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VAM Emergency Task Force Manual For Web
Section 1: Task Force Information
Task Force Structure and Roles of Task Force Members and Sites
Levels of Emergency
Emergency Supply List
Safety First! Tips on Staying Safe When Responding to an Emergency
Section 2: First on Scene/ Salvage at a Glance

Actions for the First Day After a Hurricane:
http://www.solinet.net/preservation/preservation templ.cfim?doc id=154

Emergency: If You're First
http://aic.stanford.edu/library/online/disaster/emrgncy.html

Salvage at a Glance Chart
http://palimpsest.stanford.edu/waac/wn/wn19/wn19-2/wn19-207.html

Salvage at a Glance, Part 1. Paper Based Collections
http://www.cr.nps.gov/museum/publications/conserveogram/21-04.pdf

Salvage at a Glance, Part 2: Non-Paper Based Archival Collections
http://www.cr.nps.gov/museum/publications/conserveogram/21-05.pdf

Salvage at a Glance, Part 3: Object Collections
http://www.cr.nps.gov/museum/publications/conserveogram/21-06.pdf

Salvage at a Glance, Part 4: Natural History Collections
http://www.cr.nps.gov/museum/publications/conserveogram/21-07.pdf

Salvage at a Glance, Part 5: Textiles
http://www.cr.nps.gov/museum/publications/conserveogram/21-08.pdf

Section 3: Articles on Salvage and Recovery

Recovering from Fire
http://www.chicora.org/fire.htm

Emergency Salvage of Wet Photographs
http://www.nedcc.org/plam3/tleaf38.htm

Drying Wet Books and Records
http://www.solinet.net/emplibfile/wetbooks.pdf
http://www.solinet.net/emplibfile/drytech.pdf
Decision Tree for Disaster Recovery



http://www.solinet.net/preservation/preservation_templ.cfm?doc_id=154
http://aic.stanford.edu/library/online/disaster/emrgncy.html
http://palimpsest.stanford.edu/waac/wn/wn19/wn19-2/wn19-207.html
http://www.cr.nps.gov/museum/publications/conserveogram/21-04.pdf
http://www.cr.nps.gov/museum/publications/conserveogram/21-05.pdf
http://www.cr.nps.gov/museum/publications/conserveogram/21-06.pdf
http://www.cr.nps.gov/museum/publications/conserveogram/21-07.pdf
http://www.cr.nps.gov/museum/publications/conserveogram/21-08.pdf
http://www.chicora.org/fire.htm
http://www.nedcc.org/plam3/tleaf38.htm
http://www.solinet.net/emplibfile/wetbooks.pdf
http://www.solinet.net/emplibfile/drytech.pdf

http://www.solinet.net/emplibfile/decisiontree.pdf

Salvaging Water-Damaged Textiles
http://aic.stanford.edu/library/online/disaster/txsalv.html

Tips & Techniques: Crisis Management for Dealing with the Public and Media
Section 4: Bibliography and Resources

Selected Bibliography
Section 5: VAM Emergency Task Force Blank Forms

Volunteer Information and Waiver Form (draft)

Site Assessment and Condition Form

Object Assessment Form


http://www.solinet.net/emplibfile/decisiontree.pdf
http://aic.stanford.edu/library/online/disaster/txsalv.html
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ROLE OF TASK FORCE MEMBERS

Triage Volunteers

These volunteers are willing to be mobilized within hours of the call from an
institution in need of assistance. These volunteers are most likely from the regions
immediately surrounding the affected institution (s). They will assist with immediate
response and triage of damaged items—helping move objects from damaged
areas, determining levels of damage for later salvage efforts.

Salvage Volunteers

These volunteers are mobilized within two to three days of an emergency situation,

and are often from areas farther from the affected region or institution. The main role
for these volunteers is to assist conservators and museum staff with preliminary salvage and
recovery efforts, including basic treatment (if requested and directed by  staff and
conservators).

RESPONSIBILITIES OF SITES

A site requesting assistance from the VAM Emergency Task Force needs to be prepared to
work with those volunteers once they arrive to help. The site should have a coordinator in
place to whom all volunteers will report. That coordinator will be responsible for the
following:

= Providing food and water to volunteers, and assisting them with finding
accommodations if needed (site not required to pay for accommodations)

» Providing appropriate direction to volunteers—volunteers will have general knowledge
of working with collections, but will need specific guidance with site-specific
information about collections and salvage priorities.

0 i.e. giving volunteers a copy of the enclosed “Site Assessment and Condition”
form, completed with site-specific details

= Ensuring a safe working environment for all volunteers

= Not placing any task force volunteer in a position that might cause them harm, or in a
position of leadership within the recovery operation—the volunteers are there to
provide HANDS—any decisions relating to the continuing operation of the institution,
or to the final disposition or treatment of damaged objects, must be made by
representatives of the institution
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Levels of Emergency

ISOLATED EMERGENCIES

Level One: One institution involved, only portion of institution affected by water, fire,
purposeful destruction of property, or storm damage. This level of emergency can
be handled by museum staff and board members; no need for outside assistance.

This level of emergency could include a leaking pipe, basement flooding, localized
fire with minimal damage, or graffiti.

Level Two: One institution involved, entire institution affected by flood, fire,
purposeful destruction of property, or storm damage. This level of emergency
requires assistance from outside volunteers and professionals from nearby
institutions, and may require the activation of the VAM Emergency Task Force.

This level of emergency could include fire and smoke damage, flooding of collections

spaces, major theft, a tree falling and destroying part of the building, or  collapse of part of
the building.

REGIONAL EMERGENCIES

Level Four: Multiple institutions involved, all affected by major natural disaster,

including tornado, hurricane or flood. Several institutions in need of similar

resources and recovery supplies. This level of emergency requires assistance from
volunteers and professionals from outside of the region, provided by the VAM

Emergency Task Force.
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EMERGENCY SUPPLY LIST

FOR SITES:

General Supplies

Uninked newsprint (for interleaving with wet papers)
Clean sheeting

Blotter paper

Toweling

Flashlights with extra batteries (also good idea to have chemical light
sticks)

Extension cords—grounded, rated for exterior use; surge protector
Work lights

Ladders

Mops, buckets, brooms, squeegees and sponges
Hand tools

Plastic garbage bags

Aprons

Tags and labels

Scissors

Pencils and waterproof markers

Writing Paper

Clipboards

Filament tape

Rubber gloves

Source of clean water/ bottled water

First aid kit, including eye wash kit

Nylon clothesline and plastic clothespins

Lysol or other fungicide

Shovel

Masks

Disposable wipes

Roll of “caution” tape

Collections Care/Archival Supplies

Equipment

Containers/ cartons for moving materials
Padding materials—bubble wrap or cloth



Wet/dry vacuum

Dehumidifiers

Camera and extra film or memory card (for recording damage)
Portable generator

Fans

Hygrometer

Walkie-Talkies

Dollie or hand truck

FOR TASK FORCE MEMBERS:

Canvas or leather work gloves
Latex gloves

Face mask

Head covering—hat, hard hat, cap
Cell phone

Safety glasses

Boots

Bottled water

Ideal: overalls or other work clothing
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SAFETY FIRST!

Tips on Staying Safe When Responding to an Emergency

1.

Always be prepared for several eventualities BEFORE you arrive at the scene of an
emergency—you may not have time later to find exactly the supplies you need. As
a volunteer on the Task Force, it is a good idea to have with you:

Safety glasses

Gloves (may need canvas or leather work gloves as well as latex gloves)
Hard Hat or other head covering

Face mask

Also under this category: Do not respond to an emergency situation if you are not
up to date on your tetanus shot.

When you arrive at the scene, make sure to examine your surroundings before you
make any move. Look for downed power lines and rising water levels, smell for gas
leaks, listen for shifting building components.

*Do not walk through standing water if there is a possibility of downed power lines
*Do not light a match or use a lighter anywhere near an emergency scene

*Do not enter any areas that have been blocked off by emergency personnel or the
coordinator of the disaster response.

Always have a means of communication with you—a cell phone and a backup, in
case the emergency is a regional one, and cell service is disrupted.

Do not enter a building or begin work until you have spoken with the coordinator of
the disaster response—they may need to get clearance from a building inspector, or
health officials, or get electrical and gas services turned off.

Be mindful of the weather when working at the scene of an emergency. If it is hot,
or there is high humidity, be sure to take frequent breaks and drink plenty of water.
If it is cold, dress appropriately, and be sure to avoid prolonged exposure to water.
If the air quality is poor, always wear a mask and take frequent breaks.
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EMERGENCY SUPPLY LIST

FOR SITES:

General Supplies

Uninked newsprint (for interleaving with wet papers)
Clean sheeting

Blotter paper

Toweling

Flashlights with extra batteries (also good idea to have chemical light
sticks)
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Mops, buckets, brooms, squeegees and sponges
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Source of clean water/ bottled water

First aid kit, including eye wash kit
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Lysol or other fungicide

Shovel

Masks

Disposable wipes

Roll of “caution” tape
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Wet/dry vacuum

Dehumidifiers

Camera and extra film or memory card (for recording damage)
Portable generator

Fans

Hygrometer

Walkie-Talkies

Dollie or hand truck

FOR TASK FORCE MEMBERS:

Canvas or leather work gloves
Latex gloves

Face mask

Head covering—hat, hard hat, cap
Cell phone

Safety glasses

Boots

Bottled water

Ideal: overalls or other work clothing



General principles that can positively affect your actions and communication in
a crisis situation:

e Bring the situation under control, if possible. Always protect people first and
property second. Analyze the situation to judge its newsworthiness. Don't create a
crisis by jumping the gun. Many times the situation doesn't warrant media
attention.

e Gather the facts - who, what, where, when, why, how, what next.

e If necessary, activate your crisis management team. Act quickly; spare no
expense to distribute the information you determine the media and others should
have.

e Give the media as much information as possible; they'll get the information
(perhaps inaccurately) from other sources.

e Don't speculate. If you don't know the facts say so and promise to get back to the
media as soon as possible. Then be sure to do so.

¢ Protect the integrity and reputation of the organization.

e Report your own bad news. Don't allow another source to inform the media first.

e Perform an act of goodwill during or immediately after a crisis when appropriate
and possible.

¢ Crisis communication planning can help you deal effectively with those unexpected
disasters, emergencies or other unusual events that may cause unfavorable
publicity for your organization.

Crisis communication planning can help you deal effectively with those
unexpected disasters, emergencies or other unusual events that may cause
unfavorable publicity for your organization.

e Be prepared - Although emergencies by their very nature are unpredictable, it is
possible to list and prepare for those potential negative scenarios that might occur
during chapter activities. It also is possible to set up a communication system that
can be activated in almost any emergency situation.

o Do the right thing - In any emergency situation it is imperative that you put the
public interest ahead of the organization's interest. Your first responsibility is to
the safety and well being of the people involved. Once safety has been restored,
face the public and face the facts. Never try to minimize a serious problem or
"smooth it over” in the hopes that no one will notice. Conversely, don't blow minor
incidents out of proportion or allow others to do so.

e Communicate quickly and accurately - Positive, assertive communication focuses
attention on the most important aspects of the problem and moves the entire
process forward to resolution, even in a negative environment or with an
antagonistic news media. Understand that media representatives have an
obligation to provide reliable information to their audiences, and they will get that
information whether or not you cooperate. If you won't comment on the situation,
you can be sure someone else will. You maintain control by making sure you are



at least one of the major sources of media information in a crisis. Give factual
information, don't speculate.

¢ Follow up - Make amends to those affected and then do whatever is necessary to
restore your organizations reputation in the community. Change internal policies
or institute new ones to minimize a repeat of the crisis situation. Also, revise your
crisis communication plan based on your experience.

o Before the crisis, successful communication will depend, in large part, on the
preparations you make long before the emergency occurs.

Before the crisis, successful communication will depend, in large part, on the
preparations you make long before the emergency occurs.

e Having a system in place will allow you to deal with the situation at hand, and not
waste precious time trying to decide how to communicate. An effective crisis
communication plan puts you in control of what may be a very volatile and
confusing situation.

¢ ldentify potential crises - Hold a brainstorming session with key members of the
organization to identify those scenarios that might result in unfavorable publicity
for your chapter.

e Develop policies to minimize crisis situations - Try to anticipate potential
emergency situations and develop policies to avoid them. In many crisis situations
you will be asked by the media what policies you have on that particular situation.
You do not want to be put in the uncomfortable situation of stating that you have
no policy. Create a file of information that addresses potential crisis situations and
keep it up to date.

e Develop a crisis management team - Determine in advance a team to deal with
crisis communication situations. Assign at least one individual to be a crisis
communications team leader and have a back up. Decide which team members
will gather information, notify families of victims, deal with emergency officials,
and communicate with volunteers and staff. Determine a primary and secondary
spokesperson to communicate with the media in crisis situations. Give these
spokespeople media interview training if possible. Appoint people to monitor
coverage in specific media outlets.

¢ Assemble and organize resources - In a crisis situation you and your crisis
communication team will want to have up-to-date and accessible information.
Resource information may include: current list of crisis team members and
alternates with work and home telephone numbers - each team member should
carry the list; updated media lists;insurance company contacts; lists of emergency
services such as fire, police, hospital and ambulance; a means to communicate
with volunteers and staff (fax lists or a telephone network); copies of policies for
potential crisis situations.

e Develop and distribute an emergency procedures guide - This should be a short
procedural outline applicable to most events and programs (or specific guides for
each event or program). It spells out what volunteers and/or staff should do if an
emergency occurs or if contacted by the media, and lists emergency service and
crisis team numbers. In general, staff and volunteers should contact emergency
services if necessary and immediately report any potential crisis situation to the
designated members of the crisis team.

During the crisis, your focus is to deal with the situation, gather accurate
information and communicate quickly.



e Bring the situation under control - Before you do anything else, ensure the safety
and well being of everyone involved. Always protect people first and property
second. Call emergency professionals if they are needed.

e Analyze the situation and gather information - Once the necessary safety and
security precautions have been taken, get the facts from informed sources before
responding to inquiries. Consider legal, ethical and organizational ramifications.

e Don't blow the issue out of proportion or allow others to do so. If the media
contact you before you have had a chance to assess the situation and decide on a
response, let them know when you expect to have more information - and honor
your own deadline. Nothing is more likely to make the situation worse than an
irritated reporter who has been left dangling with no information. You will need to
find answers to some basic questions including: what happened? when did it
happen? where did it happen? how many people are involved? where are those
people now? how dangerous is the situation? what happens next?

¢ Notify the families of those involved - The circumstances will vary with the nature
of the crisis, but the matter always should be handled with the utmost kindness,
sensitivity and discretion - always in person. Members of your crisis
communication team should be assigned this task. Never release the names of
dead or injured to the media before informing members of their immediate
families.

e Keep internal public informed - In addition to working with the media, a good
crisis communication plan allows for communication with members of the
organization. If the situation warrants, call a staff and/or volunteer meeting and
provide appropriate information on the circumstances and the organization's
position. Or, your plan may call for the use of a fax or telephone tree system. The
best policy, if possible, is to release information to people in the organization
before, or at least at the same time, it is released to news media.

¢ Communicate with the media - In general, it is good policy to release information
about the situation as quickly as possible. Comments should be of a general
nature until all the facts are in, but then it is far better to get the full story out as
soon as possible. Return calls first to radio and television stations, then to
newspapers. Reporters provide few surprises in a crisis situation.

Reporters provide few surprises in a crisis situation.

e They want to get the basic information easily and quickly, usually with some kind
of human interest angle. Print reporters usually will need and use more
information than their colleagues representing broadcast media. Newspaper
reporters are interested in basic facts for today's edition and background and
implication for tomorrow's edition. Broadcast journalists, on the other hand, will
want less but will be in more of a hurry and will seek more updates.

e Sometimes the media will be on the scene. In other situations you will need to
initiate contact. This should be done as soon as the basic facts are in hand. The
initial contact should be followed with a formal statement, including any updated
information and plans for investigating the incident. Media will expect: complete
honest information; background material; some indication of how the organization
intends to proceed; information about the impact on your staff and volunteers;
regular updates and after-the-crisis follow up.



Your spokesperson should be forthright in dealing with media questions. There
are, however, some questions he or she simply cannot and should not answer,
including:

¢ money estimates of damage

e insurance coverage

e speculation as to the cause of the incident
e allocation of blame

¢ anything "off the record”

Your spokesperson should not respond to media questions with "no comment"
because this answer can imply a lack of cooperation, an attempt to hide
something or a lack of concern. There are more appropriate responses when he
or she either doesn't have or is not at liberty to give certain information. Some
examples might be:

e "We've just learned about the situation and are trying to get more complete
information now."

e« "All our efforts are directed at bringing the situation under control, so I'm not
going to speculate on the cause of the incident."

e "I'm not the authority on that subject. Let me have our Mr. Jones call you right
back."

¢ "We're preparing a statement on that now. Can I fax it to you in about two
hours?"

e Keep a log of media calls and return calls as promptly as possible. A log can help
you keep track of issues being raised by reporters, and give you a record of which
media showed the most interest.

Good crisis management calls for open, honest communication with various
target audiences.

During a crisis, however, this is most difficult to accomplish. As human beings, we
usually seek ways to avoid or soften painful experiences. It is helpful to recognize some
specific reasons people use to discourage open communication. These reasons are all
logical, reasonable, and probably valid to some degree. Nevertheless, unless you deal
with them effectively, they will become obstacles, making it extremely difficult to resolve
the crisis.

¢ We need to assemble all the facts - We do need all the facts; that must be a
priority. However, we may need to release some information initially and be
honest about the fact that we still are gathering information.

¢ We must avoid panic - One of the best ways to avoid panic is to control the flow of
information. We can establish and maintain our credibility as an information
source only when we communicate openly and honestly.

e We have no spokesperson who can respond - Crisis communication planning will
identify spokespersons. The head of the organization is an appropriate general
spokesperson for most crises.

e There are legal issues involved - Legal issues often are involved in crises.
Management must be willing to balance legal and public relations issues. The long-
term health of an organization depends not only on a legal resolution of a specific



issue, but also on the effective resolution of a crisis in the "court of public
opinion."

¢ We need to protect our organization's image - Open and prompt communication is
essential to protect our image with the media and the general public.

e We don't know yet how to respond to the crisis - It may in fact take some time to
develop a solution to the crisis. Part of the challenge and opportunity of the crisis
is to show those affected that the organization is using a reasonable, caring
process to resolve the crisis. We can show this process best when we are willing to
communicate openly.

¢ There is proprietary information involved that we cannot divulge - There may be
information we cannot divulge, especially if there are consequences for a
particular member of the organization. We need to weigh our decisions carefully,
point by point, to determine if such a situation really exists, or whether we simply
are making excuses. We need to remember that public safety must be a
paramount concern.

After The Crisis

e Declare an end to the crisis - It is most important for your organization to signal
an end to the crisis situation.

¢ Follow up - Stay in touch with the community after a crisis, especially with those
directly affected. Keep the media informed of any updates in the situation, or let
them know the crisis has ended. Review internal policies to try to avoid a repeat of
the crisis situation.

e Perform an act of goodwill - Do this during or immediately after a crisis when
appropriate and possible.

¢ Have a formal debriefing - Debrief members of your crisis communication team.
Analyze the outcome and the media coverage - both positive and negative. Revise
your crisis communication plan to reflect what you have learned.

Taken from the website of the Public Relations Society of America, www.prsa.org.
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SELECTED BIBLIOGRAPHY FOR DISASTER PLANNING
AND RECOVERY

Recommended Reading:
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for Cultural Institutions. Washington, DC: Heritage Preservation, Inc. 2006.

Ball, Cynthia and Audrey Yardley-Jones. Help! A Survivor's Guide to Emergency
Preparedness. Edmonton: Museums Alberta, 2001.

Buchanan, Sally A. Disaster Planning: Preparedness and Recovery for Libraries and
Archives -- A RAMP Study with Guidelines. Paris: UNESCO, 1988.

Canadian Conservation Institute. "Emergency Preparedness for Cultural Institutions,” CCI
Notes 14/1, and "Emergency Preparedness for Cultural Institutions: Identifying and
Reducing Hazards," CCI Notes 14/2. Ottawa: CCl, 1995.

Conservation Center for Art and Historic Artifacts. Managing a Mold Invasion: Guidelines
for Disaster Response. Philadelphia: CCAHA, 1994.

Dorge, Valerie and Sharon L. Jones. Building an Emergency Plan: A Guide for Museums
and Other Cultural Institutions. Los Angeles: Getty Conservation Institute, 1999.
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Norris, Debra Hess. Disaster Recovery: Salvaging Photograph Collections. Philadelphia,
PA: Conservation Center for Art and Historic Artifacts, 1998.
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VOLUNTEER INFORMATION AND WAIVER FORM

A copy of this form will be on file at VAM, and a copy will be sent to any site to
which a volunteer is deployed.

Name of Volunteer:

Address:

City, State, Zip:

Work Phone #: Home Phone #:
Cell Phone #:
| am available as a [ ] Triage Volunteer [ ] Salvage Volunteer

Contact Phone # While at Emergency:

Emergency Contact:

Relationship to Volunteer:

Contact Phone #:

| understand that | am volunteering to assist a museum in immediate recovery and
salvage efforts following a disaster. | understand that I will receive no compensation
for these efforts. | understand that | am not responsible for, nor shall | take
responsibility for, the final treatment and disposition of damaged objects or buildings.

| hereby waive all liability for the Virginia Association of Museums and the disaster-
stricken institution. | understand that | take all responsibility for any injury or illness
that could occur as a result of my volunteer position, and understand that by entering
a declared disaster area, | am entering an area deemed unsafe.

| hereby take responsibility for ensuring that my tetanus booster is up-to-date. |
understand that in cases of extreme disasters, when additional shots may be
necessary, | am responsible for ensuring that | receive those shots before being
deployed to the disaster area.

Signature of Volunteer Date
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SITE ASSESSMENT AND CONDITION FORM

Basic Information

Name of Institution:

Name of Task Force Volunteer Coordinator:

How To Contact Coordinator:

Disaster Information

Description of Disaster:

Date of Disaster:

Areas of Museum Affected by Disaster:

Collections Information

Types of Objects Affected by Disaster:

Priorities for Volunteer Salvage:

Item Description Accession # Original Location
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]

Object Description Accession # | Damage | Treatment Needed? | Original Location | Current Location | Notes

Yes No URGENT

Yes No URGENT

Yes No URGENT

Yes No URGENT

Yes No URGENT

Yes No URGENT

Yes No URGENT

Yes No URGENT

Yes No URGENT

Yes No URGENT

Yes No URGENT

Yes No URGENT

Yes No URGENT

Yes No URGENT

Yes No URGENT

Yes No URGENT

Damage Chart: (Use Code Combination to Describe Damage to Item--i.e. A2)

Type: A. Water B. Smoke C. Missing Pieces D. Tears, Flaking  E. Corrosion F. Breakage
G. Pest H. Mold I. Cracking J. Other
Severity: 1. Mild 2. Moderate 3. Severe







