Excerpt, University of Virginia Health Sciences Library Emergency Preparedness & Response Plan

MINIMAL STAFFING PROCEDURES

You’re all alone… Should you find yourself the only staff person present at the Library some morning, in the event of an epidemic, inclement weather, or other emergency, here are services we have identified at this point as being essential to our patrons, with instructions for providing them on a limited basis. 

Getting into the library: 
· use your HS ID at the card-key mechanism beside the staff entrance on the second floor to get into the library 
· if the card key system is not operating or if you don’t have your ID with you, dial ―0‖ on one of the paging phones in the hallway and ask for Hospital Security, or call 982-4313. Request that someone meet you at our main entrance on the second floor to let you in. (Security may ask you to wait while they verify your employment here if you do not have your ID.) 
· if no one from Circulation is here, verify that the library has not been officially closed by calling the main library phone number, 924-5444 
· if there is no message about closure of the library, call Dan Wilson or Gretchen Arnold to find out whether you should proceed with opening the library (see contact info on the Emergency Information page—beginning of the plan) 

If you are directed to open the library, follow these procedures: 

Opening procedures (leave first floor computer lab and study rooms on auto-pilot): Find the copy of the Circulation Quick Reference manual that is shelved at the Circulation Desk. Find ―Opening Procedures‖ and follow the steps. If there is not time to do everything in time to open, do these things in this order: 
· turn on all the lights (panel in Circ near the cash register) 
· get the XX key from the Circulation key box 
· go downstairs to Cabell, unlock the door with the XX key, and turn on the room lights 
· go out to the After Hours area and open the right hand door of each set of double doors to the library 
· return to the lobby and go downstairs, turn on lights in LRC public areas (leave the lights off that are over the former LRC service desk) 
· open the front doors (push the two outer doors open into the hallway) 
· come back to Circ and do the rest of the Opening functions (see Circ manual) 

Helping patrons at the Circulation desk: 
· the Circulation desk is the only one that must be open whenever the Library is open 
· if you are the only one here and you are not a member of Circulation’s staff, you can still provide some basic patron services at Circulation by following the procedures in the Circulation Quick Reference manual. However, as a non-Circ staff member, your 
· e-services login will not be mapped to some of the functions you will need on the 
· service desk computers at Circulation. 
· if you can’t get WorkFlows to process transactions online, write down information, such as patron name, the barcode number of the item, or Transaction Number for Document Delivery articles. Use the offline checkout forms, found at the Circulation desk, or just start a list on paper. 

Document Delivery requests (Borrowing procedures), ILLiad password reset: 
· in the Circulation Quick Reference manual, find the ILLIAD Procedures section. Follow the instructions listed for each function. If you are not able to log into the ILLiad client, write down the patron’s name and the transaction number off the invoice (top sheet, clipped to the article) and what you did. 
· if a patron comes in to pick up a request and needs to pay cash (the invoice will say), and you do not have access to the Circ cash register, they must pay you with exact change or write a check (made out to UVa) 
· keep the money and give it to the first person from Circ or Document Delivery that you see. If no one from either department is able to be here, put the money in a secure place and leave a note for the Circulation Supervisor, specifying where the money is and what it’s for (Photocopy or ILL) and the transaction number (TN) of the request. (You will see both of these will be on the invoice that is attached to the article.) 

Historical Collections: the Historical Collections area and all materials and are not available to the public during times of limited staffing, unless otherwise directed by the Curator for Historical Collections, Joan Klein. If there should be an urgent request from the School of Medicine, the School of Nursing, etc., contact Joan via telephone (see Communication page) 

Closing the Library: 

If you are directed to close the Library, you can find the procedure in the Circulation Quick Reference manual. Most important when closing: 
· make sure everyone has left the Library (check bathrooms) 
· close entrance doors 
· turn off lights and lock the Cabell Room door (key XXX) 
· close the doors into the After Hours study area 
· turn off lights in the lobby and journal room 
· make sure the main entrance doors lock behind you when you leave (they do not re-lock themselves after someone uses a key to get in). The key to the main entrance (XXX) is kept in the cash register in Circulation. You need a code to open the drawer. If you don’t have a code, call Security to meet you at the main entrance and lock the door when you leave.) 

TROUBLESHOOTING: 

On-line access issues—problem-solving procedures: If our patrons are having difficulty accessing databases or on-line resources, and it seems that the publisher’s site might be down, call Dan Wilson at home (XXX-XXXX). He will determine whom to call in order to investigate the problem. 
If patrons inside the Library are not experiencing access problems but someone calls from off campus about it, their problem is most likely a proxy problem rather than a publisher problem. 

To help patrons with proxy problems, direct them to our proxy set-up procedures, which are linked to our home page: http://www.hsl.virginia.edu/services/howdoi/hdi-proxy.cfm. The instructions can be found from the library’s home page by clicking on ―Connect from Off Grounds‖ at the upper right. 

Contact info for Facilities Management, Environmental Services, PCS, etc. for building/equipment issues: If you need to call in a problem with the building, such as an overflowing toilet in the hall bathroom, room temperatures that are too cold or too hot, etc., look in the Circulation Quick Reference manual and find the page entitled ―Phone Numbers. On weekdays and evenings, call Facilities Management. This page also lists the appropriate phone numbers for PCS, who is responsible for the service on the public photocopiers and printers, including paper and toner supplies.

