
 

 

Hawn Memorial Library 
Disaster/Safety Policy 

 

It is the policy of the Hawn Memorial Library (HML) to create and maintain a safe and secure 

environment, and in response to events that may affect patrons and Library operations. Safety 
and security is a shared responsibility. Library staff and patrons are responsible to make all 

reasonable efforts to ensure their safety and security while on Library premises. 
Personnel chain of command: Director, followed by full time employee and finally part-time 

employee. 
  

The person in charge of the Library at the time a safety or security event occurs remains in 
charge until someone higher up in the chain of command arrives and relieves them, or local 

authorities arrive and take command. 
 

A list of emergency contacts for all staff and volunteers is published and maintained by the 
Library Director. This list is for internal and Trustee use only. Staff members are responsible to 

notify the Director or their designee of changes to this information. The list is modified as 
changes occur. 

 
The Library is outfitted with safety and security equipment (fire extinguishers, cameras) required 

by regulatory and governing bodies. Library staff undergoes recurrent training in use of this 
equipment. Library staff takes actions to report and address observed safety and security risks 

consistent with the scope of their employment or job duties. 
 

Conduct of individuals on the library premises 

 

All persons on the Library premises are expected to conduct themselves in an orderly, safe and 
secure manner. Library staff maintains awareness of public conduct using staff observation, 

security equipment, and reports from library patrons.  Inappropriate behaviors are promptly 
addressed with responses proportionate to the behaviors. 

 
Persons with bodily hygiene found offensive to staff and patrons are informed of their condition, 

and may be evicted from the Library. If an individual fails to comply with an eviction order, staff 
contacts Police at 911. An incident report is completed by the in-charge Library staff member. 

 
HML staff members are responsible to address safety and security concerns as they arise. Any 

staff member has the right to request assistance from other staff members. In turn, staff is 
expected to aid other staff members on request consistent with their abilities and competencies. 

 
Any staff member may contact public safety authorities at any time to preserve his or her own 

safety or security, the safety or security of Library patrons and materials, or for assistance in 
enforcing policy and preserving the Library environment as defined by policies adopted by the 

Board of Library Trustees. 
 

Any staff member observing suspected or actual criminal behaviors such as assault, robbery, 
theft, child pornography, child endangerment/neglect, vandalism, etc. shall contact the Police 



 

 

Department immediately by the fastest means possible, followed by the supervising librarian and 
the Library Director. Staff takes no action that would endanger themselves or others while 

awaiting police response, but provides reasonable assistance to victim/s. 
 

Any staff member observing behaviors inconsistent with HML policy shall contact his/her 
immediate supervisor and the Library Director and are authorized to confront the individual/s 

involved if safe to do so. The Library may request identification of any person on Library 
premises at any time. Refusal to identify oneself may result in verbal warning, eviction, 

banishment and/or law enforcement response. Library staff reserves the right to create and obtain 
images of anyone on the Library premises as maybe needed in connection with a safety or 

security concern or event. 
 

Violation of HML policy or Rules of Conduct may also result, depending on the circumstances, 
in immediate eviction from the Library premises. The Library Director and designees are 

authorized to evict anyone from the Library at their discretion. Evictions apply from the time of 
eviction, until reviewed by the board of trustees and law enforcement. Evictions are documented 

in an incident report completed by the in-charge Library staff member. 
 

Emergency/Disaster Situations 

 

The purpose of this policy is for the protection and safety of every employee in case of an 
emergency situation.  The intent is to ensure that emergency, security, or medical-related 

incidents events within the library are dealt with in a safe and effective manner and that they are 
reported to the appropriate personnel within the library and to the proper authorities. 

 
When a disaster occurs, respond in a quick, calm and knowledgeable manner. Know the location 

and application of fire extinguishers and exit locations. An incident report should be completed 
at first available opportunity. 

 
Reporting An Emergency 

 
A employee witnessing a safety, security, or medical-related incident in or near the library 

should: 
1. Secure your immediate safety 

2. If possible, ensure the safety of those around you 
3. If necessary and possible, leave the area. 

4. Call 911 
 a) Provide as much information and detail as possible about; 

  i. Incident description 
  ii. Location 

  iii. Injuries 
  iv. Current situation 

  v. Address of the Hawn Memorial Library and phone number 
 b) Follow the dispatcher’s instructions. Do not hang up until directed to do so by   

 emergency personnel. 



 

 

5. Notify the Library Director of the incident and or the Board President with the above   
  information. 

6. Complete the Incident report form within 24 hours. 
7. Every employee should be aware of all building exits, fire extinguishers and vacate the 

building if the fire alarm goes off. 
 

Dealing With News Media and Public Inquiries 

 

During and after an emergency, Library employees: 
1. Will not respond to media or public information requests 

2. Will refer all public and media inquiries to the Library Director, and Board of Trustees 
President 

3. Will not discuss or speculate on the cause, consequences, events, impact, or personnel 
involved with the situation. (Including with social media) 

 
Specific Threat Response  

 

Fire 

 

1. Call 911 to report 

2. Clear the building of patrons and staff 
3. Close doors as rooms are cleared 

 
Bomb Threat 

 
If you receive a bomb threat by someone or by telephone: 

1. Call 911 to report 
2. Clear the building of patrons and staff 

3. Do NOT search for the bomb 
4. Record details about the call at first available opportunity 

• Voices information: male/female, accents, speech impediments, etc. 

• Background sounds: motors running, traffic, music, voices, etc. 

• Time of the call and detonation time (if provided) 

• Identifying information (if provided): names. location, etc.  
 

Contamination: Chemical, Biological, or Radiological 

1. Don’t handle anything 

2. Call 911 
3. Evacuate 

 
Evacuation 

 
Evacuate and assemble across the street in Insurance parking lot 

 
1. Don’t gather your personal belongings 



 

 

2. Instruct everyone to leave by way of the nearest exit 
3. Staff guides out any patrons and give assistance to disabled individual 

4. Always check doors for heat before opening 
5. Walk don’t Run 

6. At the assembly area take a head count 
7. Stay in assembly area until permission is given to return 

 
Lockdown 

 
Lockdown is a response when there is an immediate threat to anyone in the building. 

Staff and visitors are secured in designated safe rooms and are not allowed to leave until the 
situation has been resolved. 

 
1. Library director or staff announces Lockdown situation 

2. Call 911 and inform lockdown 
3. Move to safe area. 

 
Lockout 

 
Lockout refers to securing the building so that no one may enter, in order to keep staff and 

patrons safe. 
 

1. Library Director or staff announces, and locks doors. 
2. Call 911 

3. Move everyone to a safe area. 
 

Active Shooter 

 

1. Evacuate (Run) 
2. Have an escape route and plan in mind 

3. Leave belongings behind 
4. If unable to evacuate, go to safe area 

5. Hide in an area out of shooters view 
6. Block entry to your place and lock doors 

7. Silence your cell phone 
8. Call 911 when it is safe to do so. 

9. Do not emerge from safe area until directed by safety individuals. 
10. Keep hands visible at all times 

 
Workplace Violence 

 
1. Avoid or discretely remove yourself from the area where the confrontation is occurring. 

2. Call 911 when it is safe to do so. 
3. Report the incident to the Library Director and fill out appropriate forms. 

 
 



 

 

 

Health Emergencies 

 
1. Keep the sick or injured person comfortable and protected from disturbances 

2. Call 911 
3. Do NOT administer medications (prescription or over the counter) 

 
Inclement Weather 

 
1. Library Director will report delays or closings on the library web site and notify WWNY TV 

cancellation 
2. Incident report not required 
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