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Section I. -- PREVENTION 

1.1 Awareness 

1.1.1 General Building Safety Awareness 

o All staff and student workers should be knowledgeable of the building, its exits, fire alarms, fire 
extinguishers, emergency telephones, and panic alarms. 

o Be aware that during an emergency, an alternate evacuation route may need to be taken. 
o Staff and student workers should report all incidents and possible safety concerns to Library 

Administration. 
 

1.1.2 Prevention of Water Damage 

o Prevention begins with awareness. Be aware of areas of the building that have had problems in 
the past: 

o Second floor windows 

http://www.nedcc.org/home.php
https://www.nedcc.org/free-resources/preservation-leaflets/2.-the-environment/2.1-temperature,-relative-humidity,-light,-and-air-quality-basic-guidelines-for-preservation
https://www.nedcc.org/free-resources/preservation-leaflets/2.-the-environment/2.1-temperature,-relative-humidity,-light,-and-air-quality-basic-guidelines-for-preservation
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o Prevention begins with awareness. Be aware of what mold looks like and report to your 
supervisor if you find something questionable. 

o Add info from Marleen, or does that belong in the Response section? 

1.1.5 Public Safety  

o Prevention begins with awareness. Be aware of individuals within the building. 
o Always report suspicious activity to your supervisor. 
o Use the library blog to notify others when there is suspicious activity, especially during the 

evenings, as some staff are alone in their in work spaces.  
o Members of the public are not allowed in any of the 24 hour spaces after the building closes. 

 

Section II. – RESPONSE  

2.1 University Police – General Emergency Response  

Do not hesitate to call University Police in case of an emergency. 

University Police Dispatcher: 570-941-7777. It is recommended that you add this number to your cell 

phone for easy reference. 

The University’s Emergency Response Plan can be retrieved at the link below, in the left menu under 

Emergency Response Procedures: https://www.scranton.edu/about/university-police/index.shtml 

/about/university-police/index.shtml
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¶ Proceed to the designated Rally Point (Founder’s Green) 

¶ Coordinators should perform a count of all the people in your area, including student workers. If 
someone is not accounted for, immediately notify Library Administration.  

¶ Do not return to the building until directed by University Police. 
 

2.2 Library Specific Emergency Response (meant to compliment the Emergency Desk 

Reference Document issued by Univ. Police.) (note that this info is also a separate 

document and needs to match any edits) 

Library Faculty & Staff should report all incidents and safety concerns to 
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please contact the Dean or the Associate Dean. If the decision is made to close the library, please let 
your supervisor know (for timecard purposes). 
 
Public Safety 

o Be aware that there is an online Library Security Report form available at 
https://href.li/?https://www.jotform.com/form/92678034362158 for reporting incidents. The text 
about the type of incidents to report is reproduced below: 

 

 
  

https://href.li/?https://www.jotform.com/form/92678034362158
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2.3 Emergency Instructions 

2.3.1 Water Leaks or Flooding 

o Immediately contact Facilities (x7416) or University Police (x7777) and have them page library 
maintenance to the problem areas. 

o If possible, determine the source of the water leak.  
o When maintenance arrives explain to them the situation. 
o Notify Library Administration ASAP. 

 
If water is contaminated (e.g. sewage water), then professional assistance will be needed. 
If you are certain the water is clean, then you can protect the collections from further damage as 

appropriate by: 
o Moving wet or vulnerable items to a dry, secure location nearby.  
o Protect collections by covering them with plastic sheeting. Rolls of plastic are stored in the 

basement closet, the 1st floor closet by the entrance to Technical Services, and in the 2nd floor 
Research and Instruction closet.  

2.3.2 Mold (needs work – maybe Marleen’s info here and not in prevention?) 

If you discover mold: 

o Find the source of the mold, if possible. Normally this would be moisture in the form of a leak, 
but high humidity, poor air circulation, and condensation are also common causes.  

o The environment may need to be modified so that it is no longer conducive to mold growth.  
Facilities and Operations should stop any leaks, remove standing water, and/or bring in 
dehumidifiers to reduce humidity. The climate should be below 70 degrees Fahrenheit and 50 

https://www.nedcc.org/free-resources/preservation-leaflets/3.-emergency-management/3.8-emergency-salvage-of-moldy-books-and-paper
https://www.nedcc.org/free-resources/preservation-leaflets/3.-emergency-management/3.8-emergency-salvage-of-moldy-books-and-paper
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2.5.1 Assess the Damage 

o Determine the extent of the damage 
o What kind of damage is it (e.g., water, fire, smoke)? 
o If there is water damage, what kind is it (e.g., clean, dirty, rain, river, sewer)? 
o How serious is the damage?   
o How many and what type of materials are affected (e.g., general collections, local history 

materials, audio/visual materials, computers and data, plain paper, coated paper)?   
o Take photographs or video.  
o Fill out a 
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Appendix C includes a list of companies specializing in collections recovery. There are a small number 

of companies nationwide that have experience working with cultural institutions to recover buildings 

and collections. These companies provide a range of services, from building dehumidification, to 

vacuum freeze-drying, to mold remediation. If you are faced with a significant disaster, it is likely that 

the university will need to contact one of them for assistance.  

SECTION III: RECOVERY 

3.1 General Salvage Procedures 

This section provides general background information on salvage techniques for water, mold, and fire-

damaged collections.  

3.1.1 Freezing (for Local Freezing Companies see Appendix C) 

If wet materials cannot be dried within 48-72 hours, they should be frozen because they are at risk of 

developing mold, particularly if there is high humidity. Freezing wet materials also stabilizes them, 

keeping water damage from worsening. Water causes a variety of damage to paper-based collections: 

book bindings and pages swell and distort, pages and documents cockle, water-soluble inks can bleed, 

and coated papers begin to adhere to each other as soon as the volumes begin to dry. However, once wet 

collections are frozen, no additional damage occurs. Thus, if freezing occurs quickly there is less 

physical damage and more chance that the materials can be salvaged rather than replaced.  

It is difficult to transfer wet collections directly to a salvage company for freezing quickly enough to 

prevent mold and minimize water damage, since there are only a few of these companies nationwide. In 

addition, institutions often require time to make decisions about what should be done and allocate 

funding for salvage. Thus, it is usually best to freeze collections locally, even if they will ultimately be 

sent to a salvage company to be vacuum freeze dried. A commercial blast freezer will provide the best 

results; materials should be frozen at -10 degrees Fahrenheit or lower.  

Be aware, however, that not all paper-based materials can be frozen. The Salvage of Specific Media 

section indicates which materials should not be frozen. In general, bound volumes and paper records can 

be frozen. If necessary, most photographic materials can be frozen, although it is better to dry them 

immediately. Cased photographs (such as daguerreotypes, ambrotypes, tintypes) should never be frozen. 

If there is no local freezer facility available (due to a widespread disaster or other reason), a refrigerated 

truck may be needed to transport materials to the nearest freezer facility. A refrigerated truck will not 

freeze the collections, but it may keep them cool enough to avoid mold growth. Cold storage units can 

also be rented. 

3.1.2 Drying Options 

There are several options for drying wet collections. The method chosen will depend on the extent of the 

damage to collections and to the building, the amount of material involved, the rarity/scarcity of the 

damaged material, the number of staff or others available to provide assistance, and the funding 

available for salvage. If you choose to contract out for drying services, it is important to put a contract in 

place with the vendor.  
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A general summary of the drying options is provided here to assist your institution in making decisions. 

Remember that no drying method will undo the damage that has already been done, however. The 

materials will not look better after drying than they looked before drying began. However, some drying 
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have taken place. The number of items that can be treated with dehumidification is limited only 

by the amount of equipment available and the expertise of the equipment operators. This method 

has the advantage of leaving the materials in place on the shelves and in storage boxes, 

eliminating the costly, time-consuming step of moving them to a freezer or vacuum chamber.  

3.1.3 Packing  

Whether collections are to be moved to another location for immediate air-drying or transported to a 

local freezer or commercial drying facility, the materials will need to be properly packed and the 

location/transport of all items will need to be documented.  

The order for packing collections will depend on the extent of the damage and the institution’s salvage 

priorities. If collections will be frozen and vacuum-freeze dried, it is usually best to begin with the 

wettest materials first so that they can be frozen quickly. If only air-drying will be possible, however, it 

is better to begin with the collections that are the least damaged and most easily salvaged.  

If sufficient staffing is available, one or more packing crews should be put together. The packing crew 

would consist of a crew leader, box assembler, retriever of collections, wrapper, packer, sealer, record-

keeper, and transporter. Book trucks, handcarts, or dollies can be used to move packed materials within 

the building.  

Materials can be placed in cardboard boxes, milk crates, Rescubes, or other containers as appropriate. If 

cardboard boxes are used—they should be no larger than 1.5 cubic feet, they should be lined with 

heavy-duty trash bags to prevent them from becoming wet, and they should never be stacked more than 
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3.1.4 Documentation 

It is essential to document where collections were moved and what was done with them. This 

documentation allows the institution to keep track of which collections were damaged and where they 

have been taken. It will also be needed for insurance purposes. Both written and photographic 

documentation should be maintained. Forms that will assist in documentation are provided in Appendix 

D: Record-Keeping Forms.  

In general, all boxes or other containers should be labeled on all four sides. The contents should be 

described as appropriate (e.g., by shelf range, call number, cabinet, drawer, record group, series). It is 

also helpful to indicate the quantity of material, the type of damage, the priority ranking of the material, 

and the destination of the container (e.g., freezer, air-drying). Alternatively, each container can be given 

a brief designation (e.g., floor/section and box number) and the Packing and Inventory forms can be 

used to record the detailed information described above.  

3.1.5 Fire Damage 

Collections that have been involved in a fire often also suffer water damage, which has been addressed 

above. Problems that result specifically from fire include charring (either completely or just around the 

edges), smoke or soot deposits, and smoke odor.  

If collections have been charred but are still readable, they can be microfilmed or photocopied if they are 

of value, but great care must be exercised because the paper may be extremely brittle. Bound volumes 

that have been smoke-damaged or charred only around the edges can be sent to a library binder for 

trimming and rebinding. General materials with smoke or soot deposits on the edges can also be sent to 

a library binder for trimming, or they can be cleaned in-house using natural latex sponges to remove the 

deposits. Any rare, archival, or special collections materials should not be cleaned this way, however; a 

conservator should evaluate them.  

For collections with a residual smoke odor, there are professional companies that specialize in 

deodorization. Treatment in an ozone chamber will reduce the odor, but ozone is a powerful oxidizing 

agent that accelerates the aging of paper, so it should not be used on archival or other intrinsically 

valuable materials. Another possibility is to use storage boxes that incorporate zeolites; these have been 

shown to be effective in odor reduction.  

3.2 Salvage of Specific Media 

Following are very basic initial salvage instructions for the types of material found in your collections. 

Please note that detailed instructions are not provided here.  

3.2.1 Archival Materials 

Documents with stable media should be frozen or dried within 48 hours. They can be air-dried or 

vacuum freeze dried. Do not separate single sheets. Pick up files by their folders, interleave between 

folders every two inches with freezer paper, and pack in milk crates or cartons, filling them three 

quarters full. If it is known from the outset that the records will be vacuum freeze dried, interleaving is 

not necessary.  
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Documents with soluble inks (felt pens, colored pens, ball point pen) should be dried or frozen 

immediately. Do not blot the surface. Interleave between folders with freezer paper and pack in milk 
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(if many books are involved) until they can be thawed and air-dried. Do not open or close wet books, 

and do not remove the covers. To pack them for freezing, separate with freezer paper and pack spine 

down in a milk crate or cardboard box, filling the box only one layer deep. 

Air-dry within 48 hours if they have paper boxes and labels. Keep magnetic tapes wet until they can be 

air-dried so that contaminants will not dry onto the tape. Tapes can stay wet in cold clean water for 

several days. Do not freeze magnetic tapes because the tape can stretch and lubricants can migrate out. 

To pack, keep tapes wet in plastic bags. Pack vertically in plastic crates or tubs.  

3.2.5 Microfiche & Microfilm 

Microfiche should be frozen or dried within 48 hours. They should be air-dried immediately or thawed 

later and air-dried. To pack, interleave between envelopes and pack in milk crates.  

Microfilm rolls should be rewashed and dried within 48 hours by a microfilm processor. Do not remove 

the film from the boxes; hold the boxes (and labels) together with rubber bands. Keep film wet. Wrap 

five cartons of film into a block with plastic wrap. Pack the blocks into a cardboard box lined with 

garbage bags.  

Microfilm strips in jackets should be frozen or dried within 48 hours. They should be air-dried 

immediately or thawed later and air-dried. To pack, keep wet and pack in plastic bags inside a pail or 

box.  

Aperture cards should be frozen or dried within 48 hours. They should be air-dried immediately or 

thawed later and air-dried. To pack, keep wet and pack in plastic bags inside boxes.  

3.2.6 Newspapers 

Bound or loose newspapers should be frozen or dried within 48 hours. They can be air-dried or vacuum 

freeze dried. Pack oversize materials flat.  

3.2.7 Objects 

In general, when air drying, raise items off the floor on trestles, pallets, or lumber to allow air to 

circulate underneath the items. Sponges, clean towels, paper towels, or unprinted newsprint may be used 

to absorb excess moisture. Exchange wet for dry blotting material at least daily until items are dry. 

Check daily for mold growth. 

Drying of wood furniture should begin within 48 hours to prevent mold growth. Wooden objects should 

be dried slowly, since fast drying can cause irreversible damage. In general, rinse and/or sponge surfaces 

gently to clean, blot, and air dry slowly. Inspect painted surfaces to identify blistered or flaking paint. 

Do not try to remove dirt or moisture; air dry slowly. Veneer should be held in place with weights or 

clamps while drying, but be sure to provide a protective layer between the weight and the veneer. 

Polychromed objects require immediate attention; consult a conservator.  

Drying of upholstered furniture should also begin within 48 hours to prevent mold growth, and these 

items should also be dried slowly. Rinse off mud and remove cushions and other removable pieces. 

Wrap upholstered items in cloths (e.g., sheets, towels) to air dry and replace the cloths as they become 

damp. Wood parts should be blotted and air dried slowly.  



18 | WML DISASTER PREPAREDNESS PLAN 

Many ceramics generally will suffer little damage from short-term exposure to water, but there are 

exceptions. It is important to identify the type of ceramic and consult a conservator before drying, as 

procedures can vary. If the ceramic is broken, cracked, or has mineral deposits or old repairs, place it in 

a clean, transparent polyethylene bag until it can be treated. Seal the bag and monitor it frequently for 

mold growth.  

If a stone object has a smooth surface, blot it gently and air-dry. If the object has a rough surface or an 

applied finish, do not blot it. Air-dry it on a plastic screen or clean towel.  

Metal objects can be rinsed and/or sponged and blotted, then air dried. If the object has an applied finish, 

do not blot or clean it. Air-dry it and keep any flaking surfaces horizontal.  

3.2.8 Paintings 

Air dry immediately. Tilt the painting to drain off excess water, and carry it horizontally to a work area. 

If you cannot hold it horizontally, carry it facing toward you, holding the side of the frame with the 

palms of your hands. Two people should carry larger paintings. Carefully remove paintings from frames 

in a safe, dry place. Do not separate paintings from their stretchers. Pack face up without touching the 

paint layer, and avoid direct sunlight. The order of removal and treatment is: first, the most highly 

valued; second, the least damaged; third, slightly damaged; and fourth, severely damaged. Consult a 

conservator for drying techniques.  

3.2.9 Photographs 

Albumen prints should be frozen or dried within 48 hours. They should be air-dried immediately or 

thawed and air-dried later. Do not touch the binder with bare hands. Interleave between groups of 

photographs with freezer paper.  

Matte and glossy collodion prints should be frozen or dried within 48 hours. They should be air-dried 

immediately, thawed and air-dried later, or vacuum freeze dried. Avoid abrasion. Do not touch the 

binder with bare hands.  

Carbon prints and Woodburytypes should be frozen or dried immediately. They should be air-dried 

or thawed and air-dried later. Handle them carefully, due to swelling of the binder. Pack horizontally.  
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with freezer paper and pack spine down in a milk crate or cardboard box. The box should be filled only 

one layer deep. 

Serials on coated paper should be frozen or dried immediately to prevent the pages from sticking 

together. Vacuum freeze drying is preferred, although air drying by fanning the pages and interleaving is 

possible. Do not open or close wet volumes, and do not separate the covers. Keep the items wet and 

pack them spine down in containers lined with garbage bags.  



https://ccaha.org/emergency-planning-response
https://www.nedcc.org/free-resources/disaster-assistance/
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Appendix B - IN-HOUSE SUPPLIES 

Frequency of inventory (Two times per year is recommended):  

Item Location(s) 

Book trucks, hand carts Circulation Services / Cataloging / ILL 

Brooms and dustpans Janitorial Closets 

Digital Camera Digital Services Technology Cabinet 

Extension cords (50 ft., grounded) Library Systems / Technology Support Center 

First aid kit Reference Communications Closet 

Flashlights (waterproof) 

 

 

 

 

 

“Otter box” (where is this located?) 

There are a total of 6 flashlights.  

1 at Guard’s desk 

1 at Circulation desk 

1 in the Basement near the Elevator 

1 at Reference desk 

1 in Systems 

1 stored in the disaster proof “Otter Box” 

Disaster proof box, contents: 

1 Flashlight, 1 Disposable Camera, 

1 Digital Hygrometer, nitrile gloves, 

dust masks, 1 first aid kit, and 

replacement batteries for flashlights 

Garbage bags, plastic (30 or 42 gallon) Janitorial closets 

Gloves (nitrile) Janitorial closets 

Mops Janitorial closets 

Pads of paper & clipboards Dean’s office  

Paper towels Janitorial closets 
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Appendix C -- EXTERNAL SUPPLIERS AND SERVICES  

C.1 Freezing Services 

Local freezer (1) – 

RL Gress Logistics 
992 N. South Rd 
Scranton, PA 18504 
570-346-7607 
https://rlslogistics.com/ 

 

Local freezer (2) – 

Linage Logistics 
229 Maple St. 
Scranton, PA 18505 
570-207-0219 
https://www.lineagelogistics.com/ 
 

Cold Storage Rental 
 

Polar Leasing 
4410 New Haven Avenue  
Fort Wayne, IN 46803 
Sales: (877) 260-7903 
https://polarleasing.com/ 

  

C.2 Collection Salvage Services  

There are a relatively small number of reputable companies experienced in salvaging collections (e.g., 

drying and cleaning buildings, wet books, documents, computer data, microfilm, and audio/video) for 

cultural institutions.  

American Freeze-Dry, Inc. 

Dr

https://rlslogistics.com/
https://www.lineagelogistics.com/
https://polarleasing.com/
https://www.americanfreezedry.com/
https://www.polygongroup.com/
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Appendix D -- RECORD KEEPING FORMS 
 

GENERAL INFORMATION 

The following basic forms have been provided to assist you in documenting any incidents that may 

damage your building and/or collections. Use them as is, modify them for your circumstances, or devise 

others as needed.  

Please consider keeping multiple photocopies of any forms that you anticipate using with your in-house 

disaster supplies since access to a photocopier may not be possible in an emergency. 
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D.2 Collection Incident Salvage Timeline Form 

 

Salvage method (e.g., air 

dry, freeze, vacuum 

freeze dry, professional 

conservation) 

Description of items Quantity of items Authorizing Person Date begun Date finished 
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D.3 Collection Incident Rehabilitation Timeline Form 

Date disaster area cleaned: ________________________________ 

By: __________________________________________________________________________ 

 

Rehabilitation/ 

disposition (e.g., 

discard, replace, 

microfilm, 
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Appendix E – Floor Plans 

 

E.1 First Floor 
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E.2 Second Floor 
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E.3 Third Floor 
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E.4 Fourth Floor 
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E.5 Fifth Floor 
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E.6 Basement 
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