
Disaster Planning Workbook

Alabama Public Library Service, Revised July 2012
To qualify for state aid, all Alabama public libraries must have a disaster plan on file at the Alabama Public Library Service.  The purpose of this workbook is to provide a simple process to assist library planners in the development or revision of a basic disaster plan.  The plan should be reviewed annually, and, if necessary, updated.  If updated, the plan must be submitted to APLS where it will be filed and be available as a backup copy.

For the purpose of simplification, some of the information in this workbook varies from information appearing in another publication prepared by APLS: Sample Disaster and Emergency Plan for Alabama Public Libraries (March 2009) on the APLS website under publications.  The latter publication provides more information and is more detailed.  For a more complete treatment of this subject, please see this publication.
For help and more information, please do not hesitate to contact APLS field representative Jim Smith:

Jim Smith

Alabama Public Library Service

Phone: (800) 723-8459, extension 3907, or (334) 213-3907

jsmith@apls.state.al.us

APLS Disclaimer of Liability: The Alabama Public Library Service (APLS) does not give any warranty or other assurance as to the content of the material appearing in this document, its accuracy, completeness, timeliness, or fitness for any particular purpose.  Users assume the entire risk related to their use of the information.  They are responsible for appropriate adherence to any disaster plan that results from use of this document.  APLS cautions against and bears no responsibility for any institution’s reliance on a disaster plan that might have become outdated or have been adapted independent of the guidelines in this document.  To the full extent permissible by law, APLS disclaims all responsibility for any damages or losses (including, without limitation, financial loss, damages for loss in business projects, loss of profits or other consequential losses) arising in contract, tort, or otherwise from the use of or inability to use the document or any material appearing in the document, or from any action or decision taken as a result of using this document. 

Title Page

This is the suggested wording for the title page of your disaster plan:

Disaster and Emergency Plan for [enter library name]
Effective [Month, Year]

EMERGENCY RESPONSE CONTACTS

Emergency Services
(1) Enter the name of the department that provides police protection; (2) Enter its non-emergency phone number; and (3) Enter the emergency number, such as 911.
	Police/Sheriff – 

Name: 

Non-emergency number: 

Emergency number: 


(1) Enter the name of the department that provides fire protection; (2) Enter its non-emergency phone number; and (3) Enter the emergency number, such as 911.
	Fire Department –

Name: 

Non-emergency number: 

Emergency number: 


(1) Enter the name of the company or department that provides ambulance service; (2) Enter its non-emergency phone number; and (3) Enter the emergency number, such as 911.
	Ambulance –

Name: 

Non-emergency number: 

Emergency number: 


(1) Enter the name of the local emergency management agency (such as the county’s emergency management agency); and (2) Enter its phone numbers.
	Local emergency management agency–

Name: 

Phone: 

After-hours phone: 

Cell phone: 


For the Emergency Call List (1) Think of the people who should be contacted immediately should you have a disaster; (2) Enter their names; and (3) Enter the time it would normally take them to get from their homes and/or jobs to the library (e.g. h: 10 min, o: 20 min)
Emergency Call List: (See contact information in list of staff / key personnel)
	Name
	Estimated response time in minutes

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


LIST OF STAFF / KEY PERSONNEL:

This is an example of the information that should be assembled to contact staff and key personnel (including especially all persons on the Emergency Call List):
	Name:………………………
Jane Doe

Title:………………………..
Head of Reference

Work phone/extension:…
(334) 999-9999 extension 999

Work email:………………..
jdoe@publiclibrary.org

Home phone:……………...
(334) 888-8888
Cell phone:………………...
(334) 777-7777

Pager:………………………
(334) 666-6666

Home email:………………
jdoehome@poodle.com

Home address:…………...
3333 Library Lane, Hometown, AL  36123

Estimated response time:
h: 10 minutes, o: 20 minutes


The following templates are for lists of all library staff members AND other key personnel who are not staff members but are involved in your disaster planning efforts (e.g., members of the board of trustees, town building department personnel).

Staff:

	Name:………………………


Title:………………………..

Work phone/extension:…

Work email:………………..


Home phone:……………...

Cell phone:………………...


Pager:………………………


Home email:………………


Home address:…………...


Estimated response time:



Key Personnel Who Are Not Staff:

	Name:………………………


Title:………………………..

Work phone/extension:…

Work email:………………..


Home phone:……………...

Cell phone:………………...


Pager:………………………


Home email:………………


Home address:…………...


Estimated response time:



HUMAN EMERGENCY PROCEDURES
The following are risks affecting most libraries, and the library should develop procedures for dealing with them:

Fire or smoke

Hurricane (for affected parts of the state)

Medical

Tornado

Water leak or flooding

There are certainly additional risks to be concerned about, but for the purpose of preparing a basic plan these are the ones to be minimally prepared for.  The procedures presented on the following pages are for illustrative purposes only.  We suggest that you work with your local funding authority (city or county) and local fire department to develop specific procedures.
	Staff Action

	1.
If you discover a fire, explosion, or smell smoke in the building: 

a.
YELL FIRE.  You may attempt to put out a fire with a fire extinguisher or by smothering it.  Fight the fire ONLY IF: 

· You know how.

· The fire is small–no larger than a fire in a waste basket. 

· Confined to the area where it started. 

· You have a way out. 

· You can work with your back to the exit. 

· You have the right type of extinguisher. 

· You feel confident that you can operate it effectively. 

DO NOT fight the fire if:

· The fire is large–bigger than a fire in a waste basket.

· You have any doubts about fighting it. 

· It is spreading beyond the area where it started. 

· It could block your escape route. 

b.
If you cannot put out the fire:  Call 911 and/or pull fire alarm.  Alarm stations are at several exits.  If you are in immediate danger, evacuate the building and call 911 from a cell phone or from a neighboring building.

c.
notify Library Administration as soon as possible.  Notify Administration, but, if in immediate danger, evacuate the building and call Administration from outside the building from a cell phone or phone at a neighboring building.

2.
If you hear a fire alarm, close the doors on your level and immediately evacuate the building.  Meet at a designated area outside the building.  If the alarm stops sounding continue evacuation and warn others who may attempt to enter the building.  Complete evacuation is required.  Leave walks and driveways open for arriving fire fighters.  See the Fire Evacuation Plan on the following pages.
3.
Remember the following fire rules: 

· Move away from fire and smoke.

· Use stairs only.  Do not use elevator.

· Touch closed doors.  Do not open them if they feel hot.

· If your clothing catches on fire, stop, drop, and roll over and over again to put out the flames.

· Take personal belongings only if that can be done quickly.

· If caught in smoke:

· Drop to the floor and crawl toward an exit.

· Stay as low as possible to the floor.

· Take shallow breaths through your nose and use a shirt or towel as a filter.

· If you are trapped during a fire (blocked by heat or heavy smoke):

· Wet and place cloth material around and under the door to prevent smoke from entering.

· Close as many doors as possible between you and the fire.

· Be prepared to signal someone outside, but do not break glass until absolutely necessary as smoke may be drawn into the room.

4.
Staff and patrons may re-enter the building only when authorized to do so by Administration.  The silencing of alarms does not mean it is safe to re-enter the building.

	Administrative Action

	1.
If necessary, call 911, pull fire alarm, and evacuate all people from the building.  Tell the 911 operator If there is anything in the building that could pose a threat to firefighters, such as gasoline or chemicals.

2.
Have staff meet at a designated area outside of building and account for all staff.

3.
If anyone is still in the building, notify the chief in charge of fighting the fire.

4.
If anyone was injured before or during the evaluation, call 911.

5.
Allow re-entry to the building only when the fire department approves.

6.
After the fire and after it is safe to enter the building:

· Determine where the fire began and the cause of the fire.

· Look for water-damaged materials.

· Look for fallen materials.


Instructions, Questions, and Notes
Do you already have procedures for dealing with fire and smoke?  __Yes   No__

If yes, you may wish to incorporate them into your disaster plan.

If no or if you wish to use the sample, answer these questions:

Does your library have one or more fire extinguishers?  __Yes   No__

If no and if you do not intend to acquire fire extinguishers, delete language pertaining to fighting a fire.  The only option is to immediately evacuate.

Does your library have a fire alarm system?  __Yes   No__

If no and if you do not intend to acquire a fire alarm system, delete language pertaining to an alarm.

Does your library have an elevator?  __Yes   No__

If no, delete language pertaining to an elevator.

	Staff Action

	1.
Comply with all instructions given by administration.

2.
Prepare the library building for the storm per Administration instructions.

3.
Evacuate the building if and when you received notification from Administration.

	Administrative Action

	Stage 1   Pre-Activation

Situation:  National Weather Service issues a weather notice and identifies a tropical storm or hurricane in the Atlantic Ocean.  The storm’s projected landfall is within 120 hours (5 days) and a greater than 10% chance of the storm impacting Alabama.

Action:  Administration notifies all personnel of condition and to be prepared for activation.

Stage 2   Activation Expected

Situation:  Tropical storm or hurricane enters the Gulf of Mexico with projected landfall within 96 hours (4-days) and a greater than 10% chance of impacting Alabama.

Action:
· All personnel are notified of conditions and ordered to secure personal property and address family needs.

· Check communications equipment (radios, batteries, cameras, etc.) 

· Check flashlight and battery supply

Stage 3   Closure of Building

Situation:  Evacuation has become necessary and the library must be closed.

Action:  If there is a threatening hurricane of any category, administration instructs staff to do the following:
· Unplug all power strips. 

· Use 1 1/2 inch masking tape to tape windows.  Coated windows must be taped on outside. 

· Remove flags and any other loose material from the grounds. 

· Remove from desks all items that can be moved by air. 

· Move computers, furniture, and material away from the windows. 

· Make sure all blinds or other window coverings are down and closed. 

· Take home all personal property. 

· Instruct supervisors to notify by phone those on leave/sick or otherwise not to report to report to work until notified again, after the hurricane has passed.  Each supervisor must have readily available a list of home phone numbers of staff.
· Instruct supervisors to make sure all department computers are shut down, unplugged, and covered with plastic sheeting or plastic bags. 

· Instruct supervisors to unplug all photocopiers and any other electronic equipment. 

· Turn off all lights. 

· Public relations person prepares and sends news release to the press. 

· Public relations person prepares and send a message to all Alabama public libraries notifying them of the closure (via the listservs)
Stage 4   Recovery

Situation:  Hurricane has passed.

Action:  

· After the hurricane, assess the building.  However, this assessment can only be done when the local emergency management agency has given the word that it is safe to travel.  Before you approach the library building make sure that there are no down power lines or dangerous debris.  Beware of rodents, snakes and other pests.

· DO NOT enter the building unless it is structurally sound.  If there is a doubt about the structure, DO NOT ENTER.

· All personnel are notified to return to work when safe to do so. 


Instructions, Questions, and Notes
Whether you adopt hurricane procedures will depend on the degree to which your library may be affected.  Potentially any part of the southern half of the state could be affected by hurricane force winds.  The northern half could be affected by tropical storm winds.  See the attached examples of storm tracks of hurricanes that have passed through the southeastern United States.

Do you already have procedures for dealing with hurricanes?  __Yes   No__

If yes, you may wish to incorporate them into your disaster plan.

If no or if you wish to use the sample, answer these questions:

Based on past history, to what extent have hurricanes or tropical storms directly affected your library (i.e. wind speed in your community)?

__ Category Five Hurricane (Sustained winds greater than 155 mph).  Catastrophic damage will occur.
__ Category Four Hurricane (Sustained winds 131-155 mph). Catastrophic damage will occur.

__ Category Three Hurricane (Sustained winds 111-130 mph).  Devastating damage will occur.
__ Category Two Hurricane (Sustained winds 96-110 mph).  Extremely dangerous winds will cause extensive damage 
__ Category One Hurricane (Sustained winds 74-95 mph).  Very dangerous winds will produce some damage 
__ Tropical Storm (Sustained winds 39-73 mph).
	IMPORTANT BASIC INFORMATION
1.
The library maintains in an accessible location a basic first aid kit to handle minor emergencies.  The kit should contain: alcohol; antiseptic cream; band-aids; eye wash; gauze bandages; gauze pad; latex gloves; ice bag; swabs; pocket mask; surgical tape; triangle sling; and a washable blanket.


LOCATION OF FIRST AID KIT:




	Staff Action

	1.
Stay calm.  The victim is dependent on you for help.

2.
Immediately report all victim injuries regardless of severity by calling the Circulation Desk, dialing 0.  Report details, including: (1) who is hurt, and (2) what the injury is.  The staff on duty at the Circulation desk will contact library Administration and relay all information.
3.
Do not put yourself at risk.  Use latex gloves and face mask when blood or bodily fluids are present.

4.
Help with minor emergencies only with the consent of the victim.  Identify yourself by name and offer assistance.  Instruct victim to visit a personal physician.

5.
When a child is injured, offer first aid supplies to the parent for their use.  Call the parent if not present.

6.
For major medical emergencies call 911 


Information to give to a 911 dispatcher:

· Your name and location

· Brief description of problem (breathing, conscious, bleeding, etc.) 

· Victim’s sex

· Victim’s age group. 

ASK 911 DISPATCHER FOR INSTRUCTIONS.

7.
To avoid harming the victim:

· Do not move or lift unless directed by 911.

· Do not offer food or drink unless directed by 911.

8.
Offer to notify family or friends of victim if he/she is taken to a hospital or if victim needs assistance in returning home.

9.
An accident report is to be filled out for every victim injury.  Complete as fully as possible (at least get name and address of the individual plus name and addresses of witnesses if appropriate).  Never admit liability for the incident.

	Administrative Action

	
Review and sign accident report.


Instructions, Questions, and Notes
Do you already have procedures for dealing with medical emergencies?  __Yes   No__

If yes, you may wish to incorporate them into your disaster plan.

	IMPORTANT BASIC INFORMATION
Tornadoes usually occur in the spring and summer; they are formed by severe thunderstorms.  Considered nature's most violent, erratic storm, they consist of whirling winds of up to 300 miles per hour.  Tornadoes can sweep through an area, causing serious damage and destruction, and then change direction and strike again.  In addition to injuries and structural damage, electrical shorts, gas leaks, etc., tornadoes may create fires or other hazards.  All must understand terminology regarding tornadoes.

TORNADO WATCH: weather conditions are considered favorable for creating a tornado--for example, during a severe thunderstorm.  If a tornado watch is issued, listen to the radio and keep an eye on the weather.  Plan to take shelter is a tornado is sighted.

Tornado Warning: a tornado funnel has been sighted or identified by radar.  Take shelter immediately.  Remember that tornadoes can form and move quickly; therefore, there may not be adequate time to issue a warning.  If severe thunderstorms occur, be alert to the fact that a thunderstorm could trigger a tornado, and be prepared.  When a tornado warning is issued by the National Weather Service, the tornado sirens will be activated.  Upon hearing the tornado sirens, all individuals will proceed to the designated shelter area in the building.


	Staff Action

	1.
Comply with all instructions given by administration.

2.
When you hear on the intercom, by phone, or in person that a tornado warning has been issued for our area, you will be instructed to go [enter name or description of shelter area].  Also, if you hear tornado sirens, immediately proceed to the shelter area.

3.
Stop whatever you are doing and immediately go to the shelter area designated above, taking your valuables with you.  Move quickly but in an orderly manner so that all may arrive safely.

4.
Take a seat in the shelter area.  Stay away from doors and windows.

5.
Remain in the shelter area until the Administration makes an “all clear” announcement.

	Administrative Action

	1.
The library owns and maintains one or more weather radios capable of operating both from an electrical outlet and with batteries.

2.
Don’t be left in the dark, have a flashlight available.

3.
If someone at the building sees a tornado or if there is a tornado warning covering the area in which the library building is located, do the following:

· Instruct occupants not to leave the building.  Direct occupants to proceed in a quick and orderly manner to the [enter name or description of shelter area].  This room is the designated shelter area in the building.  Elevators are not to be used.

· Have an announcement made on the intercom and, for those in areas of the building in which the intercom cannot be clearly heard, have calls made to those areas.

· Have designated staff check all areas of the building to make sure that all persons have gone to the room designated above.

· Have assistance provided to persons with disabilities.

· Accompany occupants to the room designated above.

4.
If winds damage the building:

· Remain calm and assess the area.

· Check for possible injuries.  If someone is hurt, follow the library’s medical emergencies procedures and call 911.

· Check to make sure everyone is accounted for.  If anyone is missing, initiate an immediate search and call 911 if necessary.

· After the storm has passed, evacuate the building or the damaged parts of the building. 

5.
If there are other storm-related problems:

· Water leak: Evaluate and if necessary evacuate the building.

· Power outage: Activate emergency lighting.

· Phone out: Use cell phones for emergency calls.

· Other problems: Evaluate and react.


Instructions, Questions, and Notes
Do you already have procedures for dealing with tornadoes?  __Yes   No__

If yes, you may wish to incorporate them into your disaster plan.

How do you alert staff and patrons when there is a tornado warning?  _______________

______________________________________________________________________

Where do you send people when there is a tornado warning?  _____________________

_______________________________________________________________________

Who checks to make sure everyone in the building has either left or gone to the shelter area?

Does your library have a weather radio?  __Yes   No__

Does your library have an intercom system?  __Yes   No__

	IMPORTANT BASIC INFORMATION
Water leaks or flooding occur when a roof leaks, or a water pipe or plumbing fixture breaks. This becomes a serious problem when a large amount of water covers floors or library materials or equipment gets wet. 


	Staff Action

	Water Leak 
· Call the Circulation Desk.  Dial 0.  Report details, including: (1) where the leak has occurred, (2) how bad the leak is and if floors are wet, and (3) whether library materials are in danger.  The staff on duty at the Circulation desk will contact Administration and relay all information.

· If floor is wet and there is a danger of electrical shock, block access to the area. 

Flooding 
· Call the Circulation Desk.  Dial 0.  Report details, including: (1) where the flooding has occurred, (2) how bad the flooding is and if floors are wet, and (3) whether library materials are in danger.  The staff on duty at the Circulation desk will contact Administration and relay all information.

· Do not enter a flooded area until an electrician has disconnected the electricity.  There is extreme danger of electrical shock in a flood. 

· Block access to the flooded area.

	Administrative Action

	· Library Administration has water turned off (if a plumbing leak or flood) and has electricity turned off.

· When area is safe to enter, Library Administration orders that steps be taken to protect library materials in accordance with Collection and Equipment Emergency Procedures.


Instructions, Questions, and Notes
Do you already have procedures for dealing with water leaks and/or flooding?  __Yes   No__

If yes, you may wish to incorporate them into your disaster plan.

	IMPORTANT BASIC INFORMATION
A collection and equipment emergency is a situation in which library materials and equipment (especially computer equipment) are (1) in danger of being damaged by water, earthquake, fire or smoke, etc. or (2) have been so damaged.

Staff will follow the procedures below and perform tasks only as specifically instructed and supervised by Administration.


	1.
Gather the following information and call Circulation Desk at 0.  The staff on duty at the Circulation Desk will contact the library Administration and relay all information.
· What is the nature and location of the emergency?

· When did the problem start and is it still going on?

· Give your name, location and phone number.


	2.
Safety First.  Wait until Administration assesses the situation, and perform tasks ONLY as specifically instructed and supervised by Administration:

Do not enter affected area if there are any safety concerns
· If there is any safety concern wait for qualified library staff or maintenance staff from the utility companies to take the following steps: 
· Turn off electricity in affected area.

· Turn off water if there is a broken pipe.

· Turn off gas to the building when warranted.

· If serious damage has occurred (e.g., a serious fire), it may be necessary to wait until the appropriate officials declare the building safe to enter.  Re-entry to the site may also be delayed if hazardous materials are present, or if the building is a crime scene (as in the case of arson).
· Block access to unsafe areas.


	3.
Administration assembles a Disaster Response Team: 

· Disaster Response Team and heads of affected departments are notified and told:

· Nature of the emergency

· Location of the emergency

· Where to gather

· When everyone has gathered, emergency is explained and recovery plan is outlined:

· Review salvage procedures

· Explain retrieval of supplies

· Explain how damage is to be documented for insurance purposes
· Take photographs or videos and document the damage in writing. Incident report forms are to be used.
· Assign tasks


	4.
Halt Damage:
· Obtain supplies like plastic sheeting and tape from the storage area for emergency supplies. 

· To the extent possible, move wet or vulnerable items to a dry, secure location nearby.

· If water is coming from above cover library stacks with plastic sheeting.

· If water is coming in on the floor, use book truck to relocate materials to a safe area, starting with the materials closest to the floor.
· Turn off, cover, or remove computer equipment in affected areas.



	5.
Stabilize Environment:

· Do not turn up the heat; this will not dry out the space and may encourage mold growth.

· Keep humidity as low as possible.  If outdoor humidity is low, open doors.

· If the climate control system is working, it should be used to provide as much cooling and dehumidification as possible.  The goal should be to keep the temperature below 70 degrees Fahrenheit and the humidity as much below 50 percent as possible.

· Clean up water using wet-vacuums or mops.

· Use dehumidifiers.

· Use fans to circulate air.

· Remove water-soaked materials including books, carpet and ceiling tiles.  Even if carpeting appears dry, it must be checked underneath to ensure that both the carpet and the padding are dry.

· If the climate control system is not sufficient to reduce the temperature and humidity to the desired levels, outside assistance will be needed.  Contact the Alabama Public Library Service for information.

· Monitor the environment: Staff must monitor the temperature and humidity in the recovery area several times a day to ensure that the desired conditions are reached and maintained for the duration of the recovery effort.


	6.
Administration Takes Following Additional Action:

· Follow the procedures in Insurance and Inventory.
· Contact insurance agent.
· Report damage
· Seek advice
· Arrange method of getting funds to pay for recovery costs, for the replacement of collections and equipment, and for building repair.
· Contact a preservation professional for advice, and, in the event of a major disaster, arrange for on-site assistance.
· Establish a command post for the recovery effort.
· Establish security procedures for the recovery site:

· Only authorized persons should be allowed to enter the site, and some type of identification (e.g. badges, vests) should be arranged.  If the site cannot be secured due to building damage, it may be necessary to bring in temporary security personnel.
· Communicate with the media and public
· Administration is responsible for all interaction with the media and the public.  It is essential that no one else provide information.
· Press releases are issued periodically to local newspapers, and to TV and radio stations.  It is important to inform patrons and other interested parties of the extent of the damage and the progress of recovery efforts.


	7.
Evaluate Extent of Damage:
· Identify types of materials damaged, and estimate quantity:

· Books

· Unbound paper

· Photographic materials (including microfilm)

· Magnetic media (audio, video)

· Identify the type of damage to materials:

· Damp

· Wet

· Muddy

· Smoke damaged

· Fire damaged

· Note location of damaged materials on copy of library floor plan,


	8.
Make Plan for Recovery: 

· Decide what will be salvaged and what will be discarded

· Decide how materials to be salvaged will be treated:

· Determine resources needed for recovery.  Contact the Alabama Public Library Service for assistance.


	9. Conduct Collection Rehabilitation 
Rehabilitation of collections is the process of returning collections to a usable state once they have been salvaged.  Contact the Alabama Public Library Service for assistance.


It is the policy of the library to operate the library safely and to strive to be well-prepared in case of an emergency or disaster so as to minimize injuries, loss of life, and loss of library property, in accordance with all applicable federal, state, and local laws.

To implement this policy the library follows the methods and procedures as listed below (as well as other methods and procedures listed elsewhere in this plan):
	1.
The library trains staff to follow safe practices and to be prepared to handle emergencies and disasters within the scope of their individual job duties.  Any preparation training for disasters and emergencies (such as for fire, use of fire extinguishers, and evacuation) is accomplished per the plan and proposal of the library’s funding authority (city or county).


	2.
The library follows routine procedures as well as special procedures required by federal, state, or local laws to assure that the building is in a state of readiness for emergencies.  These procedures include (but are not limited to) the following: 

· The library provides safe exits for emergencies: 

· The library provides 2 ways of escape from all areas where feasible.
· Exit doors are kept unlocked from the inside at all times and open outward, preferably with panic bars.  Emergency exit doors are checked periodically to make sure they are not locked from the inside and will easily open from the inside.
· Exit routes are kept unobstructed at all times and are regularly checked to make sure they are free of obstructions.
· Occupancy limits for the library and all meeting rooms are set in accordance with the adopted Fire/Life Safety Codes.  Occupant loads for each room or area will be clearly marked on posted signs.  Occupant loads must be adhered to.
· All alarms (and batteries) are checked to make sure they are in working order.  These may include the following types of alarms: fire, smoke and heat detection, water detection, elevator, and security.

· The intercom system (if available) is checked to make sure it is in working order.  

· Emergency lights and battery backups are checked in accordance with federal, state, and local laws and standards to make sure they are in working order
· Fire extinguishers are checked in accordance with federal, state, and local laws and standards to make sure they are in working order.
· Sprinkler systems and other fire suppression systems are checked in accordance with federal, state, and local laws to make sure they are in working order.

· Evacuation floor plans are checked to make sure they are posted at points where they can be seen by all people entering and leaving the building.


	3.
The library follows safe practices to prevent fires and electrical shocks.  Below is basic safety information about three known risks.  Information about other risks is available from the U.S. Consumer Product Safety Commission at its web site, http://www.cpsc.gov/, and from the Occupational Safety and Health Administration (OSHA) at its web site, http://www.osha.gov/.

(a)
Extension cords.  The following information is from the U.S. Consumer Product Safety Commission Extension Cords Fact Sheet, CPSC Document #16, located online at http://www.cpsc.gov/cpscpub/pubs/16.html
· Use extension cords only when necessary and only on a temporary basis.
· Use polarized extension cords with polarized appliances.
· Make sure cords do not dangle from the counter or table tops where they can be pulled down or tripped over.
· Replace cracked or worn extension cords with new. #16 gauge cords that have the listing, of a nationally-recognized testing laboratory, safety closures, and other safety features.
· With cords lacking safety closures, cover any unused outlets with electrical tape or with plastic caps to prevent the chance of a child making contact with the live circuit.
· Insert plugs fully so that no part of the prongs are exposed when the extension cord is in use.
· When disconnecting cords, pull the plug rather than the cord itself.
· Teach children not to play with plugs and outlets.
· Use only three-wire extension cords for appliances with three-prong plugs. Never remove the third (round or U-shaped) prong, which is a safety feature designed to reduce the risk of shock and electrocution.
· In locations where furniture may be pushed against an extension cord where the cord joins the plug, use a special "angle extension cord," which is specifically designed for use in these instances.
· Check the plug and the body of the extension cord while the cord is in use.  Noticeable warming of these plastic parts is expected when cords are being used at their maximum rating; however, if the cord feels hot or if there is a softening of the plastic, this is a warning that the plug wires or connections are failing and that the extension cord should be discarded and replaced.
· Never use an extension cord while it is coiled or looped. Never cover any part of an extension cord with newspapers, clothing, rugs, or any objects while the cord is in use.
· Never place an extension cord where it is likely to be damaged by heavy furniture or foot traffic.
· Don't use staples or nails to attach extension cords to a baseboard or to another surface. This could damage the cord and present a shock or fire hazard.
· Don't overload extension cords by plugging in appliances that draw a total of more watts than the rating of the cord.
· Use special, heavy duty extension cords for high wattage appliances such as air conditioners, portable electric heaters, and freezers.
· When using outdoor tools and appliances, use only extension cords labeled for outdoor use.
(b)
Electric space heaters.  The following information is from the U.S. Consumer Product Safety Commission Electric Space Heaters Fact Sheet, CPSC Document #098, located online at http://www.cpsc.gov/cpscpub/pubs/098.html
Even though electric space heaters don't have an open flame, the heating elements of some types of electric heaters are hot enough to ignite nearby combustibles like draperies, paper, clothing, furniture, and flammable liquids.  It is, therefore, important to check surrounding objects periodically to see if they feel hot.  Refer to the manufacturer's instructions to see how far the heater should be placed from combustible materials, and for how far the heater should be placed from the floor so that carpeting or flooring materials don't ignite.
Additionally, to prevent electrocutions, always keep portable electric heaters away from water, never use them in a bathroom or near a sink. (If you must use an appliance near water, always use a ground fault circuit interrupter).
(c) Aluminum wiring.  If the library has aluminum wiring, then it may be at risk for a fire hazard.  For information about aluminum wiring see U.S. Consumer Product Safety Commission publication #516, located online at: http://www.cpsc.gov/cpscpub/pubs/516.pdf



	4.
The library cooperates fully with all government departments and agencies responsible for disaster and emergency planning and for the implementation of plans during an actual disaster or emergency.  These departments and agencies include (but are not limited to) the following:

· The Office of the Mayor

· The Office of the County Commission

· The City Police Department

· The Sheriff’s Department

· The City Fire Department

· The County Emergency Management Agency

· The County Local Emergency Planning Council

· The County Health Department

· The Alabama Emergency Management Agency

· The Alabama Department of Homeland Security

· The Alabama Department of Public Health

· The Federal Emergency Management Agency



	5.
The library acquires at least two copies of the latest edition of the emergency management plan of the County Emergency Management Agency.  One copy is cataloged as a reference item and is kept for public use in the library’s reference collection.  Another copy is kept in the director’s office as part of the director’s professional collection.




	6.
The library acquires at least two copies of the latest edition of the mitigation plan of the County Local Emergency Planning Council (pertaining to hazardous materials).  One copy is cataloged as a reference item and is kept for public use in the library’s reference collection.  Another copy is kept in the director’s office as part of the director’s professional collection. 




	7.
When assessing risks, the library administration utilizes the risk assessment information as determined at the county level by the County Emergency Management Agency in its emergency management plan.  In addition, the administration may utilize the risk assessment information as determined by the County Local Emergency Planning Council in its mitigation plan pertaining to hazardous materials, where hazardous materials pose a risk to the library.  Further, the administration may utilize other sources of information on risk assessment.


	8.
To preserve the library’s Disaster and Emergency Plan, current copies are available in the following locations:

· The Library Director’s Office (paper copy)

· In the desk or office of each Department Head (paper copy)

· In the desk or office of each Disaster Response Team member (paper copy)

· In the trunks of the cars of the Director, Department Heads, and Disaster Response Team members (paper copies)

· On an in-house server used for other in-house tasks and accessible by all staff (electronic copy)

· Where feasible, on a server outside the library, accessible with a password.  This may include an attachment to an email message.  (electronic copy)

· At the Alabama Public Library Service (a current electronic copy is submitted to the Alabama Public Library Service)

· On flash drives given to cooperating neighboring libraries for safekeeping (electronic copies)

· On flash drives given to emergency responders (electronic copies)




	9.
The library owns and utilizes an NOAA Weather Radio Receiver.

NOAA stands for National Oceanic and Atmospheric Administration, United States Department of Commerce.  NOAA Weather Radio All Hazards (NWR) is a nationwide network of radio stations broadcasting continuous weather information directly from the nearest National Weather Service office.  NWR broadcasts official Weather Service warnings, watches, forecasts and other hazard information 24 hours a day, 7 days a week.  Working with the Federal Communication Commission's (FCC) Emergency Alert System, NWR is an "All Hazards" radio network, making it a single source for comprehensive weather and emergency information.  In conjunction with Federal, State, and Local Emergency Managers and other public officials, NWR also broadcasts warning and post-event information for all types of hazards – including natural (such as earthquakes or avalanches), environmental (such as chemical releases or oil spills), and public safety (such as AMBER alerts or 911 Telephone outages). 

Known as the "Voice of NOAA's National Weather Service," NWR is provided as a public service by the National Oceanic and Atmospheric Administration (NOAA), part of the Department of Commerce. NWR includes 1000 transmitters, covering all 50 states, adjacent coastal waters, Puerto Rico, the U.S. Virgin Islands, and the U.S. Pacific Territories.  NWR requires a special radio receiver or scanner capable of picking up the signal.  Broadcasts are found in the VHF public service band at these seven frequencies (MHz):
  162.400    162.425     162.450    162.475     162.500    162.525     162.55


	10.
The library negotiates memorandums of agreement (1) with businesses and agencies which will provide emergency services and (2) with each of its utility providers regarding the library’s priority for re-establishment of service after a disaster.  Utilities include power, gas, telephone service, and internet service.


	11.
The library installs a cell communication card in at least one laptop computer to be used in case of emergency.




INSURANCE AND INVENTORY POLICY

See the “Insurance Data Form for Alabama Public Libraries” emailed by Jim Smith to all public libraries on April 22, 2011.
The library recognizes the essential requirement of acquiring insurance for the building and its contents.  The library studies the risks and prepares a list of hazards that exist in the area and estimates the likelihood of their occurrence.  The library has insurance to cover disasters that have a probability of occurring, including coverage for the worst-case scenario: total destruction of the library building and all the contents.  [The city or county government may provide insurance for the library, or the library may have to contract with an insurance company.  If the city or county provides the insurance, the director must find out the details of the coverage and make sure it is adequate.]

The library director utilizes the following book on insurance for libraries: Risk and Insurance Management Manual for Libraries, by Mary Breighner and William Payton, published by the American Library Association, 2005.  This book is kept in the library director’s professional collection for ready reference.  Several of the concepts and wording in this section are adapted or quoted from this book.
When seeking competitive quotations from insurers, the library always includes a request for a proposal on a property policy underwritten on an all-risk basis.  Library property (both real and personal) is insured on a replacement-cost basis.  Real property is defined as buildings and permanently affixed machinery.  Personal property is all property that is movable (not permanently affixed), such as furniture, machinery and equipment other than that permanently affixed, computers, library materials, and supplies.

Real property valuation (buildings):
Real property values represent complete building replacement cost, including building service equipment (including heating, air conditioning, elevators, lighting and power wiring, and fire protection).  The value assigned to the library building recognizes the quality of finishes, partitions, and plumbing.  To obtain accurate property and replacement values, periodically the library has an appraisal firm conduct an onsite field appraisal.

Personal property valuation (movable property):
An appraiser (such as the appraiser hired to do real property valuation) is retained to value the furniture, business operations information, and computer equipment.  Library staff assigns values to library collections.  Staff utilizes the book Risk and Insurance Management Manual for Libraries, for detailed information on how to assign these values.

Proof of loss:
The library recognizes that in case of a loss, it must have proof of what has been lost in order to collect on an insurance policy.  In order to enable the library to demonstrate proof of loss it complies with the provisions of the policy.

If at all possible, the disaster site will not be disturbed without the approval of the insurance agent.  The provisions of the policy may require that the agent make an inspection prior to the undertaking of any remedial steps, either in cleaning up, removing items, or beginning treatment.  At a minimum, an extensive photographic record should be maintained of the affected area and collections.  Careful documentation should be accumulated, also, of all staff and volunteer labor devoted to recovery procedures, as well as contracted services and supplies, whether purchased following the disaster or previously stockpiled.

It is the responsibility of the library director to make sure that a current inventory of the collections, equipment, furnishings, and facilities is maintained.

[If the library has an automated circulation system] The holdings and circulation data are  regularly downloaded to electronic, magnetic, or optical storage media (such as a CD).  The media are then be hand-carried to an off-site location for safe-keeping.  Downloads may be done daily, weekly, or monthly, but no less frequently than monthly.  The library consults with the vendor to ascertain the method of downloading the data.  

[If the library has a hosted web-based automated system, then the data could exist on the vendor’s server.  In this case it should also be the responsibility of the vendor to maintain duplicate records at an off-site location.  The library should have a written memorandum of agreement with the vendor regarding specific details, such as how often the records will be sent to the off-site location for back-up, and a set of communication procedures.  Even if the vendor is safeguarding the data, it would be advisable for the library to download the data regularly to electronic, magnetic, or optical storage media (such as a CD).  The media should then be hand-carried to the library’s own off-site location.]
[If the library has its holdings in STARS, a backup file of master bibliographic records (with no item/barcode information) could be generated by OCLC.  This method would be used only as a last resort and includes fees, although sometimes OCLC waives the fees.  The fees (at 2008 rates) would include a batchload evaluation fee of $400 and a per record retrieval fee of up to 63 cents.]
For furnishings, equipment, and software, the library updates the inventory continuously.  Where feasible, each physical item has a permanent inventory tag affixed to it with the asset number on the tag.  The library maintains an inventory record list that includes the asset number, item description, original cost, date of purchase and physical location.  Once a year there is a physical inventory to account for all assets.  Duplicate inventory records are kept both on-site and off-site.  The library keeps records in an Excel format.  The document is periodically downloaded to electronic, magnetic, or optical storage media (such as a CD).  The media is then hand-carried to an off-site location for safe keeping.  In addition, periodically, and especially if there is advance warning of a disaster, the document is sent as an email attachment to several off-site addresses, including the address of the library’s insurance company [or city or county government if it is providing the insurance].  An agreement is made in advance with the insurance company [or city or county] stating that these entities will preserve the emailed document.  A copy of the inventory is also printed in case power in the area is out for an extended period of time. 
CITIZEN AID POLICY
It is the policy of the library to develop methods and procedures to accomplish the following objectives:

1. Provide citizens with information on how to prepare for disasters.
2. When advance information about an impending disaster is available, the library will serve as a disseminator of information from its local EMA director.
3. Provide citizens with information for their personal recovery should they become disaster victims.
To accomplish the above objectives, the library provides information (when available) from local, state, and federal agencies and organizations which inform citizens about potential disasters and/or which assist citizens who become disaster victims.  The information may be accessible in the following ways:

1.
Printed materials such as informational brochures and other publications
2.
Links from the library’s web site available from any computer connected to the internet
3.
Speakers at library programs
4.
Public access computers at the library with internet capability
5.
Personal help at the library (in person and by telephone) from library staff, volunteers, and staff from emergency response agencies

The agencies and organizations providing information include (but are not limited to) the following:

·  [Enter your county/city] Emergency Management Agency
· Alabama Emergency Management Agency, http://ema.alabama.gov
· Federal Emergency Management Agency, http://www.fema.gov/
· Alabama Department of Homeland Security, http://dhs.alabama.gov/
· Alabama Department of Public Health, http://adph.org/
· Alabama Department of Public Health Center for Emergency Preparedness, http://adph.org/CEP
· Alabama Department of Senior Services, http://adss.alabama.gov
· Alabama Hurricane Center, http://www.hurricane.alabama.gov/
· American Red Cross, http://www.redcross.org/
· National Hurricane Center, http://www.nhc.noaa.gov/
· National Weather Service, http://www.nws.noaa.gov/
· Salvation Army, http://www.salvationarmyusa.org
The library cooperates with its [enter your county/city] Emergency Management Agency to be prepared to provide information to victims who come to the library if disaster should strike the community or neighboring communities or states.  The library cooperates with individual volunteers and/or organizations that can provide volunteers able to assist victims in finding information at the library.  The library will seek ways to be open extended hours to provide victims with needed information.
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