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Overview

1. 1. INTRODUCTION

|

|

FILL IN AGENCY INFO AND COMMUNITY PROFILE HERE

|

|

INCLUDE HERE:

AGENCY MISSION

AGENCY VISION

|

|

2. ASSUMPTIONS

· That AGENCY NAME is the lead responder to situations on its own compound.

· A large scale emergency will result in increased demands on personnel at AGENCY NAME

· That the Government of Saint Lucia shall respond to a National Disaster.

· That Emergencies in Saint Lucia may be categorised in two ways:

· Those that are preceded by a build-up [slow onset] period, which can provide AGENCY NAME and NEMO with advance warnings, which is used to facilitate timely and effective activation of national arrangements

· Other emergencies occur with little or no advance warning thus requiring mobilization and almost instant commitment of resources, with prompt support from the Government of Saint Lucia just prior to or after the onset of such emergencies

3. STATUTORY AUTHORITY

[Add or delete relevant Statutory Instruments and their clauses]

Disaster Preparedness and Response Act No 13 of 2000

Section 8(2) -- The National Disaster Response Plan shall include – (a) procedures related to disaster preparedness and response of public officers, Ministries and Departments of Government, statutory bodies, local government units… for, response to and recovery from emergencies and disaster in Saint Lucia.

Education Act No. 41 of 1999 

S139 -- Every Teacher in a public school and an assisted school shall – perform assigned duties as outlined in the school emergency plan developed by the school administration and the teachers to protect the health and safety of students.”

Employees [Occupational Health and Safety] Act No. 10 of 1985

Part II Section 3 (d) -- Every employer shall – provide information, training and supervision necessary to ensure the protection of his employees against risk of accident and injury to health arising from their employment.

Employees [Occupational Health and Safety] Act No. 10 of 1985

Section 9 – Effective arrangements shall be made in every place of employment for the disposal of wastes and effluents due to manufacturing process or any other working methods carried on therein.

Police Ordinance No. 30 of 1965

Part IV Section 22 (1) -- It shall be the duty of the Force to take lawful measurers for –

(m) Assisting in the protection of life and property in cases of fire, hurricane. Earthquake, flood and other disasters

4. THE PLAN

This Emergency Response Plan is a guide for AGENCY NAME into the way the assigned Staff will handle a disaster.

Every Staff Member is to be aware of the existence of this plan and is to be fully knowledgeable of their roles and responsibilities in any disaster as set out in the Standing Operating Procedures [SOP].

This plan shall be stored in an area where every Staff Member has easy access to.  Should a disaster occur during the absence of the Head, Staff should have easy recourse to the plan.

This plan is to remain at the AGENCY NAME and is NOT to be removed.  Copies may be made for circulation to Staff and for attendance at planning meetings, however a complete copy is to remain at AGENCY NAME at ALL TIMES.

The plan is to be renewed annually with a revised copy being submitted to the [EXECUTIVE DIRECTOR / GENERAL MANAGER – FILL IN THE POST TITLE] _____________________________ no later than March 31st of that year.  The 

[POST TITLE] _____________________________  in turn shall  then circulate this copy of this plan to the Staff and the Director NEMO.  The [POST TITLE] ________________________ shall also inform the respective Departments as to whether the plan was accepted or not.  

Should the plan not be accepted amendments shall be made as per the directives of the [POST TITLE] _____________________________. Should there be no amendments that year then the Head of Department shall indicate such to the [POST TITLE] ___________________________  no later than March 31st of that year, the [POST TITLE] _____________________________  shall in turn  circulate a copy of the memo to the Staff and the Director NEMO.

4.1 MAINTENANCE & TESTING

Once accepted all plans must be tested. This is usually done in three ways:

1. Ongoing Maintenance - Any change in methodologies, organization, staffing, business methods, etc., must be reviewed in terms of impact to the Agency’s COOP.

2. Tests and Exercises - These are tests of individual components and exercises that ensure that staff is familiar with the plan and that the supporting procedures and infrastructure are workable.  The tests and exercises to ensure the continued viability of the branch’s business continuity plan are itemized below to ensure that every critical aspect of the plan will be effective when required. There are four types of Exercises: Orientation, Drill, Desktop and Full scale

3. Actual Event:  Though no one wants the experience of an actual disaster, the event provides the opportunity to test the validity of the assumptions within the plan.  A review of responses after an event provides the opportunity to upgrade the disaster plan.

5. RELATED DOCUMENTS

This plan is a “stand alone” document that may be activated to support hazard management plans. Other documents related to this plan are:

1. Ministry of Health Disaster Plan [to be completed]

2. Victoria Hospital Disaster Response Plan [to be completed]

3. Gros Islet Health Centre Disaster Response Plan [to be approved]

4. Health Centre Disaster Plan [to be completed]

5. National Mass Causality Plan

6. National Mass Fatality Plan

7. National Stress Response Team Plan

8. OTHERS?

6. LIMITATIONS

This plan is limited to the coordination of AGENCY NAME responses to actual or potential major events, and is not activated to be the only responder.  

The National Emergency Management Organisation [NEMO] must be notified of all MAJOR activations.  This is necessary to allow for the rapid coordination of resources should the incident escalate to a level requiring National mobilisation.

7. TRAINING

It is recognized that to achieve the capacity and competency that will allow staff to function smoothly during a response, training must be an ongoing component of professional development.  The following subjects shall be presented, but by no means is limited to:

1. Introduction to Disaster Management [IDM]

2. Emergency Operations Centre Management

3. Incident Command System [ICS]

4. Telecommunications

5. Initial Damage Assessment [IDA]

6. First Aid / CPR

7. Fire Preparedness 

8. OTHERS?

Where appropriate it shall be the responsibility of Agencies to ensure that said training is incorporated into its annual training program.

8. MEMBERSHIP

Membership of Agency Name Disaster Committee includes but is not confined to the following:

1. Post 

2. List

3. The

4. Rest

Disaster Management is a 24 hour vocation and members may be called upon without notice to render service.

9. DISASTER CYCLE

The Disaster Cycle comprises of the following elements: 

BEFORE 

· Prevention 

· Mitigation 

· Preparedness 

DURING 

· DISASTER OCCURS

AFTER 

· Response 

· Reconstruction / Recovery 

· Rehabilitation / Rebuilding

10. DISASTER MANAGEMENT IN SAINT LUCIA

It is understood by AGENCY NAME that the disaster cycle lends itself to a comprehensive approach to disaster management, whether within this organisation or at a National Level. As such it is recoginsed that there are varius frameworks to facilitate having our Agency prepared and by extension the Nation.

10.1 COMPREHENSIVE DISASTER MANAGEMENT


Comprehensive Disaster Management [CDM] was conceptualised by the Caribbean Disaster Emergency Response Agency [CDERA] as a new direction for disaster management for the 21st century. It moves away from the relief and response mode to a comprehensive approach which takes disaster and mitigation considerations into account during project planning and development. It also expands the partners to include economic, social, and environmental planners, architects, engineers, and health professionals among others. [CDERA Press Release of Feb 27, 2004]

In pursuit of its key objective of integrating CDM into its development planning process, AGENCY NAME intends to weave CDM practices into its corporate life through the effective realisation of the recommended Intermediate Results [IR].

10.2 ST. GEORGES DECLARATION OF PRINCIPLES

It is understood that as a tool to achievement of the CDM Strategy it is this Agency’s undertaking to support Principle Nine of the St. Georges Declaration of Principles for Environmental Sustainability in the Organization of Eastern Caribbean States [OECS].

Where each member state agrees to:

a. Establish at the community, national and regional levels appropriate and relevant integrated frameworks to prevent, prepare for, respond to, recover from and mitigate the causes and impacts of natural phenomena on the environment and to prevent man made disasters;

b. Exchange information with each other, relating to the experiences and lessons to be learnt from the causes and impacts of natural and man made hazards and phenomena on its environment.

10.3 SIDS+10

As a participant at the Caribbean Ministerial Meeting on the Programme of Action for the Sustainable Development of Caribbean Small Island States held in Barbados, 10 - 14 November 1997, Saint Lucia agreed to a number of initiatives in the area of Disaster Management.  This included to:

Provide adequate resources to National Disaster Organisations to equip them to satisfy the requirements outlined in Article 14 of the CDERA Inter-governmental Agreement, thus in effect strengthening the national and regional disaster preparedness mechanism.

AGENCY NAME shall cooperate with the National Emergency Management Organisation to ensure the national disaster preparedness mechanism functions efficiently and to capacity.

10.4 UNITED NATIONS MILLENNIUM GOALS

Together with over one hundred and fifty Heads of State from around the world Saint Lucia adopted the United Nations Millennium Declaration, parts IV and VI within the deceleration refer to Disaster Management and state:

IV. Protecting our common environment

23. (4) To intensify cooperation to reduce the number and effects of natural and man-made disasters.

VI. Protecting the vulnerable

26. We will spare no effort to ensure that children and all civilian populations that suffer

disproportionately the consequences of natural disasters, genocide, armed conflicts and other humanitarian emergencies are given every assistance and protection so that they can resume normal life as soon as possible.

11 SITUATION

Disasters actually result from three (3) types -- or combinations -- of incidents, caused by:

1. Natural or cataclysmic events (e.g., earthquakes, fires, floods and storms); 

2. Human behavior (e.g., robberies, bomb threats, acts of arson, hostage events or transportation strikes); and 

3. Technological breakdowns (e.g., power outages, computer crashes and virus attacks). 

Hazard analysis and experience have confirmed that Saint Lucia is at risk from numerous hazards, both natural and technological:

· Meteorological Hazard: Hurricanes, Tropical Wave, Tropical Storm, Storm Surge, Flooding, Land Slides, Drought

· Seismic/Volcanic Hazard: Volcanic Eruption, Earthquake, Tsunami [Marine and land based]

· Technological: Fire, Explosion, Hazardous Material Spill, Mass Poisoning, Pollution, Civil Unrest

· Other: Plague, Mass Causality, Epidemic Outbreak, Dam Failure, Office Violence, Terrorism, Bomb Threat/Explosion, Utility Failure

12. ACTIVATING THE NATIONAL EMERGENCY RESPONSE MECHANISM 

A major situation, which threatens population centres will require that the AGENCY NAME Incident Commander [IC] receives support for its control and management. This will be coordinated by the National Emergency Operations Centre (NEOC). The decision to advise the NEMO Secretariat of the need for additional support will be made by the IC.

The IC will complete a Situation Report Form for the Director NEMO. (See Appendix H)
The Director NEMO in consultation with the IC and the Cabinet Secretary, will decide on activation of the Plan and if necessary, the NEOC.

The NEOC, once activated, will coordinate response, request additional resources and ensure adequate support to all relevant functions. Once the NEOC is activated all Standing Operating Procedures shall come into effect.

Section I 
Disaster Prevention Checklist

DISASTER PREVENTION AND PREPAREDNESS GUIDELINES:
A. Keep the Disaster Plan available at all appropriate locations. Make sure the staff is familiar with its layouts and contents.
B. Identify and inspect several times a year all areas and equipment which may cause or be subject to a disaster.
C. Update the supply inventory at least twice a year, noting in particular the supplies on hand and those which would have to be purchased in an emergency.
D. Review the Disaster Plan regularly, updating as necessary any of the following:
1. Names, addresses, and telephone numbers as necessary of any personnel, consultants, services, etc.
2. Names of personnel assigned specific titles, such as Fire Warden, Recovery Director, or Evacuation Administrator.
3. Emergency procedures.
4. Location of supply rooms and local stores.
5. The disaster plans of branch libraries.
6. Floor plans.
7. Insurance coverage and physical inventory.
8. List of past disasters.
HOUSEKEEPING GUIDELINES:
A. Ensure that internal fire doors are kept closed.
B. Ensure that emergency equipment (e.g. fire hoses, fire extinguishers, first aid kits, rescue equipment) is always accessible and in good working order. Do not, under any circumstances, place furniture, display cases, coat racks, etc... in front of a fire hose cabinet, fire extinguisher, or manual box fire alarm system.
C. Close drawers of storage cabinets when not in use.
D. Do not leave exposed any materials, especially original documents or other archival material, on desks or tables overnight.
E. Maintain a stable climatic environment in the library.
F. Identify and store cellulose nitrate based film safely apart from the rest of the collection and have it copied at the earliest opportunity. In addition to its high combustibility, cellulose nitrate slowly decomposes under normal storage conditions, releasing gases harmful to collection materials, especially paper and film.
G. Store valuable material in fireproof and dustproof cabinets preferably made of steel and treated with a non-corrosive, non-staining, and noncombustible paint.
H. Ensure that books are not shelved too tightly. This measure not only prevents user damage to the bindings when books are pulled off the shelves, but also ensures that, if flooding occurs, the water will not cause the books to swell to the point where they burst from their shelving units. This applies to a lesser degree to other materials.
I. Shelve materials so that they are set back a short distance from the edge. This precaution prevents user wear, the vertical spread of fire from one shelf to another, and books "walking off" shelves during minor earthquakes.
J. Prohibit eating and drinking to a designated area within the building, certainly not in the stacks, and preferably not near them.
K. Ensure than appropriate standards (e.g. dust control and supplies storage) are established and met by janitorial staff. Doors may be weather-stripped to minimize entry of dust and insects.
HAZARDS SURVEY:
Check any hazards identified on a regular basis. The person in the organization in charge of facilities should be able to answer these questions.
A. Climate:
1. Is your area subject to extremes or to sudden changes in temperature and relative humidity?
___________________________________________________
2. How soon after failure of your heating or cooling system will the climate in your building reach unacceptable levels?
____________________________________________________
3. Which materials in your collections are most sensitive to the extremes and fluctuations in temperatures and relative humidity? Please list: ____________________________________________________
____________________________________________________
____________________________________________________
____________________________________________________
4. Is your area subject to heavy or prolonged rainfall? __________________________________________
5. Is your area subject to severe storms? ____________
B. Topography:
1. Is your building situated by a lake, river or ocean? ____________________________________________________
2. Is the river tidal? _______________________________
3. Is your basement below water level or water table level? ____________________________________________
4. Is your building in an area prone to rockfall or landslides? _______________________________________
C. Seismic Stability: Is your area subject to earthquakes or volcanic action? ______________________________________
D. Building Structure:
1. What are the structural materials? Please list:
____________________________________________________
____________________________________________________
____________________________________________________
____________________________________________________
2. Has the building a flat roof, skylights, roof access doors or internal roof drains? Please list: ____________________________________________________
____________________________________________________
____________________________________________________
____________________________________________________
3. Are collections stored in a basement? _____________
4. Are there visible cracks in the structure? Where: ____________________________________________________
____________________________________________________
____________________________________________________
After any rain or earthquake
5. Are there water pipes running through collection areas? Where: ____________________________________________________
____________________________________________________
____________________________________________________
____________________________________________________
6. Are there signs of rot or termites? Where:
____________________________________________________
____________________________________________________
____________________________________________________
____________________________________________________
Make these a high priority for treatment and repair.
E. Hazardous Materials:
1. Are hazardous materials such as gas cylinders, solvents, paints, etc., stored in the building in accordance with National regulations and safety standards? ________________________________________
2. Is staff trained in the correct handling of hazardous materials and equipment? __________________________
3. Have potential hazards such as poisonous chemicals been removed from collections? _____________________
F. Services:
1. Do you have a regular maintenance and inspection service for plumbing, electrical, fire detection, fire extinguishing and security systems? __________
2. Do you have up-to-date plans and drawings of all of the above, and are duplicates stored safely elsewhere? Date of last revision: _________________
3. Do you know which services (e.g. heating and other fuel sources, electricity, water, sewer, telephones, etc.) for which you are responsible? Please list: ____________________________________________________
____________________________________________________
____________________________________________________
____________________________________________________
4. Have you up-to-date plans and drawings of their locations, including "turnoffs" and master switches? ____________________________________________________
5. Is there a backup for these services? ____________
6. Is your water pressure adequate for fighting fire?
____________________________________________________
IV. Building Safety Checklist: Please Record Date Checked
A. Locks secure & keys accounted for? ____________________
Burglary alarms secure & connected to security service?
________________________________________________________
B. Disaster manual and emergency phone numbers available at telephone operator's desk, reference desks, or other appropriate locations? Use Checklist A.
C. Last building inspection by the Fire Department? ________________________________
1. Fire extinguishers. List locations and put on floor maps. Use Checklist B.
2. Fire alarms operable & connected to monitoring service? __________________________________________
3. Sprinkler systems operable? _______________________
4. Smoke detectors operable? _________________________
5. Emergency Exits functioning properly? _____________
D. Emergency lighting operable & available where needed? List locations and date checked:
________________________________________________________
________________________________________________________
E. Transistor radio available & stocked, with spare batteries? List locations and date checked: ____________________________________________________
____________________________________________________
____________________________________________________
____________________________________________________
F. First aid kits available & stocked? List locations and date checked: ____________________________________________________
____________________________________________________
____________________________________________________
____________________________________________________
G. Staff familiarized, by tour, with locations of fire extinguishers, emergency lights, radio, Weather Information Service [454-3452], first aid kits, & how to reach members of NEMO? ______________________
H. Most recent fire drill? ______________________________
I. Most recent earthquake drill? __________________________
J. Most recent Storm/Hurricane drill? ___________________________
K. Most recent check of:
1. Cutoff switches and valves:
(a) Electric ______________________________________
(b) Gas ______________________________________
(c) Water ______________________________________
(d) Sprinkler system (if separate) _________________
2. Water detectors __________________________________
3. Sump pump or portable pump ________________________
4. Flashlights, with replacement batteries ______________________
5. CB radios _________________________________________
6. Walki-Talkies _____________________________________
7. Telephones [cell/land] ________________________________

L. In-house emergency equipment and disaster supplies? Use Checklist C.
M. Clearly posted and updated emergency evacuation maps?
________________________________________________________
N. Other potentially unsafe or damaging conditions: [Use a copy of this page for each area checked.] Record Date Checked
LOCATION: ______________________________________________
1. Exits or corridors, aisles, or stairwells blocked? ____________________________________________________
2. Fire doors closed; alarms working properly? _______
3. Exit signs not visible? ___________________________
4. Warped or sticking doors? _________________________
5. Dangerous chemicals or other materials improperly stored? ____________________________________________
6. Ceiling or other leaks? ___________________________
7. Plumbing okay? ____________________________________
8. Water stained ceilings indicating possible leaks? ____________________________________________________
9. Air conditioning units checked for leaks? __________
10. Worn exposed wiring? ______________________________
11. Electrical equipment not grounded? ________________
12. Overloaded sockets? _______________________________
13. Electrical cords in dangerous position? ____________
14. Other potential tripping hazard? ___________________
15. Books or boxes dangerously piled or stored on the floor? ____________________________________________
16. Unsafe stacks (improperly balanced, braced, etc.)? ____________________________________________________
17. Other unsafe conditions? List: ___________________
____________________________________________________
____________________________________________________
____________________________________________________
____________________________________________________
____________________________________________________
____________________________________________________
Section II

Disaster Response

LIBRARY EMERGENCY CALL LIST

1. Staff:
a. Disaster Action Team: A Disaster Action Team should consist of people who are assigned and trained to deal with a disaster of any kind, flood, fire, earthquake, etc. A chain of command should be designated in a specific order and a typical list could look like this.
NAME/DEPT RESPONSIBILITY WORK/HOME#
Librarian _____________________________________
Facilities Manager ____________________________
Recovery Coordinator _________________________
Maintenance __________________________________
Security _____________________________________
Risk Manager _________________________________
Cataloger _____________________________________
Dept. Head ___________________________________
Operations Director ___________________________
Archivist _____________________________________
b. CPR and First Aid Trained: A list should be available in all departments with the names of all staff who are trained in CPR and First Aid.
2. Emergency Services Numbers:
It is necessary to maintain a list, with telephone numbers for emergency services. The list could look as follows:
TYPE OF SERVICE CONTACT PERSON(S) NUMBER
Police Dept.9-9-9
Fire Dept. 9-1-1
Ambulance 9-1-1
Health Ctenre/Hospital. _____________________________________
Poison Control ___________________________________
Security Dept. ___________________________________
NEMO 452-3802
It is also useful to maintain a list of experts:
NAME ADDRESS NUMBER
Architect ________________________________________
Carpenter ________________________________________
Chemist __________________________________________
Computer Engineer ________________________________
Electrician ______________________________________
Fumigation _______________________________________
Insurance Agent __________________________________
Janitorial Service _______________________________
Legal Advisor ____________________________________
Locksmith ________________________________________
Pest Control _____________________________________
Plumber __________________________________________
Telephone Co. ____________________________________
Utilities:
Electric _____________________________________
Water _______________________________________

Telephone ____________________________________

Deep Freeze Facility ____________________________
Vacuum or Freeze Drying facility ______________________
3. Organizations: A list should be maintained of organizations and services which could be called upon as necessary. A sampling of these could be:
	Saint Lucia National Trust

Clarke Avenue Vigie 

P.O. Box 595, Castries, Saint Lucia

Tel:758-452-5005 
Fax: 453-2791
eMail: natrust@candw.lc 

URL: http://www.slunatrust.org/ 
	Saint Lucia National Archives Authority

Clarke Avenue Vigie 

P.O. Box 3060, Castries, Saint Lucia

Tel: 758-452 1654 

Fax: 453-1405

eMail: stlunatarch_mt@candw.lc 

URL: http://www.stluciaarchives.org


	Archaeological and Historical Society

P O Box ????

Tel: 

Fax: 

eMail: aandh@candw.lc 
URL: http://www.flmnh.ufl.edu/anthro/caribarch/AHS.htm 

	Folk Research Centre
Mt. Pleasant, Calvary

P O Box 514, Castries, Saint Lucia

Tel: 758-452-2279 / 453-1477

Fax: 451-9365

eMail: frc@candw.lc 

URL: http://www.stluciafolk.org/ 

	Saint Lucia Heritage Tourism Programme
P.O. Box GM 868, Castries, Saint Lucia

Tel: 758-451-6220/451-6967/451-6058/458-1587
eMail: info@heritagetoursstlucia.com 
URL: http://www.heritagetoursstlucia.com/ 

	Cultural Development Foundation
Barnard Hill

P O Box ????

Tel: 

Fax: 

eMail: 

URL: 

	National Emergency Management Orgamisation

Red Cross Building, Vigie

P O Box 1517, Castries, Saint Lucia

Tel: 758-452-3802 [w] / 484-9860 [m]

Fax: 453-2152

eMail: [1] eoc@candw.lc [2] slunemo@yahoo.com [3] slunemo@gmail.com
URL: www.geocities.com/slunemo 


	Office of the Governor General

Morne Fortune,

Castries, Saint Lucia
Tel: 758-452-2481

Fax: 453-2731

eMail: museum@stluciagovernmenthouse.com
URL: http://www.stluciagovernmenthouse.com/ 



WATER EMERGENCIES
Take the following steps in response to an incident that does not pose a threat to staff or patron safety, and where recovery of damaged library materials can be handled on the premises. 

Immediate Actions

1. First Call: Library Security

NAME AND NUMBERS
Describe the location and nature of the emergency. Stay at location until help arrives. 

Library Security will coordinate to: 

· Turn off the water supply if water is flowing from pipes.

· Disconnect electricity (if necessary).

2. Second Call: Library Disaster Response Team [DRT]
Describe the location and nature of the emergency. 

The team member contacted will meet you at the emergency site, assess the situation, and coordinate recovery efforts. 

WARNING

DO NOT ENTER AN AREA THAT IS FLOODED UNTIL
ELECTRICITY HAS BEEN DISCONNECTED!
MEANWHILE, until help arrives... 

a. For water coming from above:

* Cover affected stacks with plastic sheeting from the emergency supplies located in your department. Location_________________________________________________ Contact______________________________ext._____home #_____ (name) 
* Carefully move wet material off shelves to a clean, dry area. 

b. For water coming from below:

*    Remove books from affected shelves to another location OR move books onto higher shelves.

c. Estimate the number of wet volumes in order to:

*    Determine amount of space needed for air drying the wet materials.

*    Help the DRT member(s) calculate the number of recovery volunteers you will need.  As a rule, it takes approximately 30 minutes for 2 volunteers to wrap and box 100 volumes (@ 10    volumes per box).

d. Locate Space:

*    Find a clean, dry, secure area which has good air circulation, using fans to keep air moving,    and the lowest possible temperature and relative humidity readings (optimum is below 70 degrees F and 50% RH). The space should meet the following criteria:

*    Accessibility (e.g., for wheeled trucks, frames).  

*    Clear path to a loading area (in case the damaged books need to be re-located).

*    Proximity to affected materials.

*    Availability of open, flat, surfaces (reading rooms are good, but consider the impact on readers, since they may be excluded from the area for several days).

*    Availability for approximately one week (air drying can take from one day up to a week and the area chosen should be able to accommodate this range of time).                          

Designated area(s) in ________________ Dept/Unit for air drying books: 

 _____________________________________________________________________
_____________________________________________________________________
      People to contact for access/keys to the above area(s):  

_________________________ext.________ home #_________      

_________________________ext.________ home #_________

PROCEDURES FOR RECOVERING PRINT MATERIALS AND AIR DRYING BOOKS
a. Books that are thoroughly wet:

*    Place absorbent paper on table or floor where books will be dried (unprinted newspaper works well).  Change paper on the  table/floor as it becomes wet
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*    Lay book at edge of table with for edge pointing off edge and gently, but firmly apply pressure from spine to for edge, pushing out excess water. Gently open book and insert paper towel every 20-25pp. Change when the paper towels are wet.

*    If cover is bleeding or coming off, remove and put aside to a place where it can be found again. In many cases book will need to be rebound.
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*    Use fans to generate air circulation in room.  Books should be dry enough for the next step:  books that are partially wet.

CAUTION:

Do not attempt to fan leaves. Do not remove covers unless they are bleeding. Leather and vellum bindings will present problems. When leather gets wet, especially red-rotted leather, it will turn black and take on a slimy consistency. These covers should be removed and put aside (inside to inside) with pieces of freezer paper between them to prevent transfer of discoloration. Likewise vellum bindings will need special attention because they will warp severely upon getting wet. 

b. Books that are partially wet
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*    Open book partially (at a fairly shallow angle) and interleave with absorbent paper (paper towels work well).  

*    Begin at the back of the book and interleave every 20 or so leaves (i.e., pages).  

*    Leave book flat until paper towels have absorbed some of the water--i.e., in about one hour.  Change paper towels periodically until book is only very slightly damp, then go to the next step:  books that are damp. 
c. Books that are damp
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*    Stand damp books on edge, lightly fanned, and dry in front of fans.  If the cover is damper than the text, place absorbent paper between the boards and the book, changing them as needed.     When almost dry, go to the next step:  books that are almost dry.

d. Books that are almost dry
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*    Lay the book flat, push the back and boards gently into  position, and place under a light weight.  Leave in this position until book is thoroughly dry.  

*    When books are dry to the touch at the gutter, stack from largest to smallest and fore-edge to spine with a board on top and underneath. Place weights on board to help flatten.

NOTE: The drying time for a book can range from 1 to 7 days.

NOTE: Coated Paper (shiny paper)

*    If this paper is allowed to dry with pages stuck to each other, it will NOT be possible to separate them. For this reason it is important that they be interleaved between every page with paper towel. Change as often as necessary and then follow steps from "Books that are almost dry."

*    Pages should be carefully separated. 

PROCEDURES FOR AIR DRYING PAPER DOCUMENTS OR PAMPHLETS
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*    Hang documents/pamphlets over fish line or clothesline to dry. Lines may be strung close together and items laid across them to dry.
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*    Lay out small stacks of documents and/or single leaves on tables, floors, and other flat surfaces.  Spread paper towels or unprinted newspaper on tables, etc.

[image: image13.png]


[image: image14.png]


[image: image15.png]


[image: image16.png]



CAUTION

· Do not attempt to separate leave that are very wet or that are sticking together unless you have been trained to do so.
· Do not attempt to air dry manuscripts, drawings, or material with water-soluble colors except under the advice of a conservation specialist.
NOTE: Make sure that contents of folders and boxes are not separated from each other. 
SPECIAL PROBLEMS

· Water soluble inks or media (manuscripts, drawings, watercolors, maps).
· Framed prints and drawings.
PROCEDURES FOR RECOVERING AUDIO AND SOUND RECORDING MATERIALS
Procedures for recovering: 

Phonodiscs: 

    * Remove discs from their sleeves and jackets (if labels have  separated, mark the center of disc with a grease pencil and keep track of the label).

    * Air dry jackets, sleeves, and labels.

    * If dirt has been deposited on discs, wash them in a 10% solution of Kodak Photo Flo in distilled water. 

    * Blot excess moisture with a lint-free cloth; then air dry discs on supports that permit free circulation of air.
Wax Cylinders:

     * Gently remove cylinders from containers, making sure to provide support to bottom "cap" so cylinders don't drop out.

     * Blot as completely dry as possible making sure to remove as much adhesive, dirt, etc. as possible. This is easiest to do when still wet.

     * Set cylinders on end and allow to air-dry completely. Place in extra empty containers or wrap in tissue.

Magnetic Media:

    Reel to reel tapes

      * If the exterior of the tape is dirty, wash it (while still on the reel) with lukewarm water,    

      * Blot excess moisture and air dry (place tapes on sheets of newsprint spread over plastic covered tables).

      * Air dry the box.

      * If the reels are dirty, remove the tape and wash the reel with detergent and water (or replace the reel).

    Audio cassettes

      * If there are no master copies, dismantle the cassette.

      * Blot excess moisture and air dry (place tapes on sheets of newsprint spread over plastic covered tables).

      * If no master copy is available, re-assemble housing and re-record the tape after drying

    Video cassettes:

      * Dismantle the cassettes.

      * Blot excess moisture and air dry (place tapes on sheets of newsprint spread over plastic covered tables).

      * If no master copy is available, re-assemble housing and re-record the tape after drying.

PROCEDURES IN THE EVENT OF VARMINTS, INSECTS, MOLDS, FUNGI [SOURCE: http://bullpup.lib.unca.edu/displan/section_1.html ]
Most of us would prefer that varmints, insects, molds and delicate fungi decorate the pages of books and not eat, defecate, build nests, grow, or show rampant disregard and contempt for our materials. Libraries need to be constantly vigilant with regard to these pesky invaders. 

A library in the mid-west was overrun by a family of raccoons that lived in the ceiling of the library. After months of raucous runs, obnoxious odors and growing insensitivity for other patron's rights, the vested varmints were captured and returned to the woods --- the distant woods. The library had a sizeable bill to replace urine saturated ceiling tiles and insulation and to racoon- proof the roof. 

A library in the south-east was plagued by a black slimy mold on the walls of the children's reading room. A mycologist was asked to give a report on the mold and ways to eradicate it. This time the mold won. The library had to move. The culprit was Stachybotrys chartarum a fungus that produces mycotoxins. These toxins can cause animal and human mycotoxicosis, a sometimes life-threatening illness. This fungus has also been implicated in the so-called "sick buildings syndrome". Known to cause serious illness in children and adults, Stachybotrys chartarum is very difficult to contain. 

In the south-west a university library had difficulty convincing patrons to leave food outside the library and the stacks were soon overrun by cockroaches and silverfish which seemed to have a taste for the starch in cloth book covers and the glue in book bindings when the french-fries became few and far between. The exterminators were called and the Cambrian crustaceans were routed (and so were a few patrons!). After an uncomfortable period of time the library was able to return to normal service. To forestall future infestations, the library instituted a practice of giving a plastic cockroach to all patrons caught violating the food and drink policy --- a kind of vermin violator invective.  

RESPONSE GUIDELINES 

1.  Isolate the infested materials

2.  Attempt to identify the type and the extent of the infestation

3.  Mold or mildew materials should be removed from collections OR  stabilized by proper humidity and temperature control.

4.  If you suspect the mold may be toxic, have it analyzed by a mycologist.

RECOVERY GUIDELINES
1.  Consult the bibliography in this plan for identifying infestations and for the guidelines for handling specific infestations.

Section III

Appendices

Appendix A - Floor Plans

Appendix B - Priorities List

Appendix C – Checklists
CHECKLIST A

EMERGENCY TELEPHONE NUMBERS
It is the responsibility of the person first observing the disaster to call _______________________________________________ and a member of the Disaster Team.
Office Home
Title Name Phone
Security ______________________________ ______ _____
Building Mgr ______________________________ ______ _____
Disaster Team [Call in order given until you reach someone.]
______________________________ _____ __________________________________
______________________________ _____ __________________________________
______________________________ _____ __________________________________
______________________________ _____ __________________________________
______________________________ _____ __________________________________
______________________________ _____ __________________________________
______________________________ _____ __________________________________
______________________________ _____ __________________________________
Library Dir ______________________________ ______ _____
______________________________ _____ __________________________________
______________________________ _____ __________________________________
______________________________ _____ __________________________________
______________________________ _____ __________________________________
CHECKLIST B
FIRE EXTINGUISHERS
DRY-CHEMICAL FIRE EXTINGUISHERS
Dry-chemical extinguishers will smother any type of fire, including electrical and chemical, by coating the burning area with a layer of powder that cuts off the supply of oxygen.
INSPECTION CHECKLIST
Location/Code Number Date Condition Reported/Repaired
______________________________ _____ __________________________________
______________________________ _____ __________________________________
______________________________ _____ __________________________________
______________________________ _____ __________________________________
______________________________ _____ __________________________________
______________________________ _____ __________________________________
______________________________ _____ __________________________________
______________________________ _____ __________________________________
______________________________ _____ __________________________________
______________________________ _____ __________________________________
______________________________ _____ __________________________________
______________________________ _____ __________________________________
______________________________ _____ __________________________________
______________________________ _____ __________________________________
______________________________ _____ __________________________________
______________________________ _____ __________________________________
CHECKLIST C
IN-HOUSE EMERGENCY EQUIPMENT AND DISASTER SUPPLIES
The following list provides examples of the types of materials which should be on hand in case of an emergency. A blanket worksheet is also provided.
Date
Equipment Location Amount Checked
Book Trucks _________________________ _______ ________
Fans _________________________ _______ ________
Walkie-Talkies _________________________ _______ ________
Boots _________________________ _______ ________
Flashlights _________________________ _______ ________
Unprinted Newsprint _________________________ _______ ________
Brooms _________________________ _______ ________
Freezer Paper _________________________ _______ ________
Vacuums _________________________ _______ ________
Buckets _________________________ _______ ________
Ladders _________________________ _______ ________
Wax Paper _________________________ _______ ________
Cardboard Boxes
Size _______ _________________________ _______ ________
Size _______ _________________________ _______ ________
Mops _________________________ _______ ________
Paper Towels _________________________ _______ ________
Plastic Garbage Bags _________________________ _______ ________
Disinfectant _________________________ _______ ________
Plastic Milk Crates _________________________ _______ ________
Duct Tape _________________________ _______ ________
Plastic Sheeting _________________________ _______ ________
Extension Cords _________________________ _______ ________
Humidifier _________________________ _______ ________
______________________________ _____ __________________________________
______________________________ _____ __________________________________
______________________________ _____ __________________________________
______________________________ _____ __________________________________
______________________________ _____ __________________________________
______________________________ _____ __________________________________
______________________________ _____ __________________________________
______________________________ _____ __________________________________
______________________________ _____ __________________________________
______________________________ _____ __________________________________
______________________________ _____ __________________________________
______________________________ _____ __________________________________
______________________________ _____ __________________________________
______________________________ _____ __________________________________
______________________________ _____ __________________________________
______________________________ _____ __________________________________
Appendix D – Services
NAME - COMPANY - TELE [MOBLE/FIXED]

______________________________ _____ __________________________________
______________________________ _____ __________________________________
______________________________ _____ __________________________________
______________________________ _____ __________________________________
______________________________ _____ __________________________________
______________________________ _____ __________________________________
______________________________ _____ __________________________________
______________________________ _____ __________________________________
______________________________ _____ __________________________________
______________________________ _____ __________________________________
______________________________ _____ __________________________________
______________________________ _____ __________________________________
Appendix E - Supplies

Index of Headings Used in a Disaster Supplies List

Compiled from LAPNet's Disaster Suppliers List 

Barricade Tape

Blast drying (see Drying)

Blotting Paper

Boots

Boxes

Brooms

Buckets (Rubber)

Butcher paper (see Freezer Wrap)

Cases (see Boxes)

Catering

Caution Wet Floor Signs

Cold storage (see Freezer Space)

Dehumidifiers

Drying

Emergency lights (see Lighting)

Extension Cords

Face Masks

Fans

Flashlights

Folding tables (see Tables)

Food (see Catering)

Forklifts

Freeze drying (see Drying)

Freezer Space

Freezer Wrap

Fumigation

Garbage Cans

Generators

Gloves

Hard Hats

Hygrothermographs

Insect infestation (see Freezing;

Fumigation)

Keep Out Signs

Lighting

Light sticks
Lysol Spray

Masking tape (see Tape)

Megaphones

Moisture Meters

Mold/mildew (see Fumigation)

Mops

Mylar

Newsprint

Pails (see Buckets)
Pallets

paper (see Blotting Paper; Newsprint, Freezer Paper)

Paper Towels

Plastic Sheeting

portable toilets (see Toilets)

power extension cords (see Extension Cords)

Rags

Refrigerated Trucks

Rubbish Hauling

Shoes (see Boots)

Shovels

Shrink-wrap
Signs (see under specific type of sign)

Sling Psychrometers

Sponges

Tables

Toilets, Chemical

Towels (see Paper Towels)

Trash Bags

Trash cans (see Garbage Cans)

Tubs

Walkie-Talkie

Appendix F - Emergency Purchase Order Form
Appendix G - List of National Resources
The lead agency for the Damage Assessment and Needs Analysis [DANA] Standing Operating Procedures is the NEMO Secretariat.  The DANA Guidelines and the attendant Plan are Documents of the Saint Lucia National Emergency Management Plan and are stand – alone Volumes.
Clean up after a disaster is a collective responsibility.  The Debris Management in a Disaster Guidelines is a Document of the Saint Lucia National Emergency Management Plan and is a stand – alone Volume.
Appendix H – Situation Report

Based on Belize National Hazard Management Plan - Structural Fire Response Plan

SITUATION REPORT             


[use additional paper where needed]

1. DATE:





TIME:

2. EVENT:

3. DEATHS……………..
INJURIES…………….      MISSING…………….

4. RESPONSE ACTIONS TAKEN:

  (Since last report)

5. PERSONNEL, EQUIPMENT DEPLOYED:

6. POPULATION THEATENED:

7. THREAT OF HAZARDOUS MATERIALS IF ANY:

8. NEED FOR EVACUATION


(Y)


(N)

9. APPROXIMATE NO. OF PERSONS:

10. SPECIAL POPULATION NEEDS:

11. ADDITIONAL RESOURCES NEEDED IN PRIORITY ORDER:

12. COMMENTS on need for activating NEOC 

SGD.……………………………………      DATE………………..     TIME……………..

NEMO Secretariat Fax 453-2152










Agency Logo





IR-5: Hazard information is incorporated into development planning and decision making








IR-4: Preparedness, response and mitigation capability is enhanced and integrated.








IR-3: Regional Objective








IR-2: Research and Training support CDM








IR-1: Stronger …national instructions promote CDM








Strategic Objective: 


Comprehensive Disaster Management is integrated into the development processes.













