STANDARD OPERATING PROCEDURE FOR WATER DAMAGE TO RECORDS 
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I.  PRE-WATER DAMAGE EMERGENCY

Your Public Body will need to establish two teams in order to implement this SOP: an Assessment Team and a Response/Recovery (R/R) Team.  Each team will need a designated Lead and assigned staff.  It is best these teams be designated well in advance of a water damage emergency, and that they are familiar with their roles and responsibilities. 

Once the Teams are selected, then you will need to create a Grab-N-Go Kit which can be used to respond to Water Damage situations, as they arise.  Some suggested materials for your Grab-N-Go Kit:
Blotter paper
Drinking water bottles
Fans
Folding Tables
Gloves
Permanent markers for identifying and classifying
Plastic bags
Rags
Respirator / protective mask and clothing


II.  IN THE EVENT OF WATER DAMAGE EMERGENCY

A.  Notify the Assessment Team Lead immediately upon discovering wet records 
· Assessment Team Lead will assemble the Assessment Team
· Assessment Team will assess the damage to the records
· Assessment Team will identify the records that are slightly wet, moderately wet and very wet. Team will tag boxes with extent of damage
· Assessment Team will document the extent of the damage using the Damage Assessment Log and take photographs of the damage  
· Assessment Team will notify Response/Recovery Team of the recovery efforts needed by providing them with the Damage Assessment Log, which includes the following information:
· #’s of boxes of slightly wet records
· #’s of boxes of moderately wet records
· #’s of boxes of very wet records
· Assessment Team will complete the Damage Report and give it to R/R Team
· Assessment Team will upload photographs of damage to pre-specified folder on server

*Assessment and R/R teams will determine which boxes are too wet for in-house recovery



B.  Response/Recovery (R/R)Team
· Response/Recovery (R/R) Team Lead will assemble the recovery team
· R/R Team Lead will locate and utilize the Grab-N-Go Kit, and whatever else is need to recover records
· R/R Team will establish secure triage/recovery area with tables for working on water damaged records  
· R/R Team will place signs on tables indicating the extent of water damage of the boxes placed on individual tables ( slightly wet, moderately wet, very wet) 
· R/R Team will move damaged boxes to triage/recovery area and place boxes on tables based on the extent of damage (e.g. slightly wet on table labeled slight wet, etc.) 
· R/R Team will make sure each box of records is clearly identified with a barcode, number or box identifier.  If the boxes are too wet / damaged, then the records need to be removed from the boxes and kept in one group identified by the corresponding barcode, number or identifier for each box.  Where possible, remove the barcode, number or box identifier from the original box and keep it with the water damaged records.
· R/R Team member will start a Box Identifier Log:  a log of all boxes damaged, clearly identified by barcode, number or identifier. 
· Once Box Identifier Log is complete and all boxes have been captured on the log, then Records Manager or R/R Team member may enter the barcodes, numbers or box identifiers into Excel (or similar) and begin documenting records in each box.  Or, you can use the Box Identifier Log for this purpose.  If you have a box inventory tracking system, printout a box inventory for each box.
· Records Manager or R/R Team staff will then identify which boxes may contain confidential records and make such notation on the Box Identifier Log.
· R/R Team will tag any boxes that contain confidential records
· Records Manager or Response/Recovery Team staff will then identify which boxes contain records that are non-paper: photographs, VCR / VHS tapes, DVC / CDs, and will document these boxes as such on the Box Identifier Log.  These types of records cannot be treated by freezing, blast freezing, or freeze drying.
· R/R Team will ensure records that are very wet be placed into a freezer or blast freezer to delay spread of mold and prevent further damage.  Public Bodies can contact the State Archives (LAPR) to see if space is available in their blast freezer.  If Archives’ blast freezer is available, R/R Team will compile a list of all boxes going over to the State Archives’ blast freezer and will clearly note all boxes with confidential records.  Response/Recovery team will send very wet records to the Archives to the blast freezer (team member will compile a list of all boxes going over to the blast freezer and will note all boxes with confidential records).  Non-paper records (photographs, VCR / VHS tapes, DVC / CDs) cannot be treated by freezing, blast freezing, or freeze drying.



· R/R Team will begin to work to recover slightly and moderately wet records (if necessary, will remove files from the boxes in the order in which they were filed in the boxes to enable good air circulation.  If records need to be removed from the boxes, staff will ensure they are identified with the barcode, number or identifier for the corresponding box. )
· The best method for recovering slightly and moderately wet records is to spread the records out as much as possible, blot them to remove as much excess water as possible, turn on fans to keep air circulating (which will aid the drying process), and check on their progress daily.  

**Note: only very wet records will be sent to an off-site records restoration vendor (such as Belfor) for recovery.

C.  Public Body will notify affected Records Custodian(s) within 24 hours that their boxes have water damage 
· For Records Custodians with slight or moderate water damage: notify them that you are treating the records  in-house using best-practices 
· For Records Custodians with very wet records: notify them that records are in the blast freezer and that the records will be going to an outside restoration vendor for treatment
· For those Records Managers with confidential records, send them the outside vendor’s policies/procedures for dealing with wet, confidential records

D.  Contacting outside Vendor for very wet records recovery
· Public Body should notify Director or Deputy Director before calling any outside vendor
· Prior to sending any water damaged records containing HIPPA information to outside vendor, Public Body will need to verify that there is a BA with the vendor. This will put you into compliance with breach notification laws (HITECH) if the vendor were to lose or disclose confidential information.
· You will need to provide outside vendor with the number of very wet boxes, the damage report for very wet boxes and photographs of these boxes.
· You will need to ask outside vendor to provide you an estimate of recovery costs

E.  Contact Risk Management
· Public Body should probably contact their Risk Management Department, Legal Department or Clerk’s Office to see if there are any Property Damage forms (or similar) to complete to fully comply with notification and any insurance requirements.
· If you work for a State Agency, the following will be helpful, but always check first with ADOA Risk Management:
· State Agencies must file a Property Loss Report (PL) with Risk Management within 1 day, but no more than 90 days after incident.  It is best if State Agencies send this to Rick Management within the first two days of the incident. 
· After filing the Property Loss Report, State Agencies will then pick the vendor (Belfor is used for water damaged paper records) and have the work performed. 
· As soon as State Agency receives the final invoice from the vendor, email / fax the Invoice to Risk Management along with the Claim # assigned by ADOA Risk after they reviewed your PL Report.  

