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Disaster Plans, Templates, and Guidance 
are available from a variety of sources. 

*Find a template that is usable and useful 
to your agency and start from there!



The 4 “Rs”

The four stages of 
emergency preparedness 
for records can be 
summed up as: 

➔ Risk
➔ Readiness
➔ Response
➔ Recovery
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Risk

From CoSAs Guidance Document







Risk

Mitigation Strategies:

● Organization of Records
● Paper duplicates
● Climate Control
● Microfilm
● Digital Images
● Retention and Destruction of 

Records

Considerations: 
○ Offsite storage
○ Cloud storage



Image from IPER Essential Records course: 
https://www.statearchivists.org/research-r
esources/emergency-preparedness/repr

“The development of the IPER Essential Records 
course was supported by Cooperative Agreement 
Number 2007-GT-T7-K022, U.S. Department of 
Homeland Security, Federal Emergency Management 
Agency, National Preparedness Directorate. Points of 
view or opinions in this program are those of the 
author(s) and do not represent the position or policies 
of the U.S. Department of Homeland Security.”

https://www.statearchivists.org/research-resources/emergency-preparedness/repr
https://www.statearchivists.org/research-resources/emergency-preparedness/repr


Records Risk Assessment Inspection 
Checklist Template - “Essential Records 
Manual - Security Backup, Disaster 
Preparedness Response, and Recovery” Office 
of the Secretary of State, Division of Archives 
and Records and Management, Washington 
State





Readiness 

Develop plans, policies, and procedures 

Identify and Store Emergency Supplies and Equipment

Training

Identify Support and Contacts (Response Teams)

Test Procedures and Plans



Readiness

Management Approval and Support 

Records Disaster Coordinator and Records 
Preparedness and Response Team

Support and Communication

Training

Essential Records Protection Procedures

Preparedness and Prevention Procedures

Response and Recovery Procedures

Develop Plans, 
Policies and 
Procedures

❏ Risk Mitigation

❏ Preparedness

❏ Response

❏ Recovery



https://www.statearchivists.org/research-resources/emergency-preparedness/pocket-responce-templates





Readiness

Risk Mitigation 

Essential Records
◆ Locate
◆ Keep separate from other records
◆ Keep close together
◆ Locate in area close to exit
◆ Store off floor
◆ Keep in fire-safe or archival storage
◆ Keep essential records off desks
◆ Specially label storage/folders

Facility and Storage
◆ Vaults, safes, fire-resistant storage
◆ Facility safety

Duplication and Security Copies
◆ Paper duplication
◆ Electronic Imaging
◆ Microfilm

Procure Emergency Equipment and Supplies
◆ Plastic sheeting
◆ Fans
◆ Dehumidifiers
◆ Water pumps/wet vacs
◆ Generators
◆ Personal Safety equipment (masks, gloves, 

eye protection)
◆ Crates



Image from REPR Essential Records course: 
https://www.statearchivists.org/research-resource
s/emergency-preparedness/repr

https://www.statearchivists.org/research-resources/emergency-preparedness/repr
https://www.statearchivists.org/research-resources/emergency-preparedness/repr


Image from REPR Essential Records course: 
https://www.statearchivists.org/research-resources/emergency-preparedness/repr

https://www.statearchivists.org/research-resources/emergency-preparedness/repr


Readiness

From CoSAs Guidance Document



Response

Response is immediate and 
short-term actions during and directly 
after a disaster or emergency. It is 
meant to assess damage and 
minimize additional damage. The 
disaster plan should be implemented 
and response team assembled. 

1. Initial collections damage 
assessment; identify 
immediate needs (removal, 
freezing, etc.);

2. Initial facility damage 
assessment; 

3. Determine needs and additional 
support
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Image from REPR Essential Records course: 
https://www.statearchivists.org/research-resources
/emergency-preparedness/repr

https://www.statearchivists.org/research-resources/emergency-preparedness/repr
https://www.statearchivists.org/research-resources/emergency-preparedness/repr


Image from REPR Essential Records course: 
https://www.statearchivists.org/research-resources/eme
rgency-preparedness/repr

https://www.statearchivists.org/research-resources/emergency-preparedness/repr
https://www.statearchivists.org/research-resources/emergency-preparedness/repr


Image from REPR Essential Records course: 
https://www.statearchivists.org/research-resources/
emergency-preparedness/repr

https://www.statearchivists.org/research-resources/emergency-preparedness/repr
https://www.statearchivists.org/research-resources/emergency-preparedness/repr


Recovery

Complete damage assessment and address repair needs

Insurance claims 

Stabilization and/or salvage records : 
- Immediate records needs (drying, freezing, etc.)
- Long-term conservation needs
- Return records to location and accessibility

Resume operations at original or temporary location

















Recovery

Records Trauma. Disasters and 
emergencies will have long term  or 
permanent effect to records, even if 
they are salvaged. 

 Records should be periodically 
“checked” after any disaster or 
emergency for effects. Effects 
might not be immediately obvious. 





Prevention is more effective than recovery. 



In order to be effective, disaster and emergency 
related plans, policies, and procedures should be 
tested periodically. 



Response efforts should be led by a person 
and/or a team who understand the records.



Resources

CoSA Emergency Preparedness: : 
https://www.statearchivists.org/research-resources/emergency-preparedness

CoSA Pocket Response Plan PReP Templates:
https://www.statearchivists.org/research-resources/emergency-preparedness/pocket-responce-templates

FEMA Planning Guides:
https://www.fema.gov/emergency-managers/national-preparedness/plan

NEDCC: 
https://www.nedcc.org/free-resources/disaster-assistance/

KDLA
https://kdla.ky.gov/Pages/default.aspx

KDLA Preservation Checklist
https://kdla.ky.gov/archivists/Pages/Preservation-Checklist-for-Government-Officials.aspx

https://www.statearchivists.org/research-resources/emergency-preparedness
https://www.statearchivists.org/research-resources/emergency-preparedness/pocket-responce-templates
https://www.fema.gov/emergency-managers/national-preparedness/plan
https://www.nedcc.org/free-resources/disaster-assistance/
https://kdla.ky.gov/Pages/default.aspx
https://kdla.ky.gov/archivists/Pages/Preservation-Checklist-for-Government-Officials.aspx






Thank you to the 
Institute of Museum and Library Services (IMLS) 

for sponsorship of this webinar.



Thank you for attending!

KDLA.Certification@ky.gov

KDLA Online Learning Portal

mailto:KDLA.Certification@ky.gov
https://kdla.ky.gov/librarians/staffdevelopment/Pages/KDLA-Online-Learning-for-Public-Libraries.aspx
https://www.facebook.com/KDLALibDev/
https://twitter.com/KDLALibDev
https://kdla.ky.gov/Pages/default.aspx
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