|2 January 2012

Library Disaster Planming

Paul Burley, Technical Services Librarian, Northwestern Univ. Transportation
Library



Library Disaster Planning
Transportation Librarians Roundtable
January 12, 2011

Paul Burley
Technical Services Librarian
Northwestern University Transportation Library



Introduction

Disaster
Handbook




Contingency plan

“|[Establishes] thorough plans,
procedures, and technical measures
that can enable a system to be
recovered as quickly and effectively as
possible following a service
disruption.”

Swanson, Marianne, et al. Contingency Planning Guide for Federal Information Systems.
Washington, D.C.: National Institute of Standards and Technology, 2010.



Emergency contacts
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|! ll. IMMEDIATE RESPONSE: WHO TO CALL
1. EMERGENCY:
FIRE 9-911 and pull nearest fire alarm
PEQPLE HURT 9-911

Evacuation, fire, medical and other 9-911 emergencies take precedence
over collections. See the UW “Emergency Procedures” poster.

Do NOT enter a damaged area without clearance from fire or safety
officials.

2. BUILDING DAMAGE:

Building Coordinator:

After Hours: Physical Plant  685-1411
3. COLLECTION DAMAGE:

Library Collections Disaster Team:  Call until one is reached.

GaryMenges......................... G6B5-1589
Stephanie Lamson.. ..543-48580
Kathleen Larson.................._... 6B5-1472
Kathryn Leonard..................... 543-2273
Marty Nolan........................ 616-6403
After Hours Cell Phone.........cccccoevenneee 206 459-5502
4. ADMINISTRATION:
Unit Head:
Libraries Administration: 543-1760
After Hours: Unit Head or LGDT will call administration after

hours as needed. Call until one is reached.

Charles Chamberlin......_._.......... 685-1978
Betsy Wilson....... .543-1763
TimJewell.............................543-3890

Be prenared to state: vour name. location. nature of emeraency.




Emergency evacuation procedures
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Unit description
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r Minimum Work Requirements
Priority | Activity Personnel (absolute Equipment/Software PCs
iU needed
1 +«  Provide electronic and « Director Associate All functions for priority 1 K]
accesstolibrary resources Directar could be petformed from
+  Performalladministrative |« Executive Secretary | a remote site using onlya
functionsta support +  Technical Services camputer, Internet
operations (payroll, billing Head connectionand ourmain
etc) +  Electronic Resources | Loyola Enterprise
+ Manage internal and Libratian systems
external communications | «  nformation + Groupliise
and recovery steps technologies + Loyola Wired
coordinator + Library Proxy Server
» Metlearning
2 Provide Coreteam from1 + + E-learning 4
«  referenceand research «  ILUCire Coordinator |« ILL software
assistance «  Outreach o Clin
« glectronic course reserves Coordinator o Ariel {deskiop
¢ |LL, doc delivery +«  Technology client)
+  e-learning Coordinator + Printer f scanner!
photacopier
+ Fax machine
3 Provide Coretearn from 2 + « Wideo conferencing [
+« Information management « Reference staff « Headset{orspeakers/
instruction +  |LRCHead microphone)
+  Technologyintegration
suppart
+  Telehealth support
4 Provide physical accesstoprint | Coreteam from 3 + + 3M Security Gates all
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lah, etc. +  Somecirc staff
* If rmajor cleanupis reguired All staff o Disasterkit
priorto returnto physical
space.
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Library floor plan
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From: Council of State Archivists, "Pocket Response Plan (PReP)." http://nnlm.gov/ep/disaster-
plan-templates/.



Communication plan

1. Notification to the public and to staff
2. Voicemail update

3. Social networking sites

4. Communication with the Media

From: Council of State Archivists, "Pocket Response Plan (PReP)." http://nnlm.gov/ep/disaster-
plan-templates/.



Service priority plan
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Reference
Interlibrary loan
Circulation

Service area
Acquisitions
Cataloging/metadata



Service priority plan

Online resources

Online resources are maintained at a vendor’s remote location or on campus at [list server locations]. [Explain back-up power situation].
After 3 to 5 days without power, core online resources such as UpToDate, MDConsult, R2, online journals, and Stat!Ref [or other resources
deemed “core”] might not be available at some locations. [Names of library staff] can field questions from patrons about individual title
access problems.

Proxy
[Name] is responsible for proxy issues. [Name] is [his/her] backup.

Interlibrary loan

[Name, Title] can perform ILL functions from [his/her] home. In the event that [he/she] is not available to perform these functions, [explain
back-up arrangements, either within your library or with a partner library.]

Library Online Chat and Email:
Library staff will regularly check the IM chat site and the email service maintained by [department or staff person’s name]. [Manager’s name]
is responsible for coordinating this activity.

Library’s web page

The library’s web site is hosted [name, location of server]. We will use the library’s home page to announce disaster-related information.
Updating the library’s home page relies on off-site Internet access and should only be activated by designated staff.

Access to Library’s Print Collection
If online access is not available, patient care personnel can access the Library’s print collection by contacting Security at [phone number]. All
core textbooks and reference materials are located .....

From: Council of State Archivists, "Pocket Response Plan (PReP)." http://nnim.gov/ep/disaster-plan-templates/



Water damage (leaks, floods)
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Mold outbreak




Fire




Tornado

e

B




Earthquake




Emergency supplies




ILL procedure
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ILL procedure
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ILL procedure
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Emergency signage
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Where to start
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Popular Toolkit Posts

New Feature: Virtual 10-Step Approach
to Service Continuity Planning

Anniversary of Late December Blizzard
2010

Highest State of Readiness
After Irene

Related News Items (NEPR
Times)

'w Daniel T, Wilson

_ 1 NEPRTimes

CraigatFEMA Mew: Preparing Makes Sense
Yideo fema.gov/medialibrary/m...
Before Disaster strikes, visit ready.gov
@ReadydotGov #Ready2012

21 minutes ago ' reply - retweet
favorite

breakingweather Check this out! 2011 -
Aninfographic on the weather year that
was - ow.ly/BozT6

about 1 hour ago ' reply - retweet
favorite

CDCReady Tip #10: Would u remember all
ur medications during an emergency? Make

NN/LM Emergency Preparedness & Response Toolkit

News & Resources Supporting the National Network of Libraries of Medicine’s Emergency Preparedness & Response Initiative

Training Oppaortunities

Writing Your Disaster Plan

Short Plan: NN/LM recommends that all libraries create a response
plan based on the Pocket Response Plan (PReP) that was developed by
the Council of State Archivists (CoSA). This is a one-page plan that can
be kept in a purse or a wallet, so no matter where you are you will be
able to manage a response. Click on the link below for a template of the
plan.

Service Continuity PReP: Template recommended by NN/LM.

(To order Tyvek mini-sleeves to hold PRePs, visit the CoSA site at
http: A, statearchivists. arg/shop/prep-buy. htm

SAMPLE DISASTER PLANS
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Writing Your Disaster Plan

How to Use the Toolkit

1. Where to get information on HOW TO
WRITE A DISASTER PLAN. Click on

the Writing Your Disaster Plan page.
Download the template for the Service
Continuity Pocket Response Plan (PReP)
and fill it out. For some libraries, the
PReP may be enough. Others may want
to start with the PReP and then develop
a comprehensive plan as time permits.

2. Where to GET HELP following some
kind of disaster or service disruption.
Click on the Calling for Help page.
Listed is contact information for your
Regional Medical Library as well as
library networks that provide
consultation services (some at no cost),
2417,

3. How to get TRAINING ON SERVICE
CONTINUITY and libraries. Click on the
Training Opportunities page and select
the option that hest fits your neeuds.
Contact your NNLM RML at 1.800-338-
7657, or the Coordinator, Dan Wilson,
at danwilson@virginia.edu, to inquire
about scheduling or participating in a
class.

4. What else does the Toolkit offer? The
Toolkit is a comprehensive collection of i
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Work from a template




Pocket Response Plan (PReP)

LIERARY DISASTER TEAM COMMUNICATION PLAN SERVICE CONTINUITY PLAN SERVICE CONTINUITY TEAM

[Name of
Library/Institution] [Samp

=
an

Notification to the public and
Pocket Responsze Plan v

(PRep)™ to staff
€ Library Director [Name]. Library Director
Revized [Darte] fecision
- . - roes call:
% [Name], Communications

Associate Director, Collection
Management/Access Services

[Name], Interlibrary Loan
Operations

e
ciate Director, Information Services [Name], [online catalog]
. pairon s operations
Medical Center N Home
Office of Risk Management | Associate Director, Library Technology & C

Emergency Command [Name], Service Desk Supervisor

Center [Name], Evening Supervizor
Health System Media Office I(;
Finance & Administration [Name], Information Services

Dean of Medical School Home:

Student Affairs (Medical) me], Historical Collections

Dean of the Nursing School

C
I,
K
Student Affairs C. . P
Emergency Preparedness & Response [Name], Collections
(Nursing/Undergrad) Liaison

( EP&RP, do

K
[
[Wame], Administration

Student Affairs

(Nursing/Grad)

Hospital Security C
[Name], Web Master
Facili Management H
Environmental Health & C
satery [Name], Head of Interlibrary
alecs Loan, [partner library]
Hounselkeeping [s]

Systems Control Name], IT

----Service Continuity Pocket Response Plan (PReP)
developed by the Council of State Archivists



Minimal-level contingency plan

1. Emergency numbers (police,
administration)

2. Internal call list

3. Brief description of unit and
business functions

4. Brief evacuation plan



Further discussion
Questions

Northwestern University Transportation Library
1970 Campus Drive, Evanston, IL 60208
p-burley@northwestern.edu

847.491.5274
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