EMERGENCIES 

In all cases of emergency, staff members are urged to remain calm and use common sense.  Give directions in a normal tone of voice.  Move quickly but responsibly.  Emergency phone numbers are posted near all library phones.

All exits are clearly marked with illuminated exit signs.  The library is also equipped with emergency lighting in the event of a power failure.

In the event of an emergency, the procedures governing the type of emergency should be followed as closely as possible.  If the director is not on-duty at the time he/she should be notified of the incident as soon as possible.

Fire

In case of fire, evacuate the building immediately.  There are two main exits upstairs (East (original) entrance, down steps and South entrance, double doors, no steps) and two main exits downstairs (back hall off of Children’s collection, out North Emergency Exit and South exit by elevator, up stairs).  Call the fire department from a nearby phone 563-212-7766.

Tornado/Severe Winds

If threatening weather conditions exist, staff members on duty should review any alerts on their personal cell phone and/or plug in weather radio located in Staff Work Room for continuous information.  
If the siren sounds for a sighted tornado, the main floor should be evacuated.  The most secure location is in the boys rest room in the basement.  This room has no windows.  
Keys can be found at the upstairs Circ desk, downstairs in the TV room, Program Room kitchenette top drawer (Santa), and Children’s Circ desk. Staff members and patrons should remain sheltered until the all-clear signal is given.

Winter Storms

In all but very severe winter storms, the library will remain open.  No library employee is asked to take unnecessary risks to report to work in inclement weather, however.  If the library does not open or closes early because of a winter storm, the director (or someone acting in the director’s absence) will make the decision to close, and will notify the local radio station, the local television channel and City Hall .  Although an Inclement Weather Policy sign is posted throughout the library, should the library close early, an additional sign should be placed on both entrance doors stating the closing time and reason for closing.  
For safety purposes, staff are required to leave the building when the library is closed for inclement weather reasons.  
Inclement Weather (copied from the Personnel Policy Introduction)
During severe weather, the library may close upon the discretion of the library director or staff member on duty.  Factors to be considered will include the safety of the staff and public, time of day, and anticipated public need during that period.

Except in the most severe cases, the library will be kept open during inclement weather.  When making a decision to close the library due to severe weather, area closings, weather reports, travel advisories, and power outages due to wind, ice, or snow as well as staff availability, will be considered.  
For safety purposes, staff are required to leave the building when the library is closed for inclement weather reasons.  
Staff members are not asked to make unnecessary risks to make it to work.  If a staff member finds he/she is unable to get to work he/she should report to the Director, if not available, contact a co-worker as soon as possible.  When possible, signs will be posted on the library building.  Notifications of closing will be made to City Hall and local media (TV and Radio).  No fines will be charged when the library is closed due to severe weather.  
Bomb Threat

In case of a bomb threat, the police should be notified and the building immediately evacuated.

Accident, Injury and Medical Emergencies

In the event that a patron or staff member is involved in an accident, is injured or is the victim of a medical emergency, no risks should be taken.  If an ambulance is needed, one should be called immediately.  If the injury is not of a serious nature, basic first aid can be offered.  Be prepared to fill out an incident report form; a copy is provided on the next page. 
Threat of Endangerment or Personal Injury

In the event of a person(s) threatening a patron(s) and/or staff person(s) with harm of any kind in the library building or on outside library property the police should be notified: (dial 911) as soon as it safe to make the call.  In the event of a person(s) outside the library building threatens patrons or library staff inside the library the building doors should be locked, if no risk is involved, and the police called (dial 911) immediately.
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