
Appendix I-1: Inspection Checklist
The Prevention/Protection Plan in the body of the workbook notes when, by whom, and how inspections are done. Keep a clean master of this checklist in this appendix. Also retain copies of completed inspection reports in the disaster plan or other designated location. 
	General Preparedness
	OK?
	Needs Action 

(Describe)
	Action 

Complete (Date & Initial)

	Disaster plan written/updated
	
	
	

	Durick Library Emergency Chart w/ SMC Emergency Response Chart posted in all Departments
	
	
	

	Disaster supply kit(s) created and inventoried on schedule
	
	
	

	Staff know whom to contact (workday and after-hours) for water main shut-off
	
	
	

	Regular Fire Marshall visits
	
	
	

	Fire Marshall visits used productively (e.g., floor plans given to Fire Department; high-priority collection areas noted; appropriate follow-up on observed Code violations)
	
	
	

	•
Alarms
	
	
	


	•
wired to 24-hour monitoring station
	
	
	

	•
tested regularly
	
	
	

	Appropriate extinguishers present, inspected appropriately and on schedule
	
	
	

	Automatic suppression system (e.g., sprinklers) present and operating
	
	
	

	Fire drill conducted twice per year
	
	
	

	Staff trained in . . .
	
	
	

	•
notifying Fire Department and others as called for
	
	
	

	•
using extinguishers
	
	
	

	•
closing fire doors
	
	
	

	•
overseeing evacuation
	
	
	

	Shelves well braced
	
	
	

	Books shelved snugly, bookends properly used
	
	
	

	Shelving 4-6" off floor
	
	
	

	No materials stored on floor
	
	
	

	"Canopies" atop shelving to deflect water
	
	
	

	No valuable materials in basement
	
	
	

	Exits unobstructed
	
	
	

	High-priority collections away from windows
	
	
	

	Collection priorities clearly marked
	
	
	

	Appropriate dehumidifiers available
	
	
	

	Valuable materials stored above ground level
	
	
	

	Valuable and fragile media stored in protective enclosures
	
	
	

	Cleaning supplies and other flammable materials stored safely
	
	
	

	Pest management strategies in place and effective
	
	
	

	Photographs taken to document normal condition of building (interior and exterior), storage areas, collections
	
	
	

	Staff aware of records required for claim, and those records maintained safely
	
	
	

	Duplicate collection records (shelflist, catalog, inventory, and/or back-up computer tapes) for entire collection stored off-site
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