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Evacuation and Emergency
Policy & Procedure

In case of power failure, bomb threat, fire alarm, smoke detected, other threats:

1. Fire alarm sounds, or smoke is detected:  Person on duty at the main floor Circulation Desk 
and the person on duty at the Children’s Room must see that all persons evacuate the 
building.  Administrative, Professional or Technical staff must check offices and clear the 
second floor.  Use stairs.  Do NOT use elevator.  Exit by the nearest door, e. g., side door, 
rear door, front door, and gather at the front of the Library.  Remain outside until Fire 
Department official or Director announces that staff may return.

2. Power Failure:  City-Wide Blackout:  Emergency lights will go on as soon as electricity goes 
out.  Use flashlights, kept in Supervisor’s and other Desks.  If someone is caught in the 
elevator, call 911 and request Fire Department assistance.

3. Power Failure:  Circulation system down.  Use forms for manual charging.

4. Circuit breaker turnoff or malfunction:  
Fuses are no longer used.  One circuit breaker is on second floor wall in the northeast corner 
outside Technical Services department.  Another is in the storage closet on the Main Floor 
wall near the microfilm readers (push the lock to open).  A main circuit breaker, which also 
controls the fire alarm, is on the wall in front of the Workroom door on the first floor.

Circuit breakers for the electric heating system and Children’s Room are located in the 
electrical panel room near the public rest rooms, and in the tunnel entrance in the basement.  
The key to this door is kept inside the Children’s Room closet, hanging on the right wall on 
a black ribbon.   If still a problem, call Harvey Electric at 846-8290.

5. Fire alarms and extinguishers:  There are 14 fire extinguishers located around the building.  
Familiarize yourself with the closest ones. 
There are six fire call boxes located on the three floors.  Look to see where they are.
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