EMERGENCY EVACUATION OF BUILDING

Evacuation is mandatory for all staff members and the public.
All staff should be aware of alternate exits in case the exit you would normally use is blocked.*

The Department Head, or the person in charge of the Department at the time, is responsible
for ensuring that the procedure is followed in their area and for bringing their department’s
walkie-talkie with them. They must also report to the Director, Assistant Director, or the
Librarian-in-Charge of the building in their absence that their area has been completely
evacuated and all staff is accounted for or the names of any staff not accounted for. (Tip:
Grab the schedule on your way out if you are not sure whom you have to account for.) If a
member of the public refuses to leave your area, call security on your walkie-talkie as
you lead the others out of the building.

Regardless of your exit, all staff and patrons must assemble in the Levittown Veterans
Memorial Park.

DO NOT USE THE ELEVATOR DURING AN EVACUATION.

REFERENCE AREA, STUDY ROOM, & EATERY
Reference Department staff will lead all patrons in the Reference Area, Study Room,
and the Eatery down the east staircase (behind the Info desk) and out the East Exit
Staff entrance doors. Any person unable to use the stairs should exit through the
Library Lane entrance doors.

CHILDREN'’S & CIRCULATION AREA
Children's Department staff, with the Circulation Department staff, will lead all patrons in
the Children's Department, Storytime Room, and Circulation Area out of the Library
Lane entrance doors.

TEEN AREA
Teen Department staff will lead all patrons in the Teen Department, including the Round
Room, the Baum Study Room, and the New Book Area, out of the Library Lane
entrance doors.

TECHNICAL SERVICES, PW MARTIN STUDY ROOM & TEEN OFFICE
Technical Services staff and staff in the Teen Office will lead patrons in the PW Martin
Study Room out the East Exit Staff entrance doors.

TECHNOLOGY CENTER, GOVERNMENT DOCUMENTS, & COMPUTER SUPPORT
OFFICE
Technology Center staff, Homebound staff, and staff in Government Documents will
lead all patrons in the Technology Center, including the Innovation Station, the
Computer Lab, and Government Documents, out of the Bluegrass Lane entrance.

MEETING ROOMS
Patrons using the Meeting Room will exit through the Bluegrass Lane entrance or the
Emergency doors in Room B and the corridor. Administration, when open, will ensure
that the Meeting Rooms are evacuated. If Administration is closed, the person in
charge of the Technology Center and Public Relations staff will ensure that the Meeting
Rooms are evacuated.




PUBLIC RELATIONS, STAFF ROOM, & ADMINISTRATION
Everyone will exit out the Bluegrass Lane entrance after assisting with the Meeting
Rooms evacuation.

STORAGE AREA
Staff in the Storage area should exit through the department doors closest to them and
follow the instructions for that department.

CUSTODIANS & SECURITY GUARD

Custodians & the Security Guards will check the bathrooms, double-check the meeting
rooms, storage area, and check for the source of the alarm. The Custodians and/or Security
Guard will let the Director, Assistant Director, or the Librarian-in-Charge know if they have
found the source of the alarm. A Security Guard or Custodian will monitor the Bluegrass Lane
entrance after everyone is evacuated.

DIRECTOR, ASSISTANT DIRECTOR, or LIBRARIAN-IN-CHARGE

The Director, Assistant Director, or Librarian-in-Charge will ensure the building has been
evacuated and all staff is accounted for and assembled in the Levittown Veterans Memorial
Park. They will use a walkie-talkie to communicate with Custodians and Security to see if the
source of the alarm has been identified. In case of fire, when the Fire Department arrives, tell
them the source of the alarm if known to save them time searching. The Fire Department will
clear the alarm and give the all-clear for all to re-enter the building if safe to do so.

RE-ENTERING THE BUILDING
Staff will enter the building first. Once the staff is in place, the public will be allowed to
enter.

It is very important, in an emergency, to have patrons and staff evacuate the building in an
orderly manner in the shortest time possible. All staff members are expected to know and
follow these rules and procedures.

This procedure will be posted on each department bulletin board and at each service desk.
* If the emergency is not because of fire, or the fire detection system should fail, the
manual alarm stations are wired to alert the alarm monitoring company and the
Levittown Fire Department.

** Please note key FOB Brivo system will disengage when the fire alarm goes off.
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