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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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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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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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 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 people you’ve had to close: 
• your administration and internal mailing 

staff for reporting purposes 
• ILL-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. 
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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.One-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/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
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