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WATER DAMAGE–SALVAGING BOOKS
INTRODUCTION
Water and its aftereffects cause serious damage to library materials. The damage may result from flooding (heavy rain, snow and ice, ground water, plumbing leaks or failures of heating and cooling system), or from efforts to extinguish a fire.

These guidelines are divided into two sections:

1. Minor Recovery Plan (Pages 2 - 8)
Provides directions for meeting minor, localized water damage affecting a very limited area of the library and fewer than 100 books. It applies typically in cases where books are only partially wet.

Books can be frozen immediately to prevent further damage and to buy time for decision making; or they can be air-dried and treated in the library if only a few volumes are affected and these are not particularly wet.

2. Major Recovery Plan (Pages 9-12)
This applies to more extensive water damage, involving larger quantities of material and larger areas of the library. In this case, books are typically very wet, having been exposed to much water for a length of time.
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DAMP BOOKS—MINOR RECOVERY PLAN
DAMP BOOKS are defined as books that are not dripping water. They can be wet around the edges or wet half-way through or just cool to the touch. These materials can be FROZEN or AIR DRIED depending on the number of volumes affected and the degree of their wetness.
Initial Steps in Recovery

1. Find source of water leak and report immediately to:

Building Manager   Jim LaPiano 2-7100 (see Appendix I for home number)

Physical Plant    2-6400

Your Department Head _________________________________

Your Dept’s Recovery Team Representative   _____________________________

2. Contact the Preservation Department (2-7109) for advice and assistance.

                                                                                    Office                    Home

Richie Feinberg, Preservation Librarian                   2-7109 or 2-9960       751-1302

Josephine Castronuovo, Preservation Technician           2-7109                 698-1715 



3. If Feinberg or Castronuovo can not be reached, contact one of the other members of the Emergency Recovery Team:
Office 



Mary Ficuciello



2-7115      

 

Godlind Johnson



2-7148



Kristen Nyitray



2-7119



Jason Torre




2-7119



David Weiner




2-7115
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MINOR RECOVERY PLAN (CONTINUED)
4. Hang Plastic Sheeting if leak persists. Hang sheeting over top of shelving to divert water from stacks and materials. Sheeting should extend to the floor and duct tape used to connect sections of sheeting. If this task proves too difficult to perform, wait for Recovery Team, but try to carefully remove affected volumes to treatment area.

5. Prepare Predesignated Treatment Area:  __________________________

by covering work surfaces with sheets of plastic stored in _______________. 

Plastic may be covered, in turn, with unprinted newsprint (blotter paper) which can be brought to site from the Preservation Dept.

6. Carefully remove all books from affected shelves and carry to treatment area.  Books may be hand-carried, carried in crates, or on book trucks. Metal book trucks are preferred, but if wooden trucks are used, cover their surfaces with plastic sheeting or tin foil.

7. Carefully place removed books upright (head to tail) in call number order on a table in the treatment area. If needed, and time permitting, blotter paper can be placed between volumes. Members of the Recovery Team will examine books and identify those that need freezing (next section), air-drying treatment (see page 6), or no treatment at all.
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PREPARING BOOKS FOR FREEZING
To be performed by Recovery Team, Department Representatives and volunteers.

1. Books to be frozen will be packed in plastic crates delivered by members of the Recovery Team. (Plastic crates are stored in the Preservation Dept.)

2. Before placing books in crates, each volume’s call number should be manually recorded on an inventory sheet (or, if conditions allow,  bar codes may be scanned). Each book should then be wrapped in one piece of wax paper.  Use precut wax paper sizes to save time. A container will hold about 15 volumes and weigh approximately 50 pounds when loaded. 
3. Pack books SPINE DOWN IN A SINGLE ROW ON THE BOTTOM OF THE

CONTAINER.  Crates should not be too tightly packed.


THIS ARRANGEMENT IS VERY IMPORTANT! DO NOT STACK BOOKS OR OTHER MATERIALS ON TOP. WATER DAMAGED MATERIALS WILL SAG AND DISTORT ESPECIALLY UNDER PRESSURE, CAUSING PERMANENT DEFORMITIES.

4. A Recovery Team member will keep written records of what volumes are in which container (by floor, range number and call number span) and clearly label each container using self-adhesive labels and marking pens. 

5. Recovery Team members will transport crated books to Preservation Dept. freezer for deposit.  

6. If more freezer space is needed, contact Dennis LeStrange of Food Services 

(2-4367; or his beeper – 1-800-724-3624, PIN 1564048; or his operations manager, Nick Menillo, 2-4365). Recovery Team members will transport these books either by walking them in carts to a facility (e.g., SAC) or by car to a more distant campus site.

7. A member of the Recovery Team will record what books are drying where.
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Stabilizing dampened area of library:
8. To dry out dampened area and shelving, Recovery Team members will  reduce temperature and humidity in affected area by mopping up or wet-vacuuming water. In winter, an attempt will be made to turn off all heat. In summer, air conditioning will reduce temperature and humidity.

9.  Recovery Team members will create maximum airflow through affected area by opening doors and windows.  As many fans as can be acquired will be set up to create a current of air. Dehumidifiers and fans will be used together.

10. Before returning dry books to shelves, make sure shelves are free of rust, dust, and mold. Shelves may be vacuumed or wiped with a cloth treated with Endust or Lysol spray. Make sure shelves are dry before returning books. Shelves with rust deposits should be replaced.

11. Books will remain frozen while decisions are made by Recovery Team and Selectors on retaining, discarding, or replacing titles, as well as treatment of volumes that are to be saved.
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PROCEDURES FOR AIR DRYING
To be performed by Recovery Team, Department Representatives and volunteers.

These procedures apply to books that DO NOT contain coated or shiny paper. Coated paper should not usually be air dried. For treatment of these materials, see #12 below.

If  books can be dried in immediate area, see #5 - #12 below for air drying instructions.

If books must be moved to drying area:

1. Use plastic containers (delivered from  Preservation Dept.) to pack-out and transfer damp books to the drying area. A container will contain about 15 volumes and weigh approximately 50 pounds when loaded.

2. Wrap each book in one piece of wax paper or unprinted newsprint to prevent colors from bleeding into one another. Precut sizes to save time.

3. Pack books SPINE DOWN IN A SINGLE ROW ON THE BOTTOM OF THE

CONTAINER.


THIS ARRANGEMENT IS VERY IMPORTANT! DO NOT STACK BOOKS OR OTHER MATERIALS ON TOP. WATER DAMAGED MATERIALS WILL SAG AND DISTORT ESPECIALLY UNDER PRESSURE, CAUSING PERMANENT DEFORMITIES.

4. Keep written records of what volumes are in which container (by floor, range number and call number) and clearly label each container. Keep a record of what books are drying where.

5. Remove books from container and stand them upright (head to tail) in a well ventilated drying area with fans or air conditioners to keep air circulating. A book is completely dry when it is no longer cool to the touch.
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PROCEDURES FOR AIR-DRYING (CONTINUED) 
6. While air drying, the pages of some books may start to pull out of their covers under the extra water weight. Turn these books over (head to tail, tail

 to head) every 30 minutes, to evenly distribute the pull.

7. Especially damp books can be interleaved to remove additional excess moisture. Insert unprinted, clean, flat paper towels every 20 or 30 pages; be sure to change toweling and alternate pages every 15 minutes to prevent distortion. DO NOT USE FOLDED PAPER TOWELS OR PAGES MAY BECOME PERMANENTLY DISTORTED.  Complete the interleaving by placing clean blotter paper inside the front and back covers. Close the book gently and place it on several sheets of absorbent paper.

8. When books are dry but still cool to the touch, they should be closed, laid flat on a table or other horizontal surface, gently formed into the normal shape with convex spine and concave front (if that was their original shape), and held in place with a light weight. DO NOT STACK DRYING BOOKS ON TOP OF EACH OTHER.

9. Dampness will persist for some time in the gutter, along the spine, and between boards and flyleafs. Check often for mold growth while books are drying. In no case should books be returned to the shelves until thoroughly dry; otherwise mold may develop, especially along the gutter margin.

10. Some books will dry distorted and misshapen. This can be greatly reduced AFTER complete drying by placing volumes under light pressure or, in extreme cases, rebinding.

11. Before returning dry books to shelves, make sure shelves are free of rust, dust, and mold. Shelves may be vacuumed or wiped with a cloth treated with Endust or Lysol spray. Make sure shelves are dry before returning books. Shelves with rust deposits should be replaced.
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PROCEDURES FOR AIR-DRYING (CONTINUED) 

12. Books with coated or shiny pages should not usually be air dried. Instead, these items should be frozen while still wet and then vacuum freeze dried. Prepare books for freeze drying by packing them in separate plastic containers following steps 1 - 4 above.  However, use only wax paper for wrapping. Recovery Team Personnel will transport these volumes to freezers on campus.

13. If possible, reduce temperature and humidity in affected area by mopping up or wet-vacuuming water. In winter, turn off all heat. In summer, reduce temperature and humidity through air conditioning.

14.  Create maximum airflow through affected area and drying area by opening doors and windows. Set up as many fans as can be acquired to create a current of air. Use dehumidifiers together with fans, especially in small enclosed areas.

CAUTIONS and REMINDERS
1. All air drying MUST take place in a cool, dry place. Warm humid air encourages mold and mildew growth which can be more damaging than the original emergency. Try to keep the temperature below 70 Fahrenheit and the relative humidity below 55%. Use fans and dehumidifiers if needed. Keep the air in the area circulating.

2. Keep the drying area clean by removing wet debris such as wet carpeting and furniture as soon as possible because they contribute to a humid environment. [Do not remove carpet if floor tiles beneath carpet are disturbed, because of possible asbestos hazard. Speak to LaPiano or Feinberg.]

3. Never try to reshape or force damp volumes open as this will cause harmful distortion. They can be treated AFTER drying.

4. Sponge off mud and debris using clean water but ONLY if material does not have soluble components such as watercolors, runny inks, tempera and dyes. Instead, air dry materials and brush off debris when completely dry.

5. Minimize handling of water damaged books. Paper and bindings are very fragile when wet.
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WET BOOKS—MAJOR RECOVERY PLAN
WET BOOKS  are defined as books that are dripping water. They are extremely fragile and must be handled with care as pages can easily fall out and covers can separate from the text block.  When faced with wet books, Recovery Team members will make preparations for packing out books for freeze drying.

STEPS:

1. Staff discovering emergency should contact key personnel following the same line of communication outlined at the beginning of this chapter (page 2, Initial Steps 1 - 3). Also, call University Police (333).

Please Note:
Recovery Team members should be careful about entering an area where water has accumulated. Depending on the nature of the emergency, electrical wiring may be exposed, water may be contaminated with sewage, lights may be out and there could be clutter on the floor.  Before entering a potentially dangerous area, wait for confirmation from the Recovery Team Leader or campus authorities (e.g.,  Physical Plant, Police, Fire Marshals, or Environmental Health and Safety) that area has been determined safe for entry.  

If area can be entered, staff should wear appropriate protective clothing (e.g. waterproof boots, gloves, aprons). Flashlights should be used when necessary. These and other recovery supplies and materials are listed in Appendix III.  Richie Feinberg and David Weiner and other designated Recovery Team Members will be responsible for delivering supplies to the affected site. 
Emergency Manual Page 10
RECOVERY PROCEDURES FOR WET BOOKS (CONTINUED)
2. If area can be safely entered,  and if leak is persistent,  plastic sheeting should be hung over top of shelving to divert water from stacks and materials. Sheeting should extend to the floor and duct tape used to connect sections of sheeting. If this task proves too difficult to perform, wait for Recovery Team.  (Plastic Sheeting and tape may be stored in affected area (see Appendix III) or will be delivered upon request by Recovery Team members.

If some  books do not need to be covered in sheeting but are in danger of being splattered by dripping water, remove these to a dry, safe area. (See step 6).

3.  Recovery Team Members will enter area and make an evaluation of the nature and extent of damage. The Recovery Team Leader (or designate) will call Munters 

(1-800-686-8377) and report findings.

4. Depending on Munters’ recommendation, the following actions may be taken:

a) If Munters can come within 4 to 6 hours, Recovery Team members and assistants will begin packing books for Munters to take away.

b) If Munters can assist, but not before 4 to 6 hours, books should be packed and readied for freezing in the Preservation Dept. freezer or elsewhere on campus.

c) The magnitude of damage may be significant enough that Munters recommends no action be taken until they arrive.

5. If water continues to flow into area, try to protect collections while awaiting assistance.  If water is coming from above, get plastic sheeting and use it to cover stack ranges and shelves. If water is coming in on the floor,  get book carts and remove materials from affected area, beginning with lower shelves, and move them to a safe location not subject to flooding.
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RECOVERY PROCEDURES FOR WET BOOKS (CONTINUED)
6.  Prepare safe location.  Use tables if they are available. Cover tables with sheets of plastic. Have unprinted newsprint handy for blotting and absorbing excess moisture. Lay books flat on table but not piled on one another. Or line them up vertically, side to side, with blotter or wax paper between.

7. Once wet books begin arriving in safe location, crating may begin. Recovery Team members and assistants will be assigned to different tasks. Some will be primarily responsible for delivering books from affected area to safe area. Other team members will work on crating and shipping books out of library.

8. Because a large number of books may be involved, recording each book’s call number may not be possible. At the very least, books should be placed in crates in as close  to call number order as possible. Using markers and self-adhesive labels, each crate should be identified to reflect the range of call numbers contained within.

9. Before placing a book in a crate, wrap it in wax paper. Place each book spine down in a single row on the bottom of the crate. Approximately 15 books will fit in a crate. Crates will weigh about 50 lbs. after loading. Do not overpack or too tightly pack crates because books will expand while being frozen.


This arrangement is important to follow because too much weight or pressure can cause permanent deformities in book’s structure. 

Also, over packing can make crates too heavy to lift.

Do not attempt to reshape or force wet books open as this will cause harmful distortion and further mechanical damage.

Do not remove damaged covers. Books will be rebound or treated after drying.
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RECOVERY PROCEDURES FOR WET BOOKS (CONTINUED)
10. Recovery Team Leader or designate will contact Dennis Lestrange of Campus Food Services (2-4367; or his beeper– 1-800-724-3624, PIN 1564048; or his operations manager, Evan Kennedy, 2-4365) if a large amount of freezer space is needed. Lestrange will authorize our use of freezer storage on campus and notify his staff of our need and imminent use.

11. Recovery Team members will cart or drive packed books to these freezer locations.  Delivery people should record the crates (by call number range) and the location of their drop-off point.

Stabilizing affected library area:
12. The Recovery Team will determine if the affected library area can be effectively dried out and stabilized with the personnel, equipment, and supply resources at its disposal. If it is decided that the Team and assistants can make a contribution toward stabilization, follow steps 13 to 15.

13. To dry out area and shelving, attempt to reduce temperature and humidity in affected area by mopping up or wet-vacuuming water. In winter, with the assistance of the building manager and physical plant personnel, turn off  heat in area. In summer, air conditioning should contribute to reducing temperature and humidity. 

14.  Create maximum airflow through affected area by opening doors and windows.  As many fans as can be acquired will be set up to create a current of air. Dehumidifiers and fans can be used together.  (If air conditioning seems effective, do not open windows or doors leading directly  to outside air.)

15. When the time seems appropriate, affected shelving should be inspected and treated. Shelves should be free of rust, dirt, dust, and mold. Shelves may be vacuumed or wiped with a cloth treated with Endust or Lysol spray.  Shelves with rust deposits should be replaced.

16. The Preservation Librarian will keep selectors apprized of collections that have been affected and the treatment they are receiving.
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RESPONSES TO FIRE AND POTENTIAL FIRE EMERGENCIES
These guidelines are divided into three sections:

1. General Instructions to Library Safety Wardens (page 14)

2. Building Evacuation During Fire Drills or Actual Fire Events (pages 15 – 16)

3. Fire Damaged Books – Recovery Procedures  (pages 17 – 18)
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GENERAL INSTRUCTIONS TO LIBRARY SAFETY WARDENS
 1. Library Safety Wardens are library personnel who assist  fire marshals, Police, and the building manager during a fire drill or emergency.

2. Wardens are responsible for clearing their areas of all occupants and directing them to the nearest safe exit after assessing their own safety and the safety of the facility

3. Wardens should not attempt to extinguish a fire unless they have received training in doing so.

4. Safety Wardens should be familiar with the locations of fire alarms in their departments, as well as the location of a primary exit and the next best alternate exit, and safe areas in stairwells where disabled patrons and staff can await evacuation to ground floor exits .

5. If safe to do so, Wardens should check carrels, bathrooms, and enclosed offices, to make sure people are out of those areas. After checking, make sure doors in each area are closed (not locked).

6. Wardens should try to facilitate immediate and efficient evacuation of the building. They can encourage others to promptly leave and not  unnecessarily delay (e.g., with packing their bags, returning to another area to retrieve personal belongings, or refusing to leave altogether). Wardens should not risk their own safety or the safety of others because of the uncooperative actions of another. Patrons and staff who do not heed warnings are responsible for their own behavior. When possible, inform police and fire marshals of anyone remaining in the building.

7. Once outside the building, Wardens should discourage patrons and staff from prematurely reentering the building. Reentry should await  specific instruction from authorities (e.g., fire marshal, university police, or the building manager), or the termination of the ringing alarm.
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BUILDING EVACUATION PROCEDURES:
Library Safety Wardens will need to make a determination as to whether they are in Situation A (danger not immediate) or Situation B (danger is immediate). Then follow procedures below.

Situation A. If evacuation of the building is required but the DANGER IS NOT IMMEDIATE, do the following:

1. Get your two-way radio and turn it on.

2. Instruct people to proceed quietly and calmly down staircases to exits on ground level.

3. Check isolated areas if safe to do so (e.g., bathrooms, carrels), to make sure people have evacuated. Close all doors but LEAVE DOORS LEADING OUT OF PUBLIC AREAS UNLOCKED FROM THE INSIDE so that anyone lagging behind may still evacuate.

4.  Follow special procedures for disabled staff and patrons. See Appendix II.

5. When your area is cleared, announce this over your radio (e.g., “this is Lorraine; the second floor core is now clear and I am leaving the building.) Keep any announcements to a minimum after that. Listen for announcements from the building manager.

6.  Once exiting building, wardens should go to designated locations. No one should re-enter building until official all-clear has been given by fire marshals, university police, or building manager or the alarms have stopped ringing.
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Situation B. If you discover or suspect a fire in your area (i.e., DANGER IS IMMEDIATE), do the following:

1. Stay calm. 

2. If alarm is not sounding, Pull closest alarm or have someone do so.

3. Get your two-way radio.

4. Instruct people as follows:

a. Proceed to the nearest stairwell emergency exit. Be aware of alternate stairwells in case primary one is not safe.

b. DO NOT USE ELEVATORS    

c. Close doors after leaving a room. Do not lock doors.

4. Before entering an area through a closed door, touch the door surface to see if it is warm. If it is warm, exit another way. If it is cool, open it slowly. If  there is smoke, close the door and exit another way. 

5. Once exiting, encourage all to safely distance themselves from the building. 

6. Announce over your radio that your area is cleared and you are out of the building. 

7. Discourage any reentry until official word of safety is given or alarm stops ringing.

6. Special procedures will need to be followed for disabled staff and patrons. See Appendix II. 
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RECOVERY PROCEDURES FOR FIRE DAMAGED BOOKS
Recovery Team members will enter area that was affected by fire when they are given clearance to do so by the Fire Marshal or other designated authority. Staff involved in this recovery effort should be equipped with protective clothing such as plastic gloves, aprons, boots, and comfort masks. 

PROCEDURES:
In the aftermath of a fire, affected books will show various forms of damage.

Books that are only wet and not fire damaged should be treated following procedures outlined in sections 1 and 2 on pages 1 - 9.

Books that are damaged beyond repair should be prepared for discarding. These volumes can be placed in boxes or garbage bags and taken out of the area where they can be inventoried before final disposal. A Recovery Team Member will be designated  to work with the Director of Technical Services and Collections and the Cataloging Dept. during the withdrawal process.
Books that are both fire damaged and wet should be evaluated by Recovery Team members so that recommendations can be made for treatment or discarding. If decisions on these volumes cannot be made within 48 hours, they will need to be discarded because of the likelihood of mold growth.
Bound volumes that are not wet but charred, smoke damaged, or deposited with soot should be carted out of the area and safely stored while they await treatment decisions. Some damage may be corrected in the Preservation Dept. (e.g., trimming fore-edges of text blocks, soot  removal with special latex sponges (see below),  removal of damaged book covers).

Books that contain pages that are charred along the edges may be saved if the pages have not become too brittle during heat exposure. After evaluation in a safe area, these volumes can be delivered to the Preservation Dept. to be prepared for shipping to Bridgeport National Bindery for trimming and rebinding. 
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RECOVERY PROCEDURES FOR FIRE DAMAGED BOOKS 

(CONTINUED)


Books that have been exposed to fire and smoke may show no signs of damage until they are carefully examined. For instance, high temperatures radiating into an area can cause books to become very brittle. Therefore, books outside the immediate fire damage boundary should be checked for less obvious forms of damage. Books that are identified as embrittled will not be able to survive the process of rebinding. When rebinding is not an option, the Preservation Dept. and  Selectors will  make recommendations on preservation reformatting or purchasing in-print replacements. Embrittled volumes should be delivered to a safe location for these decisions. 

Special Collections Materials that have been fire damaged should be evaluated by a conservator before being treated. These volumes should be removed to a safe and secure area while awaiting evaluation.
Smoke Odor Removal – Volumes appearing to need this treatment should be evaluated by a conservator for recommendations. 
Smoke and Soot Removal
If the only damage to books and papers is soot on the outside, it may be possible to remove most of it by cleaning with a special latex (dry) sponge, available in the Preservation Dept. The sponges can be cut down to fit the cleaner’s hand and can be washed and reused several times.

To clean a book, hold the book tightly closed. Use a gently stroking motion in one direction away from the spine toward the fore-edge on the head and/or tail, and the same kind of technique on the fore-edge, spine and covers. Continue wiping until no more soot or debris can be removed without damaging the surface area.

Wear protective gear (e.g., disposable gloves, comfort masks, aprons, boots, etc.)
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Appendix I

NAMES AND NUMBERS
APPENDIX I
University Police and Fire Marshals–333; Ambulance–333

Emergency Response Coordinator   Richie Feinberg 2-9960 or 2-7109; 751-1302 (Home)


Additional Contacts


Office Number


Christian Filstrup, Director

2-7100






Sherry Chang, Asst. Director

2-7100, 2-7145




Dan Kinney, Asst. Director

2-7100




Jim La Piano, Bldg. Manager

2-7100




Maryanne Vigneaux, Admin. Off.       2-7100         

Richard Feinberg, Preservation
2-9960, 2-7109


Josephine Castronuovo, Preservation 2-7109




David Weiner, Circulation

2-7115




Dave Bolotine, Cataloging

 2-7137




Godlind Johnson, NRR

2-9962




Helene Volat, CRR


2-7110, 29962



Kristen Nyitray, Spec. Coll.

2-7119




Jason Torre, Spec. Coll.

2-7119





Gisele Glover, Music Library

2-7097
Science Librarians:
Sherry Chang, Math/Physics, Chem.
2-7100, 2-7145





Godlind Johnson, NRR

2-7148



Gulnara Shafikova, Comp. Sci.
2-7100, 2-7628
Appendix I
Emergency Response Services

Number of  Person or Agency
University Police and Fire Assistance 
333 (From cell phone: 632-3333) 

Ambulance




333





Computer Damage



2-1479 (Raul); 2-9939 (Eric); 2-1684 (Mickey)

2-9800 or Supportteam@notes (Client Support)

Conservator Advice



Northeast Document Conservation Center 

978-470-1010 (24 hrs./every day)

Custodial Service (in-house)


2-7100, (Jim LaPiano); Ramona, 733-9984 (pager); Cynthia Toomey, 2-6679; 2-6274; pager:733-9937;  Terry Theisen, Campus Cust. Manager, 2-6697; Custodian pagers:733-9984; 733-9942.

Custodial (emergency and  odd hours)
2-6400 (Physical Plant) Robert Blaist, 2-6452

Facilities Maintenance (Electric, Plumbing
2-6400 (Physical Plant)

Carpentry, Heat, Air Conditioning, etc.)

Environmental Health and Safety

333 (in an emergency) Main office: 2-6410

Fire 





333 (From cell phone: 632-3333)

Fire Marshals




2-9678; Main office: 2-6410

Freezers




2-7109 (Preservation Dept.)

2-4367 (Food Services, Dennis LeStrange;

Evan Kennedy, Operations Hd., 2-4365; Billy Sallustro, Asst. Hd., 2-6597)

Freeze-dry Services



Munters

1-800-686-8377 toll free (Joe Weitz)

Procurement (Purchasing)


2-6225 (James Fabian, Director)

Appendix II
SPECIAL EVACUATION PROCEDURES FOR DISABLED PATRONS
APPENDIX II

For Wheelchair or Walker Assisted:

1. Accompany the patron to appropriate stairwell exit, or delegate someone to do so.

2. For the patron’s safety, enter the stairwell exit only when crowd has thinned.

3. Consult with patron regarding best method of assistance.

4. If patron cannot be evacuated to the outside of building, leave patron in a safe place within the stairwell. Assure patron that emergency personnel will be coming.

5. Find police or fire personnel and inform them of disabled patron’s location.

For Visually Impaired:

1. Accompany patron to appropriate stairwell exit, offering your arm to guide them.

2. If there is a guide dog, it will not interfere with your attempts to assist the patron. Let the dog follow or ask the patron to bring it on a leash.

3. For the patron’s safety, enter the stairwell exit only when crowd has thinned. 

4. Accompany patron to a place of safety outside the building.

For Hearing Impaired:

1. Communicate the need to evacuate the building to the patron by speaking slowly (to allow lip reading), by writing a note, or by sign language.

2. If patron needs assistance, help person to a safe place outside the building.

3. Be sure to check areas where there are no visual emergency signs (e.g., study carrels, bathrooms).

Appendix III

SUPPLIES AND EQUIPMENT FOR EMERGENCIES

WITH LOCATIONS 
APPENDIX III

Plastic Sheeting (Preservation Storage Room; often stored in individual locations as well)

Writing Pens (Preservation Storage Room)

Pads of Paper (Preservation Storage Room)

Labeling Pens (Preservation Storage Room)

Self-Adhesive Labels (Preservation Storage Room)

Plastic Crates (Preservation Dept.)

Fans (Preservation Dept; and often in individual locations)

Dehumidifier (Preservation Storage Room)

Large Trash Bags and Garbage Can (Preservation Storage Room)

Sponges (Preservation Storage Room)

Unprinted Paper Towels (Preservation Storage Room)

Plain Newsprint for Blotting (Preservation Storage Room)

Waterproof coverings for shoes (Preservation Storage Room)

Aprons (Preservation Storage Room)

Mop and Bucket (Preservation Storage Room)

Plastic Gloves (Preservation Storage Room)

Face Masks (Preservation Storage Room)

Large Broom and Dust Pan (Preservation Storage Room)

Flashlights and Batteries (Preservation Storage Room)

Appendix VI
RECOVERY TEAM RESPONSIBILITIES
APPENDIX VI
(some members may have more than one assignment)

a. Recovery Team Leader: ensures smooth work flow, alleviates bottlenecks, troubleshoots

b. Crate Assembler: moves crates to affected site and sets them up

c. Retriever: removes materials from shelves, cabinets, floors, etc. and delivers to treatment table

d. Recorder: makes a written record of books’ call numbers before packing

e. Cutter; cuts wax paper to appropriate sizes

f. Wrapper/Packer: wraps books and places them properly in crates

g. Transporter: delivers books to freezer sites in library and across campus

h.  Information Coordinator: facilitates communication among members using two way radios; keeps library administrators informed; informs Team Leader of field problems

i. Nutritionist: makes coffee, brings in food and refreshments for sustenance of team members

Appendix IV

FIRE PREVENTION PROCEDURES

APPENDIX IV

  Appendix V
   BUILDING PREVENTIVE MAINTENANCE PRACTICES

APPENDIX V

Appendix VII

EVACUATION PROCEDURES

APPENDIX VII
See following pages for:
North Reading Room

Central Reading Room           SEE PRINTED EMERGENCY MANUAL FOR THESE
Music Library

Stacks

Appendix VIII
TWO-WAY RADIO OPERATION

APPENDIX VIII

SEE PRINTED EMERGENCY MANUAL
