Ogemaw District Library
Disaster Plan
It is the ongoing policy of the Ogemaw District Library to remain open during scheduled hours unless there is a danger to a) human life or b) the library building. This policy includes the following disasters and the response that the staff should undertake.
· Fire

· Water Leakage/Lack of Water
· Tornado

· Severe Weather

· Injury or medical emergency

· Safety and well being of children
· Robbery

· Power outage

· Bomb threat/Terrorist threat
A list of contacts in the event of a disaster has been included along with a list of board members.  Each building will have updated photographs of their buildings, both inside and outside, placed in the fire proof cabinet in Rose City. A compact disk of the 
Rose City Branch’s collection and furnishings is located in the fire proof cabinet and at Klacking Township Hall. If the Director is not available to make decisions regarding closing due to a form of disaster mentioned here, the Assistant Director will be called and a board member.  A copy of this policy will be placed near the circulation desk and in the main office area.  Each staff member will receive their own copy of this policy to be included in their employee manual.
Fire

Please remain calm! If a fire has been reported by a patron or staff member, please calmly move patrons out of the building and call 9-1-1. Once patrons are successfully out of the building and the staff member wishes to reenter he/she may do so to ascertain where the location of the fire is and if it may be put out by a fire extinguisher. The fire department is to be notified of any fires. The following directions should be provided during the call to 9-1-1: Name of branch, street address, closest intersection, and phone number. Do not reenter the building until it has been cleared by fire personnel. All fire extinguishers will be checked yearly by authorized personnel. A staff demonstration will be held yearly on how to use a fire extinguisher. 
Water leakage/Lack of Water

The building in Rose City is known for its leaking ability.  There are areas where buckets must be placed during any rain storm. Anytime it rains the staff must spend some time checking out the ceiling for additional leaks and making sure that the existing leaks are taken care of. If the extent of the leaking is substantial, staff members should cover the area with a tarp and move books or materials out the way temporarily. In the other two branches, any leaks should be reported to the Director or Assistant Director.  The area should be covered by a tarp and materials moved out of the way. 

In the event of a catastrophic amount of water entering the buildings, the staff should contact the Director or Assistant Director. The insurance company will need to be contacted by the Director or Assistant Director. It will then be determined if the library is able to remain open. 

If there is no water in the building the library building will be closed until the situation is resolved.  Notification will be placed on the door and via media.

Tornado

In Rose City, in the event that the tornado siren sounds at the local fire hall, the library staff shall calmly escort patrons to the basement or into the conference room. Staff shall take the first aid kit. If the siren sounds on the Noah radio in Skidway, staff and patrons should move into the bathroom. In Prescott, if the siren sounds, staff and patrons should move into the office area. Flashlights and other necessary items may need to be gathered together. The library will resume business when the storm has passed. Weather alerts may be received from the news stations, radio stations, or www.weather.com. If there is severe damage to any of the buildings, notify the Director or Assistant Director and the Board President of the problem. Staff should report to work the next day at one of the undamaged libraries and work will be provided until the damage can be accessed.
Severe Weather


Our library system is located in Northern Lower Michigan; therefore, winter weather is a yearly occurrence. The library is a service organization, so every attempt will be made to remain open. If any emergency conditions have been declared by the county, the library will close. Any staff member who feels that they are unable to come to work based on weather conditions, he/she will need to use their leave time. The only person who may close the library is the Library Director or in her absence the Assistant Librarian and a board member. The library does have three snow days to use in the case of an emergency. If the road conditions are deteriorating, the choice to close may be made. When the library closes due to severe weather, library staff is to notify local radio stations and if possible post the closing on the library door. 

If snow is causing trouble with the roof of any of the libraries, the staff shall have the right to call someone to come and shovel off the snow. If for some reason the snow causes the roof to collapse, staff will attempt to remove salvageable materials and notify the Director/Assistant Director.  They in turn will call the insurance company and survey the damage. 


Snow shoveling is to be done in the front of the buildings so the sidewalk is clear of snow and ice for patrons entering the building. The library in Rose City receives salt from the City to take care of the sidewalk. Skidway and Prescott need to make sure that patrons are able to enter the buildings. 
Injury or medical emergency

In the event that a patron experiences difficulties while at the library, staff is to call 9-1-1 and ask for medical help. The staff is to provide the 9-1-1 operator with the name of the branch, the physical address, the nearest cross road and a phone number. The staff is not to provide any form of medical treatment. If there is a minor issue, like a cut, there is a first aid kit available for use. An injury report should be filled out for any injury, and a copy given to the patron and one given to the Director. A sample injury report is provided at the conclusion of this document.

Safety and well being of children

This policy is written for the safety and well being of children and in order to provide for the general welfare of all persons using the library.  Even if the parents are not present, the parents are responsible for and liable for their children's behavior in the library; for damage of materials, equipment and furnishings, and for injury to themselves and others.

1.  Appropriate behavior:  Reading is encouraged.  Adults may read aloud to children.  Quiet play with toys, games, and film strips is allowed.  Children are allowed to study quietly together in small groups.  Children must walk while in the library.

2.  Disruptive behavior:  If a child or youth is bothersome or unruly, the library staff will make every attempt to restore appropriate library behavior.  If this proves impossible, the disruptive individuals will be asked to leave or to sit quietly until they are picked up.  Climbing on tables, shelves, chairs and other furniture is not permitted.

3.  Cleaning up:  Out of consideration for others, children should be encouraged to put away puzzles, toys, games, and film strips in their proper places.  Books should not be re-shelved but left stacked neatly on the table.


4.  Unattended children at closing time:  

a. Unattended children must be picked up at least 15 minutes before closing time.

b. In the case of a child who is unattended at closing (including emergency closing), the library staff will try to notify the child's parent or adult caregiver.  If the child's parent cannot be located within 30 minutes, the police will be called.

c. Children will not be left alone in the library or on the library grounds.  A library staff member will wait with the child until the child's parent or adult caregiver, the police, or a Child Protective Services worker arrives.



d. Library staff members will not take the child home or 




anywhere away from the library site. 
5. Missing child: If a child is missing, the library staff will lock the doors and station a staff member at the front door to explain the problem. Other staff will be called to help in searching for the missing child. If the child is not found in a timely manner, the staff will call 9-1-1 and ask for assistance. A report of the incident will need to be written up by the staff members involved.

Robbery


If upon opening the library for the day, the staff notices that things are missing or destroyed, the police will be notified. Staff will call 9-1-1 and give the branch name, physical address, nearest cross road and phone number. If the staff member is comfortable enough to walk through the building, take the time to note items that may be missing, but staff is not to touch anything so that evidence is not destroyed.  Staff is to notify the Director or Assistant Director of the problem so that they may notify the insurance agent. 

If the robbery occurs during business hours, staff is to remain calm.  Staff is to obey all of the commands of the offender even providing him/her with cash if requested. When the offender leaves the building, staff will call 9-1-1 and report the incident. Staff is to take a minute to compose him/her and then attempt to write down all the details that he/she can remember about the offender. Staff will notify the Director or Assistant Director of the problem.

Power outage

The first order of business is to check the breaker box. If there are no problems with the breaker box then staff should notify Consumers Energy of the outage problem. If this has been reported by others, Consumers will provide an estimate time of repair. If the power has been out for over an hour or the building falls below 55 degrees for more than 5 hours or over 90 degrees for more than 5 hours, the library staff may close the building. A notice of closure will be placed on the front door, and radio stations will be notified. The Director or Assistant Director should be notified of the problem. 

Bomb threat/Terrorist threat

Please remain as calm as possible. If the staff is able, write a note to another staff member requesting that they call 9-1-1. There is a bomb/terrorist checklist included in this packet that the staff may wish to fill out. Staff is not to raise an alarm unless the police ask that the staff and patrons evacuate the building. In the case of evacuation staff is to kindly ask patrons to leave the building and then lock the doors until the police arrive. Staff will notify the Director or Assistant Director of the problem.
Conclusions

Disasters occur in all shapes and sizes. This policy is an attempt to address some of the issues that the Ogemaw District Library system may have. This document is a work in progress and staff is encouraged to make suggestions and offer other solutions to problems. Staff will be compensated for their time if the library closes due to one of the above disasters unless otherwise specified. 

Contact numbers:


Emergency – 9-1-1


Director: 


Jeanette Leathorn

685-3300 (work)


345-9586 (home)


387-8982 (cell)


Paul Olson (Insurance Agent)


Municipal Underwriters of Michigan


1-888-883-6391

Charlie Elliott

Diebold Agency (Workers Compensation Insurance)

345-0200
Consumers Energy

1-800-477-5050

Bob Pushee (Plumber)

685-2976

Jim Shirrey(Plumber)

Wise Heating and Cooling
345-0680
Clean Sweep Restoration Services

(Fire, water, and damage recovery)

989-654-2255

Rose City Hall

685-2103

Rose City Police

685-2915

Board of Trustee Listing:

	NAME
	ADDRESS
	TOWNSHIP
	PHONE

	DEBBI THOMAS
	492 HOUGHTON CREEK R.C
	KLACKING
	685-2807(home)

	 
	 
	 
	685-2978(work)

	DAVID MAYHEW
	3769 BIRCH DR LUPTON
	HILL
	473-2369

	KRISTINA DANFORTH
	608 HAYES ST ROSE CITY 
	CITY OF ROSE
	989-701-0154

	
	
	
	

	SHARON ALDERTON
	3318 BEECHWOOD RD R.C.
	ROSE
	685-2776(home)

	
	
	
	

	
	
	
	

	MARSHA WHISMAN
	588 W ROSE CITY RD R.C.
	ROSE
	685-2174

	DIANE QUILLEN
	P.O. BOX 140 S.BRANCH
	GOODAR
	257-2019

	LATISHA BUTLER
	262 N M-33 WEST BRANCH
	CUMMING
	685-3894


Emergency Management Office

345-3119
Injury/Medical emergency report

Time of incident __________________, Date of incident: ___________________

Person(s) involved (name of parent, guardian or caregiver if under 18):

Name:______________________________________________

Address: _____________________________________________

Phone: ________________________________________________

Description of the incident: _________________________________________________

________________________________________________________________________

________________________________________________________________________

Location/conditions (raining, snowing, etc): ____________________________________

________________________________________________________________________

Description of person’s clothing, shoes, etc: ____________________________________

________________________________________________________________________

Action taken or help offered by staff: _________________________________________

________________________________________________________________________

Staff signature: __________________________________

Date and time: ________________________________

Customer signature (optional): _______________________

Date and time: _______________________

Other witnesses: __________________________________________________________

________________________________________________________________________

________________________________________________________________________

(Clinton 2005, p. 20)

Bomb threat/Terrorist checklist
Try to ask the caller the following questions or attempt to remember:

When is the bomb going to explode or what specific threat is there?

Where is it?

What does it look like?

What kind of bomb is it?

What will cause it to explode?

Did you place the bomb?

Why?

What is it that you are demanding?

What is your name and address?

Guess if the caller is male or female:

What was the caller’s voice like? (calm, raspy, slurred, etc)

Were there background sounds? (street noise, voices, etc)

What kind of threat language was used?

Other information:


Staff member who received call:


Date and time of call:


Length of call:
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