Bodman Memorial Library Disaster Plan

Contact Numbers
President
Lynn May
315-405-1879
Treasurer
Carol Weaver
315-777-5877
Trustee
Deb LaMora
315-408-7975
Trustee
Debbie McKenzie
315-486-0607
Trustee
Elizabeth Culbertson
315-778-9854
Trustee
Adaime Hamed
575-644-8824
Director
Tracy Tanner
315-560-9255
Village Superintendent
Jim Saffin
315-836-6797

In order to insure the safety of our patrons and staff, the Board of Trustees of the Bodman Memorial Library has established the following guidelines to use in case of emergencies.
Building Evacuation
The building should be evacuated whenever it is no longer safe to remain in the building or upon the request of government officials.
	Check all rooms including restrooms for patrons or staff in the building
	When evacuating patrons with disabilities, ask how you may help before giving assistance and if they require any special considerations or items that the patron may need.
FIRE 
At the first sign of smoke or flames:
	DO NOT PANIC
	Call 911
	Evacuate building
	Close windows and doors if safe to do so
	Wait outside for the fire department to arrive and DO NOT re-enter the building until Fire Dept. says it is safe to return to the building
	Call library president
POWER OUTAGE
	Close the library to the public
	Assist patrons with evacuating the building
	Turn off the computers
	Call Library Director and President
HEALTH EMERGENCY
Staff member should exercise caution when administering first aid, even of a minor nature, because of the safety of the injured individual, and the potential liability of the staff member. Without specialized training, it is advisable for the staff to do no more than keep the sick or injured patron comfortable until medical assistance can arrive. No medications including aspirin should ever be dispensed to the public.
	Call parent or guardian of a minor
	Call the library director
	Fill out an accident report
SNOW/SEVER STORMS
	Closing of the library is at the discretion of the library director to use their own judgement
	Shut down computers
	Prepare for power outage
	Notify library director/president
BOMB THREAT
	Keep caller on the line as long as possible
	Ask caller to repeat their message and try to write down the words he/she says. Ask for information on the location, time of detonation etc. of the bomb
	Pay attention to background noises like music, motors, or any sound that might indicate the location of the caller
	Call 911
	Evacuate the building
BIOHAZARD
	Leave the suspicious substance where it is found
	Call 911
	Evacuate the building

Maintain a disaster kit and update the supplies yearly. It should include:
First Aid Kit
Flashlights
Roll of plastic
Zip lock bags
Gloves
Extra batteries
Tape and scissors


Maintain alarm system and fire extinguishers
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