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EMERGENCY QUICK REFERENCE

Building Name:
Grasselli Library and Breen Learning Center

Location:

John Carroll University




20700 North Park Blvd.




University Height, OH 44118

Phone Number:
(216) 397-4231

Primary Building 

Emergency Coordinator: Connie LaSota


(216) 397-4231




     Director’s Office







     Home



(440) 286-7333




     Cell 



(440) 487-1121
Assistant:
    

Leon Swindler


(216) 397-1927

Periodicals Office



Home



(216) 281-2719


Alternate: 
   




   Ramon Alvarez


(216) 397-6212




   Circulation Office

   Home



(216) 404-0805

EMERGENCY PHONE NUMBERS

Fire Department & Medical Rescue …………………………… 911 or (216) 321-2446

TTY

University Heights Police Department…………………………. 911 or (216) 932-1800

TTY

JCU Emergency Medical Service ……………………………… x4600 or (216) 397-4600  

Campus Safety Services (CSS) …………………………………x4600 or (216) 397-4600

Facilities…………………………………………………………x4314 or (216) 397–4314

Non-Life Threatening Emergency Telephone Numbers

Chemical Hygiene Officer, JCU: Dr. Michael Setter……………………x1700

Hospitals:
Hillcrest Hospital ……………………………………….. (440) 449-4500

Meridia South Pointe Hospital ………..………………… (216) 491-6000

Housekeeping …………………………………………………………… x4326

Insurance Broker
Insurance Management Inc. 

Campus Contact: Garry Homany…………………x1982

JCU Emergency Medical Services ……………………………………….x4600

Maintenance

Weekdays 7:00am – 5:00pm ……….…………….x4407




Evenings and Weekends ………………………….x4600

Physical Plant ……………………………………………………………..x4314

Poison Control Center …………………………………………………….(216) 231-4455

Radiation Safety Officer, JCU: Dr. David Mascotti……………………….x4216

University Heights Fire Department (non-emergency)……………………(216) 321-1939

University Heights Police Department (non-emergency)…………………(216) 932-1800

 TTY (216) 932-1800

INTRODUCTION:  

At John Carroll University (JCU), planning ahead for emergencies is part of normal business and campus life, and all members of the campus community share a responsibility for preparedness.  Accordingly, this plan outlines specific responsibilities to be addressed by senior management, as well as area and department administrators.  These responsibilities include preparedness, response, and recovery.  

PURPOSE:  

The purpose of this plan is to establish clear guidelines detailing the appropriate response to emergency situations.  The goal of this plan is to ensure the safety of students, employees, and visitors, and limit the loss of property in the event of an emergency that affects the operations of JCU.  The proper use of available resources and personnel is critical to the successful management of emergency operations. 

This plan defines an emergency as any unplanned or sudden serious event or condition that cannot be controlled by normal responses or measures. 

The procedures contained in this document are guides and should be used as a flexible tool to respond to a variety of circumstances. 

SCOPE:   

This plan applies to all JCU personnel and properties. State and local jurisdictions such as Cuyahoga County and University Heights have developed their own plans and the University plan will be coordinated with these umbrella plans.  

The JCU Emergency Preparedness Plan has been developed to manage problems or emergencies in a realistic manner.  Disasters may affect residents in the geographic vicinity of the University; therefore, it is possible that city, county, state, and federal agencies may not be available for immediate support. 

The President or his designated representative has the authority to declare a campus state of emergency.  Once a state of emergency has been declared, the responsible units, as described in this plan, must implement the necessary procedures outlined herein to control the emergency. 

DEFINITIONS:  

Listed below are definitions that are to be used as guidelines to assist administrators in determining appropriate responses.

Emergency:

· Minor emergency: Any incident/accident that may have a minor effect on the operations of the University.  All minor emergencies must be reported to Campus Safety Services at x4600 and outside agencies if necessary. 

· Major emergency: Any incident/accident that will disrupt the overall operations of the university.  A major emergency will require emergency services, as well as major policy considerations and decisions by the central administration.  All major emergencies must be reported to Campus Safety Services at x4600.  Campus Safety Services will notify the President through the Vice President for     Finance and Administrative Services. 

Disaster:

· Any event, natural or man-made, that will seriously impair or halt the operations of the University.  Casualties and severe property loss can be expected.  A coordinated team effort will be required from various campus services to effectively manage this contingency.  Outside emergency support services will be required.  In all cases of a disaster, the Incident Command System (see below) will be activated and this plan will be executed.  All disasters must be reported to Campus Safety Services at x4600.   NOTE: Any incident likely to create media interest must be promptly reported to the Director of Public Affairs (x4565). 

Rally Point:

· The location to meet in the event of an evacuation.  The Grasselli Library and Breen Learning Center rally point is the parking lot across from the main entry doors to the Library.  Clearance for emergency vehicles must be maintained.  In the event that this area is unavailable or weather is inclement, the first floor of O’Malley is to be utilized.

INCIDENT COMMAND SYSTEM (ICS) – JCU will employ an Incident Command System that identifies an individual with broad authority to direct the University’s emergency response activities. The Incident Commander for JCU is the Director of Campus Safety Services or his designee.

A multidisciplinary approach is required to effectively respond to and control all emergencies.  The ICS may require the expertise of other departments such as Facilities, Safety & Risk Management, as well as department heads and faculty in those areas affected by the emergency. 

RESPONSIBILITIES:

DECLARATION OF CAMPUS STATE OF EMERGENCY

The authority to declare a Campus State of Emergency is vested in the Senior Administrative Team that is comprised of the President, Academic Vice President (or appointed designee), the Vice President for Student Affairs (or appointed designee), the Vice President for Finance and Administrative Services (or appointed designee) and the Vice President for Development and Alumni Relations (or appointed designee). During the time of any major campus emergency or disaster, Campus Safety Services shall place into immediate effect the appropriate procedures necessary to meet the emergency, safeguard persons and property, and maintain educational facilities. Campus Safety Services shall immediately consult with the Senior Administrative Team or representative thereof, regarding the emergency and the possible need for a Declaration of a Campus State of Emergency. When the formal declaration is made, access to the campus may be limited to registered students, faculty and staff at the discretion of the Senior Administrative Team. Those that cannot present proper identification showing their legitimate business on campus will be asked to leave the campus. Unauthorized persons remaining on campus may be subject to arrest in accordance with Ohio Revised Code.  In addition, only those faculty and staff members who have been assigned emergency response team duties or issued an Emergency Pass by Campus Safety Services will be allowed to enter the immediate disaster site.

GENERAL RESPONSIBILITIES:

A. ALL EMPLOYEES

In case of emergency, follow the specific Emergency Procedure found in the Emergency Preparedness Plan designed for your building (see following pages). Phone usage during an emergency should be limited to official use only. Your personal safety is of utmost concern. Take appropriate precautions to assure your personal safety. Any emergency situation that has the potential for publicity concerning the campus should also be reported promptly to the Public Affairs Office, x4565, or Campus Safety Services at x4600 anytime after normal business hours. 
B. DIVISION HEADS, DEANS, DEPARTMENT CHAIRS, and DIRECTORS

Every division head, dean, department chair, director, and supervisor has the following general responsibilities prior to and during an emergency:

1. Emergency Preparedness

Understand and disseminate emergency procedures and information, as outlined in this program, to building occupants and employees with the assistance of the Building Coordinators. The Office of Safety and Risk Management will provide copies of the plan to each department supervisor.

2. Emergency Situations

a. Inform all under their direction of the emergency condition

b. Evaluate the impact of the emergency on their activity and take appropriate action. This may include ceasing operations and initiating an emergency response.

C. FACULTY AND STAFF

Each faculty and staff member has the responsibility to:

1. Educate their students and employees concerning the emergency procedures as outlined in this program with the assistance of the Building Emergency Coordinator and Director of the Library.
2. Inform their students and employees of an emergency and initiate emergency procedures.

D.  LIBRARY SPECIFIC:

In an emergency and/or disaster situation, the lives of the library staff and patron are the highest priority.  In all emergency situations, common sense prevails.  This plan was designed to be a response guideline to a particular emergency.

In conjunction with training given by campus personnel, the Building Emergency Coordinator for the Library and the Director of the Library, all staff is responsible for learning and following the procedures provided herein.  It is expected that staff members will cooperate fully with directions given by the person in charge during times of emergency.

File copies of the Emergency Preparedness Plan for Grasselli Library and Breen Learning Center are available in each library department.  

CAMPUS EMERGENCY ACTION TEAM:

The Campus Emergency Action Team is comprised of members of the administration who are responsible for the health and safety, as well as the academic and business operations of the university community. To ensure accountability for effective pre-planning and rapid response in the event of an emergency, the following critical positions are identified:

President 

Academic Vice President

Vice President for Finance and Administrative Services 

Vice President for Student Affairs

Director of Campus Safety Services


Director of Facilities

Manager of Safety and Risk Management

Director of Public Affairs

Director of Health Center

Dean of Students

PRESIDENT:

1. Assumes responsibility for the safe, economically sound operation of the campus.

2. Assigns staff to oversee business continuity and safe operation of the campus.

3. Implements the Emergency Operations Plan when needed.

4. Succession: 

a. President

b. Academic Vice President 

c. Vice President for Student Affairs

d. Vice President for Finance and Administrative Services

ACADEMIC VICE PRESIDENT:

1. Assumes responsibility for business continuity and safe operation of the schools, colleges and academic departments.

2. Ensures that Academic Deans and Directors determine “mission critical” operations within their schools and departments and develop contingency plans for use in case of campus emergencies.

3. Succession:

a. Academic Vice President

b. Associate Academic Vice President

VICE PRESIDENT for FINANCE and ADMINISTRATIVE SERVICES

1. Assumes responsibility for business continuity and safe operation of non-academic aspects of campus.

2. Provides financial resources necessary for rapid and effective emergency response.

3. Succession:

a. Vice President for Finance and Administrative Services

b. Controller

c. Director of Auxiliary Services

VICE PRESIDENT for STUDENT AFFAIRS

1. Assumes responsibility for student body and safe operation of non-academic student aspects of campus.

2. Ensures that Directors determine “mission critical” operations within their departments and develop contingency plans for use in case of campus emergencies.

3. Succession:

a. Vice President for Student Affairs

b. Dean of Students

c. Director of Residence Life

DIRECTOR OF CAMPUS SAFETY SERVICES: 

Purpose:

To provide security and control of campus facilities, and emergency communication; provide warning of impending or actual emergencies to the campus broadcast from other local and regional law enforcement agencies.

Staff:

All employees of Campus Safety Services.

Duties:

1. Alert the Campus Emergency Action Team of pending and/or actual disasters. Establish and maintain communication with the Office of Public Affairs x4565 providing accurate and timely information.

2. Secure the campus and/or individual buildings as needed.

3. Take immediate and appropriate action to protect life, property, and safeguard records as necessary and to include the establishment of field tactical operations.

4. Maintain the emergency communication equipment and supplies in a state of constant readiness.

5. Provide traffic control, access control, and perimeter and internal security patrols.

6. Under the direction of the Campus Emergency Director, request assistance from city, county, state, and federal government or private agencies as appropriate. Maintain communication with emergency assistance agencies.

7. Campus Safety Services will establish a “Central Emergency Command Post” at the request of the Academic Vice President (or designee) and at the location deemed necessary by the department

8. Coordinate with Information Technologies, Ameritech and other vendors providing emergency communications.

9. Assist with other emergency activities as needed.

10. In an effort to compile a final report after the emergency, provide a written summary of your emergency activities and recommendations.

11. Succession: 


a. Police Sergeants

 MANAGER OF SAFETY AND RISK MANAGEMENT:

Purpose:
To provide emergency planning and safety training for implementation and maintenance of the Emergency Preparedness Plan and establish a campus hazard identification/prevention program.

Staff/Resources:

1. University Chemical Hygiene Officer.

2. University Hazardous Materials Officer

3. University Radiation Safety Officer

Duties:

1. Coordinate the Emergency Preparedness Plans on campus.  Review contents and make suggestions for changes to the Campus Emergency Action Team.

2. Prepare final, post-emergency debriefings with the assistance of the Campus Emergency Action Team.

3. Provide technical and safety assistance to reduce hazards prior to and during emergency or disaster conditions.

4. Investigate and evaluate campus hazards in environmental health and safety. Initiate corrective action.

5. Conduct safety inspections for buildings and grounds and initiate corrective action with assistance of Building Coordinators.

6. Maintain a liaison with the campus disabled community through the Student Accessibility Center and the Department of Human Resources.

7. In coordination with the University Heights Fire Department, participate in building fire inspections and develop coordinated response procedures.

8. Coordinate and schedule training programs for Building Coordinators:

a. Fire Prevention

b. Building Evacuation

c. Fire Extinguisher Training

d. Others as Assigned

9. With the Radiation Safety Officer:

a. Evaluate the radiation potential then advise and assist rescue operations dealing with radioactive exposure or radioactive contamination.

b. Report radiation accidents with recommendation for future control and necessary safeguards.

10. Serve as University Chemical Safety Officer for EPCRA chemical inventory and spill reporting.

11. Assist with other emergency activities as needed.

12. Succession: 



a.  Manager of Safety and Risk Management



b.  University Chemical Hygiene Officer



c.  University Hazardous Materials Officer

CAMPUS INFORMATION OFFICER: Director of Public Affairs 

Purpose:

To provide accurate and timely information to the campus, community, and outside sources during a campus emergency.

Staff:

All employees of Public Affairs.

Duties:

1. Establish communication with the news media including print, radio and television for dissemination of information and public announcements.

2. Establish communication with Campus Safety Services or Incident Commander to receive accurate and timely information.

3. Arrange for photographs and audiovisual services.

4. Prepare news releases for approval by University Senior Management to the media concerning the emergency.

5. Receive calls and respond to requests for information.

6. In an effort to compile a final report after emergency, provide a written summary of emergency activities and recommendations.

7. Assist with other emergency activities as needed.

8. Working with the Dean of Students and Director of Human Resources, organize the following records:

a. A complete and current roster of faculty, staff and students.

b. A condition report of all persons involved in a disaster.

c. The identity of persons to be notified, of injury or death.

9. Succession: 

a. Director of Public Affairs

b. Director of Media Relations

DIRECTOR OF FACILITIES:
Purpose:

To organize and coordinate building and utility services, transportation and supplies, and personnel and equipment during a campus emergency.

Staff:

All personnel employed in custodial, maintenance, crafts, procurement, fleet, and building operations of the campus.

Duties:

1. Building and Utility Services:

a. Assure that the Central Heating and Chilling Plant (as well as heating and chilling plants for satellite facilities) is protected, maintained, and staffed and that damaged utility services are secured or shut off.

b. Maintain the campus fire alarm systems and emergency generators. 

c. Conduct damage assessment and emergency repairs as needed.

2. Transportation and Supplies:

a. Provide vehicles, supplies, and delivery support for Incident Command and emergency personnel.

3. Manpower and Equipment:
a. Provide support for the emergency operations of the Central Heating and Chilling Plant.

b. Provide equipment and operators to remove trees and other obstacles.

c. Provide staff support to aid in the securing of damaged buildings at the direction of the Campus Safety Services.

d. Provide equipment and supplies to emergency personnel.

4.  Assist with other emergency activities as needed.

5.  In an effort to compile a final report after an emergency, provide a written summary of emergency activities and recommendations to the Campus Safety Officer.

6.  Succession: 



a. Director of Facilities.



b. Supervisor(s)

CAMPUS HEALTH OFFICER: 

Director/Medical Director of University Health Service.

Purpose:

To ensure that those who need medical attention are directed to local hospitals; to provide back-up first aid; and provide medical care to students on campus.

Staff:

All Employees of the Student Health Service.

Duties:

1. In an effort to compile a final report after the emergency, provide a written summary of emergency activities and recommendations to the Campus Safety Officer.

2. Assist with other emergency activities as needed.

3. Succession: 

a. Director/Medical Director of University Health Service 

b. Head Nurse

BUILDING EMERGENCY COORDINATOR: Appointed by the Emergency Response Committee and approved by the Library Director.

Purpose:

To serve as Building Emergency Coordinator and coordinate emergency activities in the assigned building, to anticipate and prepare for a building emergency response and to serve as building representative on the Campus Emergency Action Team.

Duties:

Upon notification of an emergency, take immediate action as described herein.

1. Develop an emergency communication system for your building (e.g. e-mail fax broadcast system; word-of-mouth network) providing timely notification to building occupants in case of an emergency.

2. Serve as point person in organizing emergency operations teams; help develop emergency evacuation and operations plans for the building; and help supervise preparations to deal with anticipated emergencies in consultation with the Campus Safety Officer and Campus Emergency Action Team.

3. Conduct routine safety inspections to identify, correct, and/or eliminate hazards; evaluate evacuation routes and procedures; and coordinate fire extinguisher training as necessary with assistance from the Campus Safety Officer.

4. If major emergency or disaster occurs, maintain communication with the Campus Emergency Command Post reporting information and requesting assistance as needed.

5. Assist with other emergency activities as needed.

6. In an effort to compile a final report after the emergency, provide a written summary of your emergency activities and recommendations to the Campus Safety Officer.
7. Review the Grasselli Library and Breen Learning Center Emergency Preparedness Plan on a regular basis and in cooperation with the Assistant and Alternate Building Emergency Coordinators, update sources for supplies and services, and stock and maintain emergency supply kits within the Library.
8. Consult with Disaster Preparedness Team on development of disaster preparedness plan and recommend procedures relating to safety and security.
9. Conduct training specific to this manual not provided by the university to library staff and student assistants.
10. Submit an annual report to the Library Director for inclusion in the Grasselli Library and Breen Learning Center Annual Report.

11. With Assistant and Alternate Building Emergency Coordinators, attend regular training and meetings relative to position.

12. Succession: 


a. Assistant Building Emergency Coordinator


b. Alternate Building Emergency Coordinator

CENTRAL EMERGENCY COMMAND POST:

The Central Emergency Command Post may be established at the Campus Safety Services Headquarters by the Incident Commander during a major emergency or disaster. The command post will serve as a focal point for key personnel, a central location for emergency equipment, and emergency operations as required.

UNIVERSITY COMMUNICATIONS SYSTEMS:

Effective communication is essential during an emergency or disaster situation. The telephone system is the primary communications linkage and is intended for the immediate transmission of specific emergency information to all affected campus areas. Phone lines must be made available for emergency use and may be restricted by the Campus Security/Communications Officer when appropriate.

Additional campus communications systems include:

System 





Owner
Cellular Telephones 



Various Campus Departments


Selected Administrative Affairs Depts.

 

Campus Safety Services

Campus Safety Services Radio System 
Campus Safety Services

Motorola Radius P1225
Library/Facilities /Safety &

Risk Mgt.

Motorola Paging System 


Facilities

CAMPUS SAFETY SERVICES:

The Campus Safety Services is the focal point for transmission of emergency telephone communications to emergency staff.  In the event of a telecommunication failure, E-mail, 800 mHz trunked radio system, police radio or staff couriers will be utilized to relay messages to emergency staff on campus. Couriers will be identified and authorized by Campus Safety Services.  Communication through auxiliary equipment such as two-way radios, and staff couriers will be authorized by the Campus Safety Services and utilized by emergency staff as needed. If needed, Campus Safety Services will assume authority over the campus 800 mHz trunked radio system.

EMERGENCY COMMUNICATIONS PLAN

http://www.jcu.edu/pubaff/erpec.htm
Communications to the University Community in Emergency Situations

The nature of an emergency will affect the manner and timing of communication with the University community and the general public.  Most situations fall into one of three categories:

1. Those affecting the safety, health and welfare of the University community or its operations.

Examples: fire, explosion, flooding or similar catastrophic event; bomb or weapons threat; widespread illness; utility failures; severe weather conditions such
 as a tornado or winter storm.

Initial contact: Imminent threats to safety and health should be reported immediately to Campus Safety Services at x4600 and to the Academic Vice President at x4207.  Other emergency situations should be reported to one of the following, based on the type of emergency: Academic Vice President, Vice President for Student Affairs, Vice President for Finance and Administrative Services.

Communication Plan: Communication to the entire University community and the general public will be immediate and comprehensive to assure rapid dissemination of accurate information.  In the event of an alarm, everyone in the affected building(s) must leave immediately with the exception of those directed by an appropriate authority to remain for reasons related to emergency response.  A more comprehensive explanation of communication policies can be found on page four.    

2. Those affecting the health or welfare of one or a few members of the university community.  

Examples:  Death or serious accident.

Initial contact: Deaths or serious injuries on-campus should be reported immediately to Campus Safety Services at 4600 and to the Student Affairs Vice President at x4213.  Deaths or serious injuries off-campus should be reported to one of the following, based on the type of incident: Academic Vice President, Vice President for Student Affairs or Dean of Students, Director of Campus Ministry.

Communication Plan: Initial communication will be with the family and friends of the affected individuals, University leaders, the Public Affairs Department, and others responsible for responding to the situation.  Communication to the University community and to the general public will follow in a timely manner to disseminate accurate information, correct misinformation, and minimize rumors.  All communication will be conducted in a manner that respects rights of privacy and confidentiality.

3. Those affecting the reputation and image of the University or one of its members.

Examples:  An academic scandal, illegal or unseemly behavior by a member of the university community, or any other situation that adversely affects the reputation of the university and its constituents.  

Initial contact: Situations that adversely affect the reputation of a member of the university community or the university itself should be reported to the Dean or Vice President who has administrative responsibility for responding to it.

Communication Plan: Immediate communication with the university community and the general public, other than to affirm facts and correct erroneous information already made public, may not be the wisest initial action.  The initial step will be to inform university leaders and others who have a "need to know."   The next step will be to assemble appropriate members of the university community to review the facts, decide what action the university should take and what should be communicated publicly, and designate the spokesperson(s) for the university.  These actions will occur in a manner that respects rights of privacy and confidentiality.

                                         Communication Policies in Emergency Situations

1. Public officials and representatives of emergency-service organizations should be contacted by the university officials who are responsible for working with them to provide emergency-related services.  The Public Affairs Department should be notified when such organizations are contacted.

2. Communication with the university community regarding emergency situations shall rely primarily on established vehicles of communication within the university.  These may include notification via one or more of the following: posted announcements, broadcast e-mail and voice mail, web site (www.jcu.edu), WJCU, campus TV monitors, the Carroll News.  The departments responsible for effecting communications regarding emergency situations are Public Affairs, Campus Safety Services, Information Services, and Residence Life.  Communication through public channels of communication, although often essential, should not supplant direct communication with the university community.  

3.  Official statements of the university regarding an emergency situation shall be reviewed and approved prior to release by an officer of the university and the Director of Public Affairs or the Director of Media Relations.  Normally, the officer will be the President, the Academic Vice President, or the Vice President for Student Affairs.

4. The Public Affairs Department is responsible for coordinating communication with representatives of the news media and for arranging interviews with

appropriate spokesperson(s) of the university.  Members of the university community who are contacted by the media regarding emergency situations should confer with the Public Affairs Department prior to consenting to interviews to assure that information communicated is accurate and complete.  

5. The Public Affairs Department should be alerted immediately regarding representatives of the media who arrive on campus without an appointment or who are filming or conducting impromptu interviews on campus without the presence of a senior administrator or a representative of the Public Affairs Department.  

6. Representatives of the media should not be permitted access to non-public areas of the campus without the permission of a university administrator responsible for that area and without the presence of that administrator or a representative of the Public Affairs Department.  Examples include residence halls, food service and dining facilities, and health services facilities.

Public Affairs Department Contacts:  

    Jerry Sheehan, Director of Public Affairs, 397-4565

Christine Somosi, Director of Media Relations, 397-4663

LIBRARY EMERGENCY CHAIN OF COMMAND

(See Library Policies and Procedures Manual for normal chain of command.)

During regular business hours:  Director and Building Emergency Coordinator (or Assistant Building Emergency Coordinator if primary is unavailable.)  Place your first call to the Director’s Office at 4231.

(
Associate Director (or Assistant Building Emergency Coordinator if primary is unavailable.)

(
During evening and weekend hours:  Reference Librarian in charge and Building Emergency Coordinator (or Assistant Building Emergency Coordinator if primary is unavailable.)  Place your first call to the reference librarian on duty at 4234 who will then call the Building Emergency Coordinator.

(
After 10:00 PM: Circulation and Emergency Building Coordinator (or Assistant Building Emergency Coordinator if primary is unavailable.)  Place your first call to Circulation at 4233 who will then call the Building Emergency Coordinator.

In an extreme emergency (i.e. fire, smoke, bomb threat, etc.), the person in charge 

will make the decision to evacuate and possibly close the building.  At all other times 

(including inclement weather), contact the Director or person in charge following

 the emergency chain of command for decisions of this nature. Whenever possible, the person in charge will be in contact with the Academic Vice President before making the decision to close the building.

GRASSELLI LIBRARY COMMUNICATION PLAN

Grasselli Library utilizes several forms of communication.  Included are the Emergency Phone Chain (used in cases where the Library will be closed), the In-House Emergency Call Tree (used for relaying information to staff on duty only), the phone intercom system (used by the Director Office), the PA System (used by the Director, Building Emergency Coordinator, and Circulation), and email. 

IN-HOUSE EMERGENCY CALL TREE

The In-House Emergency Call Tree is used to relay emergency information to staff currently in the Library.  Persons contacted through the In-House Emergency Call Tree are responsible for notifying others in their department of the information provided.  This is only a communication vehicle and does not replace the emergency and normal chains of command of the Library.  (It should be noted that the In-House Emergency Call Tree is not the same as the Emergency Phone Chain.    The Emergency Phone Chain is on page 53 of this manual and will be used in the event of a closing of the Library and/or University.)

NORMAL BUSINESS HOURS

Phase One

Gorman Duffett

Connie LaSota

(Relays information to Personnel in Tech Services and calls 

Marcy Milota or Ruth Fenske and Circulation)

Phase Two




Phase Two
 Ruth Fenske




   Circulation

                                 (




          (
(Relays information to Reference


(Relays information to Chuck   Librarians in office, those at the 


Zarobila, Periodicals, ILL reference desk and Langston Maclin)


Archives) 

EVENINGS AND WEEKENDS

For evenings and weekends, Circulation will be contacted to initiate the In-House Emergency Call Tree.  The call tree is modified for evenings and weekends as follows:  

Circulation calls each department with personnel working, generally Reference and Periodicals.  All staff will relay the information to others in their areas.

 Please note that information provided through the In-House Emergency Call Tree is all that can be provided at the time of the call.  It may, at times, be necessary to take the action without a full explanation.  Additional information will be forwarded as soon as possible.  Phone lines should remain open.

On-going emergency situations present another set of communication needs for the University to keep people informed. These needs will be met in several ways, including postings on the university web page, electronic threads of conversation regarding the evolving status of the event, and use of local media outlets. Please remember that it is absolutely imperative to keep phone lines open.  Note: Provision of information to local media outlets regarding emergency situations on campus comes solely from the Office of Public Affairs.

LIBRARY STAFF EMERGENCY TELEPHONE CHAIN

Guides to a more secure working environment

Doors and Windows:

All outside doors are to be secured by the last staff members in the building.  Emergency

exit and freight room doors are to be secured at all times.  Office doors should be locked when unoccupied.  All windows are to be closed and locked after hours.

Escort Service:
Staff members should leave the Library in a group.  If an escort is needed, call Campus Safety 
Services (ext. 4600).  The officer on duty will escort the staff member to his/her car if s/he is not involved in another call.  

Keys:
Keys for the Library are obtained through the Library’s Executive Secretary (ext. 4231).  Keys are to be signed out.  The cost to replace a lost, stolen or damaged key is $10.00.  Do not leave keys unattended.  Keys must be returned when employment at the Library ceases.
Personal Property:

The Library is not responsible for lost, stolen or damaged goods.  Staff members are to lock valuables in a department file cabinet.  No personal valuables should be left in plain view.  This includes personal items in private offices.

Personal Protection:

Library staff members should be alert to any person(s) who looks suspicious, is in an unexpected or restricted area, or is displaying unusual behavior.  Contact the department supervisor and Building Emergency Coordinator immediately.  Always be alert!

Training:

Videos on a variety of security and safety topics are available from the Building Emergency Coordinator.  Videos are shown throughout each year.  Training, in cooperation with Facilities, is provided for the use of fire extinguishers.  

CALLING CAMPUS SAFETY SERVICES

If at any point in your dealings with patrons you feel threatened or a patron feels threatened immediately call Campus Safety Services.  We are not acting officers for Campus Safety Services.  Our safety and that of our patrons is given the utmost priority. 

Staff Procedure

1.
Dial extension 4600.

2.
Calmly state your name and your location.  

3.
Tell the officer the problem.  Do not add your own impressions.  A short statement is all that is 
needed.  Give as much of a description as possible, i.e. hair color and length, height, clothing, distinguishing marks, etc.  “There is a female in Periodicals who is drunk.  She has brown 
hair, is about 5’6” and wearing a lime green blazer.  Please come to ask her to leave.”  Campus Safety Services will ask you any additional questions regarding what you noticed, etc. when s/he arrives.  Another example would be, “There is a fire in the Mackin Room of the 1st Floor that is blazing.  We cannot control it.  The building is being evacuated.”  

4.
If you need an officer, you are required to state your request.

4.
Listen carefully for the response of the officer.  Follow instruction from the officer if any is given.  Observe as much as possible until the arrival of Campus Safety Services.

5.
Always have a staff member acting as a witness and backup person when dealing with patrons.  Campus Safety Services will ask you several questions, sometimes


over and over.  Cooperation is the key.

6.
Non-emergency calls to Campus Safety Services are made by the Director, Director’s Executive Secretary or Building Emergency Coordinator during regular daytime hours and by the reference librarian in charge in the evenings.  After 10:00 PM, Circulation will be responsible for initiating the calls.  Non-emergency calls should be reported on an Incident Report (available in all departments) and given to the Building Emergency Coordinator after the event.

7. If you are the first person to report the emergency fill out an Incident Report (available in all departments) as soon as possible after the incident.  Place in the Building Emergency Coordinators’ mail slot.
GRASSELLI LIBRARY AND BREEN LEARNING CENTER

INCIDENT REPORT

DATE: 





TIME: 





This report is to be used with each incident occurring within the Library.  An incident is defined as an occurrence that negatively impacts the safety or security of patrons, property or staff of the Library.  Verbal altercations may qualify as an incident.  All incident reports should be completed immediately after the occurrence and given to the Building Emergency Coordinator.  A copy of the incident report should be given to the staff member’s unit leader.

Description of Incident: 










Please use the reverse side of this sheet and additional pages as necessary.
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( UHPD and/or UHFD was contacted at 
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Staff Member: 
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EXPLOSION
Call 911

In the event of an explosion on campus, take the following actions:

1. Immediately take cover under tables, desks, or under objects that will give protection against falling glass and debris.

2. After the initial effects of the explosion have subsided, call 911.  Give your name, tell them if there is a fire, and describe the location and nature of the emergency.

3. Contact the person in charge as designated in the Library Emergency Chain of Command who will then take the appropriate steps for the emergency including evacuation of the building.

4. Evacuate the building.  If disabled personnel cannot safely evacuate the building, assist to the nearest stairwell away from damaged area.  Alert emergency personnel of their location.

5. DO NOT USE ELEVATORS.
6. Once outside, go to the designated rally point, which is the parking lot in front of the Library.*  Keep driveways and sidewalks clear for emergency vehicles and personnel.

7. Classroom leaders insure that students evacuate the building and should ask students to sign in at the rally point to ensure everyone is evacuated.

8.
DO NOT RETURN TO AN EVACUATED BUILDING unless authorized by the University Heights Fire Department or Campus Safety Services.

9.
If you are the first person to report the emergency contact the Building Emergency Coordinator to fill out an Incident Report.

Rally Point:

 PARKING LOT IN FRONT OF LIBRARY/

FIRST FLOOR O’MALLEY*

*First floor O’Malley is to be utilized when the parking lot 

is not available or in the event of inclement weather.
FIRE

Call 911

1.
In case of fire, activate the nearest fire alarm pull station.  Take appropriate precautions to ensure your personal safety.

2. Call 911.  Give your name and the exact location of the fire (JCU, building, floor, room).  Be sure to stay on the phone until released by the 911 Emergency Operator.

3.
Notify the person in charge according to the Library Emergency Chain of Command who will then take the appropriate steps to evacuate the building.

4.
Evacuate the building.  DO NOT USE ELEVATORS.  If disabled personnel cannot safely evacuate the building, assist them to the nearest uninvolved stairwell.  Alert emergency personnel of their location.

5.
Once outside, go to the designated rally point, which is the parking lot outside the Library’s front doors.*  Keep driveways and sidewalks clear for emergency vehicles and personnel.

6.
Classroom leaders in seminar rooms should insure that students evacuate the classroom and should ask students to sign in at the rally point to ensure everyone is evacuated.

7.
DO NOT RETURN TO AN EVACUATED BUILDING unless authorized by the University Heights Fire Department or Campus Safety Services.

8.
If you are the first person to report the emergency contact the Building Emergency Coordinator to fill out an Incident Report.

Rally Point:

PARKING LOT IN FRONT OF LIBRARY/

FIRST FLOOR O’MALLEY*

*First floor O’Malley is to be utilized when the parking lot 

is not available or in the event of inclement weather.
CRIMINAL ACTIVITIES

 ARMED INTRUDER

If a hostile person(s) is actively causing deadly harm or the imminent threat of deadly harm within a building, if possible…

· Lock yourself in (and the intruder out of) the room you are in at the time of the threatening activity.

· If communication is available, call 911.  

· Don’t stay in the open hall. 

· Do not sound the fire alarm.  A fire alarm would signal the occupants in the rooms to evacuate the building and thus place them in potential harm as they attempted to exit.

· Barricade yourself in the room with furniture or anything you can push against the door.

· Lock the window and close blinds or curtains.

· Stay away from windows.

· Turn all lights and audio equipment off.

· Try to stay calm and be as quiet as possible. 


· If for some reason, you are caught in an open area such as a hallway or lounge type area, you must decide what action to take. 

1. You can try to hide, but make sure it is a well-hidden space or you may be found as the intruder moves through the building looking for victims.

2. If you think you can safely make it out of the building by running, then do so.  If you decide to run, do not run in a straight line.  Keep any objects you can between you and the hostile person(s) while in the building.  Once outside, don’t run in a straight line.  Use trees, vehicles or any other object to block you from view as you run. When away from the immediate area of danger, summon help any way you can and warn others.

3. If the person(s) is causing death or serious physical injury to others and you are unable to run or hide, you may choose to play dead if other victims are around you.

4. The last option you have if caught in an open area in the residence hall, may be to fight back.  This is dangerous, but depending on your situation, this could be your last option.

5. If you are caught by the intruder and are not going to fight back, follow their directions and don’t look the intruder in the eyes.

6. Once the police arrive, obey all commands. This may involve your being handcuffed or made to put your hands in the air.  This is done for safety reasons and, once circumstances are evaluated by the police, they will give you further directions to follow.

Arson

Arson is the intentional burning of property -- another’s or one’s own.

Staff Procedure

1.
Call Campus Safety Services and report the fire.  If the arsonist is just starting the

fire, without putting yourself in harms way try to distract her/him.  Remember as many details as you can to report to Campus Safety Services later.

2.
Begin evacuating the building. 

3.
If at all possible, take the First Aid kit with you.  Tend to any injuries until help arrives.

4.
Assist fire department as directed.

Assault

Assault is any unlawful attempt to commit an injury to another person, including threatening to do so.

Staff Procedure

1. Call Campus Safety Services immediately.  If you feel that University Heights Police Department needs to be called, please advise them.

2. Assign a staff member to meet Campus Safety Services at the door and lead them


directly to you.  

3. Do not corner the person that is committing the crime.  Keep an exit route open to 


them.

4. Do not try to distract the attacker or break up the attack (unless in the case of 


attempted rape).  Just observe as much as possible until Campus Safety Services


arrives.  This is for your personal safety.

 BOMB THREAT

Or Threat of Other Terrorist Activity

Call 911

1. If you observe a suspicious object or potential bomb on campus, DO NOT HANDLE THE OBJECT!  Clear the area and immediately call Campus Safety Services (4600) and 911.

2. Inform the Director’s Office at x4231 during normal business hours or the person in charge during evening or weekend hours.  

3. Any person receiving a bomb threat by phone should ask the caller:

a. Exact location of the bomb (building, floor, room, etc.)

b. Time bomb is set to go off

c. Kind of bomb, timing device, etc.

4. Keep talking to the caller as long as possible and record the following:

a. Date and time of call

b. Location of alleged bomb

c. Detonation time

d. Type of bomb

e. Speech patterns, accent, lisp, or other distinguishing characteristics

f. Background noises such as trains, machinery, birds, etc.

g. General emotional state of caller – angry, upset, calm, nervous, laughing

h. Critical statements made by caller

5. Immediately notify Campus Safety Services (x4600).

6. If the threat of an explosion is imminent, evacuate the building by activating the fire alarm.

7. Evacuate by the nearest available exit. DO NOT USE ELEVATORS.  If disabled personnel cannot safely evacuate the building, assist them to the nearest uninvolved stairwell.  Alert emergency personnel and Building Coordinator of their location.

8. Once outside, go to the designated rally point which is the parking lot in front of the Library.  If this location is unavailable, move to first floor O’Malley.  Keep driveways and sidewalks clear for emergency vehicles and personnel.

9. DO NOT RETURN TO EVACUATED BUILDING until authorized by the University Heights Fire Department or University Heights Police Department or Campus Safety Services.

Classroom leaders insure that students evacuate the classroom and should ask students to sign in at rally point to ensure everyone is evacuated.

SECURITY LIST: CHECKLIST FOR 

HANDLING A BOMB THREAT PHONE CALL

Caller’s Voice:

( Calm


( Crying

( Deep 

( Angry


( Normal

( Ragged

( Excited   

( Slow

( Slurred

( Deep Breathing

( Rapid

( Nasal

( Cracking Voice

( Soft


( Stutter

( Disguised

( Loud

( Lisp

( Accent


( Laughter

( Raspy

(Familiar


( Young

( Old

Background Noises:
( Street Noise

( Factory Machinery

( Café/Bar

( Animal Noises

( Voices


( Clear

( PA System

( Static

( Music


( Car Motor Sounds

( House Noises

( Office Machinery

( Trains


( Planes

( Other _______________________________

Threat Language:

( Well Spoken

( Incoherent

( Foul


( Taped

( Irrational

( Read from a prepared message

( Other _______________________________

Other Details:

Sex of Caller: _____________ Race: ________________ Age: ______________

Time of Call:  _____________  Which Extension: ________________________

CIVIL DISTURBANCE, RIOT or DEMONSTRATION

Call Campus Safety Services: x4600

1
Keep calm.  Resistance may only increase the destruction of property and a threat to bodily harm.  Do not confront demonstrators.

2
Call Campus Safety Services at x4600.  Provide the following information:

a.      Location (building, floor, room, entrance, etc).

b.      Approximate number of leaders.

c.      Size of group.

d.      Obvious object or demand of group.

e.      Describe if group is rational, organized, violent, etc.

3
If possible, continue with your normal work schedule until Campus Safety Services or the Police arrive.

4 When Campus Safety Services or the police arrive, provide them with an update. Follow their instructions.                    

Possession of Weapons
Any weapon seen is to be considered a threat.  These include guns, rifles, shotguns, knives, switchblades or items being used in a dangerous or threatening manner.

Staff Procedure

1.
Call Campus Safety Services immediately.

2.
Do not approach this person.  Alert other staff, especially the person in charge and call the Director.  

3.
Alert other departments of a possible evacuation.

Sexual Offenses

Never take a sexual offense lightly.  Incidents may include verbal harassment, indecent exposure, spying or even rape.  These incidents are not gender or age specific.

Staff Procedure

1.
Call Campus Safety Services immediately.

2.
The victim should be asked to remain in the Library to speak with Campus Safety Services.   They may not be detained if they wish to leave. 

3.
Do not interrogate the victim.  Remain calm for his/her sake, and try to be supportive.

4.
Do not touch the victim unless s/he needs help walking.  Escort him/her to a private office.   When the Director’s Office is open, take the person there.

5.
The Secretary and/or Director will remain with the victim.  Campus Safety Services will contact you for a report.       

SUSPICIOUS PACKAGE

(Potential for Anthrax or Other Bioterrorism Agent)

Call Campus Safety Services: x4600

If you are suspicious of a mailing and are unable to verify the contents from the envelope or sender:

1. DO NOT OPEN.

2. Call Campus Safety Services x4600.

3. Do not shake or empty the contents.

4. Do not carry the package or envelope to show others or allow others to examine it.

5. Put the package or envelope down on a stable surface; do not sniff, touch, taste or look closely at it or at any contents that may have spilled.

6. Alert others in the area about the suspicious package or envelope.  Leave the area, close any doors, and take actions to prevent others from entering the area.  If possible, shut off the ventilation system.

7. WASH hands with soap and water to prevent spreading potentially infectious material to face or skin.  

8. If possible, create a list of persons who were in the room or area when this suspicious letter or package was recognized, and a list of persons who also may have handled it.

Identifying Suspicious Packages and Envelopes

Some characteristics of suspicious packages and envelopes include the following:

1. Inappropriate or unusual labeling

a. Excessive postage

b. Handwritten or poorly typed addresses

c. Misspellings of common words

d. Strange return address or no return address

e. Incorrect titles or title without a name

f. Not addressed to a specific person

g. Marked with restrictions such as “Personal”, “Confidential”, or “Do not x-ray”

2. Appearance

a. Powdery substance felt through or appearing on the package or envelope

b. Oily stains, discolorations, or odor

c. Lopsided or uneven envelope

d. Excessive packaging material such as masking tape, string, etc.

3. Other suspicious signs

a. Excessive weight

b. Ticking sound

c. Protruding wires or aluminum foil

SUSPICIOUS PERSON

Call Campus Safety Services: x4600

Everyone on campus is asked to assist in providing a safe environment by being alert to suspicious behavior and promptly reporting the situation to Campus Safety Services at 4600.

1. Be observant, as the more information you can provide Police, the better.

2. If you believe that the person is non-violent, approach in a friendly manner and inquire if you can assist them.  For example:

a. “May I help you find something?”

b. “Professor X is out of his office right now, would you like to leave a note?”

Criminal acts may include, but are not limited to: dealing in drugs, selling suspected “hot” items, etc.  Any suspected criminal activity should be reported to Campus Safety Services immediately.

Staff Procedure

1.
Discuss the suspicious behavior with your Department Supervisor.  Describe in detail the behavior.

2.
Maintain a dated and descriptive log of the activity.  

3.
If there is a repeated pattern, the Department Supervisor should explain the situation to the Director.  Bring the log with you.

4.
The Director will contact the appropriate persons.       

5.
All information is to be kept strictly confidential.

Theft

Theft is defined as stealing or burglary of library property or property of staff and patrons.

Staff Procedure

1.
For patron complaints call Campus Safety Services.  Make sure the patron remains in the building.

2.
Alert your Department Supervisor if you suspect library material is being stolen.  

3.
Keep witness at hand to speak with Campus Safety Services.

Vandalism

Vandalism is described as the act of destroying, defacing or mutilating library or other property.  Vandalism may include arson, damage to the building (inside and out), damage to equipment or library materials.  It requires immediate action.

Staff Procedure

1.
Call Campus Safety Services immediately.

2.
Make sure to get another staff member to witness.  

3.
Try to detain the suspect without arousing suspicion and/or try to get names.  Try saying, “Hey, Mary/John!  How have you been?”  S/He may correct you and you will have the name.

4. Take pictures of the damage with Polaroid (in Director’s Office)

VIOLENT or CRIMINAL BEHAVIOR

Call 911

Everyone on campus is asked to assist in providing a safe environment by being alert to suspicious behavior and promptly reporting the situation to Campus Safety Services at x4600 or University Heights Police at 911.

If you are faced with an armed intruder:

1.
Don’t panic.  Alert Campus Safety Services.  Consider having a code word or signal to alert colleagues of the danger.  Building Coordinators should work this system out beforehand and refresh everyone’s memory of the signal on a yearly basis.

2.
Be observant, as the more information you can provide, the better the chance the criminal will be apprehended.

3.
While a crime is being committed, you have three options:


a.
Submit to suspect.

b.
Passive resistance (talking or reasoning with suspect).

c:
Active resistance (physical intervention).  Remember, whatever you decide to do, you must be prepared both mentally and physically.  Your safety is the most important thing to remember during any attack. 

4. 
As soon as possible get to a safe place and notify Campus Safety Services at x4600 or University Heights Police at 911.  Advise the police of the nature of the incident, location, if medical assistance is needed, and a description of the person(s) involved.

If you are the victim of a crime, observe a criminal act, or observe a suspicious person on campus:

Call Campus Safety Services 4600

1
Immediately notify Campus Safety Services at 4600 and report the incident, 
including the following:

a.      Your name.

b.      Nature of the incident.

c.      Location, date, and time of the incident.

d.      Description of person(s) involved.

e.      Description of property involved.

2
Assist the officers when they arrive.  Provide additional information upon 

request.

3.      What to do if you are the victim of a property crime:

a. Go to a safe place and notify University Police.

b. Do not touch anything.

c. Meet with the officer at the location the officer requests.

d. Explain to the officer everything you observed, including telling the officer   if you touched or moved anything.  Follow the officer’s instructions.

4.       What to do if you are the victim of a violent/personal crime:   

a. Be observant, as the more information you can provide, the better the chance the criminal will be apprehended.

b. While a crime is being committed, you have three options:

i. Submit to suspect.

ii. Passive resistance (talking or reasoning with suspect).

iii. Active resistance (physical intervention).  Remember, whatever you decide to do, you must be prepared mentally and physically.  Your safety is the most important thing to remember during an attack.

As soon as possible, get to a safe place and notify Campus Safety Services at x4600.  Advise the police of the nature of the incident, location, if medical assistance is needed, and a description of the person(s) involved.  Meet with the officer, follow his/her instructions. 
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BEHAVIORAL CRISIS or INAPPROPRIATE BEHAVIOR

(If possible, notify the Director’s Office at x4231 during normal business hours who will then call Campus Safety Services.  After hours, contact Campus Safety Services immediately at x4600, then notify the person in charge.)

1.
STAY CALM.

2.
When notifying Campus Safety Services at x4600 provide the following information:

a.      Your name

b.      Precise location (building, floor, room)

c.      Observed symptoms of behavior

d.      Individual(s) name, if known

3.
Until help arrives, be pleasant, considerate, and understanding to avoid 

aggravating the situation.

4.
Do not argue with the individual.  Try to determine and accept the 

individual’s point of view.   Do not confront/detain the individual if violent 

or combative.  Do not touch the person.

5.
Have someone meet Campus Safety Services at the entrance to the building and provide up-to-date information.    

MEDICAL EMERGENCY or FIRST AID

Call 911

1
If serious injury or illness occurs on campus, immediately dial (9)911 for medical assistance.  Give your name, describe the nature and severity of the medical problem, and the campus location of the victim.  Do not hang up unless released by the emergency operator.

a.
If victim is conscious and oriented, the individual has the right to determine his/her own health care needs and the response to those needs.  Under such circumstances, university staff should refrain from recommending specific health care vendors.

b.
In circumstances involving a person who is unconscious and/or disoriented, calling 911 is the appropriate response.

2
Keep the victim still and comfortable until help arrives.  Do not move the victim.

3
In case of a minor injury or illness, JCU Emergency Medical Services can be contacted at 4600, or JCU students may go to the University Health Services or have trained persons provide appropriate first aid.

4
Persons with serious or unusual medical problems should be encouraged to

notify their supervisors or instructors of the medical problem and the standard emergency treatment related to that problem.

5
In the event of an outbreak of highly contagious disease [e.g., meningitis] or other campus wide health situation [e.g., suspected food poisoning, anthrax], the head of the University Health Services will coordinate campus wide actions and notifications through appropriate channels.

MEDICAL EMERGENCIES

Knowing what to do in the first minutes after an emergency has occurred can make a big difference in the outcome.  Although this page is no substitute for a formal first aid and CPR course, reviewing this information may help you to be better prepared for an unexpected crisis.  Library staff may not offer medical treatment.  Staff who are qualified and feel comfortable offering first aid assistance may do so with the permission of the injured party.

Before we review what you SHOULD do, let’s look at a few things you SHOULD NOT do:

1.
Do NOT panic!  You can help a lot more if you remain calm, take a deep breath, and think out your actions!

2.
Do NOT let the victim panic!  (Even if it’s you!)  Panic increases blood pressure, pulse and respiration, which may complicate the medical emergency.

3.
Do NOT forget your own safety!  LOOK at the whole scene!  If you get injured, you cannot help anyone!

4.
Do NOT be afraid to ask for help!  Use all the resources you need:  library staff, patrons, etc.  If you remain calm and assume a leadership role in the emergency, most people will be more than willing to listen and help however they can.

What you SHOULD do when an emergency occurs:

1.
For minor injuries, such as cuts, bruises, etc., you may use the medical supplies in the first aid kit, with patron’s permission, which is located in the medicine cabinet near the mail slots in the Technical Services Department.  If patron has an open cut, put on surgical gloves before you bandage the wound.  If you need instructions in using the medical supplies, consult the first aid manual available in the cabinet or ask for help from a trained staff member.

2.
For serious situations such as uncontrollable bleeding, fractures/dislocations, seizures, shock, unconsciousness, heart attack and so on call 911 immediately.  

While waiting for trained Campus Safety Services personnel or a rescue squad, library staff with first aid and/or CPR training may take emergency response as recommended by the American Red Cross. 

WARNING:  DO NOT move victim unless safety requires it.

PERSONS WITH DISABILITIES

Persons with disabilities are to be extended every courtesy available to all students at John Carroll University.  For advice from the Services for Students with Disabilities, contact Kate Roach, ext. 4967.

DO’S and DON’TS WHEN YOU MEET A PERSON WITH A DISABILITY
1. Offer assistance as you would to anyone else, for example, to push a wheelchair or to guide a person who is blind.  The person will indicate whether or not the help is needed, and “no, thank you” must be respected.  Most persons with disabilities will be specific as to how help should be give; for example, a person who is blind might ask to take your arm rather than to have you grab his or hers.

2. Noticing an obvious disability is not rude; however, asking personal questions about it is inappropriate.

3. Always talk directly to a person with disabilities rather than to the person who may be accompanying him or her.  Never talk about a person with disabilities to the person he or she is with as if the person does not exist.  This includes an interpreter for a person who is deaf.

4. Do not be concerned if you use the words “running” or “walking” when talking to a person who uses a wheelchair, or “did you see?” when talking to a person who is blind.  People with disabilities use these words themselves and think nothing of it.

5. Do not avoid using words like blind or deaf when associating with persons with these disabilities.  Persons with disabilities are aware of their disabilities and do not need to be shielded from the facts.

6. When talking to a person who uses a wheelchair for any length of time, it is better to sit down in order to be at the same eye level.  It is very tiring for a person to look up for a long time.

7. Be sensitive to architectural barriers in the Library.  Everyone must be concerned and alert to this very real problem.

8. Remember that if a person does not turn around in response to a call, it may be that he or she is deaf.  A light tap on the shoulder to get the person’s attention makes sense.

9. Never gesture to a person who is blind to someone else who may be present.  This will inevitably be picked up and make the person who is blind feel that you are “talking behind his or her back.”

10. Lip reading by persons who are deaf can be aided by being sure that the light is on your face and not behind you, and taking all obstructions, such as gum out of the mouth, keeping lips flexible and speaking slowly.  Additional communication should include body language, pantomime and gestures of all kinds and written communication if necessary.

Adapted from:  Serving Disabled People:  An Informational Handbook for Libraries by Ruth Velleman.
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EARTHQUAKE

Earthquakes can and do occur in Ohio.  During an earthquake remain calm and quickly follow the steps outlined below:

1.
If  INDOORS, seek refuge in a doorway or under a desk or table.  Stay away 

from glass, windows, shelves, and heavy equipment.

2.
If  OUTDOORS, move quickly away from buildings, utility poles, and other 

structures.  Caution: Always avoid power or utility lines, as they may be 

energized.

3,
After the initial shock, evaluate the situation and, if emergency help is needed, call 911.  Report any injuries.

4.
Damage to buildings should be reported to Facilities, only after all who are injured are looked after.

5. Gas leaks from shifting underground pipes create special hazards.  Please refer to the Gas Leak Emergency Procedure.

FLOODING

Call Facilities: x4314 or Campus Safety Services: x4600

1. During normal business hours, if the flooding is caused by a pipe break, sink overflow, or other plumbing problem, call the Director’s Office at x4231 who will then notify Facilities at x4314.  After hours, call Campus Safety Services at x4600.  Try to identify the source of water and turn it off, if this can be done safely.  Evacuate personnel, as needed, and attempt to protect property and records by removing items from floors or covering with water resistant coverings, if available.  “Caution” tape is available in the First Aid cabinet located on the second floor near the mail slots.  

2. During normal business hours, if the flooding is caused by torrential rain, notify the Director’s Office at x4231 who will then notify Facilities at x4314. After hours, call Campus Safety Services at x4600.  Attempt to close doors and windows to prevent water from entering, if this can be done safely.  Also, attempt to protect property and records by removing items from floors, if possible.  There may be little that can be done.  If electrical circuits appear to be getting wet, leave the area immediately.  
SNOW EMERGENCY or SNOW CLOSING

Call Public Affairs 397-4666 
The Public Affairs Department is responsible for notifying the media if the University closes due to unfavorable weather conditions. The following provides you with information on stations to listen to (or watch) when the weather is threatening.

The University’s policy is to close only in the event of extreme weather conditions, and decisions are made based on general reports. Our goal is to have as many people as possible here when we are open. We know some of you live far from campus, and we do not expect anyone to risk life and limb to get here. Use your best judgment in deciding whether it’s safe for you to drive when confronted with severe weather.

We only contact stations that provide us with a school closing code. This is to prevent unauthorized contacts with those stations.

The University has a "Closing Advisory" phone line. If the University is closing, the system’s message will be changed to give the details. Please call 397-4666 for up-to-date closing information. Please wait until after 6:30 a.m. to begin calling so that University personnel have an opportunity to make the decision and change the message. Call AFTER 2:00 p.m. for decisions on evening classes. 

We subscribe to a snow closing service that contacts a number of media outlets. Those they contact, along with those that we contact directly, are listed below:

RADIO

WAKR 1590 AM

WBKC 1460 AM

WBVI 96.7 FM

WCCD 1000 AM

WCPN 90.3 AM

WCPZ 102.7 FM

WCRF 103.3 FM

WDLW 1380 AM

WDOK 102.1 FM

WELW 1330 AM

WENZ 107.9 FM

WEOL 930 AM

WFOB 1430 AM

WGAR 99.5 FM

WHK 1420 AM

WHLO 640 AM

WKNR 1220 AM

WKTX 830 AM

WJCU 88.7 FM

WKFM 96.1 FM

WKKY 104.7 FM

WLEC 1450 AM

WLTF 106.5 FM

WMJI 105.7 FM

WMMS 100.7 FM

WNCX 98.5 FM

WNIR 100 FM

WNWV 107.3 FM

WOBI 1330 AM

WRMR 850 AM

WTAM 1100 AM

MIX 106.5 FM

TELEVISION

WKYC Channel 3

WEWS Channel 5

WJW Channel 8

WOIO Channel 19

WUAB Channel 43

TORNADO and SEVERE WEATHER

A Tornado Watch or Severe Weather Warning means tornadoes are likely to develop.  Be alert to changing weather conditions and be prepared to take action if the weather situation is upgraded to a warning.  A Tornado Warning means a tornado has been spotted in your area.  Immediate action may be the difference between life and death.

1. If you receive notification of a TORNADO WARNING or see a tornado, move to the lowest level in the interior hallway of the building as soon as possible.

2. Stay away from windows and areas with a large expanse of glass.

3. Avoid auditoriums, gymnasiums, and other large rooms with free-span roofs.

4. DO NOT USE ELEVATORS.
5. If disabled personnel cannot safely move to the lowest level , assist to an interior hallway area away from windows and areas with a large expanse of glass.

6. Protect your head and face.  If possible, get under a sturdy table or other structure.

7. The person in charge may direct persons to the subbasement of the Library when appropriate.  

During inclement weather, the decision to close the building is made by the Director and Academic Vice President.  When the university is closed by the Academic Vice President, contact the Director who will then initiate the emergency phone chain.  
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AIRBORNE RELEASE of HAZARDOUS MATERIALS

(Hazardous gases from off-campus sites)

Call 911

1.
Once notified by your Building Coordinator of an airborne release, close all doors to the outside and lock all windows.

2.
Turn off fume hoods, range hoods, air handlers, and all air conditioners and switch inlets to the “closed” position.  Seal any gaps around window type air conditioners.

3.
Seal off all vents, grills, or other openings to the outside to the extent possible.

4.
If the gases start to bother you, hold a wet cloth or handkerchief over your nose and mouth.

5.     
Minimize the use of elevators in buildings.  These tend to “pump” outdoor air in and out of a building as they travel up and down.

6.
Tune into an emergency broadcast station on a radio (e.g. WTAM – 1100 AM) 

or television (e.g. channels 3, 5, 8, 19) for further information and guidance.

7.
Do NOT evacuate your building unless told to do so by the University Heights Fire Department or Campus Safety Services.

COLLAPSE OF SHELVING AND OTHER STRUCTURAL EMERGENCIES
1. During regular business hours, call the Director’s Office who will then call Facilities at x4314.  After hours, call Campus Safety Services at x4600.

2.
If possible, erect barriers and post signs warning people to keep out of area.   “Caution” tape is available in the First Aid cabinet located near the mail slots.

ELEVATOR MALFUNCTION

The Library Executive Secretary will initiate calls to Facilities x4314 during normal business hours.  Follow the Library Emergency Chain of Command for calls outside of normal business hours to call Campus Safety Services x 4600.
1. If you are trapped in an elevator, use the emergency button to ring for help.  Listen for a response from nearby persons.  DO NOT ATTEMPT TO EXIT A STALLED ELEVATOR UNLESS DIRECTED TO DO SO BY CAMPUS SAFETY SERVICES OR THE UNIVERSITY HEIGHTS FIRE DEPARTMENT.

2. If a person is stranded in an elevator, DO NOT ATTEMPT TO FORCE OPEN ELEVATOR DOORS.  Make calls as above.
3. A person in an elevator needs to be reassured that his/her alarm has been 

noticed and help is coming.  Keep in contact until help arrives.

6. If you find an inoperative elevator without occupants, notify the person in charge immediately.  The elevator should be in the locked position and signs hung to notify its inoperability.  

HAZARDOUS MATERIALS RELEASE

On or Off Campus

UNCONTROLLED CHEMICAL OR RADIOACTIVE MATERIAL RELEASE

Call Campus Safety Services  x4600

1.
An uncontrolled spill or release of a hazardous chemical or radioactive material is defined as any amount that is greater than what you are normally equipped to deal with. Report immediately to Campus Safety Services at  x4600.

2.
When reporting, provide the following information:

a.      Your full name and location

b.      Chemical name of material spilled

c.      Estimated amount of release

d.      Exact location of spill

e.      Name of injured persons and nature of their injuries

f.      Actions you have taken

g.      Stay on line until told to hang up

3.
Campus Safety Services will contact the necessary chemical, radiological, or emergency personnel.

4.      
Remove personnel from the area of the spill and hold them nearby until they 

can be checked for contamination by the JCU Radiation Safety Officer.

5.
Vacate and seal the room.  Go to a safe area, avoiding additional contamination of personnel.  As practical, take precautions to limit the spread of contamination to other areas.

6.
If a building emergency exists, activate the fire alarm.  Evacuate the building to the nearest available exit.  If disabled persons cannot safely evacuate the building, assist to the nearest stairwell away from the spill sight.  Alert emergency personnel of their location.

7.
Classroom leaders insure that students evacuate the classroom and should ask students to sign in at the rally point [Enter LOCATION here] to ensure everyone is evacuated.

8.
DO NOT RETURN TO AN EVACUATED BUILDING unless authorized to by the JCU Radiation Safety Officer, Chemical Hygiene Officer, University Heights Fire Department, or Campus Safety Services.     

UTILITY LOSS, including ELECTRIC, NATURAL GAS, WATER or TELECOMMUNICATIONS 

Call Facilities: x4314 or

Campus Safety Services: x4600 after hours 

Page Langston Maclin at 670-2363; Page George Leggiero at 408-6499

ELECTRICAL POWER OUTAGE

1. If possible, determine whether the problem is isolated to your area or involves a larger area.

2. Unplug or turn off any electrical appliances (which can be done so safely) to prevent a power drain when the electricity is restored.

3. Employees are asked to remain calm.

4. Pairs of staff with flashlights make rounds and ask patrons to remain seated and if they need assistance.
5. If the situation becomes an extended power outage, the Academic Vice President will determine whether or not the University and/or offices will close.

6. Follow the Evacuation Plan if it is determined that the Library should be closed.

GAS LEAK

Call Facilities: x4314 or

Campus Safety Services: x4600 after hours

1.
If you smell gas and suspect a leak, cease all operations.

2.
DO NOT SWITCH ON LIGHTS OR ANY OTHER ELECTRICAL EQUIPMENT.

3.
Immediately notify the Director’s office.  Follow evacuation procedures when directed to do so.

3.
If disabled personnel cannot safely evacuate the building, assist to the nearest stairwell away from the emergency area.  Alert emergency personnel of their location.

4.
DO NOT USE ELEVATORS.  
6.
Once outside, move away from the building at least 500 feet.  All persons should meet in the parking lot across from the front of the Library.  Keep driveways and sidewalks clear for emergency crews.  

7. DO NOT RETURN TO AN EVACUATED BUILDING unless authorized to by the University Heights Fire Department or Campus Safety Services.

TELECOMMUNICATIONS OUTAGE

1. If your phone is without dial tone, please check to see if another phone in the area is working.  

2. If all of the phones in your area are without dial tone, this would be considered a phone emergency.  

3. During normal business hours, please report the outage to the Executive Secretary of the Library who will then notify Bill Wilhelm of the Information Services Department.  

4. After normal business hours, report to Campus Safety Services at x4314.  

WATER CUTOFF or LOSS OF PRESSURE

Call Facilities: x4314 or

Campus Safety Services: x4600 after hours 

1. If possible, determine whether the problem is isolated to your area or involves a larger area.

2. Turn off water faucets to prevent a drain when the water is restored.

3. Call the Facilities Department (4314) during business hours or Campus Safety Services (4600) after hours. 

4. If the situation becomes an extended water outage, the Academic Vice President will determine whether or not the University and/or offices will close.
Note: Often after a water outage or low water pressure, water may come out of the tap cloudy or rust colored. It is recommended that you allow the water to flow for a short period of time before use.

BUILDING EMERGENCY SUPPLY LIST

There are three emergency supply kits in the Library. There is one kit on each floor.  These supplies are available for response to a small disaster or for the initial stages of a large-scale disaster. These by no means are the only supplies available.  Contact Housekeeping at ext. 4326 (weekdays) or Security at ext. 4600 (evenings and weekends) if additional supplies are needed. 

· Plastic Garbage Can on wheels

· First-Aid Kit –the full kit is located near the mail slots of second floor Grasselli

· Cotton String Mop

· Heavy Duty Extension Cords 

· Buckets (with wringers) 

· Flashlight(s), with extra batteries – a flashlight is available in each department

· Battery-operated radio, with extra batteries 

· NOAA Weather Radio, if available 

· An ABC Fire Extinguisher 

· Cellulose Sponges 

· Plastic Drop Cloths 

· Polyethylene Bags 

· Disposable Plastic Boots 

· Disposable Plastic Gloves 

· Safety Glasses 

· Copy of this Emergency Preparedness Plan 

SERVICES NEEDED IN AN EMERGENCY

SERVICE


COMPANY AND/OR CONTACT     PHONE 

Ambulance 


Campus Safety Services


x 4600 

Chemist 


John Carroll Chemistry Department  

x 4241 

Fire Department 

University Heights Fire Department              321-2446 

Freeze Drying Facility 
Kulis Freeze Dry Document 


232-8352 





Bedford, Ohio 

Housekeeping 



  




x 4326 

Insurance Company 

Commercial Union (Jim Puster) 





Campus Contact: Diane Ward x 4271;
573-0314 (Home)

Maintenance 


Weekdays 




x 4407 





Evening and Weekends





Campus Safety Services
 

x 4600 

Physical Plant 




 



x 4314 

Police 



University Heights Police Department 
932-1800 

Utility Companies 

The Illuminating Company 


861-9000 





East Ohio Gas 



361-2345 





Ohio Bell 




822-9800 

Library Staff 


Gorman Duffett, Director


751-0251 





Charles Wood, Archivist 


321-2869





Connie LaSota, Building Emergency
  (440) 286-7333





  Coordinator


  Cell
  (440) 487-1121

EVACUATION PLAN

This plan is intended to be a working guideline for all library staff when an emergency demands evacuation.  It is not intended to be used verbatim in every instance.  Common sense prevails.

Under NO circumstances should the elevators be used during a fire.  Staff are not to put themselves in life or death situations.  Your personal safety comes first.  As each area is evacuated, the doors should be closed but not locked.

A unique paging system has been added to the Executive Secretary’s phone.  In a hostile or life-threatening emergency, the Executive Secretary will speak directly to employees via their digital phones.   Those paged should notify employees in their area of the situation and proceed as directed.

During regular business hours, 8-5 Monday - Friday:

Director’s Office/Building Emergency Coordinator

1.
During the day, make initial call to Campus Safety Services and Physical Plant (if necessary).  Make two announcements that the Library is to be evacuated.  Circulation will then begin implementing their part of the evacuation.


Announcement to be made:

“The Library needs to be evacuated.  Please exit the building at the nearest exit.  If you need help, a staff member will assist you.  Do not use the elevators.  Please exit the building in an orderly fashion now.  Proceed to the parking lot in front of the Library. ” 

2.
Go to Circulation to make certain that all parts of the evacuation plan are being carried out.  (If the front of the building is not accessible, exit down the nearest stairwell and proceed to the parking lot in front of Library.)  See that every floor is being checked.  Assist where needed.  Keep a calm attitude.  

3.

Keep in contact with Campus Safety Services and Physical Plant.

4.
Wait for Campus Safety Services to arrive and then exit the building.  Keep in contact with them to know when the building may be reentered.  

5.
Record name of person initiating action, department, and time of first report of the emergency.

6.
Record location of fire or suspected bomb.

7.
Check that each floor is completely evacuated, and who verified the evacuation.

8.
Cite any blocked or unusable exits, the time they were reported and by whom.

9.
Check location of stranded staff or patrons who may need special evacuation help and assign staff to assist when the situation is not life threatening.  Otherwise report them to the responding department.

10.
List any injuries or fatalities, including names, times, types of injury, and actions taken to aid injured persons.

Immediate Action for Emergencies Including Fire
A.
Individual Responsibility:


If you discover a fire or a library patron reports a fire to you:


1.
KEEP CALM!  You help no one by panicking and you may panic others.

2. Make certain the Director’s Office (first) and Circulation is aware of the fire.

3. If the fire is small and your escape route clear, use the nearest fire extinguisher.

4. Check the area nearest to you and evacuate others, patrons and staff.

5. Follow instruction.  The place to ask questions will be outside of the building.

DO NOT TAKE RISKS.  IF IN DOUBT ABOUT YOUR ABILITY TO CONTROL THE FIRE WITH AN EXTINGUISHER ACTIVATE THE FIRE ALARM, REPORT THE FIRE, AND BEGIN EVACUATION AS INDICATED.

B. 
Per Department:

Circulation

1. Continue evacuation announcement until person in charge arrives.  If your life is threatened, leave the building immediately.  Remain as calm as possible.

B. All Other Departments

1. Do not call the Director’s Office or Circulation unless you are the first to notice the emergency.  A call could tie up a line that may be used to contact Campus Safety Services, etc. 

2. Remain calm!  Others will follow your example.  Follow any instruction made by the person in charge.  There will be time to ask questions after the building is evacuated.

3. Assist with the evacuation of your department and common areas near your department.

4. Inform person in charge of any employees or patrons who may need assistance.  Inform Supervisor if any employees are unaccounted for.  The Supervisor will then notify the person in charge.

5. After assisting with the evacuation in your department and common areas to your department, leave the building by the nearest useable exit and proceed to the parking lot in front of the Library.  Everyone, including patrons, should meet at this area.  Do not use the elevators!  

6. Ask persons standing by the front of the entrance or on the sidewalk to move to the parking lot area.  Emergency vehicles will come up the sidewalk.

Evacuation of Persons with Disabilities

The following is a general guideline of evacuation procedures for persons with disabilities during fire and other building emergencies.  Individuals with disabilities must identify their primary and secondary evacuation routes.  Each evacuation route must lead to an exit or safely lead to an area of refuge.

After identifying two evacuation routes, a recommendation is that each person with a disability ask a coworker, friend, or fellow student to provide assistance if an emergency develops.  The “evacuation assistant” should be informed about what disabilities a person has and how he/she may best assist.

The John Carroll University community can help by being aware of others who may need assistance during an evacuation.

Evacuation Options:

There are four basic evacuation options to persons with disabilities:

1. Horizontal evacuation:  using building exits to the outside ground level or going into unaffected wings of multi-building complexes.

2. Stairway (vertical) evacuation:  using steps to reach ground level exits from the building.

3. Stay in place:  unless danger is imminent, remaining in a room with an exterior window, a telephone, and a solid or fire resistant door.  With this approach, the person may keep contact with emergency services by dialing 911 and reporting his/her location directly.  Emergency services will immediately relay this location to on-site emergency personnel, who will determine the necessity for evacuation.  If the phone lines fail, the individual can signal from the window by waving a cloth or other visible object.

4. Area of refuge:  with an evacuation assistant, go to an area of refuge away from obvious danger.  The evacuation assistant will then go to the building evacuation rally point and notify the on-site emergency personnel of the location of the person with a disability.  Emergency personnel will determine if further evacuation is necessary.

The safest “areas of refuge” are stair enclosures or open-air balconies.  Other possible “areas of refuge” include fire-rated corridors or vestibules adjacent to exit stairs and elevator lobbies.  Many campus buildings feature fire-rated corridor construction that may offer safe refuge.  Taking a position in a rated corridor next to the stairs is a good alternative to a small stair landing crowded with other building occupants using the stairways as a means of exit in an emergency.

Disability Guidelines:

Persons using wheelchairs or scooters should “stay in place” or move to an “area of refuge” with their assistant when the alarm sounds.  The evacuation assistant should then proceed to the rally point and tell the emergency personnel on-site the location of the person with a disability.  

If the person with a disability is alone and requires assistance, offer as much as you can without endangering either of you.  Always inform emergency personnel of the person with a disability’s location if you must leave them alone.

Evacuation Outside of Regular Business Hours

1.
Contact Campus Safety Services.  Inform the Director and Building Emergency Coordinator as soon as possible.

2.
Make general announcement on the P.A.  If power fails, use loud voice or megaphone.

3.  
Send staff member to front entrance to prevent entry of anyone except emergency personnel.

4.
Staff in each department should evacuate the immediate area and that area surrounding their department.  In all cases, if your life is threatened, leave immediately.  

5.
Evacuate by the nearest useable exit.  Everyone, including patrons, should meet in the parking lot in front of the building.  During inclement weather, proceed to the first floor of O’Malley.  Ask those near the entrance or on the sidewalk to move back for emergency vehicles and personnel.  

6.
Do not reenter the building until Campus Safety Services approves.

FIRST FLOOR

· ( Indicates Fire Extinguisher

· ( Indicates Emergency Supply Kit

SECOND FLOOR

· ( Indicates Fire Extinguisher

· ( Indicates Emergency Supply Kit 

THIRD FLOOR

· ( Indicates Fire Extinguisher

· ( Indicates Emergency Supply Kit






















� This plan is based on the University of Wisconsin – Milwaukee, Environmental Health, Safety & Risk Management’s “Emergency Operations Plan”, 2001 and the Grasselli Library and Breen Learning Center SEDS Plan of 2002.
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