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POUND RIDGE LIBRARY DISTRICT

DISASTER AND ACTIVE SHOOTER PLANS
OCTOBER 2023
Emergencies can include both natural and man-made disasters.  This disaster plan is designed to equip staff with the tools and resources necessary to handle emergency situations in a calm, safe and orderly manner. 
The number one concern at all times is to ensure the safety of patrons and employees in a time of crisis.  Familiarity with these protocols, including periodic review and drills, will help ensure that these situations are handled efficiently and safely.  
Library Director:  Jennifer Coulter
Reference Librarian:  Marilyn Tinter
Senior Librarian/Children’s Librarian: Alan Ramsay
POUND RIDGE LIBRARY DISASTER/ACTIVE SHOOTER PLAN
Emergency Alarm Station Location:
Entryway vestibule
(Fire/Police/Medical)
Fire Extinguisher Locations:
Director’s office






Wall Opposite New Books Area






Schaffner Room






Kitchen






Unfinished Basement – Next to 







Doorway Entering Larger Room






Finished Basement – Hallway 






Reading Room/ Non-Fiction Room – Behind Double Doors

Flashlight Locations:
Director’s office
POUND RIDGE LIBRARY DISASTER/ACTIVE SHOOTER PLAN

POWER FAILURE  (TOTAL)

If the outage is library-wide and lasts more than a few minutes, the library back-up generator should return power to normal within a short period of time.  The Director or Building Assistant will contact the electric utility. (NYSEG 1-800-572-1131) to notify them of the power outage. 
FIRE

· Call 911

· Sound alarm by pushing the Fire Alarm Button in entryway.

· Evacuate all patrons and library staff from the library building.  See Evacuation Checklist on page 8.
· Leave the building, closing all doors behind you.

· Gather at the Triangle Across the Street 
(DANGEROUS! ARE WE SURE ABOUT THIS PROCEDURE?) or in the Library’s Back Upper Parking Lot depending on the type, location and extent of the disaster.  For an extended evacuation, everyone will proceed to Conant Hall
. The Director or Building Assistant will account for the presence of all Library staff.

· When fire personnel arrive, the Director or Building Assistant will inform them of the location of the fire if known (Schaffner Room, Director’s office/staff workroom, etc.).

· The Director or Building Assistant will make every possible effort to post information on the Pound Ridge website and social media pages.
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WATER/FLOODING
· Inform the Director or Building Assistant
.
· Determine the exact location and source of the problem.

·  If necessary, the Director or Building Assistant will contact the Facilities Manager Ken Gilman who will contact the plumber, Russell B. Bleakley 914-276-3756) or Marshall Oil Heating & Air Conditioning (914-764-5766) and NYSEG ( 800-572-1131) to report the leak.

· Evacuate all patrons & staff from wet areas to prevent patrons from walking through water or being hit by debris.  See Evacuation Checklist on page 8.
· If water is coming from above, move collections or cover with plastic sheeting.

· If water is coming from below, move collections to higher shelves.  Items should be removed in order of priority for salvage.  See “Priority of Materials to Be Saved” on page 13. 
INJURY to STAFF MEMBER
· Call 911 in case of emergency.

· Use emergency contact information (e.g. family members) if warranted.

· Fill out accident/injury report for our insurance carrier on page 9.
INJURY to PATRON(S)

· Fill out accident/injury report for our insurance carrier on page 9.
· Forms are located in the Director’s office
EXPLOSION

· Call 911

· Sound alarm by pushing the Fire Alarm Button in entryway. 

· Evacuate all patrons and library staff from the library building.  See Evacuation Checklist on page 8.
· Leave the building, closing all doors behind you.

· Gather 
at the Triangle Across the Street (again, DANGEROUS) or in the Library’s Back Upper Parking Lot depending on the type, location and extent of the disaster.  For an extended evacuation, everyone will proceed to Conant Hall. The Director or Building Assistant will account for the presence of all Library staff.

· If the area is safe, stay with those who may be injured until help arrives.

· The Director or Building Assistant will make every effort to post updated information to our social media platforms.
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TORNADO/HURRICANE

Remember:  Tornados occasionally develop when a severe thunderstorm watch or warning is in effect.

· If the Library is open and a severe thunderstorm watch or warning is in effect, notify the Director.
· Make sure all doors and windows are securely closed.

· If severe storm is imminent, evacuate patrons & staff from all windowed areas.
· If it is not safe to evacuate the Library building, move all patrons & staff to an interior room away from windows.  The Basement is an appropriate location.

DISRUPTIVE PERSON

· Make every attempt to speak with the patron to check if there is any assistance we can provide.

· If the person is disruptive and does not respond to a verbal offer of assistance, DO NOT HESITATE to call the Pound Ridge Police 
(914-764-4206).  Notify the Director and other staff members if assistance is needed. 

BOMB THREAT/TERRORIST

· Take the threat seriously.

· Call 911, or have another person call 911 if the caller is still on the phone.

· Sound the alarm by pushing the Fire Alarm Button in the entryway.

· Evacuate all patrons and library staff from the library building.  See Evacuation Checklist on page 8.
· Leave the building, closing all doors behind you.

· Gather at the Triangle 
Across the Street (DANGEROUS) or in the Library’s Back Upper Parking Lot depending on the type, location and extent of the disaster.  For an extended evacuation, everyone will proceed to Conant Hall. The Director or Building Assistant will account for the presence of all Library staff.

· Leave bomb search and disposal for the police/fire personnel.

· The Director or Building Assistant will make every effort to post information on the Pound Ridge website and social media pages.
· The staff member who took the phone call may need to speak with the police.  Police will ask for specific details similar to those in the FBI Bomb Data Center Questionnaire on page 6.
ACTIVE SHOOTER (from the US Department of Homeland Security)
HOW TO RESPOND WHEN AN ACTIVE SHOOTER IS IN YOUR

VICINITY:

Quickly determine the most reasonable way to protect your own life. Remember that

customers and clients are likely to follow the lead of employees and managers during an

active shooter situation.

1. Evacuate

 If there is an accessible escape path, attempt to evacuate the premises. Be sure to:

• Have an escape route and plan in mind

• Evacuate regardless of whether others agree to follow

• Leave your belongings behind

• Help others escape, if possible

• Prevent individuals from entering an area where the active shooter may be

• Keep your hands visible

• Follow the instructions of any police officers

• Do not attempt to move wounded people

• Call 911 when you are safe

2. Hide out

 If evacuation is not possible, find a place to hide where the active shooter is less likely

to find you.

Your hiding place should:

• Be out of the active shooter’s view

• Provide protection if shots are fired in your direction (i.e., an office with a closed

and locked door)

• Not trap you or restrict your options for movement

To prevent an active shooter from entering your hiding place:

• Lock the door

• Blockade the door with heavy furniture

HOW TO RESPOND WHEN A

N ACTIVE SHOOTER IS IN YOUR VICINITY

If the active shooter is nearby:

• Lock the door

• Silence your cell phone and/or pager

• Turn off any source of noise (i.e., radios, televisions)

• Hide behind large items (i.e., cabinets, desks)

• Remain quiet

If evacuation and hiding out are not possible:

• Remain calm

• Dial 911, if possible, to alert police to the active shooter’s location

• If you cannot speak, leave the line open and allow the dispatcher to listen

3. Take action against the active shooter

As a last resort, and only when your life is in imminent danger, attempt to

disrupt and/or incapacitate the active shooter by:

• Acting as aggressively as possible against him/her

• Throwing items and improvising weapons

• Yelling

• Committing to your actions

Good practices for coping with an active shooter situation:

 • Be aware of your environment and any possible dangers 
• Take note of the two nearest exits in any facility you visit 
• If you are in an office, stay there and secure the door 
• If you are in a hallway, get into a room and secure the door 
• As a last resort, attempt to take the active shooter down. 
When the shooter is at close range and you cannot flee, your chance of survival is much greater if you try to incapacitate him/her. 
CALL 911 WHEN IT IS SAFE TO DO SO!
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FBI BOMB DATA CENTER QUESTIONNAIRE
QUESTIONS TO ASK

When is the bomb going to explode?

Where is it right now?

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 your address?

What is your name?

THREAT LANGUAGE

____Well Spoken (educated)

____Incoherent

____Foul    ____Taped

____Message read by threat maker

____Irrational

Write the Exact Wording of the Threat:  _______________________________________________________________

Report call immediately to:  POLICE - 911 

Your Name:  __________

Your Position:  __________

Your Phone Number:  __________

Sex of Caller:  __________

Race:  __________

Est. Age:  __________

Number at Which Call was Received:  __________

Time:  __________  Date:  __________

Remarks:  _______________________________________________________________________________________

CALLER’S VOICE

____Calm  
____Nasal

____Angry  
____Excited
____Stutter  
____Lisp

____Slow  
____Rapid
____Raspy  
____Deep

____Soft  
____Ragged

____Loud  
____Clearing Throat

____Laughter  
____Deep Breathing

____Crying  
____Cracking Voice

____Normal  
____Disguised

____Distinct  
____Accent

____Slurred  
____Familiar

____Whispered

If voice is familiar, who did it sound like?  __________

BACKGROUND SOUNDS

____Street Noises

____Factory Machinery

____Motor  
____Office Machinery

____Crockery  
____Animal Noises

____Voices  
____Clear

____PA System  
____Static

____Music  
____Local

____House Noises
____Long Distance
Other  __________
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WHO TO CONTACT IN CASE OF AN EMERGENCY

Pound Ridge Police:

911 or 764-4206
Director:
Jennifer Coulter

Board of Trustees:
Bonnie Schwartz



Ken Gilman

Insurance Agent:
Kevin Regan
631-669-3434  (work)

631-521-1290 (cell)

631-666-4535  (home)
WLS:
914-674-3600
NYSEG:

800-572-1131
?Plumber Russell B. Blakeley Plumbing 914-276-3756
ARCO Cleaning Co.

914-666-7229
WHUD
845-838-6000 or 845-831-8000
WFAS

914-693-2404
News Channel 12
866-222-2071

If necessary, use personal cell phones to contact the above numbers.  

If cell service is not available, the Director or Building Assistant will make arrangements with the Town Supervisor to use town phone service.  

If warranted, the Director or Building Assistant will also ask the Town Supervisor to initiate an OEM (Office of Emergency Management) response.
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EVACUATION CHECKLIST

Evacuate all patrons and library staff from the library building.

· Director – General Oversight of All Areas

· Tech Room Staff 
– Office Area, Circulation Area, Magazine Area

· Circulation Staff – Mystery & DVD, Non-Fiction Room, Teen Area

· Reference Staff – Non-fiction Stacks, Schaffner Room, Bathrooms, Unfinished Basement
· Children’s Room Staff – Children’s Room

Leave the building, closing all doors behind you.

Gather at the Triangle Across the Street (DANGEROUS) or in the Library’s Back Upper Parking Lot depending on the type, location and extent of the disaster.  For an extended evacuation, everyone will proceed to Conant Hall. The Director or Building Assistant will account for the presence of all Library staff.

When emergency personnel arrive, the Director or Building Assistant will inform them of the location of the emergency.
The Director or Building Assistant will make every possible effort to post information on the Pound Ridge Library website and social media pages.
WHUD
845-838-6000 or 845-831-8000
WFAS

914-693-2404
News Channel 12
866-222-2071
Town House
914-764-5511
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INCIDENT REPORT

LOCATION OF INCIDENT:  ____________________________________________________________

DATE AND TIME:  ____________________________________________________________________

DESCRIPTION OF INCIDENT:  _________________________________________________________

INJURED PERSON


NAME:  _______________________________________________________________________


ADDRESS:  ____________________________________________________________________

DESCRIBE INJURY:  __________________________________________________________________

WHERE TAKEN:  _____________________________________________________________________

DESCRIBE GENERAL CONDITION OF AREA WHERE INCIDENT OCCURRED:

WITNESS (ES):


NAME:  _______________________________________________________________________


ADDRESS:  ____________________________________________________________________


PHONE:  ______________________________________________________________________

REPORT SUBMITTED BY:  ____________________________________________________________

TITLE:  ________________________________________________________________

DATE OF REPORT:  ___________________________________________________________________







DIRECTOR:  ______________________________
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RESTORATION OF SERVICE TO THE PUBLIC

Assessment of Damage

Was any staff member or patron hurt?  Do they need assistance to move away from the site?

If the library has been declared not structurally sound to enter, the Director or Building Assistant should block the entrance from patron access until damage assessment has been done.

Document all loss and damages for Insurance purposes using photographs or video.

Note damage to the building.  Windows may need to be boarded; areas of the collection or offices may need to be covered with tarps.

Note damage to furniture.

Note damage to files and records (employment, staff, statistics, etc.)

Note damage to computer equipment owned by both WLS and the Library.

Note damage to the collection.

Director or Building Assistant
, in conjunction with Fire/Police/Town/Board of Trustees, will decide when the building can be reopened to the public.

Staff will be reassigned as necessary.

Specific collection areas may need to be relocated away from damaged areas of the building.

Check remaining collection against “Priority of Materials to Be Saved” on page 13.

POUND RIDGE LIBRARY DISASTER PLAN

TEMPORARY HEADQUARTERS

If the damage is severe and the building is uninhabitable, a temporary location will be required.  The Bedford Central School District, Town House/Conant Hall, and Local Church will be contacted to check on any available space.

The library may need to rent a trailer, shelving, furniture, office supplies, etc.

Westchester Library System will provide new computers for circulation and public access catalog.  The Library may need to purchase computers/laptops for administrative functions.

Focus should be on:  New Books,, and Patron Reserve Material.

Shelving:  
Brodart, Gaylord


Borrow spare shelving from other local libraries if available

New computers and data lines:
WLS  914-674-3616

Furniture:
Borrow chairs/tables from Town or School District



Atlas Party Rentals
914-699-0399

Books & AV material:
Ingram /Amazon




Donations

Reestablish phone lines/communication with patrons.

Cell phones can be used to communicate with patrons.

Website and Mailchimp can be changed from any computer with Internet access.

Notify TV/Radio/Newspaper of interruption in service.

Contact telephone company/system (Verizon /TSC VOIP) for reestablishing of voice lines and equipment replacement.

Contact vendors/post office and inform them that they may need to reroute deliveries to alternate locations.
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REESTABLISH BUSINESS
Reestablish the business of the Library:
· Director or Building Assistant will contact staff regarding reestablishment or relocation of library services.


REESTABLISH PROGRAMS & SERVICES

Reestablish Circulation Activities:
· Establish hours of operation
· Assign staff to work the circulation desk
· Have WLS install computers and data lines
· Provide area for delivery of holds and other interlibrary loan material
· Set up shelving for new materials or salvaged materials

Reestablish Reference/Information Activities:
· Have WLS install computers for public access
· Obtain replacement materials
Reestablish Children’s /Teen/Adult programs as soon as possible using alternative space.

INSURANCE

Contact Insurance Broker Kevin Regan (631-669-3434) to arrange for emergency response clean up.  
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PRIORITY OF MATERIALS TO BE SAVED

Director’s office


Pound Ridge Library District Documents


Personnel Files  (current employees)

Special Collections

Reference Collection

Adult Collection


Art and Architecture


Literature


History


Other Non-fiction


Fiction

Children’s Collection


Picture Books


Non-fiction


Fiction

YA Collection


Fiction


Anime/Graphic Novels

AV Collection


CD Audio-books


Music CDs


DVDs

Interlibrary loan materials from libraries outside WLS
Intralibrary loan materials from other WLS libraries

POUND RIDGE LIBRARY DISASTER PLAN
SALVAGE OF WATER DAMAGED MATERIALS

Books

Hardcover books with protective covers may be salvaged if the inside of the book has not been touched by the water.  In this case, dry the outside cover of the book with toweling and let it air dry.

Music CDs/CD Audio-books/DVDs/
Immediately air dry discs. 
If the disc is dirty, clean with a soapy water mixture and rinse with clear water.

Do not rub the discs; they may get scratched.  If necessary, blot with a soft lint-free cloth.

If necessary, remove artwork from case and set out to dry.
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SALVAGE OF FIRE DAMAGED MATERIALS

Books:  Cloth or Paper Covers

Priority
· If items are covered with soot or simply smell of smoke, they may be recovered.
· Items burned or damaged by fire should be itemized for insurance purposes and tossed.

Handling Precautions
· Staff must wear rubber gloves and masks.
· Do not move items until a place has been prepared to receive them.
· Do not open/close books or separate covers.
· Oversized books need to be fully supported.

Salvage
· Fire damage is usually irreversible, but it is possible to remove some of the surface soot.

· A vacuum on low speed can be used to remove soot.

· There are also chemical sponges and erasers such as Groomstik or Absorene Paper and Book Cleaner.

· Some items may just need a new plastic book jacket.

Music CDs/CD Audio-books/DVDs

· If the disc is covered with soot, it can be cleaned with a soapy water mixture and rinsed with clear water.

· Do not rub the discs; they may get scratched.  If necessary, blot with a soft lint-free cloth.
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The above Disaster Plan is designed to equip staff with the tools and resources necessary to handle emergency situations in a calm, safe and orderly manner.  
The number one concern at all times is to ensure the safety of patrons and employees in a time of crisis. 
All staff should be well acquainted with this plan so that he/she will be able to act appropriately and responsibly in a time of crisis.

A copy of this Disaster Plan will be given to each staff member, and the original document will be kept in the Director’s office.  A copy of page 7 (Emergency Numbers) and page 8 (Evacuation Checklist) will be posted in the Staff workroom. 

This Disaster Plan will be updated yearly as needed.
�I agree, I do not think we should ask people to cross the street, I would head up to back parking lot and into neighbor's drive if necessary, we should leave the street clear for emergency vehicles.


�Have we talked to fire or police about this?  Again, I would not want folks to walk down the street when emergency vehicles are arriving, it is not safe.


�We don't have a building assistant


�Shouldn't we also call 911 in case of emergency, like above?


�Same comment as fire


�Or 911


�Same comment as fire


�Are we putting personal cell numbers in here


�He is not a board of trustee


�Not sure why anyone would contact the press in an emergency - in fact we should not tell folks to contact the press ever


�Who is the tech room staff?


�Same comment as above


�We don't have a building assistant


�Is this necessary in this document?  Clearly we will determine what to do based on what the emergency is





