Tewksbury Public Library Procedures Manual

Evacuation Procedure

Each Department must evacuate all areas and notify patrons of the need for an emergency evacuation.  The notification should be made as calmly as possible:

“Please evacuate the Library. Please leave all library material behind and leave the building through the nearest exit.  We ask that you meet on the grassy area near the stone wall at the Chandler and Main Street intersection so that Library staff can be sure you have exited appropriately.  Thank you. 

Evacuating the building safely is the priority during an emergency. Staff member’s personal property is not a priority during an emergency. When needed point patrons to the nearest emergency exit. 
The Circulation Department is responsible for:

· First floor stacks, Fairgrieve Wing, Community Area, Bathrooms and Meeting Room. 
· One staff member should evacuate the stacks and Fairgrieve Wing. 
· One staff member should evacuate the Community Area, the Bathrooms and the Meeting Room. 

The Children’s Department is responsible for that department including stacks, Craft and Story Hour Rooms, Bathroom. In the case of a disabled person who cannot leave via the front doors, please direct them to the emergency exit opposite the department doors. Fire Department personnel will locate and safely evacuate the person.
The Reference Department and Administration is responsible for the second floor stacks, computer areas, Trustee/Study/Local History Rooms and bathrooms.  In the case of a disabled person who cannot use the stairs, do NOT use the elevators. Instead, direct them to the emergency exit located adjacent to the Trustee’s Room. Fire Department personnel will locate and safely evacuate the person. 
The Librarian in charge will take the staff and volunteer Sign-In Clipboard as he/she leaves.

Once all library patrons and staff are outside and have congregated on the grassy area near the stone wall on the Chandler and Main Street intersection: 

· Library Director or Librarian in charge must make sure that all staff and known patrons are accounted for.  

· Staff may not leave the property until the Director or Librarian in charge gives approval.

· Staff may not  re-enter the building during the evacuation period.

· Do not try to prevent patrons from leaving the property if they wish to. 

· The Director or senior-staff-in-charge will communicate with the Fire or Police Department personnel at the scene to determine if and when the staff and patrons can return to the building.

Library Floor Plan with marked Emergency Exits is attached to this procedure. 
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