
  
  
  
  

 

 
THE STATE EDUCATION DEPARTMENT / THE UNIVERSITY OF THE STATE OF NEW YORK / ALBANY, NY 12234 

 
TO: Cultural Education Committee 
 
FROM: Elizabeth R. Berlin  
 
SUBJECT: State Museum Accreditation Process 
 
DATE: December 29, 2016 
 
AUTHORIZATION(S):  
 

SUMMARY 
 
Issue for Decision 

 
The approval and adoption of the New York State Museum’s Code of Ethics and 

Disaster Preparedness/Emergency Response Plan.  
 

Reason(s) for Consideration 
 
Action.  Review of Policies. 
 

Proposed Handling 
 
The Cultural Education Committee will consider the approval and adoption of the 

State Museum’s Code of Ethics and Disaster Preparedness/Emergency Response 
Plan. 

 
Procedural History 

 
As reviewed at the October 22, 2013 meeting, the State Museum is pursuing 

accreditation by the American Alliance of Museums. 
 

Background Information 
 
The accreditation process by the American Alliance of Museums (AAM) includes 

review of five institutional core documents approved by an institution’s governing 
authority: 1) Mission Statement, 2) Institutional Code of Ethics, 3) Strategic Institutional 
Plan, 4) Disaster Preparedness/Emergency Response Plan, and 5) Collections 
Management Policy. 

 



The Board of Regents approved the first two documents, the State Museum 
Mission Statement and the Collections Policy, in March 2013 and November 2014, 
respectively. Approval is now sought for the Museum’s Code of Ethics and Disaster 
Preparedness/Emergency Response Plan.  

 
Following the requirements of the American Alliance of Museums, the Code of 

Ethics: (1) applies to staff, volunteers, students, and members of the governing 
authority, (2) is consistent with the AAM’s “Code of Ethics for Museums”, (3) is tailored 
specifically to the State Museum, (4) provides the Museum’s basic ethical and public 
trust responsibilities, and (5) provides a statement on use of proceeds from the 
deaccession of collections items being limited to new acquisitions and direct 
care/preservation of existing collections. 

 
Also following the requirements of the American Alliance of Museums, the 

Disaster Preparedness/Emergency Response Plan: (1) is tailored to the Cultural 
Education Center, (2) covers all risks and threats to the Museum, (3) pertains to staff, 
visitors, and collections, (4) provides evacuation plans for people, (5) specifies how 
collections will be protected, evacuated and recovered in the event of an emergency, 
and (5) delegates implementation responsibilities. 

 
The fifth core document consisting of the Museum’s Strategic Plan will be 

developed in 2017. 
 
Following the review and approval of the core documents and accreditation 

application, the accreditation process includes a 6-month long self-study followed by an 
on-site visit by a review committee. Once initiated with AAM, the entire process takes 11 
to 16 months. 

 
Recommendation 

 
I recommend that the Regents approve the State Museum’s Code of Ethics and 

Disaster Preparedness/Emergency Response Plan. 
 

 
Attachments 
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ARCHAEOLOGICAL:  Bone or Shell 
WATER DAMAGE 

Salvage Priority HIGH:  within 24 hours to prevent mold growth. 

Drying Method  Controlled air drying 

Handling Precautions Keep wet until treated. Keep objects moist by wrapping in 
plastic until they can be treated. 
Shells may become powdery. 
Mammalian bones are relatively unaffected. 
Retain provenance information. 

Packing/Transporting 
Method 

Wet bones and shells should be kept wet until controlled 
drying procedures are begun. 
Empty bags and boxes of excess water and extraneous 
debris before moving. 
Retain provenance information. 
Pack each object separately on damp absorbent materials 
(paper towels, acid-free tissue, etc.). 
Decorated objects and objects with fragile surfaces should 
be treated immediately by an Objects Conservator. 

Supplies Needed Plastic wrap, plastic bags 
Paper towels 
Boxes, crates 
Flatbeds, carts 

 
CONSULT:  Curator of Archaeology or Historical Archaeology 
   Archaeology Collections Manager 
 
    
  
ARCHAEOLOGICAL:  Ceramic 

WATER DAMAGE 

Salvage Priority HIGH: 24 hours (sun-baked earth and terra cotta objects) 
MEDIUM: 48 hours (other). 

Drying Method Controlled air-drying. 

Handling Precautions Reconstructed vessels may become unstable.  Keep pieces 
together in a plastic bag or box. 
Keep objects moist until treated. 
Retain provenance information. 

Packing/Transporting 
Method 

Keep low-fired ceramic objects wrapped in damp toweling 
and plastic bags (to prevent re-crystallization and spalling of 
surface). 
Retain provenance information. 

Supplies Needed Plastic wrap, plastic bags 
Boxes, crates 
Damp toweling 
Flatbeds, carts 
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CONSULT:  Curator of Archaeology or Historical Archaeology 
   Archaeology Collections Manager 
 

 
 
ARCHAEOLOGICAL: Metal 

WATER DAMAGE 

Salvage Priority MEDIUM: 48 hours (actively corroding, heavily mineralized, 
and copper chloride involved objects). 
LOW: 72 hours (stable and treated artifacts). 

Drying Method Air drying 

Handling Precautions Use gloves when handling objects. 

Packing/Transporting 
Method 

Copper alloys and water sensitive artifacts should be 
packed with silica gel in individual containers. 
Metal artifacts with textile or leather remnants and pseudo-
morphs should be wrapped quickly to retain moisture. 
Tannic acid-treated or wax-treated objects should be 
packed with silica gel to stabilize the rust until the wax can 
be removed and the tannin treatment reapplied. 
Objects treated or coated with acrylic resin should be 
packed with silica gel to stabilize rust until the acrylic resin 
can be removed. 
Composite materials should be kept moist and taken to an 
Objects Conservator. 

Supplies Needed Silica gel 
Plastic wrap, plastic bags 
Boxes, crates 
Flatbeds, carts 

 
CONSULT:  Curator of Historical Archaeology 
   Archaeology Collections Manager 
 
 

ARCHAEOLOGICAL:  organic materials 
WATER DAMAGE 

Salvage Priority HIGH:  Organic materials within 24 hours: 
     1st:  botanical and plant materials 
     2nd: leather and skins 
     3rd:  textiles 
     4th:  bone, antler, horn, teeth, shell 
Having less priority: non-glazed ceramics; reconstructed 
glass and ceramics; glazed ceramics and glass; untreated 
metal; conserved metal and lithics. 

Drying Method Air dry. 

Handling Precautions Wrap fragile and/or fragmented artifacts individually to keep 
parts together. 
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Keep multiple object collections belonging to one 
provenance together. 
Keep labeling information from bags, boxes, packages. 
Retain provenance information from objects/packing 
materials. 
Create duplicate label with the provenance information and 
keep with objects. 

Packing/Transporting 
Method 

Pack so that provenance lots will not get intermixed during 
unpacking and drying. 

Supplies Needed Toweling 
Paper toweling 
Newsprint 
Boxes, crates 
Flatbeds, carts 

 
CONSULT:  Curator of Archaeology or Historical Archaeology 
   Archaeology Collections Manager 
   Archaeology Collections Technician 
 
  
ARCHAEOLOGICAL: Textile 

WATER DAMAGE 

Salvage Priority IMMEDIATE:  bleeding dyes  
MEDIUM: 48 hours (other). 

Drying Method Air dry 
 

Handling Precautions Handle sparingly. 
Do not unfold or spread-out while wet. 

Packing/Transporting 
Method 

Move by use of a support or sling. 
Do not stack wet textiles on top of each other 

Supplies Needed Polyethylene sheeting, muslin 
Polyester batting, acid-free tissue, nylon tulle 

 
CONSULT:  Curator of Historical Archaeology 
   Archaeology Collections Manager 
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ART on PAPER: coated paper 
WATER DAMAGE 

Salvage Priority IMMEDIATE : posters 

Drying Method Air-dry, freeze dry, vacuum-freeze dry. 

Handling Precautions Keep item wet until Drying treatment can be performed. 
Do not try to separate individual sheets. 
Groups of wet papers should be fully supported (board, 
sling) when moved.   

Packing/Transporting 
Method 

Keep item wet until Drying treatment can be performed: 
wrap in plastic sheeting or plastic bags. 
Transport wet papers horizontally. 
Use a sling (plastic sheeting) or cardboard when moving 
collections. 
Interleave reasonable groupings of wet paper with freezer 
paper. 
Pack in boxes. 

Supplies Needed Freezer / waxed paper wrap 
Plastic sheeting, plastic bags 
Cardboard 
Boxes, drawers 
Flatbeds, carts 

 
CONSULT:       
   Archives Conservation Specialist  
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ART on PAPER: print or drawing: soluble media 
WATER DAMAGE 

Salvage Priority IMMEDIATE:   watercolor, soluble inks, hand-colored 
prints 

Drying Method Air-dry, freeze dry, vacuum-freeze dry. 

Handling Precautions Do not try to separate individual sheets. 
Do not blot 
Groups of wet papers should be fully supported (board, 
sling) when moved.   

Packing/Transporting 
Method 

Transport wet papers horizontally. 
Use a sling (plastic sheeting) or board when moving 
collections. 
Interleave reasonable groupings of wet paper with freezer 
paper. 
Pack in boxes or drawers. 

Supplies Needed Freezer / waxed paper wrap 
Plastic sheeting, board 
Boxes, drawers 
Flatbeds, carts 

 
CONSULT:   
   Archives Conservation Specialist  
 
 
 
 
ART ON PAPER: print or drawing: stable media 

WATER DAMAGE 

Salvage Priority MEDIUM – 48 hours 

Drying Method Air-dry, freeze dry, vacuum-freeze dry. 

Handling Precautions Do not try to separate individual sheets. 
Groups of wet papers should be fully supported (board, 
sling) when moved.   

Packing/Transporting 
Method 

Transport wet papers horizontally. 
Use a sling (plastic sheeting) or board when moving 
collections. 
Interleave reasonable groupings of wet paper with freezer 
paper. 
Pack in boxes or drawers. 

Supplies Needed Freezer / waxed paper wrap 
Plastic sheeting, board 
Boxes, drawers 
Flatbeds, carts 

 
CONSULT:  Archives Conservation Specialist  
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ART on PAPER: oversized print or drawing 
WATER DAMAGE 

Salvage Priority MEDIUM – 48 hours 

Drying Method Air-dry, freeze dry, vacuum-freeze dry. 

Handling Precautions Do not try to separate individual sheets. 
Do not attempt to remove oversized wet papers from 
storage tubing. 
Groups of wet papers should be fully supported (board, 
sling) when moved.   
Use extra caution if folded or rolled. 

Packing/Transporting 
Method 

Transport wet papers horizontally.  
Use a sling (plastic sheeting), map file cabinet drawer or 
cardboard when moving collections.  
Do not remove oversized wet papers from storage tubing. 
Interleave reasonable groupings of wet paper with freezer 
paper. 
Pack items horizontally in boxes, trays, drawers.  

Supplies Needed Freezer / waxed paper wrap 
Plastic sheeting, board 
Boxes, trays, drawers 
Flatbeds, carts 

 
CONSULT:  Archives Conservation Specialist  
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AUDIO: grooved disk (shellac, and acetate) 
WATER DAMAGE 

Salvage Priority IMMEDIATE – disk 
MEDIUM – (48 hours) enclosures 

Drying Method Air-drying. 
Freezing is untested; if no other options exist, freeze at 
above 0 F (-18 C). 

Handling Precautions Discs are very fragile. 
Hold discs by their edges. 
Keep sleeves and jackets with disks. 

Packing/Transporting 
Method 

Pack vertically in padded (ethafoam-padded) crates or 
boxes. 
Avoid shocks during transporting. 

Supplies Needed Boxes, crates 
Ethafoam 
Flatbeds, carts 

 
CONSULT:  Digitzation and Audio Visual Archivist 
    
 
 
AUDIO: grooved disc (vinyl) 

WATER DAMAGE 

Salvage Priority MEDIUM – 48 hours (discs and enclosures) 

Drying Method Air-drying. 
Freezing is untested; if no other options exist, freeze at 
above 0 F (-18 C). 

Handling Precautions Discs are very fragile. 
Hold discs by their edges. 
Keep sleeves and jackets with disks. 

Packing/Transporting 
Method 

Pack vertically in padded (ethafoam-padded) crates or 
boxes. 
Avoid shocks during transporting. 

Supplies Needed Boxes, crates 
Ethafoam 
Flatbeds, carts 

 
CONSULT:  Digitzation and Audio Visual Archivist 
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BASKET 
WATER DAMAGE 

Salvage Priority HIGH – 24 hours 

Drying Method Air dry – slowly 

Handling Precautions Support whole item when moving. 
Retain provenance. 

Packing/Transporting 
 Method 

Stuff basket hollow with clean paper towels or cotton sheets 
to retain shape. 
Cover with clean towels. 
Keep provenance / cataloguing information with item. 

Supplies Needed Clean paper towels, cotton sheeting 
Boxes, cart, tray or polyethylene sheeting 
Flatbeds, carts 

 
CONSULT:    History: Curator and Collections Manager 
   Ethnography: Curator of Ethnography and Collections Technician 
 
    
 
 
 
BONE 

WATER DAMAGE 

Salvage Priority HIGH to MEDIUM – 24 to 48 hours 

Drying Method Air-dry – slowly. 

Handling Precautions Keep provenance / cataloguing information with object. 

Packing/Transporting 
Method 

Support total item when transporting. 
Individually wrap or bag objects since these materials tend 
to split and fragment into small pieces 

Supplies Needed Plastic wrap / plastic bags 
Boxes, crates 
Flatbeds, carts 

 
CONSULT:  Curator of Human Osteology; NAGPRA Coordinator 
 
   Curator (mammalogy, ornithology, or vertebrate paleontology as 

appropriate) and Collections Manage 
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BOOK: Braille 
WATER DAMAGE 

Salvage Priority HIGH – 24 hours 

Salvage Method Choices Air drying, freeze-drying, vacuum freeze-drying 

Handling Precautions Do not apply pressure to text-block. 
Do not open or close volumes. 
Do not separate covers. 
Keep provenance / cataloguing information with item. 

Packing/Transporting 
Method 

Separate volumes with freezer paper. 
Pack spine-down in box or crate; one layer deep. 
Oversized volumes must lay flat. 
Do not over-pack transporting boxes and crates. 

Supplies Needed Freezer / waxed/ silicone-release paper wrap 
Boxes, crates 
Flatbeds, carts 

 
CONSULT:  Principal Librarian for Technical Services and Systems 
 

Archives Conservation Specialist  
 
 
 
 
BOOK: scrapbook or album (NO PHOTOGRAPHS) 

Salvage Priority IMMEDIATE 

Drying Method Air drying, freeze-drying, vacuum freeze-drying 

Handling Precautions Do not open or close volume. 
Retain provenance/ cataloguing information with volume. 

Packing/Transporting 
Method 

Large scrapbooks should be fully supported when moved. 
Wrap each volume in freezer / waxed-paper wrap.  

Supplies Needed Freezer / waxed / silicon-release paper wrap 
Boxes, crates 
 

 
CONSULT:  Principal Librarian for Technical Services and Systems 
 
   Archives Conservation Specialist  
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BOOK or PAMPHLET 
WATER DAMAGE 

Salvage Priority MEDIUM – 48 hours 

Drying Method Air dry, freeze-dry, or vacuum freeze-dry. 

Handling Precautions Do not open or close volumes. 
Do not separate covers. 
Keep provenance / cataloguing information with item. 

Packing/Transporting 
Method 

Partially wrap each volume with freezer paper. 
Pack spine down in box or crate – one layer deep. 

Supplies Needed Freezer / waxed / silicone-release paper wrap  
Boxes, crates 
Flatbeds, carts 

 
CONSULT:  Principal Librarian for Technical Services and Systems 

 
   Archives Conservation Specialist  
 
 

 
 

BOOK or PAMPHLET: leather or vellum 
WATER DAMAGE 

Salvage Priority IMMEDIATE 

Drying Method Air dry volumes with little water damage. 
Freeze-drying preferred. 

Handling Precautions Do not open or close volumes. 
Do not separate covers. 
Keep provenance / cataloguing information with item. 
Leather and vellum books should be boarded and tied 
before freezing. 

Packing/Transporting 
Method 

Partially wrap each volume with freezer paper. 
Pack spine down in box or crate – one layer deep. 

Supplies Needed Freezer / waxed / silicone-release paper wrap 
Plastic sheeting, precut 
Cotton twill tape 
Boxes, crates 
Flatbeds, carts 

 
CONSULT:  Principal Librarian for Technical Services and Systems 

 
   Archives Conservation Specialist  
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BOOK or PERIODICAL: coated paper 

WATER DAMAGE 

Salvage Priority IMMEDIATE 

Drying Method  Air dry volumes with little water damage. 
Freeze-drying or vacuum freeze-drying preferred. 

Handling Precautions Do not open or close volumes. 
Do not separate covers. 
Keep provenance / cataloguing information with item. 

Packing/Transporting 
Method 

Keep volumes wet. 
Separate volumes with freezer paper. 
Pack spine down in box or crate lined with garbage bags – 
one layer deep. 
Oversized volumes must lay flat. 

Supplies Needed Large garbage bags 
Freezer / waxed / silicon-release paper wrap 
Boxes, crates 
Flatbeds, carts 

 
CONSULT:  Principal Librarian for Technical Services and Systems 

 
   Archives Conservation Specialist  
 
 
 
 
BOTANICAL SPECIMEN 

WATER DAMAGE 
POSSIBLE TOXIN: MATERIALS WILL BE SALVAGED BY A SPECIAL TEAM 

Salvage Priority HIGH: within 24 hours 

Drying Method  Air-dry slowly. 
Freeze. 

Handling Precautions POSSIBLE TOXIN: MATERIALS WILL BE SALVAGED BY 
A SPECIAL TEAM. 
Use respirator and protective clothing to handle collections. 

Packing/Transporting 
Method 

Avoid direct handling. 

Supplies Needed Respirators 
Protective clothing 
Flatbeds, carts 

 
CONSULT:  Collections Manager of Mycology and Bryology 
   Collections Technician for Vascular Plants 
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CERAMIC: high-fired 
WATER DAMAGE 

Salvage Priority LOW – 72 hours 

Drying Method Air dry. 

Handling Precautions Keep object parts together. 
Retain provenance / cataloguing information. 

Packing/Transporting 
Method 

Depends upon fragility of the item. 
If object is broken, cracked or has mineral deposits or old 
repairs, place in clean, transparent, re-sealable polyethylene 
bag until it can be treated.  
Monitor for mold. 
Avoid shocks during transporting. 

Supplies Needed Re-sealable polyethylene bag 
Boxes, crates 
Flatbeds, carts 

 
CONSULT:  History: Curator and Collections Technician 
   Archaeology: Curator of Historical Archaeology and Collections Manager 
 
   Registrar 
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ENTOMOLOGY SPECIMEN 
WATER DAMAGE 

Salvage Priority  

Drying Method  

Handling Precautions  

Packing/Transporting 
Method 

 

Supplies Needed  

 
CONSULT:  Curator of Entomology 
 
 
FLUID-PRESERVED SPECIMEN 

WATER DAMAGE 
POSSIBLE TOXIN: MATERIALS WILL BE SALVAGED BY A SPECIAL TEAM. 

Salvage Priority If container has been broken and contents are exposed:  
HIGH – 24 hours 

Drying Method Return specimen to sealed container. 

Handling Precautions POSSIBLE TOXIN: MATERIALS WILL BE SALVAGED BY 
A SPECIAL TEAM. 
Retain provenance / cataloguing information. 

Packing/Transporting 
Method 

Place specimens in sealed polyethylene boxes with a small 
amount of alcohol. 

Supplies Needed Alcohol  
Polyethylene boxes 
Boxes, crates 
Flatbeds, carts 

 
CONSULT:  Curator of Ichthyology 
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FURNITURE, WOODEN OBJECTS 
WATER DAMAGE 

Salvage Priority IMMEDIATE – polychrome, gilt or inlaid objects 
MEDIUM – 48 hours 

Drying Method Slow, controlled air-drying. 

Handling Precautions Handle gilt frames and furniture, polychrome sculpture and 
objects with inlaid surfaces as little as possible. 
Polychrome, gilt or inlaid objects should be wrapped in 
plastic sheeting to prevent premature drying. 
Thoroughly wetted objects should also be wrapped in 
plastic sheeting to retain as much moisture as 
possible. 
Remove standing water from the surface of objects by 
blotting with clean cotton cloths or absorbent paper 
toweling. 
Detached pieces should be placed in a sealable plastic bag 
and kept with the object. 
Ensure ample assistance when moving. 
Move furniture by lowest structural member; never lift by 
grasping the top board or original handles. 
Block-up large pieces from floor rather than attempt to 
move to another area. 

Packing/Transporting 
Method 

Handle gilt frames and furniture, polychrome sculpture and 
objects with inlaid surfaces as little as possible. 
Lift chairs by their seat rails rather than arms or crest rails. 
Lift upholstered chairs by their legs to avoid touching water-
soaked upholstery. 
Chests and other case pieces should be lifted by their 
bottom rails. 
Remove drawers if possible; or open drawers to allow air 
circulation. 

Supplies Needed Paper toweling 
Sealable plastic bags 
Wooden blocks / pallets 
Flatbeds, carts 

 
CONSULT:  History Curator and Collections Technician 
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GEOLOGICAL SPECIMEN 
WATER DAMAGE 

Salvage Priority IMMEDIATE  to MEDIUM (48 hours) – specimen specific 

Drying Method  Air-dry quickly – specimen related. 
Air–dry slowly – specimen related. 

Handling Precautions Retain provenance / cataloguing information with item. 

Packing/Transporting 
Method 

 

Supplies Needed Boxes, crates 
Flatbeds, carts 

 
CONSULT:  Curator of Geology 
 
    
 
 

 
GLASS 

WATER DAMAGE 

Salvage Priority LOW – 72 hours. 

Drying Method  Air dry. 

Handling Precautions Object may be fragile. 

Packing/Transporting 
Method 

Depends upon fragility of the item.  
Pack crates loosely; support items within crates with tissue, 
toweling or Ethafoam. 
Pack glass items vertically. 
If glass is broken, cracked, or has old repairs, place in a clean 
transparent polyethylene bag until it can be treated. 

Supplies Needed Plastic bags 
Tissue paper, paper toweling 
Ethafoam 
Boxes, crates 
Flatbeds, carts 

 
CONSULT:  History: Curator and Collections Technician 
   Archaeology: Curator of Historical Archaeology and Collections Manager 
 
   Registrar 
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HAIR 
WATER DAMAGE 

Salvage Priority MEDIUM - 48 hours. 

Drying Method  Air-dry slowly. 

Handling Precautions Individually wrap or bag objects since these materials tend 
to split and fragment into small pieces when wet. 
Retain provenance / cataloguing information. 

Packing/Transporting 
Method 

Wrap or bag objects to consolidate parts. 
Place on trays, one layer deep, for transport. 

Supplies Needed Paper towels, tissue paper 
Plastic bags 
Trays 
Flatbeds, carts 

 
CONSULT:   
   History Collections Manager 
   History Collections Technician 
 

 
HORN 

WATER DAMAGE 

Salvage Priority MEDIUM - 48 hours. 

Drying Method Air-dry slowly. 

Handling Precautions Individually wrap or plastic bag objects since these 
materials tend to split and fragment into small pieces when 
wet. 
Retain provenance / cataloguing information. 

Packing/Transporting 
Method 

Wrap or bag objects to consolidate parts. 
Place on trays, one layer deep, for transport. 

Supplies Needed Plastic wrap, plastic bags 
Trays 
Carts 

 
CONSULT:  Biology: Curator of Mammalogy Collections Manager 
  Ethnography: Curator of Ethnoigraphy and Collections Technician 
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IVORY 
WATER DAMAGE 

Salvage Priority MEDIUM - 48 hours. 

Drying Method  Air-dry slowly. 

Handling Precautions Individually wrap or bag objects since these materials tend 
to split and fragment into small pieces when wet. 

Packing/Transporting 
Method 

Place wrapped objects one-layer deep on trays. 

Supplies Needed Plastic wrap, plastic bags 
Trays 
Carts 

 
CONSULT:   
Ethnography: Curator of Ethnography, Collections Technician 
Biology: Curator of Mammals, Curator of Vertebrate Paleontology, Collections Manager 
 

 
 

LEATHER or RAWHIDE 
WATER DAMAGE 

Salvage Priority MEDIUM - 48 hours. 

Drying Method  Air dry. 

Handling Precautions Support entire item on cart, tray, box or polyethylene 
sheeting.  

Packing/Transporting 
Method 

Full support required when moved. 
Wrap items with freezer paper or polyethylene sheeting to 
prevent red-rotted leather from soiling adjacent items and to 
prevent leather from drying before it can be treated. 
Support complexly shaped objects with non-inked newsprint 
or other absorbent material. 

Supplies Needed Freezer paper, plastic sheeting 
Trays, boards, boxes 
Flatbeds, carts 

 
CONSULT:  Archives Conservation Specialist 
 
 Ethnography: Curator of Ethnography and Collections Technician 
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MAGNETIC MEDIA: cassette tape, computer tape,  
reel to reel tape, videotape, 

WATER DAMAGE 

Salvage Priority IMMEDIATE  (rinse) – if soaked with dirty water 
LOW – 72 hours (tapes can stay wet for several days) 
Salvage associated paper enclosures within 48 hours. 

Drying Method Controlled air drying 

Handling Precautions Do not touch surface of tape. 
Handle open reel tapes by hubs or reel. 
Keep enclosures with tape. 
Do not unwind tape or remove tape from reel. 
Tapes can remain wet for several days.  
Retain provenance / cataloguing information. 
 

Packing/Transporting 
Method 

Keep tapes wet by wrapping in plastic or sealing in plastic 
bags.  
Pack vertically into crates or cartons. 
Avoid heavy weight or pressure on sides of the reels. 
Keep enclosure with tape. 

Supplies Needed Plastic wrap, re-sealable plastic bags 
Boxes, crates 
Flatbeds, carts 

 
CONSULT:  Electronic Records Archivist 
 
   Digitzation and Audio Visual Archivist 
   (for cassette tape, reel-to-reel, and videotape) 
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MAGNETIC MEDIA: computer disk 
WATER DAMAGE 

Salvage Priority If a backup copy is available, discard water-soaked disk. 
LOW – 72 hours. 
Exposure to water should not extend beyond 72 hours. 
Disks should be dried and copied within 72 hours. 
Salvage associated paper enclosures within 48 hours. 

Drying Method Controlled air-drying. 
Freezing. 

Handling Precautions Disks should be placed wet in plastic bags and frozen until 
drying and data Drying is possible. 
Keep enclosures with disks. 
Retain provenance / cataloguing information. 

Packing/Transporting 
Method 

Keep disks wet by wrapping in plastic or sealing in plastic 
bags.  
Pack vertically into crates or cartons. Do not over-pack 
container. 
Avoid heavy weight or pressure on sides of the disks. 
Keep enclosures with disks. 

Supplies Needed Plastic wrap, re-sealable plastic bags 
Boxes, crates 
Flatbeds, carts 

 
CONSULT:  Electronic Records Archivist 
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MANUSCRIPT or DOCUMENT: paper: stable media 
WATER DAMAGE 

Salvage Priority MEDIUM – 48 hours 

Drying Method Air dry, freeze dry, vacuum-freeze dry 

Handling Precautions Do not try to separate individual sheets. 
Groups of wet papers should be fully supported (board, 
sling) when moved. 

Packing/Transporting 
Method 

Transport wet papers horizontally. 
Use a sling (plastic sheeting) or board when moving 
collections. 
Interleave reasonable groupings of wet paper with freezer 
paper. 
Pack in boxes or drawers. 

Supplies Needed Freezer / waxed paper wrap 
Plastic sheeting, board 
Boxes, drawers 
Flatbeds, carts 

 
CONSULT:  Archives Conservation Specialist  
 

Archives Conservation Specialist  
 

 
 

MANUSCRIPT or DOCUMENT: paper: soluble ink 
WATER DAMAGE 

Salvage Priority IMMEDIATE:   watercolor, soluble inks, hand-colored 
illustrations 

Drying Method Air-dry, freeze dry, vacuum-freeze dry. 

Handling Precautions Do not try to separate individual sheets. 
Do not blot 
Groups of wet papers should be fully supported (board, 
sling) when moved.   

Packing/Transporting 
Method 

Transport wet papers horizontally. 
Use a sling (plastic sheeting) or board when moving 
collections. 
Interleave reasonable groupings of wet paper with freezer 
paper. 
Pack in boxes or drawers. 

Supplies Needed Freezer / waxed paper wrap 
Plastic sheeting, board 
Boxes, drawers 
Flatbeds, carts 

 
CONSULT:  Archives Conservation Specialist  
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MANUSCRIPT or DOCUMENT: parchment or vellum 
WATER DAMAGE 

Salvage Priority IMMEDIATE 

Drying Method Air dry, freeze dry (do not freeze gilded or illuminated 
manuscripts) 

Handling Precautions Do not try to separate individual sheets. 
Groups of wet documents should be fully supported (board, 
sling) when moved. 

Packing/Transporting 
Method 

Transport wet documents horizontally. 
Use a sling (plastic sheeting) or board when moving 
collections. 
Interleave reasonable groupings of wet documents with 
freezer paper. 
Pack in boxes or drawers. 

Supplies Needed Freezer / waxed paper wrap 
Plastic sheeting, board 
Boxes, drawers 
Flatbeds, carts 

 
CONSULT:  Principal Librarian for Technical Services and Systems 
 
   Archives Conservation Specialist  
 
 
MAP or PLAN: coated paper 

WATER DAMAGE 

Salvage Priority IMMEDIATE 

Drying Method Air-dry or freeze dry. 

Handling Precautions Keep plans wet until Drying treatment can be performed. 
Avoid pressure. 
Do not try to separate individual sheets. 
Do not try to remove wet plans from storage tubing. 
Groups of wet plans should be fully supported (board, map 
file drawer, tube, sling) when moved.   

Packing/Transporting 
Method 

Keep plans wet: wrap with plastic until Drying treatment can 
be performed. 
Transport wet plans horizontally. 
Do not remove wet plans from storage tubing. 
Use a sling (plastic sheeting), map file drawer, tube or 
cardboard when moving collections. 
Interleave reasonable groupings of wet paper with freezer 
paper. 
Pack in boxes, trays, or drawers. 

Supplies Needed Freezer / waxed paper wrap 
Plastic sheeting, board 
Boxes, trays, drawers 
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Flatbeds, carts 

 
CONSULT:  Archives Conservation Specialist  
 
 

 
 

MAP or PLAN: drafting linen 
WATER DAMAGE 

Salvage Priority IMMEDIATE 

Drying Method Air-dry or freeze dry. 

Handling Precautions Avoid pressure as inks can smear. 
Do not try to separate individual sheets. 
Do not blot. 
Do not try to remove wet plans from storage tubing. 
Groups of wet plans should be fully supported (board, map 
file drawer, tube, sling) when moved.   

Packing/Transporting 
Method 

Transport wet plans horizontally. 
Do not remove wet plans from storage tubing. 
Use a sling (plastic sheeting), map file drawer, tube or 
cardboard when moving collections. 
Interleave reasonable groupings of wet paper with freezer 
paper. 
Pack in boxes, trays, or drawers. 

Supplies Needed Freezer / waxed paper wrap 
Plastic sheeting, board 
Boxes, trays, drawers 
Flatbeds, carts 

 
CONSULT:  Archives Conservation Specialist  
 
 
 

 
MAP or PLAN: soluble media 

WATER DAMAGE 

Salvage Priority IMMEDIATE:  watercolor, soluble inks, hand-colored 
plans, photoreproduction processes (blue prints, 
heliographs, photostats, aniline prints, diazotypes, 
ferrogallic prints, Vandyke prints 

Drying Method Air-dry or freeze dry. 

Handling Precautions Do not try to separate individual sheets. 
Do not blot. 
Do not try to remove wet plans from storage tubing. 
Groups of wet plans should be fully supported (board, map 
file drawer, tube, sling) when moved.   
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Packing/Transporting 
Method 

Transport wet plans horizontally. 
Do not remove wet plans from storage tubing. 
Use a sling (plastic sheeting), map file drawer, tube or 
cardboard when moving collections. 
Interleave reasonable groupings of wet plans with freezer 
paper. 
Pack in boxes, trays, or drawers. 

Supplies Needed Freezer / waxed paper wrap 
Plastic sheeting, board 
Boxes, trays, drawers 
Flatbeds, carts 

 
CONSULT:  Archives Conservation Specialist  
 
 
 
 
MAP or PLAN: stable media 

WATER DAMAGE 

Salvage Priority MEDIUM – 48 hours 

Drying Method Air-dry or freeze dry. 

Handling Precautions Do not try to separate individual sheets. 
Do not attempt to remove oversized wet plans from storage 
tubing. 
Groups of wet plans should be fully supported (board, map 
file drawer, or sling) when moved.   
Use extra caution if folded or rolled. 

Packing/Transporting 
Method 

Transport wet plans horizontally.  
Use a sling (plastic sheeting), map file drawer, tube or 
cardboard when moving collections.  
Do not remove oversized wet plans from storage tubing. 
Interleave reasonable groupings of wet plans with freezer 
paper. 
Pack items horizontally in boxes, trays, or drawers.  

Supplies Needed Freezer / waxed paper wrap 
Plastic sheeting, board 
Boxes, trays, drawers 
Flatbeds, carts 

 
CONSULT:  Archives Conservation Specialist  
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METAL 
WATER DAMAGE 

Salvage Priority LOW – 72 hours. 

Drying Method  Air dry. 

Handling Precautions Use gloves to handle. 
Retain provenance / cataloguing information with object. 

Packing/Transporting 
Method 

Depends upon fragility of the item 

Supplies Needed Gloves 
Boxes, crate 
Flatbeds, carts 

 
 
CONSULT:  History: Curator 
   Archaeology: Curator of Historical Archaeology and Collections Manager 
 
   Registrar 
 
 
 

 



DRAFT

 

46 
 

MICROFORM: aperture card 
WATER DAMAGE 

Salvage Priority MEDIUM -48 hours (KEEP WET). 

Drying Method  Air-dry (small quantities). 
Freeze, thaw, air-dry (large quantities). 

Handling Precautions Keep wet inside a container until they can be processed. 

Packing/Transporting 
Method 

If fiche cannot be air-dried immediately, keep wet inside a 
container until they can be frozen. 

Supplies Needed Garbage bags, resealable bags, plastic containers 
Boxes, crates 
Carts 

 
CONSULT:  Digitization and Audio Visual Archivist 
 
   Archives Conservation Specialist 
 
MICROFORM: diazo fiche, diazo microfilm 

WATER DAMAGE 

Salvage Priority LOW - 72 hours. 

Drying Method  Air dry. 

Handling Precautions  

Packing/Transporting 
Method 

Transport in drawers or cartons. 

Supplies Needed Drawers, boxes, crates 
Carts 

 
CONSULT:  Digitization Archivist 
 
   Archives Conservation Specialist 
 
    
MICROFORM: jacketed microfilm 

WATER DAMAGE 

Salvage Priority LOW -72 hours (KEEP WET). 

Drying Method  Air-dry (small quantities). 
Freeze, thaw, air-dry (large quantities). 

Handling Precautions Keep wet inside a container until they can be processed. 

Packing/Transporting 
Method 

If film cannot be air-dried immediately, keep wet inside a 
container until they can be frozen. 

Supplies Needed Garbage bags, resealable bags, plastic containers 
Boxes, crates 
Carts 

 
CONSULT:  Digitization and Audio Visual Archivist 
 
   Archives Conservation Specialist 
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MICROFORM: microfilm roll 

WATER DAMAGE 

Salvage Priority MEDIUM -48 hours (KEEP WET). 

Drying Method  Rewash and dry within 72 hours.  
Arrange for a film processor to rewash and dry. 

Handling Precautions Keep wet inside a container until they can be processed. 

Packing/Transporting 
Method 

Do not remove from boxes. 
Hold cartons together with rubber bands. 
Fill boxes with water and pack (in blocks of 5) in a cardboard 
box lined with garbage bags. 

Supplies Needed Garbage bags, resealable bags, plastic containers 
Boxes, crates 
Carts 

 
CONSULT:  Digitization and Audio Visual Archivist 
 
   Archives Conservation Specialist 
 
    
 

 



DRAFT

 

48 
 

MYCOLOGY and BRYOLOGY SPECIMEN 
WATER DAMAGE 

POSSIBLE TOXIN: MATERIALS WILL BE SALVAGED BY A SPECIAL TEAM. 

Salvage Priority IMMEDIATE 

Drying Method  Freeze-drying. 

Handling Precautions POSSIBLE TOXIN: MATERIALS WILL BE SALVAGED BY A 
SPECIAL TEAM. 

Packing/Transporting 
Method 

Retain label information with each specimen. 
Pack specimens in boxes or crates; do not overpack.   

Supplies Needed Gloves 
Respirators 
Boxes, crates 
Flatbeds, carts 

 
CONSULT:  Collections Manager, Mycology and Bryology 
 

 
OPTICAL MEDIA: CD, CD-ROM,  
DVD, video disk 

WATER DAMAGE 

Salvage Priority IMMEDIATE – dry discs.  
Salvage paper enclosures within 48 hours. 

Drying Method Air dry. 

Handling Precautions Disc cartridges should be lifted by the outer edges only. 
Do not wipe disc surface. 
Avoid bending. 

Packing/Transporting 
Method 

Pack vertically into crates. 
Retain provenance / cataloguing information. 

Supplies Needed Boxes, crates 
Flatbeds, carts 

 
CONSULT:  Electronic Records Archivist 
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PAINTING: canvas 
WATER DAMAGE 

Salvage Priority MEDIUM - 48 hours. 

Drying Method  Air dry. 

Handling Precautions Do not touch paint layer. 
Carry painting horizontally: image side up. 
Keep provenance / cataloguing information with each item. 

Packing/Transporting 
Method 

Do not touch paint layer. 
Transport painting horizontally: image side up. 
Keep provenance / cataloguing information with each item. 
Do not place anything on paint layer surface. 
Transport paintings singularly to Drying area.  

Supplies Needed Flatbeds, carts 

 
CONSULT:  Archives Conservation Specialist 
 
    
 
 
PALEONTOLOGY SPECIMEN 

WATER DAMAGE 

Salvage Priority IMMEDIATE  to MEDIUM (48 hours) – specimen specific 

Drying Method  Air-dry quickly – specimen related. 
Air–dry slowly – specimen related. 

Handling Precautions Retain provenance / cataloguing information with item. 

Packing/Transporting 
Method 

 

Supplies Needed Boxes, crates 
Flatbeds, carts 

 
CONSULT: Curator of Paleontology and Collections Technician 
  Curator of Vertebrate Paleontology and Collections Manager 
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PHOTOGRAPH: black and white print 
WATER DAMAGE 

Salvage Priority IMMEDIATE : carbon prints and Woodburytypes 
MEDIUM: 48 hours: albumen prints, matte and glossy 
collodion prints, silver gelatin printing out and developing 
out papers, collotypes, photogravures, cyanotypes 

Drying Method  Air dry (1st choice) 
Freeze/thaw and air dry (2nd choice) 
Freeze dry: collodion prints, silver gelatin, collotypes, 
photogravures, cyanotypes.  
DO NOT VACUUM DRY.  

Handling Precautions Keep silver gelatin wet; pack inside sealable plastic bags. 
Do not touch emulsion or binder; hold by the edges or 
margins. 
Always lay with emulsion side up. 
Do not separate sheets. 
Avoid abrasion. 

Packing/Transporting 
Method 

Keep silver gelatin wet; pack inside sealable plastic bags 
until Drying. 
Interleave 2” groupings of prints with Hollytex. 
Pack horizontally in containers. 

Supplies Needed Hollytex 
Sealable plastic bags 
Boxes, crates 
Flatbeds, carts 

 
CONSULT:  Archives Conservation Specialist  
 

Archives Conservation Specialist  
 
 
PHOTOGRAPH: cased 

WATER DAMAGE 

Salvage Priority IMMEDIATE: ambrotypes, pannotypes, daguerreotypes, 
tintypes (Drying rate is low)  

Drying Method  Air dry face up. 
DO NOT FREEZE.  

Handling Precautions Handle with care; fragile surface. 
Always lay face-up. 

Packing/Transporting 
Method 

Pack horizontally in containers. 
Protect glass with cardboard. 

Supplies Needed Cardboard 
Boxes, crates 
Flatbeds, carts 

 
CONSULT:  Archives Conservation Specialist  
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PHOTOGRAPH: color print 

WATER DAMAGE 

Salvage Priority IMMEDIATE : dye transfer prints 
MEDIUM: 48 hours: chromogenic prints and negative 

Drying Method  Air dry (1st choice): dye transfer prints 
Freeze/thaw and air dry (2nd choice) 
Freeze dry (3rd choice  
DO NOT VACUUM DRY.  

Handling Precautions Do not touch emulsion or binder; hold by the edges or 
margins. 
Always lay with emulsion side up. 
Do not separate sheets. 
Avoid abrasion. 

Packing/Transporting 
Method 

Keep chromogenic prints and negatives wet; pack inside 
sealable plastic bags until Drying. 
Interleave 2” groupings of prints with Hollytex. 
Pack horizontally in containers. 

Supplies Needed Hollytex 
Sealable plastic bags 
Boxes, crates 
Flatbeds, carts 

 
CONSULT:  Archives Conservation Specialist  
 
 
 
PHOTOGRAPH: color transparency: additive color transparency: 
(MOST ARE GLASS) Autochromes, Agfacolor, Dufaycolor 

WATER DAMAGE 

Salvage Priority IMMEDIATE 

Drying Method  Air-dry only. 
Drying rate very low. 

Handling Precautions Handle with care; loose binding tapes and glass. 
Keep provenance / cataloguing information with objects. 

Packing/Transporting 
Method 

Pack horizontally in a padded container. 

Supplies Needed Ethafoam 
Boxes, crates 
Flatbeds, carts 

 
 
CONSULT:  Archives Conservation Specialist  
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PHOTOGRAPH: color transparency: 
chromogenic color transparency, mounted color slide, sheet film 

WATER DAMAGE 

Salvage Priority MEDIUM – 48 hours 

Drying Method  Air-dry in mounts if possible. 
Freeze, thaw, air-dry. 
Freeze dry. 

Handling Precautions Handle by mounts or edges. 
Do not touch surface of photograph. 
KEEP WET. 
Keep provenance / cataloguing information with objects. 

Packing/Transporting 
Method 

KEEP WET. 
Pack in plastic bags inside box or crate. 

Supplies Needed Plastic bags 
Boxes, crates 
Flatbeds, carts 

 
CONSULT:  Archives Conservation Specialist  
 
 
 
PHOTOGRAPH: microfilm rolls, motion picture film 

WATER DAMAGE 

Salvage Priority LOW - 72 hours 

Drying Method  Rewash and dry.   

Handling Procedures Film must be kept wet until it can be reprocessed. 
Clean outside of film boxes before opening. 
Dry film should be separated from wet materials. 
Do not remove wet microfilm from boxes; hold boxes together 
with rubber bands. 

Packing/Transporting 
Method 

Pack in containers filled with clean water until reprocessed. 

Supplies Needed Rubber-bands 
Garbage bags, resealable plastic bags 
Plastic containers 
Clean water 
Flatbeds, carts 

 
CONSULT:   
   Digitization and Audio Visual Archivist 
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PHOTOGRAPH: transparency: lantern slides, silver gelatin 
WATER DAMAGE 

Salvage Priority MEDIUM – 48 hours 

Drying Method  Air-drying preferred. 
Freeze, thaw and air dry. 

Handling Precautions Handle with care; loose binding tapes and glass. 
Keep provenance / cataloguing information with objects. 

Packing/Transporting 
Method 

Pack vertically in a padded container. 

Supplies Needed Ethafoam 
Boxes, crates 
Flatbeds, carts 

 
CONSULT:  Archives Conservation Specialist  
 
 
 
 
SHELL 

WATER DAMAGE 

Salvage Priority IMMEDIATE:  

Drying Method  Air dry face up. 
DO NOT FREEZE.  

Handling Precautions Handle with care; fragile surface. 
Always lay face-up. 

Packing/Transporting 
Method 

Pack horizontally in containers. 
Protect glass with cardboard. 

Supplies Needed Cardboard 
Boxes, crates 
Flatbeds, carts 

 
CONSULT:  Malacology Collections Manager 
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TEXTILE: clothing 
WATER DAMAGE 

Salvage Priority IMMEDIATE: archaeological textiles, bleeding dyes 
MEDIUM – 48 hours (all others) 

Drying Method  Quick air-drying. 

Handling Precautions Handle objects sparingly. 
Remove all wet packing materials (cardboard or tissue) 
from contact with the textiles. 
Do not unfold or spread out wet textiles while wet. 

Packing/Transporting 
Method 

Provide solid support for objects when moving. 
Remove hanging wet textiles to horizontal support. 
Retain accession number tags and all identifying 
information with the object.  
Do not stack wet textiles on top of each other. 

Supplies Needed Polyethylene sheeting 
Flatbeds, carts 

 
CONSULT:   
   History Collections Manager 
 
   History Collections Technician 
 
 
TEXTILE:  costume accessories 

WATER DAMAGE 

Salvage Priority MEDIUM - 48 hours  

Drying Method  Air dry. 

Handling Precautions Keep handling to a minimum. 
Retain provenance / cataloguing information with object, 

Packing/Transporting 
Method 

Use a solid support when moving object.  
 

Supplies Needed Polyethylene sheeting 
Boxes, crates 
Flatbeds, carts 

 
CONSULT:   
   History Collections Manager 
   History Collections Technician 
 
TEXTILE: tapestry, rug 

WATER DAMAGE 

Salvage Priority IMMEDIATE:  textiles with bleeding dyes 
MEDIUM - 48 hours (all others) 

Drying Method  Quick air-drying. 

Handling Precautions Handle objects sparingly. 
Extremely heavy when wet. 
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Remove all wet packing materials (cardboard or tissue) 
from contact with the objects. 
Retain provenance or cataloguing information with object. 

Packing/Transporting 
Method 

Provide solid support for objects when moving. 
Remove hanging wet textiles to horizontal support. 
Retain accession number tags and all identifying 
information with the object.  
Do not stack wet objects on top of each other. 

Supplies Needed Polyethylene sheeting 
Flatbeds, carts 

 
CONSULT:   
   History Collections Manager 
   History Collections Technician 
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Drying Methods for Wet Collections 

 
(From Lisa Fox, Drying Methods for Water-Damaged Collections, 1993) 

 
Technique Procedure Speed Equipment / 

service cost 
Staff / 
Labor 

Availability Results 

AIR DRYING Items dried by circulating 
air in a low-temperature, 
low humidity space 

Days or 
weeks 

Negligible High Excellent  Swelling 

 Cockling 

 Blocking 

 Running 
inks/dyes 

 Mold 

DEHUMID-
IFICATION 

Large, commercial 
dehumidifiers installed to 
dry building, furnishings, 
collections in situ 

Varies Moderate Low Excellent  Limited 
cockling if 
used only 
on damp 
items 

FREEZER 
DRYING 

Items placed in self-
defrosting freezer (below -

10F) are frozen, and ice 
is slowly sublimated 

Weeks or 
months 

Negligible  Moder
ate 

Excellent  Swelling 

 Cockling 

 Blocking 

 Inks run 

VACUUM 
FREEZE 
DRYING 

Frozen items placed in 
chamber; vacuum drawn; 
small amount of heat 

introduced (below 32); 
ice crystals drawn out by 
sublimation 

1-2 weeks 
per load 

$5-7 per 
volume; 
$50/CF 

Low Good  Leather/ 
vellum may 
warp 

 Photograph 
may lose 
surface gloss 
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To Respond to Mold2 
The following procedures should be followed in cases where temperature and humidity controls are not 
adequate or collections have received water damage. Optimal conditions for mold growth are 70° and 
70% relative humidity. Any rise in these levels creates an environment conducive to mold growth within 
48-72 hours. Speed is critical for mold control. 

Discover  

 
 

Determine location and extent of damage. If mold is on a few isolated items, call 
the CRT Leader from your institution. If widespread mold is discovered in stack 
ranges or storage areas, notify the CRT Leader and the Building Manager. 
Follow procedures outlined below. 

Procedures 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. Contact CRT members and assemble. 
2.   Isolate affected materials 
 For small blooms, place item(s) in plastic bags and move to a dry area. 
 For large blooms, quarantine the area and contact outside professional help 

immediately. Close doors; hang plastic sheeting to isolate affected area; and 
cut off circulation of air from the affected area to the rest of the building.  

3. Consult. 
 Contact Occupational & Environmental Health Center of Eastern New York 

to help identify present mold species. 
4.   Locate Disaster Supplies. 
 Gather plastic bags and plastic sheeting from the following locations: 

 5th Floor, 8th Floor Lobby, 8th Floor closet and Basement, 3rd Floor, Tier #3. 
 Locate Flatbeds and book carts from the following locations: 

3rd Floor, 5th Floor stack areas, and 7th Floor Library. 
 Assemble protective gear: disposable plastic gloves, respirator with a 

particulate filter, goggles, coveralls or lab coat (preferably disposable) and 
disposable foot wear. 

 Contact Building Manager for equipment needs [mops, fans, wet vacs, and 
dehumidifiers]. 

5. Identify temporary storage and work areas if needed. 
6. Locate the high humidity source. 
 Look for moisture source i.e. leaky roof or pipe, broken window, etc. 
 Examine HVAC. Contact OGS Building Engineer to check heat-exchange 

coils, drip pans, and duct work. These areas are prime sources for moisture, 
mold growth and distribution. 

7.   Lower humidity and increase air circulation. 
 Measure temperature and humidity at regular intervals and keep a log. 
 Adjust humidity via OGS Building Engineer. 
 Set up fans to increase air circulation. 
 Install dehumidifiers. Be careful to arrange continuous drainage or to empty 

frequently. Initiate salvage procedures detailed in Section 2: Water. 
1. Document.  Fill out OCE Incident Reporting form and Collections 

Damage Documentation form (see Appendix) and take photographs.       
 

 
 
 

                                                 
2 Conservation Center for Art and Historic Artifacts. Managing a Mold Invasion: Guidelines for Disaster 
Response, 1994. 
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To Respond to Pest Infestation3  
The following procedures are intended for the Collections Response Team (CRT). They supplement the 
Emergency Operations Plan and should be followed in cases where signs of insect infestation are 
confined to a collection and remedial action is deemed manageable by institution staff. 

Discover  
 
 

Determine location and extent of damage.  Notify Library Preservation, 
Archives or Museum, depending on collection affected, or call Integrated Pest 
Management (IPM) Subcommittee Chair. 

Procedures 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. Isolate affected materials and collect samples of the pest.  

 Consider whether the materials are incoming collections in need of 
isolation, or are already onsite with an infestation identified 

 
 For single item(s), place on sheet of alkaline paper and wrap or bag in 

heavy (6mil) transparent polyethylene sealed with tape or by heat. Monitor 
for signs of frass from wood boring insects, staining from rodents, and fecal 
material from a range of different pests. 

 
 For large items and pallets, tent with polyethylene sheeting and seal with 

tape or by heat as tightly as possible. Monitor for varying signs. 
 
2.   Remove collections to an isolated area or designated quarantine 

location if possible. (add contact info if a quarantine space is 
needed?) 

 
3.  Contact State Entomologist to identify the species.              
 
 Determine if the insect is a hazard to collections 
 Determine the insect’s life cycle and food and environmental preferences 
 Determine the extent of the infestation. 
 Check movement/location records of the infested document(s) to determine 

if similar objects in previous locations are infected 
 Inspect all documents in the document’s current surrounding area that are 

prone to this specific pest 
 Check other documents from the same series or collection 
 Document pest inspections in writing 
 
4.   Identify temporary storage and work areas if needed.  
 
7. Initiate pest control procedures as determined by CRT Leadership.  

Actions may involve freezing affected collection, as well as IPM 
methods like habitat modification.  

 
8. Document.  Fill out OCE Incident Reporting form and Collections 

Damage Documentation form (see Appendix) and take photographs. 
 

Link http://www.museumpests.net/ 
3 Southeastern Registrars Association. Steal This Handbook! A Template for Creating a Museum’s Emergency Preparedness 
Plan, 1994 
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Salvage Timetable for Soot Damaged Collections 
 

 
 
HIGH PRIORITY LOW PRIORITY 

Fire damage; charring No fire damage; no charring 
 

Structural damage No structural damage 
 

Porous surface 
 

Non-porous surface 

Intricate surface pattern 
 

Smooth surface 

Organic material 
 

Inorganic material 

Soot accumulation: High 
 

Soot accumulation: Low 

 
To Salvage Soot-Damaged Collections: Index 

 
INDEX 
 
Animal study  
Bone and Ivory 
Book 
Geological specimen 
Painting 
Paleontology specimen  
Paper document 
Textile 
Wood: unfinished 
Wood: finished 
 
 
EQUIPMENT AND SUPPLIES – SOOT DAMAGED COLLECTIONS 
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To Salvage Soot-Damaged Collections: Procedures 
 

ANIMAL STUDY: SKIN or TAXIDERMY MOUNT 
SOOT DAMAGE 

 POSSIBLE TOXIN: MATERIALS WILL BE SALVAGED BY A SPECIAL TEAM 
Salvage Priority 
 

1st Priority: charred or structural damage, 
porous / intricate surface, organic material, 
high soot accumulation 

Dry Cleaning Method 
 

Vacuum with HEPA vacuum. 
DO NOT VACUUM CHARRED AREAS. 

Handling Precautions 
 

Do not touch or move specimen until entire 
specimen has been vacuumed. 

Packing / Transporting  
Method 

Move specimen only after thorough 
vacuuming. 
Avoid touching specimen directly; move 
specimen by auxiliary mount only. 
Do not drape specimen or pack specimen. 
Do not allow specimen to touch adjacent 
objects. 

Supplies Needed 
 

HEPA vacuum 
Cart, flatbed 

CONTACT:  Curator of Mammalogy or Curator of Ornithology and Collections Manager 
 
 
BONE AND IVORY 

SOOT DAMAGE 

Salvage Priority 
 

1st Priority: charred or structural damage, 
porous / intricate surface, organic material, 
high soot accumulation 

Dry Cleaning Method 
 

1. DO NOT VACUUM CHARRED 
AREAS. 

2. Vacuum (in situ) with HEPA vacuum. 
3. Surface clean (in situ if possible) with 

Groom/Stick or Webril 

Handling Precautions 
 

Do not touch or move specimen until entire 
specimen has been vacuumed. 
If possible, dry clean surface of specimen 
before moving. 

Packing / Transporting  
Method 

Move specimen only after a thorough 
vacuuming and/or surface dry cleaning. 
Avoid touching specimen directly; move 
specimen by auxiliary mount only. 
Do not drape specimen. 
Do not pack specimen; move singularly. 
Do not allow specimen to touch adjacent 
objects. 
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Supplies Needed 
 

HEPA vacuum 
Groom/Stick or Webril 
Cart, flatbed 

CONTACT:   Biology: Curator of Mammals or Curator of Vertebrate Paleontology and 
Collections Manager. 
 Ethnography: Curator of Ethnography and Collections Technician.  
 
 
BOOK 

SOOT DAMAGE 

Salvage Priority 
 

1st Priority: charred or structural damage, 
porous / intricate surface, organic material, 
high soot accumulation 

Dry Cleaning Method 
 

1. DO NOT VACUUM CHARRED 
AREAS. 

2. Vacuum with HEPA vacuum (in-situ). 
3. Surface clean with Groom/Stick, 

Webril, soot sponge, or powdered 
eraser. 

Handling Precautions 
 

Do not touch or separate volumes until 
vacuumed. Handle volume sparingly after 
vacuuming. 
 

Packing / Transporting  
Method 

Move volume after a thorough vacuuming. 
Do not compress surfaces with soot 
accumulation. 

Supplies Needed 
 

HEPA vacuum 
Soot sponge 
Groom/Stick, Webril 
Cart, flatbed 

CONTACT:  New York State Library 
 
   Archives Conservation Specialist 3 
 

Archives Conservation Specialist 1 
 
 
 
GEOLOGICAL SPECIMEN 

SOOT DAMAGE 

Salvage Priority 
 

1st Priority: charred or structural damage, 
porous / intricate surface, organic material, 
high soot accumulation 

Dry Cleaning Method 
 

1. DO NOT VACUUM CHARRED 
AREAS. 

2.  Vacuum with HEPA vacuum (in-situ). 
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3. Surface clean with Groom/Stick or 
Webril 

Handling Precautions 
 

Do not touch specimen until vacuumed. 
Handle specimen sparingly until surface 
can be dry-cleaned. 
 

Packing / Transporting  
Method 

Move specimen only after a thorough 
vacuuming. 
Do not compress surfaces with soot 
accumulation. 

Supplies Needed 
 

HEPA vacuum 
Groom/Stick, Webril 
Cart, flatbed 

CONTACT: Curator of Geology 
 
    
 
 
PALEONTOLOGY SPECIMEN 

SOOT DAMAGE 

Salvage Priority 
 

1st Priority: charred or structural damage, 
porous / intricate surface, organic material, 
high soot accumulation 

Dry Cleaning Method 
 

1. DO NOT VACUUM CHARRED 
AREAS. 

2. Vacuum with HEPA vacuum (in-situ). 
3. Surface clean with Groom/Stick or 

Webril. 

Handling Precautions 
 

Do not touch or separate specimens 
volumes until vacuumed.  
Handle specimen sparingly only after 
vacuuming and dry-cleaning. 
 

Packing / Transporting  
Method 

Move specimen only after a thorough 
vacuuming. 
Do not compress surfaces with soot 
accumulation. 

Supplies Needed 
 

HEPA vacuum 
Groom/Stick, Webril 
Cart, flatbed 

CONTACT:  Curator of Paleontology and Collections Technician 
   Curator of Vertebrate Paleontology and Collections Manager 
    
 
PAINTINGS: acrylic on canvas with varnish, 
acrylic on canvas without varnish, 
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tempera and oil directly on wallboard 
SOOT DAMAGE 

Salvage Priority 
 

1st Priority: charred or structural damage, 
porous / intricate surface, organic material, 
high soot accumulation 

Dry Cleaning Method 
 

1. DO NOT VACUUM CHARRED 
AREAS. 

2.  Vacuum with HEPA vacuum (in-situ). 
3. Surface clean with soot sponge. 

Handling Precautions 
 

Do not touch paintings until vacuumed.  
Handle paintings sparingly only after 
vacuuming and dry-cleaning. 

Packing / Transporting  
Method 

Move paintings only after a thorough 
vacuuming. 
Do not compress surfaces with soot 
accumulation. 

Supplies Needed 
 

HEPA vacuum 
Soot sponge 
Cart, flatbed 

CONTACT:   
 
 
 
PAPER DOCUMENT 

SOOT DAMAGE 

Salvage Priority 
 

1st Priority: charred or structural damage, 
porous / intricate surface, organic material, 
high soot accumulation 

Dry Cleaning Method 
 

1. DO NOT VACUUM CHARRED 
AREAS. 

2. Vacuum with HEPA vacuum (in-situ). 
3. Surface clean with soot sponge, or 

powdered eraser (in-situ if possible). 

Handling Precautions 
 

Do not touch or separate documents until 
vacuumed.  
Handle document sparingly after 
vacuuming. 
Use auxiliary support when moving. 

Packing / Transporting  
Method 

Move document only after a thorough 
vacuuming. 
Do not compress surfaces with soot 
accumulation. 

Supplies Needed 
 

HEPA vacuum 
Soot sponge 
Powered eraser 
Cart, flatbed 
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CONTACT:  Archives Conservation Specialist 3 
 
 
   
 
TEXTILE 

SOOT DAMAGE 

Salvage Priority 
 

1st Priority: charred or structural damage, 
porous / intricate surface, organic material, 
high soot accumulation 

Dry Cleaning Method 
 

1. DO NOT VACUUM CHARRED 
AREAS. 

2. Vacuum with HEPA vacuum (in-situ). 

Handling Precautions 
 

Do not touch, unfold, or separate textiles 
until vacuumed.  
Handle textiles sparingly after vacuuming. 
Use auxiliary support to move textiles. 
 

Packing / Transporting  
Method 

Move textile only after a thorough 
vacuuming. 
Do not compress surfaces with soot 
accumulation. 
Use auxiliary support to move textile. 

Supplies Needed 
 

HEPA vacuum 
Polyethylene sheeting 
Cart, flatbed 

CONTACT:   
 
 
WOOD: unfinished 

SOOT DAMAGE 

Salvage Priority 
 

1st Priority: charred or structural damage, 
porous / intricate surface, organic material, 
high soot accumulation 

Dry Cleaning Method 
 

1. DO NOT VACUUM CHARRED 
AREAS. 

2. Vacuum with HEPA vacuum (in-situ). 
3. Groom / Stick 

Handling Precautions 
 

Do not touch object until vacuumed.  
Handle object sparingly until dry-cleaned. 
Use auxiliary support to move object. 
 

Packing / Transporting  
Method 

Move object only after a thorough 
vacuuming. 
Do not compress surfaces with soot 
accumulation. 
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Use auxiliary support to move object. 

Supplies Needed 
 

HEPA vacuum 
Groom / Stick 
Cart, flatbed 

CONTACT:   
 
 
WOOD: finished 

SOOT DAMAGE 

Salvage Priority 
 

1st Priority: charred or structural damage, 
porous / intricate surface, organic material, 
high soot accumulation 

Dry Cleaning Method 
 

1. DO NOT VACUUM CHARRED 
AREAS. 

2. Vacuum with HEPA vacuum (in-situ). 
3. Dry clean with soot sponge or Webril 

Handling Precautions 
 

Do not touch object until vacuumed.  
Handle object sparingly until dry-cleaned. 
Use auxiliary support to move object. 
 

Packing / Transporting  
Method 

Move object only after a thorough 
vacuuming. 
Do not compress surfaces with soot 
accumulation. 
Use auxiliary support to move object. 

Supplies Needed 
 

HEPA vacuum 
Soot sponge, Webril 
Cart, flatbed 

CONTACT:   
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EQUIPMENT and SUPPLIES – SOOT DAMAGED COLLECTIONS 
 

EQUIPMENT: 
HEPA vacuums 
vacuum wand 
shop vacuum with attachments 
minivacuum attachments (circular attachments and flexible tubing 
camera 
portable lighting 
scaffolding 
extension cords 
carts / flatbeds 
 
DRY CLEANERS: 
soot sponges 
Groom / Stick 
cotton swabs 
grated vinyl eraser 
erasers (vinyl, art gum) 
Tack cloths 
brushes 
applicator sticks 
 
PROTECTIVE CLOTHING: 
white disposable coveralls 
organic vapor masks 
dust / particulate masks 
cotton gloves 
latex / silicone gloves 
 
MISCELLANEOUS: 
plastic pails 
polyethylene film 
Staple guns 
Adhesive tape  
Re-sealable plastic bags 
plastic trays  
disposable wet wipes 
various forms/ paper/ pencils/ clipboards 
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NYSED 

Office of Cultural Education 

 Emergency Operations Plan  

 Prepared by the  

OCE Collections Stewardship Team (CST) 

and  

OCE Emergency Coordinating Team (ECT) 

  




