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AGENDA

• Super brief overview of emergency management

• Preparing to plan

• Brief overview of disaster plan components

• Plan DONE.  Now what?



EMERGENCY 
MANAGEMENT 

OVERVIEW

Gov. Shumlin records, Vermont State Archives



BASIC EMERGENCY MANAGEMENT 
TERMS

• Incident
• Emergency

• Disaster

• Hazard Identification and Risk Assessment (HIRA)

• Emergency Operations Center (EOC)

• Incident Command System (ICS)

• National Incident Management System (NIMS)

• Partner Annexes 

• Damage Assessment
https://ccaha.org/resources/emergency-management-terminology 

Presenter Notes
Presentation Notes
Every discipline has its language (OPAC, ILL, ALA…) and EM is no different.

CCAHA’s definition of terms:
Emergency: A serious, unexpected, and often dangerous situation requiring immediate action.
Disaster: A large scale calamity that requires immediate action. May result in significant loss, damage, or destruction. An emergency that has gotten out of control.
Hazard: A natural, technological, or social phenomenon that poses a threat.
All-hazards approach: An approach for prevention, protection, preparedness, response, and recovery that addresses a full range of threats and hazards, including domestic terrorist attacks, natural and manmade disasters, accidental disruptions, and other emergencies.
Risk: The possibility of suffering harm from a hazard.
Risk assessment: The process of identifying the likelihood and consequences of an event to provide the basis for informed decisions on a course of action.
Incident Command System (ICS): A standardized on-scene emergency management concept specifically designed to allow its users to adopt an integrated organizational structure equal to the complexity and demands of single or multiple incidents, without hindrance by jurisdictional boundaries.
NIMS defines operational systems that guide how personnel work together during incidents.
Partner Annexes Partner Annexes establish general guidance for state agencies or other partners with a primary responsibility during response and/or recovery. The Partner Annexes contain the overarching authorities, responsibilities, policies, and procedures that define the role of each respective organization. These annexes serve to inform staff, as well as state leadership, of the roles, responsibilities, and relationships of each partner in emergency situations. 
Damage assessment: The process of identifying and documenting the extent of physical damage that a natural or man-made disaster has caused to buildings and/or property.




EMERGENCY 
MANAGEMENT 

PRIMER…

Just for you!



PHASES OF 
EMERGENCY 

MANAGEMENT

Image courtesy: https://www.fairfaxcounty.gov/emergencymanagement/cerg

Presenter Notes
Presentation Notes
There are four basic phases to the emergency management cycle, and these phases take place before, during, and after an emergency. 

The MITIGATION phase are actions that are undertaken to eliminate threats or hazards or at least to minimize the impact of them. It requires looking at the risks that your institution faces (or, in the case of the previous slide, the risks the state faces), understanding where you’re vulnerable, and then taking steps to address those risks. If you know your library is in a flood plain, for example, you might mitigate the impact of flooding damage by moving stacks located in a basement level to a higher level. The way to understand your risks is to undertake a Risk Assessment.  You can also refer to the State Hazard Mitigation Plan to see what risks have been identified at the statewide level. 

While the Mitigation phase prevents future emergencies or ensures their impact is lessened, the PREPAREDNESS phase ensures that you are able to respond and recover from an emergency should it actually happen. These are all the actions taken to ready yourself in case a disaster arises. This is where a disaster plan comes in – so you’re already taking your first step to prepare just by being here today!

The RESPONSE phase is what happens during an actual emergency. These are the in-the-moment, immediate and short-term steps you must take to react when a disaster happens. These are the steps such as calling first responders, notifying the first, most appropriate staff member, or evacuations. This is the phase where steps are taken to ensure the safety of people and property and is when your preparedness plan gets called into action. 

The RECOVERY phase is what happens after the emergency is over and is the process by which operations are brought back to normal, to the extent possible. This phase can take days, weeks, or months depending on the severity of the disaster. This is the clean up, the time when insurance claims are filed and other financial avenues are explored, and when collections are treated for damage. 

And what is learned through the recovery phase can inform what needs to be done to further mitigate potential emergencies. To use my earlier example, if some of the library’s collection is lost in a flood because it was stored in a basement level, you would then know that any remaining items should be moved to a higher location to prevent flood damage in the future. Once you have moved those items, you have mitigated the risk of future flood damage to your collection. Emergency management phases are an iterative practice that feed into each other and need to be revisited from time to time.



CONNECT WITH EMERGENCY 
RESPONDERS

Ways to Connect
• Have the police and fire department do a 

walk-through

• Invite them to an event at your institution

• Ask for help with site assessment and 
emergency planning

• Invite emergency responders to 
participate in your training and drills 

• Food!

What They Should Know
• That your institution holds collective 

memory and culture for your community

• Your collections can be irreplaceable 
(especially if you have a local history 
collection)

• Libraries and cultural institutions can be 
helpful in recovery, as information centers 
and community gathering places

• Your layout! Floor plans, locations of building 
electrical and water systems, etc.

Don’t forget: staff turns over! Keep up the relationship.

Presenter Notes
Presentation Notes
One of the most important things you can do is to preemptively build relationships with your local emergency responders. This is huge. It goes a long way in ensuring that they know who you are, what you do, what your needs are, and what your contributions are to the community. Libraries, archives, and other cultural heritage institutions are often left out of the conversations with other agencies and organizations emergency preparedness efforts, so it’s a good idea to put yourself out there and make those connections early before a disaster happens. If local emergency responders understand your building and needs, then they will be able to better respond when the time comes, and a better response will help protect your building, collections, and other property.

An easy way to start the conversation with emergency responders is to have the fire or police do a walk-through of your building. Show them your floor plans, locations of important building equipment. This can help their response when an emergency arises. Some other ideas for how to connect with emergency responders is to invite them to an event at your institution, ask them for help with site assessment or emergency planning, asking them to participate in any disaster plan training you might be doing with staff or to help run a tabletop exercise. Or you can even do the good neighborly deed and bring lunch or cookies over to the station! Basically any way to introduce yourself and the library.

There are some things that emergency responders should know to help them understand the importance of your library to the community. They should know that libraries can hold collective memory and culture for the community, and that your collections can be irreplaceable if lost – particularly if you have a local history collection. But the library can also give back and be a helpful part of the recovery process after a disaster by being an information center and serving as a community gathering place. And, of course, they should have a general understanding of your layout, the locations of those building systems, etc. This is what you can share with them if you invite them for a walkthrough of your building.

And don’t forget – staff does turn over. You’ll want to keep up the relationship which means, much like how you need to revisit your plan, you’ll need to keep revisiting the connection you have with your local emergency responders so that all current staff are aware of you and your needs.




PREPARING
TO PLAN

Image courtesy Pixabay



WHY 
DISASTER 

PLANNING?

• Helps alleviate chaos during an emergency

• Tells you what to do and how

• Protects the safety of people and property

• Facilitates a quicker return to normal operations

• Reduces losses

• More prepared organizations means a more resilient 
community

• Disasters are occurring with more frequency

• “Non-clouded thought process” – AJ Seely

Don't fall into the "It can't happen here" trap...it can!

Presenter Notes
Presentation Notes
Some talking points if you need to make the case to your boss or board – or yourself!  -- about why you should make drafting a disaster plan a priority for the next few weeks.

I know this slide is probably stating the obvious, but it's important to come back sometimes to the why. Why is disaster planning important? Why did you take the time to be here today? Because it’s so easy for disaster planning to become a low priority. Disaster planning is spending time preparing for and learning about what you hope you’ll never have to use. But that’s just the problem, isn’t it? You don’t know how essential this is until an emergency has already happened and it’s effectively too late. You want to be prepared enough that when the unexpected happens you can have the best possible outcome. 

Disaster planning can help alleviate chaos when something is happening by providing a structure to follow. It tells you what to do and how, helping those feelings of paralysis and panic when an emergency arises – you have the steps in front of you. The steps a disaster plan provides helps protect the safety of people and property by giving a logical order to things – like entering a building only after it's been stabilized. 

The disaster plan can facilitate a quicker return to normal operations and reduce losses by ensuring that your most essential records and items are saved first. And if your organization is prepared, it can help the resiliency of the entire community. Libraries are community spaces, and if your library bounces back quickly, then your space and staff can help out others in need in the community. 

And we've all witnessed that disasters are occurring with more frequency. Don't fall into the trap of "It can't happen here" or "It won't happen to us", because you just don’t know. Tropical Storm Irene was ten years ago, but the consequences of that storm are still vivid for Vermonters. We prepare now so we can bounce back more quickly the next time a storm or some other disaster happens.



NATURAL DISASTERS

• Thunderstorm

• Hurricane/Tropical Storm

• Flooding

• Winter Storm

• Extreme Cold

• Extreme Heat

• Tornado

• Earthquake

• Pandemic 

• Cyber Attack

• Civil Disorder

• Acts of Violence/Terrorism

• Hazardous Materials

• Chemical, Biological, Radiological, or 
Nuclear

• Dam Failure

MAN-MADE DISASTERS 
(ACCIDENTAL & INTENTIONAL)

DISASTERS COME 
IN ALL SHAPES AND SIZES

“EVERYDAY” DISASTERS
• Structural Fire

• Power Outage/Blackout

• Medical Emergency

Presenter Notes
Presentation Notes
When people think of disasters, they typically only think of a few items, but as you can see from this list, there are probably some that you haven’t thought of. However, I think this past year has been a crash course in disaster awareness, as we’ve seen several of these over the past few months in the US, including flooding, fires, cyber attacks, terrorism, and the one on everyone’s mind, pandemic. Emergencies and disasters generally fall under three categories: natural disasters, disasters caused by human hands (which can be accidental or intentional). The third category is what’s considered everyday disasters, but these can really be considered natural and man-made disasters as well.




…AND DISASTER CAN STRIKE TWICE

Presenter Notes
Presentation Notes
Thetford Historical Society’s barn, July 2017 and May 2019



EMERGENCY ASSISTANCE…
AT EVERY LEVEL

• Your town/city Emergency Management Director

• Your local/county Emergency Management Commission Coordinator

• Your state emergency management Public Assistance Officer

• Your FEMA Regional Office (Region 7)

• NEDCC 24/7 Collections Emergency Hotline: 1-855-245-8303



SETTING UP A PLANNING TEAM

Administration Collections IT Building 
safety/security

Facility managers Staff with 
purchasing or 

contracts authority

Don’t do it alone!

Presenter Notes
Presentation Notes
Before you jump in, you ideally want to gather a team to get through the process of creating your disaster plan. Having a team helps delegate responsibility and keeps everyone accountable. And also before you begin, you'll want to have the support of your library's director or board of trustees. This should be secured as the first part of the planning process to make sure that you'll have the buy-in and that it is seen as an institutional priority project. 

When selecting the team, you'll want to include employees, volunteers or any other library support in areas that represent different functions for your library, this way you have representation from all areas and all necessary knowledge. As a librarian, you may not know important information about water shut off valves, for example, but your facility manager would know and so you want that person at the table while you're planning. You’d want to include such people as: someone who knows about the administration of the library, including important operating records; staff who deals with collections and know what items might be rare or irreplaceable, particularly if the library has a local history room; the person who knows about important networking and technology requirements; whomever is responsible for building safety or security; a facility or building manager who has a good understanding of the layout of the building and its emergency systems; and finally someone who has the power to make purchases and or enter into contracts for the library.

Librarians wear many hats and it’s quite possible that one person fills many of these roles. But that’s okay. The importance of having the team is to make sure that all areas of knowledge are reflected in the plan and that one person doesn’t have to take on this important work alone. The team is also instrumental in distributing and maintaining the plan, which I’ll talk more about later.



STRATEGIES FOR 
GETTING IT 

DONE

Break
Break 
sections into 
smaller 
chunks

Delegate
Delegate 
responsibilty 
for 
information 
gathering or 
completion 
of sections

Set
Set deadlines

Hold
Hold each 
other 
accountable

...slow and steady wins the race!

Presenter Notes
Presentation Notes
As you'll see in some later slides, there are sections of your plan that can be quite extensive or that will require a lot of information gathering. Don't let it feel overwhelming, do what you need to do to get it done. Some suggestions I have for you are to break sections into smaller chunks. Delegating responsibility for information gathering or to complete certain sections – remember, you have a team by your side to help you in this work. Set deadlines! And definitely hold each other accountable – check in with your team, have regular meetings. You don't have to do this all in one day, but it is important to keep working at it and make sustained progress. It's okay to be a tortoise – slow and steady wins the race, and if you are consistently working at the plan, you begin to make emergency preparedness sustained in your thinking. And if you're thinking about it consistently, it can become a sustained effort for your institution. 



MEET THE 
IOWA

DISASTER 
PLAN 

TEMPLATE



BASIC 
COMPONENTS OF 
A DISASTER PLAN

Immediate Response

Disaster Response Team

Emergency Services and Contacts

Insurance

Facilities

Disaster Response Supply Inventory

Salvage Priorities

About this Plan



SOME 
DEFINITE
OVERLAP 

WITH 
BUILDING 

BOOK

Presenter Notes
Presentation Notes
Many of you participated in Judy Calhoun’s webinars – could definitely ADD elements unique to the disaster plan to the building book



CREATING THE PLAN: CONTACT LISTS

This tells you exactly who 
to contact and when.

Includes:
Emergency contacts
Phone tree for staff/volunteers, 
etc. and their disaster response 
team responsibilities

Presenter Notes
Presentation Notes
The contact list is the part of the plan you first see, and it tells you exactly who to contact and when. If you walk into your building and see something has happened, you can open your plan and the first thing you do is know who to call to get the response going. The contact section can include emergency contacts, such as local fire and police, and lists the people that should be called. This section is a phone tree, which tells you the order in which people should be called, or the circumstances in which they should be called – if it's a water emergency versus a theft, for example. 



IMMEDIATE RESPONSE



IMMEDIATE 
RESPONSE



DISASTER 
RESPONSE TEAM

Presenter Notes
Presentation Notes
Can also add distance from home to library – and that can be a factor in developing a team.



DISASTER RESPONSE 
TEAM 

ACTIVATION

Presenter Notes
Presentation Notes
Consider how the team will be activated in the event of a disaster: is it clear who will initiate?



EMERGENCY SERVICES

Service Contact Person Phone Number

County Emergency Management

Fire Department Emergency: Dial 911
Non-emergency:

Police Department Emergency: Dial 911
Non-emergency:

Ambulance Emergency: Dial 911
Non-emergency:



UTILITIES

Service Type Company Name/Contact Name Phone 
Number(s) [Indicate if 
24/7]

Electric utility

Gas utility

Water utility

Internet service provider

Telephone company



OTHER 
SERVICES

Service Type Company Name/Contact Name Phone Number(s) [Indicate if 24/7]

Architect

Carpenter

Commercial freezers

Electrician

Elevator

Exterminator

Fire/Alarm detection system

General contractor

HVAC system

IT/Computer consultant

Janitorial service

Lawn/Grounds

Legal advisor

Presenter Notes
Presentation Notes
List can make you realize the people you DON’T know….



INSURANCE POLICY

Talk with your city about this section. Most cities in Iowa are members of the Iowa 
Communities Insurance Pool (ICAP: https://www.icapiowa.com/).

Include the contact information for the person at the city responsible for managing 
the insurance polic(ies).

If your library has any additional insurance policies beyond your city’s ICAP 
participation, note them here:
[Company Name]
[Agent Name] [Agent phone number]
Include a copy of your polic(ies) with this plan
Policy Number:
Procedures required in case of emergency or loss:

Presenter Notes
Presentation Notes
Note that can have redacted versions of the plan available for wider circulation if there is sensitive information 

https://www.icapiowa.com/


VALUE 
ESTIMATIONS

Attach to this plan your Collection Value 
Estimation (pulled from your ILS); and your 
Furniture, Fixtures & Equipment (FFE) report.

Presenter Notes
Presentation Notes
If ILS does not produce a collection value estimation, can create your own spreadsheet, using the average list price for each subclass and adding in the number of titles you have in each.
Data obtained from GOBI Library Services, New Title Reports - Publishers profiled in the U.S. 



FACILITIES

• Floor Plans

• Main Utilities

• Fire

• Security

• First Aid



FLOOR PLAN, CLEARLY LABELED

• Exits
• Windows
• Stairways
• Elevators
• First-aid kits
• Water & smoke detectors
• Fire extinguishers
• Utility shutoffs



EVACUATION 
AND 

EMERGENCY 
PROCEDURES



L O C AT I O N S  O F  M A I N  
U T I L I T Y  S H U T- O F F  VA LV E S

• Main water shut-off valve

• Sprinkler shut-off valve

• Main electrical cut-off 
switch:

• Main gas shut-off

• Heating/cooling system 
controls



FLOOR PLANS 
– FOR SYSTEMS 

AND 
SHUTOFFS

Presenter Notes
Presentation Notes
Here you have an example of floor plans that are labeled with locations of important building systems equipment, such as water tanks, furnaces. It’s important to note special circumstances on the floor plans – the restricted section is stored on the 2nd floor of the library, so it’s normally kept locked. That would be important to know in an emergency that you’d need a key to get into that space. There’s also a list of locations of fire extinguishers, fire alarm pull boxes, and utility switch offs. Photos can also show very clearly where the shut offs are. All of this information is very important during the chaos of an immediate disaster. Again, this is designed to help you in the moment – you or emergency responders can quickly look at the floor plan and see where to go (if it’s safe to enter that space), and what you’re looking for to quickly shut off anything that needs to be and stop further damage. 



FIRE

List type and location of fire extinguishers

Other Fire Suppression Systems 
(by room or area)
• Describe/show for each (include photographs, if possible).
• Sprinklers:
• Fire hoses:
• Other:

Alarms:
• Describe/show for each (include photographs, if possible).
• Fire Alarm Pull Boxes
• Fire Alarm Annunciator Panel
• Smoke and Heat Detectors
• Water Detectors



SECURITY

• Describe/show for each (include photographs, if possible).

• Alarm system

• Keys/access badges (to what, to whom)

• Key boxes



FIRST AID

• Describe/show for each (include photographs, if possible)

• First Aid Kit Location(s):

• Defibrillator Location(s):



DISASTER RESPONSE 
SUPPLY INVENTORY

This tells you what you have 
on hand to help with 

response (or more likely, 
recovery).

Different kinds of supplies
• Personal Protective Equipment
• Cleaning Supplies
• Collection Salvage Supplies
• Recordkeeping & 

Communication Supplies

Presenter Notes
Presentation Notes
Now we’re moving onto the section where we record what supplies we have on hand to help in responding to an emergency situation. Disasters can be, and often are, messy, and having some essential supplies can help protect you and your space.  These supplies might get used in advance of an anticipated disaster, to contain the disaster during a response, or during the recovery clean up.. You’ll want to include a list of the supplies you have, where they’re stored, and ideally include stores or other sites where you can get more of those supplies.



SUPPLIES

Questions to ask:

What supplies do you have on 
hand? Where are they stored?

What supplies do you want? 
Where can you get them?

Who is responsible for 
inventorying supplies & equipment?

Presenter Notes
Presentation Notes
So to recap the supply inventory, determine what supplies you already have on hand and where they are stored, and ask yourself what supplies you want to get and where you can get them. 



CREATING THE PLAN: SUPPLIES

Presenter Notes
Presentation Notes
This is a blank example from the disaster plan template that lists types of supplies that are good to have on hand. You’ll see personal protective equipment like masks and gloves, collection salvage supplies like boxes and blotter paper, and cleanup equipment like fans, buckets, and mops. Recordkeeping supplies like paper and camera are very useful in documenting damage to your building and collections – important for insurance purposes, among other reasons.

The template allows you to record how much you have of each supply and where it’s stored. And as mentioned before, you may want to indicate where you can get more supplies, especially if they’re not something you can find at a regular store. Keep your inventory updated – you’ll want to check the supply cache from time to time and note when it was last checked.

Try keeping your supplies together in a bin or bucket to consolidate things and keep supplies together to grab easily in one go when you need it. Something plastic is ideal so that it's water resistant – unlike a regular cardboard box would be.



• For smaller, day-to-day incidents, it is helpful to have 
the following supplies on hand:

• Flashlights, plastic sheeting, PPEs, aprons, headlamps, fans

• It is also helpful, both for your institution as well as 
yourself, to have a trunk kit for when the in-house 
kit is inaccessible

• Hand tools 

• String, duct tape, caution tape, scissors, etc.

• Protective equipment 



CREATING THE PLAN: SALVAGE 
PRIORITIES

This tells you what is most 
important to be saved.

Includes:
• Technology
• Collections
• Administration

Presenter Notes
Presentation Notes
The most often skipped section of a disaster plan is collection priorities because it is the most difficult to come to consensus on are collection salvage priorities.  These will not always be easy to set and should include input from all departments.  Salvage priorities are not those things that should be grabbed when the building is on fire but those things that you will take care of first when you get access to your building again.  Human safety is the most important thing in disaster planning.  

When determining salvage priorities, first ask yourself what are the most important COLLECTIONS (not individual items, necessarily) to save.  Usually, these materials fall into the following categories and in this order:
Vital institutional information (charter, deeds, personnel records…), especially stuff that does not have a digital backup OR the digital backup is not considered a legal surrogate
Items on loan
Collections that directly support your mission
Unique and/or most valuable collections
Collections most used and/or most vital for research
Items most prone to damage if untreated
 
You also want to ask yourself what is replaceable.  If it can easily be replaced, it should not be a priority unless there are specific provenance issues.  In many instances, it is less expensive to replace than salvage – especially for public library or general circulating library collections.  

Don’t forget to consider digital assets in the above categories!
 
Be sure to not only have a list of collections, but also have some way to locate those collections within the institution.  It often helps to create a map with color coding.  Some disasters will strew collections all over and having some relational guide to debris can be invaluable during salvage.





CREATING THE 
PLAN: SALVAGE 

PRIORITIES

Questions to ask:

What records would you need to 
continue operating your library?

What catalogs and other records about 
your collection exist and in what format?

Do you have irreplaceable materials like 
rare books or a local history collection?

Presenter Notes
Presentation Notes
Here is another set of questions to ask yourself while creating this section. What administrative records would you absolutely need to continue operating your institution? What catalogs and other bibliographic records do you have about your collection? And do you have any valuable or irreplaceable materials like a local history collection that would need to be prioritized over the general circulating collection? And, once you know what the salvage priorities are, where are they located? And should you indicate or tag the items somehow to show that they are priority?

Determining priorities can take time, but it’s essential to being able to bounce back after an emergency. It ensures that you can keep operating, that you have information about your holdings, and that the irreplaceable stuff is protected and preserved.



TECHNOLOGY BACK-UPS AND 
PASSWORDS

Be judicious about which version(s) of the plan you include login 
information in! However, more than one person should know where to find 
it, and it should be in more than one place (not just inside the building).

Desktop password:
Password manager login (or list passwords for specific applications 
and websites):
Website password:

Be aware of how frequently your digital assets are backed up.

Presenter Notes
Presentation Notes
Imagine you might need to operate remotely and work on a different computer that doesn’t have your passwords memorized  – what do you need to know to maintain regular operations?  The pandemic may have prepared you better for this possibility.
Data back-up…happening?



TECHNOLOGY:  HARDWARE & 
SOFTWARE INVENTORY

Computer make/model Location Drives, configuration, 
software



SALVAGE PRIORITIES:  
COLLECTIONS AND ADMINISTRATION

Filing 
cabinet 
drawer of 
accession 
records

Computer 
containing 

administrative 
records

Presenter Notes
Presentation Notes
Here is an example from our sample plan. In this situation, the Hogwarts Library has some special object collections that would need to be prioritized over general circulating book collections. This is the rare stuff. Library staff have also gone through and marked with colored tags that indicate whether something is a high priority or medium priority. For stuff on shelves, you could put reflective tape or colored tags. Flagging priorities is going to be incredibly useful when you have many hands going into the space – it’s a simple system and you know what to look for quickly. The library has also indicated which of their collections records are important to save and their administrative records that they’d need for operations. Each set of records has a description of where in the building they’re located and what they look like.




ABOUT THIS PLAN

Date Plan Last Revised: _____________________

Locations Where This Plan Is on File

In-House: ______________________________________________________________

_____________________________________________________________________________

Off-site: ________________________________________________________________

_____________________________________________________________________________

Person(s) responsible for reviewing this plan annually and revising as needed:

__________________________

__________________________



CREATING THE PLAN: EMERGENCY 
RECORD

Can you easily recover information about any past 
events?

Resolve to keep a record (written and photographic) 
from this point forward

Presenter Notes
Presentation Notes
We’re now moving on to the final section of the disaster plan – the record or history of previous emergencies or disasters that your institution has faced. What’s happened in the past will tell you what’s possible and what might be likely to happen again. 

This section will require a little research by asking long-time or former employees to search through their own memories of past incidents. If your administrative records have any past insurance claims, you can see what happened to initiate those claims. 



CREATING THE PLAN: EMERGENCY 
RECORD

Use and repeat this part of the plan to document emergencies that have occurred. Take 
note of the details below, and update the plan as needed to respond to future events.

Type of Disaster:
Date & Time of Incident:
Additional details:

Damage to building:

Damage to collection:

Changes needed to plan:

Changes needed to team:

Changes needed to any vendors/suppliers:

Timeline to implement changes:

Presenter Notes
Presentation Notes
In our example, the Hogwarts Library briefly describes two past incidents – an attempted break-in into the restricted section, and a haywire raining hex caused by a second-year study group that caused water damage to a small section of the collection. You’d probably want your description of past incidents to be more detailed than in our example, and you’d want to include what happened, when, what was affected, and what resources needed for recovery, including money, time, personnel, and any vendors who were involved.

And if you can't reconstruct what happened in the past, that's okay. Keep this space for anything that happens in the future. Be sure to write down what happens during any emergencies going forward.



CONGRATULATIONS!
AND



A DISASTER PLAN IN HAND 
IS JUST THE BEGINNING



DISTRIBUTION & STORAGE

WHO NEEDS 
THE PLAN?

WHERE SHOULD 
IT BE STORED?

Presenter Notes
Presentation Notes
First, you need to make sure the plan is accessible to your staff. Distribute copies to your team members and all other essential staff members who have a role to play in the event of a disaster. 

You’ll need to think about where to store the plan. Hard copies are great in different locations. Maybe somewhere in the cloud that’s easily accessible. That’s the key to having the plan – that it’s accessible, and that people will be able to get to it when it’s needed. If the only copy of the plan is stored on a computer drive that crashes or in a three-ring binder on site when the building is on fire – the plan won’t do you much good then. Having multiple copies is also key. Remember the old saying: “Lots Of Copies Keeps Stuff Safe.” Have backup copies! Many people keep copies of their disaster plan in their car. Ideally a printed version is best so it's not reliant upon electricity and internet, if those happen to be out. 

The other thing that is important to remember is that this plan contains sensitive information about your building and institution – private phone numbers, passwords, floor plans, systems information, insurance information. This is information that should not be made public. This is an internal document, not something to be published widely on your website for everyone to see. The details in the plan, if in the wrong hands, could make you vulnerable to theft or vandalism. Just remember to have multiple copies for everyone who needs the plan and keep it away from the eyes of everyone else. You can also maintain two different versions – the full plan for only the handful of people who need it, and a redacted version that can be shared more widely.



PROMOTE PREPAREDNESS

• Keep refreshing:  make sure response team members know 
their role and responsibilities

• Leverage Mayday and National Preparedness Month

• Communications

• Send emails to library staff and volunteers

• Discuss periodically at meetings

• Announce disaster plan in a newsletter

• Action!  (training…)

Presenter Notes
Presentation Notes
The plan also does no good if staff and volunteers are unaware of it, or if they don’t know how to implement when the time comes. The best way to ensure good response when needed is to keep the plan in people’s minds. Promote it – keep raising awareness. Here are just a few ideas for promoting the plan and emergency preparedness in general: announcing it in a newsletter, sending out periodic emails, discussing it periodically at meetings, and scheduling semi-regular training activities, such as the suggestions here. Make sure each person knows what their role entails. Practice evacuation drills. Lean how to use a fire extinguisher. Tabletop exercises can be useful – theoretical scenarios where you run through your plan together. 

You do not have to do the training all by yourself! There are external organizations that can help you with some of the bigger ones. Ask your local fire department for fire extinguisher training. An organization like your local emergency management department could help with tabletop exercises and running drills. Promotion and training, again, take time and effort just like drafting the plan, but it’s worth the investment. Every time your staff is exposed to these skills and information, it will help them to retain it and will help reinforce proper, timely action when it’s needed.



KEEP IT ENTERTAINING?

The Office (U.S.) Fire Drill scene: 
https://www.youtube.com/watch?v=gO8N3L_aERg

https://www.youtube.com/watch?v=gO8N3L_aERg


TRAINING

• Tabletop exercises (discussion)

• Functional exercises (hands-on)

• Evacuation drills

• Fire extinguisher use

• Full-scale exercises (simulation)

(ask external resources for help!)



SAMPLE SCENARIOS

• Torrential rains are expected to hit in 3 hours with widespread flash flooding

• The power goes out while the library is hosting the annual Friends of the 
Library holiday party 

• A person in distress is shouting obscenities & begins splashing the new fiction 
display with an unknown liquid

• The young adult section, which is in the library basement, is filling with water & 
the electricity is still on 

Presenter Notes
Presentation Notes
Focus on most likely scenarios for your library.



MAINTAINING THE PLAN

Remember: Disaster plans are living documents!

1. Establish a schedule to review information (annually is ideal)

2. Revise after each training session

3. Promptly distribute updates



RESOURCES FOR
TABLETOP EXERCISES

• Exercising your Disaster Response Plan 
(Connecting to Collections) 
https://www.connectingtocollections.org/exercisingy
ourplan/

• Sample scenarios and questions to talk through 
(Library of Congress) 
https://www.loc.gov/preservation/emergprep/plan/s
cenariosII.pdf

• Elaborate IT-related scenario (Brandeis University) 
https://library.educause.edu/resources/2015/9/brand
eis-university-2015-disaster-recovery-tabletop-
exercise-plan-explan

https://cool.culturalheritage.org/byauth/silverman/day/

https://www.connectingtocollections.org/exercisingyourplan/
https://www.loc.gov/preservation/emergprep/plan/scenariosII.pdf
https://library.educause.edu/resources/2015/9/brandeis-university-2015-disaster-recovery-tabletop-exercise-plan-explan


THANK YOU! 
QUESTIONS?

Rachel Onuf
Vermont Historical Records Program
Vermont State Archives & Records 

Administration
1078 US Route 2, Middlesex

Montpelier, VT 05633
802-622-4092

rachel.onuf@vermont.gov
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