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Introduction




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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iR Y=k AEONC

s (=) ) |

= -] 5 B |2 P |l

IMMEDIATE RESPONSE: WHO TO CALL
1. EMERGENCY:
FIRE 9-911 and pull nearest fire alarm
PEOPLE HURT *m
Emnhoﬂ fire, meamr and other 9-911 emergencies take precedence
ver collections. UW "Emergency Procedures” poster.
Do NOT entera damged area without clearance from fire or safety
2. BUILDING DAMAGE:

Building

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

Library Collections Disaster Team:  Call until one is reached.

Gary Menges. 685-1589
Stephanie Lamson. 543-4890
Kathieen Larson 685-1472
Kathryn Leonard 543.2273
Marty Nolan 616-6403
After Hours Cell Phony 206 459-5502
4. ADMINISTRATION:
Unit Head:
Libraries Administration: 5431760
After Hours: Unit Head or LCDT will cail administration after
hours as needed. Call until one is reached.
Charles Chamberiin 685-1978
Betsy Wilson... 5431763
Tim Jewell 543.3890

Be preoared 1o slate: __vour name. location. nature of emeroency.
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Emergency evacuation procedures

FAWCETT STREET
University of Washington Tacoma NORTH
Campus Evacuation Map
P rarking Lot
Lon ‘s Hall §
i
1 \\} |
:Z [ Court 17
(P] =
g . 7

Assembly
Point

COMMERCE STREET

cDonald Cherry | Philip | WG|
Smith [ Parkes | Hall

PACIFIC AVENUE

Evacuation routes shown to the assembly points are ONLY to indicate to which assembly point occupants of each
building should go. Always take the safi d di th to the proper
point.




Unit description

;
o Database vendors (see Appendix 3)

« Technologyintegration

suppo:
+__Telehealth support

+ ‘Work Requirements
Priority | ACtnity Personnel (absolute PCs
minimur needed
T ~ Provide electonic and + Oirector/ Associate | ANl TUncions for prioy 1 3
access to library resources Director could be performed from
*  Perform all administrative *  Executive Secretary a remote site using onlya
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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

Notification to the public and to staff
Voicemail update
Social networking sites

e

Communication with the Media

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




Service priority plan

Reference
Interlibrary loan
Circulation
Service area
Acquisitions
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Cataloging/metadata
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Service priority plan

Online resources

Online resources are maintained at a vendor's remote location or on campusat [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.
Updatingthe library’s home page relies on off-site Internet access and should only be activated by designated staff.

Accessto 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 materialsare located .....

From: Council of State Archivists, "Pocket Response Plan (PReP)." http://nnim.gov/ep/disaster-plan-templates/
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Water damage (leaks, floods)
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Mold outbreak
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Tornado
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Earthquake
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Emergency supplies
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ILL procedure

If you participate in OCLC resource sharing, you should set your unit to
nonsupplier in the Policies Directory, https://illpolicies.oclc.org/dill-
ui/Signin.do
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ILL procedure

Policies Directory Norinwesiern Unersity Transoortation Lirany (CR)

Northwester University Transportation Library (e
Transportation Litwary, MUTL, JCR, [EN-TE

Go to the Schedule tab and add a new closure
Click Add in the Closures header bar to open Add Closure form
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ILL procedure

oLLosnt 1an
1o sucpier on e
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If you choose Calamity as the Closure Type, you will not be required to
fill in the End Date field. Scroll down in the Add Closure box to get to the
Save button. The earliest date you can enter for scheduled closures is

the next calendar day.
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ILL procedure

sntcn View - Vo Feckos — T — o i

» To change your status immediately you can use the
Summary page. Click the Edit link in the OCLC Supplier
line, select the No radio button, and click Save.

» It’s useful to do both, so people will know
immediately that

*  You are closed, and
* Folks can look at the Schedule to see how
long you may be closed.

» Email appropriate internal and external mailing lists to
tell peopIe you’ve had to close:

e your administration and internal mailing
staff for reporting purposes

* |LL-L (the general ILL community list)

* Workflowtoolbox-L (the ILLiad users list)

* Tranlib

* TKN-related lists

* Your numerous social media outlets — are

the most obvious ones we would notify.
> Joe Ellison also sends a strong reminder: please remember to remove the
closure notice from the schedule and reset lender status on the summary
screen to yes. This part is often forgotten.

21




Emergency signage
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Emergency signage

LIBRARY

TEMPORARILY
CLOSED DUE 10
EXPLOSION DAMAGE.

CHECK WWW.JFPLGRG
FOR PDATES
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Where to start

LY Joe Rogan tive Janusry 16, = /' "3 NN/LM Emergency Preps lol@] 2
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NN/ Hon AboutUs | ContactUs | Feedback | Site Map | He

NN/LM Emergency Preparedness & Response Toolkit

News & Resources Supporting the National Network of Libraries of Medicine’s Emergency Preparedness & Response Initiative
High State of Library Readiness Featuras | Library Disaster

Writing Your Disaster Plan

Writing Your Disaster Plan

How to Use the Toolkit

Popular Toolkit Post Short NN/LM recommends that all libraries create a response
opular Tool osts plan based on the Pockst Response Plan (PReP) that was developed by
the Counci of State Archivsts (CoSA). This is a one-page plan that can
N el KiaieP APPIOGCh b kept in a purse or a wale, 50 no mater where you are you Wil be
0 Susiice Sl Enoning able to manage a response.  Click on the fink below for 3 template of the
Anniversary of Late December Blizzard  plan
10

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
Gondnuly Pocket Hesporss Pisn PRaP)
- 5 Se Conti ReP: ¥ and fill it out. For some libraries, the
Highest State of Readiness Service Cantinuity PReP: Template by NNLM. e s e
After Irene 10 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 distuption.
Click on the Calling fo Help page.
Listed is contact information for your

egional Medical Library as well as
library networks that provide
consultation services (some at no cos),
7.

Related News Items (NEPR
Times)

CraigatfEMA New; Preparia Makes Sense

3. How to get TRAINING ON SERVICE
CONTINUITY and libraries. Click on the
Training Opportunitios page and select
the option that best fits your needs.
e 212011 Contact your NNLM RML ot 1-800-33-
ey Iock s ot a0 ) 7657, or the Coordinator, Dan Wilson,
el il at danwilson@virginia.edu, to inquire
(To order Tyvek min-sleeves to hold PRePs, visit the CoSA site at :'bnlll scheduling or participating in a
B 15 orgieh 5.

iReadydotGoy #Ready2012
21 minutes ago - reply - retweet
favorite

about 1 hour ago - reply -retweet
favorite

" SAMPLE DISASTER PLANS 4. What else does the Toolkit offer? The
:,' )"r:\;m"vxn“‘)o:lsz ﬁl“i";,"’w Mk ;f' Toolkit is a comprehensive collection of &

http://nnlm.gov/ep/disaster-plan-templates,
National Network of Libraries of Medicine (NN/LM)

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.

Their recommendation of disaster preparedness manuals:

Loyola University Health Sciences Library Disaster Preparedness and Recovery Manual

University of Tennessee Health Sciences Library & Biocommunications Center Emergency Response and Disaster Plan
University of Utah ER Flip Chart

University of Virginia Claude Moore Health Sciences Library Emergency Preparedness & Response Plan If you

New Feature:
Virtual 10-Step Approach to Service Continuity Planning (short video on all of this)

High State of Library Readiness Features
1.Comprehensive Disaster Plan updated at least once a year

2.Response station that includes posted response procedures and ready access to tools (e.g., flashlights, first aid kit, bullhorn, plastic, battery operated radio, etc.) for handling
an emergency

3.0ne-page Service Continuity Pocket Response Plan (PReP) updated at least quarterly
4.Shelter-in-place location

5.Communication plan that incorporates redundancy of means of communication (such as what to do if cell phones don’t work) and procedures for updating website,
Facebook page, and/or Twitter

6.Service continuity team

7.At least one scheduled evacuation drill per year

8.At least one table-top exercise per year

9.Library and/or librarians integrated into parent institution’s disaster plan

10.Core print textbooks/materials identified and labeled or shelved together

11.Servers with core online resources on unlimited emergency power

12.Mutual Aid Agreements with other libraries or networks for delivery of core services

13.Prioritized recovery list of all valuable and hard to replace materials

14.Partnership (contract not required) with commercial salvage and recovery company (e.g., Belfor, BMS, Munters)
15.72-hour emergency kits at the homes of all members of service continuity team
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http://nnlm.gov/ep/disaster-plan-templates/
http://nnlm.gov/ep/disaster-plan-templates/
http://nnlm.gov/ep/disaster-plan-templates/
http://nnlm.gov/ep/disaster-plan-templates/
http://nnlm.gov/ep/disaster-plan-templates/
http://nnlm.gov/webreports/ep/uploads/2008/02/SCPrep0310Public.doc
http://nnlm.gov/webreports/ep/uploads/2008/02/SCPrep0310Public.doc
http://nnlm.gov/webreports/ep/uploads/2008/02/Loyola-University-Health-Sciences-Library-Disaster-Preparedness-and-Recovery-Manual.doc
http://nnlm.gov/webreports/ep/uploads/2008/04/ut-library-disaster-plan-2007-final.pdf
http://nnlm.gov/webreports/ep/uploads/2008/04/ut-library-disaster-plan-2007-final.pdf
http://nnlm.gov/webreports/ep/uploads/2008/04/ut-library-disaster-plan-2007-final.pdf
http://nnlm.gov/webreports/ep/uploads/2008/04/ut-library-disaster-plan-2007-final.pdf
http://nnlm.gov/webreports/ep/uploads/2008/02/Eccles_FLIP-CHART_Compiled_08_18_20081.pdf
http://nnlm.gov/webreports/ep/uploads/2008/02/CMHSL-EP-Plan-Aug-2010-Public.pdf

Work from a template

i
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Pocket Response Plan (PReP)

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

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

847.491.5274
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