DPLAN CHANGES, 5/08

1. On New User/Institutional Information page, please change the name of the longer version of dPlan from dPlan Normal to dPlan in Depth: 

	Plan Type 

	In Depth or Lite Mode: 
	[image: image1.wmf]In Depth: [image: image2.wmf]Lite 



2. On Login page, add Plan Type field and change text as noted. Also, please remove the “Click here” link and link to the text (“Forgot your login and/or password?”) instead. 
	Welcome back!

	Login: 
	[image: image3.wmf]



	Password: 
	[image: image4.wmf]



	          Plan Type:  ● dPlan in Depth       ● dPlan Lite

	[image: image5.wmf]S

ubmit



	
Forgot your login and/or password ? Click here. 

Having problems logging in? 
Please contact us at problems@dplan.org 


3. On the Password assistance page, make the following changes:

	Enter the email address associated with your dPlan account, then click Submit. Your password will be emailed to you. 

	Email address: 
	[image: image6.wmf]



	Confirm email address:  
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ubmit


Has your email address changed? If you no longer use the email address originally associated with your dPlan account, please contact us [link to working email address] to arrange for your new email address to be assigned to your existing account. 

It is very important to keep your email address current, since periodic reminders to update your disaster plan will be automatically emailed to you. 


4. Add the following choices to the main menu (on the upper left of the page) on the Welcome page. New items and items with changes are highlighted: 

Home (this should link to the Welcome to dPlan page)
Login

About dPlan (see separate sheet for text changes to this page)

Before You Begin (see separate sheet for text for this page)

Demo (see separate sheet for text changes to this page)
New User (see separate sheet for text changes to this page)
FAQ (see separate sheet for text for this page)

Contact NEDCC

5. Please put the main menu on the left side of all pages the user sees prior to logging in (e.g., the Home/Welcome page, the Login pages, the About dPlan page, the New User page, the Contact NEDCC page – and the new pages, Before You Begin, and FAQ). The gray boxes currently on the left sides of some of these pages contain information that is repetitive, and they should be replaced with the main menu. 

6. Change the text for the Home/Welcome to dPlan page as noted on the attached sheet. 
7. On the logged in pages, add Before You Begin and FAQ to all menus as noted below: 

Home 

Logout

Before You Begin
FAQ
Check My Progress

Print Options

Institutional Information

Prevention

Response and Recovery

Supplies and Services

Scope and Goals

Staff Training

Distribution, Review, and Updating
8. Under the Print Options menu choice, change Print Section Preview to Section in Progress. 

9. On the Check My Progress page, add a checkbox (at the top and bottom) labeled “Start My Six-Month Update Reminders”. Checking this box should send an email to NEDCC notifying them that the user is finished with their plan and should be placed on a reminder list to update their plan in six months. 

10. Please make changes to the following individual pages (see separate sheets for each page). I am making these changes so that the text will be appropriate for both dPlan in Depth and dPlan Lite. 
· Prevention > Facilities

· Response and Recovery > IT: Emergency Contact Information

· Scope and Goals

11. In the dPlan Lite Insurance page, make the following text change: 

Please provide basic information about insurance coverage for your collections, building(s), machinery, and/or equipment. 

Insurance is a complex subject and can be very confusing. It is very important that you consult with your insurance agent to determine precisely what coverage is right for your institution.
If your insurance needs are complicated, we strongly encourage you to fill out the insurance section in dPlan in Depth, which requests additional information.

To review basic background information about insurance, choose:

Also on this page, After House Phone should read After Hours Phone. 

12. In the Output for both dPlan in Depth and dPlan Lite, change the title of Appendix S from MBLC Emergency Assistance Program to State-Specific Emergency Assistance Information and provide additional content as appropriate (this will depend on what state the institution is in, and will generally consist of a state-specific list of organizations/agencies – we will be providing you with these lists).
13. In the Output for both dPlan in Depth and dPlan Lite, add the following text at the beginning of Appendix M, Pre-Disaster Communication with Emergency Services: 
Building relationships prior to a disaster with emergency services personnel can increase the effectiveness and speed of emergency response to disasters that damage collections. Fire department, police department, and emergency management personnel will be better able to assist in the recovery of collections if they are aware in advance of the institution’s holdings and salvage priorities, and of the needs of collections.   

dPlan Lite users: dPlan in Depth allows you to enter detailed information about these any relationships you may have with emergency services personnel.  

14. In the Output for both dPlan in Depth and dPlan Lite, add the following text at the beginning of Appendix P:

Assessing risks, engaging in preventive building maintenance, maintaining information about building systems, and putting in place consistent opening and closing procedures can prevent disasters that might damage collections, as well as protect collections from any disasters that do occur. 

dPlan Lite users: dPlan in Depth allows you to enter detailed information about prevention and protection activities.  
15. In the Output for dPlan Lite, fix the following problems: 

· In Appendix H, Insurance Information: the data that I entered into dPlan Lite is not appearing here. 

· In Appendix M, only the new introductory text should appear (the heading “M.1  Fire Department” should NOT appear). 

· In Appendix N, remove the section “N.2, Relocation/Temporary Storage of Collections”.

· In Appendix O, remove the sections “O.3, Data Restoration” and “O.4, Emergency Procedures for Manual Operations”. 

16. In the Output for dPlan Lite, the following text should appear in Appendix Q (some text is currently missing): 
Staff training is crucial to successful disaster planning. It should begin with the members of the disaster planning and response teams, and expand to include all staff. In particular, training staff in the mechanics of the plan ensures that they will be familiar with it and be able to use it effectively if an emergency occurs. 

Disaster Planning Team

The disaster planning team can be trained in a variety of ways. Team members should certainly be encouraged to educate themselves through the use of books and articles on disaster planning, and to monitor online resources such as list-servs and web sites relating to disaster planning. More formal types of training should also be offered, such as disaster planning workshops (these are offered periodically by organizations such as NEDCC or the Massachusetts Board of Library Commissioners) or in-house training sessions (e.g., seminar, group discussion, case study exercise). Whatever type of training is chosen, the leader of the disaster planning team should be responsible for ensuring that all members of the team are periodically given the opportunity for additional training to keep up to date on new developments in disaster planning.

Disaster Response Team

It is crucial for all members of the Disaster Response Team to receive training (preferably hands-on) in first response procedures, salvage methods for damaged collections, and procedures for recognizing and dealing with any hazards that might be present at the disaster site. The fundamental goals of training should be to familiarize the team with all elements of the disaster plan and to give them experience working together as a team. 

There are various possible training methods, but remember that practical and hands-on training will be the most effective. Options include: 

· Formal disaster response/recovery workshops (offered by library and conservation organizations)

· First aid and/or CPR training

· In-house training (e.g., hands-on sessions focused on specific topics, “tabletop” disaster exercises, or mock disasters)

· Individual use of books and articles on disaster response, salvage, recovery, and rehabilitation 

· Individual use of online resources (such as list-servs and web sites) to keep up-to-date on new developments in disaster response, salvage, and recovery methods for collections

Subjects that should be addressed include:

· Team-building 

· Handling wet and damaged collections

· Recovery procedures and the use of equipment

· Workplace health and safety (relating to emergency response)

· Proper use of protective clothing and equipment

· Hazards of exposure to mold

· Crisis counseling

General Staff Training

The importance of training all staff in emergency procedures and implementation of the disaster plan cannot be overstated. Staff members are often the first line of defense against disasters, observing problems as they occur. They must be able to recognize that there is a problem, know how to respond, and know whom to call.
dPlan Lite users: dPlan in Depth allows you to enter detailed information about staff training activities undertaken by your institution.  

About dPlan 

dPlan is a free online tool that will help you simplify the process of writing a disaster plan. Enter information about your institution using the comprehensive fill-in-the-blank template. This template will guide you through the steps necessary for effective disaster planning.

 

Once completed, dPlan generates a printed disaster plan specific to your institution. The resulting plan contains contact information for staff and key personnel, preventive maintenance checklists, salvage techniques, and much more. dPlan can be updated continuously to reflect the changes that occur at your institution.

· Credits (keep current text on credits page)
· Disclaimer (keep current text on disclaimer page)
Before You Begin

Please note: The goal of dPlan is to produce a plan that is comprehensive. Collecting and entering the necessary data to produce an effective disaster plan requires a significant investment of time.
 

Since the information required for dPlan is extensive, you should plan for multiple sessions of data entry. You will need to collect information and come back to the template a number of times before your disaster plan is completed. Information can be saved during each session. To simplify data collection, you can go to the Main Menu to print out the Data Collection Forms [provide link].
 

First Steps
To learn more about how dPlan works, choose Demo on the main menu. This is an open account that will allow you to explore the dPlan input screens.  To register to use dPlan, choose New User on the main menu. You will be asked to provide institutional information using an online form. Account approvals are processed Monday through Friday, and may take up to 48 hours.

dPlan in Depth and dPlan Lite

There are two versions of dPlan: dPlan in Depth and dPlan Lite. The former collects information using a large number of fill-in forms, and will provide a comprehensive disaster preparedness and response plan. The latter guides you through only those forms that are most important in preparing a plan for disaster response. Smaller institutions with limited staff and resources are encouraged to begin with dPlan Lite and move to dPlan in Depth as time and resources permit. Any information that a user enters into dPlan Lite will also appear in dPlan in Depth. Within an account, the user can switch from dPlan Lite to dPlan in Depth either on the Login page or on the New User/Institutional Information page.  

The Basics of Using dPlan
 

Whether you choose dPlan in Depth or dPlan Lite, the basic process of using dPlan is the same. You will be entering data into forms that appear as a series of web pages, which are grouped into seven sections in the Main Menu: Institutional Information, Prevention, Response and Recovery, Supplies and Services, Scope and Goals, Staff Training, and Distribution/Review/Updating. As you move through the pages, brief background information and/or links to other resources are provided to assist you in making decisions about various aspects of disaster planning. After you have input all appropriate data, the data will be incorporated with standard text to generate your disaster plan (which will appear as a PDF file).

 

Work through the pages in sequence, if possible, beginning with Institutional Information. You can also use the Main Menu to move back and forth between pages as needed. As you choose each main section in the menu, it will expand to show the sub-pages relating to that section. The Check My Progress feature (on each page and in the Main Menu) allows you to keep track of which pages have been completed. Always remember to choose Save Changes to save your data when you are finished entering data on a page. If you move to another page without doing this, your data will not be saved. 
 

The Section in Progress feature in the Print Options section of the Main Menu provides the option of previewing and/or printing a portion of your plan to see how the data you entered, incorporated with the text, will appear in your printed disaster plan. Once you’ve completed all of your data entry, choose Print Entire Plan to view and then print your entire disaster plan. Note that choosing Print Entire Plan will generate the plan on screen, but will not actually print it. Once the plan has been generated in a PDF file and you are satisfied that it is complete, you will use the print button in the PDF file to print the plan. 
Demo

[replace the main text on the existing Demo page with the following text]

dPlan Demonstration Account

Explore dPlan before setting up an account. Take a closer look at the different pages, input sample data, and see how it will appear in a printed plan. Please note that this demo account will show you the full version, dPlan in Depth; a shorter version focusing on disaster recovery, dPlan Lite, is also available once you register as a dPlan user. 

Please keep in mind that others will be using this demo account, and therefore the data in this account may change at any time. Because this demo account contains data input by many different users, DO NOT use this account to produce your own disaster plan.

To Use the Demonstration Account
Go to the LOGIN page [link]. 

Enter the login “demo@dplan.org”. 

Enter the password “demo”. 

Having problems with the demo account? Contact us. [link to working email address]
New User 

[replace the introductory text on the existing New User page with the following text – the rest of the page stays the same]
Please provide the information requested below. Before submitting your request for an account, make sure that no one else at your institution has started a plan.   

The login for your account must be a valid email address. You will be asked to create a password for your account. Be sure to keep a record of your login and password. Once you have submitted the information on this page and your account has been approved, you will receive a confirming e-mail message. At that point, you can begin using dPlan. 

Accounts are processed only Monday-Friday, and approval may take up to 48 hours. If your account has not been approved after 48 hours, your institution may have filtered out the automated reply that confirmed your account. After 48 hours, first try logging in with your login and password. If you’re still unsuccessful, Contact us [link to Contact NEDCC page].  

While you are waiting for account approval, see the DEMO [link] and Before You Begin [link] sections of this site for an overview of how dPlan works.
FAQ

FREQUENTLY ASKED QUESTIONS  

[link the following questions to the answers below]
What is dPlan?

How does dPlan work?

Who can use dPlan?

What is the difference between dPlan in Depth and dPlan Lite? 

What are the system requirements? 

What security features are provided?

How do I get a login and password?

Can I use dPlan for more than one building?

How do I enter data?

How long will it take me to enter data? 

How do I save the data I’ve entered? 

Can I print out the pages to make it easier for me to collect data? 

How do I move from one page to another? 

Can I change data that I have already entered?

Do I have to enter all my data before printing my plan?

How do I print my disaster plan?

I forgot my password – what do I do?

How do I know when I’m done entering data? 

How will I know when to update my plan?
What is dPLAN?

dPLAN is an online template designed to help librarians, archivists, and other records custodians prepare a disaster plan for their collections. 

Creating a disaster plan can be overwhelming – a great deal of information must be collected, pulled together, and turned into a coherent plan. dPLAN simplifies these tasks by providing a structure for collecting and entering data, and by automating the process of creating a plan.  Data entered by the user is stored on a secure server and output in a standard format, resulting in a customized disaster plan that can be regularly updated.  

The dPLAN template was prepared by Northeast Document Conservation Center (NEDCC) and the Massachusetts Board of Library Commissioners (MBLC). The development of the template was funded by the National Center for Preservation Technology and Training (NCPTT) and the Institute of Museum and Library Services (IMLS). 

How does dPLAN work?

You will be entering data into a series of Web pages, which are grouped into seven sections in the Main Menu: Institutional Information, Prevention, Response and Recovery, Supplies and Services, Scope and Goals, Staff Training, and Distribution/Review/Updating. As you move through the pages, brief background information and/or links to other resources are provided to assist you in making decisions about various aspects of disaster planning. After you have input all appropriate data, the data will be incorporated with standard text to generate your disaster plan (which will appear as a PDF file). 

 

The Section in Progress feature in the Print Options section of the Main Menu provides the option of previewing and/or printing a portion of your plan to see how the data you entered, incorporated with the text, will appear in your printed disaster plan. Once you’ve completed all of your data entry, choose Print Entire Plan to view and then print your entire disaster plan. Note that choosing Print Entire Plan will generate the plan on screen, but will not actually print it. Once the plan has been generated in a PDF file and you are satisfied that it is complete, you will use the print button in the PDF file to print the plan. 

We recommend working through the pages in sequence (beginning with Institutional Information) to make it easier to keep track of what you have already done, but you can also use the main menu to move back and forth between pages as needed. See How do I move from one page to another? [LINK]  As you choose each main section in the menu, it will expand to show the sub-pages relating to that section. The Check My Progress feature (on each page and in the Main Menu) allows you to keep track of which pages have been completed.

Remember that the information required for these forms is extensive, so you should not plan to do all your data entry in one or two sessions. You will need to collect information and come back to the template a number of times before you generate a complete disaster plan. The Print Options section of the site provides Microsoft Word versions of the forms that you can print to use as data collection sheets. See Can I print out the forms to make it easier for me to collect data? [LINK] 

Once you have completed all or part of your data entry, you can view and then print out all or part of your plan in a standard format. See How do I print my disaster plan? [LINK] The data and the plan are stored in a database on a secure server. The plan can be updated at any time by returning to dPLAN, making changes to the data, and printing again.  

Who can use dPLAN?

Currently dPlan is only available to non-profit organizations such as libraries, museums, archives, historical societies, and city/town clerk offices that hold historical collections (e.g., books, maps, documents, artifacts) and want to take precautions to save those collections in the event of a disaster. dPlan cannot currently be used by for-profit corporations. To use dPLAN, institutions submit institutional information for account approval and create a login name and password. 
What is the difference between dPlan in Depth and dPlan Lite? 

There are two versions of dPlan: dPlan in Depth and dPlan Lite. The former collects information using a large number of fill-in forms, and will provide a comprehensive disaster prevention, preparedness, and response plan. The latter guides you through only those forms that are most important in preparing a plan for disaster response. 
The goal of dPlan is to produce a plan that is comprehensive. Collecting and entering the necessary data requires a significant investment of time, but the resulting plan will help not just with disaster response, but also with disaster prevention. We recommend that institutions fill out the entire template (dPlan in Depth) if possible. However, smaller institutions with limited staff and resources are encouraged to begin with dPlan Lite and move to dPlan in Depth as time and resources permit. 

Any data that a user enters into dPlan Lite will also appear in dPlan in Depth. Within an account, the user can switch from dPlan Lite to dPlan in Depth either on the Login page or on the New User/Institutional Information page.     

What are the system requirements?
The following browser requirements are supported by dPlan:

 

Compatable browsers include: 
  Internet Explorer 6.0 or higher.

  Mozilla Firefox 1.5 or higher.

  Netscape 6.0 or higher. 

  and most browser that support JavaScript, cookies and Secure Socket Layer protocol (SSL). 

 

dPlan requires the following browser settings: 

Cookies and JavaScript MUST be enabled.

 

Text Size
 

The site is best viewed with the original default text size setting.

 

Proxy Connection
 

If your Internet connection requires a proxy server, you need to ensure that your browser settings are set up for both HTTP and secure sites.

 

Monitor Display Settings
 

dPlan requires a resolution of at least 800 x 600 pixels using small fonts. 1024 x 768 is recommended. 

 

Printing Requirements
 

Adobe® Acrobat® Reader® 4.05 or higher must be installed to view and/or print your disaster plan. Download Adobe® Acrobat® Reader® now. 

 

What security features are provided? 

For your protection, dPlan is equipped with a security time-out. You are automatically required to log in again after 20 minutes of inactivity.  Access to the site is by authorized use only and via a password provided upon application to NEDCC. 

How do I get a login and password?

On the home page, choose New User. This will open up a page titled New User Information.  Fill out the information on this page as completely as possible. Remember to enter your name, title, phone number, and email under “Contact Person,” and to provide an alternate contact person if possible.  All emails from NEDCC regarding your dPlan account will be sent to these email addresses. You will be asked to choose dPlan in Depth or dPlan Lite; choose the best option for your institution at the present time (see What is the difference between dPlan in Depth and dPlan Lite? [link]). You will be able to switch from one to the other if needed once you have created your account. 
Please write down your login and your password for future use. As the site is currently configured, NEDCC does not receive a record of the password(s) you enter; therefore, if you lose your password, you will have to change it (see I forgot my password – what do I do? [LINK]). 

Once the New User Information form is completed and you press "Submit," a message will automatically be sent to NEDCC asking for approval of the new user.  Since issuing an approval is contingent upon a live person (at NEDCC) viewing the request and responding to it, you should not expect immediate approval.  When your account is approved, you will receive a confirming e-mail message. At that point, you will be able to login and begin entering data. 

Can I use dPlan for more than one building?

Yes. Once you have completed a disaster plan for your main building, dPlan can produce a “clone” of that plan that you can modify for use in another building (e.g., a branch library, an offsite storage building). This allows you to retain the information you have already entered that applies to both buildings. You simply change the information in the new plan as necessary to customize it for the second building.     

How do I enter data?

Once you have a login and password (see How do I get a login and password? [LINK]), choose the Login option and enter your login and password. Note that you have an option to switch between dPlan in Depth and dPlan Lite if desired. Once you press Submit, you will see the Welcome to dPlan page. The first time you log in, we recommend that you read the Before You Begin section before proceeding to data entry. You will see a menu on the left that is grouped into seven sections: Institutional Information, Prevention, Response and Recovery, Supplies and Services, Scope and Goals, Staff Training, and Distribution/Review/Updating. You will use this menu to navigate between pages. As you choose each main section in the menu, it will expand to show the sub-pages relating to that section.
Data entry follows generally accepted conventions. The Tab key is used to move between fields within a form. Most fields have a capacity of 100 characters, although fields with a scroll bar have a much larger capacity. You will find Tell Me More buttons throughout the forms, which provide links to additional information about the topic(s) being addressed. Please note that to save the data you have entered on a page, you MUST click Save Changes. If you move to another page in the menu without clicking on Save Changes, you will lose the data you entered. For pages requiring extensive amounts of data entry, we recommend that you click Save Changes several times during the data entry process to guard against accidental loss of data. 

Throughout the dPLAN forms, you will be creating various lists of data (e.g., names of staff, locations of smoke detectors). To add a record to a list, choose Add Record. A blank record will appear at the bottom of the list. Enter the appropriate data, then click Save Changes.  To delete a record, click Delete Record. 

How long will it take me to enter data?

Completing dPLAN requires a significant investment of time and effort on the part of the user.  Even though the template is designed to ease the process of creating a plan, is still necessary to collect detailed data and input it into the database.  You should expect to print many of the forms for data collection purposes, and you should expect to return to dPLAN multiple times before completing the disaster planning process. See Can I print out the forms to make it easier for me to collect data? [LINK]
How do I save the data I’ve entered? 

To save the data you have entered on a page, you MUST click Save Changes. If you move to another page in the menu without clicking on Save Changes, you will lose the data you entered. For pages requiring extensive amounts of data entry, we recommend that you click Save Changes several times during the data entry process to guard against accidental loss of data.

Can I print out the forms to make it easier for me to collect data? 

Yes. Choose Print Options on the left-hand menu. Then choose Print Data Collection Forms. Be aware that printing out all of the forms at once will run to about 100 pages. You have the option of printing all of the forms at once, or printing them one at a time. 

How do I move from one form to another?

Use the main menu on the left side of the pages to move from one form to another. When you click on a main section in the menu, it will expand to show the sub-headings relating to that section (e.g., Prevention expands to show Assessing Risks, Preventive Maintenance, etc.). In some cases the menu has several levels (e.g., if you click on Assessing Risks, it expands to show Natural, Industrial/Environmental, etc.). Be aware that some of the menu levels are headings rather than actual pages (for example, Prevention and Assessing Risks), so a new page will not appear on the right until you move far enough down in the sub-headings. 

Can I change data that I have already entered?

Yes. Simply return to the appropriate form using the menus. Make the necessary changes and click Save Changes. This will save your data, and you can proceed to enter data into other forms as needed. When you are finished, choose Print Options to print out all or part of your updated plan.  

Do I have to enter all my data before printing my plan?

No, it is not necessary to complete all the forms before printing your plan. You may wish to work on only a portion of your plan at once, or information in some of the forms may be inapplicable to your institution. Data that has not been entered will be missing in your printed plan, but the standard text designed to accompany it will still be generated. There are various options for printing your plan. See How Do I Print My Disaster Plan? [link] below for details.  

How do I print my disaster plan?
Once you have begun to enter data, choosing Print Options will present you with several options for printing your plan. 

To review what you have done thus far, choose Section in Progress. This will generate a portion of your plan as a PDF file, to show you how the data you have just entered, incorporated with the text, will appear in your printed disaster plan. You can print this PDF file if desired. 

Once you’ve completed all of your data entry, choose Print Entire Plan to view and then print your entire disaster plan. Note that choosing Print Entire Plan will generate the plan on screen as a PDF file, but will not actually print it. Once the plan has been generated in a PDF file and you are satisfied that it is complete, you will use the print button in the PDF file to print the plan. 

I forgot my password – what do I do?

On the Login screen, click on Forgot your password?. This will bring up a screen on which you will type your login. Your password will then be emailed to you. 

How do I know when I’m done inputting data? 

The Check my Progress feature (found on the main menu) provides a way to keep track of which forms you have completed and which you have not. Once you have completed a form, or you feel that you have entered all data that it is possible to enter in the form, check the “I am finished with this page” box on the form. This form will then appear as completed on the Check My Progress page. 
Not all of the forms, or all of the information in each form, will necessarily be applicable to every institution. You will need to determine when you have completed a form to the best of your ability. 
How will I know when to update my plan?

You can change your data and update your plan at any time. Whenever you update the plan, you should print it out and redistribute it to all relevant personnel in your institution. Once you have completed your plan initially, NEDCC will email the primary contact person on your account every six months with a reminder to update your plan. When you consider your plan largely completed, you should check the “Start My Six-Month Update Reminders” box (found on the Check My Progress page) to start this process.  
Welcome to dPlan 

dPlan is a free online tool that simplifies the process of writing a disaster plan. It allows you to enter information about your institution into a comprehensive fill-in-the-blank template. Once completed, dPlan generates a printed disaster plan specific to your institution. 

The resulting disaster plan contains contact information for staff and key personnel, preventive maintenance checklists, salvage techniques, and much more. dPlan can be updated continuously to reflect the changes that occur at your institution. 

There are two versions of dPlan: dPlan in Depth and dPlan Lite.  dPlan in Depth is comprehensive, covering disaster prevention, preparedness, and response, while dPlan Lite focuses primarily on disaster response.  Which version is right for me? [link to FAQ question]
Who can use dPlan? 

Currently dPlan is only available to non-profit organizations such as libraries, museums, archives, historical societies, schools, and city/town clerk offices that hold collections (e.g., books, records, maps, documents, AV material, artifacts) and want to take precautions to save those collections in the event of a disaster. dPlan cannot currently be used by for-profit corporations. 

Prevention > Facilities page
Replace the current introductory text on this page with the following:
	Facilities Information

	Information about your facility’s systems (e.g., emergency shut-offs, fire protection, security, climate control) is crucial to effective disaster prevention and response. This section of dPlan collects information about the type and location of systems within your facility. 
dPlan in Depth collects detailed information about emergency shut-offs, fire and water protection systems, security and building access, and heating/cooling systems. dPlan Lite only collects information about emergency shut-offs (because this is the most important information for immediate disaster response)

IMPORTANT: Whether you are completing dPlan in Depth or dPlan Lite, you should prepare floor plans of your building that clearly indicate the location of important equipment. Ideally, you will prepare one set of floor plans for each of the following: 

· Fire protection and suppression systems (fire extinguishers, sprinkler heads, fire call boxes, smoke/heat detectors 

· Water-bearing pipes and equipment 

· Mechanical systems – electrical control panels, outlets, and cut-off; heating and cooling system equipment and controls; oil and/or gas shut-offs, if applicable 

· Security system – controls and location of motion detectors, etc. 

A section will be provided in your disaster plan for you to insert the building floor plan(s).


Response and Recovery > IT: Emergency Contact Information page
Replace the current introductory text on this page with the following (note that the link to the “Relocation of Computer Operations…” form should be removed – we don’t want them to be able to get to that page from dPlan Lite, so let’s not link the text):
	Emergency Contact Information

	In case of information systems failure or damage, provide the following information about internal and outside sources of assistance. Where requested, provide information about basic procedures for getting IT services back up and running if they are temporarily disabled. If a listed resource is not applicable, leave it blank.  

Please note that additional procedures for a serious emergency requiring relocation of computers and services can be entered into dPlan in Depth, in the “Relocation of Computer Operations, Telecommunications, and Online Services” form.
 

Remember that it is very important to keep any account numbers and passwords current, and to indicate who on staff knows them.


Scope and Goals > Scope and Goals of the Disaster Plan page
Replace the current introductory text on this page with the following
	Whether you are using dPlan in Depth or dPlan Lite, you have entered information about your institution and collections.

If you are using dPlan in Depth, you analyzed your institution’s most significant risks, and provided information about preventive activities and response and recovery activities. If you are using dPlan Lite, your focus was on disaster response activities, but you likely gave some thought to the disasters that are most likely to occur.  

Based on the information you have collected, prepare a relatively brief statement of the scope and goals of your disaster plan. This will appear at the beginning of your plan to provide context for those using the plan.





	Issues that should be addressed in your statement include:

· Remind the user that this plan covers collections, not emergencies involving people, and briefly direct the user to other available resources (such as a staff manual, or posted instructions) for dealing with “people” emergencies. 
· Describe the specific situations the plan covers (e.g., flood, fire, roof leak, burst pipe, hurricane, earthquake). If you are using dPlan in Depth, these should correspond to those risks that you ranked highest (e.g., those that are most likely to occur and most likely to have serious consequences). 

· Provide a summary of your overall goals for salvaging collections, as indicated by the salvage priorities you have entered into dPlan. For example, a public library might hold some materials that it would not try to salvage at all, but other materials (such as local history collections) might be very important to save. 

· Give the user a brief “roadmap” of what parts of the plan will be needed to handle a small-scale emergency, and what will be needed if the emergency is more serious. 

	 

	Sample Statement

	 

	A sample comprehensive scope and goals statement is provided below. You may adapt this to your institution/situation or prepare your own statement. 
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