
Emergency Policy
1 Emergency Response Responsibility

1.1 The Library Director has the initial responsibility for organizing the library’s response to an emergency. 

1.1.1 In the absence of the Library Director, responsibility lies with the most senior staff members on duty.
2 Reporting Emergencies

2.1 Emergencies should be immediately reported to the proper authorities as indicated in the Emergency Manual.

2.2 Employees should report emergencies to the Library Director as soon as it is safe to do so.

2.3 The Library Director will notify the Library Board and other library staff to inform them of the situation and the action taken.

2.4 Employees must submit a written incident report on the emergency within 24 hours.

2.4.1 The report should contain a complete description of the circumstances immediately prior to the occurrence, what action was taken, and the names and contact information for all involved parties and witnesses to the situation.

3 Hazardous Working Conditions

3.1 Any unsafe working conditions or hazards, whether inside or outside the building, are to be reported as soon as possible to the Library Director.
3.1.1 In the absence of the Library Director, the unsafe working conditions or hazards will be reported to the most senior staff members on duty.

4 Closing the Library

4.1 The responsibility for closing the library rests with the Library Director.

4.1.1 If the Library Director is unavailable, the responsibility rests with the most senior staff member on duty that day.

4.2 The library may be closed early if severe weather is likely to endanger employees or patrons traveling to or returning home from the library.

4.2.1 The library may open late if roads are hazardous.

4.2.2 Warnings by local police requesting people to stay off the roads may be a reason for closing.

4.3 If the library is closed due to power failure, heat loss, or other unsafe or hazardous conditions, staff should remain available to come in if called after the condition or hazard is resolved.
4.4 The Library may close for other reasons than the above mentioned upon the approval of the majority of the board.
5 Long Term Emergency Closure

5.1 Library staff will remain employed in the event of unforeseen or emergency circumstances that would impact the library’s ability to be open during regular hours. 5.1.1 Such circumstances include, but are not limited to, state or federal emergency proclamations, fires, storms, natural disasters, widespread illnesses among staff, etc.
5.2 All employees will be paid according to their salary or regularly scheduled hours with the following conditions.

5.2.1 Reasonable accommodations can be made for them to continue working remotely to provide service to patrons of the Mascoutah Public Library.

5.2.2 They do not acquire other employment that would interfere with their regularly scheduled hours and hinder their ability to perform their responsibilities to the Mascoutah Public Library as reflected above.

6 Emergency Procedures

6.1 Library staff should be thoroughly familiar with the library’s Emergency Manual in order to begin addressing emergencies without having to refer to printed material.

6.2 Medical Emergency

1. Call  911 for the Mascoutah Ambulance Department or 566-2255 for the dispatcher.

2. A first aid kit is available at the circulation desk, if necessary.

3. Get the person’s name, address and telephone number.

4. Offer to contact a family member, etc for the person.

5. Write and sign a report as to date, time, nature of emergency and procedures followed.

6. Give the report to the Library Director.

6.3 Threat of Violence

1. Call 911 at the first opportunity.
2. If possible, remove patrons and staff from the building, or to protected area.
3. Human safety is the highest priority
6.4 Bomb Threat
1. Record the time and any verbal conversation, keeping the caller on the phone with you. Do not hang up, even if the caller stops talking.
2. Use another phone to call 911 as soon as possible. (They may be able to trace the call.)  The FAX machine is on a separate line and can be used as a voice phone.
3. Without creating a panic, announce that the library is closing.
4. Evacuate everyone from the premises.
5. As you leave take your notes with you.
6. If the situation allows, the following information would be helpful to the emergency personnel

a. When is the bomb going to explode?

b. Where is it right now?

c. What does it look like?

d. What kind of bomb is it?

e. What will cause it to explode?
f. Did your caller place the bomb?

g. Why?
h. Who is the caller and where are they?
i. Did you hear any background sounds during the call, such as traffic, airplane, voices, music, motor, animals, or machinery?
j. Can you tell anything about the caller’s voice, such as gender, accent, well-spoken, taped message, irrational, crying, laughing, loud, soft, angry, calm, slow, slurred, cracking, ragged, lisp, familiar, clearing throat, stutter, nasal, deep or rapid breathing, excited? 
6.5 Weather Emergency -- Tornado

1. Close the building.

2. Quickly announce that the siren means a tornado has been sighted in the Mascoutah area.

3. Escort everyone to the area where there is no danger of flying glass, such as the meeting room or the restroom hallway.

4. If possible, take names and phone numbers of unattended children and call 
     their parents to assure them that the child is at the library.

5. Do not let children leave the library building.

6. Listen for the “All-Clear” signal before returning to main area.

6.6 Fire
1. Pull the closest fire alarm or dial 911.
2. If the fire is small, use a fire extinguisher according to the instructions on the extinguisher

3. Make the announcement “This is an emergency. Exit immediately using the fire exits.”

4. Escort all patrons to the nearest fire exit and assemble in the parking lot at a safe distance from the building.

5. In case of evacuation, take a staff schedule.

6. Meet the first responders and report the location of anyone still in the building to them.

7. Report the emergency to the Library Director
Jan 2023

GUID- 3

