The first 2 days is said to be the golden time for salvage before mould makes it more complicated. But even if this is not
possible, and your records look horrendous, don’t despair they may still be recoverable and if not, there are processes
available to deal with them. See below for the steps to follow.

Authorisation. Ensure you have clearance to enter and access your office/records area. In some instances, you will need to have authorisation from the current emergency
control organisation.

People safety is vital. Check for any current warnings or notices from local emergency and health authorities.

.Make sure that you are wearing appropriate Personal Protective Equipment (PPE) such as masks, gloves, foot, eye and clothing protection. Adhere to any directions from your
WH&S unit

Important reminder: Queensland Health often provides essential information regarding potential infections and health concerns that may arise from contact with
contaminated waters. Please take this into consideration before attempting any salvage work
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Assess the damage. If it is possible, try to determine the following:

6 Type, date and number of records 6 Type and extent of damage e.g. mud/flood water/rainwater,
e.g. 2 boxes — 1974 building maintenance files whole basement/portion of secondary storage facility
6 Retention status (if known) 6 Are they originals or duplicates (is information available from other sources)

6 Are they mouldy
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Document. Photograph the records and contact Queensland State Archives’ preservation staff so they can review and provide advice on potential salvage or determine if they
are unrecoverable. At this point there are several questions that will need to be evaluated!
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l YES Are the records physically salvageable? | NO

J

YES— Do they need to be salvaged? J» NO Complete an Application to Dispose of Damaged Public Records
(Note: your agency’s CEO or delegate needs to endorse this)
Records are permanent / high value / Minimum retention period for any Your form should include:
used regularly. temporary records has been reached. 6 details about the circumstances of how the damage occurred
. . (e.g. flooding)
There are no other copies or R d b tially/wholl
. . 2 SIS EE B IRl 6 type (and date range) of records that have been damaged
renditions available. recreated from other unaffected
sources or electronic systems. ¢
l Email your form to rkqueries@archives.gld.gov.au

[ Contact commercial salvage provider e . .
clarification and/or action from your agency if necessary.

Do you have resources available to ¢
salvage in-house immediately?
NO Your application will be assessed, and written notification of the
(see Responding after a disaster) outcome provided.
Please note: The State Archivist may seek additional information,

YES (check with your corporate services
¢ for possible preferred suppliers) ¢
Start dry|ng the records as soon as ‘ Where authorisation to dispose of damaged records is given, a
possible to avoid mould. disposal authorisation approved by the State Archivist will be
OR provided to allow you to dispose of the damaged records.
(see Responding after a disaster) l ¢
Disposal documentation
You must document the loss of records and the destruction of
Freeze the records. FreeZing buyS you time to gather necessary resources. Small damaged records. For damaged re(:ords' retain both the app“cation
batches of frozen records can then be removed, thawed and air dried as time permits. to destroy damaged records, including all supporting information,
Please note: not all record types should be frozen (see Responding after a disaster) and the disposal authorisation from the State Archivist in addition to

normal destruction documentation.
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