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I. Emergency

a. Emergency Telephone Numbers

i. A list of the following information should be kept in a prominent place by each telephone:

1. Ambulance (911)
2. Fire Department (911)
3. Police Department (911)
4. Sheriff (911)

5. Northeast Kansas Library System (NEKLS) (785-838-4090
6. City of Wetmore (utilities) (866-2020)
7. JBN (Internet) (785-866-2250)
b. Persons to Summon When a Disaster Occurs

i. Library Director

ii. President, Library Board of Trustees
II. Procedures

a. Rodent and Insect Infestation

i. When rodent or insect infestation is noticed, attempt to do the following:

1. Isolate the rest of material from the collection

2. Identify the type and extent of infestation

3. Notify the City Clerk of the infestation

4. Consider the options for pest management including routine extermination by a professional exterminator.

b. Natural Disasters

i. Because the Wetmore Public Library is vulnerable to flooding, lightning strikes, wind and hail storms and ice and snow storms, the following disaster plans have been adopted:

1. Escape route: determine the quickest and safest escape routes

2. Flooding: in the event of flooding in the building, stay out of the affected area. Call the electric company to disconnect the electricity. Arrange to remove water and begin salvaging immediately. 

3. Tornadoes: determine safest place for cover. If unable to get to basement (ie the City Hall is closed and access to basement is impossible) take cover in the circulation area under the counters. When aware of a tornado watch being issued, the safest thing to do is to close the library and send patrons home.

4. Lightning / Fire: If the smell of smoke is detected, try to determine the source. If a fire is detected, get patrons out of the building and call 911. The handicapped should be evacuated first.

5. Ice and snow storms: the Director may opt to close the library early if an ice storm is imminent or already in progress. 

c. Collapse of Shelving or other Structural Damage

i. If shelving collapses, rope off area from the public immediately. Remove all risk of injury. Assess damage and call a repairman if the damage is not too bad.
d. Computer System Catastrophe

i. If the system is damaged with the files open, it may be necessary to run a recovery routine. Call tech support at NEKLS 1-785-838-4090. 
e. Medical Emergencies

i. Call 911

1. note the person’s condition

2. state Library name and exact address / location

3. give your name

4. stay on the line

5. use rubber gloves if blood or other secretions are visible

f. Bomb Threat

i. BE CALM, listen carefully, do not interrupt caller. All bomb threats are to be kept confidential so as not to alarm persons in immediate area

1. If bomb-like object is discovered:

a. Call 911

b. Call Library Director or Board President

2. If bomb threat is received over telephone

a. Contact director to listen to conversation

b. Notice gender, speech defects, approximate age, background noises.

c. Tell that person that people may be harmed

d. Ask questions about the devise, where it is located, why planted, and time of detonation

e. Immediately after call:

i. Call 911

ii. Call Director or Board President

iii. Call City manager

f. Write out the entire message exactly as received

i. Time of Call

ii. Caller’s age

iii. Gender

iv. Voice (loud, soft, high pitch, deep, raspy, pleasant, intoxicated, other)

v. Accent (local, not local, foreign)

vi. Speech (fast, slow, distinct, distorted, stutter, nasal, slurred, lisp)

vii. Language (excellent, good, fair, poor, foul, other)

viii. Manner (Calm, angry, rational, irrational, coherent, emotional, etc)

ix. Background noises (office machines, factory machines, trains, animals, etc)
III. Fire Extinguishers

a. Dry chemical extinguishers will smother any type of fire, including electrical and chemical, by coating the burning area with a powder that cuts off the supply of oxygen. This type of extinguisher should not be sprayed on a person unless he/she is actually on fire and there is no other alternative.

b. Smoke Detectors

i. At least once a year the director must change the batteries in the smoke detectors and test.
IV. Salvaging Priorities

a. List every item or collection in your building

i. Card catalog

ii. Library account books

iii. Checkbooks

iv. Important papers

v. Art

vi. Trophies

vii. Photographs

viii. Town memorabilia

b. Photograph computers & record serial numbers of each

c. Photograph valuable collections & town histories

V. Preparing to Return to the Library After Disaster

a. The Fire Marshal or other disaster professional must first declare the building safe to enter

b. During inspection ask these questions:

i. Does an insurance agent need to evaluate damage first?

ii. Who will photograph and record damage for insurance?

iii. Looking from the outside, what areas are damaged?

iv. Who and what are needed to secure the building?

v. Will there be items that can not be dried within 48 hours?

1. these items should be frozen

2. Will boxes & trucks be needed to transport these items?

vi. Where will items be air dried?

vii. Will electricity remain on so you can use wall sockets? Or will you need generators?

viii. Will portable pumps be needed to remove standing water?

ix. Who will clear out debris? Will volunteers be needed?

x. Where will the Library service continue?

xi. What will we tell the board, staff, public, and other Kansas libraries?

1. Make one person “The Spokesperson”

xii. Begin notifying appropriate people for beginning of recovery, they should bring/wear:

1. Sturdy Shoes, rubber boots and gloves

2. paper towels, rags, sponges, brooms, mops, shovels, pails, plastic bags, folding tables, fans, hair dryers, extension cords, garden hoses, plastic trash cans, wax paper, plastic clothes pins, etc.
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