Council of State Archivists

Components of an emergency plan for the state archives and 
records management program and for a statewide plan

Originally published in 2006 as an appendix in Implementing the CoSA Framework for Emergency Preparedness in Your State (http://www.statearchivists.org/prepare/framework/guidelines.htm).
This table serves two purposes. The column on the left provides a list of components that should be included in a comprehensive emergency response plan for a state archives and records management (ARM) agency. The right hand column contains comparable components that should be addressed in a “statewide” emergency plan for archives and records.  The latter are not the sole responsibility of the ARM program. ARM staff could use these to discuss preparedness with other state, local, and private entities and build collaborative approaches to their implementation.
	Components of an ARM agency emergency plan
	Comparable components of a 
“statewide” emergency plan

	Communications and control

Assignments to coordinate:

Overall response/recovery (command center)

Communications among staff (telephone tree)

Communications with emergency responders

Media contacts

Offers of assistance

Volunteer labor

Supplies

Cash donations

Other

Other assignments:

Floor monitors (to clear individuals from work and storage spaces)

Recorders (to account for individuals exiting the building)

Procedures for staff to report on locations and status, especially if evacuations are involved

Procedures for using toll-free conference line to report on status and needs
	Communications and control

Assignments to coordinate:

Overall statewide response

Communications among managers and staff of organizations whose records are affected

Communications with emergency responders

Media contacts

Offers of assistance

Volunteer labor

Supplies

Cash donations

Other

Other assignments:

Monitor/report on conditions in localities throughout the state

Web-based information center

Define responsibilities for creating, maintaining, controlling access

Use for posting status of repositories, collections; locations of evacuated staff; need for supplies, volunteers
Procedures for using toll-free conference line to report on status and needs

	Locations of vital records/salvage priorities

Inventory of vital (essential) records, including title, location, retention, container ID, format, volume, location of security copy (if one exists)

Salvage priorities, i.e., what records should be recovered first in an emergency
	Locations of records/salvage priorities

Directory of archives and records repositories

Specific information on the types and extent of the records each repository holds

Identification of specific vulnerabilities or  collections warranting special attention


	Components of an ARM agency emergency plan
	Comparable components of a 
“statewide” emergency plan

	Contact information for

Staff (home & cell phone numbers, distance from home to work, work/home email addresses)

Parent agency staff

State emergency management agency (SEMA)

City/county emergency management agency (for localities anywhere in the state in which ARM stores records)

Key contacts for EMAC (Emergency Management Assistance Compact) agreements to provide mutual aid across state lines 

Emergency responders

Fire department

Police

State government security officers

Ambulance/emergency medical technicians

Hospitals, medical facilities

Utility providers

Electricity

Water

Gas

Telephone

Facilities managers/contractors

Architect

Electrician

HVAC contractor

Fire suppression, detection systems

Security system

Maintenance, janitorial, cleaning contractors

Security guards

Administrative 

Purchasing office/financial manager

Insurance providers
	Contact information for

Directors and/or key staff of archival repositories statewide

State emergency management agency (SEMA)

City/county emergency management agencies statewide

Statewide directories of vendors and service providers can be based on information collected for use by ARM (and other major repositories in the state)



	Vendors/suppliers of emergency services and supplies

[consider developing standing contracts for these]

Professional service providers

Archivists and records managers

Conservators and preservation specialists (for paper, books, magnetic media, videotape, film, photos, textiles, paintings, objects)

Data recovery specialists

Disaster recovery consultants

Microfilming, digitization labs

Appraisers

Vendors

Refrigeration facilities

Freeze drying (vacuum, thermal) services

Trucking and transportation firms

Storage containers and supplies

Archival and conservation supplies

Cleaning supplies

Wet/dry vacuums

Generators

Sump pumps

Dehumidification

Moisture, mold removal

Exterminator, fumigation

Locksmith

Debris removal

Temporary storage facilities with appropriate environmental controls and security
	Vendors/suppliers 

Provide access to list compiled for state archives and records program’s own plan

Model contracts for emergency service providers and vendors can be developed from those used by ARM (and other major repositories in the state)

Locations and capacities of temporary storage facilities with appropriate environmental controls and security identified by ARM can be shared with other repositories



	Components of an ARM agency emergency plan
	Comparable components of a 
“statewide” emergency plan

	Facilities

Evacuation plans, including provisions for employees and visitors with disabilities

Location of/operating instructions/shut offs for:

Smoke detectors

Fire alarms, extinguishers, hoses, sprinklers and other suppression equipment

Electrical systems

Fuse boxes, outlets, light switches

Water sources, pipes

HVAC systems

Elevators

Locations of

Master keys

Floor plans

Hazardous materials

Doorways

Stairways

Windows
	Facilities

Map of state showing locations of records repositories



	Supplies

Locations of emergency supply caches, 
which should include:

Batteries (extra sets) 
ID badges for recovery team
Blotter paper
Masking tape
Clear plastic sleeves
Paper clips, clothes pins
Disaster plan
Paper towels, newsprint
Disposable camera
Permanent markers
Duct tape
Plastic sheeting, drop cloth
Dust masks
Retention schedule
Extension cords
Scissors
First aid kit
Scrub brush and sponges
Flashlight
String - large ball
Gloves (heavy & surgical)
Trash bags - large, heavy duty
Hard hat
Twist ties
Other suggestions: 

Cutters for plastic sheeting
Dry ice

Emergency lighting
Fungicides

Milk crates
Writing tablets
Pallets
Wood
Moisture meter for measuring temperature, humidity

Mop and buckets

Paper (freezer, waxed paper)

Rope or clothesline for cordoning off the area

Small hand tools and hardware supplies
	Supplies

Locations of emergency supply caches throughout the state



	Procedures for immediate response to

Fire, smoke
Water breaks/leaks

Floods
Hurricanes

Tornadoes
Other severe weather

Earthquakes
Bomb threats

Hostile confrontations
Elevator emergencies

Explosions, including aircraft crashes in vicinity

Medical emergencies involving employees or visitors

Hackers, denial of service attacks (information systems, website)

Contamination (chemical, biological, radioactive, gas leak)

Terrorism (letter bombs, chemical, biological, radioactive attacks)
	Procedures for immediate response
Links to models for these procedures and/or guidance for developing them 




	Components of an ARM agency emergency plan
	Comparable components of a 
“statewide” emergency plan

	Continuity of Operations (COOP) planning

Long-term provisions for managing effects of

Disruptions in business operations

Inability to access or use offices and/or storage areas

Damage to or failure of information systems

Quarantines preventing employees from coming to work
	Continuity of Operations (COOP) planning

Links to guidance for developing COOP plans 



	Drills, training, and awareness

Schedule for regular emergency drills

Schedule for review of emergency response plan

Training for new employees on ARM’s emergency procedures

Refresher courses for employees on ARM’s emergency procedures
	Training and awareness

Links to training programs in emergency planning and preparedness

Distribution of MayDay and other awareness information concerning records-related emergency planning




Creating an Emergency Response Plan Using “dPlan”

If your ARM emergency plan is in need of substantial revision, you might consider using dPlan, the online disaster planning tool that has just been made available free of charge from the Northeast Document Conservation Center (NEDCC) and the Massachusetts Board of Library Commissioners.  
It is available online at http://www.dplan.org.

While the table above e outlines the most significant components of a state ARM emergency plan, dPlan goes into greater detail in almost every area.  The only major exception is that dPlan does not provide explicit guidance for identifying vital (essential) records or addressing continuity of operations (COOP) plans. 

Those state ARM programs who consider their plans to be well-developed and up-to-date might still want to try out the dPlan template as a way to check for components that are missing or incomplete.  
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