Diocese of St. Petersburg
Office of Archives & Records

Hurricane preparedness for Parishes & Schools

With the hurricane season upon us this is a friendly reminder to please review the Hurricane Preparation recommendations below.

· When you receive notice of a hurricane that has the potential to impact your area, it’s important that all prepare for possible strong winds, heavy rain, and flooding.
· Gather your staff and review your disaster plan today.  No disaster plan?  Put that at the top of the to-do list.
· Sacramental records and the Eucharist are priorities.  If you are located in an evacuation zone and civil authorities call for an evacuation, all sacramental registers and the eucharist should be removed and evacuated.  Transporting the registers in plastic containers is recommended rather than boxes that can become wet and compromised.
· Records, objects or collections of great importance to the Diocese must be identified.  If salvage is needed, a floor plan and photos of objects can assist in salvage efforts.
· It is recommended that all irreplaceable permanent historical records also be evacuated if possible.  A retention schedule regarding permanent records for parishes and schools can be found on pages 21-24 via this link: Parish-School-Records-Management-Policy-7-1-2021-Revised-5-17-2024.pdf
· If evacuation of irreplaceable permanent historical records cannot be done it is recommended to move collections/records that are in areas vulnerable to flooding – i.e., the floor, or susceptible to rain – near windows or under roofs to higher ground or a second floor if possible.
· [bookmark: _Int_tp3CE9i0]If you have time, cut lengths of plastic sheeting to be able to throw them over shelves or equipment or filing cabinets should the building envelope be compromised.
· Back up electronic records and store the back-ups off-site or in the cloud. 
· Know the location and shut-off procedures for water, electricity, and gas.
· After the Flood: Advice for Salvaging – www.fema.gov has excellent tools for recovery.

Should you have any questions or concerns please contact the Office of Archives & Records by phone (727)344-1611, Ext. 5383

Be well.  Be prepared.  Be safe!
