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Disaster Planning in the UW CAUP VRC




« Katrina Tags: How To | fihain | =

Chuck Patch, Director of Swstems at Historic Mew Orleans Collection, and has been the

leader of the Museums Computer Metwork group, He recent post to the list was:

"Chuck Patch iz not dead!" He iz in Philadelphial. #&nother colleague pozted that he had
already known Chuck was okay becauze googled him and found information about his
organization wia a muzeum's databaze

supplier

To those who nows MINISTS The well, The Collection (Historic News Orleans) has been @ lone
Hme client and friend of MINISTS Inc, With the recent devastation from Hurricane
Fatring, we send out our well

wishes to all of the staff at the Collection to prav that they are ofgy and that New
Qrieans will return to normality soon, We were overjoved today fo learn that Chuck Patch
ahd Carol Bertels (and their

Families ) weere able to evacuate the Ciby before Katring hit the coast and that they are
safe”

hurficanekatrina

September 06, 2006 in hurricanekatrina | Permalink.




Reduce risk

“Funds spent prior to an emergency to
mitigate damage are funds well spent. Every
dollar spent in preparation and mitigation can
save seven dollars in recovery” (Flynn, 2007,

Yeoman, 2006).

Flynn, Stephen, 2007. The Edge of Disaster: Rebuilding a Resilient Nation.
Random House: New York, NY.

Yeoman, Brian, 2006. Houston Disaster Recovery. Paper presented at the
University of Washington Business Continuity Symposium,
November 6 in Seattle, WA.
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& UW Records Management Services: Yital Records - Mozilla Firefox
File Edit Miew Go  Bookmarks Tools  Help

= —
<:Z| = LL" - @ @ AT httpe fenens, washington, edufadmingrecmagtvikal, checklist, html .vJI @ Go @'

|| meebo chat gmail ﬁ udub library MDID W v W Wikipedia

[~
o = - - .
Records Management
LWy Home = UWIN = Business Services » Recaords Management
f . Vital Records: Appendix 2: Vital Records Checklist
(Printer version here)
Record Title:
Description of Function: =
Location: Retention:
Farmat: Faper Tape Disk Fhoto
Answeer the following questions for each record series you are evaluating:
Di iti f Re d
R T e + Whatwould we be unable ta do if these records were desiroyed?
Shredding of
Confidential Records
* Canthework be carried forward without the record? 1 2 3 4 5
lowe  medium high
* How high would the conseguences to the University he? 1 2 3 4 g
: lowe  medium high
Why Are’;ﬁ'?f.:.f.fﬁ';ﬁ? . ;ﬂgergticgnug arc{\irrgfnacltoweueu;g losing the records have on ’ 2 3 4 p
How Do You Identify RIDY26E ] lowe  medium high
a Yital Record? _ _ - ] 5 3 s 5
*
T e Hiow high would reconstruction costs be? (Time and money) I i -
Store ¥ital Records? DiEe ENSdilm g
* How uickly would the information need to be reproduced? 1 2 3 4 5
lowe  medium high
Wity
+ Canthe records be replaced from another sourceis)? 1 2 3 4 i}
Yes possible no
Where?
Add all the circled numbers together for a TOTAL:
Ken: 1-9 Monessential 10-18 Useful 20-29 Impoaortant 30-35vital i
| %
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Provide resources

During and after an emergency, staff may
need materials in the short term for basic
survival; they will need clear instructions on
what to do, and they will need redundant
communication channels in different media
formats.
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4] VRC disaster plan.doc - Microsoft Word l__J@]w

[ File Edit ‘Wiew Insett Format  Tools  Table  Window  Help  Adobe PDF Acrobat Comments Tvpe a question for help = X
AN A= MENIE REW e o Fla - o8 G E R ]G] 100% - @ | Gigead [ i A4 aria - 14 < |[B]z U |[E]= (== 2
|. ----- E T2 108 ¢ 144 8D 26 e 2 24 0 B0 396 ¢ Sy EeE - 504 T_I
Page Break
Staff Emergency Procedures
Medical Emergencies: Staff
If 2 staff member ar volunteer is serioushy il ar injured:
1. Maotify your supervizor immediately.
2. Hender the minimum first aid necessary and decide what additional treatment is
reguired (call Fire Department, paramedics, ambulance, other).
3. Do not attempt to mave a person who has fallen and who appears to be in pain.
4. Awvoid unnecessary conversation with or about the ill or injured persan. You might
add to the person's distress or fears, increasing the risk of medical shock. Limit your
conversation to quiet reassurances.
5. After the person has been taken care of and the incident is over, remain available to
help the supervisor with pertinent information for a medical report or, if applicakle, a
Workers' Compensation report.
B Contact Personnel for any questions concerning Workers' Compensation.
Page Break
Medical Emergencies: Visitor
Wwhen an employee or volunteer observes a visitor who appears to be ill or injured:
1. Maotify your supervisor immediately.
2. Render the minimum first aid necessary and decide what additional treatment is
required (call Fire Department, paramedics, ambulance, other).
3. Do not attermpt to move a person who has fallen and who appears to be in pain.
4. Awoid unnecessary conversation with or about the ill or injured person or members of
hisfher party. You might add to the person's distress or fears, increasing the risk of
medical shock. Limit your conwversation to quiet reassurances.
5. Do not discuss the possible causes of an accident ar any conditions that may have
contributed to the cause,
6. Under no circumstances should an employee or volunteer discuss any insurance :
information with members of the public. x
T Aftar tho morcnn bhac hoon talron cara of and tho incidant ic meor rarmain aveailahbla o *
S|z @ =8¢ >
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UNIVERSITY OF

T WASHINGTON ____ ALk

email | chat | phone

Libraries ' o = !J
f Ml Bl = = X =11} i LE= |

Libraries Hame = Preservation = Library Collections Disaster Procedures off-campus access (7
(log in) (1)

Preservation

-

UNIVERSITY OF WASHINGTOMN LIBRARIES
LIBRARY COLLECTIONS DISASTER PROCEDURES

LIFE SAFETY COMES FIRST

& Evacuation, fire, medical and other 9-911 emergencies take precedence over collections. See the UW Emergency Procedures poster,
# Do NOT enter a damaged area without clearance from fire or safety officials

CALLS TO MAKE

1. Building Damage:
Reqgular hours: Building Coordinator
after hours: Physical Plant: 685-1411

2. Collection Damage:
Regular hours: Library Collections Disaster Team *Call until you get someone on the phone*:

@ Gary Menges, Chair 685-1589

Betty-Jo Kane, 543-1762

Stephanie Lamson, 543-4890

kKathleen Larson, 685-1472

kathryn Leonard, 543-2273

o
<
o
=]

after hours: 206-459-6383

3. Administration:
Unit Head
Library Administration: 3-1760

WATER LEAK OR FLOOD

1. Limit Damage
¢ Get water stopped and standing water removed; call the Building Coordinator or Physical Plant (See CALLS TO MAKE: Building Damage numbers above.)
¢ Remowve materials from water path
¢ Cover collections with plastic (See WATER DISASTER SUPPLIES LOCATIONS below.)
2. Get Help
@ Make appropriate phone calls {See CALLS TO MAKE abowve.)
3. DON'T DON'T DON'T
Open or close books
Separate single sheets
Press wet boaks
Remove book covers
Disturb wet file boxes, prints, drawings or photographs

(=BT = B e I s

YWATER DISASTER SUPPLIES LOCATIONS

¢ Sheet Plastic )




UNIVERSITY OF 4

il WASHINGTON ; - _ - - ask us

Libraries email | chat | phone

-

Libraries Hame = Preservation = Library Collections Disaster Procedures off-campus access (7
(Tog in) L1

Preservation

UNIVERSITY OF WASHINGTOMN LIBRARIES
LIBRARY COLLECTIONS DISASTER PROCEDURES

LIFE SAFETY COMES FIRST

& Evacuation, fire, medical and other 9-911 emergencies take precedence over collections. See the UW Emergency Procedures poster,
# Do NOT enter a damaged area without clearance from fire or safety officials

CALLS TO MAKE

1. Building Damage:
Reqgular hours: Building Coordinator
after hours: Physical Plant: 685-1411

2. Collection Damage:
Regular hours: Library Collections Disaster Team *Call until you get someone on the phone*:

@ Gary Menges, Chair 685-1589

Betty-Jo Kane, 543-1762

Stephanie Lamson, 543-4890

kKathleen Larson, 685-1472

kathryn Leonard, 543-2273

o
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after hours: 206-459-6383

3. Administration:
Unit Head
Library Administration: 3-1760

3. DON'T DON'T DON'T

¢ QOpen or close books

¢ Sgparate single sheets
o Press wet books
L
L

WATER LEAK OR FLOOD

1. Limit Damage

¢ Get water stopped and standip® water removed; cal

¢ Remowve materials from watef path

¢ Cover collections with pldstic (See WATER DISASTE
2. Get Help

o Make appropriatghone calls {See CALLS T MAKE
3. DON'T DON'T DON'T
Open or close books
Separate single sheets
Press wet boaks
Remove book covers
Disturb wet file boxes, prints, drawings or photographs

Remove book covers
Disturb wet file boxes, prints, drawings or photographs

(=BT = B e I s

YWATER DISASTER SUPPLIES LOCATIONS

¢ Sheet Plastic )
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UMIVERSITY OF

Ml WASHINGTON

UW Home > UWIN > Business Services » Emergency Management

Immediate
n

Emergency Ass

Students
Faculty /Staff

Intermal UW Partners,
Planners & Responders

Resourcas for other
Colleges /Universities

Preparing Yourself & Your
Family

YWhat to Do in Case of an
Emergency

LCERT & The
University of Washington

People That Can Help You
Prepare

Reducing Your Risk
Disaster Grants

Other Resources

v| | searchweb » @ + | £ mail » @ My vahoo! T3 NCAA Hoops » O Fantasy Sports ~ oy Games » ) pusic » £ Answers » W Personals ~ [ Signin ~

Search | Directories | Reference Tools

: e -

FAMILY PREPAREDNESS
[\ s

UWEmergency

a nagement

Uy Emergency Management (UWENM) is an office within Business Services that is responsible for developing and implementing programs
and projects in emergency planning, raining, response, and recovery. Our mission is to promaote campus disaster planning, mitigation,
response and recovery. For detailed information on UVY programs, our mission, vision, values and S-year strategic plan, please click here.
Included in this site are guidelines for whatto doin case of various emergencies ar disasters.

The kinds of emergencies that can happen an our campus include: Emergency Management

+ Earthguakes # Hazardous Materials Incidents News
* Winter Storms * Terrotism \
+ Other Sewsre Slorms & Eutremea Heat =Join the LWEM "Gilligan's Island”
+ Fires TAKE Castaways al BIZTECH, 314 - Stop
E UWE by the LWWEM Booth atthe U-wide
CUSTOMER S Y! BIZTECH Fair on March 14th atthe

In addition to the emergency preparedness information contained on this web site, you will find links to many

HUB Ballroom. Your WENM friends
otherweh sites peraining to emergency preparedrness.

(Gilligan, the Skipper, Maryann, Mrs,

. - . Howell and Ginger) will be providing
Welcome to our site. Wi hope you find this information useful, 5 arid *uchies o eh o g gl

In accordance with Federal, State, local and University requlations the University of Washington has established a comprehensive emergency you can best prepare for any disaster,
and disaster preparedness prograrm fo protect its people, resources and environment. even being stranded on a tropical

island.
Mews Archive

RPIN.org
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Colleges /Universities |

EARTHQUAKE POWER OUTAGE

+ Evacuate the building using the + Drop,
Em-‘i:'gencv RESI: s nearest exit (or alternate if neare st exit
SRS A is blocked).
UW Emergency Procedures
Poster =
Emergency & * Do not use elevatars!

n Resources

PREPA
R
[ g vew ]

+ Take personal belongings (keys,
= urses, wallets, etc.
PREPARING P )

Preparing Yourself & Your
Family + Secure any hazardous materials ar
What to Do in Case of an equipment hefore leaving.
Emergency

£ SERT& The
o CERT
L it A I Follow directions given by evacuation
People That Can Help You wardens.

repare

Reducing Your Risk

Disaster Grants | + Goto BEvacuation Assembly Point (EAR)
designated in this building's
evacuation plan and on building
Other Resources BIMErYency evacuation signs.

Search WEM Go
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¥ Rollover for video,

VRCsafetyfirst - 5.

Home
Haorme
hessages A
Members Only Activity within 7 days: 4 New Links - 3 New Photos
Post
Eils Description
Elhalies Emergency Contacts and Resources for the Visual Resources Collaction in the College
el of Architecture and Urban Flanning at the University of Washignton, Seattle.
inks
Database This site will sarve to communicate information to VRC staff and College staff and
Polls faculty in case of a Lavel = or Lavel 5 emeargency (disruption of services for more
than 1= hours).
Members
Calendar Contents of the site include the Visual Resources Collaction's Disaster Plan, inventory
Erimiig of equipment in the Collection, and contact information for the Cellection's director
and student staff.
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-
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Members: 2
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Founded: Mar 1, 2007

Language: English
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< Emergency Communications System (ECS) - Mozilla Firefox E]‘

Eile Edit Yew Go Bookmarks  Yahoo!  Tools  Help
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UMIVERSITY OF

M WASHINGTON

I Search | Directories | Reference Tools

WY Home = UWIN = Admin Gateway > CEC Customer Care Center

Emergency Communications System (ECS)

How to Order Service or Equipment

Introduction

The Emergency Communications System (ECS) provides limited telephone capacity for critical campus departments responsible for responding to University-wide
emergencies. The system utilizes alternative network connections to maximize calling capabilities when the public telephone networl: is congested or disrupted.

ECS Dialing Procedures

+ Operator Directory

Calling Another WY Extension

Calling A Local Seattle, Everett, Tacoma, or Clympia Mumber
Calling A Tol-Fres Mumber

Calling A Long Distance Number Using UWATS

Calling A Long Distance Number Using A Personal Calling Card
+ Reaching An ECS Extension Directly From An QOutside Phone

. b b

ECS Phone Features

+ Call Forwarding All Calls
Call Park

Call Pickup

Call Transfer

Call Conference

Call Waiting

Last Mumber Redial
Speed Calling

Yolce hail

* & & 2 &+ b

Operator Directory
Zampus Operator 206-685-6000
ECS Attendant 9-206-525-5400

ECS Dialing Procedures
Calling Another UW Extension |
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UW Information LiNe .....covevvvvveenienennnnn. 206.UWS.INFO (897.4636)
i o r o R R V= ¥ R~ W 1.866.897.4636
UW I'm Okay Hotline....................... 1.888.UWS.I'MOK (897.4665)
UW Police Department .........ccovoeiviiiiiiiiiiiiciiicnecnieens 206.543.9331
LIV SVWITCRIDOEIT «.oovvaressesssosscssanansssannansussssstssursansinnanins 206.543.2100
A BIOINERIRICIR . cvavsrusmatnssunmunsnusiompusatsessunnnns www.washington.edu
Office of Emergency Management..........cccccceveeeennnn. 206.897.8000
www.washington.edu/emergency
Emergency Alert System Radio Station........ccc......... KIRO 710 AM
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