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1. Overview

Definition of Disaster

For purposes of this plan, a disaster is defined as an unexpected, adverse event that damages the
Libraryds facilities or systems and/ or subst a
resources and services. Disasters may be large events that everyone on site quickly notices (e.g. fire,

tornado, explosion, flood), or more minor events (e.g., slow leak of water) T of little or no danger to

persons and perhaps not quickly noticed T that still can cause great harm to the Library.

Emergencies include life-threatening situations, loss of electric power, accidents and medical
problems. The UT HSC Handbook of Operating Procedures defines a physical disaster as involving
potential property damage and possible safety threat to persons
(http://www.uthscsa.edu/hop2000/8.3.2.pdf), such as

Fire

Explosion

Spill (chemical, biological, radiological hazard, etc.)

Smoke intake

Bomb detonation

Accident (vehicle, aircraft, etc.)

Power failure, broken water mains, etc.

Severe weather, earthquake, tornado, disaster spread to the campus from elsewhere

Additionally, loss of telephone service to the campus is an emergency situation if the 911 line is
unavailable.

Non-emergency situations that may warrant action include unruly persons, discovery of vandalism,
theft, mutilation, assault or harassment, and other criminal activity.

Library Administration Chain of Command

Executive Director of Libraries

Library Executive Committee:
Associate Director for Public Services
Associate Director for Collection Resources
Director of Library Technology and Historical Collections
Director of South Texas Research Information Services
Assistant to the Director
Office Manager

General Plan of Action in Case of a Disaster

Call University Police at 911 or 567-2800

Evacuate the library if lives are in danger

Contact the Library Administration Chain of Command listed above
Call the Disaster Team Leader, Jonquil Feldman

The Disaster Team Leader will contact members of the Disaster Team.
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Distribution of the Disaster Plan

Copies of this Disaster Plan should be kept both on-site and off-site.
Each member of the Disaster Team, as well as the Executive Director of Libraries, will have

a personal copy of the full plan to be kept at home.
A current, el
http://www library.uthscsa.edu/about/policies.cfm.

ectronic

copy

An abbreviated version will be available on the Intranet
A pocket guide (maintained by Susan Hunnicutt) will be distributed to the Library Executive

of

t

he

compl et e

Committee.

The Disaster Plan will be updated annually as:
The Disaster Team evolves
New techniques are developed
The supply list is modified

The Libraryd s f 1l oor pl an

changes

Different disasters or recovery methods are identified.

2. Emergency Contact Information

Emergency conditions are normally managed by UT Police, Facilities Management, and
Environmental Health & Safety (for significant disasters). Contact the appropriate department

directly as listed below.

Local Contacts

Library Administration

Refer to the Library Administration Chain
of Command Emergency Contact
Information is on the Staff Intranet

University Police
From main campus
From off campus
Harlingen (RAHC)
Laredo

911

210-567-2800
956-365-8900
956-523-7414

Facilities Management

210-567-2885 (M-F 8:00 am T 5:00 pm)
210-567-2947 (all other times)

Housekeeping 210-567-2935
210-567-2947 (all other times)
Locksmith 210-567-2794

210-567-2947 (all other times)

UT HSC Environmental Health & Safety Dept.
Business Hours
After Hours

210-567-2955
210-567-2800

Networks and Server damage
UT HSC Computing Resources
UT HSC SNO

210-567- 2069
210-567-2190
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Security Agency Contacts

UT Police, Facilities Management or Environmental Health & Safety will contact the appropriate
agencies.

University Police

From main campus 911
From off campus 210-567-2800
Harlingen (RAHC) 956-365-8900
Laredo 956-523-7414
City/County Security 9-911
State Security Agencies 210-531-2200

Public Safety Department

Federal Security Agencies

Federal Bureau of Investigation 210-225-6741
Bureau of Alcohol, Tobacco and Firearms | 210-805-2727 or (800) 283-4867
Department of Homeland 210-472-6030

Security Regional Office

Recovery Services Contacts

Organization Name Contact Information

BMS Catastrophe 24-hr phone number: 1-800-433-2940
Cell phone: 210-542-4180

BELFOR 800-686-3333

Eagle Environmental 800-336-0909

(hazardous spills and

contaminants)

Munters 800-686-8377

3. Disaster Team
The Disaster Team Leader assumes a primary role in managing the disaster, working closely with
the Executive Director of Libraries and other staff. The Executive Director of Libraries will

ultimately be responsible for all actions and decisions, based on advice from the Disaster Team.

The Disaster Team includes:

Executive Director of LIDIaries ..........ocooiuiiiiiiiiiie et Rajia Tobia
Disaster Team Leader ........ccoocouiiiiiiiiiiiiccee et e Jonquil Feldman
Disaster Team Leader, Branch Libraries ..........cooovvvveiiiiiiiiiiiiieiieeee e Keith Cogdill
ColleCtionS MANAGET ......ccueeeiieriieeiiesieeiee ettt ee ettt ste et e e beesaeesebeesaeesnseesseesnsaens Susan Buentello
OFfICE MANAZET .....eviieiiie ettt ettt e e e st e e s ae e e s aeeessbeeessseeesseeenns Herlinda Howard
Evacuation Management Team Coordinator ..............cocverieeiiienieeiiienieeieeeie e Ken Wise




Human Resources and Public Relations Representative ............ccoecceeviieiiienneennn. Susan Hunnicutt

Systems/Automation Head............coooviiiiiiiiiiiiciieeeeeeeeeee e Luke Rosenberger
Photographer/Disaster Documentation Representative ............cocevceererienieneniennene Robert Zuniga
ChIef, UT POLICE ..oooiiiiiieeeeeeee ettt ee et e e et e e e e e e e senanes Robert Bratten
Asst VP for Risk Management ...........cccecveeiierieniienieeieeiie et s Michael Charlton
Asst VP for Campus Operations, Facilities Management ............c.cccccveeevveenreeennee. Darrell Maatsch

The Disaster Team will:

e Coordinate with emergency services (University Police, Facilities Management,
Environmental Health and Safety) to determine when and where it is safe to enter the
building.

¢ If flooding or water damage has occurred, work with Facilities Management and BMS
Catastrophe to reduce temperature and relative humidity and increase air circulation to
reduce the chance of mold. Use portable fans (available from Facilities Management) to

increase air circulation. Monitor temperature and humidity throughout the recovery process.

e Assess the nature and extent of damage and take photographs to document the damage.

o Identify a disaster command post with necessary communication equipment, desks, and
supplies for directing the recovery effort.

e Prepare for recovery. Contact BMS Catastrophe (1-800-433-2940, 210-542-4180-cell).

e Work with BMS Catastrophe to assemble pallets, cartons, book trucks, and work crews.

e Make salvage decisions and take action quickly because mold can start growing on wet
materials within 48 hours.

For more details on handling specific emergencies, consult Emergency Procedures.

Duties of Disaster Team Members

Executive Director: Rajia Tobia
Office Phone: 210-567-2413

Regular Duties During and After a Disaster
e Works with Department of e Maintains direct communication with UT
Environmental Health and Police , UT HSC Department of Environmental
Safety and UT Police to Health and Safety, Vice President for Academic
ensure Library is in consistent Administration, and Office of the President
compliance with broader o Works with Office of Business Affairs to
disaster management policies. process insurance claims

o Works with Facilities Management and UT
HSC Administration on the restoration of the
Library

e Authorizes payment for supplies and services
needed




Disaster Team Leader: Jonquil Feldman
Office Phone: 210-567-2430

Regular Duties

During and After a Disaster

Calls regular meetings of the
Disaster Team throughout the
year

Ensures the disaster plan is
updated annually or as needed
Maintains an emergency
telephone and email contact
list so that employees and
other appropriate people are
notified quickly after disaster
strikes

Coordinates with Executive
Director to work with UT
HSC Department of
Environmental Health and
Safety and UT Police to
ensure Library is in consistent
compliance with broader
disaster management policies.

Notifies division heads and disaster team
members of imminent danger (begins the
telephone tree process)

Ensures a recording is made on the main line,
567-2400, stating the Library is closed or other
pertinent information

Establishes a command center

Ensures methods of communication both inside
and outside the library

Delegates duties

Oversees overall management of recovery and
salvage operations

Supervises delivery and installation of
equipment needed in recovery efforts

Assesses and records damage with other
disaster team members

Identifies storage space for priority recovery list
items

Works with Department of Environmental
Safety and Health to determine if a mold
assessment of the affected collections is
necessary

Receives reports from disaster team member
Prepares a post-disaster report

Collections Manager: Susan Buentello
Office Phone: 210-567-2414

Regular Duties

During and After a Disaster

Establishes and maintains
relationships with recovery
companies

Maintains an inventory of the
library collections (primarily
using the OPAC)

Identifies specific priority
collections to be saved or
recovered first

Supervises the staff and volunteers during
collection recovery efforts

Assesses damage to the collections

Advises Executive Director on the extent of the
damage to the collections

Locates specific priority collections to be saved
or recovered first

Determines which items can be recovered in-
house and which need to be sent out for
recovery
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Determines which parts of the damaged
collection are not worth recovery efforts
Advises Executive Director on the need for a
recovery company if collections need to be
dried

Maintains contact with recovery company until
the materials are returned

Supervises in-house cleaning and drying
Supervises the processing of all damaged
materials

Trains staff and volunteers

Prepares a written report of the recovery and/or
relocation activities

Office Manager: Herlinda Howard
Office Phone: 210-567-2407

Regular Duties During and After a Disaster
e Establishes and maintains an e Tracks and coordinates expenditures
inventory of library e Coordinates with Executive Director to
possessions authorize temporary staff assignments if needed

e Revises list of keys and card
readers and card readers (page
19) annually or as necessary

Coordinates payment for supplies and services
needed

Contacts recovery vendors and services at the
request of the disaster team or collections
manager

Works with Robert Zuniga to update the
inventory of library possessions as damaged
items are discarded

Maintains a list of possessions sent out for
refurbishing, if applicable

Works with Executive Director and Office of
VP for Academic Affairs to submit insurance
claims.




Evacuation Management Team Coordinator: Ken Wise, working with UT Police

Office Phone: 210-567-2440
(UT Police 210-567-2800)

Regular Duties During and After a Disaster

e Leads an evacuation e Mobilizes evacuation management team to
management team with evacuate the Library building
representatives from every e Assists Executive Director and disaster team
area of the library leader in keeping open communications with

e Coordinates, with the UT Police and Department of Environmental
Evacuation Team (Briscoe Safety and Health
Library), evacuation e Gives first aid only if unable to obtain help from
procedures for the building medical personnel or UT Police. Calls 911 for

e Conducts periodic drills, with an ambulance when needed.
UT HSC Environmental
Health and Safety

e Maintains certification in
basic first aid

e Insures that items on the first
aid kit list are available and
up-to-date.

Human Resources Representatives: Susan Hunnicutt & Herlinda Howard

Office Phone: 210-567-2406 (Susan)
210-567-2407 (Herlinda)

Duties
Susan:
e Keeps first aid supply stocked
e Ensures that items on the disaster supply list are available and up-to-date
e Ensures the items on the communications equipment check list are available and up-to-
date.
e Works with Executive Director to relocate employees displaced from offices or work
spaces
e Recruits volunteers and ensures they all sign a waiver form
e Enrolls the assistance of the Employee Assistance Program if necessary




Herlinda:
e Arranges for food and drink for recovery workers as determined necessary
e (Coordinates with Human Resources to assist any employee injured in the disaster or
during recovery with workmandés compe
e Maintains current list of all staff office phone numbers for updating the telephone tree
e Maintains key/card reader list

Systems/Automation Head : Luke Rosenberger
Office Phone: 210-567-2486

Duties
Coordinates maintenance of temporary library Web site with access to key information
resources to be hosted off-site.
Coordinates with SNO & Tel/Net to:

e Develop backup plan to minimize loss of access to servers and resources

e Secure and reestablish computer network and systems

e Reestablish telephone connections

e Reestablish computer security system
Coordinates with Property Control and Facilities Management to:

e Remove damaged or destroyed equipment

o Identify appropriate means for disposal of destroyed equipment (there are EPA

guidelines for disposal of many types of equipment including printers and photocopiers)

Works with Executive Director and Office Manager to:

e Replace destroyed equipment

o Identify key servers and equipment that should be restored first

Branch Libraries and Outreach Services: Keith Cogdill
Office Phone: 210-567-3051

Duties
e Coordinates communication with branch library staff during emergencies, keeping the
Executive Director informed of developments.
e Assures that branch library staff communicate with building administration at branch
location regarding emergency preparedness and branch closures.

e Assists the Executive Director in communicating with CLHIN clients and other community

organizations to assess needs and offer assistance when appropriate




Public Relations Representative: Susan Hunnicutt
Office Phone: 210-567-2406

Duties
®

Keeps the Executive Director, Disaster Team and library staff informed of latest news
from outside the library

Working with the Office of the President, External Affairs and Executive Director, acts
as the conduit for public information on the disaster

Contacts Office of the President, External Affairs with library-related announcements,
including library closure and reopening. Does not contact media directly.

Ensures that library closure and reopening announcements are posted on Web site by
Web Services staff

Works with Administration, Circulation, Info Services and ILL to ensure that voicemail
recording for main telephone numbers is changed to reflect current hours

Photographer/Disaster Documentation Representative: Robert Zuniga, Walter Creech
Office Phone: 210-567-2084

210-567-2460

Duties
[ ]

Photographs the damage to the collections and library contents, as well as damage to the
building, if appropriate
Maintains a photographic record of recovery efforts

UT Police: Robert K. Bratten
Office Phone: 567-2800

Duties
®

Coordinates with the Office of the President, External Affairs to recommend whether
campus is in imminent danger, issues warnings and alerts through HSC Alert,
University Web site, and 567-SNOW

Works with Executive Director to ensure Library is in consistent compliance with
broader disaster management policies

Coordinates disaster response with local public safety officers

Follows UT HSC policies for evacuation and secures the building during and after
disaster

Works with public safety officers to ensure the safety of the building; secures internal
and external doors

With public safety officers determines when the building is safe for reentry
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Department of Environmental Safety and Health: Michael A. Charlton
Office Phone: 210-567-2955

Duties
e Conducts periodic tests of building alarms, fire extinguishers and Halon system
e Works with Executive Director to ensure Library is in consistent compliance with
broader disaster management policies
e With public safety officers determines when the building is safe for reentry
e Tests for mold formation and water supply contamination
e Works with UT System environmental safety as necessary

Facilities Manager: Darrell Maatsch
Office Phone: 567-2880

Duties
o With UT Police and public safety officers determines when the building is safe for
reentry
e Restores all utilities (electricity, water, gas)
e Contracts with construction companies for building restoration

4. Emergency Evacuation Procedures
For general guidelines, refer to the UT Police Emergency Preparedness publication.

Staff members on each floor of the Library are assigned to the Evacuation Team (Briscoe Library).
Evacuation Team Members are nominated by the Office of the Executive Director and trained by
Environmental Health and Safety. The Evacuation Team is responsible for making sure staff and
Library users evacuate the building using the stairwells and providing assistance to staff and users
who may need help or cannot use the stairs. After hours this duty falls to the Evening/Weekend
Manager and the evening/night staff. Library Administrators should be contacted using the Library
Administration Chain of Command. A list of Emergency/Home contact numbers_for library staff is
available on the staff Intranet.

A safety tour is included in every new staff orientation. Fire Drills are conducted by the University.
All employees must become familiar with the location of exits, fire alarms, and fire extinguishers in
the area where they work. See Appendix 1 for locations of emergency exits, fire extinguishers, first
aid kits, and the evacuation chair.
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To evacuate the Library:

Check the stacks, seating area and restrooms for lagging library users; make sure they exit through

the nearest available door. I f a user refuse
continue to evacuate the building. Give information on where they were last seen to the emergency

crews when they arrive.

Physically challenged persons will be accompanied/assisted out of the building. See Appendix 2 for
a map showing exits and the location of the emergency exit chair. Should this not be feasible, the
escort must get them out an emergency exit, inform emergency crews of their whereabouts and
remain with them until further assistance arrives. This should be communicated to a co-worker and
co-worker will advise emergency crews.

The stairwells lead to the outside of the building, where everyone must remain until notified by
University Police that the emergency is over. Move away from the building to prevent injury from
broken glass.

All staff should meet outside the building in the motorcycle parking area in Lot 2, across from
Methodist Hospital. Each supervisor or designee is responsible for accounting for staff in their area
and making sure no one is left behind. See Appendix 6 for details on Departmental Emergency
Evacuation Procedures.

Give firefighters and emergency personnel information on:
The last known location of anyone refusing to vacate the Library

The location of handicapped persons awaiting rescue

Only UT Police, the Fire Chief, or Environmental Health & Safety offices can give the all clear for
returning to the building.

Additional Status information can be found on this site: http://www.uthscsa.edu/status.asp.

The following personnel should be notified that 911 has been dialed, if it occurs after business hours:
the Executive Director of Libraries, the Executive Committee, the Assistant to the Director and the
Office Manager.

Follow Procedures for Emergency Closure.

12
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5. Emergency Procedures

If a disaster occurs, regular contact should be maintained with UT HSC Police:

San Antonio 911 or (210) 567-2800
Harlingen 956-365-8900
Laredo 956-523-7414

When lives are in danger: fA-C-E

R- REACT. Call 911 or 210-567-2800.

A - ACTIVATE THE FIRE ALARM (if it is not already ringing)

C- CONTAIN or CLOSE DOORS BEHIND YOU

E - EVACUATE BUILDING IMMEDIATELY (if safe to go outside) using the nearest
safe stairwell marked with an EXIT sign. Do not use the elevators.

If not safe to go outside, as in severe weather or tornadoes, evacuate to 2" floor. Library staff

should be positioned at the bottom of the exits and stairwells to direct staff to a safe area on
the 2™ floor.

Fire
The building has been carefully inspected and it has adequate exits for quick evacuation. The
construction and contents of the Library are not such that they burn easily.

Fire alarm: The general alarm system in the building may be triggered by:
(1) pulling any one of the red fire alarm levers placed on the walls throughout the building by
emergency exits
(2) the smoke detection system.

If the alarm sounds, it is the responsibility of University Police to investigate its source. If the alarm
is not silenced within one minute execute normal fire procedures.

If you notice or detect smoke or fire:
e Activate the alarm, if it has not already been activated
e (Call the University Police (911)0 they will call the fire department
e Evacuate the area

Flooding (Broken Pipes, etc.)
If you detect water damage to library materials or if you enter a flooded area of the library:

Contact Facilities Management immediately:

Time of Day Number
8:00 AM T 5:00 PM | (210) 567-2886
All other times (210) 567-2947

13



Contact the Library Administration Chain of Command. They will determine whether to activate the
Disaster Team and the emergency calling tree.

Do not touch or step into standing waterd it could be electrified

Do not touch a person who has been electrocuted. Contact University Police at 911 for help.

Do not touch or move wet books or other materials unless directed.

Locate the water source. If water is coming from above, cover the ranges with plastic

sheeting. Get the emergency plastic from the disaster materials storage area (5th floor T

storage room by kitchen or emergency supply cabinet near staff elevators on the 3™ floor)

and cover any materials, equipment, etc. that might get damaged.

e Place plastic buckets or waste baskets under leaks. Buckets can be used to collect water
dripping off of the plastic sheeting.

e (Coordinate with Facilities Management to reduce temperature and relative humidity and
increase air circulation to reduce the chance of mold. Use portable fans to increase air
circulations. Monitor temperature and humidity throughout the recovery process.
Conditions are normal when temperature is 72 degrees F and relative humidity is 40-50%.
Higher levels may cause mold.

o Contact specially trained recovery experts at BMS Catastrophe (1-800-433-2940, or 210-
542-4180-cell).

e [Ifthe recovery experts cannot help due to widespread disaster, follow the directions for

recovering wet books and records in Appendix 4 and 5.

Hurricanes, Tropical Storms and Tornadoes

Hurricane season for the Gulf Coast is generally from June through November, although hurricanes
may develop at any time. During a violent storm, UT HSC will be responsible for protecting any
building, structure or equipment owned by UT HSC. UT HSC will maintain parking operations until
weather conditions indicate the need to temporarily close the parking garages and lots. Parking
operations and campus streets will be opened as soon as weather conditions allow for the inspection
of structures and the clearing of debris from the streets. Call 210-567-SNOW to find out existing
conditions at UT HSC. Additional Status information will be provided through HSC Alerts and can
be found on the UT HSC website at http://www.uthscsa.edu/status.asp.

Before a Hurricane/Tropical Storm/Tornado Watch:
Plan an evacuation route by contacting either:

The local emergency management office (see numbers below).

San Antonio: TxDOT - (210) 615-1110 American Red Cross
(210) 224-5151

Laredo: TxDOT - (956) 712-7400 American Red Cross
(956) 726-4778

Harlingen: TxDOT - (956) 702-6100 American Red Cross

(956) 423-0523

14


http://www.uthscsa.edu/status.asp

Ask for the community hurricane preparedness plan. This plan should include information on the
safest evacuation routes and nearby shelters. Be ready to drive 20 to 50 miles inland to locate a safe
place.

The Texas Division of Emergency Preparedness website at http://www.txdps.state.tx.us/dem for
information on evacuations, road conditions, and shelters. Click the Emergency Operations link on
the left then select State Operations Center (SOC) Situation Reports and look for the link to the
hurricane.

Due to its location near the Gulf coast where hurricanes frequently occur, the Ramirez Library in
Harlingen follows the RAHC Emergency Action Timeline.

After a Hurricane/Tropical Storm/Tornado Warnifgan Antonia)

Stay tuned to WOAI (1200 AM) for information

Turn off all electronic equipment, especially computers

Follow departmental emergency procedures in Appendix 6.
Review evacuation plan

Try to secure the items listed in Appendix 3 if not already on hand.
Do not use the elevators

Stay away from windows and doors

Use flashlights, not candles or kerosene lamps, as a source of light

If a tornado is imminent, instruct building occupants to evacuate to the 2™ floor of the Briscoe
Library or other windowless rooms, crouch down and place arms over heads for protection.

If forced to evacuate, only UT Police, the Fire Chief, or Environmental Health & Safety officers are
authorized to advise when it is safe to do so

If officials indicate evacuation is necessary:

e Ifthe Library is open, announce to all the clients that evacuation is necessary and clear the
facility by using the bull-horn housed in Circulation

Flash the overhead lights

Provide copies of the city evacuation plan to Library staff and clients

Leave as soon as possible

Contact Library Administration as listed on Page 3. They will determine whether to activate
the emergency calling tree.

Staff should:
e Avoid flooded roads and watch for washed-out bridges
Tell someone outside of the storm area where you are going
Bring pre-assembled emergency supplies and warm protective clothing
Lock the Library and leave

15
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After a Hurricane/Tropical Storm/Tornado Has Hit:

If Caught Outdoors: Go to higher ground immediately! Avoid small rivers or streams and low
spots in roads and highways where flooding is common in the San Antonio, Harlingen, and Laredo
areas. Do not try to walk through flowing water more than ankle deep!

If in a Vehicle: DO NOT DRIVE THROUGH FLOODED AREAEen if it looks shallow enough
to cross. Avoid flooded roads and washed-out bridges. The large majority of deaths due to flash
flooding are due to people driving through flooded areas. Water only one foot deep can displace
1500 Ibs! Two feet of water can EASILY carry most automobiles! Roadways concealed by
floodwaters may not be intact.

Stay tuned to WOAI (1200 AM) for information
After a Hurricane, Tropical Storm or Tornado has passed:
e Return to the Library only after UT HSC authorities (HSC Alert or 210-567-SNOW) or

Library Administration advise that it is safe to do so
e Library Administration will activate the Disaster Team and the emergency calling tree if

necessary
Wor k wi t h Dibager Teaim b re@veryl ibrary damage
Take pictures ofthedama ge f or i nsurance c¢cl aims and the

Use telephones only for emergency calls

UT HSC Facilities Management will be responsible for restoring electricity and water

services

e Staff from the Library Technology Division, working with Computing Resources and SNO,
will be responsible for restoring computer servers and networks

o Staff from the UT HSC SNO will be responsible for restoring phones

e Library division heads will be responsible for disaster recovery of their divisions, with help

from BMS Catastrophe and all available Library staff. Outside labor will be hired for the

heavy work, if available. If the disaster is widespread, some of this work may fall to Library
staff.

Pandemic

In the event of a pandemic, as determined by either government or university officials, notification
will be provided through HSC Alerts, on the UT HSC website at http://www.uthscsa.edu/status.asp,
or by calling 210-567-SNOW.

For lesser pandemic levels, the library should institute the following measures to decrease the
likelihood of the spread of disease:
e (all 210-567-SNOW to find out existing conditions at UT HSC and look out for HSC Alerts
e (CDC travel restrictions and recommendations will be followed by all staff
e Staff who are sick will stay home in voluntary isolation. Library staff will follow university
guidelines for use of sick leave.
o Staff with sick family members will also stay home in voluntary quarantine. Library staff
will follow university guidelines for use of sick leave.
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e Staff should wear masks and gloves to prevent the spread of germs if recommended by the
CDC. Hand shaking should be discouraged and cough etiquette encouraged.

e Gloves and/or hand sanitation supplies will be provided to public users of keyboards and
discarded afterwards

e Library staff will notify the public of any closures and status of the library through Web site
updates, phone messages, and signs. The library will consult with university administration
regarding campus status throughout the pandemic.

¢ Administrative staff will identify community sources for timely and accurate pandemic
information

o Staff will stay isolated from each other as much as possible. Staggered shifts and/or
telecommuting will be encouraged.

e [fpandemic worsens, only designated essential employees will come to work. Generally,
library personnel are not considered essential employees, however, depending on the severity
of the pandemic and directions from campus administration, some library personnel may be
asked to report to work.

Loss of Telephone Service

¢ An email should be sent to SNO: tn-customerservice@uthscsa.edu
e Ifafter business hours, use a cell phone to call University Police at 567-2800

Power Failure

Call University Police at 911 or 210-567-2800

Library Evacuation Team (Briscoe Library) members should check the building for people stuck in
an elevator or in an un-lit area, in case the emergency lighting system fails. At least one staff
member should be positioned near the Library entrance to ensure security of library materials.

If after business hours, the Executive Director of Libraries or the Associate Director for Public
Services should be contacted.

Follow Procedures for Emergency Closure.

6. Terrorism and Bioterrorism

Terrorists look for visible targets where they can avoid detection before or after an attack such as
international airports, large cities, major international events, resorts, and high-profile landmarks. In
the case of terrorist activity, staff should do the following:

¢ Be familiar with Emergency Evacuation Procedures. Know where fire exits are located.
e Know where fire extinguishers are located, and how to use them.
e Keep the disaster and first aid supplies in a designated place in the library.
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Bomb Threat

Get as much information from the caller as possible. Keep the caller on the line and take notes on
everything that is said. If you have caller ID, note the phone number of caller. The following
specific questions should be asked of the caller if possible:

When is it going to explode? Where are you calling from?
Where is the bomb right now? What is your name?

What does the bomb look like? What is your address?

What will cause it to explode? Why did you place the bomb?

Write down the exact words of the call. Include any slang, jargon, or other distinctive words used.

Record the time that the call was received, the time the bomb is supposed to explode, and the time
thecallends. Be al ert to the characteristics of the
call. Record the following information:

Male or female Estimated age
Tone of voice Accent
Background noises Is the voice familiar?

If the caller allows conversation to continue, try to get to another telephone to alert the telephone
operator. Do not hang up because the operator may be able to assist in tracing the call.

Notify the University Police (911) and Library Administration. The police may instruct you to meet
with an officer so that further information may be obtained.

After you have notified UT Police of a bomb threat, do not touch any suspicious packages. Evacuate
the building.

If you find, see, or hear anything suspicious, notify the University Police at 911. Do not use the
phone in the same room as a suspicious item.

If a package is believed to contain a suspect device, immediately call 911. Do not touch the package
or move it; do not remove any labels.

If a suspect device is located in a vehicle, immediately call 911. Do not enter the vehicle; do not
touch or attempt to move the vehicle.

Bomb Explosion

Evacuate the building. If items are falling off bookshelves or from the ceiling, get under a sturdy
table or desk until it is safe to leave the building. Call University Police at 911. Contact Library
Administration. They will determine whether to activate the Disaster Team and the emergency
calling tree.

Chemical Agents

Chemical agents are poisonous gases, liquids or solids that have toxic effects on people, animals or
plants. Most chemical agents cause serious injuries or death. Severity of injuries depends on the
type and amount of the chemical agent used, and the duration of exposure.
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In the event of a chemical agent attack, seek shelter immediately. Do not leave the shelter to assist
others as you could be fatally harmed. Contact UT Police, or Environmental Health & Safety
officers and Library Administration. Library Administration will determine whether to activate the
Disaster Team and the emergency calling tree.

Biological Agents

Biological agents are organisms or toxins that have illness-producing effects on people, livestock
and crops. Because biological agents cannot necessarily be detected and may take time to grow and
cause a disease, it is almost impossible to know that a biological attack has occurred. If government
officials become aware of a biological attack through an informant or warning by terrorists, they
would most likely instruct citizens to either seek shelter where they are and seal the premises or
evacuate immediately. A person affected by a biological agent requires the immediate attention of
professional medical personnel. Some agents are contagious, and victims may need to be
quarantined. Also, some medical facilities may not receive victims for fear of contaminating the
hospital population. Contact UT Police, or Environmental Health & Safety officers and Library
Administration. Library Administration will determine whether to activate the Disaster Team and
the emergency calling tree.

7. Safe Mail Handling

Identifying Suspicious Packages and Envelopes

Some characteristics of suspicious packages and envelopes include the following:
Inappropriate or unusual labeling

Excessive postage

Handwritten or poorly typed addresses

Misspellings of common words

Strange return address or no return address

Incorrect titles or title without a name

Not addressed to a specific person

Mar ked with restrictions, suchragsonPersonal , 0
Marked with any threatening language

Postmarked from a city or state that does not match the return address
Appearance

Powdery substance felt through or appearing on the package or envelope

Oily stains, discolorations, or odor

Lopsided or uneven envelope

Excessive packaging material such as masking tape, string, etc.

Other suspicious signs

Excessive weight

Ticking sound

Protruding wires or aluminum foil

If a package or envelope appears suspicious, DO NOT OPEN. Contact Library Administration
before proceeding to do anything.

Handling of Suspicious Packages or Envelopes
¢ Do not shake or empty the contents of any suspicious package or envelope
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8.

Do not carry the package or envelope, show it to others or allow others to examine it

Put the package or envelope down on a stable surface; do not sniff, touch, taste, or look
closely at it or at any contents which may have spilled

Alert others in the area about the suspicious package or envelope

Leave the area, close any doors, and take actions to prevent others from entering the area
If possible, shut off the ventilation system

WASH hands with soap and water to prevent spreading potentially infectious material to face
or skin

Seek additional instructions for exposed or potentially exposed persons

Notify a supervisor who will then decide whether to contact the Library Administration
Chain of Command and security. If a supervisor is not available, call 911.

Create a list of people who were in the room or area when this suspicious letter or package
was recognized and a list of persons who also may have handled this package or letter
Give this list to both the local public health authorities and law enforcement officials

Theft

Report any theft of materials or equipment to the University Police at 567-2800 and notify library
administration.

What to do if you are a victim of any crime:

9.

Contact University Police when possible. Inform the Police Communications Officer (PCO)
of the description and direction of travel taken by the criminal, if known.

Remember all you can about the criminal and relay that information to the PCO, such as :
race/sex, clothing description, height/weight, color of hair/eyes, any unusual features or
jewelry and description of the vehicle.

Stay on the phone with the PCO until they tell you to hang up.

Do not confer with other individuals who may have been involved in the incident or allow
anyone in or near the area where the incident took place.

Reporting in some incidents may be confidential.

Notify Library Administration of any incidents.

Hazardous Materials Spills/Incidents

UT HSC has a pre-arranged contract with Eagle Environmental. Their phone number is 1-800-336-
0909. Contact Library Administration. They will determine whether to activate the Disaster Team.

10.

Dangerous Persons

If approached by a threatening person in the library or if a threatening situation is observed between
staff and/or library users, staff members should either call the University Police (911 or 210-567-
2800) directly or alert another staff member to do so.

If the person is directly in front of you or near the phone, the code for alerting police and other
staff that there is a physical threat involved is to ask for Form 10-33.
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11. Restraining Orders

UT Police should be notified of any restraining orders, at the discretion of the staff member
involved. Library Administration and Circulation staff should also be notified.

Stalking or obscene or sexually harassing emails should be forwarded to UT Police. If the offense
involves UT HSC staff, Bonnie Blankmeyer, Institutional Employees Adviser, should also be

notified.

12. Procedures for Emergency Closure

The UT HSC Handbook of Operations (http://www.uthscsa.edu/hop2000/8.3.1.pdf) outlines
procedures for closing of the campus due to severe weather or during an emergency.

Physical disaster that poses a threat to lives or property: the Library will close immediately.

Power failure: University Police should be contacted at 7-2800. Always contact the Executive

Director of Li brar.

es

a n d 210H68-208Pfor ippraval thatose.d e mi C

If it is determined the cause is mechanical failure, the following guidelines apply:

Daylight Hours

After Dark

Library will remain open for 30 minutes, to
allow time for power to be restored

Library will remain open for 15 to allow time for
power to be restored

After 30 minutes, the Library will be evacuated

After 15 minutes the Library will be evacuated

Library staff must remain in contact for one
additional hour

Library staff must remain in contact for one
additional hour

If the power is off for a total of 90 minutes, then
the Library may be closed and staff sent home

If power is not restored after a total of 30
minutes, then the Library will be closed and staff
sent home

If power is restored earlier than 6 hours prior to
closing time, night or weekend staff must return
to re-open the Library

If power is restored earlier than 6 hours prior to
closing time, night or weekend staff must return
to re-open the Library

Inclement weather: During business hours, the Library will close if the University President or his
designee declares a campus closure and cancellation of classes due to extreme weather or an
emergency or disaster. After 5 pm or on weekends the Executive Director of Libraries or her
designee has authority to close the Library in case of extreme weather or an emergency.

If the announcement is that only essential personnel must report to work, the Library will be closed.
The Library will open if the weather is severe, but the campus is not closed. Staff members are
expected to make every reasonable effort to report to work. If staff cannot safely make it to work,
they should notify their supervisor by telephone immediately. Hours of work missed will be handled
like other absences and charged to vacation leave or pay will be reduced.



http://www.uthscsa.edu/hop2000/8.3.1.pdf

13.  Security and safety (non-emergency) procedures

Security and safety problems should be reported immediately to the Access Services Supervisor on
duty. Access Services staff should call the Office of the Executive Director. If the situation
warrants it, University Police should be called at 911 or 210-567-2800.

If a problem occurs on weekends or after 5 p.m., contact the Library Administration Chain of
Command. A list of Emergency/Home contact numbers for library staff is available on the staff
Intranet.

Unattended children

Children under the age of 12 must be accompanied by a supervising adult at all times.

Unattended children under the age of 12 should be reported to the Access Services Supervisor on
duty. The child should be asked to contact his/her parent or guardian. If the supervising adult is not
in the Library, University Police should be contacted. This policy protects the child from possible
harm.

14. Communication Equipment Checklist

In-house requirements:

[ Institutional Cell Phones with Austin or

other non-San Antonio number [ITwo Way Radios

[ |Transistor Radios (for news) i one
located in Staff Room on book shelf.
Change batteries twice a year when
Daylight Savings Time changes.

[ ]JWeather Radio

[ |Flashlights and extra batteries [ |Bull Horn
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15. Disaster Supplies for Immediate Response
For anything worse than minor cuts or scrapes, refer person to Emergency Room

Emergency supplies and equipment
Supplies to be kept in Briscoe and at each of the branch libraries:

Item Quantity | Cost | Cost Source
estimate
(# X cost)

Safety

Printout of Disaster Response Plan 1 copy

Flashlight 1

Batteries 4

First Aid Kit' (purchase one for each library)
http://www.redcross.org/disaster/safety/fdsk.pdf

Cleaning supplies

Plastic storage bin (Rubbermaid) 1
Duct tape 1 roll
Sponges 3
Large (yard ) garbage bags 1 box
Bucket 1
Rubber Gloves-medium 1 pair
Rubber Gloves-Large 1 pair
Mop 1
Scissors 1 pair
Lysol spray 1
Paper towels 4 rolls
Plastic sheeting on rolls 1 roll
Disinfectant cleaner such as Clorox or 409 spray 1 bottle
Face Masks 1
package
Documentation supplies
Disposable camera 1
Pens/pencils for taking notes and inventory 1
package
each
Writing paper with clip boards or note pads 2
First aid kits

The Libraryos f is¢rvict by Staff.dThek ibrirggkeeps bne kit tooatdining e | f
bandages, gauze, alcohol, and other supplies in the Access Services staff area and another in a
cabinet near the 3™ floor staff elevators. Due to liability concerns, Library users seeking assistance
should be directed to the University Police, if possible. In general, staff should defer to medical
personnel or students or someone certified in first aid by the Red Cross.

' Source: http://www.redcross.org/disaster/safety/fdsk.pdf
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The Briscoe Library keeps kits containing bandages, gauze, alcohol, and other supplies in two

locations:

e the brown supply cabinet in the Access Services staff area.
e the black supply cabinet near the 3" floor Staff elevator

First aid kits are also kept behind the Information Desk at each branch library. Supplies from the
first aid kits should not be used to treat paper cuts. Extra bandages are kept in both areas to handle

these.

[ ] Adhesive Bandages (64 in assorted
sizes)

[ ] Adhesive Cloth Tape (10 yards x 1")

[_] Absorbent Compresses (2 5"x9"
dressings)

[ ] Alcohol

[_] Antibiotic Ointment Packets (5,
approximately 1 gram each)

[] Antiseptic Wipes (5 packets)

[_] Aspirin (2 packets, 8 1mg each)

[ ] Breathing Barrier (with a one-way
valve)

[_ICloth for sling

[JSteril e
40 pads)

Gauze (5.

[ ] Hydrocortisone Ointment (2 packets, [ JInstant Cold Compress
approximately 1 gram each)
[ IScissors [ISplints

[ INon-Latex Gloves (2 pair, size large)

[_] Oral Thermometer (Non-Mercury/Non-
Glass)

[ IScissors |:|Space Blanket
[ISplints [ |Triangular Bandages (2)
[ JTweezers [ ]4" Roller Bandage

[ 14" Roller Bandage

[ |First Aid Instruction Booklet

The following books and documents should also be stored with disaster supplies at each location:

The Complete Library Safety and Security Manual: A Comprehensive Resource Manual for

Academic and Public Library Professionals and Law Enforcement OffiGesaen,

Kentucky: Campus Crime Prevention Programs, 2001.

Halsted, Deborah D, Disaster Planing: A HowTo-Do-It Manual for Librarians with

Planning TemplatesNew York: Neal-Schuman Publishers, Inc., 2005.

UTHSCSA Handbook of Operating Procedugsl Emergency Closings

Two print copies of UT Health Science Center San Antonio Emergency Prepassd
http://www.uthscsa.edu/utpolice/documents/836457%20UTPD%20FlipBk.pdf

One print copy of the Texas State Library press release: Resources available for Texas

libraries, archives, museums, historical records custodians in possible hurricanaatd

Tuesday, September 9, 2008
http://www.tsl.state.tx.us/news/docs/2008releases/hurricaneresources0908.pdf

All relevant site-specific disaster planning documents. Example: UTHSCSA- REGIONAL

ACADEMIC HEALTH SCIENCE CENTER- HARLINGEN DISASTER EMERGENCY

ACTION TIMELINE For SEVERE WEATHER EMERGENCIES, Revised 7/25/2007.
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16. Keys and Card Reader Access

Room Room Location of main key | Staff with copies of key
Direct or 0f3.104 Access via submaster | Rajia Tobia
Administration 3.102 Lock box in Admin Key in lock box assigned to
Conference Room Office Herlinda Howard
Library computer 2.086 Lock box in Admin Luke Rosenberger, Sallieann
room (DROC) office Swanner, Robert Zuniga, Jorge
Martinez, Fabian Rodriguez, Key in
lock box assigned to Herlinda
Howard
Library loading Back All UT HSC library and ACET
dock card reader entrance to staff ID cards will open
library
Downtown Library 3" Floor Ron Mesa, Linda Levy, Julie
University Gaines, Luis Barcenes, Jackie
Health Virgils (Medicine Dept) and Janie
Center, 527 Trevino (Family and Community
N Leona Medicine)
Laredo Library 1.101 UT Police Dolores Diaz, Patti Guttierez
main door.
RAHC Library 1.136 & Monica Tovar, Greysi Reyna,Sylvia
front door and 1.144 Muniz, Yolanda Serna, Petra
library office Garcia, Sandra Torrez, Kathy
Carter, Erica Ramirez, Vanessa
Martinez
RAHC Library 1.140.08 Monica Tovar, Greysi Reyna,Sylvia
study rooms 1.140.06 Muniz, Yolanda Serna, Petra
1.140.12 Garcia, Sandra Torrez, Kathy
1.140.14 Carter, Erica Ramirez, Vanessa
1.140.16 Martinez
RAHC Library 1.144.02 Monica Tovar, Greysi Reyna,
office Sylvia Muniz, Yolanda Serna,
Petra Garcia, Kathy Carter
RAHC Library 1.136.02 Monica Tovar, Greysi Reyna,Sylvia
Storage Muniz, Yolanda Serna, Petra
(located inside Garcia, Sandra Torrez, Kathy
Classroom Carter, Erica Ramirez, Vanessa
1.136.02) Martinez
TRP Jones SBC AIl UT HSC ID cards should be
Research Library Conference able to access the Library and
door card reader Center Conference Center.
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17.  Priority List of Collections, Administrative Records and Equipment
Library collections should be saved in the following order:

History of Medicine Collection. The most valuable books are listed in Appendix 3 and should be
immediately recovered, kept in a freezer, and freeze dried commercially.

Reserve Collection. These materials are used more frequently than any others.

Archives. Many historical records for the university are located in the archives.

Book Collection.

Journalsidondét bother trying to save as most are
NLM or other libraries.

Library Servers
Servers should be restored in the following order:

libht 7 contains Healthy Texas, the journals database, EZProxy for remote campus access,
ContentDM for the digital collections, and the library web sites.

Blis 1 book catalog, so we will have an inventory of our books and journals

Liberes2 1 electronic reserves

Libhs T Pharos printing

Libdv2 T backup to libhs

Dolphin T staff intranet and MS Access databases used by administration, Nixon Library, other staff

Libprint2 T odds and ends of printers

18. Insurance / Legal Contacts/ Counseling:

The UT HSC is covered by a blanket policy through the UT System. Estimates for repairs are sent
to UT System for handling. Contact the UT HSC Vice President for Academic Administration at
210-567-2004.

UT HSC Legal Office
Legal Advisor: Jack C. Park & Gary J. Sertich, Dept. of Legal Affairs
(210) 567-2020

Counseling Service

The Employee Assistance Program is run by the department of Psychiatry and is available through
Human Resources as part of employee benefits. In addition there is a Psychiatric Emergency
Service spearheaded by Sally Taylor, MD T 210-567-5453.
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APPENDIX 1: Floor Maps of Briscoe Library
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APPENDIX 2: Emergency Evacuation Team

Evacuation Team (Briscoe Library)

Name Contact Floor Date Notes
Number Trained
Jorge Martinez 7-6309 | 2nd - Public March '08
Luke Rosenberger 7-2486 | 2nd - Staff & Public March '08
Robert Zuniga 7-2084 | 2nd - Staff & Public November | Library Disaster Team
'06 Member
Chris Gaspard 7-2429 | 3rd - Public March '08
Mary Grace Villarreal 7-2445 | 3rd - Public - Day 11/9/2006
Manager
John Weed 7-2479 | 3rd - Staff 11/9/2006 Library Disaster Team
Member
Herlinda Howard 7-2407 | 3rd - Staff & Public 11/9/2006 Library Disaster Team
Member
Jonquil Feldman 7-2430 | 3rd - Staff & Public 11/9/2006 Library Disaster Team
Member
Walter Creech 7-2462 | 4th - Public 11/9/2006
Patty Tello 7-2460 | 4th - Public 11/9/2006
Katie Prentice 7-6606 | 4th - Staff & Public March '08
Pennie Borchers 7-2469 | 5th - Public 11/9/2006 Library Disaster Team
Member
Anne Comeaux 7-2428 | 5th - Public 11/9/2006 Library Disaster Team
Member
Mellisa DeThorne 7-2470 | 5th - Staff & Public 11/9/2006
Ken Wise 7-2440 | Saturdays 11/9/2006 Library Evacuation
Team Leader &
Disaster Team
Member
Rose Sauceda 7-2440 | Saturdays 11/9/2006
Dana Whitmire 7-2497 | Sundays Pending
Steve Slaten 7-2440 | Sundays - Night
Manager

Date Revised: 11/13/2008 (Howard)

Emailed to: Robert Guerrero on

11/13/08

29




APPENDIX 3: List of Most Rare and Valuable Books from the Nixon Library

These books should be retrieved immediately by BMS Catastrophe.
1. Albinus, Bernhard Siegfried Tables of the Skeleton and Muscles

1749
(wooden cases, P.I. Nixon Reading Room)

2. Aristotle Historia de Animalibus
1619
(wooden cases, P.I. Nixon Reading Room)

3. Avicenna Canon libri V
1486
(glass cases above, P.I. Nixon Reading Room)

4. Bartholin, Thomas Historiarum Anatomicarum
1654
(glass cases above, P.I. Nixon Reading Room)

5. Bartisch, Georg Ophthalmodouleia
1583

(wooden cases, P.I. Nixon Reading Room)

6. Bell, Charles Engravings of Specimens
1813
(wooden cases, P.I. Nixon Reading Room)

7. Boorde, Andrew The Breviarie of Health
1587
(glass cases above, P.I. Nixon Reading Room)

8. Burton, Robert Anatomy of Melancholy
1632

(glass cases above, P.I. Nixon Reading Room)

9. Celsus De Medicina
1481
(glass cases above, P.I. Nixon Reading Room)

10. Colombo, Realdo De Re Anatomica
1572
(glass cases above, P.I. Nixon Reading Room)

11. Cowper, William Anatomia Corporum
1739
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12. Croce, Giovanni Andrea

13. Diemerbroeck

14. Diirer, Albrecht

15. Eustachi, Bartolomeo

9. Fabricius ab Aquapendente

16. Galen

17. Guy de Chauliac

18. Harvey, William

19. Hippocrates

20. Hooke, Robert

21. Hunter, John

(wooden cases, P.I. Nixon Reading Room)

Della Cirurgia
1574

(wooden cases, P.I. Nixon Reading Room)

Isbrandi Diemerbroeck
1679
(glass cases above, P.I. Nixon Reading Room)

De Symmetria
1532

(wooden cases, P.I. Nixon Reading Room)

Tabulae Anatomicae
1722
(wooden cases, P.I. Nixon Reading Room)

Opera Chirurgica
1619
(wooden cases, P.I. Nixon Reading Room)

De Sanitate
1549
(glass cases above, Howe Conf Rm)

The Questionary
1541
(glass cases above, Howe Conf Rm)

Anatomical Exercitations
1628
(glass cases above, Howe Conf Rm)

Opera
1657

(glass cases above, Howe Conf Rm)

Micrographia
1667

(wooden cases, Howe Conf Rm)

A Treatise on the Blood
1794
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22.

23.

24.

25.

26.

27.

28.

29.

30.

31.

Hunter, William

Malpighi, Marcello

Mascagni, Paolo

Morgagni, Gianbattista

Pare, Ambroise

Paulus Aegineta

Pliny the Elder

Santorini

Smellie, William

Vesalius

A Treatise on the Veneral Disease
1786

The Natural History of the Human T.
1778

(wooden cases, Howe Conf Rm)

Anatomia Uteri Humani Gravidi
1774
(wooden cases, Howe Conf Rm)

Dissertatio Epistolica
1669
(wooden cases, Howe Conf Rm)

Vasorum Lymphaticorum
1787
(wooden cases, Howe Conf Rm)

De Sedibus
1765
(wooden cases, Howe Conf Rm)

The Workes of that Famous
1634

(wooden cases, P.I. Nixon Reading Room)

Opus de Re Medica
1534
(wooden cases, P.I. Nixon Reading Room)

The Historie of the World
1526
(wooden cases, P.I. Nixon Reading Room)

Io
1775
(wooden cases, P.I. Nixon Reading Room)

A Sett of Anatomical Tables
1754
(wooden cases, P.I. Nixon Reading Room)

De Humani Corporis Fabrica
1543
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Icones Anatomicae
1934
(wooden cases, P.I. Nixon Reading Room)

32. Withering, William The Account of the Foxglove
1794
(glass cases above, P.I. Nixon Reading Room)

Location Note:

FOLIO..... wooden cabinets marked with capital letters
Ao glass cases above

RR......... P.I. Nixon Reading Room

HOWE..... Howe Conference Room
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APPENDIX 4: Emergency Salvage of Wet Books and Records

NOTE: These procedures should only be followed in case BMS Catastrophe cannot provide help for
some reason. It is best to leave wet books and records where they are so that unintended damage
does not occur.

The recovery of books and records after exposure to a water-based emergency can be successful and
cost-effective if staff and management are prepared ahead of time and react in a timely way. If
decisions and actions are delayed more than a few hours, collections may be lost or so seriously
damaged that recovery becomes an even larger undertaking. Funds must be diverted from other
projects. Service for the public and scholars is interrupted, and public relations suffer.

Rapid response is essential for an effective recovery effort. Collections begin to distort physically
immediately after becoming wet. Books swell and distort; paper cockles; inks and pigments run;
coated papers begin to adhere to one another. Although replacement of water-damaged materials
might seem to be the best solution, many items are not replaceable.

If environmental conditions are poor after a water problem, mold will begin to bloom in as little as
1-2 days, developing first in the gutters and spines of bound materials, and spreading rapidly
thereafter. Once established, mold is extremely difficult to control and eradicate, frequently causing
problems in the facility for many months after the recovery effort is concluded.

Recovery from exposure to water is more successful if collections and facilities are stabilized as
soon as possible. This means that the immediate environment must receive attention. Water must be
removed, temperature and humidity controlled and dry collections protected. Monitor the
temperature and humidity with a hand-held hygrometer (available from Facilities Management).

Conditions are normal when temperature is 72 degrees F and relative humidity is 40-50%. Higher
levels may cause mold.

At the same time, wet books and records should, in most instances, be removed from the site
following accepted procedures and stabilized by freezing.

After a serious water emergency, questions often arise that deserve attention. Are any of these
materials expendable because they no longer are used, have no relationship to the current collection
development plan or have no value? Can they be purchased in another format that will be acceptable
to users? Would the purchase in another format create hidden expenses in the future? For example,
will there be a need to upgrade equipment, hardware, or software to access the information? Does
the institution have obligations to TMC, the state, the region or even nationally?

For books and records that have been water damaged, there are several drying techniques which
have been tested and perfected. The selection of one or more of these depends upon the extent and
severity of water damage, the composition of the materials affected, the expected use and retention
of the collections and the documented facts related to the overt and hidden costs of recovery using
various drying methods.

Advice from a preservation manager or a conservator experienced in disaster recovery can be helpful
before making final decisions. If rare books or unique materials are involved, a conservator should
always be consulted so mistakes can be avoided.

It is important to understand that no drying method restores collections. If time must be taken to
make critical decisions and materials have distorted badly, that is the way they will look when dry.
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However, if collections are stabilized quickly, they can often be dried and returned to the shelves
with little discernible damage.

Air-Drying

Air-drying is the oldest and most common method of dealing with wet books and records. It can be
employed for one item or many, but it is most suitable for small numbers of damp or slightly wet
books and documents. Because it requires no special equipment, it is often believed to be an
inexpensive method of drying. But it is extremely labor intensive, it can occupy a great deal of
space, and it usually results in badly distorted bindings. It is seldom successful for drying bound
volumes with coated paper. The rehabilitation costs after air-drying tend to be extensive because
most bound material requires rebinding. Single sheets are often distorted requiring flattening and re-
housing. It is not unusual for mold to develop during extensive air-drying operations. Another
hidden cost of air-drying is the extra amount of shelf space required for collections. Depending
upon how quickly wet materials are stabilized, the minimum amount of additional space required
after drying will be 20%-30%.

Dehumidification

Drying by dehumidification has been employed for many years by business and industry. Large,
commercial dehumidifiers are placed in a facility with all the collections, equipment, and furnishings
left in place. Temperature and humidity are carefully controlled to specifications. This drying
method is especially effective for library or archives buildings that have suffered extensive water
damage to the structure itself. It can be used for collections that have suffered only slight to
moderate water damage, but is not safe for water-soluble inks or pigments. Slightly damp coated
paper may be dried this way if swelling and adhesion have not taken place before the process is
initiated. Only the expertise or the equipment of the company limits the number of items that can be
treated with dehumidification. This drying method has the advantage of leaving the collections in
place on the shelves and in storage containers, eliminating the costly step of removal to a freezer or
vacuum chamber. Dehumidification is especially effective in conjunction with other drying methods
and for stabilizing the building and environment.

Freeze Drying

Books and records that are only damp or moderately wet may be dried quite successfully in a self-
defrosting blast freezer if left there long enough. The temperature in the freezer must be maintained
no warmer than -10 degrees F. Materials should be placed in the freezer as soon as possible after
becoming wet. Books will dry best if their bindings are supported firmly to inhibit initial swelling.
One method is to support books between clear acrylic "boards" with holes drilled in them to
facilitate drying. The book and boards can be wrapped with a strong elastic cord, which will keep
them firmly supported as the books dry and shrink slightly. Documents may be placed in the freezer
in stacks or spread out for faster drying. Small numbers of leather and vellum bindings can be dried
successfully this way. Expect this method to take from several weeks to many months, depending
upon the temperature of the freezer and the extent of water damage, because it is a passive
technology. Caution is advised with coated paper as leaves may adhere to one another while drying.
If items are placed in the freezer very soon after becoming wet, additional shelf or storage space will
be held to a minimum.
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Thermaline or Cryogenic Drying

This is the trademarked name for a new drying technique currently being tested and revised to meet
special needs. Intended primarily for rare book and manuscript collections, the process was
developed to address the difficulty of drying large numbers of rare books bound in leather or vellum.
It employs blast freezers at very low temperatures and is an advanced variation of the Freeze Drying
method described above, using sophisticated technology to hasten the drying in a more active
approach. Because books receive a great deal of individual handling to ensure the most effective
drying with the least amount of damage, this process is the most expensive of the drying methods. It
is safe for water-soluble media and for coated papers. As with vacuum freeze drying, if carried out
properly, Thermaline Drying never distorts materials as a result of the process.

Vacuum Freeze Drying

This process calls for sophisticated equipment and is especially suitable for large numbers of wet
books and records as well as for water-soluble inks and for coated paper. This process is NOT
suitable for photographs, since it will destroy the image. Frozen books and records are placed in a
vacuum chamber. The vacuum is pulled, a source of heat introduced, and the collections, dried at
temperatures below 32 degrees F, remain frozen. The physical process known as sublimation takes
place--i.e., ice crystals vaporize without melting. This means that there is no additional wetting,
swelling, or distortion beyond that incurred before the frozen materials were placed in the chamber.
If materials have been stabilized quickly after becoming wet, very little extra shelf or storage space
will be required when they are dry. 10% additional shelf space is a sound estimate to use for
planning.

Many coated papers can be difficult to dry without adhering once they are wet. Because it is nearly
impossible to determine which paper will block, all coated papers should be treated the same way for
the purpose of vacuum freeze drying: before any drying takes place, and ideally within six hours of
exposure, materials should be frozen at -10 degrees F or lower. They may then be vacuum freeze
dried with a high potential for success. Rare and unique materials can be dried successfully by
vacuum freeze drying, but leathers and vellums may not survive. Although this method may initially
appear to be more expensive because of the equipment required, the results are often so satisfactory
that additional funds for rebinding are not necessary, and mud, dirt and/or soot are lifted to the
surface, making cleaning less time-consuming. If only a few books are dried, vacuum freeze drying
can be expensive. However, companies that offer this service are often willing to dry one client's
small group of books with another client's larger group, reducing the per-book cost and making the
process affordable.

Vacuum Thermal Drying

Books and records that are slightly to extensively wet may be dried in a vacuum thermal drying
chamber into which they are placed either wet or frozen. The vacuum is drawn, heat is introduced,
and the materials are dried just above 32 degrees F. This means that the materials stay wet while
they dry. This method is used extensively in the food industry for freeze drying certain foods. It is
an acceptable method of drying wet records that have no long-term value. The method often
produces extreme distortion in books, and almost always causes blocking of coated paper. For large
numbers of collections, vacuum thermal drying is easier than air drying and almost always more
cost-effective. However, extensive rebinding of books should be expected as should the need for
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expanded shelf or storage space.
How to Air Dry Wet Records

Wet records may be air dried if care is taken to follow guidelines suggested by preservation experts.
The technique is most suitable for small numbers of records that are damp or water damaged only
around the edges. If there are hundreds of single pages, or if the water damage is severe, other
methods of drying will be more satisfactory and cost-effective. Stacks of documents on coated, or
shiny, paper must be separated immediately to prevent adhesion, or they must be frozen to await a
later drying decision. Care must be taken with water-soluble inks as well. Records with running or
blurred inks should be frozen immediately to preserve the written record. After the items are frozen,
conservators can be contacted for advice and assistance.

If records must be air dried, the following steps will help achieve satisfactory results. Wet paper is
extremely fragile and easily torn or damaged, so care must be exercised. Once wet, records will
never look the same, and at least some cockling should be expected.

Secure a clean, dry environment where the temperature and humidity are as low as possible. The
temperature must be below 70 degrees F. and the humidity below 50%, or mold will probably
develop and distortion will be extreme.

Keep the air moving at all times using fans in the drying area. This will accelerate the drying
process and discourage the growth of mold. If materials are dried outside, remember that prolonged
exposure to direct sunlight may fade inks and accelerate the aging of paper. Be aware that breezes
can blow away single records. Train fans into the air and away from the drying records.

Single leaves can be laid out on tables, floors, and other flat surfaces, protected if necessary by paper
towels or clean, unprinted newsprint, or clotheslines may be strung close together and records laid
across them for drying.

If records are printed on coated paper, they must be separated from one another to prevent them from
sticking. This is a tedious process that requires skill and patience. Practice ahead of time will prove
useful. Place a piece of polyester film on the stack of records. Rub it gently down on the top sheet.
Then slowly lift the film while peeling off the top sheet. Hang the polyester film up to dry on a
clothesline using clothespins. As the document dries, it will separate from the surface of the film, so
it must be monitored carefully. Before it falls, remove it and allow it to finish drying on a flat
surface.

Once dry, records may be re-housed in clean folders and boxes, or they may be photocopied or
reformatted in other ways. Dried records will always occupy more space than ones that have never
been water damaged.

How to Air Dry Wet Books

Air-drying is most appropriate for books that are only damp or wet in limited places such as along
the edges. Books that are soaking wet should be frozen and vacuum freeze-dried to minimize
cockling of pages and distortion of the text block and binding. Books containing coated paper
should be frozen while still wet and vacuum freeze dried for best results. Books with running or
blurred inks must be frozen immediately to preserve the contents.

Refer to steps 1 and 2 in the section How to Air-Dry Wet Records.

Interleave every few pages, starting from the back of the book, turning pages carefully. For
interleaving, use paper towels or clean, unprinted newsprint. Be careful to avoid interleaving too
much or the spine will become concave and the volume distorted. Complete the interleaving by
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placing clean blotter paper inside the front and back covers. Close the book gently and place it on
several sheets of absorbent paper. Change the interleaving frequently. Turn the book from head to
tail each time it is interleaved.

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 edge
(if that was their original shape), and held in place with a light weight. Do not stack drying books on
top of each other. In no case should books be returned to the shelves until thoroughly dry; otherwise
mold may develop, particularly along the gutter margin.

Dampness will persist for some time in the gutter, along the spine, and between boards and
flyleaves. This is particularly true of volumes sewn on an over-sewing machine. Check often for
mold growth while books are drying.

If the edges of the book are only slightly wet, the book may be stood on end and fanned open
slightly in the path of a flow of air (as from a fan). To minimize distortion of the edges, lay volumes
flat under light pressure just before drying is complete. Paper or cloth-covered bricks work well for
weights.

If you can establish an air-conditioned room capable of maintaining a constant relative humidity of
25 to 35% and temperature between 50 and 65 degrees F, books with only wet edges can be dried
successfully in approximately two weeks without interleaving. Do not try to dry books printed on
coated paper by this method. In most cases, the only chance of saving such books is to freeze them
while they are wet and dry them by vacuum freeze-drying.
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APPENDIX 5: Packing and Removal of Wet Library Materials

NOTE: These procedures should only be followed in case BMS Catastrophe cannot provide help for
some reason. It is best to leave wet books and records where they are so that unintended damage
does not occur.

Identify and secure before packing begins:

Place (air-drying location, freezer, storage space)

Transportation

Packing area, with room to sort and pack materials Loading area for receipt of supplies and shipping
of wet books Route by which materials will be removed from the building Rest area for workers,
organize refreshments, etc.

Workers

Salvage is taxing on workers. Plan breaks for rest and refreshments
about every hour and a half or more frequently as needed.

Identify and enlist Library staff members who have preservation training
Consider enlisting others who are willing to help

Consider paid temporary employees or volunteers

Equipment

Plastic crates or cardboard boxes

Waxed paper or freezer wrap

Water proof marking pens, clipboards, paper, tags for labeling boxes and recording contents
Fans, dehumidifiers, electric generators

Book trucks, hand truck to move boxes

Sorting and Packing

The Disaster Team Leader organizes the workers into teams of 3
or 4 people and assigns tasks.

Tasks

¢ Bring, prepare, and assemble packing materials.

e Do not open saturated booksd wet paper tears easily! If books are stuck together, do not
separate them!

e Remove damaged materials. Wrap each wet book in freezer paper (waxed side next to
volume) and place it in plastic crate spine down.

e During packing sort material (and label boxes) for air-drying, freezing, special processing,
direct return to shelf (when conditions permit), and for discard.

e Record (in summary) what is being removed and label boxes.

e Move crates and boxes to loading point and load truck.
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Priorities

e Start removing materials from the areas closest to the point of access and work back.

e (lear aisles and passageways first. Use a human chain to pass items out separately to a
packing area. When the aisles are clear bring the packing crates to the shelves.

0 Remove the wettest books first. If water has come from above, start working with the
top shelves, if from below, with the bottom shelves.

e Keep accurate records of the locations from which materials are removed.

e Ifthe packing and removal operation will take more than 10 hours, loosen tightly packed
shelves or boxes so the books and paper do not jam as they swell. Otherwise, leave material
packed together on shelves or in record boxes where it will present less surface area for mold
growth.

e Books that are actually submerged in water are likely to be in less danger than books that are
wet but no longer submerged. After the initial wetting, submerged books will remain more
stable and be less vulnerable to mold attack than wet materials exposed to air.

e Washing of mud and dirt from library materials should be carried out under the direction of
the Conservation Unit. Skip the washing step if time or staff are short; the first priority is to
remove the collection from further danger or from conditions that would promote mold
growth.

e Iftime and staff permit, some mud and dirt can be removed from water-damaged materials as
they are assembled for packing. Set up an area with a source of clean, running water,
drainage, and a succession of non-rusting containers (such as plastic garbage cans) in which
to rinse the material.

GUIDELINES FOR PACKING WET LIBRARY MATERIALS

Be extremely careful when handling wet materials because they are very fragile. Don't unpack
structurally sound containers (although they may be reinforced by packing inside plastic crates). Fill
cartons and crates three-quarters full. Keep identification labels with objects. (Don't mark wet paper,
but picture frames and reels can be marked with a grease pencil). To prevent further damage, do not
stack materials in piles on the floor.

PAPER

Single sheets of paper: Do not try to separate but interleave the folders every two inches with
freezer paper and pack.

Maps and manuscripts with soluble media: Do not blot the surface. Quickly freeze or dry.
Coated papers: Keep wet by packing in boxes lined with garbage bags, then freeze.
Framed prints and drawings: If time and space permit, unframe and pack as for single sheets.

Plans, oversize prints, manuscripts, maps in drawers: Sponge standing water out of map drawers.
Remove the drawers from the cabinet, ship and freeze them stacked up with 1" - 2" strips of
wood between each drawer. Pack loose, flat maps in bread trays, flat boxes, or plywood sheets
covered in polyethylene. Bundle rolled maps very loosely to go in small numbers to the freezer,
unless facilities are available for conservators to unroll them.
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BOOKS

Don't open or close wet books or remove wet book covers. If the water is dirty wash the books
before freezing. Do not wash open books and those with water soluble media. Wash closed books
in tubs of cold running water and dab away (do not rub) mud with a sponge. Time and facilities may
limit this treatment.

Lay a sheet of freezer paper around the cover, and pack spine down in a milk crate or cardboard
carton.

Leather, parchment, and vellum bindings are an immediate priority because they distort and
disintegrate in water. Books with coated papers should be kept we by packing inside boxes lined
with garbage bags, then frozen.

PAINTINGS

Drain off excess water and take to a work area for immediate drying. Transport horizontally if you
can. If not, carry the painting facing toward you, holding the side of the frame with the palms of
your hands. Larger paintings should be carried by two people. The order of removal and treatment
is: first, the most highly valued; second, the least damaged; third, slightly damaged and fourth,
severely damaged.

COMPUTER DISKS

If the diskettes are wet, pack them upright in containers of cold distilled water. Make arrangements
to air dry.

SOUND AND VIDEO RECORDINGS

Phonodiscs: If storage boxes are badly damaged, transfer the discs, up to five at a time, to milk
crates. Pad the bottoms of the crates with ethafoam and interleave with ethafoam every 25 records to
absorb shocks. Always transport the discs vertically and hold the discs by their edges.

Sound and video tapes: Pack vertically into egg crates or cardboard cartons. Do not put excessive
weight on the sides of the reels or cassettes.

PHOTOGRAPHIC MATERIALS

Salvage without delay these historic photographic processes:

e Wet collodion photographs (ambrotypes, tintypes, pannotypes and wet collodion glass
negatives). Salvage first and air-dry these immediately. Both immersion and freezing will
destroy the emulsion. If photographs cannot be handled immediately, place in sealed
polyethylene bags and immerse in cold water until they can be air dried.

e Daguerreotypes: Salvage and air dry.

¢ Nitrates with softening emulsions: Freeze immediately and make arrangements to freeze dry.
Emulsions are water soluble and could be lost. Other photographs should be kept in wet
containers of fresh cold water until they are either air dried or frozen. If allowed to partially
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dry, they will stick together. Pack inside plastic garbage pails or garbage bags inside boxes.
Keep to a minimum the immersion time prior to treatment or freezing.

e Prints, negatives, transparencies: Salvage color photographs first, then prints, then black and
white negatives and transparencies.

e [f facilities and personnel are available, air dry. Pack and freeze if not.

e Motion pictures: Open the film can, fill it with water, and replace the lid. Pack into plastic
pails or cardboard cartons lined with garbage bags. Ship within 72 hours to a film processor
for rewashing and drying.

MICROFORMS

Roll Microfilm: It is often cheaper to replace microfilm than to salvage it. However, master
negatives are often irreplaceable, demand salvage. Do not remove the films from their boxes. Hold
cardboard boxes (and their labels) together with rubber bands. Fill he boxes with water then wrap 5
boxes of film into a block with plastic wrap. Pack the blocks into a heavy duty cardboard box lined
with 3 garbage bags. Label as wet film and ship within 72 hours to a microfilm processor.

Diazo microfiche, aperture cards, film in jackets: Pack, freeze, and make arrangements to air dry.

Parchment and vellum: Separate from other documents, pack in crates or flat boxes, and freeze.

(From Betty Walsh, Western Association for Art Conservitemsletter, May 1988).
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APPENDIX 6: Departmental Emergency Evacuation Procedures

(still in process)

Collection Resources Emergency Evacuation Plan
3" Floor Emergency Evacuation Staff: John Weed and Ken Wise

All alarms will be treated as an actual fire alarm and the following procedure will be followed in
evacuating the Collection Resources area.

When the fire alarm sounds, exit your work area quickly and calmly. Emergency Evacuation Staff
have flashlights if the electricity is out. If you work in an office space, turn off lights and close
doors as you leave.
Make sure everyone in Collection Resources and the surrounding area has heard the alarm and is
aware of the emergency/drill.
Exit the Collection Resources area through any of these exits:

- the Administrative Office door

- the door leading from the Technical Services workroom to the public area on the 3™ floor

- the Public Services/Library Technology workroom where there is an exit to the public area

on the 3" floor.

If a door handle is hot, use another exit.
Take the stairway in front of the Library building. All staff should meet outside the building in the
motorcycle parking area in Lot 2, across from Methodist Hospital. Each supervisor or designee is
responsible for accounting for staff in their area and making sure no one is left behind. Remain at
this location until an all clear is issued.

Alternative procedure:

If it is not feasible to use the exits described above, use one of the Library fire exits marked with the

red AExito sign. CollebtientfResourcesa rae & iirme ferxant iof tJuec
Assemble and account for all Collection Resources staff who were in the building, and wait for the

all-clear.

If the fire is in the Collection Resources area, call UT Police to report using ext. 911. Pull the fire

alarm next to the emergency exit. If the fire is small and contained, use the fire extinguisher located

on the wall near Judedés desk to contain the f
limb in putting out the fire, leave the fire extinguishing to the Fire Department.
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Emergency Response - Rare Book Room / Historical Collections
5™ Floor, Nixon Library and Howe Conference Room

Fire Marshalls: Walter Creech and Pennie Borchers

If an alarm is sounded, all rooms (public and private) must be evacuated.
EMERGENCY EXIT - BACK STAIRS by study rooms

(or alternate stairwell behind Howe Conference Room)

Do not use elevators or front stairs!!

The Halon (chemical) fire suppression system located in the Workroom area may be activated
manually or through smoke detectors. One detector will ring a warning bell; the second will
activate a horn, a rotating red |ight and the

A full alarm will close ventilation dampers to the room so that gas will be retained within the room.

When Halon gas is emitted (30 seconds after the alarm), everyone in the rare book area must leave
IMMEDIATELY! to avoid exposure to vapors, smoke or products of decomposition.

Close all doors (but do not lock), being careful touching handles (possibly hot!)

EVACUATE! - Fire Evacuation Team members will clear patrons from public areas and restrooms,
directing them to exit at the closest safe stairwell and proceed downstairs, out the building, and to
the end of the Parking Lot II.

An emergency chair is positioned at the top of the stairwell at the far end of the floor (not Howe
Conference Room) to assist the handicapped.

Once fire officials have verified that all is safe, staff and patrons may return. If Halon is emitted,
rooms must be thoroughly ventilated before re-entering.

If a fire is detected (and no alarm is sounded):

Pull the nearest fire alarm

next to the Halon panel just outside the Workroom

on the wall near front stairs/elevators of 5™ floor

Call 911 and report details of the fire

If fire is small and contained and Halon alarm has not activated, use the fire extinguisher (if you
have been trained to use one) just inside the Workroom, stay between fire and exit to avoid being
trapped, and evacuate immediately if there is significant smoke/vapor or Halon alarm goes off.
If fire spreads, proceed with procedures listed above.
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Public Services & Library Technology Emergency Evacuation Plan
3" Floor Emergency Evacuation Staff: John Weed and Ken Wise

All alarms will be treated as an actual fire alarm and the following procedure will be followed in
evacuating the Public Services/Library Technology (PS/LT) area.

When the fire alarm sounds, exit your work area quickly and calmly. Emergency Evacuation Staff
have flashlights if the electricity is out. If you work in an office space, turn off lights and close
doors as you leave.
Make sure everyone in PS/LT and the surrounding area has heard the alarm and is aware of the
emergency/drill.
Exit the PS/LT area through any of these exits:

- the door leading from the Technical Services workroom to the public area on the 3" floor

- the Public Services/Library Technology workroom where there is an exit to the public area

on the 3™ floor.

If a door handle is hot, use another exit.
Take the stairway in front of the Library building toward the parking lot. All staff should meet
outside the building in the motorcycle parking area in Lot 2, across from Methodist Hospital. Each
supervisor or designee is responsible for accounting for staff in their area and making sure no one is
left behind. Remain at this location until an all clear is issued.

Alternative procedure:

If it is not feasible to use the exits described above, use one of the Library fire exits marked with the
red AExito sign. There i saraed iirre ferxant imf
another beside the Chilton Room. Assemble and account for all PS/LT staff who were in the
building, and wait for the all-clear.

If the fire is in the PS/LT area, call UT Police to report using ext. 911. Pull the fire alarm next to the
emergency exit. If the fire is small and contained, use the fire extinguisher located on the wall near
the Chilton Room to contain the fire. However, if you feel that there is danger to life and limb in
putting out the fire, leave the fire extinguishing to the Fire Department.
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