PINE BUSH AREA PUBLIC LIBRARY DISTRICT

 DISASTER PLAN

Copies have been distributed to: 

Board of Trustees

Staff members 
 on file in the office.

        ALL EMERGENCY NUMBERS ARE LISTED ON THE BACK PAGE

FIRE

Staff should familiarize themselves with the type, location and application of the fire

extinguishers in the building.  Extinguishers are checked annually.  In the meantime, if

the extinguisher gauge goes into recharge, call the MADIGAN Fire Extinguisher Company. (845-778-7550)  In house training on the use of the fire extinguishers is provided yearly to all staff members required by PESH. Each month, a staff member checks all safety points in the building such as lighted exit signs, fire extinguishers for charge, blocked circuit boxes, etc. A list is hung in the main office bulletin board.

  If there is an indication of fire, the building should be evacuated and

the Fire Department phoned (911).  No one should re-enter the building until all clear has been given by the Fire Department.

POWER FAILURE

Call the power company (NYSEG) (1-800-572-1131) to determine the outage situation.  If the expected duration is more than two (2) hours, the library will be closed.  Patrons already in the building will be asked to leave. Staff should turn off all terminals and secure the area before leaving the building.

WATER DAMAGE

Place plastic drop cloth over affected area.  Move as many books as possible out of flooded area.

SAVING WATER DAMAGED BOOKS

Keeping in mind that The Pine Bush Area Public Library is a popular materials library, the director will assess the material damage.  Do not attempt to salvage books that can be easily replaced.
HEALTH EMERGENCIES

Staff members should exercise caution when administering first aid of even a minor nature because of the injured individual and potential liability of the staff member.

It is not advisable for staff to undertake more than keeping the sick or injured person

comfortable and protected from needless disturbance until medical help can be obtained.

Staff members should use their own judgement to do what is prudent and reasonable.

911 should be called immediately in the event of any serious problem.  No medication,

including aspirin, should ever be dispensed to the public.

VANDALISM / BURGLARY / DISRUPTIVE PATRON
Do not confront the vandal or agitate the person.  Walk discreetly to the nearest telephone or use the panic alert button to notify police. Notice as many identifying characteristics that would be helpful to the police.   After the police arrive, show them to the affected area or to the person if still in the building.  In case of a burglary when you enter the building, call police and wait outside the building.
BOMB THREATS

Keep the caller on the line as long as possible.                                                                 

Ask the caller to repeat the message.                                                                                  

Try to write down every word spoken.                                                                                  

If the caller does not indicate the location of the bomb or time of possible detonation, ask 

for this information.

Listen closely to the voice (male or female).

Voice quality (calm or excited), accent, speech impediments.

Listen for background noises.

When the caller hangs up, hang up the phone.  After hanging up the phone, do a trace by picking up 

phone and dialing *69.

Listen for message stating that you have activated Call Trace.

Hang up and note time and day.

Call Town of Crawford Police by dialing 744-5000 or 911.

CLEAR THE BUILDING.

INCLEMENT WEATHER

The library may close or postpone opening when weather conditions exist, making it highly improbable for travel.  The primary factor of any decision will be the safety

of the staff and library patrons.

A recorded telephone message can be reached by dialing 845-744-3375 to learn of the day’s schedule due to weather or other hazards.
PESTS

If there is any indication of insects or pests in the library building or on the grounds, notify the president of the Board of Trustees. The president will determine the need to call either the American Pest Control Company or the town Animal Control.

(845-344-3288)                                                     ( 845-744-3300)

REACTION TO EMERGENCY SITUATIONS

EVACUATION OF BUILDINGS:

1.
Notify patrons in the area to exit the buildings.

2.
Turn off all electrical appliances (e.g. computers, fans, air conditioners, furnace,

copier, coffee pots). Turn off lights. If possible, pull the main breaker in the basement of main building and in the front room of the annex..              

3.
Take any library materials that have previously been assigned as items to evacuate


(local history/red labeled items).

4.
Take all personal belongings.

5.
Close but do not lock doors.

6.
Leave the buildings and wait in a pre-designated area for further instructions.

STAFF ON EACH FLOOR SHOULD:

1.
Make sure the exterior doors are closed.

2.
Assist anyone who needs help.

3.
Check the area for unfamiliar objects (such as packages, briefcases, etc.) and 


bring these to the attention of the police.

4.
Library Director or manager should check to make sure everyone on their floor


is safe.

TO GET LIBRARY INSTRUCTIONS:

Meet across the street from the library in front of the R. J. Smith historical home.

                                                 EMERGENCY CALL SHEET

FIRE





911

POWER FAILURE



1-800-572-1131

P & N ALARM



              1-800-762-5276
WATER DAMAGE



If caused by road run off

Town Highway Dept (845-361-1375)
HEALTH EMERGENCIES


911

VANDALISM



              845-744-5000

BOMB THREATS


 
911

INCLEMENT WEATHER


845-744-3375
DIRECTOR




Doris Callan– 845-744-2552 cell 845-800-6439
BOARD OF TRUSTEES PRESIDENT 
              Sharon Tarolli -845-744-2407
INSURANCE AGENT


              ZANETTI – 845-744-3109

AMERICAN PEST CONTROL

              845-344-3288

ANIMAL CONTROL



845-744-3300

MADIGAN FIRE EXTINGUISHER CO.
              845-778-7550
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