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General Information

Purpose

The purpose of this Manual is to provide guidance to Massachusetts libraries staff as to how to complete and customize the “Employee Emergency Procedures” Manual template available from the Massachusetts Library System.
The template was developed in Microsoft Word tm and assumes the user has a working knowledge of that software application. 
Revision History
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Instructions
Overview

Completing and customizing this manual for your library is easy! You essentially replace all template items in braces such as {Name} with the information you want such as, for example, Ocean Park. When this is completed, you can add additional information such as descriptions, web sites, pictures, etc. The individual library system is responsible for printing and distribution, so you can publish it in a three-ring binder, spiral bound booklet, a pamphlet, or whatever works for you. It is recommended that each employee receive a printed copy of this manual. You can also provide the completed Manual as an e-file.
Using the Global Replace function

There are several places in the template where you should replace {Name} and {Date} with the appropriate information. Here’s how to use the MS-Word
 Global Replace function:

1. Click on the Home tab
Within the Editing tab, click on the Replace phrase 
OR
While holding down the Crtl key, hit the H key (Ctrl+H)
This action opens the Find and Replace dialog box

2. Click on the Replace tab (this might already opened)

3. Type in the word or phrase you want to replace in the Find what: box

a. Note: Spelling and capitalization count!

b. Blank spaces are treated as characters, so watch out for them

c. You can go into the document and Select and Copy the word or phrase you want to replace, and then Paste that into the Find what: box
4. Type in the word or phrase you want to insert in the Replace with: box

a. Again: Spelling, capitalization, and spaces count!

5. Click on the More >> button in the lower left corner of the Find and Replace dialog box

a. Click the box on the left of the Match Case line so that there is a check mark in the box

b. If available, click the box on the left of the Find whole words only line so that there is a check mark in the box

6. Review the information in the boxes. If it all is correct, click on the Replace All button.

7. You should see a box with the words Word has completed its search of the document and has made X replacements, where X is the number of replacements made.

8. If you start the Find and Replace function in the middle of the document, sometimes you may receive a dialog box asking if you want Word to start the Find and Replace function from the beginning of the document. Click Yes.

9. Review the document and verify the Find and Replace worked the way you want. For example, if you replaced {Name} with Ocean Park, make sure it was also replaced in the document header.
10. If you need to undo the change

a. Click Undo [image: image2.png]


on the Quick Access Toolbar OR
b. Press CTRL+Z
11. When you have completed all your replacements, click Close in the Find and Replace dialog box
12. Don’t forget to Save your document.

Customizing

When this is completed, you can revise or add additional information such as descriptions, web sites, pictures, etc. You may have to adjust the formatting, page numbers, text, etc. 
Please e-mail a version of your customized copy to the Massachusetts Library Systems!
Printing

The individual library system is responsible for printing and distribution, so you can publish it in a three-ring binder, spiral bound booklet, a pamphlet, or whatever works for you.
Distribution of your Manual

It is recommended that each employee receive a printed copy of this manual. You can also provide the completed Manual as an e-file.
Highlighted items to replace, add, or verify
	Location
	Replace or add
	With
	Comment

	Various places in the document
	{Name}
	The name of your library
	

	Cover
	{City}
	The name of your city, town, or district
	

	Various places in the document
	{Date}
	The date the document is approved or published
	

	Page 3 Revision History
	Revision History date
	Add date of revision
	Add additional table rows at each revision

	Page 3 Approval
	{Name and title}
	Insert Name and title of document approver(s)
	Also obtain approver(s) signature(s)

	Page 4 Acknowledge-ments
	{Insert any acknowledge-ments}
	Add any staff or local officials whose efforts and support should be acknowledged.

	Page 5
	Verify or delete the reference to providing employees with AED and/or CPR training

	Page 5
	Verify or revise the Library’s chain of command

	Page 6
	Verify or revise the Library’s policy on who can call 911

	Page 6
911 information
	Insert your library’s address and telephone number

	Page 6: Other Emergency Information
	Review each bullet item and verify that it applies to your Library or Library system. Add, change, or delete as necessary

	Page 7
	The information is to be completed by the individual employee who possesses this Manual; no action is required by you. This can be handwritten by the individual employees.

	Page 8
Contact Information
	{List}
	Add all the contact information you want. 
	Since this document could become public information, it is recommended that you do not list home or personal information.

	Page 9
Evacuation Assembly Areas
	For each building, identify the location where employees who have to evacuate the building should assemble. This could be in the library parking lot, public park, or even a coffee shop, depending on the amount of people being relocated. Keep the assembly area away from the building so as not to interfere with possible police or fire fighting equipment/efforts. Also identify a nearby sheltered location where employees who have to evacuate the building should assemble if the weather is inclement. 

	Page 9
	This same information can be entered on Page 16 – but verify the page number.

	Page 11
Library Media Policy
	Verify or insert your library’s (or city/town) news media policy. Generally, only authorized spokespersons should speak with the news media. Employees should understand that they do not talk with the news media. This includes communicating via the social media.

	Page 11
Library Media contacts
	List the persons authorized to speak with the news media and public during and after the emergency. You may also provide contact information for these personnel.

	Page 11
City/town
	Insert your city or town name

	Page 16
Evacuation Procedures
	Verify or correct for the means employees are mass notified; e.g., fire alarm, PA system, etc.

	Page 16
Evacuation Procedures
	Step 1: Verify or correct for the means employees are mass notified; e.g., fire alarm, PA system, etc.

	Page 16
Evacuation Procedures
	Step 4: Insert any automatic actions that occur when a fire is detected. Otherwise delete this step.

	Page 16
Evacuation Procedures
	Evacuation Assembly Areas: This is the same information as entered on Page 9.

	Pages 17/18
Special Needs
	A great reference for Special Needs evacuation planning and response is “Emergency Evacuation Guide for People with Disabilities” found at http://www.nfpa.org/assets/files/pdf/forms/evacuationguide.pdf

	Page 17
Special Needs
	Verify/add/correct the information regarding Special Needs policy and contacts for the information

	Page 17
Special Needs
	Set up and describe locations for areas of refuge where Special Needs people (generally mobility impaired) can assemble to await assistance. 

	Page 18
Special Needs
	Discuss policy and locations for Emergency Evacuation Chairs, if applicable. Otherwise delete the paragraph.

	Page 19
Fire
	Verify or correct for the means employees are mass notified; e.g., fire alarm, PA system, etc.

	Page 19
“PASS”
	Verify your library’s fire extinguishers operate this way

	Page 20
Lockdown
	Insert the location(s) of your building’s safe rooms. These are lockable rooms with few windows or areas where visibility to a threatening person is minimized.

	Page 21
Lockout
	Same as above: Insert the location(s) of your building’s safe rooms. These are lockable rooms with few windows or areas where visibility to a threatening person is minimized.

	Page 22
Medical Emergency
	Verify contents, availability, and locations of building Automatic Electronic Defibrillators (AED) and First Aid Kits if applicable. Otherwise, delete these paragraphs.

	Page 22
Medical Emergency
	Verify if your jurisdiction has legal or other restrictions as to whether a person can treat an injured person. This includes giving aspirin or applying gauze, cold packs, ointment, etc.

	Page 23
EAS reference
	Verify the page reference to the location of the EAS station listing is correct.

	Page 26
Unruly Patrons
	Keep or delete the reference to security as appropriate

	Page 27
Intrusion alarm/panic button
	Verify the information on any Intrusion alarm/panic button. If you don’t want this information made public, delete this bullet item.

	Tables in the document
	Some versions of Microsoft Word may left justify the contents of some table cells. Please center these (On the Home tab, in the Paragraph group, click Center).


Sources of Information; Additional Resources
ORGANIZATIONS

The Massachusetts Emergency Management Agency (MEMA) is the state agency responsible for disaster mitigation, preparedness, response, and recovery training.

http://www.mass.gov/portal/health-safety/emergencies/
The Federal Emergency Management Agency (FEMA) is the federal agency responsible for disaster mitigation, preparedness, response, and recovery training.

http://www.fema.gov/hazard/hazmat/index.shtm
FEMA also supplies much information about what families and communities can do to be ready for an emergency.

www.ready.gov.

The Department of Homeland Security (DHS) mission is to secure the nation from the many threats we face, ranging from aviation and border security to emergency response, from cyber security analysis to chemical facility inspections.

http://www.dhs.gov/
The Department of Homeland Security  aims to enhance preparedness through a “whole community” approach by providing training and resources to a broad range of stakeholders on issues such as active shooter awareness, incident response, and workplace violence. 

http://www.dhs.gov/active-shooter-preparedness
The Department of Education provides information that can help school leaders plan for any emergency, including natural disasters, violent incidents, and terrorist acts. Much of this information can be applied to libraries.

http://www2.ed.gov/admins/lead/safety/emergencyplan/index.html
The Federal Bureau of Investigation (FBI) investigates cases related to weapons of mass destruction and terrorist attacks. The site also contains emergency planning information.

http://www.fbi.gov 

The Occupational Safety and Health Administration (OSHA) is the federal agency charged with the enforcement of safety and health legislation. The site also contains emergency planning and response information.

http://www.osha.gov
The U.S. Postal Inspection Service can provide more information about establishing secure mail practices and protecting your business.

http://postalinspectors.uspis.gov/
The National Fire Protection Association (NFPA) is a clearinghouse for information on fire protection and prevention as well as NFPA standards. NFPA also provides much emergency preparedness and response information.

http://www.nfpa.org/
The Center for Disease Control and Prevention (CDC) is a U.S. Public Health Service agency that monitors and works to prevent disease outbreaks. The site also contains emergency planning and response information, including Risk and Crisis Communications information.

http://www.cdc.gov  and http://emergency.cdc.gov/erc
DOCUMENTS

There are a plethora of emergency planning and emergency response documents available, particularly on the Internet. A few relevant documents include:

The Massachusetts Library System has a disaster plan and policy collection. Some of those documents were used in the preparation of this manual.

http://guides.masslibsystem.org/content.php?pid=325381&sid=3021872
The Massachusetts Library Board of Commissioners has a web page with many emergency preparedness documents and links. Some of those documents were used in the preparation of this manual. It also describes the Emergency Assistance Program that provides assistance to libraries, archives, historical societies, and other repositories in the event of an emergency, in addition to providing disaster preparedness training in advance. http://mblc.state.ma.us/grants/disaster/index.php
D-Plan TM The Online Disaster-Planning Tool for Cultural and Civic Institutions http://www.dplan.org/
“How to Plan for Workplace Emergencies and Evacuations” U.S. Department of Labor, Occupational Safety and Health Administration

http://www.osha.gov/Publications/osha3088.pdf
Options for Consideration is an Active Shooter Training Video. Options for Consideration demonstrates possible actions to take if confronted with a active shooter scenario. The instructive video reviews the choices of evacuating, hiding, or, as an option of last resort, challenging the shooter. The video also shows how to assist authorities once law enforcement enters the scene. This video is available at http://www.dhs.gov/video/options-consideration-active-shooter-training-video. You may also access the video on YouTube at http://www.youtube.com/watch?v=oI5EoWBRYmo&feature=youtu.be
“ACTIVE SHOOTER: How to Respond” U.S. Dept. of Homeland Security

· Booklet: http://www.dhs.gov/xlibrary/assets/active_shooter_booklet.pdf
· Pocket Card: http://www.dhs.gov/xlibrary/assets/active_shooter_pocket_card.pdf
· Wall poster: http://www.dhs.gov/xlibrary/assets/active_shooter_poster.pdf
“Crisis and Emergency Risk Communication by Leaders for Leaders” by the Center for Disease Control and Prevention. Download the Manual: http://emergency.cdc.gov/erc/leaders.pdf. Visit the CDC website and get many helpful documents: http://emergency.cdc.gov/erc
Emergency Evacuation Guide for People with Disabilities. The National Fire Protection Association (NFPA). http://www.nfpa.org/assets/files/pdf/forms/evacuationguide.pdf
� This is written for MS-Word 2007; other versions of Word may vary slightly








