
Appendix K: Operations Center
Most emergencies will not entail significant damage to the building, so recovery operations can be executed on-site. The Recovery Coordinators office will be the operations center in that case, with most functions being directed and coordinated from that office.

On-site Space
If additional work space is required for rinsing/cleaning, air-drying, and other salvage procedures, the following areas may be suitable: 

Area/Room
Contact
Phone (Office/After-Hours)

DL 115
Call registrars office  to arrange 
x2571

DL 119
Call registrars office  to arrange 
x2571

DL 111
Call registrars office  to arrange 
x2571


DL 224
Instruction librarian must be informed so that scheduled classes can be changed
Off-site Space
If off-site space is required, the following facilities may be used:

Space/Address

Contact

Phone (Office)

 Ross Lobby

Geri Knortz

x2200


· The Chief administrator is authorized to approve the use of off-site space. The procedure for using off-site space is as follows:
· The Chief Administrator will contact appropriate person to secure access to space.  
The Chief Administrator will coordinate moving of necessary materials with physical plant.  
· Each Department head will be responsible for ensuring that necessary supplies are moved. 
· The Systems librarian will coordinate with IT department to ensure access to the libraries Integrated system.  

· Systems librarian will ensure that basic circulation functions exist, if possible.  

Data Processing Operations
Plans for off-site operation of data processing functions are detailed in Appendix D, Data Processing Plans.
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