Note: These policies are to be seen as a sample of what can be written/developed. They are currently under review and subject to editing by the Director of the F.W. Olin Library, Drury University as of 10/12/16. 

Active Shooter
“ALICE” is an acronym for 5 steps you can utilize in order to increase your chances of surviving a surprise attack by an Active Shooter. It is important to remember the “ALICE” response does not follow a set of actions you “shall, must, will” do when confronted with active shooter. Your survival is paramount in this situation. Deal with known information and don’t worry about the unknowns. You may use only 1 or 2 parts of the response plan or you may have to utilize all 5. In this type of incident, your perception is the reality. You will be deciding the appropriate action to take.

Definition: Active Shooter: one or more subjects who participate in a random or systematic shooting spree, demonstrating their intent to continuously harm others. The overriding objective appears to be that of inflicting serious bodily injury/death rather than other criminal conduct. These situations are dynamic and evolve rapidly, demanding immediate deployment of law enforcement resources to stop the shooting and mitigate harm to innocent victims.

What should I do if I see someone with a gun or hear gunfire?
Quickly determine the most reasonable way to protect your own life.

ALERT: Can be anything.
· Gunfire
· Witness
· Phone Alert
· Text Alert
LOCKDOWN: This is a semi-secure starting point from which you will make survival decisions. If you decide not to evacuate, secure the room:
· Lock and barricade door with anything and/or tie shut the door using any type of strap.

· Turn off lights, close blinds, silence: cell phones, land lines, computers, etc.

· Look for alternate escape routes (windows, other doors).

· Move out of doorway in case gunfire comes through.

· Keep yourself out of sight, take adequate cover, spread out, and don’t huddle in groups.

· Try not to trap or restrict your option for movement.

· Once secured, do not open the door for anyone.

· Call 911 and Drury Safety & Security Office ext. 7400 or 7911 after you do lockdown.

· Police will enter the room when the situation is over.

INFORM: Using any means necessary to pass on real information.
· Give information in plain language.

· Tell Who, What, Where, When, How about shooter(s).

· Number and type of weapons held/used by shooter(s).

· Number of victims and locations.

· Receive by “Text Alerts”.

COUNTER: Use simple, proactive techniques should you be confronted by the Active Shooter.

 As a last resort, and only when your life is in imminent danger, do you attempt to disrupt and/or incapacitate the shooter by:

· Acting as aggressively as possible toward him/her.

· Throw items and improvised weapons.

· Create as much loud noise as possible.

· Attack as a group (swarm).

· Grab the shooter’s limbs, head, and body to take them to the ground then hold them there.

· Fight dirty-bite, kick, scratch, gouge eyes, etc.

· Run around the room to create chaos.

· Commit to your actions.

· If you take control of the shooter, Call 911, and tell the dispatcher where you are. Listen to their commands and later to the police.

EVACUATE: Remove yourself from the danger zone as quickly as possible.
· Decide if you can safely evacuate.

· Run in a zigzag pattern as fast as you can.

· Do not stop running until you are far away from the area.

· Consider using belts, clothing or other items to make an improvised rope to shorten the distance to the ground if you go out a window.

· Hang by your hands from the window ledge to shorten your drop.

· Attempt to drop into shrubs, mulch, or grass to lessen the injuries.

No matter what the circumstances:

If you decide to flee during an active shooter situation, make sure you have a plan and escape route in mind. DO NOT attempt to carry anything in your hands while fleeing. Move quickly, keep your hands visible, and follow instructions given by any police officers you may encounter. DO NOT try to move any injured people. Leave them where they are and notify authorities of their location as soon as possible.

Contacting Authorities:
· Drury Safety and Security: 873-7400 or 873-7911.

· Local Police: 911 (Be aware that the 911 system will likely be overwhelmed.)

· Program your cell phone with your campus emergency number(s).

What to Report:
· Your specific location: building name, office/room number.

· Number of people at your location.

· Injuries: number injured and type of injuries.

· Shooter(s): location, number of, race, gender, clothing description, identity if known, physical features, type(s) of weapon(s) (long gun or hand gun), backpack(s), number of explosions or gun shots, etc.

Police response: 
· Save lives.

· Immediately engage shooter(s).

· Evacuate victim(s).

· Facilitate follow-up medical care, interviews, counseling, and investigation.

Responding Police Officers:
· Police officers responding to an active shooter are trained to proceed immediately to the area where the shots were last heard. Their purpose is to stop the shooting as quickly as possible. Police will have their weapons drawn and ready to use. Most often they do not know exactly who the shooter is and will probably point weapons at you. Remain calm and follow directions they give you. You may be asked questions, patted down, and given order to exit. There may be officers from different agencies and dressed in different uniforms. They may even be in civilian clothes and wearing an external bulletproof vest. While others may be dressed in Kevlar helmets and other tactical equipment. They will be armed with rifles, shotguns, hand guns, pepper spray, or tear gas to control the situation.

· Regardless of how they appear, you remain calm. Do as the officers tell you. Do not be afraid of them. Put down any bags or packages that you are carrying. Keep your hands visible at all times. If you know where the shooter is, tell the officers. The first officers to arrive will not stop to aid injured victims. Rescue teams composed of other officers and emergency medical personnel will follow the first team into secured areas to treat and remove injured persons. Keep in mind that once you have escaped to a safer location, the entire area is still a crime scene. Police will usually not let anyone until the situation is under control and witnesses have been identified. Until you have been released, remain at whatever assembly point authorities designate.

· If you come into possession of a weapon, do NOT carry or brandish it!! Police will think you are the shooter. If possible, put it in a trashcan and carry it with you. If you come across police, calmly tell them what you are carrying and why. Follow their commands.

Secondary Issues:
· Stay Calm! Be prepared to provide first aid. Think out of the box if you don’t have a standard first aid supplies. Tampons, feminine napkins, shirts, slacks, and coats can be used to stop blood loss. Shoe laces and belts can be used as tourniquets. Weighted shoes or books can be tied in place around a person’s head to immobilize it. Remember it may take several hours until an injured person can be safely moved. While waiting ask the person(s) about their medical history-medicines, allergies, ongoing health issues and what happened so that if the person(s) are not conscious you can share information with the medical personnel. The immediate actions you take could save a life.

· If you are in lockdown for a long period of time, give consideration to issues like restroom use, keeping people calm, etc.

· Discuss beforehand with people in your office/classes where you will meet should you have to evacuate. Make it a place easily accessible but far away from the scene.

· Talk to your students and co-workers beforehand to know if they have any special skills or training. Consider strategic placement of these people in a classroom or office setting. You may have current or ex-military personnel, medically trained persons, or even people trained in martial arts that can provide assistance in this type of incident.

Earthquake

EARTHQUAKE: At the first indication of the ground shaking, crouch under a desk or table, tuck your head, and keep your hands on the side of your neck unless you need to hold onto the legs of your “shelter” and move it. During a major earthquake, you may experience a shaking that starts out to be gentle and within a second or two grows violent and knocks you off your feet. You may be jarred first by a violent jolt-as though your building was hit by a truck. A second or two later you will feel the shaking and, as in the first example, you will find it very difficult (if not impossible) to move from one room to another.

Know where your Emergency Kit is kept.  Keep calm – self-control is contagious.
AFTER THE QUAKE: EVACUATION PLAN


After the quake: get out of the building into a clear space taking the emergency kit along. Aftershocks are likely to occur without warning, minutes or even months after a major earthquake. Remember earthquake ground shaking can cause: down power lines; damage to bridges, highways, and railroad tracks; flooding from dam failures, damage to reservoirs and water towers; fires from spilled gasoline, broken gas mains, and other chemicals; liquefaction (soil/ground flows like a liquid) and landslides; water sloshing in ponds, and pools.

If you are inside: Stay inside. Take cover immediately under a table, desk, or counter. If suitable furniture is not nearby, sit on the floor against an interior wall and cover your head and face with your arms. Try to stay clear of windows, bookcases, shelves, mirrors, and fireplaces. Keep quiet and listen for instructions. Remain in your safe position for at least 60 seconds, or until the shaking has stopped. Do not use elevators! Then:

1. Extinguish any open flame.

2. Free people who are trapped by furniture or other items that do not require heavy tools to move.

3. A person who is injured and can’t walk, don’t move them unless there is danger of fire, flooding, or collapse. Calm and reassure them. Place a sturdy table above/over the person to prevent further injury from falling objects. 

4. A person who is bleeding, if possible get them to help you apply direct pressure to the wound, and take to the first aid/medical person, preferably outside the building.

5. A person, who was hit by falling objects, if conscious and able to walk, take them to the first aid/medical person, if possible outside the building.

6. A person who appears to be unhurt may later show signs of dizziness, irritability, fading in and out (loss of consciousness), or nausea (signs of Shock) still needs to be check out by medical personnel.

7. Check for gas and water leaks, broken electrical wiring, broken sewage lines, hazardous material spills/releases, and building for cracks and damage. 

8. In case of a gas leak do not turn on or off electrical switches. This will create a spark that can result in fire or explosion. 

9. Contact Facilities Services 873-7219 and Security 873-7911 to report damage assessment.

10. Tell rescue personnel location of all who are trapped or injured and unable to walk in the building.

If you are outside: Stay outside. Get into an open area away from trees, buildings, walls, and power lines. Keep quiet and listen for instructions. If driving, pull over to the side of the road, stop, and stay inside the vehicle until the shaking is over. Avoid overpasses, bridges, and power lines. If the earthquake has been sever, do not attempt to cross damaged bridges, overpasses, or damaged sections of road. Then:

1. Check for injuries, starting with you. 

2. Do not move seriously injured individuals unless there is a danger from fire, flood, or collapse. Rescue/medical personnel maybe delayed in arriving. Stay calm helps keep everyone calm.

3. Do not use phones except for emergency calls to report injury, fire, or gas leak.

4. If someone is trapped in a building, call 911. If phone service is out then post a message at the front of the building noting time, date, number of victims, and last known location in the building.

5. Attempt to keep people away from damaged areas.

6. Do not touch down power lines or damaged building equipment.

7. Turn on battery-powered radio for information and damage reports.

8. Do not use your vehicle unless there is an emergency. Keep the streets clear for rescue/medical emergency vehicles.

9. Be prepared for aftershocks. Aftershocks are usually smaller than the main quake but may be large enough to do additional damage to structures weakened during the main shock.

Fire Alarm

EVACUATE if: A fire alarm is sounding or there is the presence of fire, smoke, or the odor of burning in the building.

Safe Place
Front of building:


Go outside directly across the circle drive on to the green space by flag pole.



Loading dock or northwest exit of building:


Go outside past the tennis courts toward the fountains.



Drury Lane exit of building:


Hold in crash bar for the 15 sec on the exit door, cross the street to parking lots.

Fire Alarm but no Visible Fire: Circulation personnel communicate with one another, other library personnel, and IT personnel to EVACUATE the building.

Procedure:
1. One person sweeps through the 1st floor directing all patrons to quickly go out the front doors, cross the street to stand by the flagpole. If IT personnel are present, ask them to clear their area. Check the library offices, IT offices, break room, and all restrooms.

2. One person sweeps through the 2nd floor, using the bullhorn, directing all patrons to quickly go out the front doors, across the street to stand by the flagpole. Check restrooms, Chalk Rooms, Seminar Rooms, and Flipped Classroom studio.

3. One person sweeps through the Lower Level, directing all patrons to quickly go out the front doors, across the street to stand by the flagpole. Check the restrooms, Olin Room, classroom, and Faculty Carrels.

4. After all floors have been cleared all staff evacuate to the Safe Places as stated above.

Stay out until directed by an authority or an “All-clear” is communicated.
If a disabled patron needs help evacuating from the Lower Level or 2nd floor, move them close to the elevator door, but Do Not enter or use the elevator. Library personnel may help disabled patron(s) exit the 1st floor.

DO NOT USE THE EVEVATORS. Library staff immediately inform Emergency Personnel that someone(s) is waiting to be helped out and their location.
FIRE ALARM with Visible Fire:
All library personnel: If you discover a fire, explosion, or smoke in the building, immediately Call 911 then Safety and Security 873-7911, and follow evacuation procedures. If the front or back doors are blocked direct patrons to nearest Emergency Exit. If smoke, heat, or flames block your exit routes, stay in the room with the door closed. If there is space under the door, try to block it with anything. If there is a cell phone in the room, CALL 911 and describe your location.

Evacuate! Never attempt to put out the fire until someone has pulled the fire alarm, called 911, and Security x.7911. If you have any doubts about the size of the fire or your ability to extinguish it, do not try.

General Procedures for Emergency Planning

1. Have a building specific emergency plan that covers emergencies. Keep a copy of your emergency action plan in a convenient location where all personnel can get to it.

2. Review the emergency action plan with your personnel on a regular basis, especially with recent hires.

3. Maintain current training in first aid/CPR/AED among personnel.

4. Hold practice drills, if possible, to keep personnel prepared.

5. Appoint someone to a position of authority as Department/Building Safety Coordinator, who will take charge during emergencies. It is critical that personnel know who the coordinator is and that this person has the authority to make decisions.

Employees should know:
· Where emergency phone numbers are posted.

· The location of the fire alarm pull station(s).

· The location of the fire extinguishers.

· Where emergency supplies are located.

· To seek shelter or leave when a Tornado siren or Fire Alarm sounds.

· Location of safe areas during severe weather.

· Two or more evacuation routes (not using the elevators during a fire).

· To stay outside until instructed to move to another location.

· Emergency shutdown procedures (if any)

Supplies and Equipment:
    Departments will need basic emergency supplies and equipment to be as self-sufficient as possible during and after an emergency. Whenever possible each department should have the following:

· First aid supplies and trained personnel.

· Flashlights, spare batteries, power strips, and extension cords.

· Portable AM/FM radios (hand cranked or spare batteries).

· Employee rosters.

· Emergency booklet(s) e.g. First aid book, etc.

· Mobile device chargers.

Every manager should encourage:
Follow procedures based on the type of emergency.

Do not use elevators unless authorized emergency personnel direct you to do so.

Report missing/trapped personnel to authorized emergency personnel.

Move away from the building to pre-set evacuation meeting sites.

Do not re-enter the building until authorized emergency personnel give the “all-clear”.

Do not leave the safe area(s) if sheltering-in-place.

Gather disaster/emergency supplies and equipment.

Access to phone(s), cell and land lines, to report life-threatening conditions e.g. medical, shooter, etc.

Keep up to date on the situation by radio or cell phone until the “all-clear” is given or told to evacuate.

Persons with Disabilities:
Train selected people to help evacuate people who require assistance.

Do not use elevators unless instructed to do so. Use stairs instead.

When possible, individuals must be protected in a safe place while awaiting rescue.

Pre-selected personnel inform emergency personnel of the number and location of those needing rescue.

Severe Weather Plan
Severe weather terms:

 Severe Thunderstorm Watch:  

Severe thunderstorms are possible, continue normal activities, and monitor the situation.

 Severe Thunderstorm Warning: 

Severe thunderstorms are occurring, seek shelter, and stay indoors away from windows.

 Thunder and Lightning:
If you hear thunder less than 30 sec. after seeing a flash seek shelter immediately (Not under trees!)

 Tornado Watch:
Tornados and severe thunderstorms may develop, continue normal activities, and monitor the situation.

 Tornado Warning:
Tornado has been sighted by spotters or radar; seek shelter in basements, interior halls on lower floors, and small interior rooms; stay away from windows and exterior doors.

 Weather Sirens:
Upon hearing the siren for a weather emergency, follow the steps below for Tornado Warning:

Tornado / Severe Weather Siren:
Tornado siren is sounding. The Circulation personnel communicate with one another, with other library personnel, and IT personnel to do the following:

1. One person sweeps the 1st floor directing all patrons to go quickly down to the Olin Room. If IT personnel are in the IT area, ask them to help move everyone to the Olin Room or classroom.

2. One person sweeps the 2nd floor directing all patrons to quickly go down to the Olin Room.

3. On Lower Level check restrooms, classroom, Faculty Carrels, and the Olin Room. Only after the Olin Room and classroom are full will people be directed into the restrooms.

4. After all floors have been cleared, at least one library personnel will move into each of the Shelter Areas: Olin Room, Classroom, and the restrooms. Ask people to stay in Olin Room or Classroom until an “all-clear” is received by phone or text. 

5. Cell reception may be weak on the Lower Level especially in the Olin Room.

6. The glass doors at bottom of stair way should close automatically. Leave them closed. Keep everyone away from the glass doors and glass stairway walls.

7. Circulation staff takes flashlights, all-weather radio, and the blue key ring from the Circ. Desk to the Olin Room. Tune the radio to KTTS 94.7 FM or KWTO 560 AM.

The library provides the Shelter Areas on a volunteer basis. We can’t restrain adults from leaving the library at their own choice during tornado/severe weather.

POWER OUTAGE:
· If prolonged-contact by cell phone Security (873-7400) or Facilities (873-7219) for updates.

· All library personnel help Circulation personnel to move patrons to the 1st floor or shelter areas if outage is due to severe weather.

· Distribute flashlights among library personnel.

· Leave restrooms unlocked if patrons need to use the facilities.

· Library may become warm/hot or humid; open the front doors only if severe weather is not a threat.
· Candles are not to be used unless library personnel can continually monitor them.
TORNADO Plan: Developed by the Drury University Safety and Security Office.

When a tornado watch is declared for the Springfield area, it means that conditions are favorable for severe weather and the formation of tornadoes. When a watch is issued, Drury Safety and Security personnel will monitor the weather alert radio, and observe the weather by looking for heavy rain, lightning, hail, funnel clouds, etc.

When a Tornado Warning is issued: Tornado/Severe Weather Sirens will sound prompting the university to immediately implement the Tornado Emergency Plan. During classes instructors and/or staff should direct students to the nearest shelter areas. Outside of class al student, faculty, staff, and guests on campus will move to designated shelter areas. The Safety and Security Office will contact all residence halls and campus offices informing the people of the warning and directing them to shelter areas. Officers will patrol the campus, informing people of the warning and directing them to the nearest shelter. Everyone should remain in the shelter areas until the warning ends.

If there is severe damage, the Drury Crisis Plan will be implemented. Officers will establish a command center in or near the Safety and Security Office, located on the lower level of Findlay Student Center.
General Precautions:
· Avoid areas with glass windows, walls, doors, or mirrors.

· Go to the lowest level of the building.

· Take a flashlight with you and a radio that can be tuned to the Emergency Broadcast System on KTTS 94.7 FM or KWTO 560 AM.

· If the tornado is upon you, crouch and cover your head with your arms for protection from flying debris.

Note: These policies are to be seen as a sample of what can be written/developed. They are currently under review and subject to editing by the Director of the F.W. Olin Library, Drury University as of 10/12/16. 
