EMERGENY CLOSING POLICY

   Adopted DRLS Board: 02.28.2023

EMERGENCY CLOSINGS  
EVACUATION FLOOR PLANS

All library buildings shall have an up-to-date evacuation floor plan for the building displayed prominently throughout the building.

POWER OUTAGES

When a power outage occurs during the day, the Library will remain open. The Circulation Desk will hand-charge materials during this period. Staff will talk to the utility company officials to determine the expected duration of the outage and report to the Library Director. The branch may be closed at the discretion of the Director, or of the Assistant Director in the absence of the Director.

When a power outage occurs after dark, preparations for closing will begin immediately. All Staff will be required to remain on the premises until the closing procedure is complete. If electrical power is restored while the closing procedures are taking place, normal operations will be resumed.

HAZARDOUS WEATHER POLICY

In severe weather it is understood that the ability of a staff member to report to work will vary according to prevailing conditions. Staff members are expected to make a reasonable effort to report to work. Staff members are allowed such time as is necessary to reach the library under severe weather conditions. If the Library Director deems it necessary to keep the Library open when severe weather conditions prevail, a volunteer skeleton crew will staff the Library.

Staff who wish to leave early when weather conditions are severe may do so with their supervisor's permission. No compensation will be paid when an employee leaves under these conditions when the Library is not closed. Time taken will be recorded as personal leave.   Usually hazardous weather conditions may be judged to exist whenever the local public school or other local public institutions are forced to close due to the weather, but closing is not mandatory.  The library may remain open if it is safe to do so.
TORNADO ALERT POLICY

Each branch will identify an area to be the designated “safe zone” during a tornado alert.  The following procedures will be used when a tornado alert is sounded:
· The Branch Manager or highest ranking staff member will notify all staff and patrons of the alert and urge them to quickly move to the safest area in the building. 
· The Branch Manager and Circulation Staff will quickly lock the cash drawer and secure any valuables.

· When the alert is over, Staff will resume their regular duties.
· If the alert occurs after 5:00 P.M. the Branch Manager or highest ranking staff member may choose to close, following normal closing procedures.
BOMB THREAT

The following procedure will be used when the Library receives a bomb threat. The person receiving the telephone call regarding a bomb being placed in the building shall:

· Try to keep the line open and obtain as much information as possible.

· Immediately call the Police Department and report the threat.

· Evacuate and close the building until the Fire Department gives an OK to return.

FIRE ALERT

· Whoever spots the fire will notify the Branch Manager and the Circulation Desk about the problem. 
· The Branch Manager or acting supervisor will call the Fire Department. 
· A staff person will immediately clear the Library in an orderly manner.

EMERGENCY/DISASTER LEAVE

The Library Director, in consultation with the Board of Trustees when possible, is authorized to close any or all libraries in the event of an emergency/disaster.  The Director and/or Assistant Director and/or the Branch Manager can also assign employees to other branch libraries or agencies if the emergency/disaster is lengthy and assistance is needed to serve the public at other locations.
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