Charlton Public Library Crisis Plan
This Crisis Plan has been designed for staff members of the Charlton Public Library to give library staff common sense, step-by-step procedures on how to respond immediately to a crisis. Following the instructions in the order in which they are presented will help you prioritize and help to provide a sense of order in an emotionally charged situation.

Staff members are reminded to please stay calm during a crisis. It is also important to convey the need to remain calm to library patrons. If you panic; they will panic.
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I. GENERAL 911 EMERGENCIES
All adult staff members of the Charlton Library are empowered to call 911 without a supervisor’s permission.
Staff member will:

· Call 911; stay on the line until released by the 911 dispatcher

· Identify yourself; providing and confirming that the library’s address is 40 Main Street and that the phone number is 508-248-0452
· State the nature of the incident as well as the exact location of the incident
· Designate a person to meet the responding fire/police units at the appropriate entrance

· Notify Library Director or Asst. Director
· Wait for instructions to implement part of the Library Crisis Plan in the event of a potentially volatile or escalating incident

II. EVACUATION OF THE BUILDING

Staff member will:  

· Check the hallways/stairwells for safety prior to evacuation

· If inclement weather, have patrons and staff wear appropriate clothing if time permits

· Exit through the nearest doorway. If exit is blocked, use the next closest exit situated away from the emergency

· Move to assigned evacuation location (lower level of the back parking lot)

· Take paper and a pencil with you

· During the evacuation notification you may be informed of a different meeting place due to a hazard

· Avoid downed power lines or other unsafe hazards

· Accompany patrons and stay with them. Keep them together.
· Report injuries to Library Director or Asst. Director
· Attempt to reunite parents with children

· Wait for further instructions

III. THREAT OUTSIDE THE LIBRARY
There is a situation OUTSIDE the library building requiring the library to take extra security measures. Situations such as an explosion outside the building, a hazardous materials leak outside the building, or a violent situation near the library.
Staff member will:

· Call 911
· Advise library staff of situation
· Stay calm; bring patrons from the outside, lower level, and in hallways/bathrooms into the main level common area of the library
· Lock library doors and close and secure all windows
· Do not allow patrons to exit the building until the situation has been mitigated
· Wait for further instructions
IV. THREAT INSIDE THE LIBRARY
There is a situation/intruder INSIDE the library building. An intruder is any unidentified or unauthorized person who has entered the library or library grounds whose intent may be harmful, or whose intent is unknown, or who appears to be a potential safety threat to a staff member or patron.
Staff member will:

· Call 911 or hit the panic button at the main circulation desk
· Advise staff that the library is in a lockdown. Lock all outside doors so that nobody else may get into the building

· All children’s room staff and any patrons in the children’s room should be brought into the lower level Community Room (if there is time). Once everyone is in lock the doors to the meeting room. If there is no time to direct staff & patrons to the Community Room, they should be brought into the Custodian’s closet.  Huddle on the floor away from the door.
· All adult staff and any patrons in the adult area should be brought into the Technical Services Area. Lock the doors and turn off the lights; huddle on the floor away from windows and doors.

· Check hallways and restrooms for other patrons, if safe to do so.

· No one should be allowed inside the library, unless they are identified as emergency personnel.

· If the fire alarm sounds, remain in lockdown mode unless you smell or see fire.

· If you are outside the library when a lockdown occurs, remain outside and seek shelter in a safe location, remaining hidden from the source of the threat.
· Remain calm; patrons are watching for your reactions.

· Wait for further instructions.

IV. BOMB THREAT

Staff member will:

· Keep the caller on the line as long as possible so that the call may be traced.
· DO NOT transfer the call or interrupt the caller

· Notify the Library Director or Assistant Director
· Call 911

· Evacuate the building using the library’s evacuation procedure, if possible have patrons take all items with them

· Visually scan aisles and note anything that appears to be unusual such as items that do not belong or seem out of place or character

· Do not touch any suspicious device or object found on the premises
· Restrict the use of cell phones

· Wait for further instructions

V.  SUSPICIOUS PACKAGE
Any package that is unexpected, handwritten with no return or legible return address or odd address. The package could have oily stains, discoloration or an odor, lopsided or lumpy in appearance, sealed with excessive amounts of tape, sent with excessive postage, protruding wires or aluminum foil or suspicious powder, marked with inappropriate restrictive endorsements such as “personal” or “confidential.”

Staff member will:

· DO NOT handle the package

· Restrict the use of cell phones
· Notify the Library Director or Asst. Director 
· Call Charlton Police 508-248-2250 or 911

· Consider immediate evacuation

VI. FACILTY MALFUNCTION/HAZARDOUS WASTE
In the event of a facility malfunction involving the fire alarm system or the security system, the alarm company will call the library. Write down whatever they say as to where and what kind of alarm/malfunction is happening. 
Staff member will:

· Call 911 if deemed appropriate and the alarm company has not already done this.
· Report malfunction/hazard to the Library Director or Asst. Director
· Describe condition and avoid contact

· Determine if the building needs to be evacuated using library evacuation procedures
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