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ALL staff, instructors, regular volunteers, and student aides should study this plan. Hereafter, this 
grouping is referred to as the workforce. The plan is intended to help coordinate response to any likely 
emergency and thereby prevent panic and confusion. In order to achieve this, it is imperative that each 
member of the workforce reviews the information inside on a regular basis.  The Executive Director is 
designated as the primary Emergency Coordinator. In his absence the most senior staff member on site 
assumes that position. During evening, or weekend classes, the class instructor is designated. The 
Executive Director shall be responsible for drills, training and updates to prepare workforce for 
emergencies.  
 
The primary concern during an emergency is the safety of workforce and visitors. Considerations of the 
collection and building are secondary.  
 



 3 

 
Art Museum of Greater Lafayette 

 
 

I. Emergency Evacuation Procedures 
II. Emergency Response Procedures by Type 

A. Fire  
B. Severe weather  
C. Bomb Threat 
D. Power Outages 
E. Chemical spills 
F. Earthquake  
G. Threatening and suspicious persons  

III. General Evacuation Procedures 
IV. Medical Emergencies 
V. Emergency Medical Procedures for People 
VI. Media Relations During an Emergency 
VII. Prevention Measures 
VIII. Disaster Recovery Procedures 
IX. Salvage Procedures 
X. Emergency Clean-up Procedures 

 
Appendix I. Emergency Call List and Service Providers 
Appendix II.  Emergency Shut-offs 
Appendix III.   Emergency Numbers 
Appendix IV. Disaster Technical Assistance and Support 
Appendix V. Emergency Supplies List 
Appendix VI. Off-site Equipment and Services List 
Appendix VII. Resources 
Appendix VIII. Bomb Threat Log Sheet 
Appendix IX. Accident Report Form 
Appendix X. Witness Report Form 
Appendix XI. Collections Damage Form 
 



 4 

PART I:  EMERGENCY EVACUATION PROCEDURES 
 

A general building alarm requires immediate evacuation from the building by all visitors, volunteers, 
and workforce.  The evacuation, re-entry and investigation of the cause will require preparation and 
cooperation between local Emergency departments, and the Museum workforce.  This cooperative effort 
will facilitate returning the building to its normal operation with a minimum of time and delay, and will 
maximize life-saving efforts. 
 
EVACUATION PROCEDURES: 
 
At the onset of a general alarm, Museum workforce will commence the following building evacuation 
procedure: 
 
When an alarm sounds, all workforce and volunteers will immediately leave their location, shutting off 
all lights and equipment and closing all doors behind them. Take keys, cell phones, and computer 
backup devices if possible.  
 

-Museum workforce should briefly meet outside the main entrance to assess the whereabouts and 
presence of all workforce members, volunteers, workers, and visitors.  If someone is known to be in 
a remote building location, one staff member should be sent to quickly locate the missing person.  
All other workforce, volunteers, and visitors must leave the building by nearest normal or emergency 
exit.  
 
EVACUATION SITES: All persons should assemble on the upper terrace of the Fowler House 
Museum (immediately north of the Art Museum). If safety or weather conditions deem this site 
unusable, the alternate site is the TCHA Geneology Research Center, across 10th Street from the 
Fowler House. 
 
VEHICLES MUST NOT BE MOVED FROM THE PARKING LOT!  Doing so will prevent 
access to emergency equipment. 
 
When an alarm sounds, the Emergency Coordinator will respond to the building alarm panel in 
cloakroom.  After checking the zone to determine the fire location, respond to that area and visually 
check the fire alarm location.  
 
IF A FIRE OR OTHER EMERGENCY IS FOUND, THE EMERGENCY COORDINATOR 
WILL:  
 
1. Make a final sweep of the building to ensure everyone has evacuated the building. 
2. Following the final sweep of the building, briefly meet outside the main entrance and proceed to 

the Fowler House Museum terrace.  
3. Workforce should share all significant concerns and information at this meeting place. If it is 

safe, the Emergency Coordinator will wait at the parking lot entrance to watch for unaware 
returning staff members and public visitors. 

4. Upon arrival of the Fire department, the Emergency Coordinator will direct them to the proper 
location and provide information as to where the fire or emergency is and what it involved 
(cloth, paper, wood, electrical wires, etc.) 

5. Museum staff should remain on hand to assist with crowd on the Fowler House Museum terrace. 
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IF NO FIRE IS FOUND, EMERGENCY COORDINATOR WILL: 
 
1. Advise the fire department that no fire was found, but have them continue to check the building.  

The Emergency Coordinator can cancel their response prior to arrival if the reason for the alarm 
is readily identified as a non-emergency cause. 

2. After the fire department has checked out the building and authorized its safety, Museum staff 
will investigate the cause of the alarm and reset the alarm system. 

3. Museum staff will notify visitors that they may re-enter the building after the alarm system is 
reset. 

4. If necessary call the alarm company to investigate the fire alarm system. 
 

 
Part II: EMERGENCY PROCEDURES BY TYPE 
 
A. FIRE 
 
If a fire occurs: 
 
1. If the fire alarm activates or indications of a fire are discovered, look for people in imminent danger; 
assist them in evacuation from the fire area and call the ambulance if needed.  
 
2. If the fire is small, locate the nearest fire extinguisher and attempt to put out.  If the fire detection 
system has not sensed the fire, activate the nearest fire alarm to begin building evacuation.  Follow 
BUILDING EVACUATION PROCEDURES.  Call 911, giving the exact location of the fire and type of 
material involved. 
 
3. The Fire Department will determine when the building is safe to be reentered.  Do not attempt to do 
so until they have approved reentry. 
 
4.  The scene of the fire should be documented for insurance purposes by photographs and notes. 
 

5. Follow COLLECTIONS RECOVERY PROCEDURES for FIRE damage.  Fill out a 
COLLECTIONS DAMAGE FORM to document all damage to objects. 

 
B. SEVERE WEATHER  
 
The National Weather Service has two levels of alert in the event of severe weather:  
-STORM/TORNADO WATCH means conditions are favorable for a storm or tornado. 
-STORM/TORNADO WARNING means a severe storm or tornado has been sighted in the area. 
 
1. WATCH:  Workforce should notify each other and the radio should be monitored for further 
developments.  
 
2. WARNING:  All persons in the museum and its grounds should be evacuated to the lower level 
Pottery room. Both pairs of double doors should be secured by bolting doors at floor and latching 
at top. 
 
The Emergency Coordinator has the authority to act if weather threatens, even when a warning is not 
issued.  
 
Severe Storm General Guidelines: 
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1. Stay inside and away from windows, doors, and small moveable objects. 
2. Shut down and unplug computers. 
3. Stay away from electrical equipment. 
4. Do not use elevators. 
5. Do not use matches or lighters. 

 
STORM/TORNADO PREDICTIONS: 
To prepare for a possible severe storm: 

1. Tune radio to local news channel. 
2. Remove any vulnerable artwork, signs, banners, etc. away from potential hazardous areas and 

put in secure location. 
3. Locate and check emergency equipment: flashlights, walkie-talkies, plastic sheeting. 

 
 
3. EVACUATE: Avoid all areas that have large windows, such as the atrium, offices, Mickey Shook 
Community Room, and multi-purpose classroom. Evacuation from the office should be down the south 
stairwell, avoiding the atrium. If you cannot make it to the ceramics area, any interior room is preferable 
to those that have large windows.  
 
4. WAIT: Everyone must stay sheltered until an “all clear" announcement has been made.  
 
5. INSPECTION: Before allowing visitors to leave, the building must be checked for public safety.  
The parking lot should be inspected for hazards, such as downed power lines or tree limbs, before 
allowing visitors to return to their cars.  
 
C. BOMB THREAT 
 
Any bomb threat should be treated as real and reported immediately.  Although many such incidents 
prove to be a hoax, the possible risk to life and property demands a thorough and swift response and 
evaluation. 
 
Procedure for a telephone threat: 
Try to relay the call to a member of the professional staff.  Explain that you are not qualified to respond 
to such a call. If the caller will not hold, try to ask questions and get as much information as possible, 
taking written notes if you can.  Use the BOMB THREAT LOG SHEET (Appendix) for your notes or to 
fill in after the call. 
 
After the call is completed: 
Notify a member of the professional staff to evacuate the building immediately. Call the 911 
immediately. The BOMB THREAT LOG SHEET should be completed as soon as possible and given to 
a staff member. The person who received the call should report to the responding emergency personnel 
when they arrive at parking lot entrance. 
 
Any unusual noise or object should be reported to a staff immediately.  DO NOT MOVE OR TOUCH 
ANY SUCH OBJECT.  If any such object is noticed, evacuate the immediate area of staff and visitors. 
 
Procedures for a written threat: 
Put letter or note into a Ziploc bag and do not allow anyone to handle it before it is turned over to the 
police. 
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Search and Evacuation: 
 
The building should be evacuated. Doors to galleries, offices, and high security areas should be closed 
and locked.  All other doors, desks, cabinets, etc. should be left opened or unlocked to facilitate a search.  
Personal items such as purses, bags, and briefcases should be taken out if possible. Turn off electrical 
equipment. 
 
Designated museum staff will evacuate and secure galleries, offices, collections facility, the workroom, 
and restrooms. 
 
COMPLETE ATTACHED FORMS 
-BOMB THREAT LOG SHEET: Appendix VIII 
 
D. POWER OUTAGES 

 
1. Provide assistance to visitors in your immediate area.  Emergency lighting will activate. 

Flashlights are located in offices, Gift Shop Desk. 
2. Notify administrative assistant and Duke Energy 

 
3. Evacuate and secure galleries, work areas, and offices if necessary in accordance with 

EMERGENCY EVACUATION PROCEDURES. 
 

4. Check elevator and bathrooms to make sure all areas are clear.  If someone is trapped in the 
elevator, try to communicate with them that help is coming and call 911 to notify them of the 
situation. 

 
E. CHEMICAL SPILLS 

 
Store all hazardous materials and chemical in special cabinet in basement work area.  When using 
chemicals, work outside if possible.  Only authorized Museum staff should access hazardous materials 
and chemicals. People handling chemicals should wear heavy rubber gloves and goggles. 
 
Chemical spills will most likely involve cleaning products and classroom chemicals! 
 

1. Try to isolate liquid spill by pouring KITTY LITTER on the spill and cover with plastic sheeting 
that overlaps the area to keep it contained. Cover powder spills with plastic, craft paper or 
blankets if it can be done safely. 

2. Close room doors and fire doors close to the affected area, and the equivalent area on the floor 
above or below the spill. The main building and the North wing ventilation systems serve both 
floors. 

3. Turn off the fan at the specific furnace banks that ventilate the affected area. 
 

4. Contact Administrative Assistant to call 911. 
 

5. If any person came into contact with the chemical, follow procedures for MEDICAL AND 
HEALTH EMERGENCIES.   
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F. EARTHQUAKE 
 
Unlike other emergencies, no warning will be given and everyone will know immediately when a quake 
hits.  You should stay away from all glass - windows and framed art - and seek shelter beneath heavy 
furniture (desk) or in doorways. 
 
YOU SHOULD NOT ATTEMPT TO EVACUATE DURING THE QUAKE: 
After the shaking has stopped, the staff will determine if it is best to evacuate the building.  
 
G. PROBLEMS WITH THREATENING OR SUSPICIOUS PERSONS  
 
Any person(s) whose behavior or activities are unacceptable should not be confronted by a lone staff 
member. If you witness such actions, get help and notify the office to be ready to dial 911 or use the 
touch pad button marked police, if needed. This button is located on the security touch pads in the 
Collections room and the 10th Street entrance. A personal alarm activation fob is located at the Gift 
Shop Desk. 
 
Staff options could be:  
 
1) LET THEM KNOW THAT THEY ARE BEING WATCHED: Politely approach and ask if you 
can help; avoid confrontation.  
 
2) CLOSE GALLERY: If problem persists, turn off lights and announce that the gallery is closing, use 
an excuse such as broken water pipes, etc.  Do not get physical or make threats.  
 
3) SUMMON THE POLICE:  If you feel threatened, call 911 and keep the intruder out of other areas 
by locking doors, but leaving a path to exit the building.  

 
REMEMBER: We have insurance to cover the loss of material things. Avoid injury to all, 
including the intruder.  

 
PART III: GENERAL EVACUATION PROCEDURES 
 
Evacuation is to be Self Directed given the extremely limited workforce, the building’s meandering 
layout, and substantial number of exits. However, the workforce should provide any direction possible, 
without endangering themselves, to assist in the orderly evacuation and directing the occupants to the 
Evacuation Site. 
 
PART IV: MEDICAL EMERGENCIES  
 
See attached memo “EMERGENCY PROCEDURES FOR PEOPLE" for 
detailed information on treating injuries (page 7).  
 
A. MINOR FIRST AID  
A first aid kits are located in the copy room and downstairs in the ceramics studio.  These should be 
used for minor cuts and scrapes only. Inside the kit is a booklet containing information on treating a 
number of conditions, from the common (nosebleeds) to severe (poisoning, shock). A notebook in the 
kit should be used to record: name of patient, type of injury, treatment, and staff in attendance.  
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B. VISITOR INJURY OR ILLNESS  
No attempt should be made by untrained staff to treat or revive an ill or seriously injured visitor. The 
office should be notified and the person-in-charge will determine if an ambulance or other help should 
be summoned.  A report should be filed reporting all witnesses and action taken during the emergency. 
These records must be available to OSHA.  
 
C. CARDIO-PULMONARY RESUSCITATION  
All staff and workers (volunteer and intern) trained in CPR should inform the office so the information 
can be filed for future use, if need arises. This would also apply to other advanced first aid training or 
skills.  
 
D. ON THE JOB EMPLOYEE INJURY  
Report all injuries to the office, whether needing treatment, or not. A written report of when, where and 
how the injury occurred will be filed.  
 
COMPLETE ATTACHED FORMS 
 

-ACCIDENT REPORT FORM (Appendix IX) 
-WITNESS REPORT FORM (Appendix X) 

 
PART V: EMERGENCY MEDICAL PROCEDURES FOR PEOPLE  
 
AMBULANCE: 911  
POLICE: 911  
FIRE: 911  
 
This information is meant to help provide and ensure the safety of all people in the event of an 
emergency. Please become fully acquainted with the information and procedures outlined below. In the 
event of a real emergency, remain calm, speak distinctly and walk briskly. Your behavior will help set 
the tone for an orderly response to the problem.  
 
IN CASE OF ACCIDENT OR ILLNESS  
For minor injuries, first aid kits are located on the top shelf on the south wall of the ceramics studio in a 
marked, blue plastic box. An additional first aid kit is located in the office copy room.  
 
For serious accident or illness:  
CALL  (911). NOTE TO GET AN OUTSIDE LINE; PRESS 9. 
 
Be prepared to give the following information:  

A. Approximate age of patient  
B. Brief description of symptoms  
C. Skin color (pale, bluish, etc.) 
D. Pulse rate  
E. Entrance the ambulance should take. 
(9th Street or 10th Street)  

 
Have someone waiting at the designated entrance to indicate the location of the patient. IN ANY 
EMERGENCY INVOLVING CHILDREN, PARENTS MUST BE NOTIFIED AS QUICKLY AS 
POSSIBLE.  
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COMPLETE ATTACHED FORMS 
-ACCIDENT REPORT FORM (Appendix IX) 
-WITNESS REPORT FORM (Appendix X) 
 
PART VI: MEDIA RELATIONS DURING AN EMERGENCY 

 
A crisis communication plan is an important aspect of any emergency situation.  Members of the media 
arrive very quickly on the scene of any newsworthy accident, and also have access to many public 
documents including police and court reports.  In any crisis there should be one designated staff member 
to act as spokesperson to the media. 
 
Situations which might involve the media: 

1. Disasters such as a tornado, flood, fire, or explosion, 
2. The injury or death of a visitor or employee at the Museum. 
3. Theft of collection items or other Museum property. 
4. Serious accidents or adverse publicity involving staff or board members. 

 
 
MEDIA SPOKESPERSON 
 

1. Only the Executive Director is authorized to act as spokesperson and release information in an 
emergency situation.  See DIRECTIVES FOR MEDIA SPOKESPERSON. 

2. The Spokesperson will release only factual information, refraining from speculation.  Any false 
information will be corrected. 

3. The Spokesperson will work with the press to get them correct information about any incident, 
unless such information could be legally damaging to the Museum or any individual.  Such 
information will be kept confidential. 

 
DURING AN EXTENDED ABSENCE OF THE EXECUTIVE DIRECTOR, SUCH AS A 
VACATION, ONLY THE BOARD PRESIDENT SHOULD SPEAK ON BEHALF OF THE 
MUSEUM TO THE PRESS IN ANY CRISIS SITUATION. 
 
Do not answer questions or make statements to the press.  Tell them the Executive Director will answer 
their questions as soon as possible. 
 
GUIDELINES 
The Executive Director should be informed as soon as possible about any emergency or media situation.  
The following information should be conveyed to the director who will then be responsible for press 
releases. 
 

1. What the problem/situation is. 
2. How it began and what is now happening. 
3. When outside agencies have been called in; 
4. Treatment or condition of any injured, how many deaths or injuries occurred, and whether 

families have been notified.  Do not release names before notification. 
5. When all the facts will be available; 
6. Whether procedures for clearing the area have been put into effect; 
7. Whether the media has been present. 
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DIRECTIVES FOR MEDIA SPOKESPERSON 
 

1. Determine the facts and draft a statement.  The media will be interested in the information as 
follows: 

-Nature of crisis; 
-Names of persons involved, including injuries or deaths, but only after notification of 
families; 
-Whether risk continues or is gone; 
-The time the event happened and when it became controlled; 
-What damage occurred (Do not give dollar amounts) 
-Effect on Museum operation; 
-Basic facts about Museum and what it does. 

 
2. Establish a media center if needed. 
3. Other key staff may be needed to call the media and read news bulletins, also to escort press in 

viewing affected areas. 
4. A record of all information released should be kept.  All facts should be logged to show when 

and how the information was acquired.  Keep a record of questions received. 
5. When referencing a crisis, the primary focus should be on individuals, with any damage to the 

property being secondary.  Do not minimize the effects of a situation on the people involved. 
6. All photographers, camera crews, and reporters on Museum premises must be accompanied.  The 

Museum has control over photos and interviews made on Museum property. 
7. Update the media as soon as there is new information.  Plan for follow-up coverage as soon as 

possible after the crisis ends. 
Give equal time to all media and avoid exclusive interviews. 
 
PART VII: PREVENTION MEASURES 

 
1. Maintain buildings, keeping fire hazards, unstable storage conditions, hazardous materials, and 

passage obstructions in mind.  Routine inspections of facilities as a preventative measure are in 
place and will be followed. 

 
2. In collection storage areas, store objects on shelves, pallets, or platforms.  Avoid storing extra 

storage materials and hazardous equipment in collections storage areas. 
 

3. Store the Museum’s most valuable holdings where they will least likely be immediately affected 
by damaging conditions. 

 
4. Keep accurate records of object conditions and treatment so damages can be assessed and 

documented. 
 

5. Train Museum staff in: 
 

a. Emergency response procedures 
b. Evacuation procedures 
c. Use of safety equipment 
d. Handling of artifacts 
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PART VIII: DISASTER RECOVERY PROCEDURES 
 

Floods or other disasters of significant size, while unlikely, could cause significant damage to the 
museum and collections and must be prepared for.  Similar levels of damage could be inflicted by 
events which are much more common: broken water mains causing structural and/or flooding and 
water damage, a bomb or gas explosion could also inflict similar damage. 
 
PHASE I-EMERGENCY OFFICE 
 
1. Notify civil authorities of the damage. 
2. An off-site emergency office from which to coordinate staff may need to be established.  The 

command post should be equipped with phones, walkie-talkies, computer, and photocopier if 
possible. 

3. Gather staff members to assign duties.  Designate the following positions: 
-Emergency Coordinator- Director 
-Liaison with civil authorities- Director 
-Financial authority-Journal keeper and photographer- Administrative Assistant 
-Overseer for object movement and recovery- Curator 

4. Verify financial resources; emergency funds, insurance, government assistance.  An on-site 
evaluation by an insurance agent may be necessary. 

5. Check the EMERGENCY SUPPLY LIST, and OFF SITE EQUIPMENT AND SERVICES 
LIST, and determine what emergency equipment, and supplies, are needed, giving special 
consideration to security. 

6. Assemble collections records and inventories. 
7. Document each step of salvage procedure, including written records of all transactions with other 

agents. 
 
PHASE II-DISCOVERY AND REVIEW 
 
Upon access to the damaged area, a survey will be conducted to assess and document damage.  Photo 
documentation is a very important first step.  Survey team should determine: 
 

1. What is in imminent danger? 
2. What is in danger if it is moved? 
3. What needs to be moved and where can it go? 
4. What personnel and equipment are needed? 
 

PROCEDURES: 
1. Do not move objects without documenting condition. Make notes and recordings to accompany 

photos. 
2. Do not enter buildings without protective gloves, clothing, and hard hats.  Respiratory masks 

may be necessary.  All staff and volunteers should have current tetanus shots.  Water, mud and 
objects may be contaminated. 

3. Until the building itself is stabilized, 24 hours security may be necessary. 
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PHASE III-STABILIZE BUILDING 
 

1. Cover any broken windows, doors, or other access points with plywood and plastic sheeting.  
Repair or brace any structural hazards. 

2. Reduce temperature and humidity as soon as possible to prevent mold.  In cool weather fans can 
be sued to circulate air, although this should not be done if mold is already present.  Heating 
systems should not be used unless absolutely necessary for human comfort. 

3. Clear debris, remove any standing water including emptying containers and removing wet 
carpets and furniture. 

 
PHASE IV- GENERAL RETRIEVAL 
 

1. Consult collections records and inventories.  Prioritize collection. 
2. Begin a COLLECTIONS DAMAGE FORM for each object. 
3. Give priority to undamaged objects and objects on loan.  If area is stable and secure, leave 

undamaged works in place. If not, move to secure area.  If no area is environmentally secure, 
protect objects with plastic sheeting. 

4. Initial response to damaged objects is to maintain them in condition in which they are found until 
actual treatment is to begin. 

5. Organize objects into groups. 
6. Isolate any objects with mold. 

 
RECOVERY PROCEDURES:  Fill out a COLLECTIONS DAMAGE FORM for each object 
(Appendix XI). 
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PART IX: SALVAGE PROCEDURES 
 

1. Vital museum information such as staff and accounting records, collections records, database 
backups. 

2. Objects on loan. 
3. Collections that directly support the museum’s mission. 
4. Objects that are unique, most used, vital to research, most representative of type, least 

replaceable, most valuable. 
5. Objects most vulnerable to continued damage. 
6. Objects most likely to be successfully salvaged. 

 
BASIC SALVAGE FOR ARTWORK 
 

1. Pack and remove affected material.  Stabilize affected material, using the SALVAGE AT A 
GLANCE guide as a reference.  Outside support may be necessary to supply any of the 
following: air-drying, freeze-drying, dehumidification, vacuum or thermal drying, vacuum 
freeze-drying, smoke removal, fumigation, and/or cleaning and copying magnetic media. 

 
2. Keep paintings horizontal with paint-side up and surface free of contact.  Paintings may be 

removed from frames but not from stretchers. 
 

3. Works on paper, which are wet will be extremely fragile and should be handled carefully.  Do 
not separate sheets that are stuck together.  Do not blot or touch surfaces, particularly 
watercolors and photographs.  Photographs can be hung to dry.  If work is framed, carefully 
remove from frame.  If paper is stuck to glass, leave in the frame and store glass-side down. 

 
4. Any objects that cannot be dried within 48 hours should be stored in a freezer facility to prohibit 

mold until a professional conservator can be consulted. 
 
PART X: EMERGENCY CLEANUP PROCEDURES 

 
1. Follow DISASTER RECOVERY PROCEDURES 

 
2.  Museum will call upon those listed on the EMERGENCY PROVIDER LIST to assist with any 
emergency cleanup operation. 
 
3. Consult EMERGENCY SUPPLIES LIST 
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ART MUSEUM OF GREATER LAFAYETTE 
 

 
Appendix I: Emergency Call List and Service Providers 
 
Name     Extension  Home  Cell 
 
Kendall Smith, Executive Director 103  427-0675 427-0675  
 
Glenda McClatchey, Admin. Asst. 102  423-2605 449-1788 
 
Michael Atwell, Curator  113  497-2881 532-2917 
 
Rachel Schurz, Membership  104  538-2270 413-3501 
 
Andrea Kane, Accountant  104  497-7204 414-5769 
  
Judy Titche, Gift Shop Mgr.   101  743-1059 404-7823 
  
 
Alarm Service 
One Touch Security 423-4309 
 
Telephone and Internet Service Provider 
Comcast 800-391-3000 Acct. No. 0172822478302 
 
Telephone Equipment Service 
Choice One Communications 742-9950 or 888-832-5800 
 
Information Technology Services 
Dave’s Computer World 563-3504 
 
Electrician 
Houston Electric 474-6115 
 
Glazier 
Lafayette Glass 474-1402 
Central Indiana Glass 449-8858 
 
Heating, Cooling, and Plumbing 
Lafayette Heating Cooling & Plumbing 
Randy - Service Mgr. 423-4822  
 
Locksmith 
Mulhaupt’s 423-2610 
 
Insurance Agent 
Henriott Group 429-5000 
Janis Goffinett - Acct Manager  
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Appendix II: EMERGENCY SHUT-OFFS   
 
1. WATER  
Water service enters the AMGL from 9th Street. There is a meter located on the southwest corner of the 
property in the driveway. Shut off is possible here with the correct tool, or by hand where the water 
service enters the building in the south downstairs furnace room. The water shut-off valve is the lowest 
on the pipe that comes out of the floor in the southwest corner of the room between the water heater and 
the furnace.  
 
2. ELECTRICITY  
Electrical service is from 10th Street and runs underground from the pole at the southeast corner of the 
property to an array of switches, relays and fuse boxes located on the south exterior wall of the building. 
The large box to the left switches all power to the building and can be turned off by pulling the lever 
down, as indicated on the box itself.  
 
3. NATURAL GAS  
Enters the building on the south side where the regulator and meter are located. The gas can be shut off 
by using a wrench on the valve located to the left of the regulator. Additionally, gas can be turned off to 
any particular furnaces by using valves adjacent to those furnaces.  
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Appendix III: EMERGENCY NUMBERS 
 
Service Phone number 

Ambulance/EMS 911  

Fire 911     or non emergency (765) 807-1600 

Police 911     or non emergency (765) 807-1200 

Sheriff 911     or non emergency(765) 423-9321 

 

Duke Energy 1-(800) 521-2232 

Crisis and Suicide Hotline  (765) 742-0244 or 1-(800)-SUICIDE 

Civil Defense (765) 742-1334 

Disaster Response & Recovery 1 (800) 621-FEMA(3362) 

Emergency Planning Committee (765) 742-1334 

Emergency Management Agency (765) 742-1334 

Environmental Protection Agency 1 (800) 424-8802 

Indiana Poison Center 1 (800) 222-1222 

Vectren Gas Leak Emergency 1 (800) 227-1376 

Water Pollution Control Department 765 807 1800 

U.S. Army National Guard Recruiter 1-(800)-GO-GUARD 

 
NON-EMERGENCY CALL LIST 
 
To Request a Police Unit (765) 807-1200 
Animal Control 911 
Health Dept. Info and Admin. 
 (Tippecanoe County) 

(765) 423-9221 

Indiana Arts Commission (317) 232-1268 
Road and Weather conditions (Sheriff) (765) 423-9388 
State Information (statewide) (765) 463-1611 
State Information Center (800) 457-8283 
Street Department (765) 807-1410 
Street Light Outages (765) 807-1410 
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Appendix IV: DISASTER TECHNICAL ASSISTANCE AND SUPPORT 
 
Tippecanoe County Historical Association 742-8411 
Kathy Atwell, Interim Director 
 
St. Mary Cathedral 742-4440 
Rev. Daniel B. Gartland, Pastor 
 
Purdue University Libraries 
James L. Mullins, Dean of Libraries 
jmullins@purdue.edu 
765-494-2900 
 
Tippecanoe County Public Library 429-0100 
 
West Lafayette Public Library 743-2261 
 
Indiana State Museum 317-232-l637 
John Herbst-President/CEO 
Rachel Perry- Art Curator 
Jim May- Art Curator 
Jeff Tenuth – Chief Cataloguer  
 
Indianapolis Museum of Art 317-923-1331  
Martin Radecki Chief Conservator 
Vanessa Burkhart Registrar 
Claire Hoevel Paper Conservation 
Linda Wittkowski Painting Conservation 
Martin Krause Curator of Prints and Drawings  
 
Indianapolis Children’s Museum 
Jeffrey Patchen, CEO 317-334-3322 
 
Purdue University Galleries 494-3058  
Craig Martin, Director of the Galleries  
 
Tippecanoe Arts Federation 423-2787 
Tetia Lee, Director 423-2787 
 
Indiana University Art Museum  
Frances R. Huber, Associate Registrar  
 
LAFAYETTE POLICE DEPARTMENT REPRESENTATIVE  
 807-1200 
 
LAFAYETTE FIRE DEPARTMENT REPRESENTATIVE  
807-1600  
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Appendix V: EMERGENCY SUPPLIES LIST 
 
REPAIR AND RESCUE 
Flashlights and batteries 
First Aid kits 
Blankets 
Plywood 
Plastic sheeting 
Battery operated drills and bits 
Hammers 
Wood saw 
Utility knives and blades 
Pry bars 
Bolt cutters 
Axe 
Rope 
Dollies and carts 
 
DEBRIS REMOVAL AND CLEANUP 
Low sudsing detergents 
Disinfectants 
Scouring powder 
Brushes 
Sponges and rags 
Gloves, rubber and leather 
Rubber boots 
Safety glasses 
Brooms and dustpans 
Mops, buckets, and wringers 
Shovels 
Trash containers and bags 
Wet/dry vacuum cleaner 
 
CONSERVATION SUPPLIES 
Mylar (polyester) film in rolls 
Newsprint (plain) 
Garbage bags 
Blotter paper 
Clean towels and rags 
Scissors 
Bubble wrap 
Boxes for packing and moving 
Strapping tape 
Duct tape 
Non-water soluble pens and markers 
Insecticides, pesticides 
Fans 
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Appendix VI: OFF SITE EQUIPMENT AND SERVICES LIST 
Chemist 
Cold Storage 
Computer assistance 
Conservation supplies 
Conservator 
Construction supplies 
Electrician 
Exterminator 
Forklift 
Generators 
Freeze drying facilities 
Fumigation 
Glazier 
Hardware 
Lighting 
Locksmith 
Plumber 
Pumps 
Refrigerated trucks 
Storage space 
Truck/van rental 
Security 
Trucking 
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Appendix VII: RESOURCES 
 

REGIONAL CONSERVATION  SERVICIES 
 
INDIANAPOLIS ART MUSEUM 
4000 Michigan Road 
Indianapolis IN 46208-3326 
317-923-1331 
Email: ima@ima.museum 

 
SHARON BATTISTA, Painting Conservator 
Indianapolis 
317.253.2133 
 

 
NATIONAL CONSERVATION CENTERS 

 
CONSERVATION ANALYTICAL LABORATORY 

Smithsonian Institution 
Washington, D.C. 20560 

 
NATIONAL INSTITUTE FOR CONSERVATION (NIC) 
Washington, D.C. 
 
LIBRARY OF CONGRESS 
NATIONAL PRESERVATION PROGRAM OFFICE 
Washington, D.C. 
 
Northeast Document Conservation Center (NEDCC) Andover, MA 
Phone: 508-470-1010    Fax: 508-475-6021 
www.nedccc.org 
 
EMERGENCY FEDERAL AID 
 
FEMA (federal Emergency Management Agency) 
Assists certain non-profit organizations with funds for debris removal and building restoration, also 
conservation of damaged art objects (Stafford Act) 
 
NATIONAL OFFICE 
Response and Recovery Directorate 
Washington, D.C. 
 
FEMA REGEONAL OFFICE 
Indiana Department of Homeland Security 
Indiana Government Center South 
302 West Washington Street, Room E208 
Indianapolis, Indiana 46204-2767   
Office: (317) 232-3986 
Fax: (317) 232-3895 
www.ai.org/sema/index.html 
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CONSERVATION-RELATED ORGANIZATIONS: 
 
ADVISORY COUNCIL ON HISTORIC PRESERVATION 
1100 Pennsylvania Avenue, Suite 809 
Washington, D.C. 20004 
202-786-503 Fax: 202-786-1172 
 
AMERICAN ASSOCIATION OF MUSEUMS 
1225 Eye Street, NW, Suite 200 
Washington, D.C. 20005 
202-289-1818 Fax: 202-289-6578 
 
AMERICAN CHEMICAL SOCIETY 
 
AMERICAN INSTITUTE FOR CONSERVATION 
 
AMERICAN INSTITUTE FOR CONSERVATION OF HISTORIC AND ARTISTIC WORKS 
 
AMERICNA SOCIETY FOR TESTING AND MATERIALS 
 
COMMISSION OF PRESERVATION AND ACCESS 
 
INSTITUTE OF PAPER SCIENCE AND TECHNOLOGY (IPST) 
 
MELLON INSTITUTE 
Pittsburgh, PA 15213 
 
NATIONAL INSTITUTE FOR THE CONSERVATION OF CULTURAL PROPERTY 
 
AMERICAN SOCIETY OF APPRAISERS 
 
INTERNATIONAL SOCIETY OF APPRAISERS 
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OTHER NATIONAL RELATED SERVICES 
 
ProText, Inc. 
(301) 320-7231 Fax: (301) 320-7232 
E-mail: ProText@protext.net 
Disaster Recovery and Salvage Services 
 
American Freeze-Dry, Inc. 
Telephone: 1 -609-546-0777 
Freezing, vacuum freeze-drying, disaster recovery, dehumidification, building drying services 
 
Boeing Company 
Louis, Missouri 63166 
Telephone: 1-314-232-0232, or ask for Jeff Harrick at 1-314-233-4697 
Commercial vacuum freeze-drying on a space available basis in facilities that are used for aerospace 
 
Blackmon-Mooring-Steamatic Catastrophe, Inc. (BMS-CAT) 
International Headquarters 
Telephone: 1-817-332-2770 | 1-800-433-2940 (24 Hour Hot Line) 
http://www.bmscat.com 
A full restoration service; uses vacuum drying process; certified to work in areas contaminated with 
asbestos 
 
Disaster Recovery Services 
Telephone: 1-800-856-3333 
Response and recovery, vacuum freeze-drying 
 
Document Reprocessors 
San Francisco, CA 94104 
Telephone: 1-800-4-DRYING | 1-888-437-9464 (N.Y. office) 
http://www.documentreprocessors.com 
Freeze Drying Company 
 
Mid West Freeze-Dry, Ltd. 
Skokie, IL 60076 
Telephone: 1-847-679-4756 
http://www.midwestfreezedryltd.com 
Vacuum freeze-drying, decontamination, non-chemical mold & mildew eradication, deacidification. 
 
Munters Moisture Control Services (36 regional offices in the United States) 
Telephone: 1-800-I-CAN-DRY (-422-6379) 24 HOUR HOT LINE 
http://www.munters.com 
Uses desiccant dehumidification process. Can dry books on location or in drying chambers. Also dries 
building and structures, restoring the internal environment to its original equilibrium. 
 
Solex Environment Systems (Houston, TX 77056) 
Telephone: 1-800-848-0484; 1-713-963-8600 
http://www.solexrobotics.com 
An advanced technology company that also does large-scale disaster recovery, dehumidification, 
building drying services and provides consulting. 
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Appendix VIII: BOMB THREAT LOG SHEET 
 
Date and time call received:__________________________________________ 
 
Exact words of the caller:___________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
QUESTIONS TO ASK: 
 
Where is the bomb now?____________________________________________________ 
 
When is the bomb going to explode?__________________________________________ 
 
What will set the bomb off?_________________________________________________ 
 
Why did you place the bomb?_______________________________________________ 
 
________________________________________________________________________ 
 
Where are you calling from?_________________________________________________ 
 
What is your name?_______________________________________________________ 
 
Are you aware that detonation of the bomb could result in death or injury to many innocent 
people?_________________________________________________________ 
 
CALLER IDENTIFYING CHARACTERISTICS 
 
Sex_______________________    Estimated Age________________________ 
 
Unusual Speech_________________________________________________________ 
 
Accent_________________________   Disposition_____________________________ 
 
Background Noises_______________________________________________________ 
 
Miscellaneous__________________________________________________________ 
 
Name of person who received call___________________________________________ 
 
Telephone No.__________________________________________________________ 
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Appendix IX: ACCIDENT REPORT FORM 

 
 

Date and time of accident:__________________________________________________ 
 
Location of accident:______________________________________________________ 
 
Name of injured party:_____________________________________________________ 
 
Address:________________________________________________________________ 
 
_________________________________________Phone number:__________________ 
 
Age:______________  Describe injury:__________________________________ 
 
Ambulance called Yes_______ No___________ 
 
If yes, time called:______________     Time arrived:______________ 
 
Transported to:___________________________________________________________ 
By_____________________________________________________________________ 
 
Describe incident: 
________________________________________________________________________ 
________________________________________________________________________ 
______________________________________________________________________ 
________________________________________________________________________ 
_______________________________________________________________________ 
_______________________________________________________________________ 
 
Witness______________________      Relationship to injured party_________________ 
 
Address_________________________________________________________________ 
 
___________________________________  Phone number:_______________________ 
 
 
Form completed by:____________________________   Date:_____________________ 
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Appendix X: WITNESS REPORT FORM 

 
This is a written statement voluntarily given by the witness regarding an incident, which occurred at the 
place described and on the date indicated. 
 
 
Place:_________________________________________________________________ 
 
Date:__________________________________________________________________ 
 
Injured party:___________________________________________________________ 
 
Relationship to injured party:_______________________________________________ 
 
Statement:_______________________________________________________________ 
________________________________________________________________________ 
____________________________________________________________________________________
____________________________________________________________ 
____________________________________________________________________________________
____________________________________________________________________________________
____________________________________________________________________________________
____________________________________________________________________________________
____________________________________________________________________________________
____________ 
____________________________________________________________________________________
____________________________________________________________________________________
____________________________________________________________________________________
____________________________________________________________________________________
____________________________________________________________________________________
____________  
 
 
 
Name:___________________________________________    Date:_________________ 
 
Address:________________________________________________________________ 
 
_________________________________________ Phone number:__________________ 
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Appendix XI: COLLECTIONS DAMAGE FORM 
 
GENERAL INFORMATION 
 
Type of object_________________________________________________________ 
 
Accession No.___________________________________   Photo?_______________ 
 
Description:___________________________________________________________ 
 
_____________________________________________________________________ 
 
Condition before damage:________________________________________________ 
 
Artist/Manufacturer:____________________________________________________ 
 
Location of object:_____________________________________________________ 
 
DAMAGE 
 
Cause___________________________________________________________________ 
 
_____________________________________________ Date of damage:_____________ 
 
Person reporting damage___________________________  Date of report____________ 
 
Condition after damage:____________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
How could damage have been prevented?______________________________________ 
 
________________________________________________________________________ 
 
TREATMENT 
 
Can object be repaired?_______________  Estimate/Cost_________________________ 
 
Recommendations for treatment______________________________________________ 
 
________________________________________________________________________ 
 
Form completed by_________________________________  Date__________________ 
 
 


