
INCIDENT COMMAND SYSTEM 
 
INCIDENT COMMANDER The overall leader of the response.  This 

person is not usually the institution’s senior 
manager, but the person who is most 
qualified for the role and who is fully 
supported by the senior management.  He 
or she is supported by the Command Staff. 

 
Command Staff: 
 INFORMATION OFFICER The primary contact for anyone who wants 

to know about the incident and the 
institution’s response to it. 

   
 SAFETY OFFICER The looks after the safety of everyone 

involved in the incident response.  This 
includes not only determining the necessary 
personal protective equipment, enforcing 
safe practices, and identifying potential 
hazards, but also things like checking to 
make sure that people take breaks. 

   
 LIAISON OFFICER The “go-between” for the Incident 

Commander and any outside agencies. 
   
General Staff, the Section Chiefs: 
 OPERATIONS  Directs all the strategic and tactical actions 

required to meet the incident objectives. 
   
 PLANNING Predicts the probable course of events and 

prepares alternative strategies. 
   
 LOGISTICS Oversees resources, services, and facilities. 
   
 ADMINISTRATION/FINANCE Sees that costs are contained and 

everything is paid for. 
 



 

 

INCIDENT COMMAND POST 
 
The center of the response and the 
headquarters of the Incident 
Commander. 

 

BASE 
 
The base of administrative and 
logistics functions.  They can be 
located in the same facility or area as 
the Incident Command Post.   

 

STAGING AREA(S) 
 
Where available assets (personnel, 
equipment, supplies) wait until they 
are assigned to the scene.  Overseen 
by the Operations or Logistics Section 
Chief. 

 

CAMP 
 
Areas that are equipped and staffed to 
provide food, water, sleeping areas, 
and sanitary services for response 
personnel. 

 

HELIBASE(S) 
 
Places stocked with fuel and other 
supplies from which helicopters can 
operate during the response. 
 



INCIDENT COMMAND SYSTEM: WORKSHOP VERSION 
 
 
 

Incident 

Commander 

Safety 

Officer 

Operations 

Section 

Logistics 

Section 

Object  

Retrieval 
Documentation 

Triage/ 

Treatment 



INCIDENT COMMAND SYSTEM 
 
 
Name of the Incident: _________________________________________ 
 
Date: ____________________________________ 
 
 
INCIDENT COMMANDER: _________________________________ 
(this individual is also the OPERATIONS SECTION CHIEF) 

 
 
SAFETY OFFICER: _________________________________ 
 
  
OPERATIONS SECTION CHIEF: _________________________________ 
(this individual is also the INCIDENT COMMANDER) 

 
Object Retrieval Strike Team - Team Leader: _____________________ 

Team: _____________________________________________________ 

___________________________________________________________

___________________________________________________________

___________________________________________________________ 

 
 
Documentation Strike Team - Team Leader: _____________________ 

Team: _____________________________________________________ 

___________________________________________________________

___________________________________________________________

___________________________________________________________ 

 
 
Triage Treatment Strike Team - Team Leader: ____________________ 

Team: _____________________________________________________ 

___________________________________________________________

___________________________________________________________

___________________________________________________________ 

 
 
LOGISTICS SECTION CHIEF: _________________________________ 

 Assistant: _________________________________ 

 (optional) 
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WORKING WITH A COMMERCIAL DOCUMENT RECOVERY SERVICE 
 

 Be clear about the services you need. If unsure, ask for detailed explanations 
 

 Document with photos before contracted services start 
 

 For books and documents, request a sample batch (if frozen) be processed and 
evaluated before signing an agreement  
 

 Sign letter of agreement/contract that specifies types of treatments  
 

 Consult local/regional networks for assistance & recommendations on reputable 
companies 

 
 

Questions for a Recovery Service 
 

 What is your experience working with libraries/archives/museums or similar? 
 

 Can you provide three references from similar recovery projects? 
 

 What are your quality control measures?  
 

 Do you provide guarantees for treated materials? 
 

 What is your insurance coverage?  Please provide a sample Certificate of 
Insurance 

 

 What drying methods do you offer? 
 

 What other recovery services can you provide? 
 

 Do you provide free estimates? Free processing of sample batches? 
 

 Do you recommend that this work be performed on-site or in your document 
recovery center?  Why? 

 

 Do you subcontract parts of the recovery or treatment? 
 

 Who makes shipping/transportation arrangements? 
 
 
 
 
 



SALVAGE IN-HOUSE OR CALL IN A RECOVERY SERVICE? 
 

 How many items are affected? 
 

 What types of items are affected? 
 

 How wet are they? 
 

 Has mold set in? 
 

 Have collection priorities been established? 
 

 What space is available to use for air drying and treatment? 
 

 Is there funding available? If so, how much? 
 

 What will your insurance cover? 
 

 How many staff people are available to assist? Do they have any areas of 
expertise (conservators)? 

 

 What kind of facilities and equipment do you have available? 
 

 Can the institution close, or does it have to remain open during the recovery? 
What essential functions does it need to stay open, if it must? 
 

 

Triage Priorities 
 

 The most vulnerable materials (parchment, photographs, etc.) 
 

 The collection(s) of greatest importance/value 
 

 The size of the collection(s) involved 
 

 Items which are physically the most readily accessible. 
 



  

INVENTORY CONTROL LIST 
 

Box 

Control 

no. 

Call no./Accession no. 

Range 

No. of 

items 

in box 

Location / date Location / date 
Location / 

date 

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      



      

OBJECT DOCUMENTATION LIST 

 
Categories of Salvage:   A: Action needed – by staff (e.g., freezing, air drying, vacuuming) 
    B: Action needed – by conservators (e.g., treatment) 
    C: Believed stable and can be dealt with later 
    D: Believed unsalvageable and should be discarded following documentation  
Example 

Accession 
no. 

Object  Damage 
Category of 

Salvage 
Action Old Location New Location 

MS239.10 
Ye Olde Soggy Hotel 
Guest Register 
(1895-96) 

Wet (water-
logged) 

 
A    B    C    D Freeze Row 12, Shelf F Freezer Truck 

 

Accession 
no. 

Object  Damage 
Category of 

Salvage 
Action Old Location New Location 

   A    B    C    D    

   A    B    C    D    

   A    B    C    D    

   A    B    C    D    

   A    B    C    D    

   A    B    C    D    

   A    B    C    D    

   A    B    C    D    

   A    B    C    D    

   A    B    C    D    

   A    B    C    D    

   A    B    C    D    

   A    B    C    D    

   A    B    C    D    

   A    B    C    D    

   A    B    C    D    

   A    B    C    D    

   A    B    C    D    

   A    B    C    D    
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