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A TALE OF TWO ORGANIZATIONS

Vermont Historical Records Program

VHRP, part of the Vermont State Archives & 
Records Administration, serves to improve 
public access to and engagement with Vermont 
historical records and to encourage and 
facilitate collaborative efforts among Vermont 
historical records repositories.

• Conducts onsite assessments

• Provides guidance and assistance

• Connects organizations that want to 
collaborate on wider state or regional 
initiatives

• Teaches workshops and trainings

https://sos.vermont.gov/vsara/partner/

Vermont Arts & Culture Disaster and 
Resilience Network

VACDaRN is a partnership of the Vermont 
Arts Council, the Vermont State Archives and 
Records Administration, and the Vermont 
Emergency Management Association. 
Coordination through this network:

• Enables artists, arts, and heritage 
organizations to share expertise and 
resources

• Mobilize response for mutual assistance 
during emergencies

• Engages collectively with first responders 
and government emergency management 
agencies

https://vacdarn.org/

https://sos.vermont.gov/vsara/partner/
https://vacdarn.org/


WHY 
DISASTER 

PLANNING?

• Helps alleviate chaos during an emergency

• Tells you what to do and how

• Protects the safety of people and property

• Facilitates a quicker return to normal operations

• Reduces losses

• More prepared organizations means a more resilient 
community

• Disasters are occuring with more frequency

Don't fall into the "It can't happen here" trap...it can!



AGENDA

• Brief overview of emergency management

• Developing a disaster plan

• Implementing your disaster plan

• Tips and strategies

• Resources



EMERGENCY 
MANAGEMENT 

PRIMER

Gov. Shumlin records, Vermont State Archives



NATURAL DISASTERS

• Thunderstorm

• Hurricane/Tropical Storm

• Flooding

• Winter Storm

• Extreme Cold

• Extreme Heat

• Tornado

• Earthquake

• Pandemic 

• Cyber Attack

• Civil Disorder

• Acts of Violence/Terrorism

• Hazardous Materials

• Chemical, Biological, Radiological, or 
Nuclear

• Dam Failure

MAN-MADE DISASTERS 
(ACCIDENTAL & INTENTIONAL)

EMERGENCIES COME IN ALL SHAPES 
AND SIZES

“EVERYDAY” DISASTERS
• Structural Fire

• Power Outage/Blackout

• Medical Emergency



VERMONT’S HAZARDS

?

Vermont State 
Hazard Mitigation 
Plan, 2018



PHASES OF 
EMERGENCY 

MANAGEMENT

Image courtesy: https://www.fairfaxcounty.gov/emergencymanagement/cerg



BASIC EMERGENCY MANAGEMENT 
TERMS

• Incident
• Disaster

• Emergency

• Hazard

• Risk Assessment

• Emergency Operations Center (EOC)

• Incident Command System (ICS)

• Damage Assessment
https://ccaha.org/resources/emergency-management-terminology 



DEVELOPING 
YOUR DISASTER 

PLAN

Image courtesy Pixabay



SETTING UP A PLANNING TEAM

Administration Collections IT Building 
safety/security

Facility managers Staff with 
purchasing or 

contracts authority

Don’t do it alone!



STRATEGIES FOR 
GETTING IT 

DONE

Break
Break 
sections into 
smaller 
chunks

Delegate
Delegate 
responsibilty 
for 
information 
gathering or 
completion 
of sections

Set
Set deadlines

Hold
Hold each 
other 
accountable

...slow and steady wins the race!



MEET THE VERMONT 
DISASTER PLAN 

TEMPLATE

Available at:

https://vacdarn.org/cultural-heritage-
institutions/readiness-for-cultural-heritage-
institutions/

https://vacdarn.org/cultural-heritage-institutions/readiness-for-cultural-heritage-institutions/


BASIC 
COMPONENTS OF 
A DISASTER PLAN

Contact list

Response procedures

Salvage priorities

Supplies 

Emergency record



CREATING THE PLAN: CONTACT LIST

This tells you exactly who 
to contact and when.

Includes:
Emergency contacts
Phone tree for staff/volunteers, 
etc. and their responsibilities



CREATING THE PLAN: CONTACT LIST



CREATING THE 
PLAN: CONTACT 

LIST

Questions to ask:

Who on your staff would need to be 
notified/involved during a disaster? In what 
order should they be notified?

Who has responsibility for what in your 
institution? Or, who externally handles your 
institutional needs?

What local emergency services are available?



CREATING THE PLAN: RESPONSE 
PROCEDURES

This tells you what to do 
during an emergency.

Includes:
• Emergency and evacuation procedures
• Floor plans & locations of shut offs and 

emergency systems
• Information about insurance and utility 

providers
• Technology backups and passwords
• Contact information for emergency 

management offices
• Locations of temporary operations



CREATING THE PLAN: RESPONSE 
PROCEDURES



CREATING THE PLAN: RESPONSE 
PROCEDURES



CREATING THE 
PLAN: RESPONSE 

PROCEDURES

Questions to ask:

How would you evacuate the building? Handle a medical 
emergency?

Where are the locations of shutoffs for building equipment 
(water, etc.)?

Who are the vendors, contractors, insurance agents, utility 
providers, etc. that would need to be involved in recovery?

Where are your technology backups and passwords so you 
can access information systems?

Where could you set up a temporary space for emergency 
operations, if needed?



CREATING THE 
PLAN: RESPONSE 

PROCEDURES

http://bit.ly/BGSEmergencyProcedures

http://bit.ly/BGSEmergencyProcedures


CREATING THE PLAN: SALVAGE 
PRIORITIES

This tells you what is most 
important to be saved.

Includes:
• Operational records
• Records about your collections 

(catalogs, etc.)
• Collection priorities (local 

history room, etc.)



CREATING THE PLAN: SALVAGE 
PRIORITIES

Filing 
cabinet 
drawer of 
accession 
records

Computer 
containing 

administrative 
records



CREATING THE 
PLAN: SALVAGE 

PRIORITIES

Questions to ask:

What records would you need to 
continue operating your institution?

What catalogs and other records do 
you have about your collection?

Do you have irreplaceable materials like 
rare books or a local history collection?



CREATING THE PLAN: SUPPLIES

This tells you what you have 
on hand to help with 

response.

Includes:
• List of supplies
• Where supplies are stored
• Where you can procure more



CREATING THE PLAN: SUPPLIES



CREATING THE 
PLAN: SUPPLIES

Questions to ask:

What supplies do you have 
on hand? Where are they 
stored?

What supplies do you want? 
Where can you get them?



CREATING THE PLAN: EMERGENCY 
RECORD

What's happened in the past to your institution? This tells 
you what's possible and what's likely.

Requires a little research – past insurance claims, flood plain 
maps, institutional memory from long-time employees



CREATING THE PLAN: EMERGENCY 
RECORD



PUTTING IT ALL 
TOGETHER

Contact list

Response procedures

Salvage priorities

Supplies

Emergency record



IMPLEMENTING 
YOUR DISASTER 

PLAN

Image courtesy Pixabay



DISTRIBUTION & STORAGE

WHO NEEDS 
THE PLAN?

WHERE SHOULD 
IT BE STORED?

Remember: your plan has sensitive information – keep it private!



PROMOTION & TRAINING

Promote it!

• Announce it in a newsletter

• Send periodic emails to library staff and 
volunteers

• Discuss periodically at meetings

• Incorporate regular training activities 
when possible

Train!
(and ask external resources for help!)

• Make sure each person involved with the 
library knows what their role entails

• Evacuation drills

• Fire extinguisher use

• Tabletop exercises



MAINTAINING 
THE PLAN

Remember: 
Disaster plans 

are living 
documents!

1. Establish a schedule to 
review (annually is ideal)

2. Check and update the 
information as needed at 

that time

3. Promptly distribute 
updates



TIPS & 
STRATEGIES

Image courtesy Pixabay



CONNECT WITH EMERGENCY 
RESPONDERS

Ways to Connect
• Have the police and fire department do a 

walk-through

• Invite them to an event at your institution

• Ask for help with site assessment and 
emergency planning

• Invite emergency responders to participate 
in your training and drills or suggest that the 
local emergency management agency stage a 
tabletop exercise at your institution

• Take lunch/cookies to the fire station or 
police or sheriff ’s department

What They Should Know
• That your institution holds collective 

memory and culture for your community

• Your collections can be irreplaceable 
(especially if you have a local history 
collection)

• Libraries and cultural institutions can be 
helpful in recovery, as information centers 
and community gathering places

• Your layout! Floor plans, locations of building 
electrical and water systems, etc.

Don’t forget: staff turns over! Keep up the relationship.



STANDING 
CONTRACTS 

WITH VENDORS

Helps set expectations and communicate 
needs before a disaster happens

Saves time during an incident – you 
already know who to contact

State of Vermont has standing contract 
with negotiated fees with Polygon:
• Respond to scene within 24 hours
• Can help pack out and freeze/dry any affected 

materials
• Can help restore the affected space

Be familiar with your insurance policy & know what it covers



SUPPLY KITS

• Fire extinguishers

• Extension cords

• Flashlights & batteries

• Camera

• Clipboard & paper

• Labels

• Broom/mop

• Wet vacuum

• Gloves

• Protective masks/goggles

First aid kit

• Garbage bags

• Paper towels

• Plastic sheeting & scissors

• Absorbent/blotter paper

• Polyethelyne bags

• Portable fan

• Etc.



RESOURCES

Image courtesy VHRP staff



dPLAN – THE 
ONLINE DISASTER 
PLANNING TOOL

• Created by NEDCC and MA 
Board of Library 
Commissioners

• Online template that generates 
a printable plan

• Updated version - hopefully in 
2021

• View a demo of the tool at the 
website

https://www.dplan.org/

https://www.dplan.org/


NEDCC PLANNING 
WORKSHEET

• Quick start guide

• Includes most parts of a 
disaster plan, but does not 
include spaces for evacuation, 
facility equipment shutoffs, or 
other relevant policies and 
procedures

https://www.nedcc.org/free-resources/preservation-leaflets/3.-emergency-management/3.4-
worksheet-for-outlining-an-emergency-response-plan

https://www.nedcc.org/free-resources/preservation-leaflets/3.-emergency-management/3.4-worksheet-for-outlining-an-emergency-response-plan


POCKET RESPONSE 
PLAN (PReP)

• Created by Council of State 
Archivists

• Concise document for 
recording essential information 
needed in the moment to 
respond to a disaster

• Fits in your pocket so it can 
always be on hand

• Portable supplement to your 
existing disaster plan

https://www.statearchivists.org/programs/emergency-preparedness/emergency-preparedness-
resources/pocket-response-plantm-prep-tm-english-template/

https://www.statearchivists.org/programs/emergency-preparedness/emergency-preparedness-resources/pocket-response-plantm-prep-tm-english-template/


VAC D a R N

W E B S I T E

Broken into areas by 
sector

Each sector broken 
down into sections



VAC D a R N

W E B S I T E



VAC D a R N

W E B S I T E



VERMONT HISTORICAL RECORDS 
PROGRAM

Site assessments

Help with drafting disaster plans

General advice

Interested in working on a disaster plan 
with a group? Contact us!



YOUR 
PEERS!

Image courtesy VHRP staff



TAKEAWAYS

Your plan is unique 
to your institution

Keep it simple Iterative process –
continue to revisit 

and update

Set up as much in 
advance as you can (ex. 

supply kits, standing 
contracts with vendors)

You’re not alone –
preparedness has to 

be collaborative!



THANK YOU! 
QUESTIONS?

Sally Blanchard-O’Brien
Vermont Historical Records Program
Vermont State Archives & Records 

Administration
1078 US Route 2, Middlesex

Montpelier, VT 05633
802-828-5385

sos.vhrp@vermont.gov
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