SIDE B (Actions).  Use this side to provide step-by-step instructions for library and affiliated personnel who will respond to a disaster affecting your own institution. Ideally, steps should already be defined in the library disaster plan.  This document is NOT intended to be a substitute for a comprehensive emergency plan. Instead, it should distill the most important tasks to be taken in the first minutes and hours after an event occurs that affects collections, especially those that occur when staff members are away from their offices.
Template for Pocket Response Plan for Collections
SIDE A (Communications).  Use this side to collect phone numbers for the individuals and organizations you are most likely to need to talk to in the first minutes and hours after an emergency occurs: staff, emergency responders, facility managers, utilities, vendors, and assistance organizations.

	Washtenaw County Historical Society 
Pocket Response Plan for Collections 

Date revised: 12/2013

EMERGENCY CHAIN OF COMMAND PHONE TREE
Les Loomans

  Home: 734-665-7965

  Email: lloomans@sbcglobal.net  
Jan E. Tripp

  Cell: 734-645-0536
  Email: Jan_Tripp@comcast.net

Tom Freeman

  Cell: 734-216-6999
  Email: freemant@ewashtenaw.org

Dale Leslie

  Cell: 734-660-1023

  Email: daleleslie@comcast.net 

INSTITUTIONAL CONTACTS
Administrator

  Beverly Willis

    734-973-6920

Attorney

Robert Creal

  734-439-1223
	INSTITUTIONAL CONTACTS (con’t)

Insurance Contact / Agent

  Teresa / Aprill Agency 

  734-662-4507 

[Further info TBD]
IT Department

Jan E. Tripp

734-996-8079

Computer Alley

734-769-8230
Arbor Computers

Moin Jaffer

734-262-9512
Bentley Library

  Karen Jania 
   kljania@umich.edu 

Backup Collection Storage Site

[WCHS is currently researching an option for emergency storage should the museum no longer be a stable storage option.]

	BUILDING UTILTIES
AA Water Department

734-994-2840

Behnke Roofing

  734-665-2826

Carpenter

Fingerie Lumber

Glen DiGatano

734-260-2840

DTE Energy - Gas

   800-947-5000

DTE Energy - Electric 

   800-477-4747

Current Electric - Electrician

   734-340-9258

Engineer / Structural 

SDI Structures

Paul Dannels

  734-213-6091

Glass Company / Hardware

Stadium Hardware

  734-663-8704

Heating & Cooling

Smetka Heating & Cooling

  734-439-2174

Robert's Plumbing 

Lee Roberts

  734-368-3413

Security / Alarm 

Advanced Electronics 

   248-559-8609

   Ken / Cell Phone

   810-[missing number]

Telephone / AT&T

   800-288-2020

Tree Service

Guardian Tree

  734-786-1688


	FIRST RESPONDERS 
Fire Department 

  911 or 734-794-6961

Emergency Medical / Ambulance

  911

Police Department / Law Enforcement

  911 or 734-994-2911

City Emergency Management

  734-794-6980

County Emergency Management

  734-973-4900

State Office of Emergency Services

  517-336-6464

Health Department

  734-544-6700

Red Cross

  1-800-733-2767
Poison Control Center

  800-222-1222

Water Main Break

  734-794-6360 7am-9pm M-F

  734-794-6470 nights / weekends

FEMA 
Disaster Assistance

    800-621-FEMA

Environment & Historic Preservation-Region [# ] [phone]
 
	EMERGENCY RECOVERY SERVICES
Belfor Property Restoration

2625 E. Michigan Avenue

Ypsilanti, Michigan

734-994-7790

24/7 Emergency Number

888-421-4113

Data Recovery Service

  Data Recovery Labs

  866-823-0333

Exterminator / Fumigation Service

  Orkin

  734-330-2838 / 734-265-2057

Architect

Quinn Evans  

734-662-5888


	REGIONAL CONTACTS
Michigan Historical Office

517-371-8080

Library of Michigan

  571-373-1300

Archives of Michigan
  517-373-3559 



	Immediate Response and Checklist for Collections Recovery  
IMMEDIATE RESPONSE

Notification (as appropriate):

· First Responders 

Ensure that all staff and visitors are safe and accounted for
Alert Police and /or Fire Department if they are not already aware of the situation 

· Call board members listed under emergency chain of command. 
· Go to the Museum 
· Activate the Disaster Plan‘s emergency response actions
· Follow other Communication steps

	ASSESSMENT

Ensure through proper authorities that all hazards are cleared before entering building 

· Health & safety first; protect staff

· Document with photos, videos, notes
· Assess damage to collections, building, information systems 

· What type of an emergency was it (fire, smoke, chemical, clean water, dirty water, heat, humidity)? 

· What areas are affected?

· How much of the collection is damaged?

· What types of materials are damaged?

· Are critical information systems functional / safe?

	COMMUNICATION

Establish and maintain channels of communication
· Establish communication with appropriate local & regional emergency management

· Communicate with the rest of the board 
· Contact insurance agent listed under institutional contacts 
· Contact outside Emergency Recovery Services

· Confirm funding sources for emergency services as needed

· Report status to administration and public

· Post emergency information and instructions on the institutional website 

· Obtain appropriate permissions to begin salvage (public safety, public health, structural engineer)


	COLLECTION SALVAGE
Salvage collections using pre-established Collection Priorities, taking into account access & extent of damage
· Identify and gather emergency supplies

· Identify secure, dry location for pack-out and air-drying 

· Recruit staff / volunteers
· Wear appropriate safety protection

· Start collection salvage guided by Disaster Plan and collection response protocols, including Collection Priorities
COLLECTION PRIORITIES

All of the WCHS collections are irreplaceable so the collection priorities are based on materials’ vulnerability and the damage sustained during the disaster in order to salvage as much as possible. Leather bindings, coated paper, unstable inks, photographs, and delicate textiles will need to be treated immediately to prevent permanent damage. Other items such as metals and sealed ceramics do not need to be treated as quickly. The society will determine during the assessment what specific items sustained the most damage and will focus on saving as many items as possible. 


	WATER RESPONSE

· Stop the source, remove standing water

· Cover collections with plastic sheeting

· Remove materials from water path. 

· Identify materials needing immediate salvage action. Sort damaged items and label: damp or wet, moldy, soiled, contaminated, broken or unaffected by disaster. 

· Stabilize the environment (cool, dry, circulating air optimal). Be alert to mold growth. 

· Determine recovery options available: surface cleaning conservation, in- house or outsourced repair, relocating material to secure area in-house or off-site. 

· Depending on severity of damage, the services of a restoration company may be required. Call appropriate companies listed under emergency recovery services. 
· Call the insurance company listed under institutional contacts.
· Continue assessing the condition of the building as well as artifact materials. Remove or relocate items as required to a safe environment. Document the movement.
· Set up headquarters for the Emergency Committee to begin working, if required.

· Continue to document all recovery activities.


	FIRE/SMOKE RESPONSE 
· Safely close all doors to unaffected rooms to prevent the spread of fire. 

· Use caution and do not attempt to put out a large fire alone. If the fire is small, use the fire extinguisher: Stand back approximately 6-8 feet, pull pin, and aim low to the base of the fire, moving slowly from side to side. 

· Do not re-enter the building until you are told it is safe to do so. 

· Systematically examine and sort all materials based on their condition. Since there may be water damage due to the sprinkler system being activated, review procedures for disaster recovery from water damage. 

· Depending on severity of damage, the services of a restoration company may be required. Call appropriate companies listed under emergency recovery services.  

· Call the insurance company listed under institutional contacts. 

· Continue assessing the condition of the building as well as artifact materials. If possible, remove or relocate items as required to a safe environment. Document the movement. 

· Set up headquarters for the Emergency Committee to begin working, if required. 

· Continue to document all recovery activities. 
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