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Before Disaster Strikes: What You Need to Know
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Preparedness makes good sense and makes way for prompt resumption of services: 
expediting response and recovery; saving time, trouble and expense; minimizing damage; 
and, replacing chaos with thoughtful response and recovery.

Prepare a disaster plan 
·  Covering both people, performances, and collections
·  Distribute multiple copies
·  Keep contacts and procedures up-to-date
·  Include procedures to handle most likely emergencies

Survey your building for risks

·  Conduct an internal and external survey of building(s) and property. Note potential water/electrical problems, HVAC issues, asbestos concerns, and below grade storage
·  Determine what might be done to protect or lessen damage to collections? E.g. keep materials off the floor, avoid basement storage when possible, stay alert to construction in or around your building, and maintain maintenance and emergency history

Organize emergency contact information for all staff and volunteers

·  Remember, life safety comes first
·  Keep contact numbers, emergency call lists readily available in case of evacuation, noting who should be called, and specifics regarding where medical treatment should be sought
Have communication protocols in place

·  Have a crisis communication plan
·  Up-to-date work and home numbers, cell phones

·  Phone trees, email/text messaging, “reverse 911”

·  Emergency recordings on phone line, out of state emergency number 

Prepare a first response action list

·  Who to call. What to say. What first actions to take.

·  Simple “fact sheets” with step-by-step instructions – gas, water, sprinkler system, security, HVAC, etc.

Train staff to respond to the most likely emergencies

·  Make sure all staff know their roles in an emergency

·  Extend your training beyond evacuation drills

·  Conduct a disaster exercise or drill at least annually

·  Use every event as a “test” of your preparedness planning

Establish salvage priorities for collections, files and equipment

·  What are the most important collections?

·  Types of materials in those collections? E.g. Original artwork, photographs, leather bound books, etc.

·  What are their specific needs in a disaster? 
·  Effects of water, heat, fire

·  Types of salvage treatment needed

·  Are there critical files and equipment? 

·  Administrative/personnel/personal files

·  Electronic files not backed up and stored off site
Organize disaster supplies and services/supplies list as part of plan

·  Have immediate response supplies for the most likely emergencies

·  Store a larger number and types of supplies for a collections-related disaster 

Establish collaborative relationships

·  Establish relationships within the community – neighboring organizations/archives/museums, city services and emergency responders
·  Help bring groups together with the common goal of protecting the valuable assets in the region

·  Form strategic partnerships in advance – it’s too late when disaster strikes

Know what funds would be available in an emergency
·  What is the process involved in requesting emergency funds? For hiring an emergency response company?

·  What salvage steps can you start to take?

·  Do you have any special insurance for art and rare collections, or performances?

·  Talk to risk management

·  Disaster Mitigation Planning Assistance website: 
http://resources.conservation-us.org/disaster 
Remember: An ounce of disaster prevention is better than a pound of disaster response

·  Regularly - Make sure staff and volunteer contact lists are up-to-date 

·  Twice Yearly - Train staff and volunteers and conduct drills for most likely emergencies

·  Frequently - Survey physical facilities, supplies, and collections to identify problems that must be addressed in the coming year
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