IT Disaster Recovery
Waster & Fire Damage Checklists
WATER DAMAGE

Step 1. Seek the advice and help of conservators with experience in salvaging the type of water-damaged materials involved as soon as possible. (Book and paper, photographic, art, etc.)

Step 2. Turn off heat and create free circulation of air.

Step 3. Keep fans and air-conditioning on at night, except when a fungicidal fogging operation is in process, because a constant flow of air is necessary to reduce the threat of mold.

Step 4. Brief each worker carefully before salvage operations begin, giving full information on the dangers of proceeding except as directed.  Emphasize the seriousness of timing and the priorities and aims of the whole operation.  Instruct workers on means of recognizing manuscripts, materials with water-soluble components, leather and vellum bindings, materials printed on coated paper stock, and photographic materials.

Step 5. Do not allow workers to attempt restoration of any items on site.  

Step 6. Carry out all cleaning operations, whether outside the building or in controlled-environment rooms, by washing gently with fresh, cold running water and soft cellulose sponges to aid in the release of mud and filth.  Use sponges with a dabbing motion; do not rub.  These instructions do not apply to materials with water-soluble components (especially photographs).  Except for photographs, such materials should be frozen as quickly as possible.  Photographs should be placed in a water bath and sent to a conservator for action within 24 hours.

Step 7. Do not attempt to open a wet book.  (Wet paper is very weak and will tear at a touch. One tear costs at least one dollar to mend!)  Hold a book firmly closed when cleaning, especially when washing or sponging.  A closed book is highly resistant to impregnation and damage.

Step 8. Do not attempt to separate single-sheet materials unless they are supported on polyester film or fabric.

Step 9. Do not attempt to remove all mud by sponging.  Mud is best removed from clothes when dry; this is also true of library materials.

Step 10. Do not remove covers from books, as they will help to support the books during drying.  When partially dry, books may be hung over nylon lines to finish drying.  Do not hang books from lines while they are very wet because the weight will cause damage to the inside folds of the sections.

Step 11. Do not press books and documents mechanically when they are water soaked.  This can force mud into the paper and subject the materials to stresses which will damage their structures.

Step 12. Use soft pencils for making notes on slips of paper but do not attempt to write on wet paper or other artifacts.

Step 13. Clean, white blotter paper, white paper towels, strong toilet paper, and unprinted newsprint paper may be used for interleaving in the drying process.  When nothing better is available, all but the color sections of printed newspapers may be used.  Great care must be taken to avoid rubbing the inked surface of the newspaper over the material being dried; otherwise some offsetting of the ink may occur.

Step 14. Under no circumstance should newly dried materials be packed in boxes and left without attention for more than a few days.

Step 15. Do not use bleaches, detergents, water-soluble fungicides, wire staples, paper or bulldog clips, adhesive tape, or adhesives of any kind.  Never use felt-tipped fiber or ballpoint pens or any marking device on wet paper.  Never use colored blotting paper or colored paper of any kind to dry books and other documents.

FIRE DAMAGE

Step 1. Prior to an emergency, contact the local fire Marshal and develop emergency procedures that will allow damaged materials to be removed at the earliest opportunity.

Step 2. Contact a bonafide disaster recovery company experienced in fire restorations.  Under no circumstances should control of the project be relinquished to an outside vendor.  Control must be vested in the Archivist or other responsible professional employed by the library.

Step 3. Treat all materials for water damage first (as above).

Step 4. Treat smoke damaged (dry) materials by initially airing then send to a conservation lab for ozone treatment.

Step 5. Treat burned materials extremely carefully, providing extra support using polyester webbing (screen) and transport to a conservation lab.

Step 6. Monitor the cleanup of the facility to assure its restoration to original standards. Return restored and undamaged materials to the facility only after it has been certified by the vendor as ready for use. 

