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If a fire alarm is triggered anywhere within the building, all occupants (users and staff) must evacuate.
All staff will be called into service to help evacuate the building.  Each department/desk will clear patrons from that area, and make certain there are no patrons left before leaving him/her self.  Public and staff should be directed out of the building via the nearest exit.  It is essential for everyone to move along quickly, not taking personal belongings. The designated area for gathering will be across the street at the Huntington Bank parking lot.  After clearing the building and gathering at the bank, staff will make certain all staff members are accounted for.
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 report to the person in charge to notify emergency personnel that one or more persons chose to remain in the building and were last observed in the _______ area.  Staff is not responsible for physically removing patrons who are injured.
The person in charge of the building will communicate with the fire and emergency personnel to determine if and when it is safe to re-enter the building.  In charge person will also notify Headquarters and keep them up to date. 
If it is known that a fire alarm was pulled in error, the person in charge should notify Solucient Alarm (989-686-3194 account #6336, building code 7580) of this as soon as possible. If this is confirmed quickly enough, the alarm can be stopped and an announcement can be made that there has been a false alarm and people may remain in the building.  Until this is confirmed, and as long as the alarm is sounding, evacuation procedures must be followed.  
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