ANNUAL DISASTER PREPAREDNESS CHECKLIST

This is a listing of activities to be performed annually for keeping a disaster plan current. 

Year:
_________             Date Completed: ______________

	1.
	Tally any Post-Disaster Reports accumulated over the course of the last year. Information gleaned from these reports can help determine an institution's future disaster preparedness needs. 


	

	2.
	Check for any necessary revisions to the Disaster Team Roster. Update any changes in personnel as well as phone numbers and addresses. Revise members' responsibilities as relevant.


	

	3.
	Revise Collection Priority Rankings according to any new focus in the collection development policy. Make sure to include any newly acquired special collections, and also remember to somehow mark them for emergency removal.


	

	4. 
	Perform Building Audits. In doing so, revise the Existing Conditions Form as necessary. Make certain that all necessary equipment for disaster preparedness and response is in working condition (i.e., check batteries). Contact Physical Plants as necessary. Check for existence of updated institution floor plans.


	

	5. 
	Educate staff through disaster preparedness training and frequent updates Refer to the College’s Emergency Response Procedures page, maintained by Personnel.

	

	6. 
	Update address- and phone-related information throughout the manual:

· Emergency Numbers
· Suppliers – Ordering Emergency Supplies

· Disaster Recovery Consultants

· Requisitioning Supplies and Equipment

	

	7.
	Revise and update Emergency Supplies/Location of Kits: restock kits as necessary

	

	8.
	Maintain current awareness on disaster preparedness and response by monitoring relevant journal articles and web sites.

	


