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.

	Name of Library
Pocket Response Plan™ (PReP™)

INSTITUTIONAL CONTACTS

[Suggestions…]
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

Environmental Health & Safety
Housekeeping

Systems Control

	LIBRARY  DISASTER TEAM

Library Director

Name
Office  phone
Home  phone
Cell (
 (coordinates decision making, handles liaisons with outside sources)
Title
Name
Office phone
Home phone (
Cell  
(initiates and oversees emergency responses, coordinates follow-up reporting, salvage and recovery of library collections, liaison to NN/LM & back-up libraries, communication  with the Assistant Director of Historical Collections, documentation of damage to the library)

Title
Name
Office phone
Home phone
Cell 

(coordinates efforts to resume normal patron services)
Title
Name
Office phone
Home phone
Cell 
(recovery of computer equipment and data)

Business Services Manager

Name
Office phone
Home phone
Cell 
(repair and cleaning of facilities,  replacement equipment and supplies, insurance, and vendor-related issues)

	GETTING HELP
NN/LM (National Network of Libraries of Medicine): (800) DEV-ROKS or 1-800-338-7657 (business hours): DOCLINE, coordination of emergency response among members, resource sharing in emergency, possible funding for replacement equipment.

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. 

Regional OCLC Network: some networks offer advice about saving collections, health and safety measures in an emergency, referrals to commercial salvage companies, etc.  

Area Preservation Librarian, Institution
Name
Office  phone
Cell phone


SALVAGE & RECOVERY COMPANIES:
Name

Address

Phone

Cell phone
National companies include Belfor, Munters, and BMS.

	COMMUNICATION PLAN
In the event of an emergency or disaster that affects the Library’s functioning in any way out of the ordinary, Library management will try to contact all staff.  The Director, the three Associate Directors, and the Supervisors are required to have contact information for each staff member who reports to them available off-site in case of emergency, and they constitute the telephone tree for the Library.

Notification to the public and to staff via the Library’s Voicemail:
· if there has been an emergency of large enough proportion to have affected the Library, staff and patrons can call the Library’s Voicemail at the Library Service Desk to see if there is any change in the Library’s operating schedule

· if you are the person designated to change the Voicemail message for the Library, call  if you are off-site.  You will need to enter the extension number for the Service Desk telephone,  followed by #.  You will be asked to enter the password for the account, which is.
Communication with the Media:

· the Library Director is the only person who is authorized to speak with the media about any emergencies or disasters that the library experiences
· if the Director is not available, the person who is the Acting Director is responsible for all communication to the media

· before releasing information to the media, our spokesperson will contact the Health System’s Media Office at (phone)  to coordinate the nature and content of the communication


	PERSONNEL RESPONSIBLE FOR ESSENTIAL SYSTEMS & SERVICES 
(refer to SERVICE CONTINUITY column at right for contact information)

Utilities:    Name


Communications (phone):  Name


Online databases:  Name


Online journals:  Name


Proxy server:  Name

Staff server:  Name


Network access:  Name


E-services:  Name


Reference services:  Name


Interlibrary Loan:  Name


Access to print collection:  Name


Mail/Newspapers:  Name

	CONTACT INFORMATION FOR SERVICE CONTINUITY PERSONNEL
(all telephone numbers area code [number]  unless noted)
[list alphabetically by last name]
Name, Library Director

Home: 
Cell
Name, Interlibrary Loan Operations
Home: 
Cell: 
Name, Service Desk Supervisor
Home:
Cell 
Name, Evening Supervisor

Home: 

Cell:
Name, Information Services

Home: 

Cell: 

Name, Historical Collections

Home: 
Cell: 

Name, Collections

Home:

Cell: 
Name, Adminiistation

Home: 

Cell: 

Name, Web Master

Home:
Cell:
Name, Head of Interlibrary Loan, [Name of back-up library] 
Office: 
Home: 
Name, IT

Home: 

Cell: 

Name, Databases

Home: 
Cell: 

Name, Access to Collections, Recovery
Home:
Cell:
 

	Name of Library

Pocket Response Plan™ (PReP™)

PRIORITY FOR COLLECTION RECOVERY

1. Historical Collections: Contact
(see column 3 for priority list)
2. Collection Name:  Contact
Location
3. Reserve Collection:  Contact
Location
4. Reference Collection:  Contact
Location
5. Journal Collection, Core Titles
Contact
Location
6. Book Collection (Monographs):  Contact
Location

VENDOR LIST 

Interlibrary loan: phone
Journal subscriptions:  Name, phone
Book purchases:  Name, phone
Essential databases:

  Names, phone
Newspapers: 

Names, phone

	FLOOR PLANS

Place images of floor plans here.

Add labels and arrows as necessary to show where the items in the prioritized list of materials to be rescued are located in your library.


	HISTORICAL COLLECTIONS RESCUE LIST BY PRIORITY

[Create a numbered list of what should be rescued and in what order]
	
PLAN FOR SERVICE CONTINUITY

Online resources:

Online resources are either maintained at a vendor’s remote location or, here at [location].  [Describe any back-up server capacity and power sources available, as well as institutional back-up power.  Also describe how and whether access to databases and e-resources will be able to be maintained and for how long.]  
Proxy server: 
[Name] is the Library’s contact person for Proxy issues.

Interlibrary loan:

[Name], Interlibrary Loan Supervisor, can perform ILL functions from her home.  In the event that she is not available to perform these functions, [Name], Head of Interlibrary Loan [or other position] at [name of institution] should be contacted.  [Name of back-up institution] staff have the ability to log into our interlibrary loan system and perform ILL functions [describe any other functions that will be provided by a back-up library].

Communication to Staff and Patrons: Updates on the status of the library will be announced via the Library’s Voicemail system.  Dial to change the Library’s greeting.  The password is [password].


Library staff will also regularly check the IM chat site.  [Name] is responsible for coordinating this activity.

Library’s web page:

The library’s web page is located on the [server and location].  We have devised a strategy for using the library’s web page to announce disaster-related information to the world. This strategy relies on off-site Internet access and can be activated by [names].

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].  All core textbooks and reference materials are located [location].
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