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INSTITUTIONAL CONTACTS

[Examples of contact information needed—office or personnel names, phone numbers, email addresses, etc.]

Medical Center 
Office of Risk Management

Emergency Command Center

Health System Media Office

Finance & Administration

Dean of Medical School

Student Affairs (Medical)

Dean of the Nursing School

Student Affairs (Nursing/Undergrad)

Student Affairs (Nursing/Grad)

Hospital Security

Facilities Management

Environmental Health & Safety

Housekeeping

Systems Control

  
	LIBRARY  DISASTER TEAM

[examples of library disaster team and assignment of responsibilities:]

Library Director

 (coordinates decision making,  liaison to outside sources)

Associate Director, Collection Management/Access Services

 ( Emergency Response Coordinator, liaison to the Assistant Director of Historical Collections,  NN/LM and back-up libraries)

Associate Director, Information Services

 ( patron service recovery)
Associate Director, Library Technology & Development

 (network environment,  computer equipment and data)

Business Services Manager

 (telephone service, facility, equipment and supplies, insurance)
Communications

 (Information updates to blogs and social sites)

Emergency Preparedness & Response Liaison

 ( EP&RP, documentation) 
	COMMUNICATION PLAN
[Sample:]
Notification to the public and to staff:
In an emergency which closes the library, the Library Disaster Team will contact service continuity personnel.

Staff will be directed via email or phone to call a designated library phone number for updated information.

Library’s Voicemail update:  patrons can call the Library Service Desk for information.

To change the voice mail message, a designated person will call [phone number] then enter the extension number for the Service Desk telephone.  Use password [password].  The new message will give the current status and information about how to access the library’s services and get help.
Social networking sites:  a designated person will send alert information to the library’s home page, blog site, Facebook, and Twitter.

To update these sites, [insert procedures] 
Communication with the Media:  the Library Director (or designee) is the only person who is authorized to speak with the media.  Before releasing any information to the media, the [Media Office] must be contacted at [phone number].
	SERVICE CONTINUITY PLAN

[Sample of explanation of services and how they will be maintained:]

Online resources:

Online resources are maintained at a vendor’s remote location or on campus at [list server locations].  [Explain back-up power situation].  After 3 to 5 days without power, core online resources such as UpToDate, MDConsult, R2, online journals, and Stat!Ref  [or other resources deemed “core”] might not be available at some locations.  [Names of library staff] can field questions from patrons about individual title access problems.


Proxy: 

[Name] is responsible for proxy issues. [Name] is [his/her] backup.

Interlibrary loan:

[Name, Title] can perform ILL functions from [his/her] home.  In the event that [he/she] is not available to perform these functions, [explain back-up arrangements, either within your library or with a partner library.]
Library Online Chat and Email: 
Library staff will regularly check the IM chat site and the email service maintained by [department or staff person’s name].  [Manager’s name] is responsible for coordinating this activity.  

Library’s web page:
The library’s web site is hosted [name, location of server].  We will use the library’s home page to announce disaster-related information. Updating the library’s home page relies on off-site Internet access and should only be activated by designated staff.  
Access to Library’s Print Collection:
If online access is not available, patient care personnel can access the Library’s print collection by contacting Security at [phone number].  All core textbooks and reference materials are located …..
	SERVICE CONTINUITY TEAM
[List core services staff by name and title/function; sample following:]

 [Name], Library Director

Home: 
Cell: 
[Name], Communications

Home: 
Cell: 

[Name], Interlibrary Loan Operations

Home: 

Cell: 

[Name], [online catalog] operations
Home: 

Cell: 

[Name], Service Desk Supervisor

Home: 

[Name], Evening Supervisor

Home: 
Cell: 

[Name], Information Services

Home: 

Cell: 

[Name], Historical Collections

Home: 

Cell: 

[Name], Collections

Home:

Cell: 
[Name], Administration

Home: 

Cell: 
[Name], Web Master

Home: 

Cell: 

[Name], Head of Interlibrary Loan, [partner library]
Office: 

[Name], IT

Home: 

Cell: 
[Name], Databases

Home: 

Cell: 

[Name], Collections, Emergency Response Coordinator
Home: 

Cell: 
[Name], EP & R Plan Liaison
Home: 
Cell: 
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Revised [Date]
PRIORITY LIST FOR COLLECTION RECOVERY

(See floor plans at right)

High Priority:
[Name of collection; e.g. Historical Collections]: (see priority list in third column)

Medium Priority:
Core Textbooks: On shelves, [location(s) of shelving]
Reference Collection: On shelves [location(s) of shelving]
Journals, Core Titles:  [location(s)]
Low Priority:
Books:  On shelves, [location(s) of shelving]

VENDOR LIST

[Name] (interlibrary loan): [phone number]

[Name] (journals):  [phone number] 
[Name] (book orders):  [phone number] 
[Databases]: [phone numbers] 
[Others?]



	Floor Plans/Locations of Collections
[Samples shown, insert your labeled floor plans here]


[Name of areas, floor shown, etc.]
[Insert labeled floor plan showing locations of
high priority materials to be rescued.]
	HIGH PRIORITY RESCUE ORDERED LIST
[Specify highly valued materials and give locations and how they are to be accessed and rescued in an emergency.  Paste in a floor plan of the area where these materials are located in the space to the left, and label the floor plan to show where the materials are, using names that correspond to your written instructions, such as room names, specific areas, etc.]



	GETTING HELP

NN/LM (National Network of Libraries of Medicine): (800) DEV-ROKS or 1-800-338-7657 (business hours): 

Contact [your NN/LM regional Network Coordinator] with regard to lending requests in DOCLINE, coordination of emergency response among members, resource sharing in emergency and possible funding for replacement equipment.

NN/LM Emergency Preparedness & Response Toolkit:

http://nnlm.gov/ep
Local Preservation Librarian or Partner Conservator
[Name]
Office:  
Cell:
Contact [Name] whenever print materials have been damaged.

[OCLC regional organization or other regional library network:] advice about saving collections, health and safety measures in an emergency, referrals to commercial salvage companies, etc.  [Note whether onsite assistance is available].
Northeast Document Conservation Center (NEDCC): (978) 470-1010 (24/7):  will provide telephone advice to anyone about response to and recovery from a disaster that impacts library collections. 

SALVAGE & RECOVERY COMPANIES:

See the NN/LM Emergency Preparedness & Response Toolkit for links to commercial salvage companies



PReP™  template


 courtesy of CoSA


 (Council of State Archivists)





Supplies for collection salvage are located in the [location].  Additional supplies are in the [location].





Detmer Room


(Kerr White Collection)





Journals


(lower level)








(First Floor)





Reference


Collection





Books





Core Textbooks























