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Forward

Because all libraries are susceptible to disaster§he Huntsville-Madison County

Public Library is committed to maintaining a vigilant state of disaster preparedness for
staff, the collection and our facilities. Enlightered self-interest tells us that to be
prepared is the greatest weapon against disasterhig plan, along with continual
training, provides library staff with a set of disaster priorities, emergency procedure
guidelines and floor plans for each location.

Emergency operations planning
activities are divided into four phases
that form a cycle. The phases of the
cycle are:

Mitigation —Taking sustained
actions to reduce or eliminate ¢
risk to people and property from ¢=
hazards and their effects.

Preparedness — Building the

to respond effectively to, and
recover from, any hazard.
Response — Conducting
emergency operations to save
lives and property by doing such
things as - evacuating potential
victims; providing medical care
to those in need; and restoring
critical services.

Recovery — Rebuilding our library so that we caiime to normal services and
protect against future hazards.

With each disastrous situation we learn how togat®, prepare, respond and recover better.
As we revise our efforts, the cycle repeats. Thesph often overlap to fit individual
situations and events.

These guidelines were approved by the Library Boaréebruary 16th, 2011, noting that the
Executive Director has the authority to make imraggldecisions concerning the safety of staff,
patrons, and library facilities as necessary. Vhision has been stripped of confidential
information for public consumption. The hyperlinkexhline version of the original guidelines
may be found on our private Intranet. A print vensof the full document will be held locally at
each location, in the homes of top-level managenamt at the Alabama Public Library Service
headquarters in Montgomery, Alabama.

Page 4



In recognition of the possibility of both small andlarge disasters, the Disaster
Planning Team has devised the following guidelings ensure that appropriate actions
are taken before, during and after a disaster.

BEFORE THE DISASTER

Preventative (Mitigation)

Mitigation efforts attempt to prevent hazards frdaveloping into disasters altogether, or to
reduce the effects of disasters when they occue.niitigation phase differs from the other
phases because it focuses on long-term measuresdiaeing or eliminating risk.

Areas of responsibility are assigned to the
Disaster Planning Team

o Members of the Disaster Planning Team and thepes/e duties for the plan
as of September 2010 are listed on the internalmeat.

Assets and facility information are identified

While our first concern is the safety of the staffl public, certain critical assets need to be
protected during a disaster. Depending on the eatiithe disaster at the location, these
items may include, but are not limited to:

1. A printed Facility Information form

o Names and contact information for building ownerd &acility managers

o Locations of main switches for gas, water and otitiéities.

o Location of special keys to every locked door, seédinet or storage closet.

o "Other Information" on the Facility Information formight include service
contracts, including daytime and evening phone rars\for contacts, payroll,
banking and other vital business information

2. ITS Asset Inventory (Internal Document)

o Assets are assigned to the manager of each loaatidepartment. By
browsing to the ITS helpdesk site, each managéised their own location's
assets on the assets tab. A master spreadshdst ganerated from database
as needed, by ITS staff.

3. Auditor's Fixed Assets for FY10 (Internal Document)

o Includes a comprehensive list which includes aesitalued over $500 within

the library system.
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Appendix A

Facilities Information Form

Branch and Department Managers complete the
Qualitative Risk Assessment Survey

The Qualitative Risk Assessment Survey helps argbgptential risks and their impact to
staff, collections or facilities. Managers from kdacation should complete the survey
which is based on an Excel spreadsheet. Completetsfshould be attached to this
space, as well as held locally in both print argitdi formats.

Annual reviews of the surveys are necessary tdititei changing risks and events.

Appendix B
Risk Assessment

Facilities checklist to help prevent disasters

Make needed repairs to HVAC equipmentingi plumbing, gas, generator, roof, windows,
doors

Upgrade carpeting, repair broken or uneieoring
Evaluate routine maintenance proceduresprove weak areas
Evaluate building security—improve asawext

Maintain property insurance covering dugs and contents

Non-Replaceable Items at Branch Libraries

This item is available in the internal document.
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Continuity of Operations procedures are
outlined

Continuity of Library Services and Operations:
Shelter in Place

A Shelter in Place directive is mandated by loealegnment. Once patrons and staff are
cleared to leave, the library branch or brancheg lmeeclosed during a clean up if it has been
affected by chemical, biological or radiologicahtaminants released into the environment.

Workplace Violence

Immediately after an incident, the police may deatg the library branch as a crime scene.
They may ask that patrons and staff be detainequestioning. The PIC and supervisors
will provide a safe area for patrons and staffpdssible, they will show an age appropriate
movie or engage in activities to occupy time wial& enforcement work. Staff will try to
make patrons as comfortable as possible. Oncermaéind employees are released, the
building may remain a crime scene, and therefarseal for several days.

Severe Weather

The library may be damaged during severe weatbepending on the damage and repairs
needed, the library branch or branches affectedbeagtosed for an extended period of
time.

Power Outage

A power outage may cause a library branch or bresth close temporarily.

Library Closed 1-2 days:

The Executive Director will initiate the communiicats tree to keep staff informed.
The Communications Director will inform the pubt€library closure.
The Deputy and Associate Directors will set a saledddressing the critical needs
of the facility (facility checklist), including:
o Electronic services
Boiler and building checks / HVAC
Book drop
Payroll
Other banking considerations

O O O O
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The Webmaster will post closure on website, listingnches open to assist patrons
displaced by closure and other pertinent infornmatio

The Disaster Response Team will assess the damaige ¢ollection and respond
accordingly.

Department managers and maintenance will be ctdleark.

Manual Circulation procedures will be handled ifyo is out.

Counseling may be requested. Counseling souredssted below.

Main Library Closed 3-7 days:

The Executive Director will initiate the communiicats tree to keep staff informed.
The Communications Director will inform the pubb€library closure.
The Deputy and Associate Directors will set a saledddressing the critical needs
of the facility (facility checklist), including:

o Electronic services

o Boliler and building checks / HVAC

o Book drop

o Payroll

o Other banking considerations
The Webmaster will post closure on website, listingnches open to assist patrons
displaced by closure and other pertinent infornmatio
The Disaster Response Team will assess the damaige ¢ollection and respond
accordingly.
Department managers and maintenance will be ctdleark.
Personnel will be called in as needed until thealp reopens to the public.
Personnel will be cross trained to assist in basoulation procedures, material
extensions given.
Telephones will be manned to assist with renewadstalephone reference if
operational.
Branch Courier will continue branch run, provideghicle and routes are operational.
Personnel will pull holds and send them to othanbhes for pick-up. If a location’s
materials are not accessible, IT will bypass holashat collection.
Reference chat services will be provided eithesiomor set up at a branch location.
Full time personnel may be deployed to unaffecteahthes to assist with a higher
volume of patrons.
Counseling may be requested. Counseling souredssted below.

Main Library Closed 8-30 days:
The Executive Director will initiate the communiicats tree to keep staff informed.
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The Communications Director will inform the pub&€library closure.
The Deputy and Associate Directors will set a saledddressing the critical needs
of the facility (facility checklist) , including:

o Electronic services

o Boliler and building checks / HVAC

o Book drop

o Payroll

o Other banking considerations
The Webmaster will post closure on website, listingnches open to assist patrons
displaced by closure and other pertinent infornmatio
The Disaster Response Team will assess the damaige ¢ollection and respond
accordingly. They will also determine whether vaker assistance is warranted.
Department managers and maintenance will be ctdleark.
Personnel will be called in as needed until thealp reopens to the public.
Personnel will be cross trained to assist in basoulation procedures,
material extensions given.
Telephones will be manned to assist with renewadstelephone reference if
operational.
Branch Courier will continue branch run, provideghicle and routes are operational.
Personnel will pull holds and send them to othanbhes for pick-up. If a location’s
materials are not accessible, IT will bypass holdshat collection.
Reference chat services will be provided eithesitaor set up at a branch location.
Full time personnel may be deployed to unaffecteahthes to assist with a higher
volume of patrons.
As the building is repaired, staff may slowly retwo work assisting wherever
needed.
A temporary facility may be obtained to assist gasrand house returned materials
belonging to the affected library.
Virtual services will be emphasized, including DM£&arning Express Library,
NovelList, HeritageQuest, reference chat, Alabanéusl Library, netlibrary, etc.
Counseling may be requested. Counseling souredssted below.

Branch Library Closed 3-7 days:

The Executive Director will initiate the communiicats tree to keep staff informed.
The Communications Director will inform the pubdtlibrary closure.
The Associate Director for Extension and Outreathset a schedule addressing the
critical needs of the facility (facility checklistincluding:

o Electronic services

o HVAC and building checks

o Book drop
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The Webmaster will post closure on website, listingnches open to assist patrons
displaced by closure and other pertinent infornmatio

The Disaster Response Team will assess the damaige ¢ollection and respond
accordingly.

Branch managers of affected locations will be caltework.

Personnel will be called in as needed until thealp reopens to the public.

Material extensions will be given.

Telephones will be manned to assist with renewadstelephone reference if
operational.

Branch Courier will continue branch run, provideghicle and routes are operational.
Personnel will pull holds and send them to othanbhes for pick-up. If a location’s
materials are not accessible, IT will bypass holashat collection.

Full time personnel may be deployed to unaffecteahthes to assist with a higher
volume of patrons.

Counseling may be requested. Counseling souredssted below.

Branch Library Closed 8-30 days:

The Executive Director will initiate the communiicats tree to keep staff informed.
The Communications Director will inform the pubt€library closure.
The Associate Director of Extension and Outreadhset a schedule addressing the
critical needs of the facility (facility checklistincluding:

o Electronic services

o HVAC and building checks

o Book drop
The Webmaster will post closure on website, listingnches open to assist patrons
displaced by closure and other pertinent infornmatio
The Disaster Response Team will assess the damaige ¢ollection and respond
accordingly. They will also determine whether vaker assistance is warranted.
Branch managers of affected locations will be caltework.
Personnel will be called in as needed until thealp reopens to the public.
Material extensions will be given.
Telephones will be manned to assist with renewadstelephone reference if
operational.
Branch Courier will continue branch run, provideghicle and routes are operational.
Personnel will pull holds and send them to othanbhes for pick-up. If a location’s
materials are not accessible, IT will bypass holishat collection.
Full time personnel may be deployed to unaffecteahthes to assist with a higher
volume of patrons.
As the building is repaired, staff may slowly retwo work assisting wherever
needed.
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A temporary facility may be obtained to assist pasrand house returned materials
belonging to the affected library.
Virtual services will be emphasized, including DM£&arning Express Library,
NovelList, HeritageQuest, reference chat, Alabanmgusl Library, netlibrary, etc.
Counseling may be requested. Counseling souredssted below.

Counseling Sources:

Alabama Board of Examiners in Counseling: httpmwabec.alabama.gov/

Alabama Counseling Association: http://www.alabaowmseling.org/

Alabama Mental Health Counselors Association: :H#mnhca.com/home/htm

American Counseling Association: http://www.coumggorg/

American Psychiatric Association: http://www.psyarig/

American Psychological Association: http://www.apg/

American School Counselor Association: http://washoolcounselor.org/

Distance Credentialed Counselor: http://www.caabgl.org/credentials-offered/dccmain

National Board for Certified Counselors: http://wwbcc.org/
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Insurance matters are identified

Based on materials inventory, fixed assets, ITSicoity of operations procedures, and
the Qualitative Risk Assessment the Executive Dareconfirms annually that insurance
coverage is current and/or issues are identified.

HMCPL Insurance Broker:
This item is available in the internal document.
Local / Branch Insurance Coverage:

Bailey Cove Branch Library: Building and contents
Bessie K. Russell Branch Library: Building and @aris
Eleanor E. Murphy Branch Library: Building and cents
Elizabeth Carpenter Public Library of New Hope: @mts Only
Gurley Public Library: Contents Only

Madison Public Library: Contents Only

Main Library: Building and contents

Monrovia Public Library: Contents Only

Oscar Mason Branch Library: Contents Only
Showers Center Library: Contents Only

Tillman D. Hill Public Library: Contents Only

Triana Public Library: Contents Only

Preparedness

Preparedness is a continuous cycle of planningrizang, training, equipping, exercising,
evaluation and improvement activities to ensureaiye coordination and the enhancement
of capabilities to prevent, protect against, respion recover from, and mitigate the effects
of natural disasters, acts of terrorism, and oth&n-made disasters.

Companies or organizations outside the library
to be used in the recovery process are identified

The Disaster Team's preservation specialist recardmthe following organizations and
personnel when the library is faced with a majsadter:

WesternStates and Territories Preservation Assist&ervice. Our contact is Randy
Silverman 801-585-6782 rsilverman@westpass.orgmay.silverman@utah.edu

Page 12



o Reputable commercial disaster recovery firms recendad and used by
Randy Silverman:
Kirk Lively Director of Technical Services BelforSA 2425 Blue
Smoke Ct. S. Fort Worth, Tx. 76105 Tel. (817)539&Toll free 24-
hour: (800)856-3333 kirk@us.belfor.com
Munters Corporation Moisture Control Services Hagmdters Chicago
District Office & Midwest Region Document CenterG8Bloomingdale
Rd. Glendale Heights, 1 60139-2192 Tel: 1800-
MUNTERS mcsinfo@munters.com
o Preservation Division, University of Utah Marriafbrary Collection Disaster
888-905-7737 or 801-581-5147

Other companies with a business relationship vighlibrary which may be of assistance:

ServePro of North Huntsville

Allied Waste Services

American Standard Window Cleaning

AREN/ASC
City of Huntsville General Services
Coleman Landscaping

Cook’s Pest Control

Commercial Flooring Services, Inc.

Conditioned Air Solutions
Dorma-Carolina Door Controls
Generator Service Co., Inc.
Goss Electric Industrial Division
Hydro Chemicals

Jani-King Huntsville Region
JanPak-Huntsville

Kleen Air Research

Koorsen Fire & Security Inc
LockTec Inc

Madison Locksmith & Safe Co.
Monaghan Construction
Porter Roofing

Quality Glass

Professional Security Systems, Inc.

256-534-1177
256-837-2670
256-534-9010
256-971-7448
256-427-5660
256-880-7830
256-772-2440
256-722-9302
256-428-1983
205-833-8782
205-744-7572
256-355-1101
423-899-5487
256-971-3451
256-851-2100
256-767-5122
256-536-0786
256-881-9300
256-772-0371
256-656-4897
931-668-2298

256-534-4322

256-534-6523

Emergereyediation

Solid wasteentibn, transfer and disposal services

dng cleaning and maintenance services
Internet, email, network &g
AQ/ electrical, plumbing support services
Landscaping ssvic
Termite and pestrol
@warcial flooring products and installation
HVAC contac
Automdbiors repair
Generagntenance service
Eteal contractors
Water treatment sesvic
Commerciabning services
Office supplies
HVAC filters seevic
Fire potiten systems
Locksmith
Locksmith
General corract
Roof repair and reptaee
Automatic glass dooairep

culty systems repair and service
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Rock-Tenn 256-533-9888 Book and periadicecycling

Roto-Rooter Plumbers 256-533-7246 Plumbing contract

Schindler Elevator Corporation 205-252-5148 Elervatpair

Scott Lighting Supply Company, Inc. 256-536-6776  ghting supplies

SirsiDynix 1-800-288-8020  ILS automation system

Systems Technology Co of Alabama, Inc. 256-518-9000 Fire protection and card access systems

Tom Woo Home Improvements 256-457.9004 Generainepa

Waste Management of AL-N 800-333-7705 Solid wastkection, transfer and disposal services

Internet & Technology Services Preparedness

In order to facilitate recovery of computer-baset/ges, the attached document details
hardware, software, and services inventory, as aglbcations and descriptions of
information backups.

Appendix C
This item is available on the internal document.

The Readiness and Emergency Procedures Plan
IS analyzed and updated

Each September, during National Preparedness MohthReadiness and Emergency
Procedures Plan will be reviewed for personnel gkan

Managers should update their Emergency Contact $;dteeping both a digital and
printed copy in each location and off-site.
Managers should update their Communication Tree.

Appendix D

Emergency Contact Form
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Facilities checklist for managing disasters

Maintain attached checklist of faciliformation and provide to staff, including:
Water—shut off valve location
Electrical—turn off switches |dicen
Gas—shut off valve location

Maintain list of key contacts for inspeatand repair of structural elements and facility
systems

Maintain fire and building alarms
Maintain fire extinguishers and halonteyss
Maintain contact with community emergeseyvices
Evaluate building signage and update/oweras needed
Identify important items in collection
Purchase plastic sheeting, tape, garbags, gloves, mops, brooms and other cleaning igsppl
Keep in good working order all vacuumaclers and wet-vac
Investigate and identify salvage fa@hktiand companies
Provide staff training on how to respdod variety of disasters
Advance warning of disaster:
Move items away from windoand to higher floors
Secure windows and dootth \wlywood and other rigid materials

Cover or wrap special cdtilens with plastic sheets and seal with waterproof
tape
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Facility and Contact Information

These facility and contact information documenisuith be reviewed and updated annually
or when items change to ensure the latest infoamasi available to staff in the event of an
emergency.

Bailey Cove Branch Library

o Contact Information

o Facilities Information
Bessie K. Russell Branch Library

o Contact Information

o Facilities Information
Eleanor E. Murphy Branch Library

o Contact Information

o Facilities Information
Elizabeth Carpenter Public Library of New Hope

o Contact Information

o Facilities Information
Gurley Public Library Madison Public Library

o Contact Information

o Facilities Information
Madison Public Library

o Contact Information

o Facilities Information
Main Library

o Contact Information

o Facilities Information
Monrovia Public Library

o Contact Information

o Facilities Information
Oscar Mason Branch Library

o Contact Information

o Facilities Information
Showers Center Library

o Contact Information

o Facilities Information
Tillman D. Hill Public Library

o Contact Information

o Facilities Information
Triana Public Library

o Contact Information

o Facilities Information
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Appendices E - BB

These items are available on the internal document.

Bound, printed copies of the Disaster Plan are
given to each location

Each location will receive a three-ring notebookwan area-specific Disaster Plan. Updates
to any part of the plan will be added as necessary.

Training for disasters or emergencies is made
available to staff

With managerial support, a series of blended legropportunities will be available for
staff. Persons In Charge during an Emergency Veitl be offered expanded training.

Each Staff Member receives a Pocket version of
the plan

Based on the Pocket Response Plan (PReP)™ is seawzument for recording essential
information needed by staff in case of a disagieery staff member should carry

a PReP with them at all times. The PReP is one oaem of CoSA's Framework for
Emergency Preparedness.

Location-specific pocket versions of this disagti@n are available internally for:

Bailey Cove Branch Library
Bessie K. Russell Branch Library
Eleanor E. Murphy Branch Library
Elizabeth Carpenter Public Library of New Hope
Gurley Public Library

Madison Public Library

Main Library 1st Floor

Main Library 2nd Floor

Main Library 3rd Floor

Monrovia Public Library

Oscar Mason Branch Library
Showers Center Library

Tillman D. Hill Public Library
Triana Public Library



"Person in Charge in Case of Emergency"
Guidelines

Being a “Person in Charge in Case of EmergencyC)Rivolves your ability to lead in a
crisis situation. Based on the "Tag, you're it! lempenting a "Person in Charge" Training
Program " work by Adrianne Peterson of the Jeffiei@ounty Public Library System, and
John Cabrera and Brett Lear of the Multnomah Couitigary, this model focuses on
having one person serve as the primary coordiratong emergency situations.

Your first responsibility as PIC is the safety aftqons and staff. The most important thing to
do in an emergency is remain calm.

What HMCPL expects of PICs:

You will use common sense.

You will make a decision to the best of your apilit

You can tell the difference between and know howdbupon real emergencies and
routine problems.

You can tell the difference between an eccentric@oblem patron. And if you're
not sure, you'll take the time to gather some faet®re acting.

You know your resources within the library includithe Emergency Procedures
Guide and other policies and procedures in thanerffiolicy Manual.

Prioritizing the situation, delegating tasks toestBupervisors and staff members.

How to tell if it's an emergency:

Is someone injured or in physical danger?

Look for the three “b’s” — blood, bones, breathiifgiou can see blood or bones, or if
they aren’t breathing, it's an emergency.

Is there fire or smoke? Are alarms going off?

Are genitals exposed?

Is anyone’s property threatened or damaged?

Is anyone verbally threatening staff or other pafointerfering with others use of the
library?

Which of these scenarios qualify as an emergency?

A patron says the men’s room is on fire. (CHECK BfROOM FIRST FOR
STATUS, THEN CALL 911 IF NEEDED)

Someone trips on the front sidewalk and goes thrdlg glass entrance door.
(CHECK FOR BLOOD OR INJURIES. IF INJURED CALL 911y*

A patron is arguing with Circ staff over a $5.00€fi (NO)
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There is a fierce hailstorm outside and it's clgsime. (WE DON'T WANT TO
ENDANGER SOMEONE; KEEP PEOPLE INSIDE).

**Note: It is always okay to call 911 if you are worriecbabthe health of staff or a patron
in the library.

Once emergency personnel arrive, it is up to theedidcuss options with the patron and
decide the best course of action to take and whétheinvolves a trip to the hospital. It is
not for the PIC or any other library personnel takena decision about whether a patron
should go to the hospital. The library does nataay ambulance company directly nor
offer for the library to cover their medical cogasnbulance trip or otherwise).

Calling for help in an emergency:

Verify for yourself what is happening without gagiin the middle of it.

When calling 911, be as succinct as possible agatlglstate what kind of emergency
itis.

It will move things along if you use the phrase pirogress.”

“We have a medical emergency in progress at thewakd Library at 10200 W.

20" Ave. An older man has fallen off his chair andtisesponding. He is breathing.”
“We have a disturbance in progress in the parkon@fl the Wheat Ridge Library. The
address is 5475 W. 32Ave. There are two men fighting. | haven’t seep an
weapons.”

911 operators will want someone to stay on thethneeep them posted on the developing
situation and verify more information which theyaseto the responding personnel. If you

have made the call and need to be elsewhere tovsspactivities, hand the phone over to
another staff member.

A general rule is if there is a potentially life mnoperty-threatening situation going on
in your building, your parking lot or library grods, you should call 911 or designate
someone else on the staff to make the call.

Daily Responsibilities or Tasks

Upon reporting for work check the schedule to $geu are the Person in Charge in Case of
Emergency during your shift.

1. Consult the Person in Charge in Case of Emergdaagihart or the staff schedule to
determine if you are to be held responsible forpbsition that day.

2. If your location has a PIC cell phone make surewear the phone in your pocket or
clipped to your belt. If you are required to ledlre areat any timehand off the
phone to the next PIC in line according to the thae sure to regain control of the
PIC cell phone when you return.
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3. Make sure your name is written on the "Person iar@é" whiteboard in your area.
Weekly Responsibilities or Tasks

The 'top-level' Person in Charge in Case of Emergéneach location should test or re-
supply certain items and then report via emaihtartsupervisor and the Staff Training &
Volunteer Coordinator the status of each:

First Aid Kit should remain well-stocked

Weather Radio should remain plugged in and setididoée alarm
Flashlights should have working batteries*

Portable radios should have working batteries*

Smoke and/or Carbon Monoxide detectors should hwewrking batteries
Hand sanitizers and cleansing wipes for staff aatdops

*A person in each department should be designatetieck the batteries weekly.

Please see the Emergency Procedures Guidelines $pecific instructions relating to the
PIC responsibilities:

Severe Weather

Shelter in Place

Medical Emergency

Power Outage

Workplace Violence

Fire Alarm

o Concerning the fire alarm (Systems Technology) pan®ain: if the alarm is

activated the only persons authorized to disabilence the alarm are the fire
department or Systems Technology. If we have atsiia when we know it's a
false alarm call Systems Technology at 256-518-9000

Bomb Threat

Pandemic Outbreak

Documentation

It isn’t over until the documentation is done.

Accident and Incident Report forms are availablenemrand in your Emergency
Procedures notebook. These forms are used fomafiton — they are not used to
check up on how you did.

If anyone has been injured, you need to complet&cament report.

No one was injured, but you think we should hawanisthing” on record, complete
an incident report.

When in doubt, document it just to be on the safe.s
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Be as accurate as possible, but don’t interprettsy&tick to facts and observations.
Remember accident reports and incident reporta gt of the public record.
Document the event as soon as the crisis is ovele wmformation is still fresh in
your memory. This means don’t wait until after ytluree-day weekend to fill-out the
form.

The purpose of documentation is to have a recotbeoévent as soon as possible and to
prevent your Library Manager or Administration kgebaken by surprise.

In addition to providing documentation about andeat, you should talk with your library
manager if you believe that the incident was egplgcstressful or difficult for staff. Library
managers can arrange for counseling or other bedggist staff in handling the aftermath of
a particularly difficult or traumatic experience.

Disaster kit(s) are in place for staff, patrons and
non-replaceable items in the collection

Disaster Kits are: The sum total of all items or a collection of itespecifically prepared
and/or arranged prior to a disaster in order tagaui¢ the results of an incident or
disasterDisaster Kits include items that may or may not beontained in one location or
container within a facility. For example, Fire Extinguishers are generally waluinted in a
highly visible location, Flash Lights should be keghere they are readily found in the dark
and Weather Radios need to be deployed to an dregewhey can be easily heard and
monitored. Items particular to a certain Departn@@rBranch should be kept together in a
container as much as possible.

Disaster Kits are located in: Each HMCPL branch or Main Library Department as
indicated

Kits should contain: A copy of the HMCPL Disaster Plan, A list of contaambers and
names of HMCPL employees who need to be informexhgflibrary disaster, First Aid
Supplies, Fire Extinguisher(s), Flashlight(s) WeatRadio(s), other branch or
departmentally specific items as indicated or remfliby circumstances e.g. Archives
Dept. may need white cotton gloves for handlingaserfragile items, Bookmobile may
need a small set of hand tools for minor on-rogairs, etc.

PIC for Kits: The Person In Charge who is responsible for manimgithe kit contents is
the Branch Manager, Department Manager or thelraaiied delegate as applicable.

Kits are inspected and evaluated: Semi-Annually in January and June by PIC (Branch

Manager or Department Manager as applicable) waalinspection. Results are reported
on the disaster kit inspection form.
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Disaster Kit Inspection Form

HMCPL Disaster Kit Inspection Form

The following items are to be examined at least eme six (6) months in January and
June of each year for full operational readiness byhe Person In Charge (PIC) or the
PIC’s authorized delegate.

Fire Extinguisher Charged & Inspected
First Aid Kit Complete & Inspected
Weather Radio Operational & Inspected
Flashlight Operational & Inspected
Disaster Plan & Contact Info. Present

Disaster Kit Items specific to your

Location or department present and useable

Please give details below if any of the above itemsed to be replaced or changed.
Forward this report to:

Staff Training & Volunteer Coordinator
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The following items were found unusable and requireepair or replacement:

Signed: Date:

Appendix: EE
HMCPL Disaster Kit Inspection Form

Disaster Recovery Team (DRT)

The Disaster Recovery Team (DRT) is a team ontegdtovide immediate response to
collections disasters anywhere within the HMCPLUeys The group has no formal charge,
but team members are trained to clean, move arldqaadamaged materialghere time is

a critical factor.Headed by the preservation librarian, the tearmmiges leadership during
collections disasters. Membership is assigned em#sis of job duties and past experience
in emergency response. DRT meets once a yearnahd interim as needed for training and
debriefing after a recovery event.

Disaster Recovery Team Members are listed on tieenal document.

In the event of an emergency which involves damametdrials please contact any member
of the Disaster Recovery Team immediately.

DURING THE DISASTER

Response

The response phase includes the mobilization ohéoessary emergency services and first
responders in the disaster area. This is likeipttude a first wave of core emergency
services, such as firefighters, police and ambw@amews.

Readiness and Emergency Management
Procedures
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The purpose of this plan is to give staff, volunsegnd patrons of the Huntsville Madison
County Public Library information and instructiomgant to assist them in the event of a
variety of emergencies. As an occupant of one oboildings, you need to be familiar with
these procedures. Read them carefully. If you laayequestions, consult the Staff Training
& Volunteer Coordinator, your supervisor, or theeEntive Director.

BOARD APPROVED: SEPTEMBER 2010

IMPORTANT PHONE NUMBERS

ALL LOCATIONS:
o 911 should ALWAYS be your first call in an emergenit is the universal
number to get help sent quickly.
o Person in Charge in Case of Emergency (Main) Getilmer available on the
internal document.

Bailey Cove Branch Library:

Fire (non-emergency) 722-7120
Police (hon-emergency) 722-7100
Ambulance (non-emergency) 722-7158

Bessie K. Russell Branch Library

Fire (non-emergency) 722-7120
Police (non-emergency) 722-7100
Ambulance (non-emergency) 722-7158

Eleanor E. Murphy Branch Library

Fire (non-emergency) 722-7120
Police (non-emergency) 722-7100
Ambulance (non-emergency) 722-7158

Elizabeth Carpenter Public Library of New Hope

New Hope Rescue Squad (non-emergency) 256-723-4433

Police (non-emergency) 256-723-8443

County Volunteer Fire Departments (Non-emergen@p-7171
Huntsville-Madison County Rescue Squad (Non-emargeb36-2720
HEMSI (Madison County's ambulance service) Busimessber: 722-7150

Gurley Public Library
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Gurley Police (Non-emergency) 776-3313

County Volunteer Fire Departments (Non-emergen@2- 7171
Huntsville-Madison County Rescue Squad (Non-emarg)eb36-2720
HEMSI (Madison County's ambulance service) Busimessber: 722-7150

Madison Public Library

Madison Police Department (Non-emergency) 722-7190
Madison Fire & Rescue (Non-emergency) 772-7192

Main Library

Person in Charge in Case of Emergency (MAIN) ab&l@n the internal document.
Fire (non-emergency) 722-7120

Police (non-emergency) 722-7100

Ambulance (non-emergency) 722-7158

Monrovia Public Library

Madison County Sheriff's Department (Non-emergefi@2-7181

County Volunteer Fire Departments (Non-emergen@2- 7171
Huntsville-Madison County Rescue Squad (Non-emeargeb36-2720
HEMSI (Madison County's ambulance service) Busimessber: 722-7150

Oscar Mason Branch Library

Fire (non-emergency) 722-7120

Police (non-emergency) 722-7100

Ambulance (non-emergency) 722-7158
Showers Center Library

Fire (non-emergency) 722-7120

Police (non-emergency) 722-7100

Ambulance (non-emergency) 722-7158
Tillman D. Hill Public Library

Madison County Sheriff's Department (Non-emergen@2-7181

County Volunteer Fire Departments (Non-emergen@2- 7171
Huntsville-Madison County Rescue Squad (Non-emeargeb36-2720
HEMSI (Madison County's ambulance service) Busimessber: 722-7150

Triana Public Library
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Madison County Sheriff's Department (Non-emergefi@2-7181

County Volunteer Fire Departments (Non-emergen@2- 7171
Huntsville-Madison County Rescue Squad (Non-emarg)eb36-2720
HEMSI (Madison County's ambulance service) Busimessber: 722-7150

Emergency Codes

HMCPL EMERGENCY CODES
C Muwhm
) e

Missing or

L W Abducted ChiIdJ
Cole Ehemk:jlnor
GREE sl

Impending Tornado

Eﬂ%) EF' ?ﬂwﬁdeﬁmm

MAIN: DIAL 5992 TO ANNOUNCE

The following codes should be used by the Pers@harge in Case of Emergency and
library staff to alert the rest of the employeeshia building of certain situations:

Code Red (Angry Patron/Dangerous Confrontation ditbéd Emergency) 911 calls
needed

Code Yellow (missing child/abducted child)

Code Green (chemical/hazardous substance spill)

Code Grey (weather, tornado or severe thundersi@ming)

In the Main library dial [internal only] from anyadf desk telephone to access the paging
system.

An example might be "Code Red in Youth Servicesanmeg the Person in Charge in Case
of Emergency should investigate immediately angriepared to call 911.
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Calling 911 and the Person in Charge in Case of
Emergency

Do not hesitate to call 911 if there could be a éfthreatening event or a crime being
committed in the library!

Rely on your intuition: if something ‘feels’ wrongprobably is. Security or senior personnel
will take charge if they are available.

The acting Person in Charge (PIC) in Case of Enmesgat Main carries a library-issued
cell phone. This number is available on the intedogument. Handing off the PIC cell
phone indicates a change of who is in charge dunmgmergency. The first PIC of the day
will send an e-mail to all staff with the PIC schéx though all staff should know that they
can call the PIC cell number for assistance attiang.

All supervisors should also know which of theirfstain the building at any given time.
Each staff member should have their supervisolfplbene number memorized or stored.
Cell phone numbers may be added to the StaffSpaogeHDirectory in the ‘More about me'
tab when editing a user profile.

The person designated for this responsibility ddparpon location and time of day, and
generally follows this organizational and commutiieaflow:
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An emergency ocours
within the library

)

Could the event

be life
threatening or
N —
Lo perhaps there is "
a crime being
A committed?
| Call911 |
k.
'/-SIay calm B The Person in Charge in Is there security
* State which Case of Emergency is N | personnel who is an n "
emergency agency you charged with: employee af_lh_e library in
need: Police, Fire or L the building?
HEMSI Ambulance + Concentrating on T
+ Speak clearly common sense and No
+ State your emergency informed decision making ‘L
: gtate YOO ackus ::::;:Simz :”;::;” - Is there a Circulation |
+ Stay on the line until he |l z . | Manager or Supervisor in
the wntil the operator » Coordinating with City Yes the orany?
tells you otherwise Incident Commander or :
They may ask guestions responders during the No
ragarding the event.
emergency or they may * Taking a leadership role P
give you instructions to | during an emergency, |s there a Department or
help stabilize the patient including delegating «— Yes —| Branch "f"'E“ElQHF in the
before the ambulance responsibilities. library?
gets to your location « Upwardly notifying “ [
« If you can, stay by the supervisors and No
phone in case the management based on -l
dispatcher needs to call the Organization Chart
you back * Documenting all activity Library staff member is
= Nolify the Person in in an Accident or Security “The Person in Charge in
Charge in Case of Incident report after the Case of Emergency’
Emergency event.
hN [ e

In order to ensure a safe library, the Personshisr@® in Case of Emergency are to follow

certain guidelines which include the following insttions:

Daily Responsibilities or Tasks

Upon reporting for work check the schedule to $geu are the Person in Charge of
Emergency during your shift.

1. Consult the Person in Charge in Case of Emergdaagihart or the staff schedule to
determine if you are to be held responsible forpb&ition that day.

2. If your location has a PIC cell phone (hot potataBke sure you wear the phone in
your pocket or clipped to your belt. If you areuggd to leave the ared any
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time hand off the phone to the next PIC in line acauydp the chart. Be sure to
regain control of the PIC cell phone when you metur

3. Make sure your name is written on the "Person iarGé" whiteboard in your area if
you have one.

Weekly Responsibilities or Tasks

The 'top-level' Person in Charge in Case of Emergéneach location should test or re-
supply certain itemand then report via email to their supervisor ahd Staff Training &
Volunteer Coordinator the status of each:

First Aid Kit should remain well-stocked

Weather Radio should remain plugged in and setididoée alarm
Flashlights should have working batteries*

Portable radios should have working batteries*

Smoke and/or Carbon Monoxide detectors should thwewking batteries
Hand sanitizers and cleansing wipes for staff aatdops

* A person in each department should be desigrtatedeck the batteries weekly.

Appendices FF - JJ

Emergency Flow Chart
Accident Report
Security Incident Report
Organizational Chart

Emergency Communications Tree

Page 29



Severe Weather

DURING NORMAL OPERATION:

The person in charge in case of emergency or tedesignee will inspect the
S.A.M.E. equipped NOAA Weather Alert Radio each kvieeinsure the radio is
turned on, plugged in, tuned to our local statidH40,162.40 MHz, the alarm is set
and functioning, backup battery is good, and thereal antenna, if used, is plugged
in. The Weather Service tests the alarm each Weddge# the weather is good,
between 11:00 a.m. and Nodrhe person in charge in case of emergency will
report via email to his or her supervisor and the &ff Training & Volunteer
Coordinator the status of the weather radio each wek.

DURING SEVERE WINTER WEATHER OR FLOOD EMERGENCY:

The person in charge in case of emergency or thedesignee will monitor their
locations' NOAA weather radio and local media whacbvides continuing coverage
via broadcast or the internet. The weather al@ibris kept at the operator’s desk in
the Circulation workroom on the first floor.

DURING A TORNADO WATCH OR THUNDERSTORM WARNING:

The person in charge in case of emergency or thedesignee will monitor their
locations' NOAA weather radio and local media whacbvides continuing coverage
via broadcast or the internet. The weather al@ibris kept at the operator’s desk in
the Circulation workroom on the first floor.

The person in charge in case of emergency or thewodesignate will check the
protective areas for personal items or potentiabhds, unlock any door that is
normally locked, and make sure the area is opear @nd ready for immediate use.

There are no public tornado shelters in Madison Conty. Upper management may
choose to close and evacuate the library if a wgrhas been issued or if a tornado or
damaging winds are spotted in an approaching samahis at least 30-60 minutes away.

DURING A TORNADO WARNING OR IF A TORNADO OR DAMAGINXs WINDS ARE
SPOTTED:

The person in charge in case of emergency or thewdesignee will make an
announcement over the public address system thatreado Warning is in effect for
(our portion) of Madison County. “There has beéroenado Warning issued (or
tornado or damaging winds sighted); Please follabvdry staff into protective areas
in an orderly manner.”
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The person in charge in case of emergency or hewodelegate will be responsible
for evacuating staff and patrons and assist hapdezhpersons. Aim to have
everyone take cover within 60 seconds.
Some locations do not have protective areas. Up@agement may choose to close
these locations if given enough warning of an appihang storm so that staff and
patrons may seek shelter elsewhere.
If available, all staff and patrons must move te designated protective areas via the
closest Emergency Stairs. Disabled staff and patnagly use the elevator if necessary
but must do so immediately after the warning hamded.
The Protective Area Plans should be posted in lesetion:
o Bailey Cove Branch Library Protective Area is ie @irculation workroom.
o Bessie K. Russell Branch Library Protective Aremithe restroom.
o Eleanor E. Murphy Branch Library Protective Areaishe women's restroom.
o Elizabeth Carpenter Public Library of New Hope Botive Area is in the New
Hope City Hall
The Gurley Public Library has no protective area.
Madison Public Library Protective Areas are the Koom and the Friend's
Bookstore.
o Main Library Protective Areas are as follows:
Youth Services into the Youth Services Workroom.
Remainder of First Floor into the AV Workroom.
Second Floor and Third Floor into the CirculatiomMfoom or Branch
Run Room.
Overflow may use the restrooms on the first flooth@ North hallway,
away from the back doors.
The Monrovia Public Library has no protective area.
o Oscar Mason Branch Library Protective Areas arenthekroom and the
hallway behind the stage.
o Showers Center Library Protective Area is the miexxlser room of the
Showers Center Pool.
o Tillman D. Hill Public Library Protective Area is¢ men's restroom.
o The Triana Public Library has no protective area.
Keep persons in protective areas if you have théipatrons are wandering outside
protective areas or are entering the library, mféhem: “The Library is closed. You
must remain in a protective area or depart the {ge=s1i One staff member should be
designated to remain in the protective area cldedsie front doors to guide patrons
to safety.
Remain in a protective area until all clear is gty the person in charge in case of
emergency or the designate.

o O

In the event that severe weather occurs whenlhai is not open, the Library Director and
his or her delegates will alert employees and mefi@osings or delayed openings via
the Communications Tree. Public displays of thaqutive area plan and the evacuation
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plan will be posted. During the annual Severe Weratieparedness Week each February,
we will participate in the Statewide Tornado Drill.

Fire Alarm

For the safety of the staff and patrons in thealiprall supervisors on duty should know the
cell phone number for the Person in Charge in @a&mergency. Supervisors should also
know which of their staff is in the building at agiven time and each staff member should
have their supervisor's cell phone number memomzedtored. Cell phone numbers may be
added to the StaffSpace Home Directory in the 'Mdreut me' tab when editing a user
profile.

If there is no prior warning you must assume that e fire alarm is not being tested.

Fire Alarm Testthe alarm itself periodically needs to be testedhose in charge of
the facilities. An announcement will be made onghblic address system prior to the
test and a call placed to the Person in Chargeage ©f Emergency. Your job is to
remain calm and inform confused patrons thatanly a test.

Fire Alarm Drill: both the behavior of the people in the building éhe mechanical
aspects of the system are given a trial run toavpiand identify problems with the
emergency plan. In order to gauge the effectiveakt®e plan Fire Alarm Drills may
not necessarily be announced publicly.

In the event you see flames in the library, only ¥ to extinguish small, contained
fires. Use common sense; know extinguisher location$ieritoor Plans and how to use
them. Contain the fire in one area by shutting d@rd turning off fans.

If the fire isnot small or contained, engage a Fire Pull if the senddétectors do not
automatically activate the alarm system. The alsystem will automatically call the
fire department.

In the event you smell or see smoke in the librargnd are unable to identify the source,
activate the fire alarm by engaging a Fire PullSee the Evacuation Routes for the
locations of Fire Pulls in your location.

If the alarm is inoperative, dial 911 to report thefire, then call the Person in Charge in
Case of EmergencyThe PIC will then make an announcement over threxgoin to
evacuate. See the Evacuation Routes for your totati

Concerning the fire alarm (Systems Technology) pahat Main: if the alarm is activated
the only persons authorized to disable or sileheeatarm are the fire department or Systems
Technology. If we have a situation when we knosvatfalse alarm call Systems Technology
at 256-518-9000.
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All staff and patrons must evacuate the building wkn the fire alarm sounds if there

has not been advance warning that the system is bgitested. Evacuate as quickly as
possible according to the Evacuation Route oheafrbute is blocked, the nearest exit away
from the fire. Floor supervisors are responsiblesfeacuating staff and patrons (including
assisting handicapped persons) to fire stairweksdesignated outside meeting place for a
headcount. Once the headcount is taken, floor sigoes should contact the PIC cell phone
with information regarding the evacuation and whbmaits of staff and patrons. The person
in charge in case of emergency will be responddyleoordinating with the Incident
Commander for the Fire Department: Immediatelgatithe firefighters to any persons who
may be trapped in the building, the fire locatioriathe location of hydrants, wall hoses in
fire stairwell, or activated alarm pull.

Grab keys, purses and backpacks if they are nearby.
Close the doors on the way out.
If there is heavy smoke, evacuate the buildingrayvtng with your nose to the floor.

When the fire alarm sounds, the fire doors leadingnto the stairwells will close
automatically, creating a safe environment or shedtr-in-place. In the event a disabled
person (even temporarily) is in the building, swmars should direct them into the stairwell
landing, opposite the fire if possible, and waitfice safety personnel to arrive.

Supervisors will check restrooms and other areas otheir floors to see that every one
has evacuated, or if disabled, has sheltered-in-gla.Use a cell phone to contact the
Person in Charge in Case of Emergency and infoemm tiwho remains in the building and
where they are located.

After evacuation staff and patrons should gather otside in the designated meeting
places for a headcount:

FIRST FLOOR: In the middle of the front parking,latvay from the front entrance.
Avoid fire lanes.

SECOND FLOOR: In the back parking lot, closesti® $cruggs Center.

THIRD FLOOR: In the back parking lot, closest tovidaCircle.

BAILEY COVE, ELEANOR MURPHY, BESSIE K. RUSSELL, MAISON,
GURLEY, SHOWERS, OSCAR MASON, HAZEL GREEN, TRIANAd
MONROVIA: In the front parking lot, but avoidingré lanes.

NEW HOPE: Gazebo in East parking lot.

Do not re-enter or walk around the building if youwere forced to exit away from your
designated meeting spaceContact your supervisor by cell phone to let therow you are
safe.

Supervisors should contact the Person in Charge i@ase of Emergency by cell phone
when your group is in the designated meeting spaead the possible location of people
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who are not accounted forOnce the firefighters arrive, the Person in Chamgéase of
Emergency should coordinate with the Incident Commhea and direct the firefighters to the
location of the fire, any persons who may be tragpehe building, locations of all
stairwells, the location of hydrants, wall hoseéra stairwell, or activated alarm pull.

Only re-enter the building when given an all-cleatby the Incident commander or the
Person in Charge in Case of Emergency.

[SEE EVACUATION PLAN FOR ROUTES AND EXITS.]

Hazardous Materials

A hazardous materials incident may be a spill rase of chemicals, radioactive materials
or biological materials inside a building or to #m@vironment. The staff may manage simple
spills. Major spills or emergencies require emeoyeamssistance from 24-hour emergency
agencies, i.e. the city Fire Department.

Simple Spill Major Spill or Emergency
Does not spread rapidly. Spreads rapidly.
Does not endanger people. Endangers people.

Does not endanger

. Endangers environment.
environment.

Staff can clean up. Must call 911.
Evacuate, assemble at a safe distance — upwind.

Account for individuals. Wait for and provide infoation to
responders.

Cleaning Simple Spillage Involving Human Materials:

Staff handling the cleanup must cover any persoutgl on hands, arms etc. with
bandages before cleaning spills of blood and dibdy fluids.

Spills should be cleaned using a solution of 1 pldch, 9 parts water. Do not use
bare hands to clean up soiled areas or items; alwayr leak-proof gloves.

Soiled area should be thoroughly mopped and disiede

After use, disinfect mops, buckets and other cle@eiguipment with fresh bleach
solution.

Place gloves and cleaning cloth or towels in ptagdirbage bag and place in waste
bin.

Always wash hands with soap and hot water foradtl20 seconds after removing
gloves.
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Flush eyes, nose, or mouth with water if exposemhtither person’s blood or body
fluid.

Incidents Involving Syringes

Notify Person in Charge in Case of Emergency yringe is found inside a library
building or on the grounds.

Person in Charge should contact the Madison Caddagalth Department for safe
disposal of a syringe.

Normally a syringe is placed in a suitable shap#ainer, i.e., a solid sealable metal
box or other rigid container that won't puncturelage bags, to prevent those
handling garbage from pricking themselves.

Disposable rubber gloves must be worn to pick umgg and place it into the
container.

Gloves should be removed inside out, placed irastjl garbage bag, and disposed in
waste bin.

Hands must be thoroughly washed with a disinfectaap.

Shelter in Place

One of the instructions we may be given in an eerry where hazardous materials may
have been released into the atmosphere is to sireldace. This is a precaution aimed to
keep staff and patrons safe while remaining indddisis is not the same thing as going to a
shelter in case of a storm.) Shelter-in-place meatecting a small, interior room, with no or
few windows, and taking refuge there.

We might be asked to shelter-in-place in case efrabal, biological, or radiological
contaminants that may be released accidentallgtentionally into the environment. Should
this occur, information will be provided by localthorities on television and radio stations
on how to protect us. Because information will mikely be provided on television and
radio, it is important to keep a TV or radio oner\during the workday.

If instructed to shelter-in-place the Person int@kgPIC) in Case of Emergency in the
library will take the following actions:

Shut and lock all exterior doors.

If there are patrons in the building, we will prdegifor their safety by asking them to
stay — not leave. When authorities provide direito shelter-in-place, they want
everyone to take those steps now, where they agdenat drive or walk outdoors.
We will use the protective areas established feeeweather to shelter-in-place.
Unless there is an imminent threat, the PIC askd@mes and patrons to call their
emergency contact to let them know where they adetlsat they are safe.
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Turn on call-forwarding or alternative telephonewaring systems or services.
Voice-mail messages should be changed to indibatdahe library is closed, and that
staff and patrons are remaining in the buildingl@nithorities advise it is safe to
leave.

Close and lock all windows, exterior doors, and ather openings to the outside.

If we are told there is danger of explosion, wetarelose the window shades, blinds,
or curtains.

Turn off all fans, heating and air conditioning &yss. Some systems automatically
provide for exchange of inside air with outside-athese systems, in particular, need
to be turned off, sealed, or disabled.

Gather essential disaster supplies, such as nghpéte food, bottled water, battery-
powered radios, first aid supplies, flashlightdjdyées, duct tape, plastic sheeting, and
plastic garbage bags.

Use duct tape and plastic sheeting (heavier theah farap) to seal all cracks around
the door(s) and any vents into the room.

Write down the names of everyone in the room, alldlte person in charge in case
of emergency to report who is in the room with you.

Keep listening to the radio or television until yaxe told all is safe or you are told to
evacuate. Local officials may call for evacuatiorspecific areas at greatest risk in
your community.

Medical Emergency

The Code of Alabama (Section 6-5-332) restrict¢gmtion to trained rescuers or employees
of the public education system, unless the vicsirauffering cardiac arrest. Alabama's
“Good Samaritan Law” applies only to doctors, nargmlicemen, firemen, EMT, volunteer
firemen, or those assisting persons having a lagtatk. The law DOES NOT INCLUDE
CITIZENS NOT TRAINED by programs approved by the émgan Medical Association.
You must have updated training with AMA or be dextl by the State of Alabama before
rendering first aid or emergency care; you maydid hable for civil damages as a result of
your actions. You must prove you have training andértification.

FOR LIBRARY STAFF:

CHECK the scene, then check the person. Make batetts safe for you to
approach.

CALL 911 if the victim is unresponsive, unconscipigsnot breathing or is having
trouble breathing; is choking or has persistensthpain; has severe bleeding, burns,
Is in shock or is having seizures; or shows nossajtiife.

o Have another staff member call the Person in Char@ase of Emergency.
CARE with consent. The victim must give consentngulied consent, before you
can administer first aid. If the person is a miQqya@unger than 18) ask permission to
aid from the parent or guardian. If parent is uiabée the law presumes that the
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parent would want the child cared for in an emecgeiihis is implied consent. If the
victim is unconscious, mentally ill, mentally chailged, emotionally disturbed, or
cannot think clearly due to the iliness or injurgnsent is also implied.
Move the victim only if his or her life is endangdr
Attempt to obtain the following information fromehll or injured person or the
victim’s friend, relative or guardian:

o Name, if not known

o Description of symptoms

o Allergies

o Medications, Major medical history (heart conditiasthma, diabetes, etc.)
Continue to provide care until a trained persoivest; or have the victim’s friend,
relative, guardian provide most, if not all, fiestl.
Keep victim calm and comfortable.
Do not give medical advice. Remain at the scerex afhergency personnel have
arrived to provide information.
The Person in Charge (PIC) in Case of Emergendycashplete an Accident
Report including name, address, age, how accidenirced, nature of injury,
location, family members present, names of witnesaed procedures followed.

FOR TRAINED LIBRARY RESPONDERS ONLY:

CHECK, CALL and CARE in accordance with First AI€PR / AED for the
Workplace, American Red Cross (2006) ISBN 1-58480-%
AED Units are located at Main and Madison Libraganthe Circulation Desk.

Power Outage

DURING A BLACKOUT:

Remain calm.
Get the flashlight which is kept in your area.
If you are in an unlighted area, proceed cautiotsn area that has emergency
lights.
If you are in an elevator use the emergency butiarall for help or use a cell phone
to alert the Person in Charge (PIC) in Case of §eray.
The PIC or his or her designate should
o Assist persons as needed, especially those witkigddyhandicaps or who may
be unfamiliar with the space.
o Check the stairwells.
Check the restrooms.
o Check the elevators for trapped persons. Only affgdrained personnel, a
representative of the elevator company or a Firemay rescue a person
trapped in an elevator.
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Await further instructions.

Workplace Violence

Always remain calm and use common sense.

Remain alert for situations that may become dangeoo life-threatening.

Trust your instincts.

Do not hesitate to call 911.

Immediately report calls from local police or emamngy management personnel to the
Person in Charge (PIC) in Case of Emergency.

In general, put as many barriers between you amddinger as possible, but do not
use elevators in an unknown situation.

The PIC, or his or her designates (usually therfsupervisors), will be responsible

for evacuating staff and patrons and assisting ibapded persons.

ANGRY INDIVIDUALS / DISORDERLY INDIVIDUALS:

Use the 'safety in numbers' approach when dealittgamgry individuals.

Using non-threatening language, talk calmly togheson, explaining that we can not
help unless they behave rationally and within tBetfavior within the Library”
policies.

Call security or the person in charge in case afrgency via paging system or phone
to alert them of the situation.

IF VIOLENCE OCCURS IN THE BUILDING OR THERE IS ANMMEDIATE THREAT
OF VIOLENCE:

Leave the area immediately if possible. If thisdd possible, try to lock yourself in a
secure area.

Call 911 or Security or the Person in Charge (i@}ase of Emergency with as
many details as possible.

Immediately lock doors as possible and appropt@tsolate the disturbance.

Take steps to protect your own safety and thesafatthers.

Encourage people to leave the area.

HOSTAGE OR ROBBERY SITUATION:

Dial 911 and if possible, the Person in Charge JiCase of Emergency. Provide
as many details as possible including number afqres involved, description of
perpetrators, weapons displayed, threats made, etc.

Do what you are told without argument. Do not afieto negotiate or argue with the
perpetrator. Try to get others to remain calm. d#ikers to do what they are told.

OUTSIDE THE LIBRARY:

Page 38



Walk in pairs at night in parking lots or when bemgk At Main, call the the Person in
Charge (PIC) in Case of Emergency.

Communicate outside danger by calling 911 on aptalhe, yelling, car panic button,
or any other means possible.

Have a personal safety plan on how you will rebattacked. Some suggestions are
fake a heart attack, throw your keys, spray macgym This is a personal decision
based on what you are capable of doing in a giitaatsn.

[SEE PROTECTIVE AREA AND EVACUATION PLANS FOR ROUTEAND EXITS.]

Bomb Threat

AS SOON AS YOU HANG UP FROM A BOMB THREAT NOTIFY THPERSON IN
CHARGE IN CASE OF EMERGENCY!

Remain calm and deal with the caller. Rememberttieabomb threat caller wants to
create turmoil and panic!
Observe telephone number on Caller I.D. box (iflatée).
Evaluate the threat by acquiring information.
Ask questions in a soothing voice and be convensaki
o Why did you do that?
What does the bomb look like?
Is it a dynamite bomb?
How is it triggered?
Where is it?
o When is it set to go off?
Keep the caller on the phone and talking:
o Don’t ask “Who is this?” or “Where are you?”
Write down information as you listen:
o Describe the caller’s voice.
Is there an accent?
What tone of voice did the caller use?
Is this a familiar voice?
Are there background noises?
Is the caller male or female?
o Is the caller young or old?
Immediately report your evaluation to security o person in charge in case of
emergency.

o O O O

O O O O O

YOUR EVALUATION WILL HELP DECIDE IF CALLING 911 ANDEVACUATION IS
NECESSARY.
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Example of false alarm: 5 year old making callyanten person talking
incoherently, teenager with laughing in the backgoh

Example of true alarm: male speaks in muffled ve@ging he put a pipe bomb in
your library and people are going to die.

IF THE DECISION IS MADE TO PULL THE FIRE LEVER IN RDER TO
IMMEDIATELY EVACUATE THE BUILDING.

Remain Calm; calmness is contagious.

Security or the person in charge in case of emesgell give instructions in an
unexcited manner and be responsible for evacuataf§and patrons (including
assisting handicapped persons) to the stairwetlsddasignated outside meeting place
for a headcount.

o MAIN LIBRARY

FIRST FLOOR: In the middle of the front parking,latvay from the
front entrance. Avoid fire lanes.

SECOND FLOOR: In the back parking lot, closest® $cruggs
Center.

THIRD FLOOR: In the back parking lot, closest tovizaCircle.

o BAILEY COVE, ELEANOR MURPHY, BESSIE K. RUSSELL, MAISON,
GURLEY, SHOWERS, OSCAR MASON, HAZEL GREEN, TRIANAd
MONROVIA: In the front parking lot, but avoidingré lanes.

o NEW HOPE: Gazebo in East parking lot.

Elevators will automatically go to first floor; dmoopen, and remain inoperable.

MOVE OUTSIDE THE BUILDING TO DESIGNATED MEETING SPBES.

Observe crowd. Look for suspicious persons; pasdéibmber watching, hand-held
trigger device. Notify police.
Re-enter building only after clearance is giverpblice.

[SEE EVACUATION PLANS FOR ROUTES AND EXITS.]

Pandemic Outbreak

Board Approved: 4/16/09

In the event of a Pandemic influenza outbreakitirary will play a key role in protecting
employees' health and safety as well as limitirgrtbgative impact to the

community. Education of the staff in advance okpirdemic will be a priority. During a

viral outbreak the library will align with recommedations from The World Health
Organization, The United States Federal Governnidrd,Centers for Disease Control, The
State of Alabama Department of Public Health aftdnately, the Emergency Management
Agency of Madison County.
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The Staff Training and Development Coordinator aéfve as the Pandemic Coordinator
during an outbreak and will be available to ad¥seLibrary Director on our best response
to phases developed in August 2009 for the NN/LMeErancy Preparedness & Response
Toolkit

Pandemic Planning
Stages of Pandemic and Library Procedures

Procedures
Monitor information sources about the situation (CDC, institution), no changes to operations.

Period Level | Description

New influenza virus detected,
no vaccination available,
begins to spread among

humans in a limited area,

Pre-pandemic 1

The virus poses a substantial
risk of transmission, and
spreads rapidly beyond the
locality of origin. The public is
informed that a new virus is
successfully spreading,

Continue to meniter information sources, no changes to operations.
Pandemic alert | 2

The virus spreads globally, is | Develop/review pandemic plans and schedule a table- top exercise involving relevant personnel for

transmitted quickly among
humans, and creates
widespread infoction.

dealing with the potential effects of the new virus (staff absences, limited hours of operation, closure
due to social distancing measures). Update procedures as necessary. If feasible, enable connectivity
for designated staff to online library resources from their homes. Create a prioritized list of supplies
and order additional essential supplies, anticipating possible interruptions of service from vendors.

Pandemic 4

The WHO declares the virus
to be a global pandemie.

Managers meet to discuss strategios for:

1. slowing the spread of the virus, and
2. dealing with a significant rate of staff absences

Based on existing variables, managers decide whether, when and how changes to operations will he
made as the situation evolves. Measures intended to slow the spread of the virus may include
reduction of hours of operation, closure of service desks, and removal of shared equipment in public
areas. Anticipating staffing shortages, managers ascertain institutional and organizational
persennel and staffing policies and procedures in order to continue to offer limited library services
{e.g time and leave requirements for faculty and staff to work from home, designating essential
personnel, circumstances for which leave requests may or may not be approved.) Establish a deep
chain-of-command so that if key library managers are ill and unable to perform their duties a
structure for decision-making and communication can be maintained. Order any essential supplies
that may he needed to fill possible shortfalls from vendors.

Virus becomes prevalent in

the local community and
authorities invoke measures

in order to slow the spread of
the virus. Operations may he
affected by a significant rate of
staff absenteeism.

Library managers comply with all directives from the institution about changes to operations
resulting from the pandemie, adjusting operations and staffing patterns as the situation evolves,
Measures to prevent spread of the virus may be enacted (see Level 4). Based on available staff,
managers make decisions about who will work from home and during what hours, in order to provide
limited patron services from off-site. Natify patrons of changes to library hours and availability of
limited services from off-site. Edit the library's web page to show the status of operations and the
services and resources available,

The Pandemic Coordinator will also:

Monitor issues and information related to pandertodseep our plan up to date.
Recommend any changes to the plan as circumstaacesnt.

Train staff and encourage the use of proper-harsihiwvg and distancing techniques.
Help prepare for high-absenteeism by encouragiogsetraining.

Communicate with public health agencies, emergeasyonders and others
regarding our plan, and understand their capatsighould an outbreak occur.
Attend external training/seminars about pandenfla@mza outbreaks in order to
remain current about the pandemic threat in oumganity.
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Latest News on the Pandemic Flu for HMCPL

The Pandemic Coordinator will stay up to date ond@anic news in order to better estimate
the effects of a crisis for the library and to mateommendations to the Library Director.
Library staff and management will also need curnefarmation on the evolving situation
for patrons.

To further this effort, a live feed of current nearsicles concerning the HLIN1 outbreak are
shown on the online version of this plan

Sources:

World Health Organization Influenza Page

United States Government Flu Information

Centers for Disease Control HIN1 Flu

State of Alabama Department of Public Health H1N1Home
EMA of Madison County Flu Information

Local Google News Search: Flu

Protecting your health

Seasonal Influenza vaccinations will be made alkléhrough local means to library staff.
Regardless of whether staff chooses to receive shibt, all staff should follow these simple
guidelines every day and especially during a Pamdem

Cover your nose and mouth with a tissue when yaglc@r sneeze. Throw the tissue
in the trash after you use it.

Wash your hands often with soap and water, espeeifsér you cough or

sneeze. Alcohol-based hand cleaners* are alsotiefeand are made available to
both staff and public.

Avoid touching your eyes, nose or mouth. Germsaspthis way.

Try to avoid close contact with sick people. Guites$ determine that the appropriate
space to diminish human-to-human transmission pivams is six feet.

If you are sick with flu-like illness, CDC recomnusithat you stay home for at least
24 hours after your fever is gone except to getioa¢dare or for other necessities.

During a local outbreak alcohol-based hand and coengperipheral cleaners will be made
available to the public. Signage will be made ke as follows:

fluplacard.doc:

The Library is concerned for your health.
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To avoid viral contamination, please take an alttased wipe and clean your keyboard
and mouse prior to using a public computer.

flusign.doc:
The Library is concerned for your health.

In response to current or potential viral influenzdbreaks, the Library will follow
guidelines provided by the Centers for Disease ©@gnthe Alabama Department of Public
Health and the Emergency Management Agency of Madiounty.

There are alcohol-based hand and computer-periptieemners available to the public.

The Alabama Department of Public Health recomméinalsif you become ill with
influenza-like symptoms, including fever, body asheinny or stuffy nose, sore throat,
nausea, or vomiting or diarrhea, you should stagdiand avoid contact with other people.

Appendices KK - LL

Flu Placard

Flu Sign

Prepare for Absences or Closures

All staff should clearly understand our Sick Leavel Family and Medical Leave
Policy, especially during a Pandemic Outbreak. igldare of ill family members or
yourself is a top priority for the library.
Staff will be cross-trained in basic circulatioropedures in the event that high
absences require staff shifting.
Staff should make sure their listings in the HomeE€tory are updated so that
the Emergency Communication Tree remains effeatitbe event that
the Emergency Management Agency of Huntsville aradlisbn County (or other
government entity) closes the library.
Public programming may be interrupted should theran immediate health concern
for patrons and staff or if employee absences prtgu®per staffing.
The Deputy and Associate Directors will be respaledior setting a schedule for
seeing to the critical needs of the facility if tii@ary is closed for an extended
time. These critical needs include, but are noitéichto:

o electronic services
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boiler and building checks
book drop

payroll

other banking considerations
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Protective Area Plans

Each location will have protective areas wheref stafl patrons will gather in the event of
certain emergencies:

Bailey Cove Branch Library Protective Area
Plan

Bailey Cove
Branch
Library
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Bessie K. Russell Branch Library Protective
Area Plan

Bessie K, Russell Branch Library

Symbols;

€ Fire Extinguisher
#1% Restroom

+ First Aid Kit

Non-Fiction

Lo JinpY

Secondary ] o
Exit - & Primary Exit

Megting

Youth Services Room

siajnduwo)

There are no protective areas in this

No PrOtecltive Areas library, Please evacuate during a

tornado warning,
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Eleanor E. Murphy Branch Library Protective
Area Plan

Eleanor E. Murphy Branch Library

Friends
Room

Office
Protective Area is the women's restroom

Symbols:

C Fire Extinguisher

¥ First Aid Kit

&

sy
Meeting Room

=
]

Protective Area Plan

In case of tornado warning please proceed to an interior, closed room .
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Elizabeth Carpenter Public Library of New
Hope Protective Area Plan

Elizabeth Carpenter Public Library of New Hope

Protective

Area Plan

Please proceed to the
New Hope City Hall
Basement during a
tornado warning.

Symbols:
o= First Aid Kit
{ Fire Exinguisher

ei0}g

FL |
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Gurley Public Library Protective Area Plan

Gurley Public Library

Secondary Exit

Symbols:

¢ Fire Exinguisher
+ First Aid Kit

There are no %mtectiue
areas in this liorary.
Please evacuate
(uring a tomado
Waming.

Protective Area Plan
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Madison Public Library Protective Area Plan

Madison Public
Library

Reading Friends Bookstore
Rom ) And Workroom
ol & are Protective Areas

Page 50



Main Library Protective Area Plan

Main,
First Floor

Do not use elevators
in case of emergency [X}

Protective Area Plan
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Monrovia Public Library Protective Area Plan

Monrovia Public Library

Symbols:

Mechanical

+ First Aid Kit
= Fire Exinguisher
= Fire Pull

cro ‘

S There are no %mleclwe Primary Ext
5 areas inthis library.

e | Please evacuate

— % during atomado

Waming,

Protective Area Plan
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Oscar Mason Branch Library Protective Area
Plan

Secondary Exit

en
Library

Work
foom

1
Library workroom
and hallway behind
the stage are
Protective Areas

" |I(itchen§|

11

Oscar

Mason

Protective
Area Plan

Symbols:

Fire Pull: -

Fire &
Extingquisher: ﬁ
First Aid: +

Primary Exit
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Showers Center Library Protective Area Plan

Protective Area is downstairs
in the men'’s pool locker room g,

! Showers
L_!; t e Center
Library

:
é Protective

Area Plan
Symbols:
o First A Kit
(' Fire Exinguisher
| o == Fire Pul
Secondary Exit
—
Computer J_I

Lab
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Tillman D. Hill Public Library Protective Area

Plan

Tillman D, Hill Public Library

Seconda
¢l Ext J
The Protective Area is located
inthe men’s resroom, Please Symbols:
Froceed accordingly during & « Fire Exinguisher
omado waming. +  First Aid Kit

3 el

Circ
1-_'D Desk

Community | 5| Work
Room —1 Room

Protective Area Plan
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Triana Public Library Protective Area Plan

Triana Public Library

Symbols:
+  First Aid Kit
= Fire Exinguisher

There are no %mtecliue
areas In his llorary.
Please evacuate
(uring a tornado
Waming.

Circ Desk
- Primary Ext

+

b o

Protective Area Plan

13 fepuoseg
=
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Evacuation Plans

In the event the library is evacuated, please nameerdingly:

Bailey Cove Branch Library Evacuation Route

5 _ Secondary Exit .
En:rs T Bailey Cove
S 2 Branch
E . Library
Q . Desk & .
Cire
Workroom
N
AN
Reading Symbols:
Room Fire Pull: *
\ Fire Extinggquisher:
N First Aid: =
Youth Services 4
¢ ! Storage

Secondary Exit
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Bessie K. Russell Branch Library Evacuation
Route

Bessie K. Russell Branch Library

Symbols;

U Fire Extinguisher
#|% Restroom
* First Aid Kit

Non-Fiction

UOIRL3 Jinpy

Secondary

Bit] €Y% L & Primary Exit

Youth Services

t

Evacuation Route o tevsescne

siajndwo)
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Eleanor E. Murphy Branch Library Evacuation
Route

Eleanor E. Murphy Branch Library

Friends
Room
Office
. Symbols:
<« Satindary Exit . ' Fe Extguisher
| Circ o First Aid Kit

18] 2 sk gp

— & Primary Exit —>
" |

1

Meeting Room

=
]

Evacuation Plan

Please evacuate the building via the closest exit away from fire or disturbance.
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Elizabeth Carpenter Public Library of New

Hope Evacuation Route

Elizabeth Carpenter Public Library of New Hope

Seconda
Exit ?

ei0}g

FL |

Evacuation
Route

Please evacuate

the building via the
closest exit away from
fire or disturbance.

Symbols:
'l'yTist Aid Kit
(' Fire Exinquisher
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Gurley Public Library Evacuation Route

Gurley Public Library

t

Evacuation Route

Symbols:

¢ Fire Exinguisher
+ First Aid Kit

Please evacuate using
the closest ext, away
from danger.
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Madison Public Library Evacuation Route
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Main Library First Floor Evacuation Route
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Main Library Second Floor Evacuation Route
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Main Library Third Floor Evacuation Route
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Monrovia Public Library Evacuation Route
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Oscar Mason Branch Library Evacuation Route
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Showers Center Library Evacuation Route
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Tillman D. Hill Public Library Evacuation Route

Page 69



Triana Public Library Evacuation Route
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AFTER THE DISASTER

Recovery

The aim of the recovery phase is to restore trectdtl area to its previous state. It differs
from the response phase in its focus; recoverytsfare concerned with issues and
decisions that must be made after immediate needsdalressed. Recovery efforts are
primarily concerned with actions that involve rddung destroyed property, re-employment,
and the repair of other essential infrastructure.

The safety and well-being of the staff and
patrons are ensured

SAFETY FIRST!

Remain calm, reassuring. Alert staff to potentetdrds.

Look for loose or downed power lines. Avoid areapBrt problems to local utility.
Look for electrical system damage: sparks, brokapéd wires, smell of burning
insulation. Turn off electricity at main switchyibu can without risk.

Shut off water.

If you smell gas or hear blowing or hissing, opemirdow and immediately leave the
building. Turn off gas at main valve if traineddo so. Call gas company at once.
DO NOT REENTER THE BUILDING until declared safe bgcurity or emergency
management officials.

STABILIZE THE BUILDING & ENVIRONMENT

Some building contents may be contaminated. De&nt#r without current tetanus
shots, protective gloves/clothing, hard hat and SH2approved respiratory mask.
Identify and repair structural hazards. Brace stelfRemove debris from floor.
Reduce temperature and relative humidity at ongedwent mold outbreak. Ideal
targets are less than 70° F/45% RH.

If warm outside, use coldest air conditioning sefticover broken windows with
plastic.

In cool, low-humidity weather open windows, useuglating fans. If mold is already
present, do not circulate air.

Do not turn on heat unless required for human camfo

Remove standing water and empty items containirtgnveemove wet carpets and
furnishings.

If everything is soaked, use commercial dehumidifan except in historic buildings.
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Purchase needed supplies.

Look for threats to worker safety or collection®t&mine status of security systems.
Look for evidence of mold. Note how long the matksrhave been wet and the
current inside temperature and relative humidity.

Facilities checklist for recovery

Contact insurance agent -

Have experts conduct safety inspections and deterfacilities damage before
allowing staff to enter building -

Shut off electricity, gas, water as needed -

Check halon systems -

Document damage in photos, video -

Determine steps to be taken to repair facilitied msume services

N =

o gk w

The library Archives, the Madison County Recordsit€e and the Fran Hamilton Tax
Assessor Office are located on the third floorhaf library. Be advised that these three
repositories house the vast majority of Madisonr@pistory.

These three repositories should receive high pyiarirecovery and mitigation effort’'s use

of available resources to cover their collectiontoqrovide temporary covers for any
damaged windows or doors in their departmentsmitdid supply of clear polyethylene type
sheet film such as Visqueen Sheeting should bediarthe maintenance workroom or other
designated location along with a suitable quamtitiieavy duty duct tape for the purpose of
sealing off damaged windows or doors. This sheetirauld not be used in an attempt to
cover any other large portion or portions of thedry collection unless they are not needed
for temporarily weatherproofing these three vit@as of the library. Library supervisors and
personnel will use extreme care and cautious juddimecovering damaged windows or
doors.

From the Northeast Document Conservation Cent&7 20

Recovery Priorities

A. Put no one’s life or health at risk.

B. With water damage, create fantastic air floyprtevent mold growth.
C. As possible, freeze wet materials—sort for reptaent/discard later.
Protection of Artifacts:

1. Protect objects by covering, lifting, or evatug if staff is available and capable.
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-What should be evacuated first? FraPedraits, Grey Document Boxes, and Rare
Leather-bound Books

2. Diminish mold growth by reducing the temperatand humidity and by promoting air
circulation.

-A fan and extension cord is locatedtanback wall of the Archives.

3. Obtain containers and supports for moving atthing objects: plastic crates,
polyethylene sheeting, plywood, saw horses, ruglmres, dollies, carts.

-There are carts in the Heritage roowh Archive suitable for document
boxes. Large portraits if not carried by hand, mequire a flat cart such as the one in
the loading bay hallway. Take care not to scraitsh o

4. Identify temporary storage in aftermath.

-Depending on the nature of the digasterage of boxed items might fit
In designated secure safety areas such as fisstdtairwell any dry areas with no
windows.

-temporary freezing faculties mightlude cold storage
5. Set up work areas for items that need to bkquhor air dried

-Locate cold storage or freezing faefit—see companies to be used portion of
disaster plan (temporary facilities might include eahlockers, industrial freezing)

-Handle objects only with rubber glovesntaminated objects may pose a
health hazard. Gloves and lint free rags may beddhe archives desk drawer located under
the Archives Rare Books sign by the door to théiass room.

-If time and conditions permit, recarojects and destination with film, video,
or pencil and paper. Take photographs if at albjie.

6. Label object containers

-There are markers and supplies fagliag in the afore mentioned desk drawer.
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Material salvage of books and records

To Freeze or Not to Freeze

There is a lack of consensus among conservatorg aliich materials you can safely
freeze, or freeze-dry — pottery, textiles, baskdasther, etc. The reason is probably that
most conservators have only had experiences frgelrinng objects for purposes of pest
control or drying waterlogged archaeological maieri

Wet organic artifacts or natural history specimaresdifferent from both aforementioned
problems. They are different from dry, pest-infdsbbjects because they are wet and when
water is frozen it expands and can cause physaahde on a microscopic scale. They are
also different from waterlogged archeological matsey because their cell structure is likely
much stronger and more resilient than waterloggateral.

Each case needs to be evaluated individually, wsgghsks against benefits, but damage
from mold growth or bleeding inks and dyes is vexgl and time sensitive. If immediate air
drying is not feasible, freezing is generally recoemded (and as soon as possible), is
possible, to delay further damage. That said, taerea few media that are likely to become
damaged by the freezing process. These include:

Avoid Freezing

Wet paintings of any kind

Wet composite wood objects — picture frames, verteRirniture, musical
instruments, complex ethnographic objects.

Ivory

Wet collodion negatives, (although water is thebpgm, not freezing).

Vellum (again, water is the problem).

Wet inorganic objects — stone, glass, pottery -abge drying time should be
relatively quick, the objects won’'t need much tewgdiuring the drying, and also
because risk of mold is low and consequences af ieu@ less serious than with
organic collections.

In the case of the first five categories listea, phiority must be to try to prevent these
materials from becoming wet in the first place.g@nmoprotection in storage is key.

The recovery of books and records after exposuaewater-based emergency can be
successful and cost-effective if staff and manageraee prepared ahead of time and react in
a timely way. However, if decisions and actionsagkyed more than a few hours,
collections may be lost or so seriously damagetrdwvery becomes a major undertaking.
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Rapid response is essential for an effective ragoe#ort. Paper-based collections begin to
distort physically immediately after becoming wboks swell and distort; paper cockles;
inks and pigments run; coated papers begin to adbesne another. Materials that could be
dried easily and relatively inexpensively if atteddo quickly become candidates for
rebinding, expert conservation, or discard. Unfoately, many librarians believe that
replacement of water-damaged materials is thedodstion, only to find that many items are
not replaceable. Or they are replaceable in forthaiisare not acceptable to users or
compatible with service goals. Collections of sdimeadth and depth may never recover
their former distinction.

If environmental conditions are poor after a wateblem, mold will begin to bloom in as
little as 2-3 days, developing first in the guttangl spines of bound materials, and spreading
rapidly thereafter. Once established, mold is emélg difficult to control and eradicate,
frequently causing problems in the facility for nganonths after the recovery effort is
concluded.

Recovery from exposure to water is more succeggfollections and facilities are
stabilized as soon as possible. This means thattinediate environment must receive
attention. Water must be removed; temperature anddity controlled; and dry collections
protected. At the same time, wet books and recshidsld, in most instances, be removed
from the site following accepted procedures, aablisted by freezing.

After a serious water emergency, questions oftese &énat deserve attention. Are any of
these materials expendable because they no lorgesad, have no relationship to the
current collection development plan, or have na@alCan they be purchased in another
format that will be acceptable to users? Wouldphehase in another format create hidden
expenses in the future? For example, will thera beed to upgrade equipment, hardware, or
software to access the information? Does the ingtit have obligations to the region or

even the world's library?

For books and records that have been water damtgged,are several drying techniques
which have been tested and perfected over thadpaatle. The selection of one or more of
these depends upon the extent and severity of Wataage, the composition of the
materials affected, the expected use and reteafitre collections, and the documented
facts related to the overt and hidden costs ofuegousing various drying methods. These
will be described briefly with comments about thieds of damage and the specific
collection materials for which they were developsdvell as the short- and long-term costs
of employing them.

Advice from a preservation manager or a consernatperienced in disaster recovery can
be helpful before making final decisions. If ramoks or unique materials are involved, a
conservator should always be consulted so mistedkede avoided. Successful recovery
operations over the past decade have demonstegiedtedly that if sound recovery
methods are followed, it is less expensive to diyimal collections than to replace them.
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It is important to understand that no drying methestores collections. If time must be
taken to make critical decisions and materials lthst®rted badly, that is the way they will
look when dry. However, if collections are stalalizquickly, they can often be dried and
returned to the shelves with little discernible dae.

Air Drying

Air drying is the oldest and most common methodexdling with wet books and records. It
can be employed for one item or many, but it istrsagable for small numbers of damp or
slightly wet books and documents. Because it reguio special equipment, it is often
believed to be an inexpensive method of drying.iBistextremely labor intensive, it can
occupy a great deal of space, and it usually resubbadly distorted bindings and textblocks.
It is seldom successful for drying bound volumethwbated paper. The rehabilitation costs
after air drying tend to be extensive because imwshd material requires rebinding. Single
sheets are often distorted requiring flattening i@tbusing. It is not unusual for mold to
develop during extensive air-drying operations. #weo hidden cost of air drying is the extra
amount of shelf space required for collections. &®jing upon how quickly wet materials
are stabilized, the minimum amount of additionacgrequired after drying will be 20%-
30%.

Dehumidification

Drying by dehumidification has been employed fongngears by business and industry to
dry out buildings, the holds of ships, and mamnsitihiage containers. Large, commercial
dehumidifiers are placed in a facility with all tbellections, equipment, and furnishings left
in place. Temperature and humidity are carefullytamled to specifications. This drying
method is especially effective for library or anas buildings that have suffered extensive
water damage to the structure itself. It can b isecollections that have suffered only
slight to moderate water damage, but is not safevéder-soluble inks or pigments. Slightly
damp coated paper may be dried this way if swebind adhesion have not taken place
before the process is initiated. The number of stémat can be treated with dehumidification
is limited only by the expertise or the equipmeinih@ company. This drying method has the
advantage of leaving the collections in place @ndhelves and in storage containers,
eliminating the costly step of removal to a freemevacuum chamber. Dehumidification is
especially effective in conjunction with other drgimethods and for stabilizing the building
and environment.

Freezer Drying

A modest number of books and records that are a@eutyp or moderately wet may be dried
quite successfully in a self-defrosting blast fexdf left there long enough. The temperature
in the freezer must be maintained no warmer th@rderees F. Materials should be placed
in the freezer as soon as possible after becom@igBooks will dry best if their bindings

are supported firmly to inhibit initial swelling.r@ method is to support books between clear
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acrylic "boards" with holes drilled in them to fhtzite drying. The book and boards can be
wrapped with a strong elastic cord which will kekpm firmly supported as the books dry
and shrink slightly. Documents may be placed inftbezer in stacks or spread out for faster
drying. Small numbers of leather and vellum bindiegn be dried successfully this way.
Expect this method to take from several weeks toynmonths, depending upon the
temperature of the freezer and the extent of wadarage, because it is a passive
technology. Caution is advised with coated papdeages may adhere to one another while
drying. If items are placed in the freezer veryrsafier becoming wet, additional shelf or
storage space will be held to a minimum.

Thermaline or Cryogenic Drying

This is the copyrighted name for a new drying téghe currently being tested and revised

to meet special needs. Intended primarily for avek and manuscript collections, the
process was developed to address the difficultrgihg large numbers of rare books bound
in leather or vellum. It employs blast freezersety low temperatures and is an advanced
variation of the Freezer Drying method describeavabusing sophisticated technology to
hasten the drying in a more active approach. Bechasks receive a great deal of individual
handling to ensure the most effective drying witl keast amount of damage, this process is
the most expensive of the drying methods. It is $aif water-soluble media and for coated
papers. As with vacuum freeze drying, if carrietl moperly, Thermaline Drying never
distorts materials as a result of the process.

Vacuum Freeze Drying

This process calls for sophisticated equipmentisuedpecially suitable for large numbers of
wet books and records as well as for water-soluiide and for coated paper. Frozen books
and records are placed in a vacuum chamber. Thaiwacs pulled, a source of heat
introduced, and the collections, dried at tempeestbelow 32 degrees F, remain frozen.
The physical process known as sublimation takeseplee., ice crystals vaporize without
melting. This means that there is no additionakiwgt swelling, or distortion beyond that
incurred before the frozen materials were placatiénchamber. If materials have been
stabilized quickly after becoming wet, very litdgtra shelf or storage space will be required
when they are dry. 10% additional shelf spacessumd estimate to use for planning.

Many coated papers can be difficult to dry withadhering once they are wet. Because it is
nearly impossible to determine which paper willdipall coated papers should be treated
the same way for the purpose of vacuum freeze gryaefore any drying takes place, and
ideally within six hours of exposure, materials wdde frozen at -10 degrees F or lower.
They may then be vacuum freeze dried with a higkemi@l for success. Rare and unique
materials can be dried successfully by vacuum &ekying, but leathers and vellums may
not survive. Although this method may initially aaw to be more expensive because of the
equipment required, the results are often so asatsfy that additional funds for rebinding
are not necessary, and mud, dirt and/or sootféed lio the surface, making cleaning less
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time-consuming. If only a few books are dried, vanoureeze drying can be expensive.
However, companies that offer this service arenoftéling to dry one client's small group
of books with another client's larger group, redgdhe per-book cost and making the
process affordable.

Vacuum Thermal Drying

Books and records that are slightly to extensivedy may be dried in a vacuum thermal
drying chamber into which they are placed either avédrozen. The vacuum is drawn, heat
is introduced, and the materials are dried justal®2 degrees F. This means that the
materials stay wet while they dry. This methodgsdiextensively in the food industry for
freeze drying certain foods. It is an acceptabléhor of drying wet records that have no
long-term value. The method often produces extréistertion in books, and almost always
causes blocking of coated paper. For large nundfarsllections, vacuum thermal drying is
easier than air drying and almost always more etisttive. However, extensive rebinding
or recasing of books should be expected as shbaldded for expanded shelf or storage
space.

How to Air Dry Wet Records

Wet records may be air dried if care is taken tlm¥oguidelines suggested by preservation
experts. The technique is most suitable for smathlmers of records that are damp or water
damaged only around the edges. If there are husdregingle pages, or if the water damage
is severe, other methods of drying will be morés§attory and cost-effective. Stacks of
documents on coated, or shiny, paper must be dedaramediately to prevent adhesion, or
they must be frozen to await a later drying deais{@are must be taken with water-soluble
inks as well. Records with running or blurred isk®uld be frozen immediately to preserve
the written record. After the items are frozen,sgwators can be contacted for advice and
assistance.

If records must be air dried, the following steph kelp achieve satisfactory results. Wet
paper is extremely fragile and easily torn or dasago care must be exercised. Once wet,
records will never look the same, and at least sooekling should be expected.

1. Secure a clean, dry environment where the temperand humidity are as low as
possible. The temperature must be below 70 degtemsd the humidity below 50%,
or mold will probably develop and distortion wik lextreme.

2. Keep the air moving at all times using fans indingng area. This will accelerate the
drying process and discourage the growth of mélchaterials are dried outside,
remember that prolonged exposure to direct sunhghyt fade inks and accelerate the
aging of paper. Be aware that breezes can blow amgje records. Train fans into
the air and away from the drying records.
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3. Single leaves can be laid out on tables, floord,@her flat surfaces, protected if
necessary by paper towels or clean, unprinted mavtspr clotheslines may be strung
close together and records laid across them fanglry

4. If records are printed on coated paper, they maisigparated from one another to
prevent them from sticking. This is a tedious pesctnat requires skill and patience.
Practice ahead of time will prove useful. Placeeze of polyester film on the stack
of records. Rub it gently down on the top sheeerirslowly lift the film while
peeling off the top sheet. Hang the polyester ftilprto dry on a clothesline using
closepins. As the document dries, it will sepafiede the surface of the film, so it
must be monitored carefully. Before it falls, reraavvand allow it to finish drying on
a flat surface.

5. Once dry, records may be rehoused in clean folmleidoxes, or they may be
photocopied or reformatted in other ways. Driedrds will always occupy more
space than ones that have never been water damaged.

How to Air Dry Wet Books

Air drying is most appropriate for books that ardyadamp or wet in limited places such as
along the edges. Books that are soaking wet shmufdozen and vacuum freeze dried to
minimize cockling of pages and distortion of thettelock and binding. Books containing
coated paper should be frozen while still wet aacwim freeze dried for best results. Books
with running or blurred inks must be frozen immeeliato preserve the contents.

Refer to steps 1 and 2 in the section How to Ay Dfet Records.

1. Interleave every few pages, starting from the lEdke book, turning pages
carefully. For interleaving, use paper towels @aal, unprinted newsprint. Be careful
to avoid interleaving too much or the spine wiltbme concave and the volume
distorted. Complete the interleaving by placingaol®lotter paper inside the front and
back covers. Close the book gently and place gaeueral sheets of absorbent paper.
Change the interleaving frequently. Turn the baokfhead to tail each time it is
interleaved.

2. When books are dry but still cool to the touchytbkeould be closed, laid flat on a
table or other horizontal surface, gently formed ithe normal shape, with convex
spine and concave front edge (if that was thegioal shape), and held in place with
a light weight. Do not stack drying books on togeath other. In no case should
books be returned to the shelves until thoroughjy otherwise mold may develop,
particularly along the gutter margin.

3. Dampness will persist for some time in the gutiéwng the spine, and between
boards and flyleaves. This is particularly truezolumes sewn on an oversewing
machine. Check often for mold growth while bookes drying.

4. If the edges of the book are only slightly wet, ook may be stood on end and
fanned open slightly in the path of a flow of as from a fan). To minimize
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distortion of the edges, lay volumes flat undentigressure just before drying is
complete. Paper or cloth-covered bricks work waifeights.

5. If you can establish an air-conditioned room ca@alflmaintaining a constant relative
humidity of 25 to 35% and temperature between SD&thdegrees F, books with only
wet edges can be dried successfully in approximate weeks without interleaving.
Do not try to dry books printed on coated papethiy method. In most cases, the
only chance of saving such books is to freeze tivhite they are wet and dry them
by vacuum freeze drying.

Sally Buchanan, Associate Professor
School of Information Science
University of Pittsburgh

Northeast Document Conservation Center, 2007

Continuity of library service and operations
begin

Based on the Continuity of Operations Procedurdfed in the Preventative section,
continuity of library service and operations begimsoon as the safety and well-being of
staff and patrons is ensured.
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APPENDIX A: Facilities Information Form [Name of Br anch or Location: ]

Building Owner:

Contact:

Emergency Phone Number:

Electric Utility:

Business Office Phone Number:

Contact:

Emergency Phone Number:

Gas Utility:

Business Office Phone Number:

Location of Main on/off:

Contact:

Emergency Phone Number:

Water Utility:

Business Office Phone Number:

Location of Main on/off:

Contact:

Emergency Phone Number:

Telephone Utility:

Business Office Phone Number:

Location of Main on/off:

Contact:

Emergency Phone Number:

Other:

Business Office Phone Number:

Location of Main on/off:

Contact:

Emergency Phone Number:

Local Governance

Emergency Management Office:

Business Office Phone Number:

Location of Main on/off:

Local City Hall:

Phone:

Facilities Manager:

Phone:

Locations of Important Items

Phone:

Please explain where the following items are foumgbur location:

Fire Extinguisher:

Light Switches:

Flash Lights:

First Aid Kits:

Weather Radio:

Transistor Radio:

Batteries:

Special Keys:

Fire Pulls:

Other important information:
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APPENDIX B: Qualitative Risk Assessment Survey

LOCATION: SAMPLE

Risk

Is the Branch Located in an area with
these natural hazards?

Severe Thunderstorms / Lightning /
Winds

Possibility
0 - Not
Likely
1-Very
Low

2 -
Medium

3 - High
4 - Very
High

Hazardous Material Incidents / Accidents

Floods

Tornados

Heat Wave

Winter Storms

Major Fire

Civil Disturbance
Energy Emergencies
Radiological Accidents
Transportation Accidents
Terrorism

Dam Failure

Landslide
Earthquakes

Nuclear Attack

Does the location have a history of any
of the following?

Asbestos

Assaults

Bomb Blasts

Bomb Threat
Embezzlement

Indoor Air Quality Problems
Infections Disease Outbreak
Kidnapping

Labor dispute

Murder

Impact:
Personnel

0 - None

1-Some
2 -
Moderate
3 -
Significant

4 - Severe

WENENNNEPRPOWOWNWDNNE DS

ONWWWEFEEFEPNWW

Impact:
Collections

0 - None

1-Some
2 -
Moderate
3 -
Significant

4 - Severe

OO NPFPOOOOOWOOWrArEPLW

[eNoNoNoNoloNel ol

Impact:
Facilities
0 - None

, _1 - Some Score

Moderate

3 -

Significant

4 - Severe

4 44
3 10
3 27
3 24
1 12
2 8
3 18
2 5
2 6
0 2
0 2
2 4
1 3
2 12
1 2
3 22
0 3
0 9
1 4
0 2
0 1
0 12
0 12
0 12
0 0
0 0
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Robbery 1 1 0 0 1
Sabotage 2 3 1 4 16
Stalking 1 3 0 0 3
Threats 3 3 1 0 12
Roof Leaks 1 3 0 0 3
Plumbing leaks 1 3 0 0 3
Shelving collapsing or falling 3 3 1 0 12

Total Risk Score: 288

Multiply Possibility by Combined Impacts to Calculate Score. Higher scores require more
Response / Recovery Planning.

Chart adapted from:

http://www.disaster-recovery-planning.com/

Hazards adapted from:
http://www.madisoncountyema.com/Hazards.htm#st
http://www.ems-solutionsinc.com/pdfs/HAZARD ASSESENIT _SURVEY .pdf
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APPENDIX D: Contact Information Name of Branch or Location:

Upper Management:
Name:

Address:

Work Phone:

Cell Phone:

Home Phone:

Other:

Name:

Address:

Work Phone:

Cell Phone:

Home Phone:

Name:

Other:

Work Phone:

Address:

Cell Phone:

Home Phone:

Other:

Name:

Work Phone:

Address:

Cell Phone:

Home Phone:

Name:

Other:

Address:

Work Phone:

Cell Phone:

Home Phone:

Persons in Charge in Case of Emergency:

Name:

Other:

Name:

Work Phone:

Cell Phone:

Other:

Name:

Work Phone:

Cell Phone:

Other:

Work Phone:

Cell Phone:

Other:
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Appendix EE: Disaster Kit Inspection Form

The following items are to be examined at least eve  ry six (6) months in January and June of each year for
full operational readiness by the Person In Charge (PIC) or the PIC's authorized delegate.

Fire Extinguisher Charged & Inspected

First Aid Kit Complete & Inspected

Weather Radio Operational & Inspected

Flashlight Operational & Inspected

Disaster Plan & Contact Info. Present

Disaster Kit Items specific to your

location or department present and useable

Please give details below if any of the above items need to be replaced or changed. Forward this repor 't
to:

Staff Training & Volunteer Coordinator

The following items were found unusable and require repair or replacement:

Signed: Date:
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Appendix FF: Emergency Flow Chart
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Appendix GG: Accident Report
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Appendix HH: Security Incident Report
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Appendix Il: Organizational Chart
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Appendix JJ: Emergency Communications Tree
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Appendix KK: Flu Sign
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Appendix LL: Flu Placard
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