
Journal of Information and Knowledge Management (JIKM) Volume 12 Number 2 (2022) 

 177 

Disaster Preparedness on Records and Documents: 
Learning from Previous Flood Incident for Future Inter-

vention 
 

Fatin Nur Zulkipli1,2, Saiful Farik Mat Yatin1,3, Nurussobah Hussin1 and Mohd Nizam 
Yunus1 

 

 

1Faculty of Information Management, UiTM Selangor Branch, Puncak Perdana 
Campus, 40150 Shah Alam, Selangor, Malaysia 

2Faculty of Information Management, Universiti Teknologi MARA, 18500 
Machang, Kelantan, Malaysia 

3Institute for Big Data Analytics & Artificial Intelligence (IBDAII), Universiti 
Teknologi MARA, 40450 Shah Alam, Selangor, Malaysia 

 
Email: fatinnurzulkifli@gmail.com 

 
 

Received Date: 9 March 2022 
Acceptance Date: 20 September 2022 

Publish Date: 1 October 2022 

Abstract. Monsoon season in Malaysia give a big impact essentially related 
with natural disaster such floods as a common incident that happen almost eve-
ry year. There is a need for intervention, for better understanding of the disaster 
preparedness in records management. Thus, a systematic planning is needed to 
plan and carry out its function and roles. The purpose of this study is to exam-
ine the coordination, organizational response, and mitigation of previous floods 
for future intervention at one (1) of the public universities in East Malaysia. The 
goal of this study is also to examine disaster preparedness on paper-based data 
which is records and document during a flood incident and what can be learnt 
from a previous occurrence and come up with a range of provisions. This study 
used qualitative approach that involved structured interview and unstructured 
information. Population groups have been selected according to their role and 
qualification to ensure all data is credible and accurate. Finding showed that 
disaster preparedness on records management has not been prepared according-
ly. Awareness is the main factors that contribute to the success of records disas-
ter preparedness plan. However, emergency management in this university only 
focus on human safety and expensive equipment without notice about vital rec-
ords. 
Keywords: Disaster preparedness, records management preparedness, emer-
gency management, records control, information management. 
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1 Introduction 

Malaysia weather facing two monsoon climate weather during April to September 
name as Southwest Monsoon and from October to March name as Northeast Mon-
soon. The Northeast Monsoon causes rather more rainfall than the Southwest Mon-
soon, which can increase sea levels, inundate risks, the potential danger of property 
damage and lead to major droughts. Kelantan, Terengganu, Pahang and Perak suf-
fered the worst floods in 1971 that resulted death to 25 people, more than 500,000 
people affected and public property damage that estimated over RM2.85 billion. 
Hence, what happened to vital records in organization that affected by floods for al-
most every year? 

2 The Challenges 

2.1 Awareness 
 

The lack of control on disaster preparedness has many implications in evaluating 
flood disasters, including limiting factors in stressful command situations and their 
effect on the well-being and organizational implications (Elaine, 2010; Paton & Flin, 
1999). There are only several organizations that earnest with this implementation but 
still not fully compliant and some institution assume that this implementation is not 
crucial. While various researcher states many organizations create emergency plans 
but most of them failed to implement (Mcentire & Myers, 2004; Topper, 2011). Even 
many organizations have a disaster plan but lack of training and staff awareness to 
implement and compliance with the disaster preparedness plan that will give a nega-
tive effect to the organization when disaster strikes (Wani & Ganaie, 2017). Azah 
(2017) from Malaysia Ministry of Human Resources (MOHR) confirmed that lack of 
training and seminar on disaster plan had caused them hard to comply and at the same 
time lack sense of awareness among the staff toward the records disaster prepared-
ness. Auf der Heide (1989) emphasize even the disaster plan has been prepared on the 
shelf but most of the organizations do not comply and conduct with a programme or 
spend time and effort towards these responsibilities. 

Emergency manager is the person suffering from occupational stress when facing 
the flood disaster. Hence lack of awareness from emergency manager gives a big 
impact on command to the employee in handling disaster whether during training or 
when disaster occur. Most organisations still have no concern on controlling when 
flood incidents arise. Whybark (2015) underlining the particular concern about the 
quality of disaster response incidents was decreasing. Wani & Ganaie (2017) high-
lights the disaster management program inefficiency and organisation failure by dis-
covering that much of the company did not have a disaster response and recovery 
program. Most emergency management is still weak and need a systematic manage-
ment with proper emergency plan and giving training and motivation for emergency 



Journal of Information and Knowledge Management (JIKM) Volume 12 Number 2 (2022) 
 

 179 

manager and employee in facing any disaster so that organization is always in an alert 
mode. 

Several countries facing the problem during flooding incidents because of their 
government awareness itself. During Asian Tsunami in 2004, the community said 
government has done nothing that supposedly government play a main role in giving 
aid then following the NGOs (Mulvany, 2011). This situation shows, in the poor 
country, citizens basically facing problem to get help from government compared to 
rich country. They need to wait for support from others country based on volunteer. 

 
2.2 Complication in Responses of Organization 
 

Page (2004) and PWC (2011) mentioned to the lack of capacity of the company to 
respond to disasters as well as to the unawareness of the organization community 
commitment itself. Not only that, Chang et al., (2012) state the competence of con-
struction organizations is one (1) of the issues in response of organization when flood 
strikes. Thus, the responsible organizations need to learn from previous flood incident 
because it is crucial as a lesson learn for future intervention. Whybark (2015) reported 
that the emergency agency is faced with a transport and road situation that is damaged 
by a flood that makes the rescue operation more difficult. He also emphasizes the 
differences between real-time actions in making the decision compared to the emer-
gency plan. Besides, the organization's response was also facing issues of information 
quality (Mladenow et al., 2015). Usually, emergency management need to deal with 
false positive information before getting the right information such as false rumours 
about disaster event and the absence of information on disaster event itself (Good-
child & Glennon, 2010). Thus, organization were facing the difficulties to receive 
response to the organization when flood strikes because of response organization 
itself. 

 
2.3 Mitigation 
 

Lack of budget for disaster programme as an issue whether in term of training for 
emergency plan or disaster recovery after incident (Onyeneke, 2017). Budgets con-
tribute a big impact through government to secure the country. Wani & Ganaie (2017) 
shows that reducing a disaster’s effect needs careful thought and foresight in institu-
tional preparedness and continuity preparation, especially in terms of financial con-
siderations. Therefore, in the event of a disaster, it would be important to determine 
the proportion budget or minimum funds have been allocated. In Malaysia, the gov-
ernment will cover the costs of flood preparation, Emergency rescue services, and 
rehabilitation of victims and public utilities after the flood (Chan, 1995). The Oregon 
Secretary of State Archives Division and Oregon Association of Municipal Records 
(1971) mention budget is one (1) of the reasons why disaster recovery programme 
was not initiated well. The main issues identified in raising disaster awareness is cost 
operation Clerveaux, Spence & Katada (2010). However, Wein and Rose (2011) re-
veal country industry economy also influenced the construction industry to respond 
major disasters. Thus, most of the author’s clearly showed budget is very significant 
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in facing disaster. Government needs to prepare the budget to ensure the right proce-
dure or guideline to avoid or prepared well before facing disaster compared to most of 
the organization will give support after disaster strikes. 
 
2.4 Communication and Networking 
 

Issue in Communication and Networking is also of the mitigation problem. Disas-
ters and Communities (2007) discussed the problem facing with language barriers in 
transmitting information during disaster incident. However, this situation facing by 
certain country that have various nation such as China, India, and Malay. Even the 
technology grows, it is more difficult to analyse the true information. Arkin (1989) 
stated that the most difficulties aspects in communication is to develop the accurate 
and comprehensive message between communities. Not only that, but organizational 
structure is also one (1) of the factors that contribute to communication barrier (Chang 
et al., 2012), having problem related with internal communication and connection 
among employee because they have a larger workforce need to deal and command 
with. Other than that, organizational barriers usually come in term of loss or distortion 
message that they pass from one (1) level to another. A proper training is crucial in 
handling larger workforce in big organization that involved the entire employee. 
Thus, they will know their responsibilities if disaster occurs. Wani & Ganaie (2017) 
highlight the disaster’s impact needed bit more attention and careful planning in or-
ganizational specifically for institutional readiness and continuality emergency plan 
including clear communication management. There are a very small number of 
householders getting a timely flood alert and due to networking, the assistance pro-
vided to flood victims is challenging (Tourish, 1997). Therefore, communication and 
networking are the main reasons that bring to successful support during flooding day. 
Parker (2016) indicates the scarcity of knowledge on risk management impacts the 
governing body's goals and purpose. Furthermore, language barriers prove as an ob-
stacle for better awareness of disaster management plan Clerveaux, Spence & Katada 
(2010). Thus, communication is an important tool in delivering message especially 
during emergency times to achieve a successful service, help and support to the com-
munities. Even though, we have a lot of social media in delivering information to the 
communities, but the issues faced by the communities and response of organization is 
the validity of the information itself. 

3 Disaster Issues  

National Archives of Scotland (2013) describe records management is standardized 
handling of the information in the organization by applying records life cycle, to fulfil 
operational business demands, regulatory and financial standards, and public needs. 
Comprehensive preservation of information management allows for emergency pre-
paredness to protect documents that are important and valuable to the organization. 
The disaster response plan is a strategy for unplanned incidents for records mainte-
nance that can disturb, harm, or ruin the vital documents in the organization. Vnoucek 
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(2005) stated that disaster is bad occurs such as tragedy, accident, mishap that affect-
ing any area or valuable things that arise from natural or man-made causes. This inci-
dent will cause substantial damage, harm of life or human safety or destruction of 
value property, environment. Disaster also can describe as the nature greatness as to 
be beyond the handling capacity of the community. Hence, in term of records man-
agement is a crucial for the protection program that focus on managing records disas-
ter such as planning, response and discovery.  

Shaluf (2007) classified disaster into three (3) types that frequently happened 
which are naturals, man-made, and hybrid disasters. He mentions flood disaster is 
under metrological/hydrological phenomena because it is cause based on country and 
organization location. The impacts of natural disasters in general is a main flood inci-
dent that frequently reported only using two (2) measures such as the total number of 
pupil death and costs loss that associated to destruction and damage (Elaine, 2010). 

 
Table 1: Example of Natural and Man-made Disaster 

 
 
Nonetheless, hazard identification for disaster is vital to any company when trying 

to evaluate essential items like circumstances, venue, policy, processes that may cause 
damage. The organization needs to identify and evaluate the hazards after risks have 
been identified. However, the disaster phrase has a broad definition that includes nat-
ural hazards and a human-made threat that is intentionally or inadvertently (Daily, 
2012). To protect organization assets such as records, the developing of emergency 
plans or disaster plans is a critical need. The plans basically must base on the concept 
of an organization that they should identify what kind of asset they have whether 
human or equipment. Thereafter, the responsible team need to come out with the pro-
cedure to protect all the asset in the organization. The objective of the disaster plan is 
to ensure immediate action can be taken to preserve human and equipment from the 
damage during the disaster occur and initiate recovery procedures immediately. Be-
low represent the most frequent types of disasters fires, floods or water damage, pow-
er failures and time damages. Those disasters are due to: 

 
3.1 Awareness 
 

Chan (1995) mention in March and November, Malaysia peninsula which is Johor, 
Pahang, Terengganu and Kelantan face cold surges of winds in the north-east and 
direct meet of the temporary monsoon. 
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Figure 1: Southwest and the North-East Monsoons (Abdullahi, 2014) 
 

Malaysia basically facing two (2) monsoons season every year and sometimes give 
a bad impact to the country. However, the disaster that contributes by monsoon is 
unexpected incident. Abdullahi (2015) mention Terengganu is one (1) of the states 
meet medium hot and humid all year round named as tropical monsoon climate. Ma-
laysia is one (1) of the countries that deals with physical and human geography. The 
two (2) majors for this case are the peninsular that are facing by west area such as 
Malaysia, Thailand, and north area in Singapore. However, for east facing by Malay-
sia east and Indonesia east. Figure 1 below shows the structure of rainwater in Malay-
sia and how it is affected by the two-season which are the South West and the North-
East Monsoons. 

 
3.2 Disaster Training 
 

Clerveaux, Spence & Katada (2010) defined that disaster or emergency plan is a 
process of planning and writing the plan itself that involves weakness assessment and 
decisions about which possibility tragedies incident that need to manage. Clearly, the 
advantages and importance of a disaster recovery plan are noticeable. Once a compre-
hensive plan is executed, if an unpredictable and harmful incident happens, the organ-
ization can minimize risk, prevent any damage, enforce compliance, and ensure all 
information are safe and secure through the disaster preparedness of record keeping. 

In every organization, disaster recovery training is equally important with disaster 
management. Disaster management in the organization should include disaster recov-
ery training as part of important elements. The fundamental knowledge and under-
standing of public health, such as deaths, sicknesses, injuries, and trauma are signifi-
cant in determining the actual response to a disaster.  This is particularly important in 
providing information to the community and in achieving goals, planning and training 
for related staff in the organization (Noji, 2000). Most of the countries have recently 
has changed from disaster response to a more proactive disaster management ap-
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proach within the organization to improve coordination management in facing disas-
ter (Clerveaux, Spence & Katada (2010). This is a way to contribute a better man-
agement in organization and country itself. The process basically includes launching 
the regulations on emergency preparedness, assessing hazards, weaknesses and risks, 
creating plan emergency operations, developing, identifying and training warning 
systems, exercising and educating the public about the importance of a disaster plan 
in dealing with any accidental disaster (Mcentire & Myers, 2004). Paton & Flin, 
(1999) stresses that the most critical aspect of effective disaster preparedness planning 
is to provide preparation at the organization as a major element for the workforce. So 
that, a complete plan not only available in the shelf but successfully implement by 
way theoretically and practically. Training is a significant in showing them the real 
situation. 

 
3.3 Place that Suffered with Previous Disaster 
 

Many organizations are facing the disaster and have a huge impact specifically on 
records such as South National Archives (Onyeneke, 2017). Several prominent librar-
ies in Kashmir suffered damaged floods during September 2014. Six (6) academic 
libraries (S.P. College Library, Women's College Library, Govt. Degree College Li-
brary, Amar Singh College Library, Gandhi Memorial College Library, College of 
Education Library); Three (3) special libraries (J & K Academy of Art Culture & 
Languages Library, Govt. Medical College Library, J & K High Court Library) and 
one (1) public library (Sri Pratap Singh Library) (Wani & Ganaie, 2017). Therefore, 
organizational preparation is needed from now on instead of just waiting for an inci-
dent such as the Tsunamis in 2004 that flown across Asia or the Katrina Hurricane in 
2005 that destroyed the New Orleans Library's Martin Luther King branch. The first 
aspect of a proper backup and recovery plan is comprehensive documentation, includ-
ing knowing and understand the inventory of equipment. This is useful in determining 
which parts of equipment and material in the organization just have, which are extra 
but useful, and which are truly extraneous. 

The implementation of disaster preparedness after incident strikes is a high risk for 
organization or for the county itself. Government had to accept for recovery cost 
based on incident. Most companies believe they were never going to suffer a disaster. 
The organization sometimes has a complete emergency response plan, but this is not 
workable when a disaster occurs due to the lack of training. The National Library of 
the Czech Republic in Prague suffered major flooding in 2003 (Vnoucek, 2005) and 
Marinova (2017) report the disasters as well face by Iraqi libraries because of the 
recent war. Next, also destroyed by the earthquake were the Khurshid National Li-
brary in Muzaffarabad and the Kashmir Central Library and the Azad Jammu and 
Kashmir University Information Center in Pakistan (Diamond, 2006; Long, 2006; 
Ellis, 2007; and Topper, 2011). Two (2) major hurricanes struck New Orleans and 
Texas during the year 2005. In short, the disaster involved many organizations, alt-
hough the organization has a formal disaster recovery plan, the need to protect one (1) 
of their most valuable assets, such as their records, is unlikely to be addressed, since 
they never devise a strategy on out there on how to respond to the disaster response 



Disaster Preparedness on Records and Documents: Learning from Previous Flood Incident for 
Future Intervention 
 

 184 

plan. Disaster preparedness plan is useless without a strategy plan to accomplish the 
disaster response plan. 

 
3.4 Awareness 
 

McIlwaine (2006) highlight the affecting to hazard that organization should be 
constantly aware from outside threats such as the infrastructure damage, the location, 
climate and geological conditions prevailing. The possibility of damage such as ac-
tions from irresponsible person such as emissions from commercial or manufacturing, 
riot or extremist attacks is a potential risk. It is not easy to design effective considera-
tion cultural perceptions and attitudes or awareness. The challenges in designing to 
ensure information can be encompassing Clerveaux, Spence & Katada (2010). Disas-
ter management determinations are a crucial need for to reflect the understandings of 
risk. It is important especially to those who deal with vital and valuable things. The 
first aspect of a proper backup and recovery plan is comprehensive documentation, 
including knowing and fully understanding the inventory of equipment. Hence, the 
disaster awareness can be built from children to ensure future generation aware on 
how to prepare and protected from disaster in any situation incident. Clerveaux, 
Spence & Katada proposed Disaster Awareness Game that call as (DAG) as a tech-
nique for primarily schools to recognize the children as significant channels of risk 
information between schools and family circle itself. Daines (1991) suggest several 
principal reasons of advantageous on why training is important to make people aware. 
To identify shortages in the overall contingency management system, the organization 
can determine through training and implementation plan. Staff obstacles such as the 
modification plan and the effectiveness for an excellent response during a disaster 
occurs. 

 
3.5 Emergency Management 
 

Parker (2016) defined that emergency management is a process of implementation 
the plans that required employee and equipment to response the disaster. Hence, flood 
planning is essential for any institutions that deal with vital and value collections and 
its crucial to consider an active document that need to update effectively based on 
current situation. In any disaster incident literature, the terms "Emergency and Disas-
ter" are words often used incoherently in explaining circumstances that need urgent 
response (Ernst, Mladenow & Strauss, 2017). A written procedure for disaster preven-
tion is a vital aspect of emergency management (Eden and Matthews, 1996). Both 
authors highlight the essential to monitor and maintain these plans by risk assess-
ments and routine reviews of buildings and facilities, recognition and use of credible 
professional guidance, staff training sessions and risk monitoring temporary, storage 
and handling services. IFLA (2010) manual suggest stages; such as risk assessment, 
prevention and protection, preparedness including a disaster management plan, reac-
tion to protect priority in every emergency situation and last in term of recovery after 
the flood occurs need to be covered in a hazard management program. 
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4 Organization Response  

When flood occurs, communication and networking to the community was consid-
ered as a critical thing that needs to ensure its function between organizations and 
employee to transmit information successfully. Quarantelli and Dynes (1977) stated to 
assist with doing “comparative and systematic research”, they successfully created the 
typology of response of organizations. The typology basically contains four (4) dif-
ferent categories that response to organizations may have four (4) types as present 
below: 

Table 2: Typology Type 

 
The use of this typology can help in categorized the response of organizations to-

wards organization that facing flooding incident and facilitates analysis. It is appro-
priate and effective to communicate to the stakeholder to make it clear that disaster 
management is a life-saving strategy for dealing with disaster Clerveaux, Spence & 
Katada (2010). 

 
4.1 Budget 
 

An enough budget for archival improvement, maintenance and accommodation is 
needed from time to time to avoid from any thread despite prepare after disaster 
strikes. Most of organization failed in carrying successful disaster preparedness be-
cause of the budget as well. Not enough budgets provide for disaster preparedness 
plan in term of documents and project also lead to unsuccessful disaster implementa-
tion. Besides, based on literature sources most of the countries budget will be distrib-
uted after the incident has occurred by government. Within the institution, the devel-
opment of disaster mitigation funds and strategies for disaster preparedness will be 
implemented for efficient collection of funds and establish the association that can 
give the advantage in disaster handling (Kumar & Newport, 2007). The organizations 
needed sufficiently good governance to meet the requirements for disaster prepared-
ness strategies for achieving an effective disaster management plan. 

 
4.2 Communication and Networking 
 

Clerveaux, Spence & Katada (2010) state in delivering information regarding dis-
aster management and preparedness, multiple media are needed to ensure the infor-
mation is effectively communicating to the responsible team. However, risk in term of 
communication is vital in preparing people to facing disaster incident. Besides, many 
others factors are influenced the effectiveness of communication in delivering accu-
rate information to the society and responsible team (Shepherd and Vuuren, 2014). 

Typology Type Activity 
Typology Type I Establish group performing regular tasks 
Typology Type II Emerging group that is performing regular tasks 
Typology Type III Establish group performing non-regular tasks 
Typology Type IV Emerging group that is non-performing regular tasks 
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Facebook, Instagram, and Twitter are the universal used in delivering information. 
Nowadays, the power of social networking has further enhanced its significance in the 
handling of emergency management, particularly for information announcement. The 
need for social networking sites that make them so relevant from an emergency man-
agement perspective is to provide direct contact among stakeholders in an open access 
landscape domain, including how to promote open information sharing, coach-
ing/learning, fundraising and society management through social networking interac-
tion (Crowe, 2011). By following the current and sophisticated technology, decision-
makers regarding disaster management must arrange one (1) communication medium 
that can be access universally from all citizens, irrespective of language, culture and 
civilization (Clerveaux, Spence & Katada, 2010). Crowe (2011) also seek for multi-
media that regularly help in deliver information especially to the society despite in the 
90’s era that facing problem regarding communication and networking. Usually, regu-
latory communications that are issued during natural disaster such as floods, more 
focus on risk messages, warnings, migrations request or demands, flood emergency 
room, messages regarding self-efficiency, or the accessibility of release resources to 
the society (Elaine, 2010). In emergency management, communication failures typi-
cally exist between authorities and societies (Ahmed, 2011). 

 
4.3 Methodology and Sampling 
 

The case study is based on previous flooding incident that effect one (1) of the 
public universities in east peninsular Malaysia that involved in structured and unstruc-
tured information that comes from various sources such as individual, group and insti-
tution. This study used inductive process by collecting data on other articles and re-
ports to present the descriptive analysis. The sample in this study was the person who 
has the experience in flood incident that consist of four (4) informants which three (3) 
professional staff that are Task Force Chairman, Assistant Administrative Officer, 
Senior Assistant, and one (1) Assistant Security Officer. Researcher used purposive 
sampling in arriving this study sample because it is a simple technique that can be 
done in manually (Onyeneke, 2017). This group have been chosen according to their 
position and to ensure all the information is accurate and relevant that play a main 
role in data collecting processing to come out the answer based their own perspective 
from different level. Research instruments that use to gain data for this study are three 
(3) which are literature sources, face-to-face interview and observation. 

5 Data Analysis and Findings  

Three (3) types of analysis were used in this study which is content analysis, narra-
tive analysis and ATLAS.ti 7. By using content analysis, researcher has an opportuni-
ty to look point directly via text and can analyse in depth on coded in text and will 
help in term of explicit statements about the relationships among concepts. Narrative 
will show accurate evidence that come out a complex result in interpret information 
while researcher have a chance to look at translation and interpreting behaviour in 
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dynamic rather than static. ATLAS.ti 7 is software to analyse data.  It is an effective 
toolkit for qualitative research method to interpret broad textual bodies such as image, 
audio, and video data, and outcome in a complex concept hidden in every data. 

 
5.1 To coordinate, organizational response and mitigate 
 

With poor record-keeping at the centre, there are several threats in all bearings that 
swell outward. Every kind of data held by record management has to be looked after 
for one (1) cause or another, and if records are not properly checked, they will lead 
record management down the road to potential destruction in budgetary, productivity 
and information misfortune When it comes to readiness, there is no arrangement to 
cover such as recognizable proof of trade recovery groups, preparation and awareness 
programs, emergency equipment, supplies and services, backup and off-site capacity 
arrangements, vital records. Live in a rare world. Tropical storms, surges and other 
disasters can wreck trade immediately. But these events are rare, suggesting that nu-
merous businesses fall flat to think of almost subjects such as recovery from catastro-
phe, information assurance, and consistency in trade. This is not exactly a recommen-
dation for winning and it's more like a fantastically unsafe bet. 

Precipitation in the fall, winter, and spring can trigger flooding is a primary factor 
leading to flooding. Before a hard freeze, heavy moisture will saturate the soil in the 
autumn and fill water retention areas. For example, if a wet fall occurs, the river, sub-
soil moisture, swamps, and ditches may be full of water and freeze before the water is 
drained or absorbed into the surface. Good record keeping facilitates preparedness for 
emergencies to preserve documents that are important and historical. Disaster re-
sponse plan is a plan for unplanned incidents in record management that can interrupt, 
harm, or ruin the record of valuable organization. A disaster recovery strategy has 
clear advantages and value. If a systematic plan is well established, and suddenly the 
unexpected and harmful circumstance occurs, the company can reduce danger easily 
by mitigating damage, ensuring compliance, and ensuring that client records are pro-
tected and secured through efficient record storage. 

Misunderstanding in handling disaster occurs when the management is difficult to 
identify the risk at the early stage, insufficiently understand the correlation between 
cause and effect of the disaster, failed to measure the risk, hard to identify the poten-
tial damage in terms of category and level of damage might happen. To resolve these 
and other problems and issues, emergency services providers have developed a varie-
ty of programs to assist in the losses caused by disasters. In this case, record manage-
ment will need to organize the disaster preparedness based on recovery and mitiga-
tion. 

Preparation includes short-term pre-disaster initiatives which reinforce the readi-
ness of organizations and communities to respond effectively. This activity is needed 
for the next response to a shortened process as well as potentially speed up recovery. 
During this process, it is possible to identify hazards and develop plans to address the 
requirements for response and recovery. Plans are therefore much more successful 
when jointly established by all organizations that will respond in order to organize 
assets and responsibilities in advance. Additionally, during the preparation phase, 
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practice and simulations can be done to help prepare participants facing the actual 
performance. 

Recovery includes short-and long-term tasks performed to stabilize lives and assets 
in an affected community after a disaster such as providing accommodation, tempo-
rary roofing, financial support and the immediate restoration of initial service and 
infrastructure. Long-term efforts include rebuilding and recovering physical, cultural, 
and social systems, and eventually relearning the losses from the disaster. 

Mitigation process is long-term activities that take place after one (1) flooding in-
cident and before the next incident strike. This activity aims to avoid emergencies and 
the harm from the incidents, including the detection and correction of risks, risk vul-
nerability assessment and mitigation, and possible losses. In other words, it is an im-
plementation of continuing measures to reduce the potential impacts of disasters. 
Mitigation also included rule and regulation amendments and the introduction of new 
approaches. It can also be non-structural interventions of mitigation. Zoning, for in-
stance, can be used to discourage construction of hazard-prone areas. 

 
5.2 To learn from the experiences 
 

In examining the flood disaster situation, lack of awareness has affected a signifi-
cant issue which is communication. The limiting in command-and-control during a 
disaster occurs impact emergency management team for their task performance and 
capability. Even many organisations have a contingency plan, but in the case of a 
disaster occurring, lack of preparation and personnel knowledge to execute and com-
ply with the disaster preparedness plan will negatively impact the organization. More 
preparation and emergency plan workshops will make them feel difficult to comply 
with, and the disaster plan has been put on the shelf, but most organisations do not 
comply with the plan or take time to train their operations. 

Implementing disaster preparedness following incident strikes poses a risk to the 
organization or county itself. Not only that, but the government also had to consider 
incident-based recovery costs as well. Most companies are hoping a catastrophe will 
never occur. The organization sometimes has a complete disaster response plan, but 
when a disaster strikes due to lack of training it is not usable. Determinations of disas-
ter management are a vital need to represent risk understanding. Particularly for those 
dealing with critical and valuable issues, it is necessary.  

The goal is to learn from these experiences when an individual or organization has 
repeated encounters with similar events. It can be related to the process of tying shoes 
on an individual level. At first, with repeated failure, tying shoes can be a slow and 
frustrating process. The process, however, becomes easier with repetition. Eventually, 
the system is dynamic and a natural exercise requiring minimal cognitive effort. It is 
possible to say the same for organisations. Although organisations are much more 
complex than a single task, the purpose of change is identical. 

The main key the lack of awareness is with the language barriers in transmitting in-
formation during disaster incident. Even the technology is growing up, it is more dif-
ficult to analyse the true information. The most difficulties aspects in communication 
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are to develop the accurate and comprehensive message between communities. Not 
only that, but organizational structure is also one (1) of the factors that contribute to 
communication barrier. Other than that, organizational barriers usually come in term 
of loss or distortion message that they pass from one (1) level to another. So that, a 
proper training is crucial in handling larger workforce in big organization that in-
volved all the employee. Disaster or emergency plan is a method of preparation and 
preparing a plan itself including the evaluation of vulnerabilities and decisions on the 
possible disasters to be handled. 

Language is the criterion of culture that hard to change. Thus, the language gaps 
show a considerable barrier to developing a better understanding of disasters com-
mand specifically to the community. Communication is an important tool in deliver-
ing message especially during emergency days to achieve as successful services, help, 
support to the communities. Even though, we have a lot of social media in delivering 
information to the communities, the issues facing by communities and response of 
organization in term of validity of information itself. What they need to implement 
there, storage area and Records office should be protected and fire resistant & secure 
for highly confidential files since they do not have any disaster plan, this issue should 
be crucial in maintaining and handling records. This measure is to prevent and control 
the fire outbreaks and it should be taken to ensure all the records are safe. There need 
to ensure the regular fire drills activity, and disaster recovery plan should be in place, 
and regularly tested. 

To order to increase the need for training to disaster recovery, disaster recovery 
education in any organization is equally important for disaster management. Signifi-
cant public health awareness, such as fatalities, accidents, and illnesses, is crucial to 
assessing the actual response to the disaster. This is particularly important in provid-
ing education to the community and in setting priorities, scheduling and preparing for 
the associated workers in the organization. This is a way for the company and the 
nation itself to lead to better management. The process includes implementing emer-
gency management legislation, evaluating threats, vulnerabilities and dangers, sched-
uling emergency operations, designing, defining, and training warning systems, prac-
ticing and educating the public about the value of a disaster plan in coping with any 
unintended disaster. 

 
5.3 To create, follow and implement the provisions of vital records. 
 

An emergency plan aims at protecting people and property. It to ensure that in case 
of an emergency, immediate action is needed to reduce the damage incurred and im-
mediately institute recovery procedures.  

There are four (4) requirements needed in these plans which are risk assessments 
and regular inspections of buildings and infrastructure; identification and use of relia-
ble specialist guidance; training programs for staff; planning of accommodation and 
storage contingency. The key principle of effective disaster preparedness planning is 
to include instruction on the company as a key component for the employee. So, not 
only in the shelf, a complete project is usable, but successfully implemented techni-
cally and practically. Education is important to show them the real situation.  
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Vital Records Policy. All records classified as vital or necessary to the University's 
activity and which, if lost, would seriously hinder, or disturb normal university rela-
tions, or which may place the University in a state of legal or fiscal danger by their 
loss, are to be protected either by microfilm or other comparable replication or rea-
sonable security process. University departments are primarily responsible for safe 
and secure documents classified as vital records, irrespective of the media format on 
which they are stored. 

All services, agencies, divisions, and laboratories need to decide which data needs 
to be protected and how to protect it in the light of various recent disasters. Depart-
ments will create an action plan to respond to emergencies or incidents that could 
disrupt their business records and collect the data they need. It takes time, effort, and 
resources to set up and maintain a vital records system. Vital documents should be 
limited to records that are important for continuing operations following a disaster. 

The objectives of disaster preparedness to ensure a vital record system should be 
extended into appropriate task descriptions, command and control declarations and 
procedural instructions to ensure their effectiveness. These reports will describe the 
responsibilities of the employees in the department, give guidance and sharing data to 
the staff concerned. Through this guideline publication, the agencies will disseminate 
information on the vital records program detailing the laws, the guidelines, the re-
sponsibilities of the organization officials and the procedures to be followed in order 
to protect vital records and to maintain operations in the case of an emergency or 
disaster. 

Organization requires to prepare disaster recovery team members or any appointed 
person to assist with official disaster recovery coordination when it is necessary. At 
the very least, the group members will help to identify the nature and quality of the 
material incident and to classify the records and physical media records that have 
been affected. So that the recovery director can properly report the disaster and pro-
pose an effective recovery measure for the consent of the organization's top manage-
ment.  

The Records Officer plays a major role in giving instruction and guidance for the 
inventory of documents and deciding the systematic maintenance procedures for the 
copying of crucial data. The collaboration of the Agency's program administrators 
over the life cycle of vital records is required. Based on the interview of contingency 
planning and perception, program managers need to identify which documents are 
crucial to preserving physical legal custody either financial rights or legal. Project 
administrators should take action to guarantee that copies of these vital records are 
effectively maintained in the practice, in conjunction with the Records Management 
Department. 

6 Conclusions 

This study supports the widespread belief that simulation of disasters is a beneficial 
activity, but more needs to be done. When a tragedy hits, whether it is an earthquake, 
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tsunami, criminal networks, flood, or fire, the situation can cause fear and panic. 
Good disaster response helps reduce several of the chaos caused by the unpredictable 
disaster. Having a disaster requirement guideline in department and knowing their 
position within the plan is important for all staff. Disaster plans should be periodically 
updated to ensure the company is fully understood. 
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