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Disaster Preparedness and Recovery Manual
Last Updated: 

EMERGENCY CONTACTS
The PRIMARY system for handling on-campus emergencies is the "9-1-1" emergency call.  Campus Security staff are available 24 hours each day, seven days a week, and are prepared to respond to on-campus emergencies.  

To obtain help during less serious situations, call x6-9077.

· When calling, remain calm. Carefully explain the problem and the location to Security Control Center. 

· Quickly notify your supervisor of the emergency and begin to take the appropriate action warranted. 

If a building emergency situation arises, such as a water leak, notify the following as appropriate:

· During Office Hours (Monday through Friday, 8:00 a.m. to 5:00 p.m.): 

Call the Library Administration Office, x6-5301 and report the emergency.  If no one answers, call one of the numbers listed below until a person is reached. (See Appendix A for home phone and cell phone numbers.)

Mary Klatt


x6-5305

Dianne Olson


x6-5311

Stephen Van Houten

x6-5307

· Evenings (5:00 p.m. -10:00 p.m.), Weekends, and Holidays: 

1. Call Physical Plants and grounds (708-216-9044) for building emergencies only.  Be SPECIFIC about the emergency, for example, there is water running on the floor out of the washroom room in the Technical Services area of the Health Sciences Library.  Emphasize the urgency of the situation.  State your name and the building (Bldg. 101) and room number (Rm 1717). 

2. After reporting the problem, call a Library Administrator and leave a message concerning the emergency.  If you are unsure what to do in a specific situation, call your supervisor at home or on his/her cell.  (See Appendix A for home phone and cell phone numbers.) 

Mary Klatt


x6-5305

Dianne Olson


x6-5311

Steve Van Houten

x6-5307

Systems/Platforms Used

Software

· MS Office productivity suite (Word, Excel, Access)
· Adobe Acrobat Pro
· Macromedia products 
· Macroexpress
· Multimedia applications
· Specialized library software (CLIO, SnagIt, Ill software)
Systems/Platforms
· Interlibrary loan library management system (Insert vendor contact information)
· Archer Library proxy Server [Server located in Reference area]
· Voyager:  Chulin Meng   Head of Library Systems,  cmeng@luc.edu , x82590 
· Ariel [Vendor info]
· VPN (selected users only) [Contact Information Technologies]
· OCLC-Client server (Vendor Info needed) 
· Proprietary library databases (hosted remotely)
See Appendix XX for database vendor information
Recovery Steps

Services that could be temporarily discontinued
· See priority list in Appendix 4 for continuation of services.
· We could temporarily discontinue (depending on nature of emergency) the following:
· Space dependent activities, such as providing access to the print collection, computers and study space.
· 24/7 operations to a reduced schedule.
· Offering classes that are not essential to teaching and research.
· Learning Resources Center (LRC) operations
· Interlibrary loan & Intracampus loan 
Performance of library functions if the usual space is not available
· Since our most used resources (journals) are available electronically, and support services such as Telehealth and e-learning are accessible remotely we could function fairly well without our physical space.
Continuity functionality if a number of staff is not available
· Most of our staff is multifunctional and could help out in other areas.
· We would reduce hours considerably.
· 90% of staff have access to high speed internet connections at home. Many of the staff could perform their duties remotely.
Continuity functionality if all computer network connectivity is not available
· Since we rely heavily on network connectivity for most of our operations, our services would be considerably reduced.

· We could provide study space and access to our print collection.
· Document delivery via U.S Postal System for LUMC staff/faculty who could not get to campus
Who depends on the Health Sciences Library and who we depend on
· Students, faculty, researchers, clinicians, staff nurses, residents, other hospital staff (internal and external) depend on us.
· We depend on
· Each other (staff to staff)
· University Libraries due to resource sharing 
· NN/LM libraries due to resource sharing
· AMA library due to resource sharing
· Loyola service units (security, facilities, IT, etc.)
· Loyola Schools, institutes, primary care clinics, health system
· SSOM administration 
· Database vendors (see Appendix 3)
Minimum Work Requirements
	Priority
	Activity
	Personnel (absolute minimum)
	Equipment/Software
	PCs needed

	1
	· Provide electronic and access to library resources

· Perform all administrative functions to support operations (payroll, billing etc.)

· Manage internal and external communications and recovery steps


	· Director/ Associate Director

· Executive Secretary

· Technical Services Head

· Electronic Resources Librarian

· Information technologies coordinator
	All functions for priority 1 could be performed from a remote site using only a computer, Internet connection and our main Loyola Enterprise systems 

· GroupWise

· Loyola Wired

· Library Proxy Server

· NetLearning
	3

	2
	Provide

· reference and research assistance

· electronic course reserves

· ILL, doc delivery

· e-learning
	Core team from1 +

· ILL/Circ Coordinator

· Outreach Coordinator

· Technology Coordinator
	· E-learning

· ILL software

· Clio

· Ariel (desktop client)

· Printer / scanner/ photocopier
· Fax machine


	4

	3
	Provide

· Information management instruction

· Technology integration support

· Telehealth support
	Core team from 2 +

· Reference staff
· LRC Head


	· Video conferencing 

· Headset (or speakers/ microphone)


	    6

	4
	Provide physical access to print collection, computer training lab, etc. 
	Core team from 3 +

· IT tech staff

· Some circ staff
	· 3M Security Gates
· Copiers/printers

	all

	
	* If major cleanup is required prior to return to physical space.
	All staff
	· Disaster Kit
	


Record Protection
· Paper / Print
· Current files (Last 5 years) are located in:

· The director’s office file cabinets

· The executive secretary’s office

· Petty cash is located in the safe in the executive secretary’s closet.

· All building keys are located in the safe and key box in the director’s closet.

· Archived files (last 7 yrs for IRS) are located in the lower level storage room.

Note: All spaces are locked during the administration staff’s absence. The director, associate director and executive secretary hold keys to these spaces.  

· Electronic
· All essential operational documents and databases are located and regularly updated on Loyola Share files.  All Health Sciences Library shared file folders (with exception of confidential administrative file folders) are accessible to Loyola Health Sciences Library staff with proper passwords.

· All LUHSL staff are required to post updated operational documents and databases on Loyola Shared files.
· Due to safety concerns, no essential files are stored on external hard drives, key drives or other removable storage devices.

 DISASTER RESPONSE TEAM
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DISASTER RESPONSE TEAM RESPONSIBILITIES 

The disaster response team will coordinate first response to a library-wide emergency, as well as salvage and long-term rehabilitation of the collections and the building.  

Library Recovery Coordinator & On-Site Disaster Team Leader:
Assesses damage to the building and its systems; decides on recovery/rehabilitation strategies for the building; coordinates with Medical Center administration for external services/supplies/equipment related to building recovery. 

Activates the disaster plan; coordinates all recovery activities; consults with and supervises all members of the disaster team; establishes and coordinates an internal communication network; and reports to the Stritch School of Medicine Dean, as appropriate. (Logan Ludwig; Mary Klatt, backup)

Administrator/Supplies Coordinator:
Tracks personnel working on recovery; maintains in-house disaster response supplies; orders/coordinates supplies, equipment, and services with other team members; authorizes expenditures; deals with insurance company. (Mary Klatt; Regina Zarilla, backup)
Collections Recovery Specialist:
Keeps up to date on collections recovery procedures; decides on overall recovery/rehabilitation strategies; coordinates with administrator regarding collections-related services/supplies/equipment, such as freezing and vacuum freeze drying services; trains staff and workers in recovery and handling methods. (Dianne Olson; Heather Cannon, first backup; Jeanne Sadlik, second backup).
Learning Resources/Telehealth:
Assesses damage to the collections/equipment under his jurisdiction; decides what will be discarded and what will be salvaged; assigns salvage priorities among collections. (Stephen Van Houten).
Work Crew Coordinator:
Coordinates the day-to-day recovery work of library staff and volunteers to maintain an effective workflow; arranges for food, drink, and rest for staff, volunteers, and other workers. (Donald Nagolski; Jean Gudenas, backup)
Technology Coordinator:
Assesses damage to technology systems, such as hardware, software, and telecommunications; decides on recovery/rehabilitation strategies; sets priorities for recovery; coordinates with administrator for external services/supplies/equipment related to technology. (Reyes Garcia; Heather Cannon, first backup; Jake Giovingo, second backup) 

Security Coordinator:
Maintains security of collections, building, and property during response and recovery. (Mary Klatt)
Public Relations Coordinator:
Coordinates all publicity and public relations, including communication with the media and the public. (Logan Ludwig; Mary Klatt, backup)
· Internal Communications
· Department heads contact staff based on org chart (Appendix 1) by any means possible.
· Contact list contains staff desk, home and emergency contact numbers, Loyola and private email (where provided) (Appendix 2)

· External Communications
· The Health Sciences Library website < http://library.luhs.org/ will serve as the main communication platform. All department heads have access to Loyola GroupWise to post updates and news items. 

· Alternatively, messages can be posted through various listservs.
Documentation Coordinator:
Maintains a list of the priorities for recovery; keeps a written record of all decisions; maintains a written and photographic record of all damaged materials for insurance and other purposes; tracks collections as they are moved during salvage and treatment. (Dianne Olson; Donald Nagolski, backup).
Medical Emergency Coordinator:
Oversees response to medical emergencies; maintains a list of all specially trained personnel who are willing and able to assist in medical emergencies (CPR, first aid, etc.) until professional medical personnel arrive.  Maintains a list of specific emergency exits to use, meeting places for the library staff, and a list of persons assigned to take roll once outside the building (Janet Behnke; Chris Carlton).
EMERGENCY INSTRUCTIONS
If a disaster strikes when the building is occupied, the safety of individuals inside must come first.  Familiarize yourself with the location of exit doors throughout the library and determine at least two evacuation routes.  Please remember that consideration must be given to people with disabilities during an evacuation.

Check with the library medical emergency coordinator for a list of emergency exits and the check-in location once evacuation is complete; for specific exits to use, meeting places for the staff, and a list of persons assigned to take roll once outside the building.     In any emergency situation, remember the following:

· Remain calm. 

· Protect people before property. 

· Evacuate quickly whenever you hear an alarm or are otherwise instructed to leave the building. 

· Obey all emergency personnel (security guards, policemen, firemen, etc.) 

· Follow instructions from the public address system. 

· Meet at the assigned location and check-in as soon as possible. 

· If the emergency takes place during the week-end or at night, notify the Associate Library Director as soon as possible. 

· After the emergency is over, fill out an Incident Report Form and submit it to the Library Director (See Appendix xx for form). 

	Failure of:
	What to expect:
	Who to contact:
	Staff response:

	Computer  systems
	System down
	Information Technologies
	Use manual/paper systems

	Electrical Power failure 
GENERATORS OK

TOTAL
	Most lights out – red outlets work
	PP&G

Security/Safety
	Use flashlights. Complete all procedures ASAP.

Stand-by for instructions if evacuation is ordered.

	Fire Alarm System
	No fire alarms
	Security/Safety
PP&G
	Implement Fire-watch Plan.  Use runners/telephones to report fire.

	Natural gas failure or leak
	Strong odor – no flames on burners, etc.
	Security/Safety
	Turn off gas equipment. Don’t use spark producing equipment.  Evacuate area if necessary.

	Sewer stoppage
	Drain backing up
	PP&G
	Do not flush toilets.  Do not use water.  Use red bags in toilets. 

	Telephones
	No phone service
	Telecommunications
Security/Safety
	Use overhead paging system, pay phones, two-way radios, cell phones in non-clinical areas.

	Water
	Sinks, toilets do not work
	PP&G
Security/Safety
	Conserve water, use red bags in toilets.  Implement Firewatch and emergency water plans.

	Water non-potable
	Tap water unsafe to drink
	PP&G/ Security/Safety
	Place “Non-Potable Water – Do not Drink” signs at all drinking fountains and wash basins.

	Ventilation
	No ventilation or heating * cooling
	PP&G/ Security/Safety
	Implement Firewatch Plan, restrict use of odorous/hazardous materials.


 EVACUATION PROCEDURES
The Library maintains an instruction sheet for evacuation procedures which lists the meeting place once outside the building and the person responsible for taking roll. Library staff should go over these procedures and practice exiting so that everyone will react quickly and will know exactly where to meet for roll call.

· If an alarm sounds or you are otherwise instructed to leave the building through the nearest exit. Do NOT return to your office. 

· Computers, lights, and equipment may remain on. 

· Close doors behind you, but do not lock them.  If the door automatically locks when closed, leave it open. 

· Remain calm as you leave the building – walk, do not run. 

· Use stairwells.  Use handrails.  Do not push or shove. 

· Police and/or fire emergency personnel will assist disabled and injured persons. 

· Once outside the building, proceed to your designated safe place for roll call. 

· Watch for emergency vehicles and equipment. 

· Do not block exits, entrances, walkways, or driveways. 

· Do not return to the building until the “all clear” is given. 

A. POWER OUTAGE

· Turn off electronic equipment to prevent damage from possible power surges when power is restored. 
· Obtain flashlight from Disaster Kit and check stack area for stranded users. (Upper and intermediated shelving stacks have no emergency lighting.)
· Voyager takes approximately 30 minutes to restart once power is restored.  If the Voyager remains unavailable after that time, notify the following: Chulin Meng   Head of Library Systems,  cmeng@luc.edu , x82590 
Monday through Friday, 8:00 am to 5:00 pm:
Call one of the following people in the order listed.  Stop when you reach someone.

[Insert contact list of names and numbers here]
· If Voyager is not available evenings, weekends, and holidays, contact the above list until you reach someone. (See Appendix A for home phone and cell phone numbers.) 

· If one of the Windows servers is unavailable call: 

Library Information Technology Service

x6-2160
B. WATER EMERGENCIES

· Do not enter an area with standing water, “live” electrical wires, or other dangerous conditions until it has been approved for entry by the appropriate safety agency. 

· Wet surfaces can be slippery and may be electrically charged.  Be very careful if you must walk on or near a wet surface. 

· If you discover a water leak, toilet overflow, or water coming into the library, follow the notification procedures on Page (?) of this manual.  For your convenience the most important numbers are reprinted below:  (See Appendix A for home phone and cell phone numbers.) 

Library Administration: 

         
x6-5301
Campus emergency number:

   
x6-6077
PP&G Emergency number:


x6-9044
· Be prepared to give the following information: 

· Your name. 

· Your building and the room number where there is a problem. 

· A description of the problem, including the extent of the damage and the source of the water, if possible. 

· If the situation does not require evacuation of the building, cover endangered items with plastic sheeting. 

· If it does not threaten your safety, unplug electrical equipment and move items endangered by rising waters to higher shelves or to another safe area. 

· Do not attempt to move wet materials unless you are instructed to do so. 

C.  FIRE

· Call 911 immediately 

· Give your name, the name of the building, and describe the extent or source of the fire, if possible. 

· Do not allow fire to come between you and an exit. 

· Do not attempt to put out the fire if you have not received training. 
· Activate the PA System and announce calmly that there is an emergency situation and that users must leave the library immediately.
· Evacuate the building quickly after checking that the stacks are cleared 

· Do not stop to turn off computers, lights, or other equipment. {Note: Turn off lights in affected area if fire caused by ballast}
· Close doors behind you, but do not lock them. 

· If a closed door feels hot, do not open it.  Use another evacuation route. 

· Remain calm as you leave the building – walk, do not run. 

· Use stairwells.  Use handrails.  Do not push or shove. 

· Notify police and/or fire emergency personnel that a disabled or injured person is inside and they will assist in removing them.  

· Once outside the building, proceed to your designated safe place for roll call. 

· Watch for emergency vehicles and equipment. 

Do not block exits, entrances, walkways, or driveways.
 IF YOU DISCOVER SMOKE OR FIRE
	R
	Rescue all people form the smoke/fire area and close the door.

	A
	 Pull nearest fire alarm located by each stairwell or 1st floor exit. This alerts the fire department, fire brigade and other building occupants.

Call 911 with the exact location of smoke or fire. Call 9-911 In satellite locations.

	 C
	 Close all doors to prevent spread of fire and smoke.

 Clear the Corridor of equipment.

	E
	 Evacuate area as necessary through nearest fire doors.

Assist any handicapped persons in your area.

DO NOT use elevators.


WHEN YOU HEAR THE FIRE ALARM OR OVERHEAD ANNOUNCEMENT

	PATIENT CARE BUILDINGS
	NON-PATIENT CARE BUILDINGS

	1.  Stop what you are doing.
	1.  Evacuate the building.

	2.  Close all doors.
	2.  Close your door.

	3.  Be alert for public address instructions and be prepared to evacuate, if necessary.
	3.  Use the stairs.

	4.  Evacuate areas as instructed.
	4.  Evacuate to your designated meeting place.

	5.  Assist any handicapped persons in your area.
	5.  Assist any handicapped persons in your area.

	6.     DO NOT use elevators.
	6.  DO NOT use elevators.


D.  TORNADOES/EARTHQUAKES
If there is advance warning:
· Remain calm. 
· Activate the Library PA System and announce calmly that there is an emergency situation and that users must move to a safe area immediately.
· Turn off electronic equipment. 
· Move to a safe area as instructed by emergency personnel or the public address system.
If there is no advance warning:
· Remain calm. 

· Seek shelter immediately (under your desk or a table, for example.) 

· Follow instructions from emergency personnel. 

· Do not walk through the building to assess damage. 
E.  EXPLOSIONS
· Remain calm. 
· Activate the Library PA System  and request that users move away from windows and glass walls, seek shelter, or evacuate the library is told to do so by emergency personnel.
· Be prepared for further explosions. 

· Seek shelter under your desk or a table. 

· Watch for falling objects. 

· Keep away from: 

· Windows 

· Furniture that may fall (file or supply cabinets, for example) 

· Areas of shelving 

· Electrical equipment 

· Be prepared for fire, power failure, and/or water leaks as a result of the explosion(s). 

· Do not use matches or cigarette lighters. 

· Do not use elevators. 

· Do not use telephones or computers. 

· Do not move seriously injured persons unless they are in immediate danger from fire, building collapse, or falling debris. 

· Follow all instructions from emergency personnel and the public address system. 

· If instructed to do so, evacuate quickly and move away from the building. 
F.  BOMB THREATS

If the threat is made over the telephone, do the following and then call 911:

· Do not hang up. 

· Use the form in Appendix ? to record information about the threat: 
· Activate the Library PA System and advise users to evacuate the library immediately.
G. WORKPLACE VIOLENCE
· Emergency or Life-Threatening Situations: In the case of an emergency or life-threatening situation, immediately call 911. A call to 911 will go to the appropriate Campus, City, or County law enforcement agency. 
· Non-Emergency Situations: In all other situations, notify Campus Security (6-9077) and Human Resources (6-3241).

·  Responsibility to Report:  Anyone witnessing or receiving a report of prohibited behavior, or possession, display or use of any weapon shall immediately notify the appropriate authority, as listed above. 
· Employees should mentally "map out" a personal survival strategy in the event of workplace violence. 

· Workplace violence incidents will differ greatly and each situation will dictate a different response. The particular circumstances of a given situation will suggest which of, and in which order, the following should occur:

· Report to the Police by dialing 9-1-1 at the safest opportunity 

· Alert others (signals, codes, alarms) 

· Activate prearranged safety and security plan 

· Secure surroundings, lock doors 

· If appropriate, evacuate employees/leave the area 
H. HAZARDOUS MATERIAL SPILL

A hazardous materials accident can occur anywhere. Hazardous materials are transported on our roadways, railways and waterways daily, so any area is considered vulnerable to an accident.  
Internal Hazardous Material Spill
During any spill, the following steps should be taken:

· Without risking your safety, try to keep the chemical from going down a drain.

· Close off the area to all employees, patients, and visitors.  Close door to spill.

· If you are not trained to clean the spill or if employees are having health symptoms:

· Call Security at 911.  Tell the dispatcher the name of the chemical (if known) and the location.  

· Meet the responders outside the spill area and brief them on conditions and any restrictions that must be addressed before they enter the area.

If authorities say to stay indoors, you should remain inside for protection.  This action will be recommended if there is a short release, a small amount of hazardous material in the air, or if there is not enough time to evacuate before the arrival of a cloud of toxic vapor. Take these steps to protect yourself:

· Go inside immediately! Stay inside until local officials say you can leave safely.

· Close all doors, windows, and drapes. 

· Turn off heating, cooling or ventilation systems. 

· During office hours call x6-5303 and Library Administration will call x2127. 

· Nights, weekends, and holidays, call x2127 and request that the air be turned off. 

· While in the library listen for further emergency announcement  and/or to your local radio or TV stations for further instructions. 

· Seal all gaps under doorways and windows with wet towels and duct tape. 

· Resist the impulse to go outdoors and "check things out" before authorities give the "All Clear”. 

· If you are told to protect your breathing, cover your nose and mouth with a damp handkerchief or other cloth folded over several times. 

If told to evacuate, you should move to the place/shelter designated by public officials. Listen to your radio and TV for specific instructions and follow these guidelines:

· Stay as calm as you can and move quickly to your car. 

· Keep car windows/air vents closed. 

· Do not use the air conditioner until you are out of the evacuation area. 

· Drive safely. Law enforcement officers will help with traffic control. 

· If you need a ride, ask someone. 

· If you know someone who uses public transportation, offer them a ride. 

· Do not return to the evacuated area before authorities give the “All Clear”. 

TEMPORARY LOCATION DURING DISASTER RECOVERY

If the library is evacuated and the rest of the campus is open, the Associate Dean for Library Services will make arrangements for space in a building near the Health Sciences Library where there is wireless access to the Local Area Network and the Internet. 

o       School of Medicine Building

o       Maguire Building

If space is not available, the use of a portable classroom will be explored.  A staff meeting area will be arranged, and all staff members will report at 8am every morning for an update on the status of the recovery process and to receive assignments for the day.  Once it is safe to enter the building, computers and materials will be brought out to establish service areas.

Caution tape will be placed across the entry doors to the Library and large signs will be placed in front of each door to direct users to the temporary location.
ELECTRONIC EQUIPMENT - DISASTER RECOVERY

Disaster Scenario 1:  One floor of the library is not available. The rest of the library is available for office operation.

· Wireless connectivity is available throughout most of the health sciences campus buildings. 

· Departments can be relocated to different offices to continue work on a short term basis. 

Supplies needed:

· Tables/chairs 

· Desktop pc or laptop 

· Circulation: phone,  

· printer, scanner, barcode reader and desensitizer. 

· Electric surge protectors to plug equipment into. 

Disaster Scenario 2: Building is closed (short-term)

· Service operation move temporarily to one of the following: 

· Stritch School of Medicine 

· Maguire Building

· Wireless connectivity is available 

Supplies needed:

· Tables/chairs 

· Desktop pc or laptop 

· Circulation: Phone, printer, scanner, barcode reader and desensitizer. 
· Surge protectors for equipment.

Disaster Scenario 3: Building is closed (long-term)

· Arrange space in another building for library operations. 

· Rent a portable building for service desks and technology services. 

Supplies needed for a portable building:

· Connect a portable generator for electricity. 

· Establish internet connectivity (either wireless or hard wired). 

· Tables/chairs. 

· Desktop pc’s or laptop’s. 

· Circulation: Phone, printer, scanner, barcode reader and desensitizer. 

· Surge protectors for equipment. 

· Mat/Acq & Cataloging: phone, printers, scanners. 

· LITS: servers. 

REFERENCE DESK SERVICES - DISASTER RECOVERY

Once a temporary location has been acquired and it is safe to enter the library, a reference desk will be set up near the temporary circulation desk. 
· Items the reference staff will need at the temporary location are: 

· Table or desk 

· Chairs 

· Ready Reference materials on book carts 

· Printer 

· One OPAC computer (laptop or desktop) 

· telephone 

CIRCULATION DESK SETUP - DISASTER RECOVERY

Once a temporary location has been acquired and it is safe to enter the library, a circulation desk will be set up near the temporary reference desk. 
· Items the circulation staff will need at the temporary location are: 

· Folding Table 

· 2 Chairs 

· Sensitizer 
· 2 Desensitizer 
· 1 Photocopier and/or scanner
· 2 Date Stamps 
· 1 Box of Date Due Slips 
· One Cart of Lap Tops (If wireless internet connections are available) 

· If wireless internet is available, have Library Information Technology Service (LITS) set up two of the laptops with Voyager Circulation, scanners, printers, and readers. 

· If the temporary location is wired for internet access and wireless is not available, have LITS set up the circulation desktop computers with their scanners, printers, and readers. 
· Once the items have left the library, place an outside book drop in front of the library entrance door with a sign directing library users to the temporary location.  
· Once the staff and the items have reached the location, set up the temporary Circulation Desk on the folding table. 

· Leave the sensitizer on the flat cart so there will be table room while sensitizing items. 

CIRCULATION DESK – RETRIEVING MATERIALS

Once a temporary circulation desk has been set up and it is safe to enter the library to retrieve and re-shelve material, circulation staff will begin operations on a reduced scale. 
· Users will fill out a form requesting library materials. 
· Library staff will locate and retrieve the requested material and pages will deliver material to the temporary location for pick up. 

· Library staff working in the stacks will rotate frequently to avoid stress related problems. 
CIRCULATION DESK – RETURN PROCEDURES 

· Returned books will be discharged, stamped, sensitized and returned to the library by available staff. 

· The scheduled time for returns will be determined by the number of staff, books and/or journals, and the type of disaster. 

· If the Stacks can be accessed, available staff will make an effort to shelve books/journals in the stacks to make them easier to locate. 

· If the Stacks are not available, returned books/journals will be placed on carts in call number order until they can be re-shelved. 

· Returned books/journals that have been recalled will be discharged, stamped, and processed as usual. They will then be placed on a cart marked for holds and kept at the temporary location until they are picked up or the hold expires. 

· ILL returned books will also be discharged, stamped and held on a cart with Circulation Staff until the location and status of the ILL office has been determined. 

· When the library is safe and ready for use, all available staff will help bring carts of books/journals to the library and shelvers will begin the process of re-shelving. 
INTERLIBRARY/INTERCAMPUS LOAN SERVICES
– DISASTER RECOVERY

Once a temporary location has been acquired, Interlibrary/Intercampus Loan staff will be able to offer service on a restricted basis. 
· LUHSL will be listed as a non-provider in both Docline and OCLC until access to the stacks is restored. 

· Digital copies will be provided when available; staff will also pull and photocopy articles from print journals if the stack areas are accessible. 
· Items the ILL staff will need at the temporary location are: 

· Table or desk 

· Chairs 

· Computers from ILL connected to the internet 
· Printer 

· Telephone 
· Photocopier/scanner
TECHNICAL SERVICES – DISASTER RECOVERY

Technical services staff may be needed to maintain electronic resources, acquire materials for library users, sort and distribute mail

Items the tech services staff will need at the temporary location:

· Table or desk

· Chairs

· Computer (desktop or laptop) with internet connection

· Telephone

· Date/ownership stamp

· Pens (red, black)

Notify mail and receiving departments of any temporary library location.

COMMUNICATIONS - DISASTER RECOVERY

Library Employees:

· Employee Telephone Numbers: 
· Employee phone numbers are listed by department and are located in an Excel file on the H:/shared/administration/Library Phone List  drive 
· Supervisors should keep a printed copy in case the shared drive is not available. 

· Employee home phone numbers are located in each employee’s individual file.  Supervisors should keep a list of these numbers which are maintained by the Library Administrative Secretary. 

· Cell Phones: 

· Supervisors should keep a list of these numbers which are maintained by the Library Administrative Secretary.  

Library Clients: 

· Library Web Site: Place message on Library's homepage to inform library clients of reduced hours of operation or limited access to the building or any other disaster related issues. 

· First Responder: Mary Klatt x6-5305 

· Back-up: Jean Gudenas  x6-4368
· Library Blog: Place message on Library's blog to inform library clients of reduced hours of operation or limited access to the building or any other disaster related issues. 

· First Responder: Mary Klatt x6-5305
· Back-Up: Jean Gudenas x6-4368 

· Voice Mail: Change recorded message on all public service departmental phones: 

· Circulation, Information Desk, Reference, LRC, Reserve, Interlibrary Loan, Administration 

· Change recorded messages on all non-public service departmental phones to inform vendors, etc. (Materials Acquisitions, Cataloging, Bindery, Technical Services) 
· First Responder:  Donald Nagolski 6-5308

· Back-Up:  Jan Behnke 6-9192

· E-learning: Place message on e-learning homepage to inform clients of any reduced services, support or any other disaster related issues. 

· First Responder: Jeanne Sadlik x6-5304 

· Back-up: Reyes Garcia x6-1689
· Notify the Health Sciences Center and University communities: 

· Central Receiving 

· Mail Services 

· Facilities Management 

· Public Relations/News  
· First Responder: Logan Ludwig x6-5303 
· Back-UP:  Mary Klatt x6-5305
· Notify external vendors/ services: 
· GMR, ILLINET, CARLI and any other ILL couriers and vendors not handled through Central Receiving.
· 1st Responder:  Donald Nagoloski x6-5308
· Back-Up: Jeanne Sadlik x6-6304 

Signage: 
· To inform both internal and external Library clients of limited access, hours, closure, temporary relocation of Library, etc., place signs on: 

· Main Entrance
· Campus Bulletin Boards 
· 1st Responder: Mary Klatt x-65305

· Back-Up: Gina Zarilla 605301
STAFF SUPPORT DURING DISASTER RECOVERY

Symptoms of Support Staff Stress
Physical 

· Fatigue 

· Sleep disturbance 

· Loss of appetite 

· Headaches 

· Upset stomach 

· Other signs of obvious stress 
Cognitive 
· Inattention 

· Confusion 

· Frustration 

· Illogical behavior 
Behavior 

· Inappropriate humor 

· Crying 

· Mood swings 

· Substance abuse 

· Hyperactivity 

· Inappropriate aggression 

· Withdrawal 
Emotional 

· Anxiety 

· Fear 
· Isolation 

· Hopelessness 

· Depression 

· Guilt 

· Denial 

· Grief 

· Worry 
General Coping Skills 

· Try to follow a normal routine 

· Get enough sleep 

· Eat at normal hours (if possible) 

· Eat nutritious food 

· Exercise, followed by periods of relaxation can minimize stress 

· Talk with others 

· Keep a journal 

· Keep busy, boredom can be stressful 

· Do things that make you feel good 

· Keep in touch with family and friends 

· Do not be afraid to seek professional help 
Coping in a Work Environment 

(http://www.disaster-resource.com/  )  and (http://www.nonprofitrisk.org/) 

· Communicate openly with employees 

· Define roles 

· Use short clear statements 

· Use humor 

· Cut employees slack (if possible) (ex. dress codes, time off, breaks) 

· Encourage employees to take positive action 

· Create situations where employees can naturally bond, such as staff meetings and team projects 
Examples of Positive Action 
(http://www.usfa.dhs.gov/) 

· Focus on mission 

· Utilize each member's unique skills and contributions 

· Establish relationships based on trust 

· Treat each staff member with dignity and respect (especially when they fail) 

· Enable decisions to be made at the "lowest" possible level 
De-Stressing Actions 

· Provide areas devoted to relaxation 

· Alternate between intense periods of work with time to relax 

· Encourage employees to relieve stress 

· Encourage appropriate humor 

· Maintain flexibility 

· Provide snacks especially during periods of intense physical activity 

· Provide plenty to drink (water, soda, etc) to prevent dehydration 
The library needs to be vigilant in recognizing stress and the negative impact it can have on our staff. We need to be prepared to take action and support our staff by providing them with coping skills that will allow them to perform optimally no matter what the circumstances. One of the best ways we can do this is by having a good disaster recovery plan.
COLLECTION DISASTER RESPONSE/RECOVERY PROCEDURES

REPORTING A COLLECTION EMERGENCY
· Call Library Administration during working hours: X6-5303 

· Call Security after hours and weekends: 708-216-9077 

· Provide the Following Information: 

· What is the nature of the emergency? 
· When did the problem start and is it still going on? 
· Where is the problem? 
· Give your name, location and phone number. 

· If you are leaving a message give the time of your call. 
COLLECTION DISASTER RESPONSE PROCEDURES 
Safety First: 

· Do not enter affected area if there are any safety concerns. 

· Wait for Facilities Management to take the following steps: 

· Turn off electricity in affected area. 
· Turn off water if there is a broken pipe. 

· Block access to unsafe areas. 

Halting Damage: 
· Cover library stacks with plastic sheeting if water is coming from above (Disaster Preparedness Kits are located in the lower level stack area and behind the Circulation Desk). 

· Move undamaged material to another location if it is at risk. 

Stabilizing Environment: 

· If possible keep air conditioning on and lower temperature. 

· Keep humidity as low as possible. 
· Clean up water using wet-vacuums or mops. 

· Use dehumidifiers. 

· Use fans to provide maximum air circulation but do not aim fans directly at the drying materials. 

· Remove water soaked materials including books, carpet and ceiling tiles. 
Monitor environment: 

· Collection Disaster Response Team: (DRT)

· Collection Disaster Response Team (DRT) and all department heads are notified and told: 

· Nature of the emergency 

· Location of the emergency 

· Where to gather  (Stritch Conference Room if available)
· When everyone has gathered 
· Emergency is explained and recovery plan is outlined 

· Review salvage procedures 

Assigns tasks: 

· Retrieval of supplies 

· Documentation of damage 

· Recovery tasks 

COLLECTION DISASTER RECOVERY PROCEDURES
DOCUMENT EVERYTHING 

Make photo or video documentation of disaster and recovery process.
Evaluate Extent of Damage: 
· Identify types of materials damaged, and estimate quantity: 

· Books 

· Unbound paper 

· Photographic materials
· Magnetic media (audio, video, CD-ROMS 

· Identify the type of damage to materials: 

· Damp 

· Wet 

· Muddy 

· Smoke damaged 

· Fire damaged 

· Note location of damaged materials on copy of library floor plan 

Make Plan for Recovery: 
· Determine priorities among damaged materials: 

· Importance of the collection 

· Chances for successful recovery 

· Determine recovery methods 

· Air dry 

· Freeze dry 

· Cleaning 

· Determine resources needed for recovery: 

· Labor (Disaster Team, Facilities Management, volunteers) 

· Work space 

· Supplies and equipment 

· Freezers 

Follow-up After Recovery: 
· Inventory supplies, and order replacement supplies 

· Revise Disaster response plan if necessary 

· Follow-up check of disaster area 
DRYING PROCEDURES

BOOKS
Disaster Recovery Priority Actions: 
· Water damage to materials may be irreversible. 
· The treatment of items of high monetary, historic or sentimental value should be referred to a conservator. 
· Freeze or dry within 24 hours. 
· Coated paper must not be allowed to air dry in a clump or it will permanently block together. 
· If slightly damp and the pages are separable, air dry interleaved page before items have an opportunity to dry. 
· If saturated, coated paper must be frozen as soon as possible for subsequent freeze-drying. 
Handling Precautions: 
· Do not move items until a place has been prepared to receive them. 
· Do not open or close books or separate covers. 
· Do not stack books in piles or on the floor. 
· Wet books are very fragile and must be handled carefully. 
· Oversized books need to be fully supported. It may be possible to move only one at a time. 
Equipment and Tools Needed:

· bookends/bricks 
· boxes: milk crates or Rescubes 
· clothes line and clothes pins 
· dehumidifiers 
· extension cords 
· fans 
· scissors 
· sponges 
· trays (large plastic or enamel photo trays) 
· garbage cans (lined with plastic) with hoses for running water 
· Supplies Needed:

· bags — small sandwich size 
· blotting paper 
· freezer or waxed paper 
· newsprint (un-inked sheets or rolls) 
· paper towels 
· pens waterproof 
· Remay (polyester spun bond fabric) 
· silicon release paper 
· Tyvek®  ties 

Preparation For Drying: 
· Closed books that are muddy should be rinsed before freezing by dunking in water filled garbage cans. 
· Line garbage cans with plastic bags, insert hoses for running water. 
· Place cans in a row and dunk closed books in clean water. 
· If air drying is not possible, books should be frozen within 24 hours. 
· Separate with freezer paper or wax paper 
· Pack spine down in milk crates, plastic boxes or cardboard boxes lined with plastic sheeting. 
· Put only one layer of books into a box. 
· If books are to be sent to freezer, number the boxes and record their contents. 
· Label milk cartons or Rescubes with Tyvek® tags, mark cardboard boxes directly with waterproof pen. 
Record separately: 
· catalog range of records 

· media priority (i.e. coated paper) 

· condition of contents: wet/partially wet/damp 

· destination (i.e. freezer, freeze drying or air drying) 
· Remove plastic covers from pamphlets (retain barcode, call no.) 
· Coated Paper requires that each and every page be interleaved with a non-stick material such as silicone release paper, Remay or wax paper. 
· If the leaves cannot be separated without further damage, the book cannot be air dried successfully and must be prepared for freeze drying. 
Drying Procedure — Air Drying: 
· Air Drying is suitable for small quantities of books (less than 100 volumes) that are not thoroughly soaked. 
· Requires space in an area away from the disaster to spread the books out. 
· Books are stood upright and gently fanned open to dry. 
· Keep the air moving at all times using fans directed away from the drying volumes. 
· Periodically turn the book from head to tail. 
· Use dehumidifiers as needed to maintain humidity at or below 50% RH. 
· Drain wet books by standing the book on its head on absorbent paper, open covers for support but not the pages. 

· When pages begin to dry and separate on their own interleave them. 
Interleaving: 
· Prepare sheets of Remay, paper towels, newsprint or blotter paper slightly larger than the pages. 
· Begin at back of book, place interleaving at intervals throughout the book, no more than one third the thickness of the volume, so the binding won’t be strained. 
· Sheets should project above the head and fore edge of the book. 
· Separate covers from text block with blotter paper. 
· Change as they become wet, every 2 to 3 hrs: place in different places in the book, and turn book on its tail. 
Recycle interleaving paper: 
· When books are dry but still cool to the touch, to minimize distortion, close book and lay flat on table then gently form into normal shape and place at edge of table with a light weight on top. 
· Over sewn volumes will take longer to dry, holding moisture along the spine. 
· Oversize volumes must lay flat and should be turned when the blotter is changed. 
· Pages should be interleaved with sheets of newsprint, paper towels or blotting paper that is slightly larger than the book leaf 

· Change blotting paper as it becomes saturated. 
· Pamphlets with single signatures and small books can be placed over a clothes line for drying. 
· If pamphlet binding is removed, cut off barcode, and call number and place it in small bag to be clipped next to the book on the line. 
· If there is no other option, books with coated paper can be air dried. 
· Every page needs to be interleaved with Remay to prevent sticking. 
· Stand book on head and fan pages. 

Drying Procedure — Freezing: 
· Large quantities of books that are very wet should be packed and shipped to a freezing facility. This will buy time, and allow us to set up treatment for the books, either by removing them for air drying or sending them for freeze drying. 
· To pack books for freezing: 
· Prepare packing materials (cutting freezing paper, assembling boxes) 
If there is time, sort books: 
· coated paper 

· wet 

· partially wet 

· damp 
· Pack damaged materials beginning with items on the floor and the wettest books, then books at the ends of shelves. 
· Lay a sheet of freezer paper or waxed paper around the cover, and pack spine down in box. 
· Put only one layer to a box. 
· Oversize volumes are also wrapped in freezer paper and packed flat in boxes or trays 2-3 books deep. 
· Freeze drying is suitable for treating books. 
· Wet coated paper can only be successfully dried by this method. 
· Pack as described above and ship to drying facility. 
· Pack carefully, as volumes packed with distortions will retain that distortion permanently after freeze drying.  
· Fiberglass screening stacked with bricks or 2x4s can be a useful way of increasing air circulation around an item for air-drying. 
Freezing: 

Work space and work surfaces and the following equipment: 
· milk crates and/or cardboard boxes 

· trays 
· sheets of plywood and rolls/sheets of freezer or waxed paper 

Drying Methods — Air Drying:
Dry Material

This technique is most suitable for small numbers of items which are damp or water-damaged around the edges. 
· Keep the air moving at all times using fans. 
· Direct fans into the air and away from the drying items. 
· Use dehumidifiers as needed to maintain 50% RH. 
· Water-soluble media: 

· Allow it to dry face up. 
· Do not attempt to blot the item. 
· Change wet blotter or newsprint regularly. 
Wet material
· When separating saturated paper, use extra caution to support large sheets. 
· If items are in Mylar sleeves the Mylar must be removed to allow drying. 
· Cut the two sealed edges of the film in the border between the item and the seal. 
· Roll back the top piece of polyester in a diagonal direction. 
· If there are any apparent problems with the paper support or media, stop and seek the assistance of a Conservator. 
· Support can be given to single sheets by placing a piece of polyester film on the top of the document. 
· Rub the film gently and then slowly lift the film while at the same time peeling off the top sheet in a diagonal direction. 
· Lay the sheet flat; as it dries, it will separate from the surface of the film. 
· When items are almost dry, place them between dry newsprint or blotter paper and put a light weight on them to flatten. 
· If the item is too wet when placed under weights, a micro-environment can be created for mold growth. 

Drying Methods — Freezing: 
· This option is best if there are large quantities or if the water damage is extensive. 
· Specify freeze drying for coated paper and items with water-soluble media; do not use vacuum thermal drying. 
· Items with friable or water soluble media (pastel or gouache, watercolors, inks, hand colored prints) should be frozen immediately to arrest the migration of moisture that will feather and blur inks. 
· Tempera, oil, acrylic should not be frozen. 
· Avoid freezing pastel and gouache if possible.
PAPER DOCUMENTS AND MANUSCRIPTS

Disaster Recovery Priority Actions: 
· Water damage to materials may be irreversible. 
· The treatment of items of high monetary, historic or sentimental value should be referred to a conservator. 
· Air-dry or freeze within 24 hours. 
· Saturated coated paper should be air-dried or frozen within 6 hours. 
· Coated paper must not be allowed to air dry in a clump or it will permanently block together. 
· Items with water soluble inks should be frozen immediately to arrest the migration of moisture that will feather and blur inks. 
· Items that show signs of previous bacterial growth should also be frozen immediately if they cannot be air-dried. 
· Framed or matted items must be removed from frames and mats prior to air or freeze drying. 
· Do not freeze parchment or vellum. 

Handling Precautions:
Paper is very weak when wet and can easily tear if unsupported while handling. 
Coated paper: Physical manipulation should be kept to a minimum to avoid disruption of the water soluble coating and media which can result in loss of information. 
Do not blot or wipe parchment. 

· Equipment and Tools Needed:
· boxes: milk crates or Rescubes 
· dehumidifier 
· extension cords 
· fans 
· Plexiglas sheets 
· plywood sheets covered with plastic sheeting 
· scissors 
· sponges 
· trays 

· Supplies Needed:
· blotter paper 
· freezer or waxed paper 
· mat board 
· newsprint (UN-inked sheets or rolls) 
· polyester film 
· Remay (polyester spun bound fabric) 
· silicon release paper 
Preparation For Drying:
· Be sure to maintain the original order of the files. 
· Pencil the box and folder information on slips of paper and keep this with the items. 
· Blot excess water off of documents with stable media. 
· Do not attempt to separate individual items while very wet. Leave them in stacks no higher than 1" to dry. 
Air-Drying: 

· Secure a clean, dry environment where the temperature and humidity are as low as possible. 
· Cover tables, floors or other flat surfaces with sheets of blotter or newsprint. 
Freezing: 

· Clean work space and work surfaces and the following equipment: 
· milk crates and/or cardboard boxes, trays, sheets of plywood and rolls/sheets of freezer or waxed paper. 
Drying Methods — Air Drying:
This technique is most suitable for small numbers of items which are damp or water-damaged around the edges. 
· Keep the air moving at all times using fans. 
· Direct fans into the air and away from the drying items. 
· Use dehumidifiers as needed to maintain 50% RH. 
· Damp and partially wet items: 

· Spread documents out over paper towels, blotters or newsprint. 
· Wet blotter or newsprint should be changed when they become wet. 
· Interleave stacks of 25 sheets of damp papers and turn over frequently. 
· Dry damp items can be air-dried vertically, supported by bookends or supporting them in plastic crates. Air circulation is the most important factor. 
· For wet stable media do not separate single sheets. 
· Paper is fragile when wet. 
· Begin by separating folders, and as pages are safe to separate, interleave and continuing air-drying. 
· Soluble media (felt pens, colored pens, ball point pens) should be allowed to dry face up. 
· Do not attempt to blot the item since blotting may result in offsetting water-soluble components. 
· Coated Paper requires that each and every page be interleaved with a nonstick material such as silicone release paper, Remay or wax paper. 
Damp material: 

· Single sheets or small groups of items are to be laid out on paper covered flat surfaces. 
· If small clumps of items are fanned out to dry, they should be turned at regular intervals to encourage evaporation from both sides. 
· If items are in Mylar sleeves the polyester must be removed to allow drying. 
· Cut the two sealed edges of the film in the border between the item and the seal. 
· Roll back the top piece of polyester in a diagonal direction. 
· Support can be given to single sheets by placing a piece of Mylar on the top of the document. 
· Rub the film gently and then slowly lift the film while at the same time peeling off the top sheet in a diagonal direction. 
· Lay the sheet flat; as it dries, it will separate from the surface of the film. 
· When items are almost dry, place them between dry newsprint or blotter paper and put a light weight on them to flatten. 
· If the item is too wet when placed under weights, a micro-environment can be created for mold growth. 

Drying Methods — Freezing: 
This option is best if there are large quantities or if the water damage is extensive. 
· Specify freeze drying for coated paper and linen drawings; do not use vacuum thermal drying. 
· Place manuscript boxes in milk crates or cardboard boxes. 
· If time permits, interleave each manuscript box with freezer or waxed paper. 
· If the boxes have been discarded, interleave every two inches of folded material with freezer or waxed paper. 
RECORDINGS: AUDIO TAPES
Disaster Recovery Priority Actions: 
· Water damage to materials may be irreversible. 
· The treatment of items of high monetary, historic or sentimental value should be referred to a conservator. 
· Air-dry within 48 hours. 
· Do not freeze. 
· Do not touch magnetic media with bare hands. 

· Handling Precautions:
· Do not move items until a place has been prepared to receive them. 
· Pack vertically into plastic crates or cardboard cartons. 
· Don't put heavy weight or pressure on the sides of the reels. 
Equipment or Tools Needed:
· dehumidifier 
· fans 
· plastic trays 
· scissors 
· sponges 

· Supplies Needed
· blotter paper 
· cheese cloth 
· distilled water 
Preparation For Drying:
· Separate tapes into the following: 
· Dry tapes 
· Wet boxes only 
· Wet tapes 
· If water has condensed inside a cassette, treat as a wet tape 
· Salvage tapes according to the following priorities: 
· Unmastered originals over masters 
· Masters over reference copies 
· Older tapes over new 
· Acetate over polyester based tapes 
· Often contamination by water and other substances is mainly confined to the outermost layers of tape. 
· Do not unwind tapes or remove from the reel. In these cases, wash the exposed edges with distilled water. 
· Keep tapes at their initial level of wetness. Some tapes may have only become wet on the outside of the tape pack… it is not necessary to immerse them. 
· Pack tapes individually inside plastic bags, keeping loose labels with tape. Pack tapes vertically into plastic crates and cartons. 
· Magnetic tapes can remain wet for several days as long as water is cool and clean. Older tapes may not survive long immersion. Water soluble labels will be affected. 

Drying Methods — Air Drying:
· Air dry by supporting the reels vertically or by laying the reels on sheets of clean blotter. 
· Leave the tapes to dry next to their original boxes. 
· Use fans to keep air moving without blowing directly on the items. 
· Use portable dehumidifiers to remove moisture from the area/objects. 
· Bring relative humidity down to 50%. 
· Once dry, the tapes can be assessed for further cleaning and duplication. 
· This procedure is done by specialized professional vendors. 

RECORDINGS: VIDEO TAPES

Disaster Recovery Priority Actions: 
· Water damage to materials may be irreversible. 
· The treatment of items of high monetary, historic or sentimental value should be referred to a conservator. 
· Air-dry within 48 hours. 
· Do not freeze. 
· Do not touch magnetic media with bare hands. 

Handling Precautions:
· Do not move items until a place has been prepared to receive them. 
· Pack vertically into plastic crates or cardboard cartons. 
· Don't put heavy weight or pressure on the sides of the reels. 
Equipment or Tools Needed:
· dehumidifier 
· fans 
· plastic trays 
· scissors 
· sponges 

· Supplies Needed
· blotter paper 
· cheese cloth 
· distilled water 
Preparation For Drying:
Often contamination by water and other substances is mainly confined to the outermost layers of tape. 

· Do not unwind tapes or remove from the reel. 
· In these cases, wash the exposed edges with distilled water. 
Drying Methods — Air Drying:
· Air dry by supporting the reels vertically or by laying the reels on sheets of clean blotter. 
· Leave the tapes to dry next to their original boxes. 
· Use fans to keep air moving without blowing directly on the items. 
· Use portable dehumidifiers to remove moisture from the area/objects. 
· Bring relative humidity down to 50%. 
· Once dry, the tapes can be assessed for further cleaning and duplication. 
· This procedure is done by specialized professional vendors. 

RECOVERY OF WATER DAMAGED COLLECTIONS WITH MOLD:
· Active mold looks either fuzzy or slimy. 

· Do not attempt to remove active mold. 
· Dormant mold is dry and powdery. 

· Short exposure to sunlight and circulating air outdoors may help to dry moldy items more rapidly. 

· Note: There may be light damage (fading or discoloration); use this treatment only with materials where some light damage is acceptable. 
· When the mold has become dormant through drying it can be removed, using a vacuum cleaner and/or a soft brush. 
· After vacuuming, dispose of bag. 
· Clean brushes to prevent spreading the mold spores. 
· Safety precautions are particularly important in this stage. 
SAFETY PRECAUTIONS: 
· Wear protective, latex gloves and long sleeves. 

· If active mold is present, wear a respirator. 
· Some mold species are toxic; if any health effects are observed, contact a doctor and/or mycologist. 
· When cleaning items with dry mold, make sure the mold spores are drawn way from you, i.e. by the use of a vacuum cleaner. 
· Wash your hands after handling materials with mold. 

· Stop mold outbreaks by improving environmental conditions. Humidity levels should be as low as possible below 50%. Use a dehumidifier. Low temperatures -- below 68° F -- are recommended.
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