Instructions:
· Save this document in your own local folder
· Replace [yellow bracketed text] with local/repository details
· Consider italic text then delete in the final version.
Initial Collections Emergency Response 
Building/Repository, updated Date 
1. Safety First: Ensure the safety of all staff members and researchers. Protect everyone's lives and health. In case of fire or life-threatening situations, evacuate and call 911 or the University police (HUPD): 617-495-1212 
 
2. Call Facilities: Call the local Building/Facilities Manager: [insert name, cell and work phone numbers]. Briefly describe what and where the problem is with an appropriate tone of urgency. If no response, leave a quick voicemail, then call the Harvard University Operations Center at (617) 495-5560 to get rapid response from a facilities expert. Who is empowered to call Facilities? Consider student workers’ responsibilities vs. the likelihood of timely manager contact; specify just one path for each level of staff…no decisions. 
 
3. Contact Local Managers/Staff: After contacting Facilities, call the following people in order, then voicemail/text message as needed. Identify the onsite decision-maker/point of contact for the emergency response. 
[Names of managers/administrators/staff in numbered/tiered order, cell, home, work numbers] (little or no decision-making for basic staff level); if additional Security is needed, how is that arranged, and by whom?)
 
4. Protect Collections: Ask the Facilities Manager if the water is clean and the site is safe enough for staff to work with the collections. Be mindful of Facilities/Custodial activities as the first priority of the overall emergency response. Install plastic sheeting to divert water into a trash bin and/or cover collections. If needed, move collections out of harm's way. Supplies are located [here].
 
5. Assess and Document Collections Damage: As a team, photograph the locations (room and call number signage) and extent (row/shelf, not item-level) of affected collections and risks, and the protective measures that are in place. Record movement of collections/items. Check the collections on floors above and below for additional and/or potential damage. Look for puddles and newly darkened concrete, listen for drips, smell for abnormal musty/humid odors. Record:
· Formats: books, documents, photos, artwork, etc.
· Estimate quantities: count shelves/rows, not item
· Damage types: damp, wet, mold, grit, powder, smoke, burnt, contaminated
 
6. Contact LCET: After Facilities and local/repository managers staff are notified, if collections are damaged or at risk, contact the Library Collections Emergency Team (LCET) at (617) 240-2500 (24/7). For backup support from 8 AM to 5 PM, call 617-496-2403. 
 
7. Business Continuity: Managers/Administrators should consider business continuity issues, such as restricting access to affected areas or entrances, closing reading rooms or other services, or shutting down the entire building. Communicate these decisions [through these channels]. If services/public spaces are affected, consider who needs to know about any business continuity issues: Dean/Department, HL/HCL Librarian’s Office, HL Comms, HL website, people with responsibility for finance, staffing, spaces, external communications. This step may be more detailed in the managers’ version; see Broad Areas of Responsibility During Emergencies.
 
8. Recovery: Administration consults with LCET to determine if a commercial emergency recovery vendor is needed. If outside services are not required, implement collection salvage (as advised by LCET) and business recovery activities.  Share photos and other documentation [on this platform].
---
Further instructions:
· Distribute quick pocket reference cards with the contacts in steps 2, 3, and 6. These two steps might be different for each level of staff, student workers, managers. 
· [bookmark: _Int_sl1DyAQ9][bookmark: _Int_m0AFDJpC]Print out all 8 steps of the Initial Collections Emergency Response protocol and place in key locations. Consider sensitivity of sharing personal phone numbers.
· Update the pocket cards and Plan when staff come or go, and practice it regularly. 
· The HU Ops Center maintains a list of building/library contacts called the Facilities Incident Notification System (FINS). Work with your Facilities Manager to make sure HU Ops has the right names and phone numbers for your building/repository administrators and decision-makers.
 
In non-emergency times:
· Assemble/prepare basic supplies and practice using them (ask LCET to facilitate).
· Convene an Emergency Planning Team to flesh out a more comprehensive Emergency Plan. The Emergency Plan should include the Initial Response Plan as above, then flesh out Recovery step 8 (collections salvage and business recovery tasks that follow the initial response). It may also address documentation protocols and collection priorities organized by physical location. 
· Practice the Plan with various scenarios to identify gaps and additional mitigation activities. Include Facilities Manager and LCET as appropriate.  
