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Emergency Preparedness, Response and Recovery Plan 
 

Overview 
 
The University of Minnesota Landscape Arboretum (the “Arboretum”) features approximately 1,200 acres of magnificent gardens and 
12.5 miles of garden paths and hiking trails. It is home to dozens of buildings and, as part of the College of Food, Agricultural and 
Natural Resource Sciences, a variety of research facilities.  The property and facilities are used by countless visitors, employees, 
volunteers, students and researchers.  The Arboretum is committed to assuring that it is a safe place for all who visit or work there and 
this plan is part of the Arboretum’s ongoing efforts to be prepared for emergencies of any size and to assure that the collections it has 
been entrusted with are protected.  
 
 
Schedule for Update and Revision of Plan 
 
The Emergency Preparedness, Response and Recovery Plan (the “Plan”) is intended to be a working document that will be updated 
regularly as facilities and staff change and as new threats or new best practices are identified.  To that end: (1) every six months the 
Arboretum Safety Manager, Human Resources Manager and Maintenance Supervisor will review Appendices A and E and revise them 
for changes to personnel and organizational reporting, and (2) annually an emergency and security committee, comprised of two 
members of the Operations Committee of the Board of Trustees and two members of staff designated by the Executive Director, will 
coordinate a review of the Plan and will revise it as necessary. 
 
 
Scope of Plan 
 
This Plan is intended to outline plans for preparing for emergencies and for immediate response and short-term recovery efforts in an 
emergency.  In addition, it contains plans for the security of the Arboretum's living and non-living collections and their restoration in the 
event they are affected by a disaster. 
 
 
Emergency Preparedness 
 
Emergency preparedness will be implemented by: (1) coordinated efforts to educate staff and volunteers in the safe and appropriate 
use of facilities and equipment, and (b) basic first aid, CPR and the use of AEDs, and (2) round-table discussions, drills and exercises 
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involving staff, volunteers and local public safety resources, as shown on the schedule in Appendix C, and (3) implementation of the 
following testing and inspection schedule. 
 
Testing and Inspection Schedule 
  

Location Times Per Year  Location Times Per Year 

     

Oswald Visitor Center:   Learning Center  

   Fire panels & peripherals 1 / year     Fire panels & peripherals 1 / year 

   Sprinkler 2 / year     Sprinkler (wet & dry) 2 / year each 

   Kitchen hood 2 / year     Monitoring UL Cert. 

   PIV 1 / year     Sprinkler wet & dry obstruction 
& internal 

1 / 5 years 

   Monitoring UL Cert.    

   Sprinkler obstruction & internal 1 / 5 years  Tashjian Bee Center  

      Fire panels & peripherals 1 / year 

Snyder Building:      Sprinker 1 / year 

   Fire panel & peripherals 1 / year     PIV 2 / year 

   Sprinkler (wet & dry) 2 / year each     Monitoring UL Cert. 

   Monitoring UL Cert.    

   Sprinkler wet & dry obstruction 
& internal 

1 / 5 years  All Fire extinguishers 1 / year 

     

Horticultural Research Center   All emergency light batteries 1 / 5 years 

   Fire panels & peripherals 1 / year    

 
Recovery of Data and Electronic Information 
 
All Arboretum databases are electronically backed-up to a different server three times daily.  These servers are backed-up to tape each 
day and tapes are stored in an off-site, fireproof, waterproof and burglar-proof data safe.  In the event of a disaster that affected 
Arboretum computers and databases, these back-ups would be used to restore the data.  In the event of such an emergency, the 
Information Technology Professional listed in Appendix C will coordinate response and recovery. 
 
Media Requests 
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In an emergency, there should be one spokesperson for the Arboretum when communicating with the media.  Staff and volunteers who 
are approached by members of the media in a crisis situation should refer that person to the Oswald Visitor Center Receptionist (the 
“Receptionist”) at 612-301-7587.  The Receptionist will refer media to the individual(s) listed in Appendix A who has been designated as 
spokesperson(s) for the Arboretum.  The spokesperson will coordinate with first responders when making statements to the media.  
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Emergencies 
 

This Plan describes how to respond to a variety of emergency situations that might occur at the Arboretum.  Since emergencies will be 
of various sizes and scopes, staff and volunteers will be required to use their best judgement to determine the most appropriate steps 
given the size and scope of the emergency. 
 
 

Emergency Golden Rule: 

Your personal safety is of the utmost importance. 

Remain calm and use common sense. 

Get yourself and others out of danger as quickly as possible and notify appropriate others. 

 
Medical Emergencies 
 
Immediate Action 
 
Provide as much common sense first aid as you are capable of.  If necessary to avoid additional harm, move the injured person to 
place of safety. 
 
 
Contact 
 
Call 911, then call the Receptionist at 612-301-7587 on the phone or Base 3 on the 2-way radio and tell them you have called 911. If 
you do not have a phone or radio, send someone for help. If you need specific equipment to address the emergency, such as a first aid 
kit or AED, inform the Receptionist of the need. 
 
 
Response 
 
The Receptionist will call a Supervisor.  In the event that emergency services needs to be summoned, the Receptionist will also call the 
Gatehouse to alert them that emergency services are on the way so they can direct response units to the site of the emergency. 
 
The location of first aid kits, AED’s and other equipment are identified on maps in Appendix B. 
Follow Up  
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 Reporting for visitors: 

 If possible, do not let the injured person leave until they have given information to the Receptionist or Supervisor for an Accident 
 Report.  At the very least, get the person’s name, phone number and address.  Appendix D contains the Incident Report form. 

  

      Reporting for staff members: 

 Employee or Supervisor must complete online 1st Report of Injury found at http://it.umn.edu/first-report-injury-reporting.  
 
 
Additional Important Information 
 

DO NOT: 

● transport visitors to the hospital in Arboretum or private vehicles. 
● attempt to give medical aid if you have had no training. 
● move severely injured people unless their life is in imminent danger. 
● administer medication.  However, if they have a medication and seem coherent and instruct you to help, do so. 
● discuss liability or insinuate that the University of Minnesota or the Arboretum will accept liability. 

 
 
 
 
 
 
 
 
  

http://it.umn.edu/first-report-injury-reporting
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Weather Emergencies 

Weather radios are located at the Oswald Visitor Center Information Desk and at the Gatehouse.  The Receptionist will notify staff of 
severe weather warnings.  Staff on duty will alert visitors to the warnings, inform them of the recommended response and/or direct or 
transport them to a place of safety. 

Tornadoes 
 
Immediate Action 
 
If there is no imminent risk to their safety, staff on duty will make efforts alert to visitors in all buildings and throughout the grounds of 
the Arboretum as to the nature of the warning and the recommended response. 
 
Response 
  
In the event of a Tornado Warning, take shelter immediately, preferably in a sturdy building.   

 
Indoor shelter areas:  

 
● Oswald Visitor Center:  South and west corridors outside the MacMillan Auditorium, and the loading dock area inside the double 

doors. 

● Snyder Building:  Basement.  Avoid the auditorium, library, fireplace room, lobby and tea room. 

● Learning Center:  Central corridor area. 

● Tashjian Bee Center/Red Barn:  Tashjian Bee Center storeroom, restrooms and middle of the building furthest from the windows.  

Do NOT take shelter in the Red Barn. 

● HRC:  Basement of Research (600) Building.   

The shop, greenhouse building and steel shelters are NOT safe shelters in a tornado. 
 
Outdoor shelter: 
 
In the event you are not able to take shelter in a sturdy building, lie flat and face-down on low ground, protecting the back of your 
head with your arms.  Get as far away from trees and cars as you can; they may be blown onto you in a tornado. 
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Recovery 
  
Arboretum staff and/or emergency responders will make a visual assessment of damage to buildings or property.  The Supervisor for 
the affected area will be alerted and coordinate necessary repairs.  A list of individuals or agencies that may be contacted to assist in 
returning the damaged area to safety and functionality appears in Appendix A. 
 
 

 Severe Thunderstorm 
 
Immediate Action 
 
If there is no imminent risk to their safety, staff on duty will make efforts to alert visitors in all buildings and throughout the grounds of 
the Arboretum as to the nature of the warning and the recommended response. 
 
Response 

 
In the event of a Severe Thunderstorm Warning, take shelter immediately, preferably in a substantial building with electricity or 
plumbing or an enclosed, metal-topped vehicle with the windows up. 
 
Once in the shelter:  
 

● stay off corded phones, computers or other equipment that puts you in direct contact with electricity. 

● avoid plumbing, including sinks, baths and faucets. 

● stay away from windows and doors, and stay off porches. 

● do not lie on concrete floors, and do not lean against concrete walls. 

 
If you are unable to reach a building or enclosed vehicle: 
 

● crouch on the ground on your hands and knees and cover your head;  do NOT lie flat on the ground 

● avoid projecting above the surrounding landscape. 

● do not run into open areas. 

● avoid tall, isolated trees or other natural lightning rods. 

● avoid metallic items (i.e. wire fences, tractors, bicycles). 
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Recovery 
 
Arboretum staff and/or emergency responders will make a visual assessment of damage to buildings or property.  The Supervisor for 
the affected area will be alerted and coordinate necessary repairs.  A list of individuals or agencies that may be contacted to assist in 
returning the damaged area to safety and functionality appears in Appendix A. 
 
 

Severe Low Temperatures, Blizzards, Emergency Closings 
 
Immediate Action 
 
The responsibility for closing the Arboretum for any reason rests with the Executive Director. 
 
Contact 
 
The Executive Director will alert staff of closings.  When the Arboretum is closed, a message will be left on 612-625-9792. 
 
Response 
 
Staff on duty will alert visitors of the closing and whether it is recommended that they leave the Arboretum premises or shelter in place.  
Employees designated as Mission Critical will cover essential duties including watering greenhouses, plowing snow and maintaining 
electro-mechanical systems.  See Appendix E for a list of Mission Critical Employees. 
 
 
Recovery 
 
Arboretum staff will make a visual assessment of damage and accessibility to buildings or property.  The Supervisor for the affected 
area will be alerted and coordinate necessary work to repair buildings and make the grounds accessible.  A list of individuals or 
agencies that may be contacted to assist in returning the damaged area to safety and functionality appears in Appendix A. 
 
 

Extreme Heat 

 
In the event that the National Weather Service issues an Excessive Heat Advisory, the Arboretum Safety Manager will alert all staff and 
volunteers and remind them of safety practices regarding (1) hydration and limitations on exertion and (2) monitoring each other for 
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symptoms of heat-related illnesses.  The Visitor Services Manager will post notices at prominent locations alerting visitors to the 
Advisory.  These notices will identify the locations of water and air-conditioned facilities.  They will also remind visitors that people and 
animals should not be left in vehicles. 

 
 
Fire in a Structure 
  
Immediate Action 
  
If you see a fire or smoke, activate a fire alarm if it is nearby and call 911; indicate you are calling from the Arboretum and identify the 
address of the building and type of fire, if known.  (Activating a fire alarm will also notify Simplex to call 911.) 
 
 Contact 
 
Call the Receptionist at 612-301-7587 on the phone or Base 3 on the 2-way radio, inform the Receptionist that you have called 911, 
identify the location of the fire and have them call the Gatehouse to alert them that emergency services are on the way so they can 
direct response units to the site of the fire. 
 
 
Response 
 
If it is safe to do so, use available fire equipment to contain the fire.  Maps in Appendix B indicates the location of fire equipment. 
The Sprinkler Control Valve Operator, if needed, is [Employee Name].  (His alternate is [Employee Name].) 
 
The Fuel Shut-Down Operator, if needed, is [Employee Name].  (The alternate is the Chaska Fire Department.) 
 
 
 
 
 
Recovery 
 
Arboretum staff will make a visual assessment of damage to buildings or property.  The Supervisor for the affected area will be alerted 
and coordinate necessary repairs.  A list of individuals or agencies that may be contacted to assist in returning the damaged area to 
safety and functionality appears in Appendix A. 
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Water Damage (Leaks or Flooding)  
 
Warning Method 
 
The weather radio at the front desk will sound when there is a potential for flash flooding. 
 
Immediate Action 
 
If you can safely do so, identify the source and severity of the leak and stop it.  Take action to reduce the damage by using available 
resources and staff. 
 
Contact 
 
Call the appropriate facilities manager as designated in Appendix A identifying the location and severity of the leak or flooding.  For 
water leaks and/or flooding, the facilities manager is [Employee Name], with [Employee Name] as the alternate. 
 
Response 
 
For leaks:  Stabilize the area.  Cover vital equipment with plastic to stop further damage.  Direct large leaks into garbage cans using the 
plastic as a funnel.  Remove threatened, undamaged materials to a safe location.  Follow any additional instructions from the facilities 
manager. 
 
For flooding:  There are pallets of wattles at the Prairie Properties to use around doors and windows to prevent further flooding. 
 
Recovery 
 
Arboretum staff will make a visual assessment of damage to buildings or property.  The appropriate facilities manager will coordinate 
necessary repairs.  A list of individuals or agencies that may be contacted to assist in returning the damaged area to safety and 
functionality appears in Appendix A.  

 
Lost Child, Parent or Visitor 

 
Immediate Action 
 
Quickly assess whether or not an emergency exists, that the individual is truly lost and not just out of sight.  Get a description of the lost 
individual, the place they were last seen and mobile phone information. 
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Contact 
 
Call the Receptionist at 612-301-7587 on the phone or Base 3 on the 2-way radio and alert them to the situation giving them the 
description and the location of the last sighting of the individual. If you do not have a phone or radio, send someone for help.  The 
Receptionist will call the Gatehouse and alert Arboretum staff. 
 
Response 
 
The Gatehouse staff will check departing vehicles for the missing person.  Arboretum staff in the area of the missing person, under the 
direction of a Supervisor, will begin a sweep of surrounding facilities and areas.  In the event that this initial search does not locate the 
missing person, the Supervisor will call 911 and elicit help from emergency services. 
 
Recovery 
 
Once the missing person is found, call the Receptionist to report this information.  The Receptionist will alert the Gatehouse and all 
Arboretum staff. 
 
Important Information 
 
If a member of the Arboretum staff sees a child without identifiable parents or guardians, they should ask the child to identify where 
their parent or guardian is.  If the child can immediately point out his or her parent or guardian, the staff member should escort the child 
to the identified adult, verbally verifying the adult’s identity and connection to the child in question before leaving the child.   
 
Should the child be unable to identify a parent or guardian, the staff member should escort the child to the Receptionist and ask them to 
alert all Arboretum staff that there is a lost child at the Oswald Visitor Center Reception Desk.  For safety reasons, the child’s name 
should not be used in the alert to staff.  Arboretum staff will conduct a search for the parent or guardian as described in “Response” 
above.  The Receptionist will stay with the child until the parent or guardian has been identified and the child is safely in his or her care 
or emergency services takes over. 
 
 
Chemical Spills and Leaks 
 
Appendix F contains the University of Minnesota’s Environmental Fact Sheet regarding spills and releases.  This should be referred to 
for direction as to what should be done in the event of a chemical spill or leak.  In addition, contact the facilities manager identified in 
Appendix A for the facility in which the spill or leak has occurred. 
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Active Shooter 

 
Immediate Action if Escape from a Building is Possible 
 
If it is safe to escape from the building in which an active shooter has been identified, do so.  Seek cover far away from the building 
containing the shooter and, to the extent possible, keep solid objects, such as a car, tree or building between you and the shooter. 
 
Contact 
 
Call 911 when you are a safe distance away. 
 
Immediate Action if Escape from a Building is NOT Possible 
 
Upon learning of an active shooter in the building, immediately close and lock the door to the room you are in.  If possible, barricade the 
door with furniture, desks, filing cabinets, etc.  Turn off lights, block interior windows and close interior blinds whenever possible.  Turn 
off all radios, speakers and computer monitors and silence cell phones.  Place signs in exterior windows to identify the location of 
injured persons.   
 
If you can do so safely, allow others to take shelter with you.  Rescue attempts should only be made if they do not endanger the lives of 
those already in a secured area.  Do not open the door if you have any doubt about the identity of the person asking to enter.  
 
After securing the room, all occupants should take cover where they cannot be seen from any window.  Choose locations that may offer 
additional protection, behind desks, filing cabinets or walls.  Do NOT group together; remain spread apart. 
 
Contact 
 
Call 911 if it is safe to do so.  Give your location and a description of the shooter. 
 
 
Additional Important Information 
 
Remember that responding law enforcement personnel will not know whether or not you are a threat.  Follow all directions given to you 
by law enforcement personnel.  Remember that officers may not be able to treat the injured nor evacuate civilians until they are sure 
the threat is neutralized.  Remain calm and stay still until law enforcement personnel tell you to move. 
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Bomb Threat or Suspicious Package or Device 

 

Bomb Threat 

 
Immediate Action 
 
Arboretum staff or volunteers receiving a bomb threat by phone call 911.  They should remain calm and keep the caller on the phone as 
long as possible. Appendix G contains the Homeland Security Bomb Threat Procedure that may be helpful in the event of such a call. 
 
Contact 
 
If possible, have someone else call 911 to report the bomb threat so you are able to stay on the phone with the caller.  If you are alone, 
get as much information as possible and then call 911. 
 
Attempt to get the following information and write down the exact wording of any answers: 
 

● Location of bomb. 

● When or how it is set to go off. 

● If the bomb has been left in the open or concealed. 

● The size and type of bomb. 

● The reason for the bomb. 

● The name of the caller. 

Also, note any identifying characteristics of the caller and the call: 
 

● Is the voice male or female? 

● Is the caller calm, excited or angry? 

● Are there any distinctive characteristics about the caller’s voice such as an accent, slur, attempt to disguise or lisp? 

● Is there any identifiable background noise? 

 

Response 
 
Initiate evacuation of the building or location of the apparent threat. 
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Suspicious Package or Device 
 
Immediate Action 
  
Do NOT touch the suspicious package or device. 
 
Contact 
 
Call 911  

 
Response 
 
Do NOT activate an alarm or initiate evacuation until police arrive and evaluate the threat. 

 
Crime 
 
Immediate Action 
 
Call 911 if: 

● A crime or disturbance is in progress, 
● You are suspicious of someone's actions, or 
● You feel uncomfortable (i.e. harassment, inappropriate behavior, threatening behavior, etc.). 

 
Contact 
 
Call the Receptionist at 612-301-7587 on the phone or Base 3 on the 2-way radio and alert them that you have called 911 and the 
nature and location of the incident.  The Receptionist will contact Security and alert them to the situation. 
 
 
 
Recovery 
 
Complete an Incident Report Form (Appendix D) and a Bodily Injury/Property Damage Incident Report (Appendix H) and/or a Property 
Loss Report – University Property (Appendix I), as appropriate. 
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Note:  Witnesses reporting a crime must remain for the police interview.  The police will not take a secondhand report. 
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Evacuation of Buildings and/or Grounds 
 
Certain emergencies may require that Arboretum staff, visitors and volunteers be evacuated from Arboretum facilities and/or grounds.  
This section provides information for implementing evacuation plans. 
 
IN NO EVENT SHOULD ASSIGNED DUTIES BE CARRIED OUT IF IT REQUIRES YOU TO PUT YOURSELF IN DANGER OR RISK 
YOUR PERSONAL SAFETY. 
  
 
Evacuation of Buildings 

 
The procedure for evacuating the Oswald Visitor Center, the Snyder Building, the Learning Center, the Tashjian Bee Center or 
Horticultural Research Center is as follows: 
 
Following the sound of an alarm or other notification of a building evacuation, all Arboretum staff and volunteers, other than Emergency 
Coordinators, Building Stewards or Exit Monitors designated in Appendix A should leave the building in a calm and orderly fashion and 
assemble in the area designated on Map A in Appendix B.  
 

● Arboretum staff or volunteers working with visitors should escort the visitors to the assembly area. 

● Follow the quickest evacuation route to the assembly area and do not use elevators. 

● At the assembly point, report to your Building Steward as having evacuated safely and give any additional useful information 

about persons in the building. 

● Return to the building only after emergency officials have given an all clear signal. 

 
Emergency Coordinators 

 
It is the responsibility of Emergency Coordinators designated in Appendix A to: 
 

● Meet emergency responders at the main entrance of the building. 

● Coordinate with emergency responders to report information collected by Building Steward, such as the location of persons 

needing assistance to evacuate, or persons suspected to still be in the building. 

● Conduct a post-emergency meeting to discuss outcomes and lessons learned from the emergency response. 
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Building Stewards 
 

It is the responsibility of Building Stewards designated in Appendix A to: 

● Ensure area occupants leave the building in cases where there is word of an emergency but a building alarm did not sound.  

● Check restrooms on assigned floor to ensure they have been evacuated. 

● Assist and/or direct occupants with limited mobility either to safe rooms, or down stairs if able to negotiate stairway. 

● Leave the building as soon as possible and go to your assembly area. 

● Once at the assembly point, maintain a list of all individuals who report their evacuation. 

● Collect information on missing personnel known, or suspected, to still be in the building, and report to the Emergency 
Coordinator.  

 

Exit Monitors 

 

It is the responsibility of Exit Monitors designated in Appendix A to monitor the building entrance assigned to them to assure that the 
entrance remains clear for safe evacuation and access to emergency personnel.  Exit Monitors must also ensure that unsuspecting 
staff, volunteers and visitors do not enter the building until an all clear signal has been given. 

  

Evacuation of Grounds 

 
In the event of the sounding of an alarm or other notification that the Arboretum grounds must be evacuated, the procedure will be as 
follows: 
 
Staff identified as Exit Monitors in Appendix A will be dispatched to all Primary Exits identified on Map B in Appendix B to assure that 
they are accessible.  Exit Monitors will report to the Receptionist any entrance that is not accessible and will remain at the entrance to 
ensure safe egress from the grounds and assure no one other than emergency responders enter the grounds. 
 
If there is no imminent risk to their safety, Arboretum grounds staff on duty will make efforts to alert visitors throughout the grounds of 
the Arboretum as to the necessity for evacuation and direct personnel, volunteers and staff to the most efficient egress. 
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RECOVERY OF LIVING PLANT COLLECTION(S) - RISK ASSESSMENT 

 

The Minnesota Landscape Arboretum (MLA) has assessed the risks to its living plant collections and has a plan to replant, propagate, salvage, 

prune or collect herbarium samples from valuable plants damaged due to natural or human-caused incidents.  The objective is to preserve the 

whole plant, if possible, or to preserve the genotype through propagation, seed banking or other methods.  The following risks are most likely to 

endanger living plant collections at the Minnesota Landscape Arboretum.   

● Weather Emergencies 
o Tornadoes and Straight Line Winds 
o Ice Storms 
o Extended Drought 

● Fire 
o Grass or Forest Fire 

● Water Damage 
● Chemical Spill 

o Pesticide Spill 
o Fuel or Other Chemical Spill 

● Invasive Pests 
● Theft of Plants 
● Vandalism or Vehicle Damage 
● Animal Damage 

o Beavers (felled trees) 
o Deer or Rodent Damage 

 
 
BACKUP PROTOCOLS TO OFFSET POTENTIAL LOSS IN A DISASTER OCCURRENCE 

The following protocols have been established to backup key groups of high-value plants at MLA: 

● For plants that can be propagated by seed and the seed are orthodox (i.e. can be stored for long durations under typical 

cold/dry conditions), approximately 70-90% of the holdings for a source (a source being defined as a population in the case of 

wild-collected seed) will be retained at the MLA seed bank and the remainder will be sent to the National Lab for Genetic 

Resources Preservation in Fort Collins, CO.  The percentage distribution for each species will be determined by the number 

of seeds available and the percent viability of the seed.  Enough seed will be sent to the National Lab so that an adequately 
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genetically diverse population can be produced.   

● For plants that cannot be propagated by seed, we will create populations of each source at MLA from properly collected 

plants or vegetative propagules.  When space and conditions permit, there will be a duplicate set of populations set up at 

separate locations at MLA or, when possible or allowed under permit, at off-site locations. 

● For plants where the seed is recalcitrant (i.e. cannot be stored for long durations under typical cold/dry conditions), if they can 

be stored cryogenically, we will send the entirety of the holdings to the National Lab. 

 
 
RECOVERY OF LIVING PLANT COLLECTION(S) – TRIAGE 

 

● Plants will be rated from the highest to the lowest value by a team consisting of the following: Director of Operations, Curator 
of Plant Collections, Curator of Endangered Plants and Curator of Woody Plants. 

o Rare, threatened or endangered plants, including: 

⮚ Cypripedium arientinum 

⮚ Erythronium propullans 

⮚ Polemonium occidentale lacustre 

⮚ Trillium nivale 

⮚ Tsuga canadensis 

⮚ Arnoglossum plantagineum 

o Important parent plants for Minnesota Landscape Arboretum plant breeding projects, including: 

⮚ Cercis Canadensis 'Minnesota Strain' - Pillsbury Shade Tree Exhibit 

⮚ Nyssa sylvatica - Pillsbury Shade Tree Exhibit 

o Advanced selections from plant breeding projects, such as: 

⮚ Selections of Acer, Aesculus, Betula, Cotinus, Magnolia and other species in trial nurseries at the Red Barn 

o Plants in North American Plant Collections Consortium collections: 

⮚  Pine Collection 

⮚ Ornamental Grass Collection 
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o Key specimen plants in display gardens and demonstration gardens 

 

o Select accessions, such as Betula alleghaniensis (Upright selection), Carya illinoiensis (Dr. Snyder's tree), Cercis 
canadensis (Pink-flowered selection), Quercus macropcarpa (Upright selection), Vaccinnium oldhamii 

o Unusual, rare or heirloom cultivars, including: 

⮚ Hosta glade 

⮚ Peony Walk 

⮚ Shrub Rose Garden 

 

● As determined by the aforementioned team, plant preservation and propagation efforts and resources will be assigned to 
highest value plants first.  Lower value plants will be preserved or propagated if and when resources are available.  High 
value plants that are stored in our seed bank will be backed up at off-site seed bank locations such as the national seed bank 
at the National Lab for Genetic Resources Preservation in Fort Collins, CO. 

 

● Rapid plant evaluation and action will be determined by the aforementioned team and will include the following tasks: 

o Pruning 

▪ Make proper cuts to avoid bark stripping and to preserve branch collars for fastest healing 

▪ Conduct other pruning for plant health at the same time 

o Replanting 

▪ Keep uprooted plants protected from drying out and from heat or cold damage 

▪ Prepare area with similar soil type, moisture, exposure and slopes for replanting 

▪ Provide optimum irrigation and monitor for pests until plants are re-established 

▪ Stake or support as needed 

▪ Map and record all new planting locations 

o Add temporary fencing or protection 

o Monitor for irrigation needs and opportunistic pest attacks 

o Provide winter protection until plants are re-established 
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● Propagation material will be collected by the aforementioned team and others under their supervision.  

o Prepare and store hardwood, softwood or root cuttings.  Depending on the time of year, sufficient quantities of 
softwood, hardwood or root cuttings will be collected from valuable target species to insure a reasonable likelihood of 
successful propagation.  Each collected taxa will be placed in an individual polyethylene bag containing moist paper 
towels to prevent desiccation.  A waterproof, plastic label including the plant's botanical name, accession number and 
the date of material collection will be attached to each bag and collected material stored under refrigeration at 4 C in 
the walk-in cooler at the HRC. 

o Prepare and store scions in cool, moist environment until rootstocks are available for grating.  For taxa that are difficult 
to propagate via cuttings at the time of damage, shoots of current season's growth 4-12" long will be collected for 
scions.  Leaves will be removed just below the blade leaving approximately 1/2" of petiole intact.  Scion material will 
be packaged, labeled, and stored in the same manner as cuttings. 

o Collect mature or immature seed, if available, and treat as required to break physiological or physical dormancy.  
Should relatively mature seeds be present on damaged plants, it will be collected, dried to an appropriate moisture 
level (Reference:  The Woody Plant Seed Manual.  2008. USDA. Agriculture Handbook 727), and placed in 
polyethylene bags containing a damp 1:1 (v/v) mixture of milled sphagnum peat moss and sterile coarse sand.  A 
waterproof, plastic label including the plant's botanical name, accession number, stratification requirement, and date of 
initiation of cold stratification treatment will be attached to each bag and the seed held under refrigeration at 4 C in the 
walk-in cooler at the HRC. 

o Divide herbaceous plants and prepare as above for replanting. 

o Conduct propagation research to determine the best propagation approach. 

 

● Propagation of plants to preserve the genotype will be done by the aforementioned team and others under their supervision.   

o Stick cuttings in sterile rooting media in propagation house with 99% humidity and controlled temperature.  Transplant 
into potting soil after ½” root development.  Softwood cuttings will be prepared by trimming collected shoots to 4-6" in 
length, removing all but 2-4 mature, terminal leaves, and making a fresh transverse cut and two shallow vertical 
wounds at the base of each cutting.  The base of the prepared cuttings will be treated with an appropriate formulation 
and concentration of root-promoting plant growth regulator (auxin) (Reference:  The Reference Manual of Woody 
Plant Propagation:  From seed to Tissue Culture (Second Edition).  2006. Michael A. Dirr and Charles W. 
Heuser, Jr., Varsity Press) and the cuttings stuck with appropriate labels in clean, plastic propagation flats containing 
a 5:1 (v/v) mixture of coarse perlite and peat moss.  Softwood cuttings will be immediately placed in the HRC 
propagation house under intermittent mist with bottom heat until cuttings have rooted.  In the event the propagation 
house is not available, cuttings will be placed inside a sealed poly-tent and hand-misted as needed to maintain high-
humidity conditions.  Dormant hardwood cuttings collected in winter will be trimmed to 6" length, cut and wounded like 
softwood cuttings, and stuck in clean propagation flats containing coarse sand.  Propagation flats will be placed inside 
a shaded poly-tent inside a cool greenhouse (4 C) on a bench equipped with bottom heat until cuttings have rooted.   
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Transplant into potting soil after rooting has occurred.  Once cuttings have developed a sufficient number of adventitious roots 
(typically 3 or more roots 1 cm or more in length), they will be transplanted into individual containers filled with pine 
bark:  peat moss growing mix, fertilized with a 200 ppm N fertilizer solution, and placed under a gradually reducing 
misting regime to acclimate the plants to lower humidity conditions. 

o Graft scions using the recommended techniques and provide the best environment for callusing and healing.  If 
suitable rootstock is available, scions will be grafted onto seedling rootstock utilizing a grafting technique appropriate 
for the species and the time of year (t-bud, chip-bud, side- or side-veneer graft, cleft graft, etc.).  In the event suitable 
rootstock is not available, arrangements may be made to have commercial nurseries propagate valuable 
germplasm for the Arboretum. 

o Start seeds in recommended sterile soil mix and at the proper temperature and water carefully to keep moist but 
prevent damping off.  Transplant to potting soil after first true leaves emerge.  Properly pre-treated seed will be sown 
in clean germination trays containing sterile seed germination mix, covered to an appropriate depth with additional 
media, placed in the HRC greenhouse, and watered as needed to keep the medium moist but not saturated.  Humidity 
domes will be placed on newly sown flats to reduce evaporation until seedlings emerge.  Seedlings will be checked 
twice daily and misted as needed.  Germination flats will be monitored daily and treated as needed to prevent disease 
and insect infestations. 

Transplant to potting soil after first true leaves emerge.  Seedlings will be transplanted into individual containers filled with 
pine bark, peat moss growing and grown in the HRC greenhouse.  Fertility will be monitored and seedlings will be 
provided a nutritional regime that encourages healthy vigorous growth.  Plant health will be monitored daily and 
seedlings treated as needed to prevent or eliminate disease and insect infestations.  Well-developed seedlings will be 
transplanted into larger containers and moved outdoors to the HRC container nursery. 

o Surface sterilize and transfer immature seeds or meristems to the recommended tissue culture growth medium and 
provide optimum light, temperature and humidity.  Transplant to sterile potting soil after explants with stems, roots and 
leaves are formed. 

 

● Documentation of processes, procedures and specific taxa involved:  A spreadsheet will be created and stored on the 
Arboretum network shared drive which include the following information: 

o Numbered photos recorded to document the initial plant damage and recovery efforts. 

 

o The type, quantity and condition of all pruning and all propagation materials collected and how they are stored or used 
to start new plants will be recorded by the aforementioned team and others under their supervision.  

 

o Success of propagation and rate of growth of transplants.  Data on propagation success and performance of 
propagules.  Successfully propagated taxa will be accessioned into the Arboretum's Plant Records system. 
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DISASTER RECOVERY OF LIVING PLANT COLLECTION(S) – MISSION CRITICAL EMPLOYEES 

 

Position Employee Name Work Phone Cell Phone Email Address 

     

Executive Director     

Director of Research and 
Operations 

    

Curator of Plant 
Collections 

    

Curator of Endangered 
Plants 

    

Curator of Woody Plants     

Arborist     

Integrated Pest 
Management (IPM) 

Specialist 
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RECOVERY OF LIVING PLANT COLLECTION(S) – SPECIAL NEEDS CONTACTS 

 

Special Need Company Name Address Phone Email Address 

     

Tree service with aerial 
equipment 

    

Grafting crew from local 
nursery 

    

Greenhouse supply 
company with specialized 
propagation and growing 

media 

     

Laboratory media and 
equipment 
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RECOVERY OF LIVING PLANT COLLECTION(S) – EQUIPMENT NEEDS 

 

The following list of equipment has been identified as essential to the recovery of the living plant collections.  Items that are not 
already owned by the Minnesota Landscape Arboretum will be rented or purchased as needed. 

 

● Safety equipment (helmets, face shields, chaps, ear protection, gloves, traffic cones, barricades, orange vests, caution 
tape) 

● Pruning equipment (hand pruners, pruning saws, pole pruners, chain saws) 

● Aerial lift, pruning ladders 

● 2-way radios 

● Digging equipment 

● Winch / Come along / Equipment to straighten trees 

● Tree stakes, cables, trunk protectors, warning flags for stakes and cables 

● Grafting knives 

● Petri dishes with tissue culture growing media 

● Petri dishes with germination paper 

● Clean nursery containers 

● Sterile potting mix with different pH levels 

● Ingredients for lab propagation media 

● Autoclave 

● Labels 

● Laminar flow hood and sterile tissue culture workspace / equipment 

● Sterile propagule / growth chamber space 

● Seed preservation freezer(s) 

● High quality water deionization system for lab / greenhouse 
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RECOVERY OF NON-LIVING PLANT COLLECTIONS (HERBARIUM) - RISK ASSESSMENT 

 

The Minnesota Landscape Arboretum (MLA) has assessed the risks to its non-living plants collection (Herbarium) and has a plan to salvage 

valuable specimens that may be damaged due to natural or human-caused incidents.  The objective is to preserve the whole specimen, if possible.  

The following risks are the most likely to endanger the non-living plant collections (Herbarium) at the Minnesota Landscape Arboretum.  Specific 

responses are included in this plan.   

● Fire 

o Grass or forest fire that moves into the Horticultural Research Center where the Herbarium is located 

o Fire caused by electronic appliances, lab equipment or other equipment 

● Water Damage 

o Water damage due to a structural failure from a storm that allows for the influx of water 

o Water damage from internal sources, such as sprinklers, pipes and plumbing  

● Physical Damage 

o Structural damage to the building that affects specimens 

o Vandalism or theft of specimens 

o Damage from insect pests 

 
 
RECOVERY OF NON-LIVING PLANT COLLECTION (HERBARIUM) - TRIAGE   
 

● Specimens will be rated by a team consisting of the Director of Operations, Curator of Plant Collections, Curator of Endangered Plants and 

Curator of Woody Plants depending on their value to the mission of the Herbarium, with priority placed on: 

o Specimens that are in the Minnesota Landscape Arboretum Collections Documentation Collection 

o Specimens that document the wild provenance of Minnesota Landscape Arboretum accessioned plants 

o Specimens that are from the North American Plant Collection Consortium (specifically, pines and ornamental grasses) 
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o Specimens that have unique conservation value due to the nature of the specimen or its historic significance 

● Materials will be assessed and sorted based on appropriate treatment by the aforementioned team. 

o Urgency in order of priority:  moldy, wet, contaminated, smoke-damaged, physically damaged, undamaged  

● Treatments by the aforementioned team, or others under their supervision, include freezing, air drying, physically cleaning, repairing, removal 

only and relocating or leaving in situation. 

o Moldy:  specimens should be treated with alcohol and then warm air-dried 

o Freezing:  materials should be frozen below -20 degrees Centigrade for at least 48 hours, followed by air drying 

o Air drying:   

▪ Rapidly circulating air using oscillating fans 

▪ Relative humidity less than 55% 

▪ Low temperatures to help prevent the growth of mold 

▪ Materials air-dried should be monitored for the development of mold, adjusting conditions as needed 

o Contamination:  specimens should be cleaned with alcohol or other appropriate material depending on the type of contaminate 

● Replacement:  Herbarium samples will be collected by the aforementioned team, or others under their supervision, from Minnesota Landscape 

Arboretum plants for those specimens that were damaged. 

● Photos will be taken by the aforementioned team or others under their supervision that document initial Herbarium damage and recovery 

efforts. 

● Success of treatments and any deaccessions will be recorded by the aforementioned team or others under their supervision. 

● A total inventory of salvaged specimens will be completed by the aforementioned team and others under their supervision. 
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Preparedness and Recovery of Art and Sculpture Collections 

 
This plan outlines the steps and procedures to be used in response to an emergency or disaster involving the art and sculpture collections at the 
Minnesota Landscape Arboretum.  Its primary goal is to eliminate damage to the collections after first ensuring personnel safety.  The plan has been 
developed by the Arboretum Curator of Art and Sculpture, the Director of the Arboretum, the Director of Education with input from relevant 
administration and staff.  It is reviewed quarterly by them and revised as necessary to keep the contents current with the Core Team.  This team 
also reviews roles in case of disaster.  All staff are encouraged to familiarize themselves with the overall plan and to study the parts relevant to their 
areas.   
 
This document addresses the most common potential causes of disaster which include water, fire, vandalism, theft, animal agents and weather 
events such as tornados or straight line winds.  Damage to the collection will most likely result from water, smoke, insects, animal invasion, tearing, 
breaking, vandalism, theft or accidental damage.  The objective of this plan is to anticipate these situations, plan the response and thereby reduce 
or eliminate the resultant damage. 
 
Sculpture is spread out across the outdoor campus at the Minnesota Landscape Arboretum and some objects are in the Oswald Visitor Center.  
Works on paper and canvas are housed in the Snyder Building and Oswald Visitor Center. 
 
This plan is organized into two sections:  Risk Assessment and Recovery. 
 
Buildings and Grounds plan as outlined in the first part of this document will be addressed prior to the response and recovery of art.  All threats to 
people must be eliminated prior to the response and recovery effort of the artwork.  Once buildings and grounds are safe, the Curator may assume 
a leadership role for the Art Collection response. 
 
 
Recovery of Art and Sculpture Collections - Risk Assessment 
 
The Minnesota Landscape Arboretum has assessed the risks to the Art and Sculpture Collection.  These risks may come from natural or human-
caused incidents.  The objective is to provide an environment which is safe and secure for the collection with proper conservation and preservation 
procedures in place to ensure the long-term viability of the collection for the future.  The following risks are most likely to endanger the Art and 
Sculpture collection at the Minnesota Landscape Arboretum: 
 

● Weather Emergencies, such as Tornados or Straight Line Winds 

● Theft  

● Vandalism 

● Animal Damage 

● Fire 

● Water 

 



33 

 

The Minnesota Landscape Arboretum was awarded a Minnesota Legacy Grant to assess the long-term needs of the Art and Sculpture Collection.  
This assessment was completed in October 2016 and the report will be provided to the Arboretum in late January 2017.  This evaluation was 
conducted by the Midwest Art Conservation Center and considered all possible risks to the collection.  This report will contain recommendations for 
improvements, as well as produce a long-term conservation plan for artwork at the Arboretum.  Additionally, Layne Consultants reviewed the art 
collection as part of their overall security review in late October 2016 and this report will be available in December 2016.   
 
Additional cameras on artwork, increased security measures, documented fire suppression and water monitoring equipment are all outlined in the 
Minnesota Landscape Arboretum's emergency document.  The artwork in both areas (indoors and outside) are important components of this plan. 
 
 
Recovery of Art and Sculpture Collections - Response and Recovery 
 
This plan outlines the steps and procedures to be used in response to an emergency at the Minnesota Landscape Arboretum pertaining to the Art 
and Sculpture Collection.  This plan addresses the most likely disaster scenarios which include fire, water, tornado, severe storms and winds, 
accidents, thefts and vandalism.  The Collections Recovery Coordinator (Curator) will oversee the planning and recovery efforts of the Minnesota 
Landscape Arboretum art collection in the event of an emergency.  The primary goal is to minimize and/or eliminate the damage to the collections 
after first ensuring personal safety.  This plan has been developed by the Arboretum Curator trained in these procedures and in conjunction with the 
appropriate Arboretum staff and administration.  First steps are taken as outlined in the Arboretum's emergency document and include: 
 

● Alert local officials and cordon off affected areas. 
● Implement Arboretum Safety and Recovery procedures. 
● Curator completes Initial Situation Report found in this section (page 33). 
● Curator and professional recovery personnel including, but not limited to, Disaster Recovery Core Team - Emergency Director, Health 

and Safety/Work Crew Coordinator, PR and Communications liaison, Supply Coordinator, Security/Facilities Coordinator, Documentation 
Coordinator, Collections Recovery and Salvage Coordinator - execute procedures to respond to art and sculpture-related disaster.  (A 
pocket size contact list is shown in Appendix J.) 

● Implement and review each piece affected using the Rapid Response Sheet beginning with the indoor and outdoor lists of top ten pieces.  
These lists are found in Duties of the Collections Recovery Coordinator below.   

● Curator notifies insurance contact. 
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Minnesota Historical Society Conservation Outreach Program 

 

MLA ART COLLECTION DISASTER RESPONSE -- INITIAL SITUATION REPORT 
 

 
                Date:  Time: 
 
1.  Who's in charge? 

  
 
    2.  Safety status? 
 
 
    3.  What has happened? 
 
 
    4.  Cause? 
 
 
    5.  Nature & extent of damage? 
 
 
    6.  Who discovered/reported? 
 
 
    7.  What's been done so far? 
 
 
    8.  Security status? 
 
 

9.  Who's handling the media? 
 

Disaster Recovery of Art and Sculpture - Core Team 
 
Key people involved with this plan meet on a quarterly basis to review the document and procedures and make any necessary changes to ensure 
the plan is a working document.  Their roles are identified in the following chart.  

 
 

Core Team 
 

Position Employee Name Work Phone Cell Phone Email Address 
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Executive Director     

Curator of Art and 
Sculpture / Response 

Team Leader 
    

Education Director / 
Documentation 

Assessment Coordinator 
    

Emergency Manager / 
Emergency Responder, 
Health & Safety Work 

Crew Coordinator 

    

Grounds Manager / 
Collections Recovery & 

Salvage Coordinator 
    

Facilities Security / 
Facilities Coordinator 

    

 
 

Duties of the Curator include: 
 
1.  Keep collection recovery priority lists up-to-date 
     Recovery priority lists of top ten (10) objects outside and top ten (10) objects inside will be annually reviewed and adjusted as administration            
     team deems appropriate.  This team is comprised of the Curator of Art and Sculpture, the Education Director and Executive Director.  See chart  
     above for the current list. 
 
     The Minnesota Landscape Arboretum has assessed the risks to its Art and Sculpture collection.  Artwork is rated from highest to lowest based     
     on several factors including, but not limited to: Value, Alignment with Arboretum Art Mission Statement, Artist, Diversity of Collection,  
     Conservation Requirement for Object, Aesthetics, and Historical Significance. (See below.) 
Top Ten Recovery List for Exterior Works 
 

Artist Name of Artwork Location 

Rudolf Belling Blutenmotiv Harrison Sculpture Garden 

Craig Dan Goseyun Spirit Dancer Harrison Sculpture Garden 

Paul Granlund Mountain Mirage MacMillan Hosta Glade 
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Barbara Hepworth Construction  (Crucifixion) Harrison Sculpture Garden 

Barbara Hepworth Epidauros II Harrison Sculpture Garden 

Barbara Hepworth Summer Dance Harrison Sculpture Garden 

Philip King Reel 3 1969 Wayzata Reel 2006 Harrison Sculpture Garden 

Louise Nevelson Night Gesture Harrison Sculpture Garden 

Mimmo Palladino Sud II Harrison Sculpture Garden 

George Rickey Four Open Rectangles Harrison Sculpture Garden 

 
 
Top Ten Recovery List for Interior Works 
 

Artist Name of Artwork Location 

Stanford Fennelle Crabapples at Arboretum Director's Conference Room 

Joich Hoshi Red Trees Director's Conference Room 

Vera Ming Wong Ink Azalea Top of Stairs in Snyder Bldg. 

Koichi Kawana Japanese Garden 1,2,3 Library 

Marquetry Society of America Plants of the Arboretum Outside Snyder Auditorium 

Marian Ortolf Bagley Yellow Daffodils Snyder Bldg. Stairs 

David Sudduth Peony Walk Snyder Bldg. Hall 2nd floor 

Bobbi Angell MN Dwarf Trout Lily Curator's Office 

Virgil Leah Three Wooden Vases Oswald Great Hall 

Peter Smithers Red Peony Library 

 
 
 
 
Supply List for Art Recovery 

 
 

Item Location  Item Location 

Sponges 110B  Gloves 110B 
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Clean towels 110B  Masking tape 110B 

Digital camera 
Snyder Building basement 

(Marketing office) 
 Hollytex (polyester 

spunbound fabric) 
MACC; MN Historical Society 

Paper towels 110B  Plywood sheets East Shed Prairie Properties 

Portable dehumidifier Snyder Building 5  Pliers 110B 

Fans Snyder Building 5  Screwdrivers Snyder Building 15 

Heater or hair dryer 110B  Tin snips 110B 

Pallets or lumber Back Shop  Silicon release paper 110B 

Blotter paper Library  Polyester film 110B 

Unused newsprint 110B 
 

Bubble wrap 
110B; Oswald Visitor Center 

loading dock 

Trays (metal) 110B  Soft bristle brush 110B 

Bricks Back Shop  Orvus detergent 110B 

Extension cords 
Snyder Building basement / 

Oswald Visitor Center (Events) 
 

Flashlight Snyder Building 16 

Freezer or wax paper 110B    

 
 
 
 
 
 
 

 
 
PHOTOGRAPHS: COLOR PRINTS, FILM AND NEGATIVES   
 
Priority:    Begin drying within 48 hours 
 
Handling     Do not touch emulsion.  Hold by edges or margins with gloves on.  Always lay with emulsion side up. 
Precautions:   
 



38 

 

Supplies  blotter paper     scissors    rust proof clips 
Needed:  cheese cloth      bubble pack    sponges 
   distilled water     clothes line    brushes (soft bristle) 
   fans      Falcon squeegee   dehumidifier 
   plastic trays     plastic bags    drying racks 
   Kodak Photo Flo solution   Salthill dryer 
 
Preparation  Secure a clean area to work, free from particulates.  Keep the photos and negatives in containers of fresh cold water until  
for Drying:   they are either air dried or frozen.  If allowed to partially dry in contact with each other, they will stick together.  To maintain  
   wetness until the drying process can take place, pack photos inside plastic garbage pails or boxes lined with garbage bags.  
    
   Carefully remove prints and film positives and negatives from their enclosures.  Keep the enclosure or the file number with  
   each film item as it contains vital information to maintain intellectual control. 
 
   Cased Photographs:  Carefully open the case and place the photograph face up on blotters.  Do not attempt to disassemble  
   the components, remove debris or wash the photograph.  If the affected photo has water or debris trapped within the   
   assemblage, contact Conservator for proper disassembly. 
 
   Uncased Images:  Air dry emulsion side up on clean absorbent blotters.  Remove and retain cover slips from glass lantern  
   slides if present.  Do not attempt to clean debris or wash these images.  These procedures will be performed by a   
   Conservator. 
 
   Black and White Prints:  Place the prints in a tray and fill with cool water (60-70 degrees).  Agitate the tray and change the  
   water several times.  After 15 minutes, drain the water and air dry.  Reduce washing time for deteriorated and card mounted  
   prints.  The water temperature should not change radically from hot or cold because of reticulation. 
 
   Color Prints:  Same procedures as for black and white but with decreased washing time.  Ten (10) minutes total.  Reduce  
   washing time further for deteriorated prints. 
 
   Negatives:  Soak the films in clean, cool water (60-70 degrees) for thirty (30) minutes.  If there are particulates on the film,  
   rinse for 10-15 minutes while gently brushing surface under water with a soft bristle brush, then continue washing for an  
   additional 15 minutes.  Rinse with Kodak Flo Solution (1/2 ounce per one gallon of water). 
 
   Color Negatives:  Wash as described above for negatives, omitting Photo Flo, then dry.  Consult photo conservator after  
   transparencies have dried as some may require stabilization. 
 
 
Drying   Order of preference:  1) Air dry, 2) Freeze/thaw and air dry, 3) Vacuum freeze dry. 
Procedure:  Prints and Film:  Dry film by hanging on a clothesline at room temperature in a dust free area.  Lay glass plates and prints  
   emulsion side up on a clean absorbent blotter. 
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   Photo Albums:  To air dry, place sheets of blotter covered with Hollytex between each leaf.  Change blotter paper as it   
   becomes damp or wet.  If binding structure is no longer intact or the album can be dismantled, separate the leaves and air dry 
   on clean blotters covered with Hollytex.  Periodically turn from recto to verso to promote even drying.  If drying cannot   
   proceed immediately, wrap the volume in plastic and freeze.  The volume can then be thawed and air dried at a later date. 
 
   Keep the air moving at all times using fans.  Direct fans into the air and away from the drying records.  Use dehumidifiers as  
   needed to maintain humidity at or below 505 RH. 
 
   If air drying is not possible due to media solubility or unacceptable disruption to the structural integrity of the volume, vacuum  
   freeze drying is recommended. 
 
   If difficulty is encountered, call a Conservator for assistance.    

 
 
 
 
 

Used with permission from Minnesota Historical Society Emergency Preparedness Plan. 

 
 
PAINTINGS ON CANVAS:   
 
Priority:    Begin drying within 48 hours to prevent mold growth 
 
Handling     Move items only after a place has been prepared to receive them.  If a wood frame is unstable, remove from painting, pad 
Precautions:  corners with corrugated cardboard, bubble wrap or unused newsprint and transport to an area dealing with wood objects. 
 
Packing  Pad corners of frame or painting with corrugated cardboard, bubble wrap or unused newsprint.  Transport paintings  
Method:  vertically; stand upright with corrugated cardboard between paintings so that painted surfaces do not touch a rough surface. 
 
Supplies  blotter paper     gloves 
Needed:  corrugated cardboard    bubble wrap 
   portable dehumidifier    fans 
   stretch/strainer    unused newsprint 
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Preparation  Remove painting from frame.  Place frame down on a smooth, flat surface covered with blotter paper or plastic bubble pack.    
for Drying:  Carefully remove dust seal and hardware.  Place these metal pieces in a container so that they do not dome in contact with  
   the wet paper and inadvertently cause damage.  Check if the paper object is adhered to frame or glass by gently pushing up  
   on the glazing to see that the assemblage will release without resistance.  Place a piece of board (mat board, masonite or  
   plexiglass) over the back of the frame with all contents still in place.  Using two hands, invert frame assemblage so that the  
   glass and image are facing up.  Lift off the frame, then lift off the glass. 
 
   When paper is in direct contact with the glass, carefully remove them together and lay face down on a flat surface.  Consult  
   Conservator if the paper is sticking to the glazing. 
 
   If the glass is broken, the pieces may be held together with masking tape applied lightly over the breaks.  The frame may then 
   be laid face down and the paper removed from the back.  If pieces of glass have dropped behind the remaining glass, hold  
   the frame in a vertical position to remove the mat and/or paper. 
 
   To remove the item from its mat, place the image facing up.  Lift window mat board carefully and detach paper object from  
   back mat by carefully cutting hinges.  If the object is attached firmly and directly to mat or backing board, do not attempt to  
   remove.  Proceed to air dry paper object.   
 
   As always, if any difficulty is encountered, consult a Conservator for assistance. 
 
 
Drying   Prepare a horizontal bed of blotter paper and unused newsprint, equal in thickness to the paint layer, with top-most 
Procedure:  layer of strong clean tissue.  Lay painting, still on stretcher/strainer, face down on this surface.  Remove any remaining  
   backing or labels from the painting, to expose wet canvas.  Retain and tag all associated labels, parts and/or components that 
   are removed or detached from the painting or frame. 
 
   Place cut-to-fit blotters or unused newsprint against this back, and apply a slight amount of pressure so that the blotter  
   makes good contact with the entire exposed canvas surface.  Repeat changing backing blotter, being careful not to create  
   impressions in the canvas.  DO NOT CHANGE FACING MATERIALS. 
 
   When dry to the touch, remove backing blotter and pick up painting.  If front facing tissue is still attached to painting   
   front, do not attempt to remove it since it will hold the painting surface together until it can be consolidated by a Conservator. 
 
   Consult with a conservator for any questions or problems and all circumstances not adequately covered by the above   
   instructions. 
 
   Use fans to keep air moving in the room without blowing directly on the paintings.  Use portable dehumidifiers to slowly  
   remove moisture from the area/objects.  Bring relative humidity down to 50%. 
 
 



41 

 

 
 
 

 
 
 
 
 
 
 
 
 
 
 

Used with permission from Minnesota Historical Society Emergency Preparedness Plan. 

 
PAPER 
 
Priority:    Air dry or freeze within 48 hours.  Records with water-soluble inks should be frozen immediately to arrest the migration of  
   moisture that will feather and blur inks.  records that show signs of previous bacterial growth should be frozen immediately if  
   they cannot be air dried.   
 
Handling     Paper is very weak when wet and can tear easily if unsupported while handling.   
Precautions:   
 
Supplies  blotter paper     plexiglass sheets    pliers, screwdriver, tin snips 
Needed:  uninked newsprint     masking tape     portable dehumidifier   
   Hollytex (polyester spunbond fabric)  sponges      fans     
   plywood sheets    polyester film     bread trays    
   scissors     milk crates or Rescubes   bookends/bricks   
   polyethylene film    silicon release paper    extension cords   
   gloves      freezer or waxed paper 
             
Remove Frame Place frame face down on a smooth, flat surface covered with blotter paper or plastic bubble pack.  Carefully remove dust   
or Matting:  seal and hardware (place these metal pieces in a container so they do not come in contact with  the wet paper and   
   inadvertently cause damage).  Check if the paper object is adhered to frame by gently pushing up on the glazing to see that  
   the assemblage will release without resistance. Place a piece of board (mat board, masonite or plexiglass) over the back of  
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   the frame with all content still in place.  Using two hands, invert frame assemblage so that the glass and image are facing up.  
   Lift off the frame, then lift off the glass. 
 
   When the paper is in direct contact with the glass, carefully remove them together and lay face down on a flat surface.   
   Consult a Conservator if the paper is sticking to the glazing. 
 
   If the glass is broken, the pieces may be held together with masking tape applied lightly over the breaks.  The frame may then 
   be laid face down and the paper removed from the back.  If pieces of glass have dropped behind the remaining glass, hold  
   the frame in a vertical position to remove the mat and/or paper. 
 
   To remove the item from its mat, place the image facing up.  Lift window mat board carefully and detach paper object from  
   back mat by carefully cutting hinges.  If the object is attached firmly and directly mat  or backing board, do not attempt to  
   remove.  Proceed to air dry paper object.   
 
   If difficulty is encountered at any point, consult a Conservator for assistance. 
            
Preparation  Pack flat sheets in bread trays, flat boxes or on plywood sheets covered with polyethelene.  Bundle rolled items loosely and 
for Drying:  place horizontally in boxes lined with a release layer.  Remove drawers from flat file;  Ship and freeze stacked with 1" x 2"  
   strips of wood between each drawer.  Framed or matted items must be removed from frames and mats prior to air or freeze  
   drying. 
    
   Air Drying: Secure a clean, dry environment where the temperature and humidity are as low as possible.  Cover tables, floors  
   or other flat surfaces with sheets of blotter or uninked newsprint. 
 
   Freezing: Work space and work surfaces and the following equipment - milk crates and/or cardboard boxes, bread trays,  
   sheets of plywood and rolls/sheets of freezer or waxed paper. 
 
Drying Methods: Damp Material: Single sheets or small groups of records are to be laid out on paper-covered flat surfaces.  If small clumps of  
   records are fanned out to dry, they should be turned at regular intervals to encourage evaporation from both sides. 
 
   Air drying is the technique most suitable for small numbers of records which are damp or water-damaged around the edges.   
   Keep the air moving at all times using fans.  Direct fans into the air and away from the drying records.  Use dehumidifiers as  
   needed to maintain 50% RH. 
 
   If an item exhibits water-soluble media, allow it to dry face up.  Do not attempt to blot the item since blotting may result in off- 
   setting water-soluble components.  Wet blotter or newsprint should be changed and removed from the drying area. 
 
   Wet Material:  When separating saturated paper, use extra caution to support large sheets.  If there are any problems with the 
   paper support or media, stop and seek the assistance of a Conservator. 
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   Freezing is the best option if there are large quantities or if the water damage is extensive.  Place freezer or waxed paper  
   between pages.  Do not freeze framed items.  Remove frame from assemblage before freezing. 
 
 
 
    
 

 
 
 
INORGANICS:  CERAMICS, GLASS, METALS, STONE:   
 
Priority:    These materials can be dealt with last since they generally will suffer little damage from short term exposure to water.   
 
Handling     Move items, using gloves, only after a place has been prepared to receive them.  An area will be set aside for top ten objects.  
Precautions:  Use the Top Ten list to seek out places for these items first.  For outdoor sculpture recovery, lay out tarps each labeled with  
   sculpture to house pieces recovered.  Photograph, number and catalog each piece. 
    
Cleaning:  Rinse and clean with Orvus Paste and clean water.  Soft rags for drying (clean, white t-shirts) and air dry. 
 
Packing   Varies with the fragility of the material. 
Method: 
 
Supplies  For Indoor Recovery:   clear water    packing supplies    heater or hair dryer 
Needed:      sponges, rags   clean towels, paper towels   pallets or lumber 
       portable dehumidifier  gloves     fan 
    
   For Outdoor Recovery: clear water   hoses     pallets or lumber 
       sponges, rags   clean towels, paper towels  packing material 
       tarps    buckets    gloves 
    
Preparation  If drying procedure is necessary, remove all mud or dirt before drying.  Sponges, clean towels, paper towels, or unused  
for Drying:  newsprint may be used to absorb excess moisture.  Exchange wet for dry blotting material at least daily until items are dry.   
   Check daily for mold growth. 
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   Air dry and use fans to keep air moving in the room without blowing directly on the pieces.  Raise items off the floor on  
   trestles, pallets or lumber to allow air to circulate underneath the items. 
  
   Metal objects can be dried with moderate heat (90-100 degrees F) in an oven or using a heater or hair dryer. 
 
   Use portable dehumidifiers to slowly remove moisture from the area/objects.  Bring relative humidity down to 50%. 

 
 
 
WOOD:    
 
Priority:    Begin drying within 48 hours to prevent mold growth.  Polychromed objects require immediate attention;  notify the   
   Conservator. 
 
Handling     Move items only after a place has been prepared to receive them.  Lift from the bottom of an object:  tables from the apron, 
Precautions:  chairs by the seat rails (not by the arms, stretchers, slats, headpiece or crest rails), trunks from the bottom, etc. 
    
Packing   Partially wetted objects can be packed with dry blotting materials such as uninked newsprint or acid free blotters to remove  
Method:  as much moisture as possible.  Thoroughly wetted, unpainted objects should be wrapped with blotting materials, then   
   wrapped in polyethylene sheeting to retain as much moisture as possible, since fast drying will cause irreversible damage. 
 
Supplies  clear water       soft bristle brush   fans 
Needed:  sponges, clean towels, paper towels    wooden spatula   heater or hair dryer 
   polyethylene sheeting or uninked newsprint   portable dehumidifier   pallets or lumber 
   gloves 
 
Preparation  Rinse or sponge with clear water to remove mud or dirt before drying.  Be careful not to wipe or scour as grit will damage      
for Drying:  remaining finish.  Use a soft bristle brush to clean carving and crevices.  If mud has dried, dampen with a sponge and remove 
   with a wooden spatula; rinse.  Remove wet contents and paper liners from drawers and shelves. 
 
Drying   Absorb excess moisture with sponges, clean towels, paper towels, or uninked newsprint.  Blot, do not wipe, to avoid    
Procedures:  scratching the surface.   
 
   Air dry using fans to keep air moving without blowing directly on the pieces.  Tent the objects with polyethylene sheeting to  
   slow the drying.  Raise items off the floor on trestles, pallets, or lumber to allow air to circulate on all sides.  Open doors and  
   drawers to allow air to circulate inside the items. 
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   Use portable dehumidifiers to slowly remove moisture from the area and objects.  Drying quickly will cause warping and  
   cracking.  Bring relative humidity down to 50-55%. 
 
 
Additional Restoration Assistance 
 
Consult with a Midwest Art Conservation Center Conservator for any questions or problems and all circumstances not adequately covered by the 
above instructions.  The MN Landscape Arboretum is a member organization and have access to a 24-hour emergency hotline.  Contact [Name of 
Conservator] at [Phone Number]. 
 
The restoration process will be guided and coordinated by the Curator of Art and Sculpture at the Minnesota Landscape Arboretum.  It is the 
Curator's responsibility to procure qualified conservationists for needed work and oversee the quality of the necessary restorations. 
 
 
Continuous Improvement 
 
In an effort to meet with our philosophy of continuous improvement, the Minnesota Landscape Arboretum applied for a Minnesota Legacy grant in 
2016 to review our collection.  This grantee has asked for additional information regarding the historical value of our collection prior to their decision.  
This information will be provided and a revised application will be submitted in January 2017.  This outside review, if/when granted, combined with 
the reports from the Midwest Art Conservation Center and Layne Consultants, will provide a complete picture of our collection and the measures 
that need to be taken to insure the safety and preservation of the collection.   
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RECOVERY OF ART/SCULPTURE COLLECTION – SPECIAL NEEDS CONTACTS 

 

Special Need Company Name Address Phone Email Address 

     

Emergency Recovery Services     

Objects Conservator     

Disaster Specialist     

American Institute for 
Conservation 

    

Office of Historic Preservation     

Refrigerated Trucking Service     

Freezer storage     

Commercial Recovery     

Exterminator/ 
Fumigation 

    

Water     

Fire     
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Elevators     

Natural gas     

Electricity     

Telephone     

Heating, ventilating, & air 
conditioning 

    

Red Cross     

Environment and Historic 
Preservation 

    

 
 
 
 
 
 
 
 
 

 
 
 
 
 
 

             
  

APPENDIX A:  CONTACT LISTS 
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EMERGENCY CONTACTS 

 
 

 
 
 

FACILITIES MANAGERS 

Name Office Phone Cell Phone Home Phone 

    

    

 
 

EMERGENCY COORDINATORS 
 

Coordinator Status Emergency Coordinator Office Phone Cell Phone Email Address 

     

     

 
 
 
 
 
 
 
 
 
 
 
 
 
 

BUILDING STEWARDS 
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Building 
Floor 

Number 
Status Name Office Phone Cell Phone Email Address 

Oswald 
Visitor Center 

1 
Building 
Steward 

    

Oswald 
Visitor Center 

1 Alternate     

Oswald 
Visitor Center 

2 
Building 
Steward  

    

Oswald 
Visitor Center 

2 Alternate     

Snyder 
Building 

B 
Building 
Steward  

    

Snyder 
Building 

B Alternate     

Snyder 
Building 

1 
Building 
Steward  

    

Snyder 
Building 

1 Alternate     

Snyder 
Building 

2 
Building 
Steward  

    

Snyder 
Building 

2 Alternate     

Tashjian Bee 
Center 

1 
Building 
Steward  

    

Tashjian Bee 
Center 

1 Alternate     

Learning 
Center 

1 
Building 
Steward  

    

Learning 
Center 

1 Alternate     

Horticultural 
Research Ctr 

1 
Building 
Steward  

    

Horticultural 
Research Ctr 

1 Alternate     

Horticultural 
Research Ctr 

2 
Building 
Steward 

    

Horticultural 
Research Ctr 

2 Alternate     
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EXIT MONITORS 

 

Building Floor Number Location Assignee Alternate 

Oswald Visitor Center 1 Great Hall - North   

Oswald Visitor Center 1 Great Hall - East   

Oswald Visitor Center 1 Great Hall – Gift Store   

Oswald Visitor Center 2 Restaurant   

Oswald Visitor Center 2 West Entrance   

Snyder Building B Loading Dock   

Snyder Building B Below Tearoom Terrace   

Snyder Building B West Library   

Snyder Building 1 Snyder Lobby - East/South   

Snyder Building 1 Snyder Lobby - West/North   

Snyder Building 1 Tearoom Terrace   

Snyder Building 1 West Library   

Snyder Building 1 Tearoom Kitchen   

Learning Center 1 Main Doors   

Learning Center 1 East Door   

Learning Center 1 West Door   

Learning Center 1 South - Greenhouse   

 
 

MEDIA SPOKESPERSON 
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Name Office Phone Email Address 
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APPENDIX B:  MAPS 
 

MAP A – Assembly Points for Oswald Visitor Center and Snyder Building 
 

 
 
 

Building Assembly Point 

Learning Center Rain Garden Run-off Parking Lot 

Tashjian Bee Center Paved area to the Barn Door 

Horticultural Research Ctr Block 10 Grape Vineyard  (NE of HRC) 
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MAP B – Exits from Grounds 
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MAP C – Location of Emergency Equipment - Oswald Visitor Center - 1st floor 
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MAP D – Location of Emergency Equipment - Oswald Visitor Center - 2nd floor 
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APPENDIX C:  PREPAREDNESS EDUCATION AND TRAINING 
 

2016 Safety Training Schedule 
(Most sessions are held annually) 

Date Topic/Category Trainer 
Intended 
Audience 

Frequency No. of Attendees Content/Notes 

       

Feb. 22, 2016 Equipment Safety   Annually 5 
Safe/appropriate use of chain 
saws, hedge trimmers, leaf 

blowers, weed whips 

Feb. 25, 2016 Vehicle Safety   Annually 5 
Safe/appropriate use of carts, 

dingos, versa handlers, bobcats, 
dump trucks 

Feb. 29, 2016 
Equipment/Vehicle 

Safety 
  Annually 5 

Safe/appropriate use of push 
mowers, F800 dump trucks, brush 

chippers, groundsmaster 
mowers/sweepers, trailers, water 
wagons, aerators, tillers, tractor 
tillers, tractors, tractor mowers 

Mar. 14, 2016 CPR  All full-time staff Biannually 38 
CPR training held every two years 

for all who register 

Apr. 4, 2016 CPR  Seasonal staff Biannually 31 
CPR training held every two years 

for all who register 

Apr. 1, 2016 Vehicle Safety  Seasonal staff Annually 38 
30 min/group;  Safe operation & 
maintenance of: Dump trucks 

Apr. 1, 2016 Equipment Safety  Seasonal staff Annually 42 
30 min/group;  Safe operation & 

maintenance of: Walk-behind tillers 

Apr. 1, 2016 Vehicle Safety  Seasonal staff Annually 19 
30 min/group;  Safe operation & 

maintenance of: Tractors 
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Apr. 1, 2016 
Vehicle/Equipment 

Safety 
  Annually 19 

30 min/group;  Safe operation & 
maintenance of: Tractor-powered 

mowers & tillers 

Apr. 1, 2016 Vehicle Safety  Seasonal staff Annually 43 
30 min/group;  Safe operation & 

maintenance of: Toro carts 

Apr. 1, 2016 Vehicle Safety  Seasonal staff Annually 23 
30 min/group;  Safe operation & 

maintenance of: F800 dump truck 

Apr. 1, 2016 Equipment Safety  Seasonal staff Annually 19 
30 min/group;  Safe operation & 

maintenance of: Chain saws 

Apr. 1, 2016 Equipment Safety  Seasonal staff Annually 19 
30 min/group;  Safe operation & 
maintenance of: Versa handler 

Apr. 1, 2016 Vehicle Safety  Seasonal staff Annually 27 
30 min/group;  Safe operation & 

maintenance of: Skid loader 

Apr. 1, 2016 Equipment Safety  Seasonal staff Annually 43 
30 min/group;  Safe operation & 

maintenance of: Weed whips, leaf 
blowers, hedge trimmers 

Apr. 1, 2016 Vehicle Safety  Seasonal staff Annually 18 
30 min/group;  Safe operation & 

maintenance of: Dingos 

Apr. 1, 2016 Vehicle Safety  Seasonal staff Annually 9 
30 min/group;  Safe operation & 
maintenance of: Groundsmaster 

mowers 

Apr. 1, 2016 Equipment Safety  Seasonal staff Annually 13 
30 min/group;  Safe operation & 
maintenance of: Push mowers 

Apr. 1, 2016 MERTKA*  Grounds staff Annually 43 

Hazardous materials:  Chemical 
labeling, material safety data sheet, 
risks (carbon monoxide, corrosives, 

flammables, noise, pesticides, 
heat, poisonous plants) 

Apr. 1, 2016 MERTKA*  Cleaning staff Annually 2 

Bloodborne pathogens:  Exposure 
prevention, protective equipment 
requirements, hazardous waste, 

Hepatitis B, C, HIV 
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Apr. 11, 2016 Toolbox Talks**  Grounds staff Variable 62 Electric carts 

Apr. 11, 2016 Toolbox Talks**  Grounds staff Variable 30 Arboretum rules & policies 

Apr. 12, 2016 Equipment Safety  Staff (as needed) Annually 28 
Sprayers:  Precautions, spraying, 

mixing, clean-up 

Apr. 21 & 25, 
2016 

May 24, 2016 
Jun. 9, 2016 

Vehicle Safety  Staff (as needed) Variable 62 
Electric carts (for staff who 

transport visitors) 

Apr. 26, 2016 Toolbox Talks**  All staff Variable 28 (+15 HRC) 
'The Spotter' - when operators' 

view is restricted 

May 10, 2016 Vehicle Safety  Staff (as needed) Variable 8 
Shuttles (for staff who transport 

visitors) 

Jun. 1, 2016 Health/Safety  All staff Variable 40 (+15 HRC) 
Lyme disease, West Nile 

encephalitis 

Jun. 9, 2016 Health/Safety  All staff Variable 35 (+15 HRC) 
Heat Illness:  Heat stroke, heat 

exhaustion 

Jun. 30, 2016 MERTKA*  All staff Annually 27 

Hazardous materials:  Chemical 
labeling, material safety data sheet, 
risks (carbon monoxide, corrosives, 

flammables, noise, pesticides, 
heat, poisonous plants) 

Jun. 30, 2016 MERTKA*  Cleaning staff Annually 2 

Bloodborne pathogens:  Exposure 
prevention, protective equipment 
requirements, hazardous waste, 

Hepatitis B, C, HIV 

Jul. 19, 2016 Toolbox Talks**  Grounds staff Annually 53 Personal stereo/Ear bud policy 

Sep. 6, 2016 Toolbox Talks**  Grounds staff Annually 46 7 Common Accidents 
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Sep. 7, 2016 Equipment Safety  All staff Variable 50+ Use of fire extinguishers 

Oct. 20, 2016 
Nov. 28, 2016 

Toolbox Talks**  All staff Variable 26 Slips, Trips & Falls: 

Oct. 20, 2016 
Nov. 28, 2016 

Toolbox Talks**  All staff Variable 26 Carbon Monoxide: 

Oct. 27, 2016 Equipment Safety  Staff (as needed) Annually Unknown Tabletop Drills: 

Nov. 2, 2016 Toolbox Talks**  All staff Variable 68 Fire Drill Preparation 

Nov. 15, 2016 Safety Drill  All staff Variable 60 Fire Drill 

Nov. 15, 2016 Toolbox Talks**  Grounds staff Variable 8 Straw:  Mold, Handling 

Nov. 28, 2016 Toolbox Talks**  Grounds staff Variable Unknown Hand Injuries 

* MERTKA is an acronym for Minnesota Employee Right to Know Act and provides employees with critical information on hazardous materials in the workplace.   
 
** Toolbox Talks are meant to fill the void between scheduled training sessions and provide a short, 15-minute talk on a specific, timely topic.  Questions are 
encouraged.  Upcoming topics include:  First Aid (Sprain, Heart Attack, Fainting, Frostbite, Severe Bleeding), Tractor Safety, Solvents and Flammable Liquids, Soil 
Pits 
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APPENDIX D:  INCIDENT REPORT FORM 
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APPENDIX E:  MISSION CRITICAL EMPLOYEES 
 

Employee 
Name 

Title 
Job 

Code 
Rationale / Description of Duties 

    

 
General Maintenance 

Supervisor 
#7105 

Program and maintain mechanical, electrical, irrigation and security systems to protect 
buildings, building contents and plants in research greenhouses, research plots and plant 

collections. 

 
Landscape 

Maintenance 
Supervisor 

#7149 
Coordinate snow removal to keep the Arboretum accessible to emergency vehicles and to 

protect Arboretum buildings and plant collections. 

 Automotive Mechanic #6068 
Repair trucks and equipment needed to protect buildings and plant collections.  Repair 

snowplows to keep the Arboretum accessible to emergency vehicles. 

 
Research Plot 
Coordinator 

#7406 Water and monitor plants, temperatures, pests and mechanical systems in greenhouses. 

 
Sr. Building and 
Grounds Worker 

#6018 Keep spaces used by Mission Critical Employees clean and sanitary.  Remove trash. 

 
Information Technology 

Professional 
#8639ZV 

Manage Arboretum computer and telephone network and ensure back-ups are complete and 
tapes removed to secure vault.  Maintain Building Automation System programs. 

 
Research Plot 
Coordinator 

#8406 
Maintain fruit research plantings and protect from pests and animal damage.  Operate 

irrigation systems to keep plants healthy and growing.  Plow snow. 

 
Research Plot 

Technician 
#4927 

Maintain fruit research plantings and protect from pests and animal damage.  Operate 
irrigation systems to keep plants healthy and growing.  Plow snow. 

 Landscape Gardener #8404 
Plow snow to keep Arboretum accessible to emergency vehicles and to maintain buildings 

and valuable plants.  Protect Arboretum plant collections from pests.  Operate irrigation 
systems to keep plants healthy and growing. 

 Director #9338 
Lead Mission Critical Employees.  Protect U of M assets.  Communicate with Emergency 

Management. 

 
Communications 

Manager 
#9347 

Media relations and contact with University Relations.  May be able to do this work from 
home. 

 Landscape Gardener #8404 
Remove snow to keep grounds and buildings accessible.  Protect plant collections.  Assist 

with greenhouse watering. 
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APPENDIX F:  RESPONDING TO SPILLS AND RELEASES 
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APPENDIX G:  HOMELAND SECURITY BOMB THREAT CALL PROCEDURE 
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APPENDIX H: BODILY INJURY/PROPERTY DAMAGE INCIDENT REPORT 
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APPENDIX I:  PROPERTY LOSS REPORT – UNIVERSITY PROPERTY 
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