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Policy 1: Emergency Response Plan 

Effective Dates: [Insert Effective Date] 
Reviewed and Revised Dates: [Insert Reviewed/Revised Dates] 

 

Section 1: Purpose and Scope 

Purpose 

The [ORGANIZATION] commits to safeguarding its patrons, staff, and facilities through a structured 
and comprehensive Emergency Response Plan. This plan establishes clear protocols, role 
assignments, and preparatory strategies essential for managing a broad spectrum of emergencies. 
From minor incidents to significant city-wide crises, the [ORGANIZATION]’s Emergency Response 
Plan ensures that each emergency is addressed systematically to minimize risks and restore 
normalcy quickly. 

As a cornerstone of [ORGANIZATION]’s safety and operational continuity efforts, this plan also aligns 
with the City of Richmond's Emergency Operations Plan (EOP). The integration with the EOP enables 
[ORGANIZATION] to synchronize its procedures with the city’s structured emergency framework, 
ensuring the library is not only a safe public space but also a supportive resource during city-wide 
emergency responses. 

[ORGANIZATION]’s Person In Charge (PIC) on shift is designated as the primary coordinator for 
executing emergency response measures. By having an on-site leader trained in emergency 
management, [ORGANIZATION] enhances its capability to make quick, informed decisions that 
uphold the safety of patrons, staff, and volunteers. This coordinated approach, structured within the 
city’s legal and organizational framework, fortifies [ORGANIZATION]’s role in the Richmond 
community as a resilient and dependable public institution. 

 

Scope 

The Emergency Response Plan is comprehensive, covering all [ORGANIZATION] locations and 
addressing the various emergency situations that may arise in the library’s public spaces, 
administrative areas, and storage facilities. This plan applies to all [ORGANIZATION] personnel, 
including staff, volunteers, and any third-party partners engaged in activities at [ORGANIZATION] 
locations. 

Key emergency response areas include: 

• Fire Safety Protocols: Measures for fire detection, prevention, and evacuation tailored to 
each library’s layout. 

• Earthquake Response: Protocols reflecting Richmond’s unique geographic vulnerabilities, 
emphasizing preparedness for seismic events. 

• Flood Preparation and Response: Strategies for managing flood risks, given the region’s 
susceptibility to flooding due to low elevation. 

• Power Outage Procedures: Guidance on maintaining essential services and ensuring patron 
safety during power disruptions. 

• Active Attacker and Lockdown Procedures: Training and protocols for managing active 
shooter or violent intruder situations. 
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• Public Health Emergencies: Procedures for responding to outbreaks or pandemics to 
protect public health within [ORGANIZATION] facilities. 

• Other Critical Incidents: Additional procedures for less frequent, yet potentially significant 
events such as bomb threats, vandalism, and structural issues. 

Each section of the plan contains detailed, step-by-step procedures that serve as a ready reference 
for all [ORGANIZATION] staff, supporting immediate action, compliance with safety standards, and a 
consistent response across library locations. This plan also specifies coordination points with the City 
of Richmond’s Office of Emergency Management (OEM), ensuring two-way communication and 
resource support. 

 

Responsible Party 

The [ORGANIZATION]’s Safety Officer administers this Emergency Response Plan, providing 
oversight, updates, and training to all personnel. The Safety Officer works in close coordination with 
the Director of Operations, who ensures that the plan remains up-to-date and that all staff are 
adequately trained in its procedures. 

The Person In Charge (PIC) assumes the on-site leadership role during emergencies, coordinating 
efforts among staff, volunteers, and patrons. Supported by the Emergency Response Team (ERT), 
the PIC oversees each step of the emergency response, ensures that all safety protocols are 
followed, and communicates directly with emergency services. 

Integration with the City of Richmond's Emergency Operations Plan (EOP): 

1. Framework for Coordination: Richmond’s EOP serves as a comprehensive framework for 
emergency response across the city’s agencies and organizations. The [ORGANIZATION] 
Emergency Response Plan is crafted to complement this city-wide framework, establishing 
protocols specific to the library environment. This ensures that [ORGANIZATION] can fully 
participate in coordinated responses during major incidents, contributing to Richmond’s 
overall resilience and public safety efforts.  
Support Functions (ESFs)**: The EOP outlines various Emergency Support Functions 
(ESFs), detailing roles and responsibilities for each city department during emergencies. 
[ORGANIZATION] staff are trained to understand their function within these ESFs, especially 
in public safety, community service, and resource coordination. This training equips 
[ORGANIZATION] personnel to collaborate effectively with city officials, enhancing the city’s 
unified response capacity . 

2. Communicharing: Effective emergency response relies on timely communication and 
resource-sharing among agencies. The [ORGANIZATION] Emergency Response Plan 
includes protocols for maintaining direct communication with the City’s Office of Emergency 
Management (OEM). This linkage enables the library to receive updates, relay information 
about on-site emergencies, and request assistance if required. Two-way communication 
ensures that [ORGANIZATION]’s response is swift and aligns with Richmond’s larger 
emergency operations . 

3. **Training and Preparedness*and preparedness drills are a priority for both 
[ORGANIZATION] and the City of Richmond. [ORGANIZATION] staff participate in city-
sponsored training sessions that align with the EOP. This collaboration ensures that library 
personnel are familiar with city-wide procedures and can fulfill their roles effectively in 
emergencies. Joint training fosters a culture of readiness and interagency coordination across 
[ORGANIZATION] and the city . 

4. Legal and Organizational Basis: Richmond’s framework for emergency operations within 
the city, including requirements for local entities such as [ORGANIZATION] to prepare for 
various hazards. Adhering to these legal guidelines, [ORGANIZATION]’s Emergency 
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Response Plan complies with all applicable local safety regulations, ensuring that the library’s 
emergency protocols are consistent with municipal standards for public safety . 

5. Response to Specific Hazards: The City of Richmond’s EOP ides that require special 
attention, such as flooding, seismic activity, severe storms, and potential acts of terrorism. 
The [ORGANIZATION]’s Emergency Response Plan incorporates these specific hazards into 
its protocols, preparing staff to respond to these threats in accordance with city guidelines. By 
addressing Richmond-specific risks, [ORGANIZATION] enhances its preparedness for 
incidents unique to the local environment .

 

Section 2: Emergency Roles and Responsibilities 
In [ORGANIZATION]’s Emergency Response Plan, each staff member’s role and responsibilities are 
clearly defined to ensure a coordinated and effective response during emergencies. The structure 
provides for designated leaders, specialized team members, and support personnel trained to 
manage various scenarios, prioritizing the safety and security of all patrons and staff. Each role is 
essential to maintaining order, executing emergency procedures, and ultimately ensuring the library’s 
swift recovery post-incident. 

 
Person In Charge (PIC) 
Role: 
The Person In Charge (PIC) is the designated on-site leader in emergencies, serving as the central 
authority responsible for immediate decision-making and response coordination. As the primary point 
of contact, the PIC’s role is critical in liaising with external emergency responders, delegating tasks, 
and making swift decisions that align with [ORGANIZATION]’s emergency protocols and city 
regulations. 

Responsibilities: 

• Direct Communication with Emergency Services: The PIC maintains direct, real-time 
communication with external emergency responders, such as the fire department, police, and 
medical personnel. The PIC’s proactive communication ensures that responders are aware of 
the situation's specifics, including incident location, patron and staff counts, and any unique 
hazards within the library. 

• Evacuation Management: When an evacuation is necessary, the PIC directs staff and 
patrons to follow established evacuation routes. This includes coordinating with the 
Emergency Response Team (ERT) to conduct orderly evacuations, especially for patrons 
requiring special assistance. The PIC ensures that all patrons and staff exit safely and 
assembles at designated points outside the library. 

• Lockdown and Recovery Oversight: During lockdown scenarios, such as an active shooter 
event or severe weather emergency, the PIC initiates lockdown procedures by securing 
entrances, directing patrons to safe zones, and providing clear instructions to maintain order 
and minimize panic. Post-incident, the PIC oversees recovery actions, including coordinating 
damage assessments and setting priorities for restoring library services. 

• Delegation of Tasks: The PIC assigns specific tasks to trained personnel and volunteers 
based on their capabilities and training. For example, during a fire evacuation, the PIC may 
designate certain ERT members to assist individuals with disabilities while directing others to 
oversee evacuation routes. This delegation maximizes efficiency and ensures all areas are 
adequately covered. 

Training Requirements: 
To ensure readiness, the PIC completes all [ORGANIZATION] emergency management training 
programs, with annual reviews to maintain current knowledge and skills. Training includes advanced 
crisis decision-making, emergency protocol refreshers, and incident-specific training aligned with city 
Emergency Operations Plan (EOP) guidelines. 
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Emergency Response Team (ERT) 

Role: 
The ERT is a specialized team of [ORGANIZATION] staff members trained to provide hands-on 
support during emergencies. This team operates as the primary support for the PIC, actively 
participating in evacuation, safety monitoring, and first-aid administration. Their comprehensive 
training in first aid, emergency equipment usage, and evacuation protocols makes the ERT a crucial 
component of the emergency response framework. 

Responsibilities: 

• Evacuation Support: During an evacuation, ERT members monitor and guide patrons 
through designated routes, ensuring that individuals remain calm and adhere to safety 
protocols. ERT members are also positioned at key checkpoints to assist individuals with 
disabilities or mobility challenges, ensuring safe exits for all. 

• Headcounts and Accountability: Once patrons and staff reach designated assembly points, 
the ERT is responsible for conducting headcounts to account for everyone’s safety. 
Headcount results are immediately relayed to the PIC to confirm that no one is left inside or 
unaccounted for. 

• Basic Medical Aid: In cases of injury, ERT members are trained to administer basic first aid 
until professional medical assistance arrives. Their training includes CPR, injury assessment, 
and care for minor injuries, helping stabilize individuals and ensuring medical emergencies 
are managed responsibly. 

Training Requirements: 
ERT members participate in bi-annual emergency drills and maintain up-to-date first aid certifications. 
These drills focus on evacuation scenarios, emergency medical response, and emergency equipment 
usage, such as fire extinguishers and AEDs. 

 

Communication Officer 

Role: 
The Communication Officer’s role is to manage all communications, both within the library and with 
external emergency teams, ensuring accurate information flow. The Communication Officer is 
responsible for maintaining continuous updates, enabling a streamlined response and minimizing 
confusion. 

Responsibilities: 

• Internal Updates: The Communication Officer relays information between the PIC and library 
staff, ensuring that everyone remains informed and aware of their responsibilities throughout 
the emergency. This includes making public announcements to patrons, providing clear 
instructions, and maintaining an orderly environment. 

• External Communication with City Emergency Management: The Communication Officer 
stays in contact with Richmond’s Office of Emergency Management (OEM) and other city 
resources, reporting the emergency status, any immediate needs, and situational updates. 
This role includes coordinating information updates from the City’s EOP, keeping library staff 
informed about city-wide responses that may impact [ORGANIZATION] operations. 

Training Requirements: 
The Communication Officer undergoes annual training in communication tools and emergency 
procedures. This training includes using radios, intercoms, and digital communication platforms, with 
special emphasis on providing clear, concise updates under pressure. 
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Facilities Manager 

Role: 
The Facilities Manager ensures that all safety equipment is operational, emergency supplies are 
maintained, and that the library infrastructure is in optimal condition for emergency scenarios. This 
role requires comprehensive knowledge of [ORGANIZATION]’s facility layout, equipment, and safety 
systems. 

Responsibilities: 

• Monthly Inspections: The Facilities Manager conducts routine inspections of all fire alarms, 
extinguishers, emergency lighting, and backup systems to confirm their readiness. These 
inspections ensure that all safety equipment functions properly and is readily accessible in 
emergencies. 

• Coordination of Repairs and Replacements: Following any incidents, the Facilities 
Manager assesses damages and coordinates necessary repairs or replacements of 
equipment and infrastructure. This includes engaging with maintenance vendors and ensuring 
timely response for critical repairs. 

• Supply Management: The Facilities Manager oversees the inventory of emergency supplies, 
including first aid kits, fire extinguishers, and backup power sources. Supplies are checked 
and replenished regularly to ensure they meet emergency needs. 

Training Requirements: 
To stay updated on emergency management protocols, the Facilities Manager completes periodic 
refresher courses covering [ORGANIZATION]’s facility infrastructure, safety equipment, and 
protocols, ensuring they can respond effectively in various scenarios. 

 

Volunteer Coordinator 

Role: 
The Volunteer Coordinator organizes and manages volunteer support during emergencies, providing 
direction and ensuring volunteers understand their roles. This position is essential for delegating 
additional support and reinforcing staff efforts. 

Responsibilities: 

• Orientation for Volunteers: The Volunteer Coordinator conducts emergency role 
orientations, preparing volunteers for emergency scenarios. This training covers essential 
response tasks, evacuation routes, and assisting patrons during emergencies. 

• Supervision of Volunteer Actions: During an emergency, the Volunteer Coordinator 
assigns specific roles to volunteers as directed by the PIC. Tasks may include crowd control, 
assisting patrons with disabilities, or supporting the ERT during evacuations. 

Training Requirements: 
The Volunteer Coordinator receives quarterly briefings on emergency protocols and participates in all 
relevant drills and simulations. This ensures familiarity with updated protocols and reinforces their role 
in supporting the PIC and ERT during emergencies. 
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Section 3: Emergency Policies and Procedures 

The [ORGANIZATION] has developed a comprehensive set of emergency policies and procedures to 
address various scenarios that may pose risks to patrons, staff, and library assets. This section 
provides a detailed overview of fire safety policies and procedures, ensuring that all library personnel 
are prepared to handle fire-related incidents promptly and effectively. 

 

3.1 Fire Safety Procedures 

Policy Statement 
The [ORGANIZATION] is dedicated to ensuring the highest standards of fire safety to protect its 
patrons, staff, and property. [ORGANIZATION]’s fire safety protocols focus on three core areas: fire 
prevention and detection, safe evacuation, and post-evacuation measures. These protocols align with 
city and provincial fire safety regulations and are integrated into staff training programs. Each 
procedure is designed to minimize fire hazards, ensure clear evacuation paths, and enable an 
organized response in case of a fire emergency. 

 
Procedures 
The fire safety procedures are divided into three primary phases: Prevention and Detection, 
Evacuation Protocols, and Post-Evacuation Protocols. 

 
1. Prevention and Detection 

Effective fire prevention and early detection are essential for maintaining a safe environment in 
[ORGANIZATION]. These measures reduce the risk of fire incidents and ensure swift action if a fire 
does occur. The Facilities Manager plays a critical role in overseeing these tasks, ensuring 
compliance with fire safety standards, and coordinating any necessary maintenance. 

• Weekly Inspections: 

o Fire Alarms and Extinguishers: The Facilities Manager is responsible for 
conducting weekly inspections of all fire alarms and fire extinguishers across the 
library premises. This includes checking that fire alarms are fully functional and 
located where they are clearly accessible. For extinguishers, the Facilities Manager 
ensures they are present, charged, and easily reachable, with clear signage marking 
their locations. 

o Documentation and Maintenance Reporting: After each inspection, the Facilities 
Manager records findings in a safety log, noting any issues and actions taken. If a 
device is malfunctioning, the issue is reported immediately to maintenance, and 
temporary safety measures are implemented until repairs are completed. This 
documentation process ensures accountability and enables quick identification of any 
recurring issues with specific equipment. 

• Fire Drills: 

o Bi-annual Drills for Staff and Patrons: Fire drills are scheduled twice a year to 
reinforce evacuation procedures among staff and familiarize patrons with emergency 
exits and assembly points. These drills simulate real emergency conditions, allowing 
staff and patrons to practice safe evacuation under various circumstances. Staff 
members, including the Person In Charge (PIC) and the Emergency Response Team 
(ERT), are assigned specific roles during these drills to mimic real-life emergency 
responsibilities. 

o Special Accommodations for Vulnerable Individuals: Drills include procedures for 
assisting individuals with disabilities or mobility challenges, ensuring that all patrons, 
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regardless of physical capability, know their designated evacuation route and can exit 
safely with assistance. 

 

2. Evacuation Protocols 

During a fire, an organized and efficient evacuation is critical. [ORGANIZATION]’s evacuation 
protocols provide clear guidelines for staff and patrons, helping to ensure a safe and orderly exit from 
the library. Staff are trained to recognize and use these routes effectively and to provide calm, clear 
guidance to patrons throughout the evacuation. 

• Evacuation Routes: 

o Signage and Route Familiarization: Evacuation routes are clearly marked and 
posted at multiple points throughout the library, including near main entrances, 
stairwells, and elevator areas. The routes lead directly to safe assembly points 
outside the building. Additionally, library floor plans are available at key locations, 
providing an overview of exit routes to patrons. 

o Staff Guidance: During an evacuation, library staff guide patrons along these 
designated routes, ensuring that everyone is moving in an orderly manner toward the 
exits. Staff are trained to avoid elevators during a fire and to use only stairwells and 
other designated escape routes. They are also advised to monitor for any signs of 
panic and to reassure patrons throughout the evacuation. 

• Assistance for Individuals with Disabilities: 

o Designated Support Staff: [ORGANIZATION] assigns specific staff members, often 
members of the ERT, to assist individuals with disabilities during evacuations. These 
staff members receive specialized training in assisting individuals with mobility 
challenges, visual impairments, and other disabilities. They are familiar with the 
safest and most efficient routes for assisted evacuation, including accessible exits. 

o Evacuation Chairs and Accessibility Aids: The library is equipped with evacuation 
chairs and other accessibility aids that can be used to help patrons with limited 
mobility exit safely. Staff trained in their use are stationed near these devices and are 
ready to deploy them as needed. 

 

3. Post-Evacuation Protocols 

Once everyone has safely exited the library, the post-evacuation protocols are implemented to ensure 
all individuals are accounted for and that emergency services have a clear understanding of the 
situation. 

• Headcounts: 

o Conducted by PIC: Upon reaching the assembly points, the PIC is responsible for 
conducting headcounts of both staff and patrons. This is a crucial step to verify that 
everyone has exited the building safely. The PIC works closely with the ERT to 
account for individuals, cross-referencing with attendance sheets and any visitor logs 
available. 

o Assistance from ERT Members: ERT members help the PIC in conducting 
headcounts, particularly if patrons have exited through multiple routes. ERT members 
stationed at assembly points gather preliminary information about any missing or 
injured individuals and relay this information to the PIC. 
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• Communication with Emergency Services: 

o Initial Report by PIC: After verifying headcounts, the PIC contacts emergency 
services to provide an initial assessment of the situation. This report includes 
confirmation of the fire, an estimate of building occupancy at the time of the incident, 
and the status of all patrons and staff. 

o Injury Reporting and Coordination: If any patrons or staff are injured, the PIC 
provides emergency services with details on the nature of the injuries, locations of the 
individuals, and any first aid administered by ERT members. This coordination helps 
emergency responders prioritize medical attention as needed. 

o Facility Status Updates: The PIC keeps emergency services informed of any visible 
structural damage or obstacles within the library. This information is vital for 
firefighters and other first responders as they work to contain and assess the fire. 

 

Additional Fire Safety Measures 

• Fire Prevention Training for Staff: 

o All staff, especially ERT members, undergo training to recognize fire hazards, 
including flammable materials, overheating equipment, and improper storage 
practices. Staff are encouraged to conduct regular visual checks of their work areas 
to identify and address fire hazards promptly. 

o Training also includes guidance on the use of fire extinguishers, basic fire 
containment procedures (such as closing doors to contain flames), and the 
importance of keeping exits and hallways clear at all times. 

• Fire Safety Equipment Maintenance: 

o The Facilities Manager is tasked with ensuring that all fire safety equipment, such as 
alarms, extinguishers, sprinkler systems, and emergency lighting, is fully operational. 
Maintenance checks are conducted regularly, with additional inspections following 
any repair work to verify functionality. In addition, the Facilities Manager works 
closely with licensed contractors for annual inspections of complex systems like 
sprinklers and fire panels. 

• Documentation and Post-Incident Review: 

o After each fire drill, [ORGANIZATION] conducts a debriefing session where the PIC 
and ERT members discuss the drill’s effectiveness, document any challenges 
encountered, and record feedback from staff. This information is used to refine 
evacuation protocols, improve role assignments, and enhance training programs. 

o In the event of an actual fire, a comprehensive incident report is created to document 
all actions taken, issues encountered, and recommendations for improvement. This 
report is reviewed by the Safety Officer and shared with the Director of Operations to 
inform updates to [ORGANIZATION]’s fire safety policies. 

 

Section 3.2: Earthquake Response 

Policy Statement 

[ORGANIZATION] acknowledges the seismic vulnerabilities in its geographic location and has 
developed robust earthquake response protocols to protect patrons, staff, and library assets. 

jomjom

jomjom

jomjom

jomjom

jomjom

jomjom



 

 

 14 

 Richmond Public Library 

 |     POLICIES AND PROCEDURES 

MANUAL 

Earthquake preparedness at [ORGANIZATION] focuses on three primary areas: training and 
preparation, response actions during an earthquake, and post-earthquake safety assessments and 
evacuations. These protocols not only prioritize immediate safety but also ensure that 
[ORGANIZATION] can respond efficiently and systematically to restore normalcy. Through annual 
drills, clear procedures for protective actions, and post-earthquake assessments, [ORGANIZATION] 
aims to mitigate the impact of earthquakes and reinforce a culture of preparedness across its 
facilities. 

 

Procedures 

The earthquake response protocols are divided into three main sections: Preparation and Training, 
During the Earthquake, and Post-Earthquake Actions. Each section includes detailed guidelines 
for staff and patrons to follow, ensuring an organized response at every stage of an earthquake event. 

 

1. Preparation and Training 

Preparation is the cornerstone of [ORGANIZATION]’s earthquake response strategy. To minimize 
risks and enhance safety during an earthquake, [ORGANIZATION] has implemented extensive 
training programs and structural assessments. These measures ensure that both staff and patrons 
are well-prepared to react appropriately during seismic events. 

• Annual Earthquake Drills: 

o Drill Structure and Frequency: [ORGANIZATION] conducts annual earthquake 
drills that engage both staff and patrons, simulating realistic earthquake conditions. 
These drills are comprehensive, beginning with an alert announcement that initiates 
the “Drop, Cover, and Hold On” protocol. Staff are stationed at various points in the 
library to guide patrons through the drill, explaining each step and emphasizing the 
importance of following these procedures during a real earthquake. 

o Focus on Protective Actions: Drills concentrate on instructing participants in the 
“Drop, Cover, and Hold On” method, which is widely recognized as the most effective 
action during an earthquake. This protocol is repeatedly reinforced to ensure it 
becomes a natural response for patrons and staff alike. During drills, staff practice 
guiding patrons under tables or sturdy furniture, positioning themselves away from 
glass and heavy objects. 

o Safe Zones Identification: As part of the drill, [ORGANIZATION] identifies specific 
safe zones within the library where patrons and staff can shelter if they cannot access 
a table or desk. Safe zones are areas away from large windows, heavy furniture, and 
tall shelving units. These locations are marked on library floor plans, and staff are 
familiarized with their locations during the drill. 

• Structural Safety Assessment: 

o Annual Review by Facilities Manager: The Facilities Manager conducts an annual 
review of the library’s structural integrity, paying special attention to areas susceptible 
to damage during seismic activity. This includes checking that heavy furniture, 
bookshelves, and fixtures are securely fastened to walls and floors to prevent 
toppling. 

o Inspection of Building Safety Features: During assessments, the Facilities 
Manager examines emergency lighting, fire alarms, and sprinkler systems to ensure 
they function properly and can withstand potential damage. Additionally, the Facilities 
Manager ensures that critical equipment is in place for post-earthquake responses, 
such as emergency first aid kits and structural damage assessment tools. 
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o Safe Area Identification and Documentation: After completing the structural 
assessment, the Facilities Manager updates the library’s safe area map, ensuring it 
reflects any changes in furniture layout or structural adjustments. Staff are briefed on 
any new safe zones during emergency preparedness meetings. 

 

 

2. During the Earthquake 

When an earthquake occurs, immediate protective actions are crucial. [ORGANIZATION]’s 
procedures emphasize calm, systematic responses that help minimize panic and reduce injury risks. 
Staff are trained to lead patrons in effective protective measures and are positioned throughout the 
library to provide clear guidance. 

• “Drop, Cover, and Hold On” Protocol: 

o Drop: At the first sign of an earthquake, staff instruct patrons to drop down to their 
knees, reducing their risk of falling. This action keeps individuals close to the ground, 
minimizing their exposure to shifting objects and allowing for faster protective 
movements. 

o Cover: Patrons and staff are instructed to seek cover under sturdy tables or desks, 
where they can shield themselves from falling debris. If no furniture is available, staff 
direct patrons to cover their heads and necks with their arms while moving toward 
interior walls or pre-identified safe zones. 

o Hold On: To maintain stability, patrons and staff are advised to hold onto their 
sheltering structure (e.g., a desk or table leg) to prevent it from shifting away during 
the quake. This step is particularly emphasized to patrons seated in library 
workstations or study areas, ensuring they know how to secure themselves 
effectively. 

• Avoidance of Hazards: 

o Clear from Windows and Heavy Furniture: Staff direct patrons away from windows, 
which may shatter and cause injury. Large shelving units, heavy furniture, and book 
stacks are also identified as hazards, and patrons are reminded to avoid these areas 
during drills and announcements. 

o Use of Safe Zones: In areas where furniture is unavailable, patrons and staff are 
guided to move to designated safe zones away from potential falling hazards. Staff 
provide instructions calmly, helping patrons understand the safest locations to shelter 
based on their immediate surroundings. 

o Communication During the Event: Staff avoid shouting but use firm, clear 
instructions to keep patrons calm and organized. Verbal cues are provided as 
needed, and hand signals are used for patrons who may have difficulty hearing 
verbal instructions. 

 

3. Post-Earthquake Actions 

After the shaking stops, [ORGANIZATION]’s post-earthquake actions focus on assessing the safety of 
the building, accounting for all individuals, and evacuating if necessary. The Person In Charge (PIC) 
and the Emergency Response Team (ERT) play central roles in executing these procedures. 
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• Safety Assessment: 

o Immediate Evaluation by PIC: The PIC is responsible for a preliminary assessment 
of the library’s structural condition, identifying visible damage, hazardous conditions, 
and any areas that may be unsafe for occupancy. The PIC walks through accessible 
areas, noting issues such as broken windows, fallen objects, water leaks, and 
potential fire hazards. 

o Hazard Reporting to ERT Members: The PIC communicates with ERT members 
stationed around the building, instructing them to report any hazards or structural 
concerns in their assigned zones. This coordinated assessment allows the PIC to 
make informed decisions about the building’s overall safety and the necessity of 
evacuation. 

o Decision to Evacuate: If the PIC deems the building unsafe due to structural 
instability, gas leaks, or other hazards, they initiate the evacuation protocols. The 
PIC’s decision-making process is guided by the structural assessment, focusing on 
areas where patrons and staff may be most at risk. 

• Evacuation if Necessary: 

o Designated Evacuation Routes: In cases where evacuation is required, the PIC 
directs patrons and staff along designated evacuation routes. These routes are 
selected based on safety assessments and lead to predetermined assembly points 
away from the building. Staff and ERT members position themselves at various 
points along the route to ensure smooth traffic flow and to provide assistance as 
needed. 

o Assistance for Individuals with Disabilities: ERT members trained in mobility 
assistance provide support for patrons with disabilities, helping them navigate 
evacuation routes safely. Evacuation chairs and other accessibility tools are readily 
available and stationed near the library’s safe zones for quick deployment. 

o Assembly Point Headcounts: At assembly points, ERT members conduct 
headcounts of patrons and staff. Each ERT member is responsible for tracking 
individuals in their assigned evacuation group and reporting the count to the PIC. 
Headcount discrepancies or missing individuals are communicated to emergency 
services upon their arrival. 

o Communication with Emergency Services: The PIC immediately contacts 
emergency services, providing an initial assessment of injuries, the structural 
condition of the building, and any additional support needed. The PIC also provides 
emergency personnel with maps of the library and known locations of hazards. 

• Aftershock Precautions: 

o Continued Vigilance by Staff and Patrons: Staff are trained to expect potential 
aftershocks and advise patrons to remain vigilant. Staff remain at assembly points, 
monitoring for signs of instability, and instruct patrons to repeat “Drop, Cover, and 
Hold On” if aftershocks occur. 

o Re-entry Protocols: Re-entry into the building is only permitted once emergency 
services or the Facilities Manager confirms that the library structure is safe. The PIC 
works with emergency responders to assess when it is appropriate for staff to retrieve 
essential items and begin damage documentation. 

 
Additional Earthquake Preparedness Measures 

• Earthquake Emergency Kits: 
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o [ORGANIZATION] maintains earthquake emergency kits in easily accessible 
locations throughout the library. Kits include first aid supplies, bottled water, 
flashlights, dust masks, and basic tools to help staff address minor injuries and 
stabilize hazards until professional help arrives. Kits are checked quarterly to ensure 
they remain well-stocked and accessible. 

• Post-Incident Debriefing and Documentation: 
o Following an earthquake, a post-incident debriefing is conducted by the Safety Officer 

and the PIC to review response actions, identify strengths, and address improvement 
areas. Staff and patrons who participated in drills and the incident itself provide 
feedback on their experiences. Documentation is completed to track all injuries, 
building damage, and emergency response actions. This report is submitted to the 
Director of Operations and used to enhance future earthquake response protocols. 

 

Section 3.3: Flood Protocol 

Policy Statement 

Flooding poses a significant risk to [ORGANIZATION] facilities, given the geographical characteristics 
and weather patterns in the region. To mitigate these risks, [ORGANIZATION] has established a 
comprehensive Flood Protocol that includes preparation, emergency response, and post-flood 
recovery procedures. These protocols are designed to minimize potential hazards, protect library 
assets, and ensure the safety of patrons and staff during flood events. [ORGANIZATION]’s Flood 
Protocol emphasizes thorough flood risk assessments, clearly marked evacuation routes, prompt 
utility management, and efficient recovery processes. This policy aims to reduce flood impact while 
maintaining the safety and operational continuity of [ORGANIZATION]’s services. 

 

Procedures 

The Flood Protocol is divided into three main sections: Preparation, During Flooding, and Post-
Flood Recovery. Each section includes detailed steps for staff and volunteers, led by the Person In 
Charge (PIC) and supported by the Facilities Manager, to ensure that flood situations are managed 
safely and efficiently. 

 

1. Preparation 

Preparation is essential to reducing risks and ensuring a swift response if flooding occurs. 
[ORGANIZATION]’s preparation measures include regular flood risk assessments, proactive asset 
protection, and the establishment of safe evacuation routes to higher ground. 

• Flood Risk Assessments: 

o Semi-Annual Risk Evaluations: The Facilities Manager conducts comprehensive 
flood risk assessments twice a year, taking into account seasonal weather conditions, 
historical data on local flooding, and the structural characteristics of 
[ORGANIZATION]’s buildings. The Facilities Manager inspects the library’s drainage 
systems, sump pumps, and any nearby waterways to determine if upgrades or 
repairs are necessary to prevent flood damage. 

o Asset Protection Strategy: Based on the risk assessment findings, the Facilities 
Manager identifies areas of the library most susceptible to flooding and secures 
valuable assets in these locations. This may involve relocating critical equipment, 
rare collections, and important documents to higher shelves or separate waterproof 
storage areas. In high-risk seasons, the Facilities Manager works with library staff to 
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ensure these assets remain protected and readily accessible for quick evacuation if 
necessary. 

o Routine Review of Emergency Supplies: The Facilities Manager verifies that flood-
related emergency supplies, such as sandbags, waterproof coverings, and plastic 
sheeting, are available and in good condition. Sandbags are stored in easily 
accessible areas to block water entry points if needed. Plastic sheeting is used to 
cover and protect valuable equipment, shelves, and furniture from water damage. 

• Evacuation Routes to Higher Ground: 

o Route Identification and Marking: Clear evacuation routes to higher ground are 
established throughout the library, especially in flood-prone areas on lower floors. 
The Facilities Manager ensures that these routes are prominently marked with 
waterproof signage that remains visible even in low-light or high-moisture conditions. 
Routes are designed to lead patrons to elevated areas within the library or to 
designated outdoor assembly points on higher ground. 

o Staff Training on Evacuation Procedures: Staff are trained to lead patrons through 
these evacuation routes, particularly in directing them away from areas with high 
water accumulation or potential structural instability. Training sessions include 
simulations of flood scenarios, focusing on communicating calmly and efficiently with 
patrons, especially those with limited mobility who may need additional assistance. 

 

2. During Flooding 

When a flood occurs, the immediate focus is on safely evacuating patrons and staff, shutting down 
utilities to prevent hazards, and implementing measures to reduce damage. The PIC, supported by 
the Facilities Manager and Emergency Response Team (ERT), coordinates these actions to ensure a 
prompt and orderly response. 

• Immediate Evacuation: 

o Evacuation Protocol Initiation by PIC: As soon as flooding begins, the PIC 
assesses the severity of the situation and initiates evacuation protocols if necessary. 
The PIC announces the evacuation over the library’s intercom system, providing clear 
instructions on the designated evacuation routes to higher ground. If the library’s 
intercom is compromised due to electrical issues, staff use handheld radios and 
direct communication to ensure all patrons are informed. 

o Guidance by Staff and ERT Members: Library staff, especially members of the 
ERT, are stationed at key points along evacuation routes to guide patrons safely 
toward exits and higher ground. Staff focus on assisting patrons with disabilities and 
other individuals who may need help navigating through potentially flooded areas. 
They are trained to monitor for signs of panic and use reassuring language to keep 
patrons calm during the evacuation. 

o Crowd Control and Safety Monitoring: As patrons evacuate, staff monitor crowd 
flow to prevent congestion and ensure that patrons are not moving toward areas with 
rising water. ERT members positioned in various library zones communicate with the 
PIC about any bottlenecks or individuals needing additional assistance, allowing the 
PIC to redirect resources as needed. 

• Utility Shutdown: 

o Responsibility of the Facilities Manager: The Facilities Manager is responsible for 
shutting down utilities, particularly electricity and gas, as soon as flooding becomes 

jomjom

jomjom

jomjom

jomjom

jomjom

jomjom

jomjom

jomjom



 

 

 19 

 Richmond Public Library 

 |     POLICIES AND PROCEDURES 

MANUAL 

evident. Shutting down power minimizes the risk of electrical hazards, such as 
shocks or fires, caused by water contact with live electrical circuits. 

o Coordination with Emergency Services: The Facilities Manager communicates 
with local utility providers to report the flood situation and confirm the shutdown of 
power, gas, and other services. They also ensure that backup power systems are 
deactivated safely to prevent malfunction or damage. 

o Water Valve and Sewer Management: If library facilities are equipped with water 
valves or sewer shutoffs, the Facilities Manager closes these systems to prevent the 
backflow of contaminated water into the building. This action helps protect both 
library assets and the health of patrons and staff by preventing contact with 
unsanitary floodwaters. 

 

3. Post-Flood Recovery 

Once floodwaters recede, [ORGANIZATION]’s focus shifts to recovery efforts, which include 
assessing damage, communicating with emergency services, and coordinating repair and cleanup 
operations. This phase is crucial for restoring the library’s operational capacity and ensuring the 
safety of patrons and staff upon reopening. 

• Damage Assessment: 

o Initial Walkthrough by Facilities Manager: The Facilities Manager conducts an 
immediate walkthrough of the library to assess structural and material damage 
caused by flooding. Key areas of focus include floors, walls, electrical systems, 
shelving units, and any furniture or equipment that was exposed to water. 

o Documentation of Damage: The Facilities Manager takes photographs and detailed 
notes on all damaged areas, creating a comprehensive record that includes 
descriptions of affected equipment, structural damage, and potential safety hazards. 
This documentation is essential for insurance claims and provides a clear roadmap 
for repair priorities. 

o Health and Safety Hazards Identification: During the assessment, the Facilities 
Manager identifies any areas where mold or water contamination poses a risk. If 
necessary, they coordinate with environmental health specialists to test water-
damaged areas and recommend procedures to address biological or chemical 
hazards. 

• Coordination of Repair Efforts: 

o Engagement with Repair and Restoration Services: Based on the assessment, 
the Facilities Manager contacts repair services to address structural issues, electrical 
damage, and water extraction. Repair teams prioritize critical areas such as electrical 
systems, heating and ventilation, and main entry points to facilitate a swift return to 
safe operations. 

o Furniture and Equipment Restoration: Damaged furniture, electronics, and library 
materials are evaluated for potential restoration. The Facilities Manager coordinates 
with restoration specialists to determine which items can be salvaged, repaired, or 
must be replaced. Books and materials are dried using special dehumidification 
equipment, and damaged documents are treated with techniques like freeze-drying to 
prevent further degradation. 

• Communication with Local Emergency Services: 
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o Regular Updates by PIC: Throughout the post-flood phase, the PIC maintains 
communication with local emergency services and the Richmond Office of 
Emergency Management (OEM) to provide updates on the building’s condition and 
any ongoing recovery needs. The PIC reports on structural stability, health risks, and 
potential impact on public safety to ensure a coordinated response. 

o Coordination of Re-entry and Reopening Plans: Before allowing patrons and staff 
back into the library, the PIC collaborates with emergency responders and the 
Facilities Manager to confirm that all repairs and safety checks are complete. Only 
after the building passes a final inspection for safety does the PIC authorize re-entry, 
issuing an official notice to staff and patrons about the reopening schedule. 

• Post-Incident Debriefing and Documentation: 

o Staff Debrief and Feedback Collection: After recovery, [ORGANIZATION] conducts 
a debriefing session with all involved staff to review response actions, identify 
improvement areas, and discuss lessons learned. The PIC leads this session, 
facilitating discussions about each phase of the flood response, from initial 
evacuation to post-flood cleanup. 

o Protocol Review and Improvement: Based on staff feedback and observations 
during the flood, [ORGANIZATION] updates its Flood Protocol to address any 
weaknesses or gaps. Changes are incorporated into future training sessions, 
ensuring that the library is better prepared for similar incidents. The PIC and Facilities 
Manager work together to document these improvements in the official flood 
response policy. 

 

Additional Flood Preparedness Measures 

• Regular Staff Training on Flood Response: 

o All staff participate in annual training sessions that include flood response 
procedures, evacuation route updates, and best practices for managing panic and 
crowd control during emergencies. These sessions reinforce staff knowledge and 
preparedness, providing them with the tools needed to handle flood incidents 
confidently. 

o ERT members receive specialized training on assisting patrons with mobility issues, 
ensuring they can safely guide these individuals to higher ground in flood situations. 

• Emergency Flood Kits: 

o [ORGANIZATION] maintains emergency flood kits in accessible locations throughout 
the library. These kits include items such as waterproof flashlights, first aid supplies, 
plastic sheeting, towels, and other materials that can be used to manage water 
ingress and support immediate evacuation efforts. The Facilities Manager inspects 
these kits quarterly to verify they are stocked and in good condition. 

 

Section 3.4: Power Outage Procedures 

Policy Statement 

[ORGANIZATION] recognizes that power outages can significantly impact library operations and 
patron safety. To minimize disruption, [ORGANIZATION] has established comprehensive power 
outage procedures aimed at maintaining critical functions, ensuring a safe environment, and 
communicating effectively with patrons. These procedures focus on immediate safety assessments, 
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the use of backup power systems, and post-outage evaluations to ensure a smooth transition back to 
full operational capacity. By proactively managing power outages, [ORGANIZATION] demonstrates its 
commitment to providing continuous service and safeguarding both patrons and staff. 

 

Procedures 

The Power Outage Procedures are organized into three key areas: Immediate Response, Use of 
Backup Systems, and Post-Outage Protocol. Each section contains detailed protocols for staff, led 
by the Person In Charge (PIC) and supported by the Facilities Manager and Communication Officer, 
to ensure a safe and effective response during power disruptions. 

 

1. Immediate Response 

During a power outage, the primary focus is on assessing immediate safety risks and maintaining 
clear communication with patrons. These protocols guide staff through the initial stages of managing 
a power loss, ensuring that patrons and staff remain safe and informed. 

• Assessment of Safety Risks: 

o Responsibility of the PIC: The PIC is responsible for assessing any potential safety 
risks that arise from the power outage. Key areas of focus include reduced lighting, 
which can create trip hazards, and potential heating or ventilation issues, which may 
affect comfort and air quality. The PIC evaluates conditions across the library to 
identify high-risk zones, such as stairwells, bathrooms, and areas with high patron 
traffic. 

o Identification of Hazardous Areas: The PIC communicates with Emergency 
Response Team (ERT) members to verify the safety of areas that may become 
hazardous without sufficient lighting. ERT members are stationed near exits, stairs, 
and other essential areas, helping to monitor for any additional safety issues. 
Together with the PIC, they determine if it is safe for patrons to remain in the library 
or if evacuation is necessary. 

o Temporary Barriers: In areas that are particularly vulnerable, such as staircases or 
locations with uneven flooring, staff use temporary barriers, caution tape, or signage 
to alert patrons and prevent access to these zones during the outage. This 
precautionary measure helps reduce the risk of accidents and ensures patrons stay 
in safe, well-lit areas. 

• Communication with Patrons: 

o Initial Announcements: The PIC uses the public address system, where available, 
to inform patrons of the power outage, explaining the current situation and any 
temporary modifications to services. This announcement provides instructions on 
where patrons should gather for additional information or assistance, especially if 
certain areas are closed off due to safety concerns. 

o Clear Information on Service Adjustments: Patrons are informed about potential 
service limitations due to the power outage, such as reduced access to digital 
resources, computers, and Wi-Fi. The PIC, with support from the Communication 
Officer, explains these changes and reassures patrons that backup systems are in 
place for essential lighting and emergency exits. 

o Availability of Staff Assistance: Staff members are stationed strategically 
throughout the library to answer questions and provide assistance to patrons, 
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especially those who may require help navigating in lower lighting conditions. ERT 
members and volunteers receive specific instructions to guide patrons to well-lit areas 
and assist anyone with mobility challenges. 

 

2. Use of Backup Systems 

[ORGANIZATION]’s facilities are equipped with backup systems to maintain essential lighting and 
sustain critical functions during power outages. The protocols for activating and using these systems 
are designed to ensure continuity of service and safety in the library until full power is restored. 

• Emergency Lighting: 

o Automatic Activation: Emergency lighting systems are installed throughout the 
library and activate automatically in the event of a power outage. These lights are 
strategically placed to illuminate key areas, including main corridors, exits, stairwells, 
and high-traffic zones. The automatic activation of emergency lighting ensures 
immediate visibility, allowing patrons and staff to safely navigate the library without 
delay. 

o Routine Maintenance by Facilities Manager: The Facilities Manager conducts 
regular maintenance checks on emergency lighting systems to verify that they are 
fully operational and ready for activation. Monthly inspections involve testing battery 
power, ensuring lights are unobstructed, and confirming that they provide adequate 
illumination in critical areas. Any issues discovered during these inspections are 
reported immediately for repair, guaranteeing system reliability. 

o Lighting in Designated Safe Areas: Specific areas of the library, identified as safe 
zones, are equipped with additional emergency lighting to serve as gathering points 
during extended outages. These areas are marked on the library’s floor plan, and 
staff direct patrons to these locations if the outage persists beyond an initial 
assessment period. 

• Backup Generators: 

o Activation for Critical Operations: [ORGANIZATION] has backup generators that 
can be activated as needed to support essential services. The Facilities Manager is 
responsible for activating the generators, focusing on areas critical to library 
operations and safety, such as lighting, communication systems, and the HVAC 
system if necessary. Generators are activated only for essential systems to preserve 
fuel and prevent overload. 

o Coordination with Utility Providers: In cases of prolonged power outages, the 
Facilities Manager communicates with local utility providers to determine the 
expected duration of the outage. This coordination helps [ORGANIZATION] assess 
whether extended generator use is necessary and allows for any adjustments to 
power allocations if restoration will be delayed. 

o Regular Generator Maintenance: Backup generators undergo regular inspections 
and maintenance, conducted quarterly by the Facilities Manager. This maintenance 
schedule includes fuel level checks, load testing, and battery inspections to ensure 
the generators will function properly when needed. In addition, the Facilities Manager 
logs each maintenance session and records the generator's performance during 
power outages to track its reliability. 

 

3. Post-Outage Protocol 
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Once power is restored, [ORGANIZATION]’s protocols focus on inspecting systems for potential 
damage, verifying operational stability, and updating patrons and staff on the status of services. 
These post-outage procedures ensure a safe return to normal operations and minimize any residual 
effects of the power disruption. 

• Systems Check: 

o Inspection by Facilities Manager: Following power restoration, the Facilities 
Manager conducts a comprehensive inspection of all critical systems to confirm they 
have returned to proper functioning. This inspection covers lighting, HVAC, elevators, 
fire alarms, emergency lighting systems, and security systems. Any technical issues 
or malfunctions are documented, and immediate repairs are scheduled. 

o Testing Backup Systems: The Facilities Manager deactivates the backup 
generators and checks that the transition from generator power to standard electricity 
has not impacted system performance. This involves testing each component 
powered by the generator to ensure there is no lag or malfunction. Emergency 
lighting systems are similarly inspected to confirm they automatically switch back to 
standby mode. 

o Assessment of Digital and Communication Systems: The Facilities Manager and 
IT support team verify that all digital systems—such as computers, Wi-Fi networks, 
and electronic resources—are functioning as expected. This inspection includes a 
reboot of essential servers and routers to ensure that no disruptions have occurred 
due to the power outage. 

• Patron Service Updates: 

o Communication by the Communication Officer: Once normal operations resume, 
the Communication Officer provides updates to patrons regarding the availability of 
services. Using public address announcements, digital screens, and online platforms, 
patrons are informed that regular services have been restored. This includes 
confirming the reactivation of digital resources, public computer access, and any 
systems impacted during the outage. 

o Clearance of Restricted Areas: If any areas were temporarily restricted for safety 
reasons, staff remove cautionary barriers and make announcements indicating that 
these areas are now accessible. The Communication Officer coordinates with the PIC 
to ensure all patrons are aware that it is safe to resume normal use of all library 
spaces. 

• Documentation and Post-Incident Review: 

o Incident Reporting by PIC: The PIC completes an incident report documenting the 
details of the power outage, including the duration, any safety risks identified, and the 
response actions taken by staff. This report is reviewed by the Safety Officer and 
Director of Operations to assess the effectiveness of the response and identify 
potential improvements. 

o Debrief and Feedback from Staff: Staff involved in managing the outage participate 
in a debriefing session to discuss the response process, noting any challenges and 
providing feedback for refining the protocol. This collaborative review includes ERT 
members, Facilities Manager, Communication Officer, and other relevant personnel, 
ensuring a thorough evaluation of each aspect of the response. 

o Protocol Updates: Based on feedback from the debriefing, the Safety Officer and 
Facilities Manager update the Power Outage Procedures to address any gaps or 
improvement areas identified. These updates are then incorporated into future 
training sessions, ensuring continuous improvement of [ORGANIZATION]’s response 
capabilities. 
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Additional Preparedness Measures 

• Annual Training on Power Outage Protocols: 

o [ORGANIZATION] staff undergo annual training on power outage procedures, 
ensuring familiarity with emergency lighting locations, generator usage, and patron 
communication methods. This training reinforces staff confidence and preparedness 
in managing power outages effectively. 

• Emergency Kits for Extended Power Outages: 

o [ORGANIZATION] maintains emergency kits with flashlights, portable radios, 
batteries, first aid supplies, and other essentials in case of prolonged power outages. 
These kits are checked quarterly to ensure they remain stocked and accessible, and 
they are located strategically near critical points within the library. 

 

Section 3.5: Elevator Outage Procedures 

Policy Statement 

The [ORGANIZATION] is committed to providing safe, accessible environments for all patrons, 
including those with limited mobility or disabilities. In situations where elevator malfunctions occur, 
[ORGANIZATION] has developed a structured protocol that ensures immediate assistance for those 
who rely on elevators, minimizes inconvenience, and coordinates with maintenance services to 
promptly restore functionality. This policy underscores [ORGANIZATION]’s commitment to inclusivity, 
focusing on organized assistance for patrons needing mobility support, clearly marked alternative 
routes, and timely communication throughout the outage. By adhering to these procedures, 
[ORGANIZATION] can mitigate risks and maintain its operational standards, prioritizing the well-being 
and safety of both patrons and staff. 

 

Procedures 

[ORGANIZATION]’s Elevator Outage Procedures are designed to address both Mobility Assistance 
and Maintenance Coordination. Each section outlines steps to guide staff in managing elevator 
malfunctions with safety and efficiency, led by the Person In Charge (PIC) and supported by the 
Facilities Manager, Communication Officer, and trained Emergency Response Team (ERT) members. 

 

1. Mobility Assistance 

When an elevator outage occurs, the primary concern is to provide alternative solutions for patrons 
and staff who may have difficulty using stairs. The Mobility Assistance protocols ensure that patrons 
with mobility impairments or other disabilities receive prompt and effective assistance. 

• Evacuation Plan for Patrons with Mobility Impairments: 

o Role of Trained Staff: Specific staff members are trained to support patrons with 
mobility needs during elevator outages. These staff members, part of the Emergency 
Response Team (ERT), are well-versed in safe handling techniques, wheelchair 
maneuvering, and the use of specialized equipment, such as evacuation chairs. 
Regular practice sessions, including simulations of elevator outages, reinforce the 
ERT’s readiness to assist patrons effectively. 
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o Check-In and Communication with Patrons: As soon as an elevator outage is 
reported, the PIC ensures that patrons on each floor are informed about the situation 
and reassured that assistance is available. ERT members proactively approach 
patrons who may need support, offering clear explanations of the assistance options 
and asking if they would prefer help navigating stairs or using accessible alternate 
routes. This communication helps reduce anxiety and ensures that patrons feel 
supported throughout the outage. 

o Use of Evacuation Chairs: To safely transport patrons who use wheelchairs or have 
limited mobility, [ORGANIZATION] maintains evacuation chairs at designated points 
near stairwells. Staff trained in the use of these chairs assist patrons in positioning 
them securely, ensuring they are comfortable and stable during transport. The ERT is 
trained to handle these chairs carefully, monitoring patrons’ comfort and well-being 
until they are safely relocated to another floor or, in emergency situations, safely 
evacuated from the building. Staff also receive refresher training on safely 
maneuvering evacuation chairs down stairwells and around corners to prevent any 
accidents. 

• Alternate Routes and Signage: 

o Clear, Accessible Signage for Alternate Routes: In the event of an elevator 
outage, durable, highly visible signage is placed at all elevator entrances, directing 
patrons to nearby stairwells and alternate exits. These signs are displayed at eye 
level, with large text to accommodate patrons with visual impairments. The signage 
includes clear directions to accessible exits and stairwells, along with floor layout 
maps to guide patrons easily. 

o Guidance from Staff and ERT Members: ERT members and designated staff, 
particularly those stationed at information desks or high-traffic areas, receive training 
to assist patrons with alternate route guidance. They direct patrons to safe stairwell 
exits and provide personal assistance when needed. ERT members are positioned 
along these routes, monitoring patron flow and ensuring that patrons with disabilities 
or limited mobility are safely guided through the building. 

o Accessible Route Maps and Availability: [ORGANIZATION] provides accessible 
route maps at main points on each floor, detailing alternative paths for elevator 
outages. These maps are marked with specific instructions for patrons who may need 
additional assistance, highlighting emergency chair locations, ERT member stations, 
and accessible exits. Staff are familiarized with these maps during regular training, 
allowing them to respond quickly and guide patrons to safe locations in an organized 
manner. 

 

2. Maintenance Coordination 

Effective coordination with maintenance services is critical for restoring elevator functionality as swiftly 
as possible and minimizing disruption for patrons and staff. Maintenance Coordination protocols cover 
emergency contacts for elevator repair, post-outage inspections, and transparent communication 
about repair progress. 

• Emergency Contact with Elevator Maintenance Services: 

o Immediate Reporting by Facilities Manager: As soon as an elevator outage is 
reported, the Facilities Manager contacts the designated elevator maintenance 
service to report the malfunction and request urgent assistance. [ORGANIZATION] 
maintains a 24/7 contract with an elevator repair company, ensuring rapid response 
times in the event of a breakdown. The Facilities Manager provides detailed 
information about the issue, such as any unusual sounds, prior maintenance check 
dates, and any immediate concerns, such as trapped individuals. 
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o On-Site Monitoring and Support During Repairs: The Facilities Manager or 
another assigned maintenance staff member remains on-site during the repair 
process, facilitating access to necessary areas and equipment for the maintenance 
team. This on-site presence ensures that any additional support required is 
coordinated promptly, allowing real-time updates on repair progress. 

o Continuous Updates to PIC and Staff: The Facilities Manager keeps the PIC 
informed of the estimated timeline for repairs, as well as any changes to the expected 
completion time. The PIC, in turn, communicates these updates to staff and patrons, 
managing expectations and providing reassurance to patrons inconvenienced by the 
outage. If the outage is anticipated to last several hours or longer, [ORGANIZATION] 
initiates additional measures to accommodate patrons with mobility needs, such as 
temporary service relocations or online access to library materials. 

• Safety Verification and Post-Outage Inspections: 

o Thorough Safety Check by Maintenance Team: Before resuming elevator 
operations, the maintenance team conducts a complete safety inspection to identify 
and resolve any residual technical or mechanical risks. This inspection includes 
testing the emergency stop button, checking operational fluidity, verifying lighting 
within the elevator, and ensuring that communication systems are functioning. If any 
issues persist, the maintenance team works to resolve them before the elevator is 
released for public use. 

o Final Inspection by Facilities Manager: Following the maintenance team’s repairs 
and safety checks, the Facilities Manager conducts a secondary inspection to confirm 
that the elevator meets all safety standards outlined in [ORGANIZATION]’s protocols. 
If any concerns are identified during this inspection, the Facilities Manager may 
request additional tests or delay reopening the elevator until all issues are resolved. 

o Documentation of Maintenance and Safety Checks: The Facilities Manager 
documents each step of the elevator repair process, including the maintenance 
company’s service report, the duration of the outage, and actions taken to address 
identified issues. This documentation is filed with [ORGANIZATION]’s maintenance 
records and periodically reviewed to assess trends or recurring issues, allowing the 
Facilities Manager to proactively schedule additional preventative maintenance if 
necessary. 

 

Additional Procedures and Considerations 

• Elevator Safety and Maintenance Training for Staff: 

o Hands-On Training for Facilities and ERT Staff: Relevant staff, including Facilities 
team members and ERT, participate in training sessions covering elevator safety 
protocols, emergency procedures, and assistance techniques for patrons with 
mobility needs. Training includes hands-on practice with emergency response tools, 
such as evacuation chairs, and safe handling techniques for moving patrons up or 
down stairs if necessary. 

o Periodic Drills and Refresher Courses: Elevator outage drills are conducted 
periodically, providing an opportunity for staff to practice their roles in assisting 
patrons, coordinating with emergency responders, and documenting incidents. These 
drills help staff maintain readiness for real-life scenarios, reducing response times 
and enhancing safety. 

• Routine Elevator Maintenance and Inspection Schedule: 
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o Regular Inspections by Facilities Manager: The Facilities Manager coordinates 
monthly inspections of [ORGANIZATION]’s elevators, which include checks of 
cables, pulleys, lubrication of mechanical parts, and testing of emergency features. 
Routine maintenance minimizes the likelihood of unexpected breakdowns and keeps 
the elevator in optimal condition. 

o Quarterly Safety Drills for Elevator Entrapment: [ORGANIZATION] conducts 
quarterly drills to prepare staff for potential entrapment situations, emphasizing 
communication with trapped individuals, guiding them through safety protocols, and 
coordinating with responders to ensure prompt rescues. These drills ensure that staff 
remain calm, efficient, and supportive in high-stress situations, prioritizing patron 
safety. 

• Communication and Assistance for Patrons During Extended Outages: 

o Alternative Service Solutions: In cases where the elevator outage extends beyond 
several hours, [ORGANIZATION] arranges alternative services to accommodate 
patrons with mobility challenges. Temporary relocation of resources to accessible 
floors, curbside services, and digital access to materials are offered as necessary. 

o Outage Updates and Notices: The Communication Officer posts updates on the 
library’s digital notice boards and online platforms, informing patrons about the 
outage status and anticipated repair timelines. Signage is placed at elevator 
entrances with details on available alternative services and assistance options. 

• Incident Documentation and Review: 

o Comprehensive Incident Reports: For each outage, the PIC collaborates with the 
Facilities Manager to create a report covering the cause, response actions, 
maintenance performed, and feedback from patrons or staff. This report is reviewed 
for quality improvements in elevator management. 

o Post-Outage Debrief and Review Session: Following elevator repairs, the PIC 
organizes a review session where involved staff discuss the incident and provide 
feedback, focusing on strengths and areas for improvement in the response. Updates 
to procedures are incorporated based on staff insights. 

 

Section 3.6: Active Attacker Response 

Policy Statement 

The [ORGANIZATION] prioritizes the safety and security of its patrons and staff, recognizing the 
critical importance of rapid response and effective communication in the event of an active attacker 
incident. This policy establishes structured protocols to ensure swift lockdown procedures, secure 
hiding zones, and efficient communication with law enforcement. [ORGANIZATION] is committed to a 
prepared and practiced response that emphasizes organized safety measures, minimizing risk, and 
maintaining calm. These protocols are designed to safeguard all individuals within library facilities 
during high-risk incidents, ensuring that staff are equipped to manage their responsibilities with clear 
directives and maintaining a coordinated approach to safety. 

 

Procedures 

The Active Attacker Response protocols are organized into two main sections: Lockdown 
Procedures and Communication with Law Enforcement. Each section provides detailed steps that 
staff, led by the Person In Charge (PIC) and supported by the Communication Officer and the 
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Emergency Response Team (ERT), must follow to protect patrons and themselves effectively during 
an active attacker event. 

 

1. Lockdown Procedures 

When an active attacker threat is identified, [ORGANIZATION]’s primary response is to initiate a 
lockdown to secure the premises and protect all individuals on-site. Lockdown procedures focus on 
securing entrances, directing individuals to designated safe zones, and implementing safety 
measures designed to maximize concealment and security. 

• Securing Entrances and Exits: 

o Responsibilities of Assigned Staff: The PIC coordinates the lockdown, instructing 
assigned staff members to close and lock all entrances and exits as quickly as 
possible. [ORGANIZATION]’s entrance and exit points are equipped with secure, 
lockable mechanisms designed to prevent forced entry. Assigned staff members 
receive training on locking procedures, including using secondary locking devices if 
necessary to reinforce doors and windows. During training, staff practice these 
procedures to ensure they can perform them under high-stress conditions. 

o Evacuation Prioritization: In certain situations, if it is safer to evacuate individuals 
rather than lock them down within the building, the PIC directs staff and patrons to 
the nearest exit. However, in cases where it is unsafe to leave the building, staff 
follow lockdown protocols as instructed. Decisions to evacuate or lock down are 
made quickly based on situational awareness, following [ORGANIZATION]’s 
guidelines that prioritize the safety of patrons and staff. 

o Use of Barricades: Staff members are trained to use available objects as barricades 
in cases where locks alone may not secure entrances or exits effectively. 
Bookshelves, tables, and other heavy items are positioned as blockades to delay any 
possible entry by the attacker. Staff receive instruction on appropriate barricade 
placement to avoid compromising exit pathways in case evacuation later becomes 
feasible. 

• Directing Patrons and Staff to Safe Zones: 

o Identification of Safe Zones: Safe zones are pre-designated hiding areas within the 
library, selected based on their ability to provide concealment and secure space for 
groups of patrons and staff. Each floor of [ORGANIZATION]’s facilities includes 
marked safe zones, which are internal rooms without windows, lockable doors, and 
access to intercom or phone communication. Common safe zones include storage 
rooms, conference rooms, and utility areas. 

o Guidance by ERT Members: Members of the Emergency Response Team (ERT) 
are trained to calmly guide patrons to these safe zones, ensuring that individuals 
remain as quiet and composed as possible. ERT members are also instructed to 
reassure patrons, helping maintain calm in potentially panic-inducing situations. In 
training sessions, staff practice using hand signals and low verbal instructions to 
reduce noise and maintain order while directing patrons to these secure locations. 

o Assistance for Patrons with Mobility Challenges: ERT members are trained to 
assist patrons with mobility impairments or other disabilities in reaching safe zones, 
utilizing available wheelchairs, walkers, or other supportive devices. In the event that 
a safe zone is not fully accessible, alternative secure locations are identified, and 
staff are briefed on strategies for keeping patrons with mobility challenges safe. ERT 
members receive sensitivity training to manage these specific challenges with dignity 
and respect for individual needs. 
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• Concealment and Maintaining Silence: 

o Securing the Safe Zone: Once patrons and staff are secured within a safe zone, 
designated ERT members ensure that doors are locked and barricaded if possible. 
Lights are turned off to reduce visibility from outside the room, and windows, if any, 
are covered. Staff members encourage patrons to remain as quiet as possible and to 
silence cell phones and other electronic devices that could attract attention. 

o Emergency Supplies and Communication Devices: Each safe zone is equipped 
with an emergency response kit containing first aid supplies, flashlights, and water 
bottles. Additionally, every safe zone has access to a communication device, such as 
a landline phone or a two-way radio, allowing staff to receive updates from the PIC or 
Communication Officer. Regular drills familiarize staff with these emergency kits and 
communication devices, ensuring readiness during an actual event. 

o Preparation for Extended Lockdown: In scenarios where the threat remains for an 
extended period, staff in safe zones are trained to manage resources and keep 
patrons calm. Regular emergency response training sessions prepare staff for 
extended lockdown conditions, including techniques for maintaining morale and 
providing first aid if necessary. 

 

2. Communication with Law Enforcement 

Effective communication is essential during an active attacker incident, facilitating a rapid response 
from law enforcement and providing crucial updates to staff within the building. [ORGANIZATION]’s 
communication protocols focus on timely contact with law enforcement, continuous internal updates to 
staff, and maintaining situational awareness for all individuals on-site. 

• Immediate Contact with Law Enforcement: 

o Responsibility of the Communication Officer: The Communication Officer is 
responsible for immediately alerting law enforcement when an active attacker 
situation is identified. This contact is made via direct communication with local 
emergency services, providing them with specific details of the incident, including the 
attacker’s last known location, number of individuals in the building, and any other 
relevant observations. Communication Officers receive specialized training on 
concise, clear reporting to ensure that law enforcement receives actionable 
information without delay. 

o Real-Time Updates to Authorities: As the situation evolves, the Communication 
Officer continues to provide real-time updates to law enforcement, ensuring that 
emergency responders are informed of any significant changes. This communication 
includes details such as additional locations of patrons, movements of the attacker (if 
visible), and any injuries that may require immediate attention. Communication 
Officers are trained to remain calm under pressure, enabling them to convey accurate 
information while managing their stress responses. 

• Internal Announcements for Staff: 

o Continuous Updates: The Communication Officer provides ongoing updates to staff 
through the intercom system, two-way radios, or text notifications if safe to do so. 
These updates inform staff about the status of law enforcement response, any 
changes in the attacker’s location, and safety instructions for those in different areas 
of the library. Staff are trained to receive these updates with composure, allowing 
them to continue guiding patrons with a sense of control and calm. 

o Reinforcing Lockdown Protocols: Throughout the incident, the Communication 
Officer periodically reminds staff to reinforce lockdown procedures, keeping doors 
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locked, patrons quiet, and lights off until an official all-clear is received from law 
enforcement. This repetitive instruction is designed to help individuals maintain focus, 
reducing the likelihood of accidental noise or exposure that could compromise safety. 

o Discreet Communication During Sensitive Moments: In situations where discreet 
communication is necessary, the Communication Officer uses text alerts or silent 
signals (if available) to inform specific staff members of updates or required actions. 
Communication devices are configured to avoid loud notifications, with vibrate-only 
settings used to maintain silence. 

 

Post-Incident Protocols and Follow-Up Procedures 

Once law enforcement has resolved the situation and issued an all-clear, [ORGANIZATION] follows a 
structured post-incident protocol to ensure the safe release of patrons, address any injuries, and 
conduct a comprehensive review of the response. 

• Controlled Evacuation and Release: 

o Gradual Release of Patrons from Safe Zones: After law enforcement declares the 
building secure, the PIC coordinates with ERT members to facilitate an orderly and 
controlled evacuation from safe zones. Staff provide clear instructions, escorting 
patrons to exits in small, managed groups to prevent overcrowding and confusion. 

o Assistance for Injured Individuals: Patrons or staff who have sustained injuries 
receive priority assistance from medical personnel on-site. ERT members with first 
aid training are prepared to provide initial care and help coordinate with emergency 
medical teams for swift response. 

o Verification of Accountability: A headcount is conducted to ensure that all patrons 
and staff have been accounted for post-incident. Staff check each safe zone, 
restrooms, and other potentially isolated areas within the library to verify no 
individuals remain within the building. 

• Debriefing and Staff Support: 

o Post-Incident Debriefing for Staff: After the situation is fully resolved, the PIC 
organizes a debriefing session for staff members, facilitated by trained counselors if 
necessary. This session allows staff to discuss their experiences, report on the 
effectiveness of procedures, and identify areas for improvement. 

o Counseling and Support Services: Recognizing the potential psychological impact 
of an active attacker incident, [ORGANIZATION] offers counseling services to staff 
and patrons who may need support processing the event. Staff are encouraged to 
take advantage of these services to address any stress or trauma they may have 
experienced. 

• Review and Update of Active Attacker Protocols: 

o Comprehensive Incident Analysis: [ORGANIZATION] conducts an extensive 
review of the incident, analyzing each stage of the response, from lockdown initiation 
to communication and final evacuation. The analysis identifies strengths and 
weaknesses in the response and determines if additional training or resources are 
necessary. 

• Updates to Procedures and Training: Based on the incident analysis, [ORGANIZATION] 
updates its Active Attacker Response procedures and incorporates any changes into staff 
training programs. This continuous improvement process ensures that the [ORGANIZATION] 
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remains proactive in refining its Active Attacker Response procedures, integrating insights 
gained from real-life incidents to strengthen its emergency preparedness. This commitment to 
ongoing improvement is key to ensuring that [ORGANIZATION]'s protocols are as effective 
and responsive as possible, supporting the safety of patrons and staff in the face of potential 
threats. 

Additional Procedures and Considerations 

1. Integration of Enhanced Security Measures 

• Security Drills and Regular Assessments: [ORGANIZATION] incorporates regular security 
drills focused on active attacker scenarios. These drills are conducted in collaboration with 
local law enforcement, allowing staff to practice their roles in a controlled environment and to 
receive direct feedback on the efficiency and coordination of their response. Security 
assessments are performed annually, with emphasis on identifying any new areas that could 
benefit from improved safety measures, such as reinforced doors or additional safe zones. 

• Physical Security Enhancements: Based on annual assessments and recommendations 
from local law enforcement, [ORGANIZATION] may implement physical upgrades to enhance 
security. These may include installing reinforced door locks, security cameras positioned to 
monitor key entrances and exits, and emergency locking systems in safe zones. 

2. Training and Professional Development for Staff 

• Annual Active Threat Training: To maintain readiness, all staff receive annual active threat 
training that covers the updated response protocols, communication techniques, and de-
escalation strategies. This training includes situational awareness exercises, allowing staff to 
become adept at recognizing early warning signs of potential threats and understanding 
appropriate responses. 

• Stress Management and Response Techniques: [ORGANIZATION] places emphasis on 
stress management techniques during high-risk situations. Staff are trained to remain 
composed, think clearly, and make informed decisions under pressure. Techniques include 
controlled breathing exercises, staying mentally focused, and prioritizing calmness, which are 
reinforced through simulation exercises during training sessions. 

• Advanced Communication Skills: Staff, particularly those in roles like the Communication 
Officer, receive advanced training in effective communication under duress. This includes 
concise information reporting to law enforcement, crisis communication to patrons, and the 
management of group dynamics within safe zones. These skills help to maintain calm and 
focus, which are crucial for a coordinated response. 

3. Communication and Coordination with External Agencies 

• Established Contacts with Law Enforcement and Emergency Services: 
[ORGANIZATION] maintains direct lines of communication with local law enforcement and 
emergency management teams, including a list of key contacts to be notified in an active 
attacker incident. Regular meetings with these agencies help establish a working relationship 
and familiarize local responders with the library's layout and emergency protocols. 

• Community Collaboration and Response Drills: [ORGANIZATION] participates in 
community response drills alongside nearby organizations, schools, and municipal offices to 
improve community-wide preparedness for active attacker events. These collaborative 
exercises promote cohesion in response efforts, enabling all parties to practice a unified 
approach that benefits the broader Richmond community. 

4. Incident Documentation and Post-Incident Analysis 
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• Detailed Incident Documentation: During and following an active attacker incident, the PIC 
and Communication Officer are responsible for documenting key events, including the timing 
and actions taken at each stage of the response. This documentation serves as a detailed 
record of the incident, providing a basis for evaluation and procedural refinement. 

• Data Analysis and Lessons Learned: Post-incident data is analyzed for procedural 
adherence, effectiveness of safe zones, and communication flow. This analysis allows 
[ORGANIZATION] to identify lessons learned, ensuring that adjustments to protocols address 
any observed gaps and enhance the preparedness of the organization. 

• Updating Emergency Protocols and Sharing Findings: Based on findings from the 
incident analysis, [ORGANIZATION] revises its Active Attacker Response procedures as 
necessary. Updated procedures are then incorporated into future training sessions to ensure 
that all staff are equipped with the most current knowledge and best practices. 

5. Psychological Support and Community Outreach 

• Immediate Access to Psychological Support: Recognizing the impact that such incidents 
can have on mental health, [ORGANIZATION] provides immediate access to counseling and 
psychological support for staff and patrons affected by the event. Mental health professionals 
are on standby to offer counseling, crisis debriefings, and follow-up sessions, ensuring that all 
individuals receive support in coping with the psychological effects of the incident. 

• Long-Term Support and Recovery Programs: For staff and patrons requiring ongoing 
support, [ORGANIZATION] offers resources for trauma recovery, including referral services to 
local mental health providers specializing in trauma and crisis response. [ORGANIZATION] 
collaborates with local organizations to create a network of supportive services available to 
those impacted by the incident. 

• Community Reassurance and Transparency: After an incident, [ORGANIZATION] takes 
proactive steps to communicate with the public, providing reassurance about the library’s 
continued commitment to safety. Community meetings, held in coordination with local law 
enforcement, allow [ORGANIZATION] to address public concerns, discuss response 
protocols, and reinforce the library’s readiness to protect patrons. This outreach fosters a 
sense of community trust and resilience, helping patrons feel secure in returning to the library. 

 

Section 3.7: Outbreak/Pandemic Procedures 

Policy Statement 

The [ORGANIZATION] is committed to safeguarding the health and well-being of its patrons and staff, 
particularly during periods of infectious disease outbreaks or pandemics. This policy establishes 
comprehensive infection control measures that focus on enhanced hygiene practices, readily 
available personal protective equipment (PPE), increased cleaning protocols, and adaptable service 
options. By implementing these procedures, [ORGANIZATION] aims to minimize infection risks while 
maintaining accessible library services, allowing patrons to continue utilizing resources and 
participating in library activities in a safe and flexible environment. This commitment to health and 
safety aligns with public health recommendations and supports the community’s trust in 
[ORGANIZATION] as a safe, welcoming space. 

 

Procedures 

[ORGANIZATION]’s Outbreak/Pandemic Procedures are divided into two main categories: Infection 
Control and Service Adjustments. Each section provides detailed steps that staff, led by the Person 
In Charge (PIC) and supported by the Facilities Manager, Communication Officer, and trained 
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Emergency Response Team (ERT), must follow to maintain a hygienic, safe, and adaptable 
environment during public health crises. 

 

1. Infection Control 

During outbreaks or pandemics, rigorous infection control practices are essential to prevent the 
spread of disease within the library. [ORGANIZATION]’s infection control protocols focus on 
sanitization, PPE availability, physical distancing, and monitoring of health guidelines to ensure a 
clean and safe space for both patrons and staff. 

• Hand Sanitizer Stations: 

o Placement of Stations: Hand sanitizer stations are strategically placed at all main 
entrances, exits, and high-traffic areas within the library, such as information desks, 
study areas, and near public computers. These stations are stocked with hand 
sanitizers containing at least 60% alcohol, following recommendations from public 
health authorities. Stations are designed to be easily accessible to individuals of all 
ages and mobility levels, and are refilled frequently by the Facilities Manager or 
designated cleaning staff. 

o Signage Encouraging Use: Signs promoting hand hygiene and the use of hand 
sanitizer are displayed prominently at each station, reminding patrons to sanitize their 
hands upon entering the library and after handling shared materials or equipment. 
Staff are trained to guide patrons politely if they observe individuals bypassing the 
sanitizer stations, emphasizing the importance of maintaining a germ-free 
environment. 

o Monitoring and Maintenance: The Facilities Manager oversees the regular 
monitoring and maintenance of hand sanitizer stations to ensure they are consistently 
filled and operational. During periods of high demand, such as the flu season or a 
pandemic, sanitizer levels are checked multiple times per day, and backup supplies 
are stored on-site to avoid any shortage. 

• Enhanced Cleaning and Disinfection Protocols: 

o Increased Frequency of Cleaning: High-contact surfaces—such as door handles, 
countertops, tables, elevator buttons, and restroom facilities—are cleaned and 
disinfected regularly throughout the day. During an outbreak or pandemic, the 
cleaning frequency is significantly increased, with designated cleaning staff following 
a schedule that ensures these areas are sanitized multiple times per day. The 
Facilities Manager coordinates cleaning schedules to maximize coverage during peak 
hours when patron traffic is highest. 

o Use of EPA-Approved Disinfectants: Cleaning staff use disinfectants approved by 
the Environmental Protection Agency (EPA) or Health Canada that are effective 
against a broad range of pathogens, including viruses and bacteria. Staff are trained 
on the correct application of these products to ensure they are used safely and 
effectively, following specific guidelines on contact time, dilution, and rinsing 
procedures. 

o Workspaces and Equipment Sanitization: Staff workspaces and shared 
equipment, such as computers, printers, and library card scanners, are sanitized 
regularly. Staff members are encouraged to clean their personal work areas at the 
beginning and end of each shift, using disinfecting wipes provided at each station. 
Shared equipment in public areas is disinfected by staff after each use, with clear 
signs posted to inform patrons of these sanitation practices. 

• Availability and Use of Personal Protective Equipment (PPE): 
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o PPE Distribution for Staff: During an outbreak or pandemic, [ORGANIZATION] 
ensures that essential PPE—such as masks, gloves, and face shields—is readily 
available to all staff members. The Facilities Manager oversees the stock of PPE 
supplies, ordering items in advance to prevent shortages and storing them in 
accessible locations. Staff are trained on proper PPE usage, including how to wear, 
remove, and dispose of masks and gloves safely. 

o Optional PPE for Patrons: [ORGANIZATION] provides masks for patrons upon 
request, especially during periods when public health authorities recommend or 
require mask-wearing in indoor spaces. Masks are available at the front desk and 
entrance points, with signage encouraging patrons to wear masks in shared spaces 
to minimize the spread of respiratory droplets. 

o PPE Disposal Stations: Designated disposal stations are set up near library exits for 
the safe disposal of used masks, gloves, and other single-use PPE. These stations 
include clearly marked bins with secure lids to prevent cross-contamination, and are 
emptied frequently by cleaning staff as part of the increased sanitation schedule. 

• Physical Distancing and Space Reconfiguration: 

o Floor Markings and Barriers: To promote physical distancing, [ORGANIZATION] 
installs floor markings and barriers where lines may form, such as at check-out desks 
and information counters. These visual cues remind patrons to maintain an 
appropriate distance from each other, reducing the risk of close contact. Plexiglass 
shields are installed at service counters to create a protective barrier between staff 
and patrons. 

o Reconfiguration of Seating Arrangements: Seating in study areas, reading rooms, 
and public computer stations is rearranged to allow for greater distance between 
individuals. [ORGANIZATION] removes or spaces out chairs and tables to ensure 
that patrons can maintain a safe distance while using the library. In high-demand 
areas, seating capacity is reduced, and occupancy is monitored to prevent crowding. 

o Group Activity Limitations: During pandemics or heightened outbreak periods, 
group activities such as in-person workshops, study groups, and community events 
are limited or suspended. Where feasible, virtual alternatives are offered, allowing 
patrons to participate in library programs from the safety of their own homes. 

• Monitoring of Staff Health and Wellness: 

o Health Screenings for Staff: In alignment with public health guidelines, 
[ORGANIZATION] implements voluntary health screenings for staff during periods of 
widespread illness. Staff are encouraged to self-monitor for symptoms and report any 
signs of illness to their supervisors. [ORGANIZATION] provides thermometers and 
symptom checklists to facilitate this self-assessment process. 

o Encouragement of Sick Leave: Staff exhibiting symptoms of illness are encouraged 
to stay home, with flexibility in sick leave policies to ensure they do not feel pressured 
to work while unwell. [ORGANIZATION] offers remote work options where feasible to 
maintain continuity of services without compromising health. 

o Isolation Protocol for Ill Patrons: If a patron appears visibly unwell or reports 
symptoms of illness while in the library, staff politely inform the patron of health 
guidelines and offer assistance in accessing online resources or curbside pickup as 
an alternative. If the situation warrants, the patron may be discreetly directed to an 
isolated area until arrangements for a safe departure can be made. 

 

2. Service Adjustments 
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To meet the needs of patrons who may wish to avoid close contact or in-person visits during 
outbreaks or pandemics, [ORGANIZATION] has developed adaptable service options that provide 
access to library resources and programs in safe, alternative formats. 

• Curbside Pickup Service: 

o Online Reservation and Scheduling: Patrons can reserve books and materials 
online or by phone, selecting curbside pickup as their preferred method. Once their 
items are ready, patrons receive a notification with specific instructions for pickup, 
including designated times to minimize congestion. [ORGANIZATION] provides 
flexible scheduling options, allowing patrons to choose times that best fit their needs. 

o Contactless Pickup Process: To facilitate a contactless experience, patrons arriving 
for curbside pickup are instructed to call a designated phone number or check-in 
through a mobile app. Staff members, wearing PPE, bring the reserved items to a 
designated curbside location and place them in the patron’s vehicle trunk or at a 
marked collection point for easy retrieval. This process ensures minimal physical 
interaction, providing patrons with a safe method to access materials. 

o Special Accommodations for High-Risk Patrons: [ORGANIZATION] offers special 
accommodations for high-risk patrons, such as priority pickup times or additional 
assistance. High-risk patrons can request specific needs, such as a preferred pickup 
window or assistance loading items into their vehicle. Staff receive training on 
respectful and discreet communication to support these patrons. 

• Virtual Programs and Online Resources: 

o Transition of In-Person Programs to Virtual Platforms: [ORGANIZATION] adapts 
its in-person programming—including workshops, storytime, and book clubs—into 
virtual formats accessible through online platforms such as Zoom or Microsoft 
Teams. Patrons register for these events via the library’s website, and links to join 
sessions are emailed prior to the event. 

o On-Demand Digital Content: [ORGANIZATION] expands its on-demand digital 
offerings, including access to e-books, audiobooks, and digital magazines through 
platforms like OverDrive and Hoopla. During an outbreak, these digital resources are 
promoted extensively to encourage patrons to engage with library services from 
home. 

o Virtual Assistance and Reference Services: [ORGANIZATION]’s reference desk 
services are available remotely, allowing patrons to consult with librarians via email, 
phone, or video conferencing. Librarians provide research assistance, help with 
digital resource access, and answer questions, ensuring patrons continue to receive 
support without needing to visit in person. 

• Flexible Borrowing Policies: 

o Extended Loan Periods: During outbreaks, [ORGANIZATION] extends borrowing 
periods to reduce the need for frequent trips to the library. This change is especially 
beneficial for patrons who may need to self-isolate or limit public outings. 

o Waiving of Late Fees: Late fees are waived for items borrowed during outbreak 
periods to accommodate patrons who may face challenges returning items on time 
due to illness, quarantine requirements, or transportation limitations. 
[ORGANIZATION]’s goal with this policy adjustment is to support patrons’ access to 
library resources without imposing financial penalties that might deter their 
engagement with library services during difficult times. 

• Book Return Protocol Adjustments: 
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o Contactless Book Return Bins: To minimize physical contact, [ORGANIZATION] 
encourages patrons to use designated contactless return bins, located outside the 
library building for easy access. These bins are available at all times, enabling 
patrons to return materials without entering the building. The Facilities Manager 
oversees the regular collection of returned items to maintain the availability and 
cleanliness of return bins. 

o Quarantine of Returned Materials: In alignment with public health 
recommendations, all returned materials are quarantined for a specified period before 
being handled by staff and made available for circulation again. Items are stored in a 
designated quarantine area, and staff use appropriate PPE when handling 
quarantined materials to further reduce potential contamination risks. Once the 
quarantine period is complete, materials are thoroughly sanitized as part of their re-
processing. 

• Enhanced Digital Literacy Support for Remote Services: 

o Guided Tutorials for Online Resources: To assist patrons who may be unfamiliar 
with virtual library services, [ORGANIZATION] offers digital literacy support through 
online tutorials, virtual one-on-one assistance, and FAQ guides on accessing e-
books, audiobooks, and online databases. These resources are available on the 
library website, providing step-by-step instructions and video tutorials that simplify the 
process for patrons of all ages and technical skill levels. 

o Librarian-Led Virtual Assistance: [ORGANIZATION] librarians offer scheduled 
virtual assistance sessions to guide patrons through accessing online resources, 
participating in virtual programs, and managing curbside pickup reservations. Patrons 
can schedule appointments for these sessions via phone or online, ensuring they 
have access to personalized support in navigating library services from a distance. 

 

Post-Outbreak Evaluation and Policy Review 

Following an outbreak or pandemic period, [ORGANIZATION] conducts a comprehensive evaluation 
of its infection control and service adaptation measures, assessing the effectiveness of each protocol 
and identifying opportunities for improvement. 

• Staff Feedback and Incident Reporting: 

o Feedback Collection from Staff: [ORGANIZATION] values input from staff 
regarding the strengths and challenges of outbreak protocols. Feedback is gathered 
through structured surveys, team meetings, and one-on-one interviews with key 
personnel involved in implementing and monitoring procedures. Staff share insights 
on protocol feasibility, patron reception, and any operational challenges faced during 
the outbreak period. 

o Review of Incident Reports and Health Data: Incident reports documenting 
protocol adherence, health and safety incidents, and other relevant data are reviewed 
to evaluate the effectiveness of infection control measures. [ORGANIZATION] also 
monitors community health data and public health advisories to assess whether 
library protocols were aligned with best practices and local needs. 

• Community Input and Adaptation: 

o Soliciting Patron Feedback: [ORGANIZATION] reaches out to patrons through 
surveys and community forums to understand their experiences with curbside pickup, 
virtual programming, and other modified services during the outbreak. Patron 
feedback is essential for assessing the accessibility and usefulness of adapted 
services, helping [ORGANIZATION] refine its approach for future events. 
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o Community Health Partnerships: To continuously improve its response to future 
health crises, [ORGANIZATION] collaborates with local health authorities and 
community organizations. This partnership ensures that [ORGANIZATION] remains 
informed of public health recommendations, access to vaccination programs, and 
broader community health strategies, enabling [ORGANIZATION] to align its policies 
with those of the local health sector. 

• Updating Outbreak Protocols and Staff Training: 

o Procedure Updates Based on Findings: Based on findings from the post-outbreak 
evaluation, [ORGANIZATION] updates its outbreak and pandemic response 
procedures, incorporating feedback from staff, patrons, and public health authorities. 
Updated procedures are documented in [ORGANIZATION]’s official policies and 
shared with staff to ensure familiarity with new protocols. 

o Annual Outbreak Preparedness Training: As part of [ORGANIZATION]’s 
commitment to ongoing staff preparedness, outbreak response training is integrated 
into the library’s annual training schedule. This training covers all updated protocols, 
including infection control measures, modified service options, and effective 
communication with patrons during health crises. Staff also participate in refresher 
courses on PPE usage, hygiene practices, and digital service management, 
reinforcing their readiness for future outbreaks. 

• Community Education and Health Resources: 

o Public Health Awareness Initiatives: [ORGANIZATION] enhances its role as a 
community resource by offering public health information during and after outbreaks. 
This may include hosting health workshops, distributing informational pamphlets on 
hygiene practices, and providing up-to-date information about vaccination clinics, 
local health services, and other public health resources. [ORGANIZATION] 
collaborates with health professionals to offer credible, accessible health education to 
patrons. 

o Continued Access to Virtual Programs and Online Resources: Even after 
outbreak periods end, [ORGANIZATION] remains committed to providing virtual 
program options and expanded digital collections to accommodate patrons who may 
continue to prefer remote engagement. These ongoing service offerings provide 
patrons with flexibility and reinforce [ORGANIZATION]’s dedication to inclusivity and 
accessibility, regardless of individual health concerns. 

 

Section 3.8: Bomb Threat Response 

Policy Statement 

The [ORGANIZATION] is dedicated to the safety and security of its patrons, staff, and facilities. In the 
event of a bomb threat, [ORGANIZATION] has developed a series of protocols to ensure a swift, 
organized response. This policy prioritizes clear communication with law enforcement, rapid 
evacuation procedures, and rigorous safety checks, allowing the library to handle such incidents with 
maximum efficiency while safeguarding all individuals on site. These protocols provide a structured 
response that minimizes potential risks, ensures proper coordination with emergency responders, and 
fosters a sense of calm and control during a high-stress situation. 

 

Procedures 

The Bomb Threat Response procedures are organized into three primary sections: Initial 
Assessment, Evacuation, and Coordination with Law Enforcement and Post-Evacuation Safety 
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Checks. Each section provides detailed steps that staff, led by the Person In Charge (PIC) and 
supported by the Communication Officer, Emergency Response Team (ERT), and Facilities Manager, 
must follow to ensure a well-coordinated response during a bomb threat incident. 

 

1. Initial Assessment 

The initial assessment stage is critical in establishing the credibility of a bomb threat and taking 
appropriate precautions. This phase involves the identification of potential threats, immediate 
communication with law enforcement, and alerting staff to be vigilant while maintaining calm. 

• Identification of Threats: 

o Role of the Person In Charge (PIC): Upon receiving notification of a potential bomb 
threat, the PIC takes charge of assessing the situation and coordinating with staff. 
The PIC’s responsibilities include instructing staff to maintain vigilance for any 
suspicious items, packages, or unusual behavior within the library. 

o Training Staff to Recognize Suspicious Items: Staff are trained to recognize 
suspicious objects, including unattended bags, packages with unusual markings or 
wires, and any items emitting strange smells or sounds. This training is reinforced 
annually, with staff practicing scenarios to improve their ability to recognize potential 
threats while maintaining a calm demeanor. 

o Safe Distance Protocol: Staff members are instructed to maintain a safe distance 
from any suspicious items. If an item is identified, staff are trained not to touch, move, 
or approach it. Instead, they communicate its location to the PIC, who then includes 
this information in the report to law enforcement. The area around the object is 
cordoned off to prevent others from accidentally coming too close. 

• Communication with Authorities: 

o Immediate Law Enforcement Notification: The Communication Officer is 
responsible for contacting law enforcement as soon as a bomb threat is identified. 
Using a direct line established with local emergency responders, the Communication 
Officer provides details about the nature of the threat, any suspicious items observed, 
and the immediate actions being taken by staff. 

o Details to Share with Law Enforcement: The Communication Officer relays specific 
information such as the exact location of the suspicious item (if identified), the 
number of patrons and staff in the building, and any relevant observations about 
individuals acting suspiciously. Law enforcement is also informed of 
[ORGANIZATION]’s evacuation plans and assembly points to allow for streamlined 
coordination during their arrival. 

o Law Enforcement Guidance on Evacuation: Law enforcement may advise on 
immediate evacuation or may request that the area around the potential threat be 
isolated while further assessment is conducted. The Communication Officer relays 
these instructions to the PIC and other staff members promptly, ensuring that 
[ORGANIZATION]’s response aligns with official guidance. 

 

2. Evacuation 

If evacuation is deemed necessary, [ORGANIZATION] follows a clear, structured evacuation process 
designed to move patrons and staff safely and efficiently out of the building. This process involves 

jomjom

jomjom

jomjom

jomjom

jomjom

jomjom



 

 

 39 

 Richmond Public Library 

 |     POLICIES AND PROCEDURES 

MANUAL 

designated evacuation routes, guiding patrons to assembly points, conducting headcounts, and 
coordinating with law enforcement upon their arrival. 

• Clear Evacuation Routes: 

o Pre-Established Evacuation Paths: [ORGANIZATION] has established evacuation 
routes that guide patrons and staff to designated exits in an orderly fashion. Each 
route is marked with clear, visible signage, including arrows directing individuals 
toward the nearest exit. Staff are familiar with these routes and are stationed at key 
points to assist patrons in finding the exits swiftly. 

o Role of Emergency Response Team (ERT): Members of the ERT assist in guiding 
patrons along the evacuation routes, maintaining calm and providing clear 
instructions to avoid confusion. ERT members are trained to use firm but reassuring 
language, encouraging patrons to proceed quickly without rushing or creating panic. 

o Assistance for Individuals with Mobility Impairments: Specific ERT members are 
assigned to assist patrons with mobility impairments. Wheelchair-accessible 
evacuation paths are marked, and evacuation chairs are available for patrons who 
need assistance navigating stairwells. Staff receive training in the safe handling of 
these devices to ensure that all patrons can evacuate the building comfortably and 
securely. 

• Guiding Patrons to Assembly Points: 

o Pre-Designated Assembly Locations: [ORGANIZATION] has designated safe 
assembly points located at a sufficient distance from the building to protect patrons 
and staff from potential risks associated with a bomb threat. These locations are 
chosen in coordination with local emergency responders and are reassessed 
periodically to ensure they remain viable. 

o Maintaining Calm at Assembly Points: ERT members stationed at assembly points 
focus on keeping patrons calm, answering any immediate questions, and reassuring 
individuals that the situation is being handled by professionals. ERT members are 
trained to avoid speculation and stick to verified information provided by the PIC or 
law enforcement. 

o Headcounts and Accountability: At the assembly points, the PIC conducts a 
thorough headcount of all patrons and staff, using attendance records and visitor logs 
to ensure that everyone is accounted for. Staff are briefed to report any missing 
individuals to the PIC immediately, allowing for prompt action if necessary. 

 

3. Coordination with Law Enforcement and Post-Evacuation Safety Checks 

Once all patrons and staff are evacuated and accounted for, [ORGANIZATION] focuses on supporting 
law enforcement efforts to secure the premises, assess the threat, and ensure that it is safe to re-
enter the building. This phase also includes post-evacuation safety checks to verify that all areas have 
been cleared and that normal operations can resume safely. 

• Law Enforcement Coordination and Information Sharing: 

o On-Site Coordination with Law Enforcement: Upon arrival, law enforcement takes 
control of the scene, conducting searches and risk assessments as needed. The PIC 
serves as the main point of contact for law enforcement, providing access to critical 
information such as building floor plans, security camera footage, and any relevant 
records of recent visitors. 
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o Continuous Communication Updates: The Communication Officer maintains an 
open line with law enforcement, receiving updates about the investigation's progress 
and relaying information to the PIC. Law enforcement may request additional 
assistance from the PIC or the Facilities Manager to access specific parts of the 
building or to shut down utilities if needed. 

o Safety Precautions for Staff: Staff are informed to remain at assembly points until 
further notice. ERT members assist law enforcement by ensuring that all individuals 
remain within safe boundaries, preventing unauthorized re-entry until an official all-
clear is given. 

• Post-Evacuation Safety Checks: 

o Building and Property Inspections: Following the resolution of the bomb threat, the 
Facilities Manager conducts a complete inspection of the building with law 
enforcement. This inspection includes checking for any residual hazards, damage, or 
tampering with facilities. The Facilities Manager verifies that all fire alarms, exits, and 
safety equipment remain functional and that there are no signs of compromised 
structural integrity. 

o Verification of Safety Equipment Functionality: Before reopening, the Facilities 
Manager and law enforcement ensure that all emergency systems, including smoke 
detectors, alarms, and lighting, are operational. If any repairs are necessary due to 
tampering or wear during evacuation, these are completed promptly before re-entry. 

o Documentation and Reporting: After the event, the PIC, Communication Officer, 
and Facilities Manager collaborate to document the incident thoroughly. The report 
includes details of the initial threat, evacuation procedures, coordination with law 
enforcement, headcounts, safety checks, and any lessons learned from the 
experience. This documentation is reviewed by [ORGANIZATION]’s leadership to 
identify areas for improvement in future bomb threat responses. 

 

Additional Training and Preparedness Initiatives 

To maintain readiness for bomb threats, [ORGANIZATION] integrates regular training and 
preparedness exercises into its safety protocols, ensuring that staff remain capable of handling such 
incidents with confidence and precision. 

 

 

 

Note to Readers: 
 
Thank you for exploring this sample of our work. To keep our online showcase 
concise, we have provided only a selection from this piece. 
 
Should you be interested in viewing the complete work or explore more of our 
portfolio, please don't hesitate to reach out. We're more than happy to provide 
additional samples upon request. 
 
Thank you, 
The Write Direction Team 
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