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NN/LM Emergency Preparedness & Response Initiative

Table-Top Exercise

MAJOR STORM
Preparing for the exercise:

1. Invite to the exercise everyone who has responsibility for providing access, services and/or resources to your patrons.  Emphasize that their attendance and participation is essential.

2. Arrange for someone to take notes at the meeting, documenting any issues that arise and listing anything that needs to be worked out.

3. Make a copy of a map showing your library and the surrounding area; about a twenty-mile radius.  
4. Before the exercise begins, prepare slips of paper labeled “Power” and “No power,” so that there will be one for each person attending the meeting.  Seventy percent of the slips should say “Power” and 30% should say “No power.”  
Scenario:
In two days, a severe storm (winter storm or hurricane) is predicted to hit your area.  Authorities are predicting the potential for major power outages, and there is a strong possibility that the library will be closed or will have its services disrupted.   
Conducting the exercise: 

1. Pass the map of your area around the room and ask everyone to initial the approximate place on the map where they live.  Anyone who has a generator at home should circle his/her initials on the map.  

2. Review the scenario above.
3. Moderate a discussion to determine which library services and resources need to be maintained in this scenario (or use your completed PReP for Service Continuity, which will specify these resources based on previous determination).

4. Determine how these core services and resources will be maintained from off-site if your library is closed.
5. Pass around the container holding the paper slips and ask each attendee to take one and announce whether he/she has power or does not have power at home.
6. Discuss how the plan changes based on which staff members do and do not have power at home.  Use this exercise to determine back-up strategies for all core services and resources.

7. Place the slips of paper back into the container and pass the container around again; for this scenario, announce that the library is now without power in addition to certain staff members not having power at home.
8. Determine strategies to implement in this scenario.

Questions for Discussion

Following are questions that may help guide the discussion.  Adapt them to your own situation, or add your own questions as needed.
1. If the library re-opens while some of your staff are still without power at home, which staff are considered essential to report to work?

2. How will you communicate with essential and non-essential staff?

3. Are there any events in the next three or four days that you might need to cancel?  How will you contact participants?

4. If the library is closed or its hours are changed due to an emergency, how do you inform your patrons?  Do you have the ability to make announcements on your library’s website from off-site?

5. Who is designated to communicate information on your social networking tools such as Facebook and Twitter?

6. Do you have any books, journals, or equipment in the way of potential flooding?

7. Do you have any unique or hard to replace resources that may be in the way of potential flooding?
8. If necessary, is there another library that you could partner with that could help you continue providing essential services or resources?

9. Are there any work-place policies that you need to consider?  For example, are staff permitted to work from home if the library is closed?
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