SIDE B (Actions).  Use this side to provide step-by-step instructions for state archives personnel who will respond to a disaster affecting your own institution, a state or local government agency, or another archival repository or cultural institution in your state. Ideally, steps should already be defined in the state archives disaster plan.  This PReP™ document is NOT intended to be a substitute for a comprehensive emergency plan. Instead, it should distill the most important tasks to be taken in the first minutes and hours after an event occurs, especially those that occur when staff members are away from their offices.
Template for Pocket Response Plan (PReP)™
SIDE A (Communications).  Use this side to collect phone numbers for the individuals and organizations you are most likely to need to talk to in the first minutes and hours after an emergency occurs: staff, emergency responders, facility managers, utilities, vendors, and assistance organizations.

	Claude Moore Health Sciences Library
Pocket Response Plan™ (PReP™)

INSTITUTIONAL CONTACTS

Medical Center VP

(name, contact info)

Office of Risk Management
(name, contact info)

Emergency Command Center

(name, contact info)

Health System Media Office

(name, contact info)

Finance & Administration

(name, contact info)

Dean of Medical School

(name, contact info)

Student Affairs (Medical)

(name, contact info)

Dean of the Nursing School

(name, contact info)

Hospital Security

(name, contact info)

Environmental Services

(name, contact info)

Housekeeping

(name, contact info)

Systems Control 
(name, contact info)


	CMHSL DISASTER TEAM

Library Director

(name, contact info)
(coordinates decision making, handles liaisons with outside sources)
Associate Director, Collection Management/Access Services

(name, contact info)

 (initiates and oversees emergency responses, coordinates followup reporting, salvage and recovery of library collections, communication  with the Assistant Director of Historical Collections, documentation of damage to the library)

Associate Director, Information Services

(name, contact info)

 (coordinates efforts to resume normal patron services)
Associate Director, Library Technology & Development

 (name, contact info)

 (recovery of computer equipment and data)

Business Services Manager

(name, contact info)

 (repair and cleaning of facilities,  replacement equipment and supplies, insurance, and vendor-related issues)

	Preservation Librarian
(name, contact info)

OTHER CONTACTS

Circulation Desk Phone Voicemail

(access number & password)
UVa Health Sciences Library Emergency Alert Blog

(URL and password)

NN/LM:  (800) DEV-ROKS, 
                        (338-7657)

SALVAGE & RECOVERY COMPANIES:
BELFOR USA
2231-2233 Dabney Rd., #200
Richmond, VA - 23230
(804) 342-7444

Cell:  

· freeze drying
· dehumidification
· water removal


	PARTNER HEALTH SCIENCES LIBRARIES

Thompkins-McCaw Library, VCU

Director
Phone

Health Sciences & Human Services Library, University of Maryland

Director

Phone

University of North Carolina Health Sciences Library
Director

Phone

Duke University Medical Center Library

Director
Phone


	COLLECTION RECOVERY SALVAGE PRIORITY / CONTACT PERSON:
Historical Collections: (name)
· items in the vault
· items on shelving in the staff area (behind Assistant’s desk)
· items on compact shelving in staff area
Kerr White Collection: (name)
On shelves in the Detmer Room, second floor.  Key to shelving ?
Reserve Collection: (name) 

On shelves, back wall of main lobby, second floor
Reference Collection:  (name)
On shelves around center stairwell, main lobby, second floor

Journal Collection, 1987 to Current:

(name)
Journal room, second floor

Journal Collection, 1964-1986:  (name)
Cabell Room, 1st floor, west side of JPA

Book Collection (Monographs):  (name)
Cabell Room, 1st floor, west side of JPA

AV Collection:  (name)
2nd floor, journal room and behind Circulation desk

Dissertations:  (name)
Cabell Room, 1st floor, west side of JPA

Patient & Family Health Collection:  (name)
2nd floor, Main Lobby, alcove adjacent to Circulation desk


	HSL Staff Direcory

(List of all library staff, names and home or cell phone numbers)
 

	Claude Moore Health Sciences Library 
Pocket Response Plan™ (PReP™)

VENDOR LIST
ILLiad: (800) 567-7401

Ebsco:  (800) 633-4604, ext. 9635

MDConsult:  (804) 747-8718

Newspapers: 

· Richmond Times: (804) 644-4181
· Daily Progress: 978-7201
· New York papers: 293-2500
OVID:  (800) 343-0064, ext. 744
Rittenhouse:  (800) 345-6425, ext.114
StatRef: (800) 901-5494, ext.134

Up to Date:  (800) 998-6374, customer ID 112278

INFORMATION ABOUT SALVAGE/RECOVERY:

· Heritage Preservation  Disaster Response Wheel:  Joan’s Disaster Plan manual in Historical Collections; Circulation Desk DP manual, second floor

· Mid-Atlantic Resource Guide for Disaster Preparedness: http://www.ccaha.org. Printed copies in Joan’s DP, Susan Yowell’s DP binder (master copy)

· Northeast Conservation Center Preservation Leaflets:  www.nedcc.org.  Leaflet on salvaging wet materials printed and located in manuals belonging to Joan, Susan and Circulation.


	ESSENTIAL SYSTEMS & SERVICES
Utilities:    

(name, contact info)

Communications (phone): 
(name, contact info)

Online databases:
(name, contact info)

Online journals: 
(name, contact info)

Proxy server:  

(name, contact info)

UVa Anywhere: 
(name, contact info)

Virgo:  

(name,contact info)

Staff server: 
(name,contact info)

Network access:  

(name,contact info)

E-services:  

(name,contact info)

Reference services:  

(name,contact info)

Interlibrary Loan:  

(name,contact info)

Access to print collection:  
(name,contact info)

Mail:  (name,contact info)


	HISTORICAL COLLECTIONS RESCUE LIST BY PRIORITY
I.  Vault (in the staff work area of Historical Collections):

· (specific shelves in the vault)
· (designated off-site storage location for  vault materials)  
II.  Shelves behind the Historical Collections Assistant’s desk:

· (specific collections unique to UVa—newsletters, yearbooks, etc. and their locations)
III.  Other Historical Collections materials, books/journals/artifacts in:
· Moll Room 

· Rawles Room

· Detmer Room (Kerr White Collection, located on second floor in journal room)

· Annex area, Historical Collections

	Instructions to Buddy Library:
Primary contact:  

Contact information:

Backup contact person:  
Contact information:

Business Continuity Plan:

Online resources:
Library’s web page:

Interlibrary loan:


	If power is not available at either or both of these locations, we have arranged with the University of North Carolina at Chapel Hill’s Interlibrary Loan department to provide interlibrary loan borrowing services.
Proxy server:
(location of the server, name/contact info for IT leader)

	SERVICE CONTINUITY
Off-Site:

Interlibrary Loan

Suspend lending services and perform borrowing services from remote site (name/contact info for ILL supervisor)

Information Services

Maintain IM chat site

Take questions from voice mail or by telephone

Proxy questions—(contact person)
Access to Online Resources:  (names/contact info for contact people)
Website issues and updates:  (name/contact info for web manager)
Availability of web site and library systems:  (name/contact info for IT leader)
Blog site for library web page emergency notification:  (name /contact info for EP coordinator)
Emergency Access to Onsite Resources:  (name/contact info for  EP coordinator)
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