NN/LM Emergency Preparedness & Response Plan:  A 10-Step Service Continuity Plan for Libraries and Information Centers
	Library (name/address/phone)

	Library contact person:


	Institutional contact:


	Facilities Management:


	Other contact:



	Step 1:
  RISK ASSESSMENT
	Step 2:
PERSONAL SAFETY
	Step 3:
CORE SERVICES
	Step 4:
REMOTE CORE SERVICE PROVISION
	Step 5:

CORE ELECTRONIC RESOURCES

	Previous risk assessment by your institution?

Anecdotal information (from staff):

State/local information:

Federal government information from FEMA, Homeland Security:

Events most likely to happen:

	Police:  
Fire Department:  
Emergency Medical Service:  
Safe haven locations:
    Tornado: 
    Biological/chemical: 

    Earthquake: 
    Active shooter:  
Nearest fire alarm box:  
Nearest fire extinguisher: 
Location of First Aid Kit:

Location of AED kit: 
Location of salvage supplies and safety gear (masks, rubber gloves):  

	(Library web page, ILL, Proxy, Reference assistance, Computers, Space, Internet)
How you will notify your patrons of changes in library service provision:

	“Buddy” library name, contact information:

NN/LM:  1-800-338-7657 (1-800-DEV-ROKS)
Temporary off-site work location (home, other library):

Services to be provided via chat and/or email from off-site:
Software installed or able to be downloaded to an off-site location:

Contact information for Information Technology specialists:


	Databases:

dB Name/vendor contact:

E-journals:
Title/package vendor contact:

E-Books (textbooks, reference):

Title/package/vendor contact:



	Step 6: REMOTE CORE ELECTRONIC RESOURCES PROVISION
	Step 7:
  CORE PRINT RESOURCES
	Step 8:
  UNIQUE RESOURCES
	Step 9:
  PRIORITIES FOR RECOVERY
	Step 10:  GETTING HELP

	URL of home page:

Proxy instructions:
Contact info for Information Technology specialists (home/personal phone, email addresses):
Home/personal contact info for other library staff relevant to electronic resources:


	Monograph titles (core textbooks, reference), call numbers, locations (or location of list):
Journal titles, locations (or location of list):

	 (Attach salvage diagram of your library if available)

Books/Journals:

Art work:

Letters & papers:

Files/boxes:

Artifacts:

Other:
	Primary importance: 

Secondary importance: 

Other:

Institutional or local preservationist:

(name) at (library or museum)
Commercial contacts for salvage (Belfor, BMS, Munters, etc.):


	National Network/Libraries of Medicine:

1 (800) DEV-ROKS
(1 (800) 338-7657)
NN/LM Emergency Preparedness & Response Toolkit:

http://nnlm.gov/ep
Northeast Document Conservation Center (NEDCC)—24/7:
(978) 470-1010



November 19, 2008 / Susan Yowell, NN/LM EP&RP Project Assistant, syowell@virginia.edu


