Name_________________________

Emergency Guidelines Questionnaire - Questions
Read the entire Emergency Guidelines Manual for Booth Library.  Then circle the one correct answer to each question.  Student assistants and staff members may have different answers.

1. If a patron is having a simple problem, what should you do FIRST?

a. Call Administration or night security and have them call 911 or 3212.

b. Tell a staff member or your supervisor.

c. Go out and talk to them to see if you can resolve the problem.

d. Ignore them.

2. If you are faced with dangerous or threatening behavior, what should you do?

a. Alert a staff member who will call Administration or night security.

b. Tell a staff member or your supervisor.

c. Go out and talk to them to see if you can resolve the problem.

d. Ignore it.

3. What emergency exit door should patrons use if they are in the south building during an emergency?   

a. The east, southwest, or southeast emergency stairwell doors.

b. The atrium stairs.

c. The main south doors.

d. The main north doors.

4. If you are told by a staff member to evacuate the building, what do you do?

a. Tell patrons to leave the building pointing to the emergency exit doors.

b. Give assistance to handicapped patrons.

c. Escort people out of the building to the meeting point.

d. All of the above.

5. When should an incident report be filled out?

a. Whenever night security, administration, a coordinator, or 911 is called.

b. When you witness some type of unusual incident.

c. Whenever a supervisor tells you to.

d. All of the above.

6. What do you do if the fire alarm goes off and there is a handicapped or wheelchair bound person in the room?

a. If you are on the 1000 level, escort them out through the media services exit or south emergency exit. On 3000 and 4000 level, escort them to the Rescue Assistance System call box in the stairwell of the south emergency exit doors. On 2000 escort them to the southeast corner of the floor and tell them you will notify the police or fire department where they are.

b. Escort them to the elevator and put them in it.

c. Let them take care of themselves.

7. What do you do if you spot a fire or heavy smoke?

a. Pull the fire alarm.

b. Start the general evacuation of the floor giving assistance to handicapped patrons according to the guidelines in the Emergency manual.

c. Tell the building coordinator at the south door where you spotted the fire.

d. All of the above.

8. What should you do if someone calls to tell you they put a bomb in the building?

a. Keep them talking so that you can fill in the blanks on the “Bomb Threat Checklist” in the Emergency Guidelines Handbook.

b. Signal a co-worker to call 911 and report the problem.


c. Evacuate the building as soon as possible.

d. Don’t hang up the phone!  Even after they hang up, don’t hang up the phone!

e. All of the above.

9. Where does your desk keep the Emergency Guidelines Manual?

a. Next to the front counter phone.

b. In the drawer under the desk phone.

c. I don’t know.

10. What do you do if you see a small fire in a wastebasket?

a. Pull the fire alarm and tell a staff member.

b. Try to put out with a fire extinguisher.

c. Start the general evacuation of the floor giving assistance to handicapped patrons according to the guidelines in the Emergency manual.

d. Tell the building coordinator at the south door or staff member with the walkie talkie where you spotted the fire.

e. All of the above.

11. If you find an unconscious person, you should do what?

a. Give CPR.
b. Notify your supervisor, administration, or the night supervisor.

c. Immediately call 911, or find someone else to make to the call.

d. b and c.

12. If someone starts an argument with you about returned items with fines, you should do what?

a. Tell them to leave.

b. Give a “Fine Review Request” form and explain the procedure.

c. Ask them to speak with a staff member or supervisor if they are still argumentative.

d. b first then c.

13. If the building suddenly starts shaking, what actions do you take?

a. Yell "Earthquake! Take cover!"

b. Crawl under the nearest table.

c. Evacuate the building when the tremors stop if the building appears unstable.

d. All of the above.

14. If you lead patrons out of the building after an earthquake, why should you take them to the assembly point?

a. So that they won't be able to see what's happening in Booth.

b. So that they will be a safe distance from tall buildings and trees.

c. So that students won't be able to sneak back into the building.

d. None of the above.
15. If the electricity goes out, what do you do?

a. Get out the flashlights and check the elevators for trapped patrons.

b. Check the restrooms, study rooms, and other isolated rooms without emergency lighting.

c. Check with the staff member, supervisor or night security for further instructions.

d. All of the above.

16. Where are the boxes to activate a fire alarm on your level?

a. Next to the Atrium doors.

b. Next to the south emergency exit doors.

c. Next to the north emergency exit doors.

d. Next to the emergency door on the east side of the floor.

e. All of the above.
17. Where are the flashlights?

a. On a staff member's desks.

b. At the service counters.

c. All of the above.

d. None of the above.

18. Where are the fire extinguishers located?

a. On pillars in the open areas and stacks.

b. Behind the service desks.

c. On pillars in the labs.

d. All of the above.

19. If someone gets trapped in the elevator, you should do what?

a. Ask them to remain calm and tell them you will contact someone to get them out.

b. Call Administration 6061, call the night security person at 549-1936 or 581-6071, or call 911.

c. Tell a staff member or your supervisor.

d. All of the above.

20. If there is a severe thunderstorm with lightning, thunder, and flickering lights, you should do what?

a. Ask patrons to get away from the windows.

b. Tell patrons it is not safe to leave the building and to be prepared to take cover.

c. Tell patrons on computers that it may be best to save their work.

d. All of the above.

21. If someone calls and says that there is a severe weather watch, what do you do?

a. Be prepared to take action.

b. Keep an eye on conditions.

c. Inform patrons, especially handicapped patrons, there is a watch and that they may consider moving down to the 1000 level.

d. All of the above.

22. If the PA system announces a tornado watch or warning in the Coles County area, what do you do?

a. Inform handicapped and wheelchair bound patrons that they should move to the 1000 level of the building by elevator.

b. Wait for instructions.
c. Evacuate everyone to the designated tornado areas and/or restrooms.

d. Get under the tables.
23. If the tornado siren goes off and the P.A. announcement kicks on announcing a tornado was sited near Charleston, what should you do?

a. Escort wheelchair patrons to take the elevator to the first floor or if they prefer to a safe hallway or a bathroom on the same level.

b. Direct all other patrons down the Atrium stairs to the 1000 level tornado shelters.

c. Do not exit the building.

d. All of the above.

24. If it is 10 AM on the first Tuesday of the month and the sirens all go off, what should you do?

a. Inform patrons that it is the monthly test of the alarm systems and that they may ignore it.

b. Evacuate everyone to the designated tornado areas and/or restrooms.

c. Get under the tables.

25. Where are the rubber gloves, first aid kit, and emergency supplies?

a. In the break room.

b. In the supply cabinet.

c. In a staff member’s desk.

d. In a drawer at the front counter.

26. What should you do if you discover water leaking onto part of the collection?

a. Tell a supervisor or staff member and wait for instructions.

b. Find plastic in the storage room or server room and cover the shelves affected.

c. Call Admin during the day and night security or a coordinator at night.

d. b and c above.

27. If you spot any other problem not listed above, you should do what?

a. Tell a staff member or supervisor

b. Tell the night security person or building coordinator.

c. Tell Administration or Dean Lanham.

d. Start with A and work your way down the list until you can report the problem to someone.

28. What do you do if someone reports a patron having a seizure or other medical emergency?

a. Tell a staff member, admin, or the night security person and follow his directions.

b. Be sure someone calls 911.

c. Check on the patron to see if he needs immediate assistance.

d. Wait at the desk to lead paramedics and security to the patron.

e. All of the above.

29. What should you do if you see someone stealing from or vandalizing the library or its property?

a. Tell a staff member so that they can report it.

b. Ask the patron to accompany you to the service desk and ask for his/her panther ID and notify your supervisor.

c. Report it to Admin or night security person and fill out an incident report.

d. A, b and c.

30. True or False?  

A tornado watch: conditions are right for a tornado.

31. True or False? 
         

A tornado warning:   a tornado has been spotted in the area.

How many fire extinguishers can you find on your level? 





From your counter locate the nearest fire alarm pull.  Where is it?




     
Where are the others?
 










Where are the safe tornado shelter areas on your level?
 







If I am unsure what to do, I should:______________________________________________________________
