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Evacuation Instructions for Library Building Employees

Stay alert! – Orders issued during an emergency may modify these instructions.

	
Weather Emergency Evacuations – to Lower Level 

1. Use fire stairs at northwest or southeast side of library to reach Lower Level.
A. Do not use elevators or main central staircase.  
B. Stay away from windows and exterior doors.  
C. Encourage library visitors to follow your example.  
D. CAUTION - - southwest fire stairs do not reach Lower Level.  
· Entrances to southwest stairs are by UL 4115F and UL 3115F and by UL 2140 offices.  
2. Remain on Lower Level until notified that weather emergency has passed.  
3. After weather emergency, leave building if it is badly damaged.  
A. Do not attempt to turn utilities or equipment on or off.  
B. Do not return unless directed to do so by police.  
4. Report injuries and damage to:
A. 274-7911 (IUPUI Public Safety Dispatch Center).  
B. 278-1900 (Campus Facility Services).  
C. Library Administration.  


	
Fire and Other Non-Weather Emergency Evacuations – to Outside Building

1. Use any stairs to exit building:  
A. Do not use elevators – never never never.  
B. Do not open doors if they feel hot to the touch.  
C. If you encounter smoke, stay as low to the ground as possible.  
D. Encourage library visitors to follow your example.  
E. CAUTION - - if unable to exit building, see instructions below **.  
2. Go to a designated meeting area outside:
A. Southeast – east of fountain along north side of New York Street by row of trees.
B. Northwest – breezeway by Entry #1 of Business/SPEA building.
3. Report identity and location of anyone you know to be trapped in the library. 
A. Notify a library floor or building warden, or 
B. Notify the first emergency responders.  
4. Encourage others to:
A. Move to a safe distance from building.  
B. Stay off sidewalks and driveways that might serve as access routes for emergency personnel.  
5. Wait at a designated meeting area for further instructions from police or fire personnel.  


** If Unable to Exit Building

1. Go to a safe room and close door.  
A. Go upstairs only as a last resort.  
B. No roof access available in library – access doors are kept locked.
2. Attempt to notify others of your presence.  
A. Call 911.
B. [bookmark: _GoBack]Signal for help via exterior windows Without Breaking the Window..  
· Write room number and number of persons trapped on window or write a large “X” that covers entire surface of glass.
· Markers or lipstick may work for this.  
C. Also write on outside of door to room.  
3. Place something at bottom of door to slow entry of smoke into room.  
A. Use wet cloth items if possible.  
B. Do not open windows – it will draw smoke and fire into room more quickly.  
4. If smoke enters, stay as low and as far away from point of entry as possible.  
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