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EMERGENCY TELEPHONE NUMBERS

Immediate Action:
1.  Call Emergency Help
911

2.  Call Library Help

a.   During Regular Hours (M-F, 8am-5pm) 

· Call the Administration Office
581-6061
· Service Heads Notify Respective Staff 

b. Weekdays after 5pm and Weekends

· Call the Circulation Desk 
581-6071
· Call the Reference Desk
581-6072
       (Phone tree to be used if public address system is not functioning)
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Telephone Tree – Booth Library

 
	IN HOUSE DISASTER RECOVERY TEAM MEMBERS
     

	Janice Derr (Chair)

	581-7555
	549-9741

	Steve Brantley
	581-7542
	512-2005

	David Bell
	581-7547
	345-4881

	Stacey Knight-Davis
	581-7549
	232-2267

	Bradley Tolppanen
	581-6006
	345-5409

	John Whisler
	581-7561
	348-8260

	Sarah Johnson
	581-7551   
	                   345-3088

	
	
	

	BUILDING COORDINATOR

	
	

	Zachary Newell
	581-6061
	            508-776-0301

	Arlene Brown
	581-6062
	217-822-7696 

	
	
	


EMERGENCY GUIDELINES COMMITTEE
Mission:

To be responsible for planning and preparing to meet emergency situations in Booth Library that may threaten health or personal safety.

Membership:
The committee members and the chair are appointed annually by the Dean.  The Committee shall meet at least once each quarter.

Current committee members:

Janice Derr, Chair

David Bell

Arlene Brown

Chris Cougill

Responsibilities:
The Committee shall be responsible to produce, regularly review and disseminate the Booth Library’s Emergency Guidelines Manual, and to provide leadership in appropriate training of all library personnel to react to the gamut of possible threats. 

PUBLIC SAFETY

Division of Authority:

1.
Vice President for Business Affairs
Responsibilities:  Fire prevention, including alarm systems and reporting guidelines; equipment and facility safety conditions for classrooms, offices, work areas, recreational areas, auditoriums, gymnasiums, and the campus at large, including residence halls of the University; and the organization and administration of an advisory Environmental Safety Committee.

The Environmental Safety Officer shall work with the Environmental Safety Committee in developing and recommending, through the Vice President for Business Affairs, the following:

a.  Campus-wide regulations and guidelines related to fire protection and fire reporting for the entire campus.

b.  Safety regulations pertaining to large-group meetings or assemblages of any sort in university facilities.

c.  Other safety regulations and guidelines related to the above defined responsibilities.


 In the enforcement of established safety regulations, the Environmental Safety Officer shall make regular inspections and seek, through direct communication with the appropriate supervisor, to get correction of any unsafe conditions.  If, within a reasonable period of time, this approach fails, the Environmental Safety Officer shall communicate the lack of cooperation to the Vice-President for Business Affairs, who shall then be responsible for taking further action.  Each time a communication is forwarded by the Environmental Safety Officer to the Vice-President for Business Affairs concerning a safety matter in some area under the supervision of a vice president or staff officer other than the Vice President for Business Affairs, a copy of that communication shall be sent to the appropriate vice president or staff officer.

2.
Vice President for Student Affairs

Responsibilities:  Security and law enforcement, parking and vehicle and pedestrian safety, safety measures relating to natural disasters (tornado, earthquake, etc.) and crowd control.

The Chief Public Safety Officer, through the Vice President for Student Affairs, shall develop recommendations pertaining to these responsibilities for consideration by appropriate officials and bodies.

Conflicts:  When jurisdictional conflicts occur between the Environmental Safety Officer and the Chief Public Safety Officer, each will be responsible for reporting the conflict to his or her respective vice president.  Responsibility for resolving the conflict will rest with the vice presidents and/or the President. 
CAMPUS EMERGENCY NOTIFICATION SYSTEM
The university has instituted a Campus Emergency Notification System with which to notify the campus community in the event of an emergency situation.  The system consists of three methods of communication:

· A siren/public address system will sound a “pulse tone” followed by a public address message, as needed.  This pulse tone notifies students, faculty and staff to check their EIU email for important information.
· An email message to all students, faculty and staff to provide information about the emergency.

· A phone tree to notify key individuals in departments/programs on campus who will, in turn, post this emergency information in accessible locations for the general public.

GENERAL EVACUATION GUIDELINES
Immediate Action:  
1. Instruct everyone in your area to leave the building.

2. Take flashlights along with you.

3. Check the area(s) assigned to your department (see list below) for staff and patrons and instruct them to leave the building.

4. Check areas where there are no visual emergency signs (e.g., study carrels).

5. Assist disabled patrons.

6. Evacuate the building using the nearest emergency exit.  
6.   Report to assembly point listed below:

· From South part of library, assemble on sidewalk south of clock tower.

· From North part of library, assemble at the Commemorative Courtyard west of the library quad.

7.
After reporting your own evacuation to your department head, assist in directing patrons and foot traffic away from the building (far away for bomb threats) and out of driveways so fire and emergency personnel have clear access.     

8.
Send one person to report to the Building Coordinator or senior most library staff member.
DEPARTMENTAL RESPONSIBILITIES IN CASE OF BUILDING EVACUATION: 
(Sections in italics denote areas of shared responsibility.)

1.
Reference/Collection Development
Clear patrons from the following areas:

Reference rooms, Reference computer area, Room 3105, Ballenger Teachers Center, 

Room 3202, 2000 level North, front lobby, and front foyer.
During the night shift, Reference will also clear 1000 level North.
2.
Circulation

Clear patrons from the following areas:

3000 Level South, including ILL, faculty offices, faculty carrels, restrooms, and 2000 level South (through the Southeast emergency exit).
During the night shift, Circulation will also clear 1000 level South.

3.
University Archives

Clear patrons/staff from University Archives.  

4.
LTS
Clear patrons from the following areas:

4000 level South, including group study/listening rooms, computer labs, Library Conference Room, e-classroom, and public restrooms.  
On weekdays after 5pm and weekends, clear all the above plus the staff lounge and restrooms on 4000 South.
5.
Administration
Clear patrons/staff from the Administration Offices.    
On weekdays before 5pm, clear the staff lounge and restrooms on 4000 South, and the Dean’s Conference Room.

6.
Cataloging

Clear patrons/staff from Cataloging. 

Assist in clearing the following areas:

1000 level North, including the vending and lounge areas, restrooms, Faculty Development, and microforms area.
8.
Acquisitions

Clear patrons/staff from Acquisitions and the receiving room.

During the day shift, assist in clearing patrons from 1000 South, including faculty offices and restrooms.

1000 Level:


2000 Level:

3000 Level:

4000 Level:

SPECIAL EVACUATION GUIDELINES
FOR THE DISABLED

Immediate Action:

Attempts should be made to render whatever special assistance is necessary in case of evacuation.  Always identify yourself and briefly explain evacuation guidelines to them.
FOR WHEELCHAIR OR WALKER ASSISTED:  

FIRE:  

1.  Accompany the patron to a handicapped-accessible exit, or delegate someone else to do so. Do not attempt to use the elevators if the fire alarm has been pulled.
2.  If the handicapped-accessible exit is blocked, accompany the patron to the nearest emergency stairwell.  Activate the Rescue Assistance System call box if one is located in the landing of the emergency stairwell.  On the 2000 level where there is not a Rescue Assistance System, have the patron stay just above the southeast stairwell. Be sure the patron understands that the fire department is equipped with “stair chairs” for evacuating disabled persons and that you will report their location to emergency personnel.  In accordance with the University Safety Policy, untrained persons should not attempt to carry wheelchair-bound patrons.

TORNADO:

1.  Accompany patron to the designated shelter area of the level they are on if tornado is imminent.  If tornado is not imminent patron may use the elevator to go to the first floor.
2.
Disabled patrons should be given the option of moving to a shelter or lower floor at the intermediate warning level or when a Tornado Watch is announced.
FOR VISUALLY IMPAIRED:

1.  Accompany the patron to an appropriate stairwell exit, offering your arm to guide them.

2.  If there is a guide dog, it will not interfere with your attempts to assist the patron.  Let the dog follow or ask the patron to bring it on a leash.

3.  For the patron’s safety, enter the stairwell exit only when the crowd has thinned.

4.  Accompany the patron to a place of safety.

FOR THE HEARING IMPAIRED:

1.  Communicate the need to evacuate the building to the patron by speaking slowly (to allow lip reading), writing a note, or using sign language.

2.  Accompany the patron to a place of safety according to evacuation guidelines.

3.  Be sure to check areas where there are no visual emergency signs (e.g., study carrels).
BOMB THREAT

Immediate Action:

1.  DO NOT HANG UP THE PHONE when the call ends!!  Keep the phone off the hook after the caller hangs up.  

2.  DO NOT IMMEDIATELY PULL THE FIRE ALARM!! 
3.  Stay calm.
4.  If an explosion does not appear imminent, get as much information as possible (time, kind of         

bomb, location, anything else).  Use the ATF Bomb Threat Checklist (next page) to write down information that may assist in apprehending the person responsible.

· When is the bomb set to explode?

· Where is the bomb? 

· What does it look like?

· Did the caller place the bomb?

· Why?

5.  If possible, alert someone around you (a note or anything) that you have received a bomb threat.  That person will do the following:

· Contact Circulation to use the PA system to announce an evacuation of the building.  Use General Evacuation Plan to assembly locations specified on  page 5.  DO NOT PULL THE FIRE ALARM.
· Call 911 and report the name and location of the person taking the call and any other details known at that time (especially claimed time of explosion).
· Call the Administration Office (581-6061) on weekdays before 5pm.  Call the circulation desk (581-6071) or the reference desk librarian at (581-6072) on weekdays after 5pm and on weekends. The person receiving the call will meet emergency personnel near the south entrance.

6.
Be calm and get as many details as possible.  Do not hang up the phone!

7.
Get Maximum Information
Keep the caller on the telephone, if possible, and WRITE DOWN as much of the ATF Bomb Threat Form information as you can (next page)

8.
If an explosion occurs in the building, pull the nearest fire alarm and help evacuate the   

building.

ATF BOMB THREAT CHECKLIST
REMEMBER: DO NOT HANG UP THE PHONE!!  

Keep the phone OFF the hook after the caller hangs up.

Exact time of call

Exact words of caller
Questions to ask:
1.  When is the bomb going to explode?

2.  Where is the bomb?

3.  What does it look like?

4.  What kind of bomb is it?

5.  What will cause it to explode?

6.  Did you place the bomb?

7.  Why?

8.  Where are you calling from?

9.  What is your address?

10.    What is your name?

Caller’s voice (Circle all that apply):


Calm
Disguised
Nasal
Angry
Broken


Stutter
Slow
Sincere
Lisp
Rapid


Giggling
Deep
Crying
Squeaky
Excited


Stressed
Accent
Loud
Slurred
Normal

If the voice is familiar, whom did it sound like?

Were there any background noises?

Remarks:

Person receiving call:

Telephone number called received at:

Date:

Report call immediately to building coordinator:


Call the Administration Office (581-6061) on weekdays before 5pm.  Call the circulation desk at (581-6071), or call the reference desk librarian at (581-6072) on weekdays after 5pm and on weekends.  
DISTURBANCES & RULES VIOLATIONS
All staff members should take responsibility for maintaining acceptable standards of conduct and uses of the library.

Dangerous behavior:
1.  Avoid confronting the individual if possible.

2.  Call 911 to report any behavior that could potentially result in harm to people or the facilities.  Give your name, location, and description of the problem.  

3.  Examples of disturbances that should be reported immediately include, but are not limited to, physical blows to people or property, malicious damage to library facilities, possession of dangerous weapons, and behavior that appears to be drug or alcohol induced.  (See also the section labeled “Drugs or Psychiatric Emergencies” on page 13.)  

4.  Call the Administration Office (581-6061) on weekdays before 5pm.  Call the circulation desk at (581-6071), or call the reference desk librarian at (581-6072) on weekdays after 5pm and on weekends.    

Nudity or other unusual behavior in the stacks:
1.  Call Security immediately (581-3212).  Describe the individual and his/her last-known location.

2.  Ask the person observing the behavior to stand by to give details to Security.

Non-emergency minor disturbances and violations of library regulations:
1.  Evaluate the situation and use your best judgment.  Sometimes a polite suggestion to the person will suffice.

If no cooperation is forthcoming, ask the person’s identity.  Then report the situation to the Administration Office (581-6061) on weekdays before 5pm.  Call the Night Librarian at (549-1936) or at (581-6071), or call the reference desk librarian at (581-6072) on weekdays after 5pm and on weekends.    A decision on an appropriate course of action will be made. 

DRUG OR PSYCHIATRIC EMERGENCIES

Immediate Action:

1.  Avoid confronting the individual if possible.  Call SECURITY (581-3212) or 911, if the situation is dangerous. Give your name, location, and description of the problem.

2.  Stay calm.  DO NOT GET INTO AN ARGUMENT.  Speak calmly and firmly to the person involved.  

3.  Listen.  Try to understand the person’s point of view.  

4.    Be alert to the possibility of violence.  Telephone or have someone telephone Security (581-3212), or 911 if the situation seems dangerous, and give the following information:

· Your name and location.

· Person’s name (if known) and location.

· Symptoms and behavior.
· Person’s description: personal appearance, height, clothing, etc.
5.  Be patient.  Gain as much time as possible since the person’s perception may only be temporarily distorted.  

6.  Contact the Administration Office (581-6061) on weekdays before 5pm.  Call the circulation desk at (581-6071), or call the reference desk librarian at (581-6072) on weekdays after 5pm and on weekends.     

General information:

1. Causes:  Psychiatric crises can be caused by many things, ranging from scholastic pressures to drug withdrawal.

2. Actions:  The person’s antagonism may be directed either against her/himself or someone else, suicide and homicide being the most extreme forms.

3. Your Attitude:  Library personnel should be pleasant, considerate, helpful and understanding.
EARTHQUAKE
Immediate Action:

1.  Stay calm, think clearly.

a.   Stay away from glass & exterior walls.

b.   Do not enter elevators or stairwells while the building is shaking.

2.  DROP to the floor, TAKE COVER under something sturdy like a desk or a table, HOLD ON TO IT, and be prepared to move with it.  

a.  Cover your head with your arms and hands or heavy clothing.

b.  Hold that position for the duration of the earthquake.

3.  If you are in the stacks, try to get to an area of greater safety.

4.   Be alert for gas and water leaks and broken electrical wiring.  The building may be unstable, 


and explosions and fires are possible.  DO NOT TURN ON OR OFF ANY ELECTRICAL 


DEVICE, FLASHLIGHT OR RADIO.

5.   If you are outside, stay there.  Move away from wires.  Don’t enter a building during an 

earthquake.    

6.  After the initial shock, assemble outside the building.  For those exiting to the north, 
     assemble in the Commemorative Courtyard; those exiting to the south should assemble on 
     the sidewalk south of the clock tower.  Stay clear of trees, power lines, and other buildings. 
     Report to your departments meeting point so it can be determined that everyone has 
     evacuated the building.


      Assembly point__________________          Alternate point__________________

7.   Be prepared for aftershocks.  Protect yourself at all times.

EARTHQUAKE

Preparing for an earthquake:

An earthquake is often accompanied by a loud noise like the rushing of a train.  Initial earth movement and swaying of structures caused by an earthquake could be followed sometime later by aftershocks, usually of decreasing severity.  The actual movement of the ground in an earthquake is seldom the direct cause of death or injury.  Most casualties result from falling objects and debris.   There is no way yet to predict the time or place of an earthquake.  In our area, there is a 60% chance of a major earthquake during the next 10-15 years.

Before an earthquake:

1.  Know the safe places in your work area. Make sure everyone knows to meet at your      

department’s emergency rendezvous spot outside the library if the building is evacuated. 

2.  Make your work area safer.  Anchor shelves and free-standing furniture to the walls or floors.  Keep large or heavy objects and books on lower shelves.

After an earthquake:

1.  Expect aftershocks.  Additional tremors may cause further damage and could cause already weakened structures to collapse.  Be prepared to take cover again.  (If you are outside, do not enter or re-enter damaged buildings.)

2.  Check for injuries.  However, do not try to move injured persons unless they are in immediate danger.  (Exercise caution – don’t injure yourself.  Get help if necessary.)

3.  Avoid using the telephone unless there is a serious injury or fire.  Leave the lines open for official use.

4.  Be alert for gas or water leaks and broken electrical wiring.

5.  After the initial shock and as soon as it seems safe, clear the building and assemble to the north in the Commemorative Courtyard or to the south on the sidewalk south of the clock tower.  Meet at your predetermined assembly point or alternate assembly point so that those in charge may be sure that everyone has evacuated the building safely.

ELECTRICAL POWER FAILURE

Emergency lighting will come on.

North and central elevators will stop working.  

(South Elevator will still work.)

1.  Notify the Administration Office (581-6061) on weekdays before 5pm.  Call the circulation desk at (581-6071), or call the reference desk librarian at (581-6072) on weekdays after 5pm and on weekends.    The responsible person will then call Security.      

2.  Check north and central elevators for stranded patrons.  Assure the stranded patron(s) that you are getting help.  

	Location
	Responsible Area

	North elevator
	Reference

	Central elevator
	Library Technology Services


3.  South elevator is on generator power and may be used for evacuation of disabled patrons.

4.  In the event that someone is stranded during regular hours, call the work order station (581-3416).  At all other times, call Security (581-3212).  

5.  Turn off all of the computers in your area to protect from power surges when power is restored.

6.  Flashlights have been assigned to each area.  

      Your flashlight is located ___________________________________.

7.  Check rest rooms, study rooms, meeting rooms, and other isolation areas for persons in total darkness.

8.  Whenever possible, Library Administration will advise you if any further action is necessary.  

ELEVATOR ENTRAPMENT

When the elevator alarm rings:

1.  Determine if the alarm is genuine.  (Locate the nearest elevator entrance and listen for sounds such as the elevator car moving unnaturally or someone banging or yelling).

2.  Make an effort to locate the car by going from floor to floor.

3.  When you find the stopped elevator car, talk to the person(s) inside.  Identify yourself and reassure them. Your objective is to prevent panic.  If a victim is having difficulty breathing or staying calm, ask the person to sit down on the floor and relax.  If you must leave, tell the person(s) that you are going to get help and will return soon.

4.  Tell them they must not try to leave the elevator or attempt to pry the doors open.

5.  Notify the Administration Office (581-6061) on weekdays before 5pm.  Call the circulation desk at (581-6071), or call the reference desk librarian at (581-6072) on weekdays after 5pm and on weekends, and they will call Security (581-3212).

If you are trapped inside an elevator:

1.  If an elevator door won’t open or the car is stuck, push the alarm button to summon help.

2.  Do not attempt to pry the doors open.  Wait for help to arrive.

FIRE

Immediate Action:

1.  Fire alarm activation is automatically transmitted to 911, and the EIU police department and the Charleston Fire Department are automatically notified. 
2.  Assist disabled patrons.  Elevators will not work.  In accordance with the University Safety Policy, untrained personnel should not attempt to carry wheelchair bound patrons.  Assist disabled patrons by moving them into an emergency exit stairwell and activating the Rescue Assistance System call box which is located in all 3000 south and 4000 south stairwells.  Handicapped patrons on 2000 should be escorted to the stairwell at the south end of that floor.  Those patrons should be assured that their location will be immediately relayed to emergency personnel.  Be sure they understand that the ambulance is equipped with “stair chairs” for evacuating disabled persons.    

3.  Evacuate the building checking assigned areas.  (If someone refuses to leave during a fire, report their location to security or fire department personnel.)

4.
Direct people away from the building and out of driveways so fire and emergency

personnel have clear access.

5.    Monitor and redirect foot traffic away from the area until the alarm has stopped sounding.  

6.  Go to the designated departmental assembly point  listed below:

·  From South part of library, assemble on sidewalk south of clock tower.

· From North part of library, assemble at the Commemorative Courtyard.

      Fire Extinguishers are in the following locations:

      _________________________________       ________________________

     ___________________________________________
     ___________________________________________
      Fire alarms:  __________________________________________
      
     ___________________________________________
     ___________________________________________
FIRE

Preparing for a Fire:

In case of a fire alarm, all persons will be expected to leave the building.  Determine the location of the fire extinguisher nearest your place of duty.  While this equipment has been provided for use by building occupants, you are not expected to jeopardize yourself in its operation.  Familiarize yourself with the fire alarm boxes and the building’s fire exits and regular exits.  Know the assembly area designated for your department.  

The person activating the fire alarm should call the Security Office (581-3212) to give the location of the fire and any pertinent information.  Firefighters should be met at or near the south entrance to the building by Library personnel who know where the fire is.

There will be both visual and audible signals that a fire alarm has been activated.  Assist disabled persons to the handicapped-accessible exit.  If such exits are blocked, assist those in wheelchairs to the nearest, safe emergency exit stairwell and activate the Rescue Assistance call box or to the southeast stairwell on 2000 south.  Tell them that you will report their location to the fire department.  Leave the building immediately through the nearest exit, telling anyone in your area and anyone else you see to leave immediately. Report to your designated area.  Do not congregate on roads or walks; this impedes fire department personnel.  Do not re-enter the building until the fire department or security notifies the staff that it is safe to re-enter.

In the event of a wastebasket fire, first pull the fire alarm to get help on the way.  Then, if you feel comfortable and the fire is manageable use the fire extinguisher to put it out.  This type of fire must be reported to the EIU Safety Officer, Dan Deeken (581-3319).

SEVERE MEDICAL PROBLEMS OR DEATH
There is a defibrillator box on 3000 South by the elevator.
Unconscious or Incapacitated Person:

This section applies to persons who, through unconsciousness or incapacity, are incapable of making or communicating decisions regarding medical treatment or transportation.  

Immediate Action:  CALL 911 IMMEDIATELY

Do not presume death has occurred.  

Provide the following information:

1.  Your name and location.

2.  State that you need medical assistance.  Describe the situation, including person’s name, if possible, and confirm location.  

3.  Provide information from a “Medical Alert” tag, which may be located on a chain around the neck or the wrist, or in a wallet.  Such tags indicate special medical problems.

4.   Give any further directions to aid in getting medical personnel here quickly.  

Secondary Action: Notify the Administration Office (581-6061) on weekdays before 5pm.  Call the circulation desk at (581-6071), or call the reference desk librarian at (581-6072) on weekdays after 5pm and on weekends.   

Conscious Person:

Immediate Action:  

1.
If the person is capable of making decisions regarding transport and/or treatment, assist them in making such arrangements.  

2.  Advise them that limited First Aid treatment is available at the University Health Service and offer to call 911.  Inform the person that the university will not provide transportation, nor pay for ambulance service.  (IGP # 180: http://www.eiu.edu/~auditing/IGP/policy180.html)

3.   Ask the person if they have any medical condition that might be causing the problem.  Look for a “Medical Alert” tag.  

4.  Only render CPR if you have proper training and the situation calls for it.   

SEXUAL ASSAULT

Immediate Action:


1.   In a life threatening emergency situation, call 911. 

· State your name, location, and the nature of the emergency. 

· Listen carefully, follow their instructions exactly, and stay with the assault victim.

2.   If the situation is non-life threatening, notify Security (581-3212), wait with the victim and do the following:

· Find a quiet place for the victim to sit, preferably in a private office.  If the victim cannot be moved, stay with him/her, offering whatever assistance you can.

· Ask the victim if there is anyone to be called - family, a friend, or the Sexual Assault Counseling and Information Center Rape Hotline (1-888-345-2846).  Assist in making the calls.

· Be aware of the possibility of shock; keep the victim warm and quiet.

· Do not try to question the victim about the incident, but listen if the victim needs to talk.  
· Try to obtain the victim’s name.

· When emergency personnel arrive, give them your name and any other information they may need, and make yourself available for a statement if necessary.

TORNADOS AND SEVERE THUNDERSTORMS

Tornado WATCH:  Immediate Action
1.  This means that conditions are optimal for a tornado to develop but a tornado has not been sighted.

2.
The person receiving the call will notify Circulation (581-6071) of the watch area and time frame.  The person answering the call at Circulation will immediately give the message to the person responsible, who will then make the following announcement through the library's public address system, reading it in a calm, deliberate voice:

"May I have your attention, please?  A tornado watch has been issued for the Coles County area until _____AM/PM.  A tornado watch means that conditions are favorable for tornados in and close to the watch area.  Persons in these areas should be on the lookout for threatening weather conditions and listen for later statements and possible warnings.  Again, a tornado watch has been issued for the Coles County area until ____AM/PM."
3.
Circulation and Reference Desk Staff will place the "Severe Weather Watch" signs on stands inside the north and south gates.

Tornado WARNING  for Coles County:  Immediate Action
      1.   This means that a tornado has been sighted in Coles County but that Charleston was not 

included in the NWS warning.  SIRENS WILL NOT SOUND.

      2.   Circulation activates the public address system to announce this warning.  This is NOT an evacuation, just a notification to remain on “heightened alert”.  The person reading the following message will use a calm, deliberate voice:

May I have your attention, please? A Tornado Warning has been issued for the larger Coles County region until _____(AM) (PM).  The Charleston area is NOT currently under a direct threat of a tornado.  Local sirens will sound if a tornado is sighted in our immediate area. At this time, please gather your belongings and be prepared to move, if necessary, to the designated shelters. The library staff will provide directions at that time. If you wish to move to the sheltered area now, please ask the staff for assistance. We will continue to monitor the weather for further developments. Again, the Coles County region is under a Tornado Warning until __________ (AM) (PM).

3.
Circulation and Reference Desk Staff will place the "Severe Weather Watch" signs on stands inside the north and south gates.
TORNADOS AND SEVERE THUNDERSTORMS

Tornado WARNING EVACUATION (for Charleston):  Immediate Action
1.   A tornado has been sighted in the immediate Charleston area.  The sirens should be on and have activated the public address system.  If CCOM (911) calls Reference before the sirens go off, they will notify Circulation to activate the public address system recording.

2.   Direct all personnel to take cover (take personal belongings) on the 1000 level:   

· 1000 North in microforms area, the vending hallway, and the restrooms.Cataloging hallway may be used during the day or for overflow at night.

· 1000 South in aisles between compact and fixed shelving.

· 3000 South copier room hallway (Rm. 3467)

3.
Circulation and Security Desk Staff will place the "Tornado Evacuation" signs on stands inside the north and south gates.

4.
In the event of a power failure, battery-powered flashlights are available at all public service desks.  Staff will use these to escort patrons to safety.   

5.
To the extent that it is reasonably safe to do so, see that your area, as assigned on 

       pages 5 and 6, has been cleared of occupants.

6.   Look for disabled persons in need of special assistance.  If there is time to do so, patrons in wheelchairs may be moved to the lower level via the elevators otherwise direct them to secure areas on the same floor.

7.   In the shelter, sit down on the floor and try to cover your upper body.  

8.   Stay there until you receive word from the weather watcher in Circulation that it is safe to exit.  There is no “all clear” siren.  

9. 
If the siren sounds again, it means that a second tornado has been sighted. 

TORNADOS AND SEVERE THUNDERSTORMS

Preparing for a Tornado WATCH:

A tornado “watch” means that conditions are right for a tornado to develop.  In the event of a tornado watch, CCOM (911 Service) will call the university police, who will call the message center in Mattoon.  The message center speed dials all areas on campus, including Booth Library.  They will call reference (if no answer, they will call circulation) and inform them of the type of watch and the time it will end.  The department receiving the call will notify Circulation (581-6071) to read the scripted public address message. 

Flashlights are located at all public service desks for use in the event of a power failure. Keeping these flashlights available and operable at all times is the responsibility of the Service Heads.

Preparing for a Tornado WARNING:

A tornado warning for the Coles County region means that the library has been notified by CCOM of the sighting within the county.  Circulation staff reads the tornado warning message over the public address system, and staff goes on high alert.   Designated staff will monitor the weather and will advise disabled patrons of the advisability of moving to the lower level.  
A tornado warning for Charleston is indicated if the tornado warning sirens, located on top of the library, sound.   Evacuation is necessary, and everyone should go immediately to a shelter area.  Take personal belongings and flashlights, if available, with you.  Keep away from outside walls, doors, and windows.  Follow all evacuation steps as outlined.
Shelter Areas:
· 1000 North in microforms area, the vending hallway, and the restrooms.   Media Services/Cataloging hallway may be used during the day or for overflow at night.

· 1000 South in aisles between compact and fixed shelving.

· 3000 South copier room hallway (Rm. 3467)
Arrows will point the way to the shelter areas which are marked with the tornado symbol.  Upon arrival at a shelter area:

1.  Assume a seated position on the floor, with the head down and hands locked over the head.  If available, use a jacket or heavy cloth material to cover the upper body and head.

2.  Leave a passageway through the center of each shelter area.

An individual should be designated in each unit to make sure all areas are cleared of people when an emergency occurs. Disabled persons should be given appropriate assistance.

Designated Tornado Shelter Areas
When a tornado warning is announced, all patrons should be evacuated to the 1000 level designated shelter areas.  Staff will follow all evacuation procedures for emptying their area.  A staff or student assistant should lead patrons down the atrium stairs to go to the appropriate shelter areas in 1000N or 1000S.

Patrons with disabilities including those patrons in wheelchairs may be put on the elevator to go to the 1000 level shelter areas.  If this is not possible, they should be escorted to designated tornado shelter areas on the floor they are on.  If the tornado is imminent, restrooms and other inner hallways without glass are also considered safe areas on all floors.

TOXIC FUMES

Immediate Action:

1. If any unusual odors are noticed, notify the Administration Office (581-6061) on weekdays before 5pm.  Call the circulation desk at (581-6071), or call the reference desk librarian at (581-6072) on weekdays after 5pm and on weekends.   

a.
If there is concern for the physical safety of personnel, ask that the area be evacuated, and block it off so others may not enter.

b.
Toxic fumes may be present in an area due to a variety of situations, including: 
· Broken or leaking toxic waste pipes

· Electrical or mechanical fires

· Chemical spills (e.g. cleaning solvents)

c.
Keep in mind, toxic fumes can be odorless.  

2.
If there is evidence that personnel are experiencing symptoms of illness (headaches, nausea, burning sensations in the eyes, or difficulty breathing), do the following:

a.
Evacuate the immediate area.  If possible, assist those who have been overcome by the fumes.  (Use caution.  If others have been overcome, you may be too.)

b.
Block off the area.  Do not permit anyone into the area until it can be determined safe to re-enter.

c.
Call in the problem to the Administration Office (581-6061) on weekdays before 5pm.  Call the circulation desk at (581-6071), or call the reference desk librarian at (581-6072) on weekdays after 5pm and on weekends.   Explain the problem and give specific location information.

d.
If the situation is determined to be extremely threatening, pull the nearest fire alarm and proceed to evacuate the building using the rules for General Evacuation.

WATER DAMAGE

Immediate Action:

1.  Report any water entering the building or any leaking pipes to the Administration Office (581-6061) on weekdays before 5pm.  Call the circulation desk at (581-6071), or call the reference desk librarian at (581-6072) on weekdays after 5pm and on weekends.    If none of them are available, call security (581-3212), or if the water leak is very bad, call after hours work control (581-3416).  
2.  Take necessary steps to minimize damage.

3.  Assemble available people to help with damage control.

4.  Ask everyone except those working on the emergency to leave the area.  Block off the area to keep everyone out until the problem is corrected.

5. For overhead leaking, cover bookshelves, desks, computers, and other threatened items with plastic sheeting.  Plastic sheeting is located on the Preservation Supply Cart which is located in the second small storage room east of the Circulation Desk on the 3000 level.  The key to the second door is kept in the left-hand center drawer at the Circulation Desk.
6. If necessary, remove materials housed near floor level to a safe place.
DISASTER RECOVERY

Prime objectives in disaster recovery are to stabilize the condition of the collection so no further damage occurs, and to salvage the maximum amount of materials possible, whether it be in terms of number of volumes, high-priority items, or high-cost items. Time is almost always a critical factor, because mold and mildew will appear within 48 to 72 hours after water damage occurs.
Initial Response:  
Depending on the size of the disaster, the initial response could include the following steps (not necessarily in this order):

1. Assess the nature of the damage, the number of items affected and their importance, the types of materials affected, and the actions needed.

2. Develop a recovery plan based on assessment of damage.

3. Establish a command post.

4. Notify and convene the necessary staff and experts.

5. Gather essential supplies to implement necessary recovery actions.  

Supplies for initial response can be found on the Preservation Supply Cart which is located in the second small storage room east of the Circulation Desk on the 3000 level.  The key to the second door is kept in the left-hand center drawer at the Circulation Desk.
6. Brief assembled personnel on guidelines to be employed.

7. Establish security measures.

8. Eliminate hazards to accessing collections.

9. Take the following actions to stabilize the environment:
a. Reduce humidity level as much as possible.

b. Lower the temperature to below 70 degrees F.

c. Increase air circulation with fans and air conditioning.

10.   Take photographs to document damage.

INCIDENT REPORT FORM

An Incident Report Form (see copy on the next page) should be completed to record any unusual, suspicious, or threatening occurrence that is witnessed or reported to library staff members.  Examples of incidents that might be reported include disruptive or suspicious patron behavior, damage to the building, instances in which campus police or other emergency services were summoned to the library, etc.  Information reported should be as complete and detailed as possible, and the form should be promptly delivered to the reporter’s supervisor.  The supervisor will notify the Dean of Library Services and pass along the form when appropriate.  The incident report form may be obtained from the forms kiosk in the staff mail room, photocopied from this manual, or downloaded from Booth’s Intranet site: http://intra.library.eiu.edu/forms/incidentreport.pdf .  
 SEQ CHAPTER \h \r 1BOOTH LIBRARY INCIDENT REPORT
	Date of incident:
	Date of report:

	Time of incident:                         am/pm
	Time of report:

	Location of incident:

	

	

	Description of incident: (continue on reverse)

	

	

	

	

	

	

	Description of patron(s) involved:

	

	

	

	

	Name and phone of patron witnesses:

	

	

	

	Action Taken:

	

	

	

	

	Name and phone of staff member(s) reporting:

	


This form should be completed promptly and delivered to the reporter’s supervisor who will notify the Dean of Library Services when appropriate.
BOOTH LIBRARY USERS CODE OF CONDUCT

Booth Library users are to conduct themselves at all times in a manner that does not interfere with others, and that is in keeping with the nature of the library’s programs and services.  The library provides areas for reading, study, consultation, examination, and selection of library materials, and related library activities.  Any activity or behavior not connected with these purposes is inappropriate.  

Examples of inappropriate activities or behavior include but are not limited to:

· engaging in activity disruptive or offensive to others

· harassing (physically, sexually, or verbally) other library users or library staff

· smoking or using smokeless tobacco or alcoholic beverages

· being in unauthorized areas of the library, remaining in the library after closing or during emergency evacuations, or not abiding by the library’s conduct policy

· abusing, damaging, or stealing library materials, equipment, software or networks; or vandalizing library facilities

· concealing library materials for the exclusive use of an individual or group

Anyone who violates this policy will be so informed and asked to stop the offensive conduct and/or leave.  Library users shall show identification when requested to do so by library personnel when they identify themselves and state the reason for their request.  Campus police will be called when necessary.  If further action is needed, procedures in accordance with the Eastern Illinois University Student Conduct Code and the University Internal Governing Policies will be followed.

Revised October 2002
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Policy on Children in the Library
Booth Library, including the Ballenger Teachers’ Center, welcomes children to utilize its facility with their parents or another responsible adult.  Any resident of the State of Illinois over age 18 may apply for a resident card for checkout privileges at Booth Library.  

It is not the library's intention to seek out unattended children but, rather, to have a reasonable response prepared if problems present themselves.  Children are expected to abide by the same Booth Library User Code of Conduct as adult patrons. Young children may be able to occupy their time for a short while, but may soon become bored and restless, disturbing the work and study of others.  A child left alone may become frightened and anxious.  The following policy seeks to address these concerns for the children in a responsible manner.

General Procedures

1.
Library staff members are not responsible for the supervision of children left unattended.

2.
Disruptive children will be required to leave after receiving a warning.

3. 
Staff members who find an unattended child frightened or crying in the building will, with the help of at least one additional staff member, try to console the child and identify and contact the child’s parent or attending adult.  

a. 
If a parent is in the building:





1) 
the child will be accompanied through the library to seek the attending adult.




2)  
upon location of the parent or attending adult, the child will be reunited with the adult, and the library policy regarding unattended children will be explained.

b. 
If the child is alone in the library:





1)  
the parent or guardian of the child will be contacted.  Library staff will request that the child be picked up immediately.





2)  
if library staff cannot reach the parent or guardian, the librarian on duty will call Campus                      Security.


 c. 
If a child is alone in the library building at closing time and appears to be vulnerable:




1)  
library staff will attempt to call a parent or guardian.  If staff cannot reach a parent or guardian in the first attempt, the librarian on duty will call Campus Security.



2)  
a librarian on duty and another staff member will remain with the child inside the library until a parent, guardian, or a Campus Security officer arrives.

4.
Under no circumstances, unless the building is being evacuated, will library staff transport or take a child away from the library building.

Definitions

An unattended child is any young person using the library facility unaccompanied by a responsible adult.

A vulnerable child is any unattended child 12 years of age or younger whose safety or well being would be endangered if he/she were sent out of the building.  Examples of vulnerability might include the child being too young to be on his/her own, the child being sent out into an unsafe area, or being left alone, outside the facility after business hours.

A disruptive child is any child whose behavior negatively impacts library activities, including reading, study, consultation, examination and selection of library materials, and related activities of other library users. For further examples of disruptive behaviors, please see the Booth Library User Code of Conduct.




Approved:

Library Services Council
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Responding to Law Enforcement Inquiries

For Patron Information

With the passage of the Uniting and Strengthening America by Providing Appropriate Tools Required to Intercept and Obstruct Terrorism – USA PATRIOT Act, (and the expansion of the Foreign Intelligence Surveillance Act – FISA), libraries are experiencing increased visits by law enforcement agents, including FBI agents and officers of state, county and municipal police departments.  Requests may be made for information pertaining to access to patron records, hard drives, or computer records, which are protected by library policy and state law.  Due to possible conflicts between state and federal law, it is important to seek legal advice before a request is granted or denied.

Whether or not law enforcement personnel present a process, court order, search warrant, or subpoena, the following steps should be followed in accordance with the Booth Library Privacy Policy.  

Procedure:
1. If a supervisor or senior staff member is present, refer the agent or officer to that person.  If not, continue with the following steps.

2. Ask for identification from the agent or officer.

3. Refer the agent or officer to the Administration Office.  Call that office (581-6061) to announce the visit.  After 5:00 p.m. or in the absence of anyone in the Administration Office, call the Dean at 549-7272 or the person designated in charge.  An Incident Report should be filed.

4. As designated officer of the library, the Dean (or the ranking library faculty member who is acting dean in the Dean’s absence), will consult with legal counsel and proceed accordingly.

5. Note that certain legal documents may contain a “gag order.”  Once you have notified a supervisor, the Dean, or acting dean, do not disclose to anyone that the library has been approached for information. By law, you must comply with this order or you may be held personally liable.  
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