DPLAN RHODE ISLAND

Changes to INPUT SCREENS

2/09

New User and Institutional Information screens: 
· Under the “About Your Institution” section, after the Zip field and before the Type of Institution field, add a data entry box labeled GPS Coordinates 

· In the Type of Institution field, add Historic House/House Museum to the drop-down list. 

Prevention →  Assessing Risks → Natural Hazards

· At the bottom of this page, add entries for Tsunami and for Waterspout
Prevention →  Assessing Risks → Building Systems and Procedures → Fire Hazards

· [NOTE: add the following choices to the REVISED Fire Hazards screen that I sent in January 09]

__ Fire proof cabinets (only if there is no fire suppression system)

[Data entry text box]
__ Lockbox for Fire Department (is there one? are the keys outdated?)


[Data entry text box]
Prevention →  Assessing Risks → Building Systems and Procedures → Security 

· [NOTE: make the following change to the REVISED Security screen that I sent in January 09]

__ Theft of collections (lack of supervision? portable objects on display?)
Prevention →  Assessing Risks → Construction and Renovation → Pre-Construction General Info

· Add heading and fields as follows: 
Head of Historic District Commission or Town Preservation Planner

Name:

Title:

Work number:

Pager number:

Supplies and Services → Emergency Funds → In-House Funds:
· Add the following text under the “In-House Funds’ heading:

Be sure to communicate with your bank or financial institution during the emergency planning process so that you know how to access institutional funds on an emergency basis. 

Supplies and Services → Emergency Numbers/Services → Emergency Services:

· Remove “Regional emergency management” heading and associated input boxes/labels. Standard information will be printed in the output.

Response and Recovery → Disaster Response Team
· Add paragraph at the end of the introductory text:

In addition to the staff of your organization and the local responders, we strongly urge you to create a partnership (or “buddy” agreement) with another local cultural agency and a similar partnership with a regional or extra-regional agency. In the event of disaster, your local buddy agency can share such critical commodities as space, a command center, volunteer workers, and supplies. A regional partner can manage your outside communications or backup your digital records before a major disaster. Cooperation established well before a disaster strikes can help create a much-needed support network for all partners.

· At the end of the page, add a Local/Regional Partnerships heading. Under that heading, add data entry boxes/labels as follows:

Local “buddy” organization—


Name:


Contact Person:

Phone:


After-hours phone:


Cell phone:


Email:

Regional “buddy” organization—


Name:


Contact Person:

Phone:


After-hours phone:


Cell phone:



Email:

Supplies and Services → Emergency Numbers/Services → Recovery Services:

· Change the “Freezing Services” paragraph to read as follows:

Wet collections must be frozen within 48 hours to stabilize them and prevent mold growth. They will be sent elsewhere later for drying and cleaning. A list of freezer services in the Rhode Island area will be provided in your disaster plan (from this data entry screen, choose View/Print Section in Progress to view the list). If you have contacted additional local freezer services, enter them here.  
· Under the “Professional Preservation Advice – Regional Centers” heading, remove the data entry fields and labels, and replace with the following text: 
In New England, the regional conservation center is:

Northeast Document Conservation Center

100 Brickstone Square

Andover, MA 01819-1494

(978) 470-1010 (telephone)

(978) 475-6021

www.nedcc.com
· Under the “Professional Preservation Advice – Conservators” heading, replace the introductory text with the following:

A list of conservators in the Rhode Island area will be provided in your disaster plan (from this data entry screen, choose View/Print Section in Progress to view the list). If you maintain a relationship with additional conservation professionals, enter them here. 
· Under the “State Specific Information on Disaster Recovery Assistance” heading, replace the first paragraph of text with the following:

Information on any disaster recovery assistance that may be available within your state will be provided in your disaster plan.

Supplies and Services → Emergency Supplies → External → Supplies:
· Remove this page. For RI, the suppliers list will not populate this page. We will just print a straight list of suppliers for them in the output. 
Supplies and Services → Emergency Supplies → External → Suppliers List:
· Move this page up a level, so it appears when the user chooses “Supplies and Services → Emergency Supplies → External” in the menu, and change the introductory text to read: 

Additional supplies may be needed in an emergency to supplement those kept on site. An extensive list of potential supplies will appear in your disaster plan, as well as a list of suppliers in Rhode Island, sorted by city (from this page, choose View/Print Section in Progress to view these lists). If you have additional suppliers (local or outside the area), enter them here.   
Supplies and Services → Personnel  → Volunteers/Workers:

· Under the “Volunteers/Workers” heading, add the following text:

When an emergency occurs, volunteers may simply arrive on the scene. What should you do with them?

Any outside volunteers or workers who handle damaged collections must be properly trained and insured to avoid institutional liability. In practice, this means that you may be able to manage a small emergency with in-house staff (e.g., drying a small number of wet, non-moldy materials), but if you are unsure of your ability to handle the emergency, if a medium to large proportion of the collection is involved, or if there may be mold growth, you should engage an outside vendor to handle the recovery. The outside vendor will supply workers, train them, and provide insurance. They will also supply any necessary protective gear (e.g., clothing, respirators) and train workers to use it properly.
You may consider accepting volunteer assistance from a “buddy” institution with trained professionals experienced in dealing with collections, but you must be sure any such volunteers are also properly trained and insured. If community volunteers arrive on the scene that you do not need, take names and phone numbers and tell them they will be contacted when and if they are needed. The public relations coordinator should handle this. If your institution does hire temporary workers directly, they must be limited to clerical/office tasks. 

Once volunteers or temporary workers are on the scene, they must be properly managed. Any outside vendor that you employ should take care of this for their workers. All volunteers/workers must be registered, and all workers (including staff) must be provided with some type of identification. Volunteers and other workers must be required to sign in and out every day. 

· Under the Experienced Volunteers heading, remove all data entry fields/labels, and substitute the following text:

If you did not enter one or more “Buddy Institutions” in the Local/Regional Partnerships section of the Disaster Response Team [link this to the Disaster Response Team screen], please do so now. These buddy institutions will appear in the “Volunteer” section of your disaster plan.  
· Remove the General Volunteers heading and all associated data entry fields/labels. 

· Change the Temporary Volunteers heading to Temporary Clerical Workers. Change the text immediately below as follows:
A list of potential sources for hiring temporary clerical workers in Rhode Island will be provided in your disaster plan (from this data entry screen, choose View/Print Section in Progress to view the list). If you have other sources for temporary clerical workers, enter them here. These should be ONLY clerical/office workers. Workers to handle collections recovery must be provided by the recovery vendor. 
Staff Training → Disaster Planning Team

· Make the following changes to the introductory paragraph:
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 training should also be undertaken, such as disaster planning workshops, the Federal Emergency Management Agency’s free online Incident Command System (ICS 100) training, and in-house training sessions (e.g., tabletop exercises). The leader of the disaster planning team must ensure 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.
Staff Training → Disaster Reponse Team

· In introductory paragraph, add as the second bullet in the first bulleted list: 
· Online Incident Command System (ICS) training, offered free of charge by the Federal Emergency Management Agency (FEMA)

Staff Training → General Staff Training

· Before Other, add an additional choice: 

· Train staff in the Incident Command System via online FEMA training
Frequency: [date entry box]
Person responsible: [data entry box with drop-down menu]
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