SIDE B (Actions).  Use this side to provide step-by-step instructions for personnel who will respond to a disaster affecting your own local government agency. Ideally, steps should already be defined in the municipal office disaster plan.  This PReP™ document is NOT intended to be a substitute for a comprehensive emergency plan. Instead, it should distill the most important tasks to be taken in the first minutes and hours after an event occurs, especially those that occur when staff members are away from their offices.
Template DRAFT for Pocket Response Plan (PReP)™
SIDE A (Communications).  Use this side to collect phone numbers for the individuals and organizations you are most likely to need to talk to in the first minutes and hours after an emergency occurs: staff, emergency responders, facility managers, utilities, vendors, and assistance organizations.


	Pocket Response Plan™
(PReP™)

MUNICIPAL CONTACTS

Town Clerk
  [name]

  [office phone] / [home phone] / 
  [cell]

Assistant Town Clerk
  [name]

  [office phone] / [home phone] / 
  [cell]

Treasurer

  [name]

  [office phone] / [home phone] /        

  [cell]

Select Board Chair

  [name]

  [office phone] / [home phone] / 

  [cell]
DISASTER TEAM

Response Team Leader

  [name]

  [office phone] / [home phone] / 
  [cell]

Communications Coordinator
  [name]

  [office phone] / [home phone] / 
  [cell]

Building Recovery Coordinator
  [name]

  [office phone] / [home phone] / 
  [cell]

Collections Recovery Specialist
  [name]

  [office phone] / [home phone] / 
  [cell]


	FIRST RESPONDERS 

Police Department 

[phone] 

Fire Department 

[phone] 

Emergency Medical Services
[phone]

Security

[phone] 

Local Emergency Management
 [name/title]
[phone] 

State Police

[phone]

Local Health Office

[phone] 

Red Cross

  (800) 464-6692 

NEIGHBORING TOWN(S)
  [town] 

  [contact name]

  [phone]
  [town] 

  [contact name]

  [phone]
  [town] 

  [contact name]

  [phone]

	FACILITIES MANAGEMENT

Building Manger
  [name]

  [office phone] / [home phone] / 
  [cell]

Building Staff

  [name]

  [office phone] / [home phone] / 
  [cell]

UTILITIES

Electricity

  [name]

  [phone]

Gas

  [name]

  [phone]

Telephone

  [name]

  [phone]

Water – Fire sprinklers

  [name]

  [phone]

Water – Potable

  [name]

  [phone]

Internet provider

  [name]

  [phone]

Security system

  [name]

  [phone]

Fire alarm/suppression system

  [name]

  [phone]

	STATE GOVERNMENT 
 

Health Department 
  (800) 464-4343 

 

Regional Planning Commission
  [name]

  [phone]

 

Conservation District 

  [name]

  [phone]

  [email]
 
VERMONT OFFICE OF THE SECRETARY OF STATE
 

Chief Records Officer and
State Archivist

  Tanya Marshall

  tanya.marshall@vermont.gov

  802-828-0405
 

Vermont Local Records Program Coordinator
  Denise Groll
  dense.groll@vermont.gov

  802-828-1009
 

Director of Municipal Assistance
  Jenny Prosser 

  802-828-1027
  jenny.prosser@vermont.gov 

 

 

	OFFICE OF THE SECRETARY OF STATE
  802-828-2393 

Director of Municipal Assistance
  Jenny Prosser

  802-828-1027

  jenny.prosser@sec.state.vt.us

EMERGENCY SERVICE PROVIDERS
Conservator

  [name]

  [phone]

Data Recovery Service

  [name]

  [phone]

Dehumidification Services (building)

  [name]

  [phone]

Exterminator / Fumigation Service
  [name]

  [phone]
Freezer Storage Space

  [name]

  [phone]

Mold Testing Lab
  [name]

  [phone]

Refrigerated Trucking Service

  [name]

  [phone]

  
	REGIONAL PRESERVATION SERVICES
Northeast Document    Conservation Center (NEDCC)

Collections Emergency Hotline
  855-245-8303 (24/7)
National Heritage Responders 

  202-664-8068 (24/7)
OTHER CONTACTS

Insurance Agent

  [name]

  [phone]
Vermont Emergency Management (VEM) 

Public Assistance Officer

  Kim Canarecci

  802-347-0488

Disaster Recovery Vendor Contract

  Polygon
  Matt Decirce

  732-567-0440
Vermont Arts & Culture Disaster and Resilience Network (VACDaRN)
  Rachel Onuf
  802-622-4092
FEMA regional office

  (877) 336-2627 



	Pocket Response Plan™
(PReP™)

Response checklist for an emergency in a facility housing archives or records
Coordinate your office’s response

· Recognize and define the emergency

· Notify appropriate authorities and first responders

· Ensure that all staff and visitors are safe and accounted for
· Activate the Disaster Plan 

· Activate the Disaster Team

· Establish communication with staff, public

Phone tree
[Example tree – customize to fit your office]
1. Emergency Services
2. Response Team Leader

3. Communications Coordinator

4. Building Manager
	· Identify and gather emergency supplies

· Locations of supplies:


	Assessment, salvage, recovery, post-emergency
· Ensure that all hazards are cleared before entry
· Assess and document damage to holdings, building, information systems 

· What type of an emergency was it (fire, smoke, chemical, clean water, dirty water, heat, humidity)? 

· What areas have been affected? Was vault affected?
· What is the nature of the damage? 

· How much of the collection has been affected?

· What types of materials have been damaged? 
· Have public records been destroyed? Contact State Archivist for disposition guidance.
· Are critical information systems functional / safe?

· Maintain security

· Stabilize the environment at your facility


	· Contact other aid partners 

· Contact outside emergency service providers 
· Contact insurance agent
· Begin salvage

· Contact news media

· Report status to constituents

Establish and maintain channels of communication

· Make contact with VEM Public Assistance
· Establish communication  with appropriate local government networks
· Post emergency information and instructions on town website
· Contact VSARA
· Establish communication with FEMA

· Contact the news media
	Protect vital records or those containing sensitive or personal data

· Assess status of secure storage facilities
· Review records management policy to identify priority records

· Review vault plan/schematic 
· Check condition of vital records
· Contact VSARA for assistance
· Obtain appropriate storage space for threatened vital records

· Determine if microfilm or other duplicates of vital records are stored elsewhere

· Establish salvage priorities

Provide emergency services to other municipalities
· Recruit volunteers
· Prepare supplies

· Provide transportation

	Educate and train responders

· Coordinate deployment of staff and volunteers to affected areas

· Work with VACDaRN to train response and salvage crews
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