EMERGENCY/DISASTER PLAN FOR 

BOLTON PUBLIC LIBRARY

The purpose of this plan is to provide clear directions for personnel to follow in the event of fire, severe weather, medical emergency, or other event that affects the library’s normal operations for any length of time.  This plan applies equally to all persons regardless of race, color, creed, national origin, age, sex, religion, or handicap.

The objectives of the plan are to provide for the safety of library users and personnel, as well as to provide a means for safe and orderly evacuation and emergency medical care.  In all cases, human safety is more important than that of objects or property.

The rules and procedures outlined here must be followed to prevent further injuries and/or property damage.  All personnel are expected to carry out all procedures as instructed.

Throughout this policy, the word “Director” refers to the Director of the Library or his/her designee, and the word “emergency” refers to fire, severe weather, or any other event that affects normal library operations.

INITIAL COORDINATION

· Call 911 or use panic button.

· Inform the Director.

· Try to control or eliminate the source of the problem.
· Isolate the problem area. Close or evacuate the entire building as necessary, keeping access/egress open for emergency personnel.

· Turn off the electricity and other utilities if indicated.
· Inform and cooperate with emergency service personnel.
· Consult the Emergency Plan.
· Take time to coordinate activities.  Officials may prevent re-entry to the building for a time.
· Stabilize the building.
· Prioritize collections from most important to least.
GENERAL CONSIDERATIONS

Prevention is the responsibility of all staff and library users.  Should anyone discover a hazard, or conditions leading to a hazard, it should be reported to the Director immediately.  The Director will then determine a course of action to correct the situation.

Should an evacuation of the building be necessary for any reason, the designated assembly area is the far end of the parking lot, or as designated by emergency personnel.
In severe weather or other emergency, the Town Administrator has the authority to close the building per Town Snow Policy or established practice.  The Library Director will communicate closure to Trustees and staff.
No matter what the nature of the emergency, the Director will notify the library Board of Trustees, Department of Public Works, and the Town Administrator that contact with the Town’s insurance company may be necessary.

LIBRARY PERSONNEL AND RESPONSIBILITIES

The Director will ensure that all personnel, patrons, volunteers, and appropriate local authorities are informed of the policies and procedures outlined here.  The Director will provide copies of this plan, as well as any changes to it, to local emergency personnel.  The Director will update this plan every 6 months.
The person in charge at the time an emergency situation occurs will remain in charge until someone higher up in the chain of command arrives and relives him/her or until local authorities arrive and take command of the situation.  Library personnel chain of command: Director,  director’s designate, staff on duty.

If an emergency occurs the Director will determine whether additional staff is needed to manage the crisis The Director will confer with the Town Administrator and Trustee Chair. The town’s personnel bylaws will dictate staff remuneration for this time.

During and after an emergency, staff may be given special job assignments.  These responsibilities will be carried out to the best of the individual’s ability.

During and after an emergency, the Director will contact the Massachusetts Library System and/or the Massachusetts Board of Library Commissioners to confer with their staff about recovery and restoration of any damaged materials.

The Department of Public Works is ultimately responsible for the building and its contents, including installation and maintenance of alarm systems, HVAC, generator,  and fire extinguishers.

A list of emergency contacts and keyholders is attached to this policy The Director will keep this information up to date.  Copies will be distributed to the Police and Fire Departments, Department of Public Works, and Town Secretary, and all library staff and trustees.

The Director or other supervisor will include all personnel, including volunteers, in an orientation to this plan within the first week of employment.

Personnel records, including information about emergency contacts and next of kin for each staff member, are kept at Town Hall by theHR Director.  The Library Director will keep an additional set of records at the Library.

Should an emergency occur when the library building is closed, responding authorities will notify the Director.

COMMUNICATIONS

The Director or person in charge at the time an emergency occurs is the only person authorized to release information.  All information relating to the emergency will be regarded as confidential and released to authorized personnel only.  “Authorized personnel” are defined as (but not limited to): staff members and their immediate families, law enforcement personnel, emergency medical personnel, health department staff, and town officials.

Information and communications released to the press will be used only to expedite emergency procedures.

At the time of an emergency, the following individuals will be designated:

· Emergency coordinator

· Liaison with emergency services personnel

· Individual with financial authority

· Volunteer coordinator

· Journal keeper and photographer to keep detailed records of damage and recovery efforts

THE LIBRARY BUILDING

The building has one main entrance and several egress doors (floor plan attached).  

All aisles, stairways, and exits will be kept clear and unobstructed at all times.

The library building is equipped with a sprinkler system
If the fire alarm goes off, the alarm system automatically dials the Communications Center at the Public Safety Building.  The system sends a message requesting immediate help from emergency personnel.

The building is equipped with both audible and visual alarms, and also with shutoff switches (listed in the appendix).  Because these may be in remote or hazardous locations in relation to the emergency or event,  it is not recommended that staff try to read displays or shut off switches.  Instead, staff should notify authorities and evacuate the building immediately.

The building is equipped with fire extinguishers: one on the balcony, two on the ground floor, and two in the basement.  All staff will familiarize themselves with their locations and directions for use. The fire extinguishers are maintained by a contractor of the Department of Public Works. Extinguishers are inspected annually and recharged or replaced as needed.

The building has a sprinkler system.

The building has a back-up generator for minimum building support (emergency lights, fire suppression system, etc.).

The building has a flashing exterior light as a visual indicator of an emergency or alarm.

The building contains no fire ladders or similar equipment to facilitate exiting through windows.

A floor plan of the building appears as an appendix to this document.

EVACUATING THE BUILDING

Should the building need to be evacuated, staff on duty will divide and cover different areas of the building.  Staff will communicate clearly to all in the building the need to leave immediately, and will indicate the nearest exit route(s).

Emergency personnel will address any person(s) who refuse to comply with the library staff’s instructions, including that to leave the building.

Staff will take note of people inside the building, in order to assist emergency personnel with a head count. In order to assist with rescue efforts, particularly of those who may need extra assistance such as people with disabilities, staff will make every effort to take note of anyone left inside the building and their location(s).
MEDICAL EMERGENCY

The library is equipped with a very small, basic first aid kit containing items such as bandages, gauze, cold packs, and antibiotic ointment.  The kit is located in the staff breakroom.

The building is equipped with a Philips brand automated external defibrillator (AED) and related supplies.  The AED is located in a bracket mounted in the entry vestibule near the lobby doors.  Extra supplies (face masks, pads, gloves) are in a cabinet under the main circulation desk. Ideally, all adult staff (both full-time and part-time) will be trained to use the AED and to perform CPR.  

In the event of a medical emergency, staff should not attempt to treat the injured.  This includes giving aspirin or other medication(s).  Exception: CPR-certified staff will perform CPR when indicated, and must continue until emergency personnel arrive.

When in doubt about the nature and/or severity of a medical problem, staff should call 911 immediately.

Staff will clear the area around the injured person(s), keeping onlookers away, and maintaining a clear entrance to the building for emergency personnel.  

If needed, or if advised by emergency personnel, staff will evacuate and/or close the library to the public until the medical emergency is resolved.
FIRE

Smoking is not permitted in the building.

Any fire area must be inspected by the Fire Department to ensure that the fire is out, that smoke, toxic gasses, and other hazards have cleared, and that the area is once again safe for library users and staff.

Only the Fire Department’s officer in charge has the authority to give the “All Clear” and to allow people back in the building.

LOCKDOWN AND LOCKOUT
Staff will comply immediately with a request from emergency personnel to lock down the building.  Should the Director order a lockdown, s/he will notify emergency personnel immediately.
Lockdown refers to securing the building so that no one can go in or out.  Lockout refers to securing the building so that no one may enter.

In the event of a threat inside the building, staff will move patrons to a part of the building where their visibility to a threatening person is minimized and where doors can be secured behind them.  Examples of these locations are the egress (east) stairwell, staff break room, and staff workroom.  
In the event of a threat outside the building, staff will pull the window shades down.

Staff will remain calm and will take note of any details that may be useful to emergency personnel, including the location of an intruder or threat.
Staff and patrons will remain in safe locations until emergency personnel or the Director tell them the situation has been resolved.

FLOOD OR OTHER WATER DAMAGE

Staff will not attempt to enter a wet or flooded area until emergency personnel verify that electrical power to that area has been turned off.

Response to a water-related emergency depends on whether the water is clean (e.g., from a broken pipe) or dirty (e.g., left after firefighting efforts; containing sewage, asbestos, or other hazardous materials; or natural flood).  

The Director will assess the extent of the damage, deciding whether the staff can handle recovery of materials or whether outside assistance is needed.

The Library owns one ReactPak.  It is located under the counter in the staff workroom.  A copy of this plan and supporting information will be kept with the ReactPak at all times.

If additional help is needed, the Director will contact these authorities in the order listed:

· MA Board of Library Commissioners at 617-267-9400 or 800-952-7403.

· Northeast Document Conservation Center at 978-470-1010.  NEDCC is available 24 hours per day with telephone and/or on-site assistance.

If the amount of damaged materials is substantial and beyond the capabilities of the library staff, MBLC or NEDCC can authorize a call to Munters Moisture Control for packing, freezing, and drying the materials.

MOLD or MILDEW

The building will be kept at a temperature and humidity level that curtail the growth and spread of mold.  

Staff finding mold in the building will notify the Director immediately.  S/he will determine the course of action to be taken.

Staff finding mold on library materials will immediately isolate those materials from the general collection (i.e., will not reshelve them in order to prevent the spread of the problem).  The Director will determine the course of action to be taken.

INSECTS

Staff will attempt to trap and identify any insects found within the building in order to determine whether or not they are hazardous to people, collections, or furnishings.  

If necessary, Gregor Trinkaus-Randall at MA Board of Library Commissioners may be called upon to aid in identification and assessing the threat.

If it is determined that there is an infestation, the Director will contact the Department of Public Works to arrange for affected areas to be treated.

REMOVAL OF VEHICLES DURING EMERGENCIES

In the event of an emergency, any vehicle blocking access to the building shall be removed prior to the arrival of emergency vehicles so that action can be taken without delay.  

Every effort will be made to locate the owner(s) of vehicle(s) so that they can be removed without damage.  Should the owner not be located, or emergency action is necessary for immediate removal, Town emergency personnel have the authority to remove such vehicles as they see fit, making every effort to prevent damage.

MISCELLANEOUS

All storage areas will be kept free from accumulated trash, rags, paper, etc. at all times.  

Paint, cleaning supplies, etc. will not be stored in area where heat or open flame devices could ignite them.  All toxic materials will be stored away from the reach of children.  All cleaning supplies and similar materials, if removed from their original containers, will be labeled correctly as to their contents. Potentially hazardous materials such as cleaning supplies are stored in the locket cabinet under the restroom sink.

All electrical appliances permitted in the building must be in good working order and UL approved. Small appliances (coffee pots, etc.) must be unplugged when not in use.

The use of extension cords for extended periods of time is discouraged.

REVIEW

Together with other library policies, the Trustees will include the Emergency Plan in a semi-annual review/revision.

The emergency policy manual will be submitted to the Police Chief and Fire Chief for their review and comment.

This plan will be filed with the Department of Public Works, Bolton Fire Department, and Bolton Police Department.

Approved by BoT 3/20/12
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