[LIBRARY NAME]
[bookmark: disaster-plan]Disaster Plan
[POLICY NOTE: Bracketed, highlighted text like this is a policy note. Policy notes explain why a section is drafted the way it is, flag a decision the library needs to make, or note something to confirm with counsel or another advisor before adoption. They are not part of the policy itself. Remove every policy note, including this one, before the board approves the final policy.]
[POLICY NOTE: This template is built on the template Disaster Preparedness Plan in the “We’re Ready” 10.15.2026 presentation materials (Document 4), and stays close to its wording. Sections marked “Added” were added so the plan answers all five disaster preparedness questions in the Helpful Information for Standard 4 (emergencies and authority to act, staff roles and training, protection of people, collections, and records, public communication, and continuity and recovery). Fill in every bracketed field with the library’s own information. Where the handout says INSERT, the library must supply a specific answer; a plan that leaves these blank does not meet the standard.]
[bookmark: purpose]Purpose
In New York Executive Law Article 2-B, a “disaster” is defined as an “occurrence or imminent, impending or urgent threat of wide spread or severe damage, injury, or loss of life or property resulting from any natural or man-made causes, including, but not limited to, fire, flood, earthquake, hurricane, tornado, high water, landslide, mudslide, wind, storm, wave action, volcanic activity, epidemic, disease outbreak, air contamination, terrorism, cyber event, blight, drought, infestation, explosion, radiological accident, nuclear, chemical, biological, or bacteriological release, water contamination, bridge failure or bridge collapse.” In New York, all municipalities and counties must have a comprehensive emergency management plan to ensure readiness in the event of a disaster.
As of January 1, 2027, all public and association libraries must have a policy for disaster preparedness under 8 NYCRR § 90.2. To avoid redundancy and to promote cooperation with local authorities during a disaster, the Library’s policy considers and builds on the policies of its municipality and county, as well as the unique risks and role of the Library.
[LIBRARY NAME] (the “Library”), recognizing its obligation to have a policy to aid response and coordination with local and regional emergency management in the event of a disaster impacting the Library, its community, region, state, or nation, confirms the following plan. This plan applies to every trustee, employee, and volunteer.
[bookmark: plan]Plan
[bookmark: emergencies-the-plan-addresses]Emergencies the Plan Addresses
Although a plan cannot account for all possible risks of disaster, based on the Library’s location and operations, our most likely risks of disaster are [LIST THE LIBRARY’S MOST LIKELY RISKS, FOR EXAMPLE FLOOD, SEVERE WINTER STORM, FIRE, POWER OR INTERNET LOSS, CYBER EVENT].
[bookmark: authority-to-act-and-closures]Authority to Act and Closures
In an emergency or disaster response, the Library looks to the Director, or a designee, to assist with coordinating with appropriate first responders. The Director, or in the Director’s absence [NAME OR TITLE OF DESIGNEE], has authority to activate this plan, order an evacuation, and take immediate action to protect people.
If the Library must be closed for the day, the decision is made by [NAME OR TITLE] and it is communicated by [INSERT METHODS]. The Director reports any closure to the Board President as soon as practicable.
[POLICY NOTE: The handout leaves the closure decision-maker blank. Most libraries name the Director, with a backup if the Director is unavailable. Name a second person so the Library is never without someone who can close.]
[bookmark: evacuation]Evacuation
If the library building must be evacuated suddenly, [INSERT PRIMARY LOCATION] is the alternate gathering place, and [INSERT SECONDARY LOCATION] is the secondary gathering place to organize a response.
[bookmark: communication-during-disruptions]Communication During Disruptions
When normal operations are disrupted, the Library communicates by [INSERT METHODS].
[POLICY NOTE: This should contemplate LAN, cell, and internet disruption and offer a variety of means, including physical proximity of leaders and employees.]
The Library communicates with the public about closures, delayed openings, and other disruptions through [INSERT PUBLIC CHANNELS, FOR EXAMPLE THE LIBRARY WEBSITE, SOCIAL MEDIA, A RECORDED PHONE MESSAGE, SIGNS ON THE DOOR, LOCAL RADIO OR NEWSPAPER, AND EMAIL OR TEXT ALERTS]. The Director, or a designee, approves each public message. The Library also keeps a current contact list of trustees and staff, stored where it can be reached if the building cannot be entered, and uses it to reach them during a disruption.
[bookmark: coordination-with-emergency-responders]Coordination with Emergency Responders
The closest emergency responders are [INSERT AGENCIES]. The Library meets with that agency no less than annually to confirm familiarity with operations and personnel.
The comprehensive emergency preparedness plans for [MUNICIPALITY] and [COUNTY] are attached to this plan so such coordination can be effected.
[POLICY NOTE: Attach any specific plan for the municipality and county, which they must have under Executive Law Article 2-B.]
[bookmark: Xd7429006de1d97f7c7b0a04f03e60e20b9ce2e0]Staff Roles, Responsibilities, and Training
Added. The following roles apply during an emergency.
· The Board approves this plan, reviews it on the schedule below, and approves the funding needed to carry it out.
· The Director, or a designee, activates this plan, directs staff, coordinates with first responders, and reports to the Board.
· [STAFF POSITION OR TITLE] is responsible for [INSERT RESPONSIBILITY, FOR EXAMPLE OPENING AND CLOSING PROCEDURES, ACCOUNTING FOR STAFF AND PATRONS AT THE GATHERING PLACE, OR CONTACTING UTILITIES].
· All staff know the evacuation routes and gathering places, follow the Director’s instructions, and protect people first, ahead of the collection and the building.
The Library reviews this plan with each new employee at orientation and with all staff [INSERT FREQUENCY, FOR EXAMPLE ANNUALLY]. The Library drills evacuation procedures [INSERT FREQUENCY, FOR EXAMPLE AT LEAST ONCE A YEAR].
[bookmark: board-role-in-a-disaster]Board Role in a Disaster
In the event of a disaster that requires closure of the Library and/or prompt and significant efforts to recover, the Board forms the following ad hoc committees as needed (people and communications, asset protection and operations, and insurance and budget) to assist the Director and the team by helping to organize prompt responses on policy-based operational and budget decisions requiring board votes. The Board also retains such experts and contractors as needed on an emergency procurement basis.
[bookmark: regional-assistance]Regional Assistance
In the event of a regional disaster where the Library is prepared to offer assistance, it looks for mission-aligned ways to do so, including [INSERT, FOR EXAMPLE SERVING AS A WARMING OR COOLING CENTER, A CHARGING STATION, OR A SOURCE OF INFORMATION].
[bookmark: protecting-collections-and-assets]Protecting Collections and Assets
The Library’s special collections and assets are [INSERT]. These items are protected from some disasters by [INSERT, FOR EXAMPLE STORAGE PRACTICES, EVACUATION PROTOCOLS, AND INSURANCE].
[POLICY NOTE: No contingency plan for preserving a critical asset should depend on a human entering a potentially dangerous condition. Protection should be in evacuation protocols, storage practices, insurance, and other ways of mitigating risk.]
[bookmark: protecting-critical-records]Protecting Critical Records
The Library’s critical records are [INSERT, FOR EXAMPLE FINANCIAL RECORDS, PERSONNEL RECORDS, BOARD MINUTES, INSURANCE POLICIES, THE PATRON DATABASE, AND CONTRACTS]. The Library protects them by [INSERT, FOR EXAMPLE BACKING UP DATA NIGHTLY TO AN OFF-SITE OR CLOUD LOCATION, STORING PAPER ORIGINALS IN A FIREPROOF CABINET, AND KEEPING COPIES OFF SITE]. Patron records remain confidential under CPLR § 4509 during and after a disaster.
[bookmark: insurance]Insurance
The Library has up to [INSERT AMOUNT] in insurance coverage to repair or replace the library building in the event of disaster. Excluded from coverage is [INSERT IF ANY]. A link to the policy is on [CLOUD DRIVE LOCATION] so it is available even if the Library cannot enter the building.
The Library has up to [INSERT AMOUNT] in insurance coverage to repair or replace the Library’s assets. Excluded from coverage is [INSERT IF ANY]. A link to the policy is on [CLOUD DRIVE LOCATION] so it is available even if the Library cannot enter the building.
The insurance [DOES / DOES NOT] cover the costs of renting an alternate location in the event of a disaster. The plan for an alternate temporary location is [INSERT].
[bookmark: continuity-of-service-and-recovery]Continuity of Service and Recovery
After a disaster, the Library works to restore service in this order.
· The Director assesses damage to the building, collection, and records, and documents it with photographs or video for insurance purposes.
· The Director notifies the insurance carrier, the Board President, and the OWWL Library System of significant damage or service disruption.
· The Library resumes services in stages, beginning with [INSERT PRIORITY SERVICES, FOR EXAMPLE INTERNET ACCESS, HOLD PICKUP, AND CHECKOUT], using the alternate location above, reduced hours, or a partnership with a neighboring library as needed.
· The Board decides on repair, replacement, and budget needs, and approves emergency expenditures as needed.
· The Library tells the public when services resume, using the channels above.
· The Director documents lessons learned and recommends updates to this plan to the Board.
[bookmark: specific-plans]Specific Plans
Attach and link to any specific plans for flood, tornado, pandemic, civil unrest, active shooter, ransomware attack, and workplace violence. A link to each plan is on [CLOUD DRIVE LOCATION] so it is available even if the Library cannot enter the building.
[POLICY NOTE: These specific plans are not required by 8 NYCRR § 90.2, but are handy to have in an emergency.]
[bookmark: review]Review
The Board reviews this plan annually and directs that it be updated as needed.
[POLICY NOTE: The handout calls for annual review, which is more frequent than the five-year default in 8 NYCRR § 90.2. This template follows the handout.]
Approved by the [LIBRARY NAME] Board of Trustees on [DATE].
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