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Introduction

Plan Importance 

Emergency situations ranging from inclement weather to medical crises have the capacity to hinder a public institution’s daily operations. Maintaining an updated and comprehensive Emergency Preparedness, Response, and Recovery Plan can prevent panic, lessen the severity of damages, and ensure an organized and speedy operational recovery. As a public service institution of great importance to the community, the following plan has been designed to aid the (NAME) Public Library in times of emergency. 

Plan Purpose 

The following plan will house relevant facility-related information to aid in preparedness efforts, establish instructions on how to respond during specific emergencies and provide information to assist in the recovery process. This plan maintains two primary objectives: 

· First: the prioritization of patron and staff safety. 
· Second: minimizing damage to the library’s building, collections, and technology. 

Scope 

The (NAME) Public Library’s Emergency Preparedness, Response, and Recovery Plan encompasses the main facility. The following emergency events will be addressed in this order: General evacuation, fire, tornado and severe storm, ice and snowstorm, medical emergency, flooding, power failure, violence and criminal activity, equipment or systems failure, bomb threat, and active shooter. This plan will not account for incidents involving explosions at any scale or the presence of chemical and hazardous material spills. While endeavoring to be as comprehensive as possible, this plan cannot provide absolute solutions for every incident. In an unaddressed emergency, one must use their best judgment and contact library administration. Furthermore, any differing instructions given during an incident by Library leadership/designee or safety official will take precedence over the directions of this plan. 

Distribution 

Versions of this plan will exist in both physical and electronic forms. The Library Director and Assistant Director/other designated person will each possess a physical copy of the Emergency Plan. An electronic copy, composed of easy-access hyperlinks, will be available to staff members via secure means. The heads of each department and all Disaster Response Team members will receive a condensed version of this plan in the form of a Quick Response Guide featuring their specific responsibilities amidst an emergency. 

Plan updates 

This plan will undergo an annual review process by the library administration to maintain relevancy. The Library Director will initiate this review process. Emergency plan refreshers and updates will also be conducted with staff members annually.

Preparedness

Employee and Partner Awareness 

All new employees will be briefed on emergency procedures during orientation and provided access to the complete Emergency Plan through the staff internet. 

New employees, student volunteers, and library partners will all receive personal Quick Response Guides. 

System Maintenance 

Fire alarm and sprinkler system maintenance: Example-Undergo annual inspection. 

Plumbing inspection and electrical maintenance: Example-Will occur on an as-needed basis. 

Security: (note your current ability) 

Computer Backups: (note your current ability)

Local file server: (note your current ability)

Locations of Building Utilities, Emergency Systems, and Equipment 

Building: ____________________________________________________________________             List locations and attach the floor plan (use letters to indicate locations on the floor plan).
A. Main Utilities

1. Main water shut-off valve: _______________________________________________

2. Sprinkler shut-off valve: _________________________________________________

3. Main electrical cut-off switch: _____________________________________________

4. Main gas shut-off: _____________________________________________________

5. Heating/cooling system controls: __________________________________________

B. Fire Suppression Systems (by room or area)

1. Fire extinguishers: ____________________________________________________

2. Fire hoses: ___________________________________________________________

3. Other: ___________________________________________________________

C. Fire Extinguishers (label by number according to type)

1. Type A – wood, paper, combustibles

2. Type B – gasoline, flammable liquid

3. Type C – electrical

4. Type ABC – combination

5. Halon

D. Fire Alarm Pull Boxes (use floor plan)

E. Smoke, Heat Detectors, CO2, Other (use floor plan)

F. Water Detectors_________________________________________________________

G. First Aid Kits

1. Type/Function (Location): _______________________________________

2. AED: _________________________________

H. Rechargeable Flashlights: ___________________________________________

I. Radios

1. Transistor radios (for news): _______________________________________

2. Two-way radio (for communication): _________________________________

J. Phones

1. Land Line/ Facility mobile: _______________________________________

K. Public Address System

1. Social Media/Call system: _______________________________________

2. Public/Private Partners: _________________________________

L. Generator Access: _________________________________

M. Servers Access: ___________________________________

N. Recommended Tornado shelters:

1. Facility/ Alternate: _______________________________________

O. Elevator controls: _______________________________________

P. Exit(s)/Stairwell(s): _______________________________________

Q. Keys

1. Key boxes: ___________________________________________________________

2. Individuals with master and/or special keys (attach a list with names, titles, and keys in possession).

Emergency Supplies 

Disaster Supply Kit: 

The Library’s Disaster Supply Kit is held in (LOCATION). Listed below are the recommended contents of a Disaster Supply Kit. Any absent supplies will be added as obtained.
Disaster Supply Kit Recommendations: 

Fans: 

First - Aid Kits: 

The following contents need only be present in one Primary First-Aid Kit. All other kits will contain fewer and more common first-aid items. 

Primary First-Aid Kit: (Items and Note Location)

Common First–Aid Kits: (Items and Note Location)

Blood Borne Pathogens Kit: (Items and Note Location)

Any medical materials exposed to blood or any other bodily fluid must be placed in the bio-hazard bag and can be disposed of in the proper receptacle. 

Rechargeable Flashlights: (Note Location)

Emergency Service Contacts
Emergency Services




Company/Service and Name of Contact

Phone #

Security: _____________________________________________________________________

Fire Dept.: ___________________________________________________________________

Police/Sheriff: ________________________________________________________________

Ambulance: __________________________________________________________________

Other: _______________________________________________________________________

Maintenance/Utilities

Janitorial Service: _____________________________________________________________

Plumber: ____________________________________________________________________

Electrician: ___________________________________________________________________

Locksmith: ___________________________________________________________________

Carpenter: ___________________________________________________________________

Gas Company: ________________________________________________________________

Electric Company: _____________________________________________________________

Water Utility: _________________________________________________________________

Insurance

Risk Management: _____________________________________________________________

Insurance Company: ___________________________________________________________

Agent/Contact: ________________________________________________________________

Policy Number: _______________________________________________________________

(Attach a copy of the policy.)

Self-Insured? ____ If yes, list contact: ______________________________________________

Conservators/Specialists 

Paper & Books: _______________________________________________________________

Photographs: _________________________________________________________________

Computer Records: ____________________________________________________________

Emergency Services (cont.)

Recovery Assistance

Preservation Resource: _________________________________________________________

Preservation Resource: _________________________________________________________

Disaster Recovery Network: _____________________________________________________

Local Freezer Companies: ______________________________________________________

____________________________________________________________________________

Disaster Recovery Service: ______________________________________________________


Account pre-established? ___________ 
Account Number: ____________________


(Attach a copy of the contract.)

Services available:
_________ Water Recovery

__________ Freezer




_________ Vacuum Freeze Dryer
__________ Fire Recovery




_________ Mold Remediation
__________ Environmental Control

Disaster Recovery Service: ______________________________________________________




         ______________________________________________________


Account pre-established? ___________ 
Account Number: ____________________


(Attach a copy of the contract.)

Services available:
_________ Water Recovery

__________ Freezer




_________ Vacuum Freeze Dryer
__________ Fire Recovery




_________ Mold Remediation
__________ Environmental Control

Exterminator: _________________________________________________________________

Other 

Legal Advisor: ________________________________________________________________

Architect: ____________________________________________________________________

Disaster Response Team Contacts/Disaster Response Team Responsibilities 

Disaster Team Leader/ PIC: (NAME) 

· Coordinates all recovery efforts. 

· Consults with and supervises all members of the Disaster Team. 

· Assign further tasks as necessary. 

Supplies Coordinator: (NAME) 

· Maintains all in-house disaster response supplies. 

· Conducts yearly inspections of fire extinguishers, first aid kits, flashlights, two-way radios, and other supplies as required. 

· Orders/coordinates supplies, equipment, and services with other team members. 

Collections Recovery Specialist: (NAME) 

· Keeps up to date on collection recovery procedures and techniques. 

· Manages any in-house collection recovery efforts. 

· Trains and coordinates other staff in recovery procedures if necessary. 

Technology Coordinator: (NAME) 

· Assesses damage to technology systems, hardware, software, telecommunications, etc. 

· Decide on recovery strategies. 

· Communicates any external technological services, supplies, or equipment needed. 

Building Recovery Coordinator: (NAME) 

· Assesses damage to the building and its systems. 

· Decide on recovery strategies. 

· Communicates any building-specific external services, supplies, or equipment needed. 

Public Relations Coordinator: (NAME)

· Coordinates all communication with the media and public regarding the disaster. 

· Provides regular updates, specifically on social media. 

· Coordinates with response agencies on communications as needed. 

Documentation Coordinator: (NAME) 

· Maintains a written and photographic record of all damaged materials for insurance and other purposes. – See Appendix G for the Disaster Recovery form. 

· Tracks collections as they are moved during salvage and treatment. 

Facility Evacuation Responsibility: 

In the event of an evacuation, the person in charge will ensure that all assigned areas are clear before exiting the building. 
Emergency Closure Checklist 

The (NAME) Public Library will make every effort to maintain regular hours of operation but may be forced to close if conditions warrant. The Director, or in the absence of the designated Person in Charge (PIC), will make decisions pertaining to emergency library closure. 

1. Notify the media: (NOTE Procedure) 

2. Physical Notification: Post signs on the entry doors and delivery doors indicating when the library is closing and why. 

3. Social Media: Post notices on the website, catalog, and via social media sites. 

4. Message Change: Change the greeting & the overnight phone message. 

5. Alerts: Send all staff text alerts and email alerts. 

6. Volunteer Notification: Notify any scheduled volunteers. 

7. Create a schedule for book drop pickups: 

8. Close Building: (Note Procedure)
Salvage Priority List 

In the event of a catastrophic emergency or disaster, the following items will be recovered, removed, or secured based on a linear system of importance after all life safety measures have been taken. 

1. Salvage Priorities – Collections 

Below are those portions of the collection to which salvage priorities have been assigned.

Priority
 Call Number

Location
   Size of Collection
          Special Notes

2. Salvage Priorities – Bibliographic Records 

Listed below are the priorities for salvaging bibliographic records necessary to reestablish the integrity of the library collection.

Priority
 Records
          Format
 
        Location          Special Notes 

3. Salvage Priorities – Administrative Records

The priorities for salvaging administrative records vital to recovery operations are listed below, including personnel records.

Priority
 Records
          Format
                     Location
          Special Notes

4. Salvage Priorities – Other

Priority
           Format
                     Location                      Special Notes

Emergency Procedures

Person in Charge 

The “Person in Charge,” or “PIC,” is the leading actor in response to all emergencies within the library. They are responsible for directing emergency procedures and, if applicable, will receive secondary assistance from the on-duty security officer. The Person in Charge is determined based on availability. 

General Evacuation 

Evacuation announcement: 

May I have your attention. There’s a situation in the library that warrants immediate evacuation of the building. For your safety, we ask that all patrons and staff [exit the building or move to the lower level] immediately in a calm and orderly manner]. Staff will direct you to the nearest exit. If you need assistance exiting the building, please contact any staff member. Thank you. 
Emergencies warranting an evacuation of the building will be conducted as follows: 

1. A staff member in Accounts will make the evacuation announcement over the PA system, instructing everyone within the library to evacuate the building. 

2. Staff exiting the building should remain calm and direct patrons to the nearest exit in an orderly fashion. 

3. Do NOT lock doors on the way out or go back inside for any reason. 

4. Staff members should clear the areas and then leave. If patrons refuse to exit promptly, you MUST leave. Do NOT compromise your safety. 

Fire 

Fire-related emergencies will be conducted as follows: 

1. In the event of a fire, if alarms do not sound, call 911 and notify patrons over the intercom. (Note information regarding fire detection system as in example: The fire detection system is monitored 24x7 by a specialized vendor and will call for emergency assistance when automatically triggered.) 

2. Upon hearing the fire alarms or announcements, staff should direct patrons to the nearest stairwell or building exit. 

3. Exit quickly and calmly – do NOT attempt to take anything with you or use the elevators. 

4. Staff members should NOT allow patrons to gather outside the entrance as this is unsafe. 

If you encounter smoke while exiting the building: 

· Crawl or crouch low to the ground while attempting to exit. 

· Do NOT crawl on your belly, as toxic fumes can settle in a thin layer above the ground. 

· If possible, cover your mouth with a damp cloth or breathe as shallowly as possible, holding your breath when able. 

· If forced to advance through flames, hold your breath and cover your head and hair. 

· Move quickly with head down and eyes closed. 

In the case of a minor fire: 

1. Call 911. 

2. Locate and acquire a fire extinguisher. 

3. Attempt to extinguish the minor fire per extinguisher instructions. 

Tornado & Severe Storm 
A Tornado Watch means that tornadoes are likely to occur in the watch area. A Tornado Warning means there is an imminent threat. A tornado has been sighted in the area or has been indicated by radar. Emergencies involving tornados and other severe storms will be conducted as follows: 

1. If severe weather is imminent or a Tornado Watch has been issued for the area, the PIC will carefully monitor online weather forecasts. 

· During high winds, hail, or other dangerous travel conditions, staff and patrons will be encouraged to stay in the building and away from windows until severe weather has subsided. 

2. If a Tornado Warning has been issued, the PIC will make a PA announcement directing everyone to move to the lower level. 

· If the PA system is not working, the PIC will ask staff members to notify patrons in their areas. 

3. Staff members will direct patrons to move orderly to the lower level. 

4. All patrons in the building MUST go to the designated safe area but can NOT be forced to stay in the building. 

· If patrons leave of their own accord, staff members should make NO efforts to follow. Patrons will NOT be allowed to wander the building. They should be informed that their options are to take shelter or leave the building. 

5. Once all patrons are downstairs, Staff members will move to safe areas – taking flashlights and two-way radios. Accounts staff will secure the cash register. 

6. All entry doors will remain closed but unlocked. 

7. The PIC will verify that all staff members are accounted for. 

8. As dictated by the storm’s severity, staff and patrons will hunker down in designated safe spaces on their knees with their hands protecting their faces and neck. 

9. Following a tornadic event, any injuries or damage will be reported to the PIC, and appropriate action will be taken. 

10. Staff and patrons will remain in designated safe areas until the all-clear has been sounded. 

Ice and Snowstorm 
If snow or icy conditions are present, the following will occur. 

1. The library Executive Director, or in their absence, the Person in Charge, will determine if the library should close due to hazardous traveling conditions. 

· City street conditions, travel advisories, and closure of other organizations will all be considered. 

2. If closure has been decided upon, staff will conduct activities present on the Emergency Closure Checklist. 

In the instance that conditions become too hazardous to leave and people use the building as shelter, remember the following: 

· Occasionally turn on sinks and faucets to prevent pipes from freezing. 

· If a pipe does burst, be familiar with the location of the main water valve. 

· Make sure all patrons stay as hydrated and warm as possible. 

Medical Emergency 
In the event of a minor or major medical emergency, procedures are as follows: 

If staff are aware of patrons undergoing a medical emergency, they must first identify the severity. 

If conditions are minor (cuts, bruising, etc.) 

1. Staff members will acquire a first aid kit. 

2. With the victim’s consent, they may assist them. 

· If a child is minorly injured, give the first aid kit to their parent or contact the parent if one is not present. 

If conditions are serious (unconscious, convulsions, not breathing, etc.) 

1. When presented with potentially life-threatening medical emergencies, staff members MUST immediately call 911 and notify the Person in Charge. 

2. Assess the victim to convey their condition to emergency personnel properly. 

· This includes consciousness, symptoms, behavior, medications, etc. 

3. Do NOT attempt medical care unless you have been appropriately trained – especially when handling blood or other bodily fluids. 

· Security officers and other staff members trained to use AED equipment may do so if circumstances permit. 

4. Do NOT move the victim unless directed to do so by 911. 

5. Direct someone to wait outside and lead in emergency personnel. 

6. Stay with the victim until help arrives. 

7. Staff should also offer to notify the victim’s family or friends. 

8. If bodily fluids were present within the library, trained Facilities staff should secure and properly clean that area. 

Flooding 
In the event of flooding in the building, procedures are as follows: 

1. The PIC should be notified of the flooded area and proceed to contact the electric company. 

2. The affected area will be blocked off due to potential electrocution-related safety concerns. 

3. NO attempt should be made to move materials or equipment out of the area. 

4. The area will NOT be re-entered until the electric company has disconnected the electricity to the building. 

5. The area can then be reentered, and the cleaning and recovery process can begin.
6. As much water as possible will be extracted using existing carpet cleaning equipment. Library-owned fans and an HVAC system will be used to dry out the area. 

Power Failure 
If the building were to lose power, procedures are as follows:

1. The Person in charge will call the local electric company to report an outage and get an estimate of how long it is expected to last. 

2. If the power failure lasts more than 30 minutes, the Library Executive Director or other Person in Charge must determine whether the library must be closed and cleared of patrons. 

3. The PIC will announce closing, and the building will be cleared. 

4. Staff members will remain in the building unless instructed otherwise by the PIC. 

5. If the power is to be restored within a few hours, the library will likely plan to reopen. 

6. Depending on weather and available daylight, staff members may be asked to stay until the building reopens to the public – but ONLY if weather conditions warrant their stay. 

7. If staff is being sent home, supervisors will notify staff members scheduled to work later in the day. 

8. Upon closure, the Person in Charge will initiate the Emergency Closure Checklist. 

9. When the library reopens, the Person in Charge will notify supervisors (or their alternates) who will begin recalling department members. 

Equipment or Systems Failure 
Responses to system failures are specific to the system affected. As such, responses will vary based on circumstance – of which there are too many to account for individually. 

Possible scenarios include: 

The extensive possible points of failure require individualized responses from the library’s service providers. 

Violence and Criminal Activity 
If violence or criminal activity is present within the library, procedures are as follows: 

The (NAME) public library possesses a NO TOLERANCE policy towards criminal activity or violence. 

1. In the event of reported violence or criminal activity, 911 will be notified. 

2. In the event of physical violence, the security officer will attempt to de-escalate the situation and notify the proper authorities verbally. 

3. If a coworker is having a confrontation with a patron or is in a potentially dangerous situation, other staff members should remain in the area and help, if necessary, ultimately waiting for the proper authorities to arrive. 

Bomb Threat 
If a bomb threat is placed to the library, either over the phone or through the mail, procedures are as follows: 

1. Remain calm. If over the phone, keep the caller on the line for as long as possible. Do NOT hang up, even if the caller does. 

2. If possible, fill out the Bomb Threat Checklist (Appendix) with as much detail as possible. In any case: 

3. Pay attention to exact wording, gender, age, emotions, state, time of call, etc. 

4. Try to keep the caller talking to learn more information. 

5. If possible, write a note to a colleague to call 911, or … 

6. Immediately upon termination of the call, do NOT hang up, but from a different phone, contact authorities immediately with information and await instructions. 

7. If a bomb threat is received by email, do not delete the message; if given a note, handle it as little as possible. 

8. Do not move or touch suspicious packages. 

9. No citizens or staff members should attempt to locate the bomb. 

10. In any instance of a bomb threat, the PIC will initiate a General Evacuation of the building. 

11. Do NOT use cell phones or two-way radios while still in the building – radio signals can potentially detonate a bomb. 

12. Once the Police Department has issued all clear, the building may be re-entered. 

Active Shooter 
Active shooter situations are unpredictable and evolve quickly. Active shooter situations are often over within 10 to 15 minutes, so before law enforcement arrives on the scene, individuals must be mentally and physically prepared to deal with an active shooter situation. 

These are the actions recommended by Homeland Security. Check with local law enforcement for updates and local guidance: 

Avoid (run): 

· Exit the building if you can do so safely (your first & best option). 

· Leave belongings behind. 

· Always keep your hands visible. 

· Keep others from going into danger if you can do so without endangering yourself. 

· Don’t try to move or assist the wounded. 

Deny (hide): 

· Hide in a locked room if possible. 

· Block entry with anything you can, lock the door, and turn off lights. 

· Silence your cell phone. 

· Try to call 911 if possible; if you can’t talk, leave the line open. 

Defend (fight): 

· As a last resort, be aggressive and committed. 

· Throw items and attempt to incapacitate the shooter. 

· Work as a group if possible. 

When Law Enforcement Arrives: 
· Keep hands visible. 

· Follow directions - don’t point, yell, or scream. 

· Don’t ask officers for help; they prioritize removing the shooter. 

· Don’t make quick or sudden movements. 

· Shelter until told otherwise. 

Collections Salvage

Introduction 
While many of the Historic Documents within the library’s collection are duplicates or not of top priority, understanding basic recovery procedures enables proper action to be taken if needed. The following sections will include salvage terminology, necessary contacts, general salvage practices, and a breakdown of in-house salvage procedures specific to the library’s more specialized historical collection, including books, microfilm, and maps. General Collections salvage procedures will include electronic media and computers. 

Assessment Terminology: 
· Dry: Items are completely unaffected. Please pay special attention to these items, which must be removed from the affected area to prevent mold growth. 

· Damp: Items are slightly cool to the touch, but wetness is not immediately evident. It is easy to overlook items in this category; as such, they are especially prone to mold formation. 

· Slightly wet: To some extent, these items have been in immediate contact with water. They will exhibit staining to the text block, binding, folder, or pages no more than one-half inch from the edges. 

· Wet: Items will exhibit staining more than one-half inch from the edges up to complete saturation. 

Technique Terminology: 
· Salvage techniques differ depending on the specifics of the medium, how many materials were impacted, and the nature of the disaster. Techniques will be separated into what can be done In-House and what must be sent away for treatment by professionals. 

In house:

· Air drying: Air drying is suitable for small quantities of books (less than 100 volumes) that are not thoroughly soaked. It requires time and attention but can be successful. Blast freezing services are available commercially. 

Out of house:

· Freezing: Freezing wet materials will stabilize them and provide you with time to determine your course of action. Mold will not grow, and further deterioration from water will not occur when materials are in a frozen state. Freezing is an intermediate step. Materials must be dried afterward. 

· Freeze drying: Wet materials are placed in a vacuum chamber that pulls the moisture. Materials dried by either vacuum method will not look like new. They will show signs of swelling and distortion, and tidelines may be present. It is suitable for large quantities of books and very wet books. 

· Vacuum Freeze drying: This is the safest and most successful salvage method for paper, although it is also the most expensive. It involves placing in a sublimation chamber under a high vacuum and applying heat. It is suitable for large quantities of books. Wet-coated paper can only be dried by this method. 

· Dehumidification: A unique technique in which very large fans and dehumidifiers dry the entire building and most of the contents.
General Salvage Practices 
Many of these steps can and should be handled by applicable members of the Disaster Response Team. 

Stabilization:
The environment must be stabilized before materials can be removed. Do NOT enter damaged areas until given authorization by fire, law enforcement, or other public safety personnel. 

· Make sure all areas are safe before entering to initiate recovery procedures. 

· If water is present, avoid the area until the electricity has been turned off. Safety is always the top priority. 

· Pumps may be needed to remove standing water. 

· Fans will keep air circulating. 

· Temperatures should be kept below 70 degrees F and relative humidity at around 50%. 

· Dehumidifiers may be used to lower the humidity in small, enclosed areas. 

Damage Assessment: 
· Ascertain how much and what type of damage has occurred. 

· Take stock of the approximate number and type of materials affected. 

· This will significantly affect the recovery process and help determine which techniques must be used. 

· Determine which items can be replaced, what can be salvaged in-house, and whether outside help is required. 

· If possible, take photos of the space to document all damage to the building, equipment, and library materials. 

Removal 
Materials should be handled with care during the removal process. 

· Consult the Salvage Priority List when determining which items to recover first. 

· Determine the degree of damage sustained by materials. All items of the same category (book, microfilm, map) that maintain similar levels of damage will be grouped. 

· When sorting materials, identify any parts of the collection that should be written off as a loss. 

· If being relocated to a different part of the building or a separate location, book carts, dollies, and boxes will be used as needed. 

· Make sure to label all boxes with content, quantity, condition, and priority. 

Staging 
Attempting collections salvage at any level requires a proper staging area. 

· Locate and prepare a clean area to sort and dry material. 

· If possible, lower the area’s humidity by reducing temperature and increasing ventilation. 

· High humidity promotes mold growth in wet materials. 

· Keep air circulating in areas where wet material is being handled. 

· Different areas are needed for the different salvage procedures: drying, washing, and packing. 

· Workrooms should be separated from the affected area. 

Restore the Area: 
The area must be thoroughly cleaned after removing the damaged items and stabilizing the environment. Walls, floors, ceilings, furniture, and equipment must be scrubbed with soap, water, and a fungicide. Carpeting should be carefully examined, as mold will develop rapidly. Removal of smoke odor and fogging with fungicides or insecticides should be performed only by professionals.
Collections Salvage Procedures 
Due to the specialized nature of many collections salvage techniques, this section will focus exclusively on techniques that can be done in-house to treat water and mold-damaged materials. 

Salvage of Water Damaged Historic and General Collections 
Materials list: 
· Unprinted Newsprint 

· Paper towels 

· Blotter paper 

· Lightweight fans 

· Dehumidifiers 

Damp & Slightly Wet Books: 
· Open volumes carefully. 

· Stand volume on its end with pages slightly fanned out. 

· Volumes should be stood on the drier end. 

· Support heavy covers with folded wedges of paper toweling or cardboard. 

· Set up fans to accelerate drying and prevent mold growth. 

· Fans should be directed up to keep air moving in the space, not to blow directly at the materials. 

· To minimize distortion of the edges, lay volumes flat under light pressure just before drying is complete. 

Wet/Saturated Books: 
· Do NOT open – wet paper tears easily. 

· Set volumes on their heads atop absorbent paper. Pages tend to droop within the binding when a volume is shelved upright, so setting it on its head will help counteract this. 

· Plastic sheeting should be placed under the paper towels or unprinted newsprint to protect tabletops. 

· Turn the volumes right side up when changing the paper beneath them. 

· Their position should be reversed each time the paper is changed and the wet paper removed from the area. 

· Covers may be opened slightly to support the volume. 

· Aluminum foil may be placed between the cover and the text to prevent staining from the binding dyes. 

· When most of the water has drained, carefully open the book to no more than a 45-degree angle. 

· Keep the volume in an upright position, fan it open, and place it on several sheets of absorbent paper. 

· Place interleaving sheets at intervals of about 25 leaves (50 pages). 

· Complete the interleaving by placing clean blotter paper inside the front and back covers. 

· Change interleaving frequently. Do not reuse interleaving paper. 

· When volumes are dry but still cool to the touch, they should be closed and laid flat on a table or other horizontal surface, gently formed into the normal shape, and held in place with a lightweight. 

· Do not stack drying volumes on top of each other. 

· You may use a moisture meter to determine whether the paper is dry - normal dry paper generally has about 7% moisture content. 

· Check often for mold growth while books are drying. 

· In no case should they be returned to shelves until thoroughly dry. 

Leather or Vellum Bound Books: 
· Air Drying may be used for items that are not very wet. 

· Books are stood upright and gently fanned open to dry. 

· However, Freeze Drying is the preferred and more effective method. 

Books with Coated Paper: 
· Requires that each page be interleaved with a non-stick material such as silicone release paper, Hollytex, or wax paper. 

· If the leaves cannot be separated without further damage, the book cannot be air-dried successfully and must be prepared for Vacuum freeze-drying. 

Oversized Volumes: 
· Must lay flat and should be turned when the blotter is changed. 

· Pages should be interleaved with sheets of un-inked newsprint or blotting paper that change as it becomes saturated. 

Maps/Paper Records: 
· Damp material may be air-dried by separating the items and spreading them face up on a table covered with paper towels or other absorbent material. 

· Change the towels as they absorb moisture. 

Microfilm: 
· Salvageable items must be processed in a lab within 3-4 days. They should be kept wet until that time. 

· Do not get reels or fiche more wet than they already are. 

· Instead, place them in a plastic bag or plastic wrap to maintain their state of wetness. 

· Truly waterlogged film should be transferred to plastic containers filled with clean, cold water. 

· Contact outside restoration services for assistance. 

Computers: 

· DO NOT handle wet equipment that is still turned on. 

· DO NOT turn on equipment that might be wet. 

· Wet equipment that has been turned off can be positioned to let water drain out. 

CDs and DVDs: 
· Discs must be cleaned and air dried within 48 hours – ideally as soon as possible. 

· It is usually easier to discard wet disks if backup copies are readily available. 

· Remove discs from their cases. 

· Handle discs by their outer edges only. 

· Rinse disks in cool, clean tap water, followed by distilled water. 

· Blot off excess water with a soft, clean, lint-free cloth or cheesecloth. 

· Place discs flat on tissue with the label side down to air dry. 

Salvage of Mold Damaged Historic and General Collections 
To reduce a collection’s risk of mold, keep houseplants away from bookshelves, keep tops of books dust-free, and ensure shelves receive decent airflow. 

Dry book covers: 
Dabbing denatured alcohol with a soft cloth will kill mildew on most paperback, cloth, leather, and hardback bindings. 

· Use the back corner of the cover to test for any color change or deterioration. 

Dry book pages: 
· Place a wax sheet underneath the moldy page. 

· Use a soft brush to dust away any noticeable loose mold carefully. 

· Use a soft cloth to dab pages with hydrogen peroxide or denatured alcohol. 

Wet book pages: 
Do NOT attempt to remove mold from damp books. You must dry your book and treat the mold afterward. 

Collection Salvage Supplies

On-Site Location(s) or Off-Site Source 

Source Phone #

Basic response supplies should be immediately accessible. Inventory supplies at least annually.

__ Boxes ____________________________________________________________________

__ Clothes pins _______________________________________________________________

__ Freezer or wax paper ________________________________________________________

__ Gloves, rubber, or latex ______________________________________________________

__ Interfacing (pellon) __________________________________________________________

__ Masks, dust _______________________________________________________________

__ Newsprint, blank ____________________________________________________________

__ Note pads & clipboards ______________________________________________________

__ Nylon cord ________________________________________________________________

__ Packing tape with dispensers __________________________________________________

__ Paper towels (no dyes) _______________________________________________________

__ Plastic sheeting ____________________________________________________________

__ Sponges __________________________________________________________________

__ Trash bags, plastic __________________________________________________________

____________________________________________________________________________

Other Equipment & Supplies

On-Site Location(s) or Off-Site Source 

Source Phone #

__ Aprons, smocks ____________________________________________________________

__ Bookracks, metal ___________________________________________________________

__ Boots, rubber ______________________________________________________________

__ Brooms ___________________________________________________________________

__ Buckets & trash cans, plastic __________________________________________________

__ Camera (to document damage) ________________________________________________

__ Caution tape _______________________________________________________________

__ Dehumidifiers ______________________________________________________________

__ Extension cords, grounded ____________________________________________________

Equipment & Supplies (cont.)

On-Site Location(s) or Off-Site Source 

Source Phone #

__ Fans _____________________________________________________________________

__ Flashlights ________________________________________________________________

__ Forklift ____________________________________________________________________

__ Generator, portable _________________________________________________________

__ Gloves, heavy-duty __________________________________________________________

__ Hard hats _________________________________________________________________

__ Lighting, portable ___________________________________________________________

__ Mops, pails ________________________________________________________________

__ Pallets ____________________________________________________________________

__ Paper towels _______________________________________________________________

__ Plastic sheeting, heavy _______________________________________________________

     (Stored w/scissors, tape)

__ Refrigerator trucks __________________________________________________________

__ Safety glasses _____________________________________________________________

__ Sponges, industrial __________________________________________________________

__ Sump pump, portable ________________________________________________________

__ Tables, portable ____________________________________________________________

__ Trash bags, plastic __________________________________________________________

__ Vacuum, wet _______________________________________________________________

__ Water hoses _______________________________________________________________

__ Water-proof clothing _________________________________________________________

__ Other: ____________________________________________________________________

Useful additions:

___ Spill pillows

___ Roll of quarters

___ Hard hat with miner’s light

___ Heavy-duty work gloves

___ Safety glasses

___ Apron with pockets

___ Water bug

___ Hydrometers

Facility/Partner Emergency Team




Name

Responsibility
Office Ph.
Home/Cell Ph.

Administrator(s): ______________________________________________________________


    ______________________________________________________________

Disaster Team

Leader:             _______________________________________________________________
Building 

Maintenance:   ________________________________________________________________
Preservation

Resource:        ________________________________________________________________
Disaster Team:
1. ____________________________________________________________________


2. ____________________________________________________________________


3. ____________________________________________________________________


4. ____________________________________________________________________


 
5. ____________________________________________________________________
Department Head: _____________________________________________________________
Department Head: _____________________________________________________________
Department Head: _____________________________________________________________
Critical Essential Functions/Priorities
(For use to develop Process to Recover)

Function        Recovery Priority
 Resources
 Primary/Alternate
   Special Notes
           

Locations Where This Plan Is on File

Location



Responsible for Updates
In-House:

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Off-Site: ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Emergency History

In the space below, describe emergencies that have occurred. Include the date, the location within the building, the number of materials affected, recovery procedures, and the resources (time, money, personnel, etc.) needed for complete recovery from the emergency. Also, note any vendors or suppliers used in recovery actions and evaluate their performance for future reference. This section should be updated after any emergency occurrence.

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Maintaining the Plan

A disaster preparedness plan should be considered a living document. No matter how much effort you have put into preparing a plan, it will be ineffective if your staff is unaware of it, if it is outdated, or if you cannot find it during an emergency. Staff should be aware of their responsibilities for basic response actions. Test drills should be conducted annually to help review, revise, and update the plan. Test drills may have to be conducted several times the first year the plan is implemented.

The disaster preparedness plan is tested for:

• planning weaknesses

• resource gaps

• Roles and responsibilities clarification

• Improved individual performance and confidence

• Building the emergency management team

A successful drill includes:

• Top-level support and involvement

• Good exercise design team and leader

• Positive learning plan and clear objectives

• realistic scenario

• thorough preparation and attention to detail

• clear introduction and instructions at the start of the exercise

• chance for participants to comment during the critique

• Follow-up on what went well, plus actions to improve plans, procedures, facilities, etc.

The plan must be updated annually. Personnel changes constantly. Names, addresses, and

phone numbers of key contacts also change. New collections are acquired, building changes are made, and new equipment is installed. Disaster preparedness staff should also stay informed about any developments in the field by reading literature and attending workshops and training programs. New staff members must also review the plan as part of their new employee orientation. Anticipation of a disaster can go a long way toward avoiding destruction and minimizing damage. In some cases, disaster can be completely avoided. 

Index
(Use “Mark Entry” in the Reference tab for all Acronyms or specific terms.) 

(Insert an Index below)
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A.
Staff Contacts




Name

Office Ph.
Home/Cell Ph.         Address
Administrator(s): ______________________________________________________________

Director: _____________________________________________________________

Staff: _______________________________________________________________________

Staff: _______________________________________________________________________

Staff: _______________________________________________________________________

Staff: _______________________________________________________________________

Staff: _______________________________________________________________________

B.
Evacuation Map 

(Insert your Facility Map)
(Page Intentionally Left Blank)
C.
Tornado Shelter Map 

(Insert your Facility Map)
(Page Intentionally Left Blank)
D.
Fire Extinguisher Map 

(Insert your Facility Map)
(Page Intentionally Left Blank)
E.
Damage record form 

Post-Disaster Report Form

The Disaster Recovery Coordinator should complete this form after any disaster that occurs. The Disaster Team should review the information to assess the incident when it meets. The report form should also include photographs or videos of the disaster.

Library building: __________________
DATE: ____________ AREA OF LIBRARY AFFECTED: __________________ 

Floor/Level: _______________ 

Room number/ Range number: ____________ 

TYPE OF DISASTER: Fire, Water, Other 

If other, please describe: ________________________________________________ 

SOURCE OF PROBLEM 

FIRE: Electrical 
WATER: Pipes Roof 

Drains 

Sinks/Toilets 

If other, please describe: _________________________________________________ 

TYPE AND CALL NUMBER(S) OF AFFECTED MATERIALS 

Books: _________________________________________________________________ 

Documents: _____________________________________________________________ 

Microfilm: ______________________________________________________________ 

Audio/Visual: ____________________________________________________________ 

Computer/Software: _______________________________________________________ 

Other – Please describe: ____________________________________________________ 

DESCRIPTION OF DAMAGE (and number of items destroyed, if known): 

ADDITIONAL COMMENTS

F.
First Aid List (Primary/Common)
Primary First-Aid Kit List
An individual form should be completed for the Library's Primary First-Aid kit. The kit can be found at the main desk. 

	Material 
	Present & Up to Date 
	Absent or expired 

	6 Adhesive Bandages, 1" x 3" 

	2 Sterile Pads, 3" x 3" 

	1 Roller Bandage, 2" x 4 yd. 

	1 Adhesive Tape, 2.5 yd. 

	5 Antibiotic Treatment, 0.14 fl. oz. apps 

	5 Antiseptic Wipes, 0.14 fl. oz. (0.5g) apps 

	4 Hand Sanitizer, 1/32 oz. (0.9g) apps 

	4 Medical Exam Gloves 

	1 Scissors 

	1 Tweezers 

	1 First Aid Guide 

	1 Trauma Pads, 5" x 9" 

	1 Triangular Bandage, 40" x 40" x 56" 

	1 Breathing Barrier 

	1 Burn Dressing, 4" x 4" 

	4 Burn Treatment, 1/32 oz. (0.9g) apps 

	1 Cold Pack, 4" x 5" 

	2 Eye Coverings 

	1 Eye Wash, 1 oz. 

	1 Blanket, 

	Instant cold pack 

	Aloe Vera Gel 

	Tylenol 

	Hydrocortisone Cream 


Common First-Aid Kit List 
An individual form should be completed for each of the four Library Common First-Aid kits. These kits are in the break room, maintenance room, Teen Zone, and staff lounge. 

	Material 
	Present and Up-to-date 
	Absent or Expired 

	Gloves 

	Bandages 

	Gauze 

	Scissors 

	Alcohol cleaning pads 

	Cold compress 

	Antibiotic ointment 

	Ibuprofen 

	Anti-Acids 

	Oral Antihistamines 


G.
Media information regarding Library (Closure) Checklist

(Insert your Facility Checklist)
Example:
When notifying the media or the public, include as much of the following information as is known: 

· Date and time of closing, including day of the week. 

· Reason for closure 

· Anticipated reopening time if known. 

· How to determine if the library has reopened (call, check the library website, etc.) 

· Information about any library events or programs affected by closure. 
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H.
Bomb Threat Checklist
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I.
Copy of Insurance Policy

(Insert your Facility Policy)
(Page Intentionally Left Blank)
J.
Copy of Disaster Recovery Services Contract
(Insert your Facility Contract)
(Page Intentionally Left Blank)
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