BAY COUNTY LIBRARY SYSTEM
FIRE EVACUATION PLAN

SAGE BRANCH 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 and public should exit as quickly as possible, and should not take time to gather personal belongings.   At least one staff member should walk through the basement to make sure it is clear if someone is available to do so.
Public and staff should be directed to use the emergency fire stairs for evacuation.  The main stairway may also be used if it is clear of fire and smoke. The fire stair is protected and leads directly outside.  The designated area for all to gather is the east end of the park and parking lot near the maintenance shed.
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 go to the fire stairwell as a “safe refuge” and wait for rescue personnel.  Staff should take note of such occupants and report their location the person in charge who will immediately notify emergency personnel.  If staffing levels allow, one staff member should stay with the person until rescue personnel arrive.
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.
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 Alarm (686-3194 account # 6376) as soon as possible that it is a false alarm.  We may also need to call 911 if Solucient has already made a call to them.  If a false alarm situation is identified 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.  At Sage, we may need to make the announcement from the basement computer room.
First Floor:
Circulation Desk:

Clear lobby and Circulation/Children’s work area, and try to keep people from coming in front door as we are evacuating the building.  If there are enough staff there when that area is clear, have one person exit the front door and one person exit the fire stair, helping the Children’s staff clear that area if it is not already clear.
Children’s Room:

Sweep and clear Children’s Room, restrooms and Community Room.  All staff exit using the fire stairs.
Second Floor:

Reference Desk:

Sweep and clear Reading Room, nonfiction area and restrooms.  Exit using the fire stairs.
Third Floor:

Fiction Desk:

Sweep and clear work area, media room, fiction room, and restroom.  Exit using the fire stairs.
Basement:

If any staff is in the basement when a fire alarm occurs, they should exit the building using the fire stairs.  If we know that it is a false alarm quickly enough, staff may be asked to help make announcements and reset fire alarm panels in the basement.                                                                                                                
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