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1. PUBLIC STATEMENT OF POLICY
Definition of a disaster

A disaster is any unforeseen event which causes damage to any part of the fabric of the Record Office premises or to its holdings. The most serious threats arise from fire or flood, which can emanate from various sources. Other threats arise from terrorism, vandalism, theft, gas leaks or infestation. In the electronic environment, computer based records are vulnerable to viruses, hacking, theft, systems failure and corruption of data, amongst others.

Aim of the disaster plan 

The overall aim of the Plan is to assist in ensuring the safe custody of records held by the Worcestershire Record Office. Prevention is the key to secure working and must underpin all activities in the Record Office. However, this plan focuses deliberately on guidance as to action in the event of a disaster of any scale, providing procedures and basic guidelines to be followed in the event of a disaster caused by fire, flood or bomb, enabling Disaster Control Team Members to act swiftly to minimise damage to the buildings and holdings.

This should include:


Establishing a Disaster Control Team who will work safely and efficiently together.

Ensuring all members have adequate training.

Establishing equipment needs and ensuring they are easily available.

Establishing pre-set priorities for salvage.

Ensuring relevant and up-to-date information on contacts and services is available.

Ensuring the plan is regularly reviewed.
The Record Office is committed to ensuring the safety and security of its staff and the public at all times. As such, this plan is coupled with a risk management programme to reduce the likelihood of an emergency incident. 

At no stage is any member of staff expected to put themselves in danger in a salvage situation. The Record Office will ensure that health and safety is properly assessed and adequate personal protective equipment is provided. 

Circulation of the plan 

Copies of the plan are held in each of the three branches of the Office and are also circulated to key partners.
Members of the Incident Management Team have full copies of the plan. All other members of staff have a copy of the basic summary pages. 

Everyone who uses the building should be informed of procedures, including cleaning staff, security and contractors. 

Updating and version control 

Version 1 of this plan was issued in March 2008. The plan will be reviewed annually, or after any activation of the plan in the interim period. Before issue of future versions previous copies will be recalled in order to ensure that only one version of the plan is in circulation at any one time. The review will be conducted by the Archives Manager. 

Training 

Disaster Control Team members will receive training in the contents and purpose of the plan. Other staff will receive basic training in what to do in the event of an emergency thereafter. This basic training will be extended to new personnel as necessary. The responsibility for organising training will lie with the Archives Manager. 

Improvements to plan 

Any suggestions for the improvement of the plan will be welcomed and should be directed to the Archives Manager. 

2. INCIDENT MANAGEMENT TEAM

The following roles have been identified in order to manage any incident, together with core team members. It is important that tasks are delegated and split up to prevent one person trying to manage the entire operation.  

Disaster Control Co-ordinator (DCC)
Archives Manager (County Hall or Worcestershire History Centre).
Corporate Information Manager (Corporate Information Management Unit).
Deputies – Heads of Repository and Records Manager. 

· Incident co-ordination and overall site manager. Co-ordinates response and deals with the media; liaises with outside services; deals with suppliers and wider organisation; communication and team liaison; takes overview; determines re-opening strategy.
Disasters are categorised 1, 2 or 3 according to their severity. The DCC will decide on the Priority Level of the incident.

For each disaster the DCC will need to assess what other roles are required and allocate to team members as appropriate. These will include:

Building Recovery Manager
· Removal of excess water; health and safety; provision of logistical support; organises rest breaks and areas and refreshments for staff.
Salvage Manager 
· Prioritising, moving to temporary storage, documenting, sorting and treating salvaged objects.
Other staff members from outside these teams may be required to assist, particularly with salvage and moving damaged items. 

Each branch will have a core team of personnel who will be available to fulfill these roles as required. The core teams will be as follows:

County Hall branch: Head of Repository, Archivists, Senior Archives Assistants. 

Worcestershire History Centre: Head of Repository, Archivist, Local Studies Librarian, Senior Archives Assistant.
CIMU: Archivist, Records Manager, Senior Archives Assistant. 

In the event of a Priority 1 incident the Disaster Control Co-ordinator (DCC) will involve the Records and Information Services Manager in all major decisions, and he/she may decide to take on the DCC role. He/she will also be kept informed as appropriate of any other incidents, but will not be expected to play a major role in their management.

In the event of smaller incidents (priority 2 – 3) it will not normally be necessary to activate the entire plan and the whole Disaster Control Team. The Disaster Control Co-ordinator should decide which members of the Control Team to involve.
Please contact the Archives Manager if you have any questions concerning this policy.
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