

medical facilities may not receive victims for fear of contaminating the hospital population. 

For non-contagious diseases, expect to receive 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 on the scene. As with any radiation, you 

want to try to limit 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 inside, check to see if your building has been damaged. If your building is stable, stay 

where you are. 

Pandemic Outbreaks 

A pandemic is a global disease outbreak. 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 person-to-person worldwide. The federal 

government, 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, such as schools, work, 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 

Introduction 

This section comprises Part 3 of the University of Nebraskaôs Collection Disaster Plan. It is 

intended for use by those responsible for managing disaster response and recovery when 

collection material has been affected, and for staff assisting with collection recovery. 

There are five major components of this section of the Disaster Plan:  

(1) Disaster Action Procedures identify possible disaster incidents which may affect collection 

material and present basic principles and procedures designed to help managers to deal with such 

incidents. Immediate, short and long term actions are outlined. 

(2) Recovery Process Actions outline the beginning steps towards establishing a disaster 

response.  

(3) Collection Salvage identifies the priority collections and discusses documentation and 

moving of damaged collections.  

(4) Detailed Disaster Action Procedures give comprehensive immediate, short and long term 

action procedures for identified high, medium and low risk disaster incidents. 

(5) Special Handling Instructions provide relevant handling information for disaster-affected 

material and cover the range of material held in the University Libraries collections. 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 all disaster situations are: 

 Human safety has precedence over protection and/or removal of any collections. 

 Directives of emergency personnel are to be obeyed, as these personnel take legal 

authority in the event of an emergency. 

 All disaster response and recovery actions are to be well -coordinated and well-planned to 

achieve the best result. 

 Collection items listed as salvage priorities are given priority over all other collection 

material when affected by an emergency. 

 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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 stabilize emergency situations affecting collection material 

 salvage and restore collection material 

 rehabilitate affected areas 

 return collection material to stacks 

 restore Library services as soon as possible 

Immediate Actions 

These are actions taken to immediately stabilize a situation and protect staff and collection 

material. Immediate action generally involves persons discovering an emergency assessing the 

situation and reportin g it to those who need to know. 

Short Term Actions 

These are response actions taken to stabilize affected areas and protect collection material from 

further damage. Short term actions generally involve use of emergency supplies to cover 

collection material and contain the source of the emergency. Depending on the type of disaster, 

short term actions also include assessment, consultation, documentation, planning, prioritization, 

and exchange of information to develop appropriate long term actions. 

Long Term Actions 

Long term actions are recovery actions taken to salvage and restore collection material and 

affected areas. These actions include long term planning, salvage and treatment of collection 

material, restoration work on affected areas, and reassessment of planning, post-disaster 

assessment and reporting. 

It should be noted that disaster incidents can take many different forms, necessitating the 

adjustment of response and recovery procedures to suit the situation. Disasters occur with 

uncertain combinations of wet, moldy, burnt, smoke damaged and physically distorted collection 

material on an unpredictable scale. Every disaster has its own dilemmas, requiring the right 

balance of assessment, decision and timely action. Type of disaster, type of material, location 

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 at the University of Nebraska-Lincoln 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 materials, should these situations occur.  

High Risk 
 fire and smoke 

 water and sewage leaks and associated mold outbreaks 

 flood 

 equipment malfunction 

Medium Risk 
 poor storage and handling 

 high dust levels 

Low Risk 
 mold outbreak 

 vandalism 

 insect and vermin attack 

 bomb damage 

 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 Disaster Incident during Normal Hours 

Immediate Actions 

When an emergency situation involving collection material is discovered: 

 Assess the situation noting:  

 source of disaster 

 if collection material is affected 

 if the area is safe (if not, call 911) 

 

 Inform people who need to know urgently:  

 Building Manager 

 Disaster Response Manager 

 Preservation Manager 

 Your Supervisor 

Assessment of Reported Emergencies by Questioning 

When Library staff report an emergency situation to a Disaster Committee member, the contacted 

individual should assess the situation with a series of questions. 

These questions should cover the following: 
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 Where has the problem occurred, and what is its extent? 

 Is the area safe? 

 Are collections affected? 

 Have other floors been checked? 

 Has the Building Manager been notified? 

 Has the Disaster Response Manager been notified? 

 Has any action been taken to protect collections? 

The Disaster Committee member will then advise the staff member on appropriate immediate 

actions by referring to disaster actions set out in the Collections Disaster Plan, and inform the 

Disaster Response Manager and the Preservation Manager. 

Short Term Actions 

Protect affected and threatened collection material by: 

 stopping the source of the problem where possible 

 preventing the problem from affecting the collections by:  

 covering collections with plastic sheeting 

 containing it with bins, buckets, mops, squeegees and absorbent materials 

 not handling or moving affected collection material 

 documenting the incident (photography) 

Supplies to assist in protection of collection material are available from your nearest Local 

Emergency React-Pak.  Locations and supplies available are listed in Section 3. 

Discovering a Disaster Incident After  Hours 

Immediate Actions 

When an emergency situation involving collection material is discovered, inform people who 

need to know urgently. 

After hours, notify the following: 

 911 

 Campus Operator 

 Facilities and Security Manager 

 Library Administration 

 Disaster Response Manager 

 Preservation Manager 

 Your Supervisor 
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Recovery Process Actions 

After immediate actions have been taken, the managers listed above will be responsible for 

consulting with or including the Disaster Committee, who is in charge of managing disaster 

response and recovery.  That group will commence 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 to stabilize and restore affected areas 

 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 first concern should always be the safety of individuals.  The Dean of Libraries, the 

Disaster Team Coordinator, the Facilities Manager, and the Disaster Recovery Manager will tour 

the building and make an initial evaluation of damage.  The Preservation and/or Building 

Managers may accompany as needed.  They will determine whether to convene the full Disaster 

Committee and/or whether additional individuals should also be notified. 

 

UNL Facilities will be involved in stabilizing the building.  The Facilities and Security 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 the building may need 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 Administration                 

                UNL Library Administration 

            

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

Library personnel may not have keys to all  rooms. 

 

If the campus has been closed, or if access is restricted, the Disaster Team Administrator may 

need to provide a list of the Disaster Team members to campus officials.  As people arrive on 

campus, they may be asked to show their driver's licenses and/or staff IDs.  Access may be 

restricted to daylight hours or times when electricity is available. 
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Establishing a 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 the midst of the disaster.  

Access to the command area should be controlled.   

 

In the case of small or mid-range disaster response level, the Love Library Deanôs Office will be 

the primary Command area.  In the case of large-scale disaster, or if Love Library is unusable, the 

Team Administrator will designate an alternate location.  Possible 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 must be made for restoration of library services.    

 

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 create workspaces for designated essential staff. 

 

In the case of a City Campus Emergency situation, the primary responsibility site will move to 

CY Thompson Library.  In case of a city-wide emergency, the Dean of Libraries will work with 

Campus Administration 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 decide how much service to restore for: 

 

Å General Collections 

Å Periodicals 

Å Media 

Å Documents 

Å Special Collections 

Å Technical Services 

Å Auxiliary Services (ILL/Document Delivery, etc.) 

 

The Facilities and Security Manager will work towards initiating phone and computer hook-ups, 

and the Supply Manager will obtain shelving, furniture, computers, office supplies, etc. 

 

The Dean of Libraries will discuss cooperation with other area libraries and any necessary ILL 

agreements that will speed delivery of materials or information needed for patron needs.    
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Collection Salvage  

Collection Priorities 

The criteria used to determine if collections and/or items have 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 criteria within UNLôs collections are kept in Archives and 

Special Collections.  Particularly rare or valuable items are kept within the vault in this area.  

As a result, in the case of a system-wide emergency, salvage operations will focus exclusively on 

the salvage and preservation of materials in this area.    

In the case of a building-wide 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 materials may be determined at any time, and may include financial and 

personnel records from the Deanôs Office, reference materials, or specialized collections within 

the general stacks areas.  

Salvage Team Instruction and Briefing 

When disaster situations requiring 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 the Disaster Response and/or Preservation Manager. 

Teams will be provided with information which includes general guidelines and instructions, as 

well as space for special instructions notes and report notes. An example of the salvage team 

instruction form is included with this manual. 

Documentation of Collection Material Movements 

It is essential that movement of collection materials be documented during disaster 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 it has been re-

located. The Team Recorder is responsible for all such records.  

Where less than 100 items are involved, as much detail as possible should be recorded. 

Information to be recorded should include: call number or accession number, title, publication 

date, reference crate or box number, normal location and new location. Condition,  such as 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. However, information to be recorded should include the number 
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of items per box, Dewey or accession number range, box number and new location. An example 

of a collection movement documentation form is found elsewhere in this document. 

Implemented plans will be maintained by re-assessment and refinement as necessary to ensure 

effectiveness of all actions. 
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Salvage Team Instruction Form 

Date: .................................................... Time: ........................................ 

Salvage Team 

No:  

  

Leader:    

Salvage 

Location:  

  

Type of 

Material:  

  

General Guidelines: 

1. Always record collection movements. 

2. Salvage wet material from shelves top to bottom. 

3. Monitor salvage area safety regularly. 

4. Ensure team members have protective clothing. 

5. Rotate team members for rest breaks. 

6. Report any difficulties to the disaster command post. 

7. Consult Preservation Services staff on special handling issues. 

Special Instructions: (Include new location for salvaged material) 

  

  

  

  

  

  

  

  

  

  

  

  

  

Record any comments on other side. 
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Collection Movement Documentation Form 

Date: .......................  

Collection Area/Location: ............................................................................................... 

Item 

No.  

Title  Author/Attribution  Normal 

Location  

Crate/Box 

No.  

New 

Location  

Comments  

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              



UNL Libraries Disaster Plan ï Public Documentation 

 

Page 54 of 124 

 

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 the University of Nebraska-Lincoln Libraries 

These detailed 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 nature of disaster incidents, these detailed guidelines may need to be 

modified and adjusted to suit the situation. 

Fire and Smoke Damage 

When a fire occurs: 

 Follow emergency directions found printed in the Centrex (Faculty/Staff Directory) 

 When the situation is safe and re-entry to the building is permitted by the fire department, 

commence Immediate Actions for fire and smoke damage 

Immediate Actions 

The Facilities and/or Disaster Response Manager will assess the situation to: 

1. establish whether collection material has been affected 

2. check for associated water damage 

3. check that shelving is structurally sound 

4. check the need for short term protection of the collections 

When the situation has been assessed, begin Short Term Response and Long Term Recovery 

Actions for fire and smoke damage.  

Short Term Response and Long Term Recovery Actions 

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

affected: 

 follow directions for Short and Long Term Actions for Small Water and/or Sewage Leaks 

 follow directions for Special Handling Instructions; Water and Fire damage 

Where a large amount of material is affected by fire and/or water: 

 follow directions for Short and Long Term Actions for Large Water and/or Sewage Leaks 

 follow directions for Special Handling Instructions; Water and Fire damage 
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Where shelving is not structurally sound, the Facilities and/or Disaster Response Manager should 

assess the situation and coordinate stabilization before any salvage work can commence.  

Where collection material is smoke and/or soot affected: 

 follow directions for High Dust Levels in Collection Areas 

 Post-disaster Actions  

When short and long term recovery actions are completed the Preservation Manger and Disaster 

Planning Committee members should conduct a full post-disaster assessment to: 

1. analyze the successful and less successful aspects 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 expended during the operation 

 cost of restoring the affected area 

 cost of equipment and supplies 

3. propose changes to the disaster plan where necessary 

4. send letters of thanks to those who assisted 
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Water and/or Sewage Leak 

When a Water and/or Sewage Leak Occurs: 

 follow emergency directions found printed in the Centrex (Faculty/Staff Directory) 

 When the situation is safe and re-entry to the building 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:  

 Is water/sewage leaking from above or rising from below? 

 Is it a small or a large leak? 

 Is collection material being affected or about to be affected? 

 Is the area safe to enter? 

2. DO NOT enter a flooded area until maintenance and service personnel have made the 

area safe. There is extreme danger of electric shock 

The Facilities Manager coordinates: 

 the stabilization of any leaks 

 clean-up of sewage leaks 

 

When it is safe to do so: 

 begin  Short Term Response Actions for: 

 small water/sewage leaks 

 large water/sewage leaks or flood 

Small Water and/or Sewage Leak Short Term Response Actions 

After immediate response action has been taken: 

1. proceed to the closest ñReact-Pakò  

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

required 

3. collect a water vacuum from Preservation Services if required (note: water vacuums 

should not be used near magnetic material) 

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

necessary 

5. remove water and/or restrict or redirect its flow using mops, squeegees, water vacuums, 

etc 

When the situation has been stabilized (leak stopped, floor clear, collection covered), commence 

Long Term Recovery Actions. 

Small Water and/or Sewage Leak Long Term Recovery Actions 

Salvage priority is generally given to materials as outlined below. 
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1. materials specifically listed in the Collection Salvage Priorities (if any) 

2. Special Collections/Archival materials 

3. material in formats requiring urgent attention (artworks, original materials with water 

soluble media, coated papers, magnetic media, photographs, microform masters) 

4. other special collection materials 

5. fire damaged material 

Other collection material should be salvaged after the above materials have been addressed. 

The Team Administrator: 

 Assesses the situation and, if necessary, calls for Disaster Planning Committee to 

assemble 

 In consultation with Collection and Branch Managers assesses damage to collection 

material and establishes priorities for removal and treatment.  

 arranges for the Disaster Plan record keeper to photograph the affected area during all 

stages of the action plan 

The Preservation Manager: 

 ensures records of material locations and movements are maintained at all times 

 formulates a recovery action plan 

 supervises salvage operations  

 ensures sewage affected material is segregated for interim cleaning treatment by 

Preservation Services 

 ensures fire damaged material is segregated for interim cleaning and stabilization 

treatment by Preservation Services 

The Facilities and Security Manager coordinates stabilization and control of the environment. 

Preservation Services staff: 

 Should ensure that their work area is prepared to receive affected material. 

 Assess affected material and determine appropriate treatments. Where material is judged 

to be beyond cost effective recovery,  team administrators should decide on replacement 

or discard. 

Small Water and/or Sewage Leak Post-disaster Actions  

When treatment has been completed and appropriate environmental conditions have been restored 

and when recovered material is returned to the collection areas, the Preservation Manger conducts 

a post-disaster assessment to: 

 analyze the successful and less successful aspects of the immediate, short and long term 

actions taken 

 prepare a written report on the incident 

 propose changes to the disaster plan where necessary 
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Large Water and/or Sewage Leak Short Term Response 

Under the short term action plan, staff attempt to stabilize the situation and protect collections. 

 After immediate response action has been taken: 

1. proceed to the closest ñReact-Pakò  

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

required 

3. collect a water vacuum from Preservation Services if required (note: water vacuums 

should not be used near magnetic material) 

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

necessary 

5. remove water and/or restrict or redirect its flow using mops, squeegees, water vacuums, 

etc 

The Facilities and Security Manager coordinates stabilization of the affected area by: 

 turning off power and water supplies if necessary 

 locating and controlling the leak source 

 controlling humidity and temperature levels for the duration of the operation 

 coordinating clean up of sewage 

 arranging for the fire department to pump out excess water if necessary 

 arranging for the fire department to check the area for hazards before any staff are 

allowed to enter the area 

The Disaster Response Manager: 

 assesses the situation, taking account of the extent and type of damage, the risk or 

presence of mold, the type and value of the material 

 Ensures that the Disaster Planning Committee is informed of the situation regarding 

collections by advising the Team Administrator  

 ensures that the Communications Coordinator is informed of the situation 

 formulates a short term action plan 

 assesses short term staff and equipment needs 

 arranges for the Team Recorder to photograph all stages of the actions taken 

When the situation is stabilized (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 formats requiring urgent attention (artworks, original materials with water 

soluble media, coated papers, magnetic media, photographs, microform masters) 

3. other special collection materials 

4. fire damaged material 
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Other collection material should then be salvaged. 

The Facilities and Security Manager arranges security to keep non-essential personnel out of the 

affected area. 

When a major incident has occurred, the Disaster Response Manager: 

 requests the Disaster Planning Committee to meet for a briefing 

 arranges for a full inspection of the building to locate all areas and collection items 

affected and assess the situation 

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

and equipment 

Following the inspection, the Preservation Manger will : 

 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 the Disaster Planning Committee on the situation 

When priorities have been established, the Preservation Manger, the Disaster Planning 

Committee allocates responsibilities, including: 

 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 Appendices 2 and 

3) 

 arranging facilities for salvage workers, including food and drink, rest facilities, and 

protective clothing 

 ensuring Senior Management are kept informed 

 ensuring the Communications Coordinator is kept informed and coordinates contact with 

news media 

 allocating teams to appropriate salvage areas and tasks (coordinated by Preservation 

Services staff) 

 ensuring all collection movements are fully documented and any containers are labeled 

by designated record keepers 

 briefing teams/team leaders on the situation and on their duties  

 providing instructions to salvage teams  

 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 air drying, freezing, and special 

emergency treatment  

Teams commence salvage operations under instructions from their team leaders and designated 

Preservation Services officers.  

As material is salvaged: 
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 Preservation Services or other allocated staff assess and sort material for air drying, 

freezing, or special emergency treatment (which may include fumigation if mold is 

present) 

 Collections staff assess material and decide on replacement, disposal or treatment in 

consultation with Preservation Services staff 

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

 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 and for ensuring members have regular rest periods, 

necessary ergonomic equipment, and access to fresh water and restroom facilities.  

The Disaster Response Manager and the Preservation Manager should monitor progress and 

adjust plans as appropriate. Particular attention needs to be given to bottlenecks within the 

workflow, complaints from salvage workers, and the effect of environmental conditions, the 

adequacy of supplies of materials, equipment, expertise, personnel, space and security of 

collection material. 

The Facilities and Security Manager continues to coordinate the control of temperature, relative 

humidity and air quality to facilitate the salvage operation and minimize risks of subsequent 

damage to the collections. 

Large Water and/or Sewage Leak - Post-disaster Actions  

When the salvage operation is completed in an area: 

 the Facilities and Security Manager coordinates restoration of the affected area 

 Senior Library Management and the Disaster Planning Committee coordinate return to 

normal operations 

 Preservation 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 completed, the Preservation Manger and Disaster 

Planning Committee members conduct a full post-disaster assessment to: 

 analyze the successful and less successful aspects of the immediate, short and long term 

actions taken 

 prepare a written report on the incident including:  

Á cause of the disaster 

Á number of items damaged, replaced, discarded, and repaired 

Á ongoing treatment costs 

Á staff time expended during the operation 

Á cost of restoring the affected area 

Á cost of equipment and supplies 

 propose changes to the disaster plan where necessary 

 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:  

Å What type of problem is the malfunction causing? 

Å Is collection material being affected? 

Å Is the area safe for entry? 

2. Alert the Facilities and Security Manager and Building Maintenance Reporter (BMR). 

3. Alert the Disaster Response Manager or Preservation Manager if collection material is 

being affected. 

4. Do not attempt to rectify a malfunctioning piece of equipment. 

5. Do not remove damaged collection material until it is safe to do so. 

6. If it is 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 directions for Water and/or Sewage Leak Actions 

If a malfunction results in temperature and relative humidity fluctuations, the Facilities and 

Security Manager coordinates restoration of stable conditions within accepted levels. 

Preservation Services staff monitors environmental conditions in affected collection areas and 

liaise with Facilities and Security Manager and the Disaster Response Manager. 

If collection material has been damaged: 

 The Preservation Manger supervises an appropriate treatment response in consultation 

with the Disaster Response Manager and preservation staff. 

 Records of all material movements should be maintained at all times. 

When the situation is stabilized commence long term recovery actions for equipment malfunction 

Long Term Recovery Actions 

The Facilities and Security Manager coordinates repair of equipment to fully safe working order. 

Collection material given priority for repair is treated and returned to the collections by 

Preservation Services staff. 

Collection material identified for replacement or disposal is processed by Technical Services 

staff. 

The Preservation Manger conducts a post-disaster assessment to: 
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 analyze the successful and less successful aspects 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 plan where necessary 
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Collection Damage caused by Poor Storage and Handling 

Immediate Actions for 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:  

Å Does the situation require urgent action to prevent damage or further damage? 

Å What caused or threatens to cause the damage? 

Å What type of material is damaged or at risk? 

Å Will  handling worsen the damage? 

2. If a member of staff or a visitor is handling material and is causing damage, ask them to 

stop. 

3. Alert the Disaster Response Manager. 

4. Where the damaged materials are fragile or in pieces refer to Special Handling 

Instructions. 

When these actions are complete commence short and long term response and recovery actions 

Short Term Response and Long Term Recovery Action 

The Disaster Response Manager in collaboration with the Preservation Manger: 

 assesses the damaged or threatened collection material and determines the cause 

 arranges for and supervises steps to rectify the poor storage and handling contributing to 

damage by: 

Å re-designing storage systems 

Å developing different storage options 

Å organizing training for Library staff 

Å advising on storage modifications 

Preservation Services staff: 

 develop appropriate treatment action, in consultation with Disaster Response Manager 

 treat material identified for repair 

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

minimize further risk 

The Preservation Manger conducts a post-disaster assessment to: 

 analyze the successful and less successful aspects of the immediate, short and long term 

actions taken 

 prepare a written report on the incident 

 propose longer term and/or wider changes to collection storage and handling policies and 

procedures if necessary 

 propose changes to the disaster plan where necessary 
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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:  

Å Is collection material being affected or likely to be affected? 

Å Is it apparent where the dust might be coming from? 

Å can you tell what the dust consists of (e.g. greasy, sooty, metallic, 

concrete, etc)? 

Å Is the dust likely to cause health and safety problems? 

2. Alert the Facilities Manager or Building Maintenance Reporter (BMR). 

3. Alert the Disaster Response Manager. 

4. When contact with appropriate managers has been made, commence short and long term 

response and recovery actions for material affected by high dust levels. 

Short Term Response and Long Term Recovery Actions 

The Facilities and Security Manager: 

 assesses the situation in consultation with the Disaster Response Manager 

 arranges for a thorough inspection of the building to identify other affected areas 

 coordinates control of dust levels in the area by:  

Á locating and controlling the dust source 

Á rectifying equipment faults 

Á organizing a thorough clean up of the area 

If necessary to protect collection material from further damage, the Preservation Manger and/or 

the Disaster Response Manager organize temporary cover of the material using plastic sheeting. 

When other collection material housed on book stacks has been affected the Preservation Manger 

arranges for cleaning teams to be set up, instructed in cleaning techniques and supervised by 

Preservation Services staff 

When collections and storage areas have been cleaned, the Preservation Manger conducts a post-

disaster assessment to: 

 analyze the successful and less successful aspects of the immediate, short and long term 

actions taken 

 prepare a written report on the incident 

 propose changes to Facilities and Security Management procedures if necessary 

 propose changes to the disaster plan where necessary 
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Mold Outbreak 

Immediate Actions 

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

1. Assess the situation:  

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

Å Is collection material being affected? 

Å Is the material still damp or wet? 

Å Is the outbreak apparently associated with a current water leak, an old 

water leak, or with high ambient humidity? 

2. Alert the Preservation Manager. 

3. Alert the Facilities Manager or BMR. 

4. Alert the Disaster Response Manager 

5. Do not handle or attempt to remove affected collection material ï handling may 

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

If the outbreak is associated with a current water leak, respond as for a water leak, follow 

directions for Water and/or Sewage Leak but include steps appropriate to moldy material in 

handling, sorting, and fumigation. 

If there is no current water leak, commence short term response actions for either small or large 

mold outbreak. 

Small Mold Outbreak ï Short Term Response Actions 

The Disaster Response Manager and Facilities and Security Manager: 

 assess the situation and investigate the reasons for the outbreak 

 arrange for a thorough inspection of adjacent areas to identify other affected material 

The Facilities and Security Manager coordinates stabilization 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 

 organizing for the area to be cleaned thoroughly 

The Preservation Manger: 

 in consultation with the Disaster Response Manager assesses affected collection material 

 coordinates an appropriate treatment response in consultation with Preservation and 

Technical Services staff 

 ensures that records of all material movements are maintained at all times 
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Small Mold Outbreak ï Long Term Recovery Actions 

The Facilities and Security Manager: 

 arranges for close monitoring of the environmental conditions 

 organizes for 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 items prioritized for fumigation and/or repair 

 arrange for freezing, vacuum freeze drying and fumigation where necessary 

 return fumigated, treated and checked material to the collections 

Technical Services staff: 

 process collection material identified for replacement or discard 

The Preservation Manger conducts a post-disaster assessment to: 

 analyze the successful and less successful aspects of the immediate, short and long term 

actions taken 

 prepare a written report on the incident 

 propose changes to collection management procedures if necessary 

 propose changes to the disaster plan where necessary 

Large Mold Outbreak ï Short Term Response Actions 

The Disaster Response Manager and Facilities and Security Manager: 

 assess the situation and investigate the reasons for the outbreak 

 arrange for a thorough inspection of adjacent areas and an inspection of the rest of the 

building to identify other affected areas 

The Preservation Manger: 

 assesses the material 

 ensures the Communications Coordinator is informed of the situation 

 formulates a short term action plan 

 assesses short term staff and equipment needs 

 arranges for a Disaster Team Recorder to photograph all stages of the action plan 

Facilities and Security Manager coordinates stabilization 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 
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When the situation is stabilized, commence long term recovery actions for mold outbreak. 

 Large Mold Outbreak ï Long Term Recovery Actions 

The Facilities and Security Manager allocates staff to keep non-essential personnel out of the 

affected area. 

The Disaster Response Manager: 

 requests the Disaster Planning Committee meet for a briefing 

 arranges for a full inspection of the area and assess the situation 

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

and equipment 

The Preservation Manager then will: 

 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 the Disaster Planning Committee  on the situation 

When priorities have been established, the Preservation Manager, the Disaster Planning 

Committee  will  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 handling moldy 

materials.) 

 arranging facilities for salvage workers including food and drink, rest facilities, and 

protective clothing 

 ensuring Senior Management are kept informed 

 ensuring the Communications Coordinator is kept informed and coordinates contact with 

news media 

 allocating teams to appropriate salvage areas and tasks (co-coordinated by Preservation 

Services staff) 

 ensuring all collection movements are fully documented and that any containers are 

labeled by designated record keepers 

 briefing teams/team leaders on the situation and on their duties  

 providing instructions to salvage teams including safety instructions  

 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, freezing, and 

special emergency treatment  

Teams commence salvage operations under instructions from their team leaders and designated 

Preservation Services staff.  
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As material is salvaged: 

 Preservation Services or other designated staff assess and sort material for immediate 

fumigation, air drying, freezing, and special emergency treatment 

 Collections staff assess material and decide on replacement, disposal or treatment in 

consultation with Preservation Services staff 

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

 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 and for ensuring that members have regular rest 

periods. Salvage of moldy material is particularly hazardous and team leaders are responsible for 

ensuring team members use protective equipment properly. 

The Preservation Manger and the Disaster Response Manager  will monitor progress and adjust 

plans as appropriate. Particular attention needs to be given to bottlenecks within the workflow, 

complaints from salvage workers, and the effect of environmental conditions, the adequacy of 

supplies of materials, equipment, expertise, personnel, space, and security of collection material. 

The Facilities and Security Manager continues to coordinate the control of temperature, relative 

humidity and air quality to facilitate the salvage operation and minimize risks of subsequent 

damage to the collections. 

When the salvage operation is completed in an area, the Facilities and Security Manager 

coordinates restoration of the affected areas. Senior Library Management and the Disaster 

Planning Committee coordinate may return to normal operations and Preservation 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 completed, the Preservation Manger and the 

Disaster Planning Committee members conduct a full post-disaster assessment to: 

1. analyze the successful and less successful aspects of the immediate, short and long term 

actions taken 

2. prepare a written report on the incident including:  

Å cause of the disaster 

Å number of items damaged, replaced, discarded, and repaired 

Å ongoing treatment costs (inc. fumigation and cleaning) 

Å staff time expended during the operation 

Å cost of restoring the affected area 

Å cost of equipment and supplies 

3. propose changes to the disaster plan where necessary 

4. propose changes to collection management procedures if necessary 

5. send letters of thanks to those who assisted 
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Vandalism of Collection Material 

Immediate Actions 

When you find collection material which is being or has been vandalized: 

1. Assess the situation:  

Å Is the material at risk of further damage? 

Å Is it safe to leave the material to get assistance? 

Å Is it safe to intervene? 

2. If immediate assistance is needed and it is safe to leave the material, contact Campus 

Police at 2-2222.  

3. Refer to section on Behavioral Incident. 

4. Contact Preservation Manager or Disaster Response Manager 

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

Short Term Response and Long Term Recovery Actions 

When any current threats have been attended to: 

 alert the Preservation Manager  

 Any vandalism should be reported to the Facilities and Security manager. 

Preservation Services staff: 

 Assess the material and develop appropriate treatment actions in consultation with the 

appropriate staff. 

 treat material identified for repair and return to the collections 

 

Technical Services staff: 

 process material identified for replacement or disposal 

 

The Disaster Response Manager conducts a post-disaster assessment to: 

 analyze the successful and less successful aspects of the immediate, short and long term 

actions taken 

 prepare a written report on the incident 

 propose changes to security and exhibition procedures if necessary 

 propose changes to the disaster plan where 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 as 

rodents: 

1. Assess the situation -  

Å What type of infestation is it? 

Å Is it a small or large infestation? 

Å Is collection material being affected? 

2. Alert Security and Facilities Manager or BMR 

3. Alert the Preservation Manager if collection material is being affected 

4. Alert Disaster Response Manager 

5. When contact has been made with appropriate managers, commence short term response 

actions for insect and vermin infestation. 

Short Term Response Actions 

Facilities and Security Manager: 

 assesses the infestation in consultation with Preservation Services and IPM staff 

 if necessary, arranges for samples to be referred to outside agencies for identification 

 arranges for a thorough inspection of adjacent areas and an inspection of the rest of the 

building to identify other affected areas 

 coordinates pest control procedures in the affected area 

If collection material has been affected, the Preservation Manager: 

 assesses the material 

 coordinates an appropriate treatment response in consultation with technical services and 

preservation staff 

 ensures records of all material movements are maintained at all times 

When the situation is stabilized, commence long term recovery actions for insect and vermin 

infestation 

Long Term Recovery Actions 

The Facilities and Security Manager: 

 supervises appropriate pest control procedures, carried out by the Library's pest control 

contractor 

 arranges for close monitoring of the area for signs of re-infestation 

Preservation Services staff: 

 process collection material prioritized for fumigation and/or repair 
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 package and send material that cannot be adequately fumigated in-house to an outside 

fumigation company 

 return fumigated, treated and checked material to the collections 

Technical Services staff: 

 process collection material identified for replacement or discard 

The Disaster Response Manager conducts a post-disaster assessment to: 

 analyze the successful and less successful aspects of the immediate, short and long term 

actions taken 

 prepare a written report on the incident 

 propose changes to integrated pest management procedures if necessary 

 propose changes to the disaster plan where necessary 
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Bomb Damage 

When the situation is safe, the building and services have been stabilized, and re-entry to the site 

is permitted, commence immediate disaster actions. 

Immediate Actions 

The Disaster Response Manager, in consultation with the Disaster Planning Committee, assesses 

the situation to: 

 establish if collection material has been affected and in what way 

 check that shelving and fittings are structurally sound 

 check the need for short term protection of the collections from water, theft, and exposure 

to fluctuating outside environmental conditions 

When the situation has been assessed, commence short and long term response actions. 

Short Term Response and Long Term Recovery Actions 

Where collection material has been water affected: 

 Follow directions for Short and Long Term Response and Recovery Actions for Water 

and /or Sewage Leak. 

 Follow directions for Special Handling Instructions for General Physical Damage, Water 

Damage, and Fire Damage. 

Where material has not been water damaged but is blast damaged the Disaster Response Manager 

and Preservation Manager will assess the situation and in consultation with the Disaster Planning 

Committee will  determine a strategy for salvage 

Where windows and/or external walls have been blown out: 

 The Disaster Response Manager and Facilities and Security Manager consult on the most 

appropriate means of protecting the collection against the elements and against unsuitable 

environmental conditions. 

 Facilities and Security Manager arranges for stabilization of the building environment if 

practicable; otherwise, the Preservation Manger arranges for movement of particularly 

vulnerable material and covering of collections. 

When short and long term actions are completed, the Disaster Response Manager and Disaster 

Planning Committee members will  conduct a full post-disaster assessment to: 

1. analyze the successful and less successful aspects of the immediate, short and long term 

actions taken 

2. prepare a written report on the incident including:  

Å cause of the disaster 

Å number of items damaged, replaced, discarded, and repaired 

Å ongoing treatment costs 

Å impact on service provision to clients 

Å staff time expended during the operation 
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Å cost of restoring the affected area 

Å cost of equipment and supplies 

3. propose changes to the disaster plan where necessary 

4. propose changes to security and facilities if necessary 

5. send letters of thanks to those assisted 
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Special Handling Instructions for  Disaster Affected Collection Material 

Introduction  

To avoid causing further damage to disaster-affected collection material, staff should refer to the 

following special handling instructions. Appropriate handling depends on the type of material and 

the type and severity of the damage. 

Materials covered in this section include:  

Å  Books, journals, pamphlets and newspapers 

Å Large format sheet material 

Å Small format sheet material 

Å Artworks on paper 

Å Vellum, parchment and leather material 

Å Photographic material 

Å Electronic and magnetic media 
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Books, Journals, Pamphlets and Newspapers 

Water Damage 

During retrieval: 

 Take care with wet books. If a book is wet and open, leave 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 saturated, wear rubber gloves when handling them. 

 Do not press saturated books and/or documents to remove water. Pressing can damage 

book structures and force dirt and mud into the paper surface. 

 Do not wipe soiling or mud from wet books. 

 Clear books from the floor, then remove 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: 

 Book and paper restoration starts with either air drying 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 using fanning and/or interleaving methods. 

 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:  

Å open or swollen volumes 

Å vellum or parchment bindings or pages 

Å leather bindings 

Å fragile or brittle materials 

Å materials with water soluble components 

Mold 

 Do not wipe mold 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 or clean moldy 

items. 

Fire Damage 

 Fire damaged books should be handled as little as possible during the retrieval and 

recovery process. 

 All fire damaged material should be assumed to be 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 

 Book collections affected by dust should be vacuum cleaned on site where possible. 

General Physical Damage 

 Ensure that books with loose parts such as spines, covers and pages are packaged 

together prior to treatment. Shrink wrapping, boxing, bagging and foldering can be used. 

Contamination 

 Books contaminated by sewage, fire retardants, or other material should be rinsed where 

possible prior to handling and packaging for recovery. 

 Always wear protective clothing and gloves when handling contaminated material. 
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Large Sheet Material:  Maps, Plans, Posters, Prints 

Water damage  

 Do not wipe mold from wet (or dry) large-format items. 

 Handle wet large format material with extreme care. 

 Handle items with water soluble media as for artworks on paper. 

 Do not attempt to separate wet large format material during retrieval. 

 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 humidity is above 55%. 

 Transport the material using its housing e.g.: folders, boxes, drawers. Where this is not 

possible, transport flat or rolled with support. 

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

Mold 

 Do not wipe mold from wet (or dry) large-format items. 

 Wet moldy items should be frozen then dried and fumigated before cleaning. 

 Moldy items should be fumigated before cleaning. 

Fire Damage 

 All fire damaged large-format items should be handled and treated as extremely fragile. 

 Fire damaged items should be handled as little as possible prior to treatment. 

 Wet fire damaged items should be frozen for later drying and treatment. 

General Physical Damage 

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

Contamination 

 Always wear protective clothing and gloves when handling contaminated material. 

 Non water soluble items can be lightly rinsed under supervision of a conservator. 

 Water soluble items should be packaged in plastic and frozen for future treatment. 

  



UNL Libraries Disaster Plan ï Public Documentation 

 

Page 78 of 124 

 

Small Sheet Material - (Manuscripts, Ephemera, Music Files) 

 Water Damage 

 Loose, unbound small format sheet materials can usually be air dried; provided they can 

be separated into small piles and a sufficient amount of dehumidified cool air can be 

introduced. 

 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. 

 Do not attempt to separate groups of wet material into single sheets. Single items found 

in masses can be separated easily if frozen then vacuum freeze dried. 

 Keep single sheet material together and in order during all stages of the retrieval and 

recovery process. 

 Leave office files in suspension hangers in filing cabinet drawers and air dry with cool air 

in a well ventilated area. 

 Take care when removing wet material from wet or damaged storage boxes. Do not 

overturn boxes to remove material. 

 Where a mass of material is wet, remove the wettest first to reduce relative humidity. 

 Do not wipe soiling or mud from wet paper. 

 Do not press groups of saturated papers to remove water. 

Mold 

 Do not wipe mold from wet (or dry) papers. 

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

cleaning. 

 People with a history of allergies and respiratory illness should not handle or clean moldy 

items. 

Fire Damage 

 All fire damaged small format sheet material should be treated as fragile and handled 

with extreme care. 

 Wrap groups of fire damaged material in clean unprinted paper and place in crates for 

transport. Clearly label all packages. 

 Wet, fire-damaged material should be frozen for later treatment. 

 

Dust 

 Where possible vacuum clean dust affected material on site. 

 

General Physical Damage 

 Ensure that all items including their loose parts are kept together prior to treatment. Bags, 

folders, boxes and pockets can be used. 

Contamination 

 Small format sheet material can be rinsed of contamination where possible prior to 

packaging for recovery. 

 Always wear protective clothing and gloves when handling 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, e.g.: solander boxes or map 

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 possible artworks should be air dried. 

 Where there are problems such as mold, warped saturated backings and works adhered 

together it may be appropriate to freeze and vacuum freeze dry. 

Mold 

 Do not attempt to wipe away mold from wet (or dry) art works. 

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

prevent mold attack. 

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

dried then appropriately treated. 

Fire Damage 

 Fire damaged artworks should be handled with extreme care prior to treatment. 

 Transport fire damaged artworks in their containers, e.g.; solander boxes, map drawers. 

 Fire damaged wet artworks should be frozen and vacuum freeze dried prior to treatment. 

 

Dust 

 Dust affected artworks 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, parchment and leather very carefully. Always use a support, such 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 material successfully. Slow and 

gentle blotting of saturated areas can enhance drying. 

 Where freezing is necessary, vellum, parchment and leather items should be separated 

with freezer paper during packing. 
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Photographic Materials 

(Albums, Microfiche, Microfilm, Motion Picture Film, Photographs, Negatives, Reel 

Film)  
 

Water Damage 
 In general, photographic 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 layer. If freezing is necessary, a blast freezer should be used. 

 

Albums 

 Albums should be handled as for books and journals, but freezing and particularly freeze 

drying should be avoided. 

Wet Collodion Photographs 

 Wet collodion photographs, such as ambrotypes, pannotypes, tintypes and wet collodion 

glass negatives, should be given priority and salvaged without delay and air dried. Handle 

very carefully and keep face-up at all times. 

 

Daguerreotypes 

 Handle very carefully and keep face up at all times. 

 Air dry immediately, checking that moisture has not entered the sealed image. 

Wet Glass Negatives and Photographs 

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

 Glass plates should be packed vertically and each plate interleaved with spun bonded 

polyester. Take care to pack out spaces to prevent movement during transport. Use small, 

strong boxes. 

Photographs on Paper 

 Non water soluble photographs which are wet should be kept wet until they can be 

washed and air dried or treated by a commercial laboratory. 

 Do not allow prints to remain wet for longer than 48 hours before treatment as emulsions 

and colored layers may begin to separate. 

Photographic Negatives (Black and White) 

 If negatives are wet, keep them wet in plastic containers of clean distilled water. If they 

are dry, keep them dry. 

 If negatives are to be kept wet for more than 24 hours, add 1% formalin to the water 

container to prevent mold growth. 

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

 Where large amounts of photographic negatives are wet, they can be blast frozen in small 

groups in polythene bags. 

Photographic Negatives (Color) 

 A processing laboratory should handle wet color negatives. 

Nitrate Negatives 

 Do not touch the emulsion surfaces. 



UNL Libraries Disaster Plan ï Public Documentation 

 

Page 81 of 124 

 

 Nitrate negatives should be frozen immediately and air dried. 

Acetate Negatives 

 Acetate-based microfilm should be treated as for any other microfilm type.  Remove from 

enclosures and separate to prevent blocking. 

 If dirty/contaminated or very wet, wash in clean water and allow to air dry. 

 Air dry if clean. 

Motion Picture Film  

 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 

processor for treatment 

Reel Film 

 Do not allow reel film to dry out while rolled up 

 Keep film wet and transport it to a commercial processor or air dry if clean 

Microfiche, Microfilm and Aperture Cards  

 If the master copy is unaffected discard the wet service copy and create a new duplicate 

 Do not allow silver halide microfilm or microfiche to dry out. Keep immersed and send 

to a commercial processor for treatment 

 Vesicular and diazo microfilm can be washed under cold fresh running water and air 

dried 
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Optical and Magnetic Media  

Compact Discs, Computer Discs (Floppy Discs), Oral History Tapes (reel-to-reel, 

digital audio (DAT) cassettes), and Video Tapes 

Optical and magnetic media are an area of development where formats are being upgraded 

continuously. The special handling instructions listed below for this material reflect current 

thinking. During emergencies involving this material care should be taken to ensure that actions 

reflect technological change and that treatments 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, it should be copied and then 

disposed of. 

 It is possible to save information on slightly wet magnetic software discs by blow drying 

them with cool air. Copy the dry disc and discard. 

 Wet magnetic discs need to be removed from their plastic cases, wiped dry with a clean, 

soft, lint free cloth, placed into a new case, copied and discarded. 

 Wet optical discs need to be removed from their plastic cases, wiped dry with a clean, 

soft, lint free cloth, placed into a new case. 

 The longer a magnetic disk is wet the greater the information loss. 

Optical media (Compact Discs) 

 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 flat (away from sunlight) 

 Clean with soft, dry lint less cloth 

 Move cloth perpendicular to grooves 

 DO NOT MOVE IN A CIRCULAR MOTION 

 Place cleaned compact discs in clean containers or recopy, and 

discard original  

Floppy Discs 

 Water-affected 3½" and 5¼" discs are likely to be permanently damaged. 

 If salvage of these discs is absolutely necessary, the discs 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 damage to hardware (i.e. disc drives). 

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 disposed of after copying. 

 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 Monday-Friday, use Faculty/Staff Directory (Centrex) 

phone numbers or contact the University Operator for assistance. 

  

 University Operator: 0 

 Facilities Help Desk:  472-1550 

 

   For custodial emergencies and to request repair services. 

 Custodial Services 472-3175 

 Maintenance Division 472-8085 

 Maintenance Manager 472-4014 

 

After normal working hours, on weekends and vacations, contact the Telecommunications Help 

Desk at 472-3434, which is staffed 24 hours per day, 7 days per week.   They can connect you to 

administrators and facilities personnel at their home numbers. 

 

Additional Important Phone Numbers: 

 

 Fire Dept.(Station A) Emergency    911  

Non-emergency   441-8372 

 

 Campus Police  Emergency    472-2222 

Non-emergency   472-2222 

 

 Carpenter    Facilities Help Desk   472-1550 

 

 Electrician   Facilities Help Desk   472-1550 

 

 Fumigation Services Facilities Help Desk   472-1550 

 

 Plumber   Facilities Help Desk   472-1550 

 

 Cold Storage Facility:   Animal Science   472-3571 

      Food Stores   472-9046 

 

 Freeze Dry Facility:  Animal Science   472-3571 

Food Processing Center   472-2832 

 

 Microfilm Reprocessing   Neb. Records Management Div.     471-2559 
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 Photographer  UNL NH 420   472-6666 

(Some amateur photographers on staff may also have cameras with zoom and 

wide-angle lenses.) 

 

 Rental trucks  Transportation Services  472-2422 

Moving Services  472-8549 

 

 Risk Manager  Greg Clayton   472-8044; 472-2600 

488-6376 (h) 

 

 Legal Advice  UN Counsel   472-3350 

 

 UNL Utilities   Facilities Help Desk   472-1550 
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Appendix 2:  Campus and Local Sources of Disaster Recovery Supplies 

 

UNL Facilities Management: 472-1550 

 

Supplies Available:  

Å Boots 

Å Borax 

Å Buckets 

Å Extension cords (three-wire grounded) 

Å Fans 

Å Garbage bags 

Å Ladders 

Å Mops 

Å Plastic sheeting 

Å Rubber gloves 

Å Sponges 

Å Tables 

Å Wet vacuums 

 

Note:  UNL Custodial Services (2-3175) will provide normal services on an emergency basis, 

including shut off, repair, and custodial clean-up.  Includes removal of debris, decontamination, 

and general housekeeping within the building.  If they are unable to provide the services, they can 

recommend an alternative course of action. 

 

OFF CAMPUS SOURCES OF SUPPLIES 

 

General Supplies: 

Target   48
th
 and R streets, Lincoln  464-8292 

Hancock Fabrics 6800 P St., Lincoln,    464-3935 

Hy-Vee Food Store 49th
 
St. and O St., Lincoln  467-5505 

Ideal Grocery  905 S. 27
th
 St. Lincoln   476-2177 

Jo-Ann Fabrics   6401 Q St., Lincoln   467-3500 

Lincoln Journal Star 926P St., Lincoln   475-4200 

 

 

Book Trucks: 

Lincoln City Libraries 14
th
 & N Sts, Lincoln    441-8500 

State Historical Society  15
th
 & R Sts., Lincoln    471-3270 

Library Commission 1200 N St, Suite 120, Lincoln  471-2045 

Wesleyan University Cochrane Woods Library  465-2400 

 Union College Library Union College    486-2514 

 

Dry Ice: 

Valley Ice Co.   610 J St, Lincoln    476-1858 

 

Fans: 

United Rentals   3900 S. 8
th
 Lincoln, NE    423-2277 



UNL Libraries Disaster Plan ï Public Documentation 

 

Page 86 of 124 

 

 United Rent-Alls 710 N. 48
th
 St., Lincoln    464-9197 

 

Newsprint: 

Lincoln Journal Star      475-4200 

 

Pallets: 

Pallet Company  Unit 1 501 NW 27
th
, Lincoln  474-4777 

 

Paper Towels: 

Western Paper       441-3700 

 

Plastic Milk Crates: 

Meadow Gold Dairies 726 L, Lincoln    434-8400 

Roberts Dairy  5220 NW 38
th
, Lincoln    470-2424 

 

Scissors: 

Office Depot  333 N. 50
th
, Lincoln   466-3443 

Latschôs  200 Oakcreek Dr., Lincoln  323-7222 

 

Tables (folding): 

United Rentals   3900 S 8
th
, Lincoln   423-2277 

Local churches 

State Fair Park Administration Offices     474-5371 

 

Water-Vacuums: 

United Rentals   3900 S 8
th 

, Lincoln   423-2277 
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Appendix 3:  State and National Resources 

 

A. Disaster Recovery Services and Supplies  

 Southeastern Library Network:   http://www.solinet.net/ 

 

B. Conservators in the Region 

 This is an ever-changing list.  For current names, contact the Foundation of the American 

Institute for Conservation (FAIC) in Washington DC at (202) 232-6636.   Some 

conservators in Iowa, Kansas, and Nebraska are: 

 

 Julie Reilly, Director, Gerald R. Ford Conservation Center, 1326 S. 32
nd

 St. 

Omaha, NE 68105, (402) 595-1180, Email: grfcc@radiks.net 

 

 Ivan Hanthorn, Iowa State University, 441 Parks Library, Ames IA 50011-2140 

(515) 294-3186, Email: hanthorn@iastate.edu 

 

Gary Frost, 100 Main Library, University of Iowa, Iowa City, IA 52242-1420 

(319) 335-5908, Email: gary-frost@uiowa.edu 

 

Conservation Unit, Watson Library, University of Kansas Libraries, Lawrence KS 66045, 

(785) 864-3429 

  

http://www.solinet.net/
mailto:grfcc@radiks.net
mailto:hanthorn@iastate.edu
mailto:gfrost@blue.weeg.uiowa.edu
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Appendix 4:  State and National Organizations 

 

AMIGOS Library Services, Inc. 

14400 Midway Rd. 

Dallas TX 75244-3509 

(800) 843-8482 

http://www.amigos.org/  

 

Assn for Information and Image Management (AIIM) 

1100 Wayne Ave Suite 1100 

Silver Spalert MD 20910 

(301) 587-8202 

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. 109
th
 St., Suite 101 

 Lenexa, KS 66215 

 (800) 422-2762 

http://www.arma.org/  

 

Conservation Center for Art and Historic Artifacts (CCAHA) 

264 S. 23
rd
 St 

Philadelphia PA 19103 

(215) 545-0613 

http://www.ccaha.org/  

 

FEMA National Office 

500 C St. 

SW Washington DC 20472-4500 

(202) 566-1600 

http://www.fema.gov 

 

FEMA Region VII 

2323 Grand Boulevard, Suite 900 

Kansas City MO 64108-2670 

((816) 283-7061 

http://www.fema.gov/regions/vii/  

 

http://www.amigos.org/
http://www.aiim.org/
http://aic.stanford.edu/
http://www.arma.org/
http://www.ccaha.org/
http://www.fema.gov/
http://www.fema.gov/regions/vii/
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Gerald R. Ford Conservation Center 

1326 S. 32
nd

 St. 

Omaha, NE 68105-2044 

(402) 595-1180 

grfcc@mail.state.ne.us 

http://nebraskahistory.org/sites/ford 

 

Library of Congress 

Preservation Directorate 

Washington DC 20540-4500 

(202) 707-5213 

preserve@loc.gov 

http://www.loc.gov/preserv/  

 

National Archives and Records Administration (NARA) 

http://www.nara.gov 

 

National Association of Government Archives and Records Administration (NAGARA) 

48 Howard St. 

Albany NY 12207 

(518) 463-8644 

http://www.nagara.org/  

 

American Film Institute 

National Center for Film and Video Preservation 

2021 North Western Ave 

Los Angeles CA 90027 

(323) 856-7600 

http://www.afi.com  

 

http://www.afi.com/education/Conservatory/ 

National Endowment for the Humanities 

Div. of Preservation and Access 

1100 Pennsylvania Ave NW, Rm. 411 

Washington DC 20506 

(202) 606-8570 

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
th
 St., Suite 210 

Lincoln NE 68508-2294 

(402) 471-2559 

Email:  bill.ptacek@email.state.ne.us 

 

mailto:grfcc@radiks.net
http://nebraskahistory.org/sites/ford
mailto:preserve@loc.gov
http://www.loc.gov/preserv/
http://www.nara.gov/
http://www.nagara.org/
http://www.afi.com/
http://www.afi.com/education/Conservatory/
http://www.neh.fed.us/
http://www.nebema.org/
mailto:bptacek@nol.org
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Rocky Mountain Regional Conservation Center 

University of Denver 

Denver CO  

(303) 733-2712 

Email:  lmellon@du.edu 

 

Upper Midwest Conservation Association 

2400 3
rd
 Ave. 

South Minneapolis, MN 55404 

(612) 870-3120 

Email:  umca@aol.com 

http://www.preserveart.org 

 

 

 

 

 

mailto:lmellon@du.edu
mailto:umca@aol.com
http://www.preserveart.org/
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Appendix 5:  Data Protection/Electronic Disaster Assistance Vendors 

 

HP Contact Information:  

Marcia Werner (Sales ï emergency person Contact) 

Works Computing 

Regional Sales Manager 

402-786-3931 phone 

402-786-3932 fax 

402-525-9273 cell 

 

Russell Peterson   (HP Emergency Contact) 

402-384-7453 ï Office 

402-250-2123 ï Cell 

402-384-7080 - FAX  

 

Innovative Interfaces Inc. 

24 hour emergency number 800-878-6600 

Innovative Interfaces, Inc.    

1569 St. Paul Street             

Denver, CO 80206      

Phone 303/333-5057  

 

Emergency contact for Fund Approval: 

Nancy Busch (primary) 472-2526 (402-477-3526) 

Joan Giesecke (back-up) 472-2526 (488-6136) 

Greg Clayton (Insurance Questions) 

 

Facilities Emergency number:  472-1550 (7-5 am M-F) after hours call University Operator 

 

Building Emergency Contact: 

Deb Pearson 472-4260  

 

Sustainability of Digital Formats, Library of Congress 

http://www.digitalpreservation.gov/formats/fdd/descriptions.shtml 

 

National Digital Information Infrastructure and Preservation Program, Library of Congress.  

http://www.digitalpreservation.gov/ 

 

Digital Preservation, Digital Library Federation. 

http://www.diglib.org/preserve.htm 

 

 

 

http://www.digitalpreservation.gov/formats/fdd/descriptions.shtml
http://www.digitalpreservation.gov/
http://www.diglib.org/preserve.htm
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Appendix 6a:  Building Evacuation Points 

 

Architecture - At Big ñOò sculpture, in front of Architecture Hall. 

 

Avery ï (Math) ï  At the top of the stairs, between Manter and Hamilton Halls, straight 

across the parking lot from the Avery south entrance door.   

 

Bessey ï (Geology) -  

 

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

 

Love Library -   At ñOld Gloryò (orange sculpture) to the west side of LN.  

 

LDRF -  East Side of LDRF parking lot. 

 

Westbrook ï (Music) - At Big ñOò sculpture, in front of Architecture Hall.  
 

Appendix 6b:  Building Alarms  

 

Architecture - Voice/Strobe  

 

Avery ï (Math) ï Voice/Strobe  

 

Bessey ï (Geology) -  

 

CY Thompson (CYT) -  

 

Love Library South -   Voice/Strobe 

 

Love Library North ï Alarm Bells 

 

LDRF -  Voice/Strobe 

 

Westbrook ï (Music) - Voice/Strobe 
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Appendix 7:  Trained Personnel 

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 

CPR/AED 
 Blank, Shirley 

 Christensen, Mark 

 Gomez, Ana 

Humeniak, Roddy  

Mozer, Larry 

Nowick, Elaine  

 Orosco, Carmella 

Pearson, Deb 

Putens, Erik 

Schrag, Ember 

Stovall, Chanty 

Van Diest, Maggie 

 Weakly, Laura 

 Wiese, John 
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Appendix 8:   Library Calling Tree   (PENDING APPROVAL) 

 

Physical Collection Disaster Response  

 

Dean of Libraries

Disaster Team 
Administrator

Preservation 
Manager

Preservation 
Services Staff

Disaster 
Response 
Manager

Department 
Chairs

Unit Leaders

Salvage Trained 
Staff

All Other Staff

Other Disaster 
Team Members 
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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 Membership and Contact  

Information  

 

Not Available for Public Viewing 
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Appendix 12:   Building Floor Plans 
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