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When Emergencies Strike: What to do

 *  * Put this information off-site where you can find it in an emergency * *
Emergency contacts:

· If your agency needs advice and/or assistance from NARA in the event of an emergency involving vital record materials, please notify your agency's liaison in the Life Cycle Management Division or call the Life Cycle Management Division's general phone number: 301-713-6677. If preservation advice is needed, your agency's liaison in the Life Cycle Management Division will contact appropriate personnel in the Preservation Programs Branch.

· Be knowledgeable about your vital records—quantity, location and media

· Secure reliable references in advance of emergency

· Notify your agency’s recovery team.

· Communicate staff needs, take regular breaks and frequently offer encouragement  

( List Emergency phone numbers you will need during business hours:

( List Emergency phone numbers you will need on weekends and after hours:

· Notify your agency’s facilities staff and records officer or preservation staff contact

· Assure staff safety and halt damage to collection

· Before assessing and evaluating damage to records, coordinate with facilities to stabilize and monitor environment within the first 48 hours

· The first 48 hours following an emergency are critical.

( Wet papers and books must be air dried or frozen as soon as possible

      within the first 48 hours  to prevent mold growth

· Determine/assure affected area(s) is safe to enter

· Stop water at source if necessary

· Cover materials with plastic if water is dripping

· Lower temperature to 65 degrees F or lower

· Lower relative humidity to below 35 %

· Use fans to circulate air

( Assess extent of damage

	Description:
	Quantity
	Scheduled as Permanent

	· Classified/Privacy protected records
	
	

	· Unbound paper
	
	

	· Bound volumes
	
	

	· Coated papers (glossy)
	
	

	· Maps, plans, oversized records
	
	

	· Photographs, film, electronic media
	
	

	· Video or audio tapes
	
	

	· Artifacts
	
	

	· Other vital records essential to agency function
	
	


( Identify nature of damage to materials

	Description:
	Quantity
	Scheduled as Permanent

	· Damp or wet housing (folders, boxes) only
	
	

	· Damp records
	
	

	· Wet records
	
	

	· Burnt and/or charred
	
	

	· Moldy
	
	

	· Soiled or contaminated
	
	


Cautions:  Before commencing recovery

( Depending upon quantity and type of materials and available staff, determine whether records
     can be recovered in-house or via commercial recovery service.

· Ensure work area is ready before commencing recovery.

· Do not handle records that have been contaminated by sewage or dirty water or mold.  Contact an industrial hygienist immediately.

· Wet records tear extremely easily.  Never move wet records without full support

· Be extremely cautious in the presence of mold.  Do not set up fans where moldy records are present.

· Discard any damp recovery materials such as blotters, interleaving papers, dirty or wet plastic sheeting in order to discourage mold growth.

( Identify all records.

· Do not attempt to separate photographs or papers stuck together.  Call for preservation guidance.

· Locate necessary emergency recovery supplies


Records Recovery Emergency Supplies and Equipment

Sample Inventory checklist:

	· 
	
	Wet/Dry vacuums 

	· 
	
	Heavy duty extension cords 

	· 
	
	Fans, dehumidifiers 

	· 
	
	Large work tables and carts

	· 
	
	Plastic milk crates, or plastic mail bins with perforated sides and bottoms, to move wet records 

	· 
	
	Cardboard boxes

	· 
	
	Rolls of 6 mil plastic sheeting, polyethylene 

	· 
	
	Heavy duty duct tape

	· 
	
	Twine 

	· 
	
	Mops and buckets 

	· 
	
	Brooms/dustpans 

	· 
	
	Water hose with connectors 

	· 
	
	Adjustable spray nozzle 

	· 
	
	Plastic Garbage bags 

	· 
	
	Large heavy duty sponges

	· 
	
	Flashlights with batteries 

	· 
	
	Plastic wash tubs 

	· 
	
	Clean, dry blotters

	· 
	
	Plastic gloves, latex and nitrile for latex sensitive staff

	· 
	
	Thin cotton gloves, be worn inside plastic gloves 

	· 
	
	Dust masks 

	· 
	
	Paper towels 

	· 
	
	Freezer paper/wax paper 

	· 
	
	Disposable aprons 

	· 
	
	Blank pads of paper and clipboard 

	· 
	
	Pencils and pens (waterproof) 

	· 
	
	Scissors 

	· 
	
	Utility knives 

	· 
	
	First Aid kit 

	· 
	
	Soft cloths and brushes

	· 
	
	Disposable camera with flash or camera with film and batteries

	· 
	
	Plastic pallets

	· 
	
	Thin (stretch) plastic to wrap boxes onto pallets


Documentation

· Photograph all areas affected by emergency including records and recovery effort

Recovery Decision Making

· First 48 hours following an emergency are critical.

· Wet papers and books must be air dried or frozen as soon as possible within the first 48 hours to prevent mold growth.


(
When the volume of affected records can be safely handled by available staff within the first 
48 hours, begin sorting and recovery in a safe dry place.

· When the volume of affected records exceeds the limits of staff and/or facilities, contact recovery experts (see page one for references).

Water damaged records, treatment decision making

Several drying methods exist; be familiar with them, their advantage and disadvantages.

	Treatment
	Advantage(s)
	Possible disadvantage(s)

	Air Drying
	· Suitable for small quantities 

· Low equipment costs
	· Labor Intensive

· Requires a great deal of space

· Very wet coated (glossy) papers may permanently stick together.


	Local Freezer Facility/Truck
	· Buys time.

· Local refrigeration unit might be appropriate

· Damp or moderately wet records may be dried successfully in a 
(-10 degrees) self-defrosting freezer if left long enough.
	· Coated paper may stick

· Likely to require further action, such as freeze drying, air drying or other recovery action after thawing


	Vacuum 
Freeze-drying
	· Least expensive mass drying method

· Most effective drying method

· Reduces staining and odor.
	· Proper air circulation is needed, requires careful packing

· Requires special equipment and facilities


Recovering records:

· Pack materials for freezing, vacuum freeze-drying, sort for air drying.

· Take other appropriate action.

Recovery Method: Air drying
	Stable Media
	· Blot with paper towels, blotter, or plain newsprint. Lay records out on blotter placed onto clean shelving or polyethylene-covered tables. 

· For files of ½ inch or less, open file folder. If paper is just damp, fan stack to speed drying.  If wet, do not attempt to separate. As the stack dries, fan the pages.  

· Use strips of acid free corrugated board as weights to prevent fans from blowing sheets as they dry. 

· For files of more than ½ inch, carefully separate the stack into two sections, placing one half onto the left side of the folder, and the other half onto the right side of the folder. 
· Circulate air in room by using commercial dehumidifiers or fans (depending upon scale of material and extent of recovery).

	Soluble media
	· Do not blot the surface.  Dry in a single layer.



	Coated paper
	· Spread in a single layer on blank newsprint or blotter paper for drying.


BOUND VOLUMES

	Damp

Coated or Uncoated Paper

The pages are limp and cool when touched with dry hands
	· Fan damp volumes open.

· Position an electric fan (set on low) so air circulates around the volumes. 

· When the  book is just barely damp to the touch, insert blotter paper inside the front and back covers and place under weight.  

	Wet

Uncoated Paper


	· Interleave wet books with paper towel or blank newsprint at intervals of 5 to 25 pages.  Interleaving should not exceed 1/3 of the book's thickness.

· When paper is just damp remove interleaving and fan open.

· Proceed as for Damp volumes above

	Wet

Coated Paper
	Interleave each wet page with wax paper, fan open and proceed as above for wet volumes. 


PHOTOGRAPHS

	SILVER GELATIN PRINTS


	· Rinse soiled prints in clear, cold water

· Dry face up on blotter or
· Clip  on a laundry line. Apply clips at edges in non-image areas only

	FILM
	· Clip  on a laundry line. Apply clips at edges in non-image areas only


Recovery method: Freeze Drying

	Operation
	Procedures

	Documentation
	· Label all bound volumes and bundles of records

· Number milk crates/cardboard boxes

· Annotate location registers and/or finding aids to link to packing documentation

· Photograph or videotape procedures

	Packing: Loose Records

If possible, wrap pallets with plastic to stabilize during movement.  Pack pallets with wet boxes 3 high.


	· Freeze records in their original boxes if possible.  

· Wrap groups of unboxed textual records in freezer or waxed paper in packages less than 2" thick.

· Place material in interlocking, lightweight plastic "milk crate" or cardboard containers that can provide necessary air circulation and drainage.

· Pack loosely (less than ¾ full)

· Pack the wettest material first.

· Place a pre-numbered identification card on top of each pallet

· Complete an inventory form for each pallet

	Packing: Bound Volumes
	· Wrap bound volumes in freezer or waxed paper

· Pack the volumes spine down, fore edge up.  

· Pack volumes of similar size together.

	Packing: Oversized records
	· Always fully support wet oversized records using carts or polyethylene-lined corrugated cardboard.

· Wrap in packages less than 1" thick.  

	Packing: Photographs
	· Interleave or wrap with a non-woven polyester (Remay or Hollytex) or waxed paper.

	Transportation
	· Lift carefully to prevent back strain or other injuries. 

· Use freezer or refrigerated trucks to move large volumes of wet material directly to the freezing facility.

· Use dry ice for small collections in warm weather when rapid mold growth is a concern, if freezer trucks are not available. Wear gloves when handling dry ice. 

	Security
	· Ensure proper records security and protection during the time that the records are at a freezing or drying facility. 


( Schedule a post-recovery critique and invite all concerned to attend
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