North Carolina State Historical Records Advisory Board

Disaster Preparedness Survey 

                                             NO


YES

	Does your institution / agency have a disaster preparedness plan?
	(
	(


If you have indicated that your institution/agency has a disaster preparedness plan, we would like you to provide us with additional information about details of your plan.  Various elements that may be included in disaster preparedness plans are listed below.  For each element, please indicate if that element is “adequately addressed”, “partially addressed” or “not addressed at all” in your institution /agency’s plan.

	
	Adequately Addressed
	Partially Addressed
	Not Addressed At All

	1. Identification of risks
	(
	(
	(

	2. Mechanisms  for minimizing risks
	(
	(
	(

	3. Integration into our routine operating procedures
	(
	(
	(

	4. Identification of sources of assistance in a disaster
	(
	(
	(

	5. On site availability of materials and supplies to respond to disaster
	(
	(
	(

	6. Identification of salvage priorities 
	(
	(
	(

	7. Specific instructions for various types of archival material
	(
	(
	(

	8. Plan for staff evacuation
	(
	(
	(

	9. Specific recovery procedures
	(
	(
	(

	10. Identification of a disaster response team
	(
	(
	(

	11. Specific instructions to deal with Power outages
	(
	(
	(

	12. Specific instructions for  natural disasters such as floods and hurricanes 
	(
	(
	(

	13. Specific instructions for physical security and damage from people
	(
	(
	(

	14. Specific instructions for fire hazards including damage from sprinklers
	(
	(
	(

	15. Specific instructions for environmental hazards such as humidity, mold and pests
	(
	(
	(

	16. Continuity of operations plan for the office
	      (
	           (
	(

	17. Designated location for the plan to be kept
	(
	(
	(

	18. Procedure for staff to access the plan
	(
	(
	(

	19. Procedure for  staff training on the details of the plan
	(
	(
	(

	20. Designated person who is responsible for training staff on the details of the plan
	(
	(
	(

	21. Designated  person who is responsible for ensuring the proper functioning of equipment needed to implement the plan
	(
	(
	(

	22. Procedure for assuring that all staff members are trained on the details of the plan
	(
	(
	(

	23. Procedure for assuring that all equipment needed to implement the plan functions properly
	(
	(
	(

	24. A phone tree to assist in implementing the plan
	(
	(
	(

	25. Identification of vendors for emergency salvage and recovery
	(
	(
	(

	26. An initial response flow chart for implementing our plan
	(
	(
	(

	27. Methods for information staff members of  who is a part of the disaster response team
	(
	(
	(

	28. A location map to all archival material stored in our institution
	(
	(
	(

	29. Procedure for assuring that we have adequate inventory of emergency supplies on hand
	(
	(
	(

	30. Schedule for regular  review of our plan
	(
	(
	(

	31. Identification of state and local emergency management contacts for our area 
	(
	(
	(

	32. Verification that we have met with local emergency management providers in our area
	(
	(
	(

	33. Verification that local emergency management providers in our area have a copy of the plan
	(
	(
	(


Thank you very much for completing this survey. Your response will help shape our continuing educational efforts.
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