BAY COUNTY LIBRARY SYSTEM
FIRE EVACUATION PLAN

ALICE AND JACK WIRT PUBLIC LIBRARY

If a fire alarm is triggered anywhere within the building, all occupants (users and staff) of all areas of the building must evacuate.

Any and all staff present in the building may be called into service for fire evacuation.  Someone in each department will need to direct the evacuation in their area, and make sure that area is clear before leaving.  Staff should move from the third floor down, letting people know as each floor is cleared. Staff and public should exit as quickly as possible, and should not take time to gather personal belongings.  We cannot be concerned about laying out disciplinary measures for people who choose not to leave.  If action is called for, we will deal with that after the event, on a case-by-case basis.
Public and staff should be directed to use the emergency fire stairs for evacuation.  These areas are protected and lead directly outside.  The designated areas for all to gather are:    the park across 6th St. by the staff parking lot or the parking lot on the West of the building.  After exiting the building, staff should meet in the designated area with patrons.  Each department should make sure that all staff is accounted for.

Staff is not responsible for physically removing occupants who are injured, confined to a wheelchair, or who physically need help with the stairs.  Anyone who needs assistance exiting the building when elevators are not available should be taken to the “Administration” fire stairwell as a “safe refuge” and a staff member is to wait with the patron for rescue personnel.  Staff should take note of such occupants and report their location to emergency personnel ASAP.
Remember: The objective is to get people out of the building as quickly as possible. Patrons who refuse to comply with directions/warnings to vacate the building are not the responsibility of library staff. Once outside staff should notify emergency personnel that one or more persons chose to remain in the building and that they were last
observed in the ___________ area. 
It will be up to the person in charge of the building to work with fire and emergency personnel to determine if and when it is safe to reenter the building.  If the person in charge of the building is the only person in an area, staff from another area should help direct people to the exit in that department.
 If it is known that a fire alarm was pulled in error, the person in charge should notify Solucient Security System as soon as possible that it is a false alarm.  If this is known quickly enough, we can stop the alarm and make an intercom announcement that there has been a false alarm and people may remain in the building.  Until that is known for sure, and as long as the alarm is sounding, we do need to follow evacuation procedures.  Generally, any intercom announcements should be done from the Circulation desk.
Circulation Desk  
False Alarm: silence alarm, call Solucient Security System & make announcement.
Real Alarm: start directing patrons out of the library and have non checked out items set on counter.
**Staff at bottom of Admin stairwell to direct folks out exit door

**Staff over to help children’s staff

**Areas to sweep: acquisitions workroom, circulation desk area, 1st floor bathrooms, community room, garage, delivery room & book drop room.
Acquisitions Department  
Immediately come out to help circulation make sure their department is cleared.  The acquisitions staff will be taking directions from lead circulation person.
Fiction Desk   
Direct patrons to closest exit and sweep Fiction and Teen area.  Direct patrons coming down “Main” stairwell to closest exit.
Children’s Room 
Direct patrons out thru garden exit and if possible have one staff member lead patrons out into the garden and out garden exit to parking lot on the west side of building. Remaining staff sweeps children’s room and workroom.  (Any extra staff ie: pages, circulation or acquisitions will be directed to help.)  Upon completion of sweep, staff will stand at entrance to children’s room (across from circ) and help direct exiting patrons.

2nd Floor/Reference  
Staff/tech page will direct patrons in computer lab to the nearest exit and check 2nd floor bathrooms as mass exit slows down and then move to the front of the reference desk.  Reference staff will direct other computer users and patrons in the local history room to use the Administration stairwell.  Reference staff will move to a back corner(s) of the 2nd floor searching for patrons and direct them towards exits.  Reference office area will need to be swept, study rooms can be checked thru the windows and Administration office area after hours & weekends.
Administration Staff  
Responsible for making sure all of their staff gets out and then coming out to assist Reference by being in the computer areas to encourage patrons to move towards the administration stairs or help/stay with anyone who can’t descend the stairs.  If possible administration staff can sweep third floor – letting senior 2nd floor staff know that they’ve gone to the 3rd floor and then that they are back and it is clear.
Technology Supervisor and/or staff in staff room will make sure IT, staff room and staff bathroom are empty and then make their way down to 2nd floor notifying in charge person that 3rd floor is clear and then continue down to their department to assist when possible.
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