
MUKWONAGO COMMUNITY LIBRARY

 

March, 2014 

Contents 

 

Emergency Numbers .................................................................................................................................................. 1 

FIRE ............................................................................................................................................................................. 1 

Tornadoes ................................................................................................................................................................... 2 

Winter Storms ............................................................................................................................................................ 2 

Health Emergencies .................................................................................................................................................... 3 

Pandemic Health Crisis ............................................................................................................................................... 3 

Operational Guidelines ....................................................................................................................................... 3 

Staff Guidelines ................................................................................................................................................... 3 

Bomb Threats ......................................................................................................................................................... 443 

Power Outages ........................................................................................................................................................... 4 

 

 

Emergency Numbers 

Emergency Number: 911  

Non-Emergency Police: 262-363-6435 (press 435)  

Non-Emergency Fire: 262-363-6426 (press 426)  

Ann: 262-994-4889 (cell)  

FIRE 

Do not panic . At the first indication of smoke or flames, investigate the situation to determine the location and 

extent of the fire. If the fire can be easily contained and extinguished quickly and safely by the staff, proceed to 

do so. There are fire extinguishers in the following areas: Staff area by white board, lobby area by bulletin 



boards, on column between computer bays (north side of building), on column by the old entrance (south side of 

building). Several fire extinguishers are located in the basement. 

If the fire alarm goes off, we will receive a call from Emergency24. They should be notified that we have an 

active alarm. Emergency24 should NOT be told the situation is under control unless the fire is actually out. If the 

fire is successfully extinguished after Emergency24 calls, they should be notified of the change in status. It is not 

necessary to wait for Emergency24’s call to notify the fire department. If you see a fire and the alarm has not 

tripped, immediately pull the fire alarm and call 911, preferably on a landline. 

Once the alarm has sounded, the building will need to be evacuated, following this procedure: Reference staff 

member should clear all patrons from the north side of the building, moving from serials through the stacks and 

study rooms, into YA and making sure the small meeting rooms are clear in the community room. Patrons should 

exit via the northwest corner door or the main entrance, whichever is closer/easier. Circulation staff should clear 

the center of the building, from the bay windows through DVDs, children’s DVDs and large print, and also clear 

the community room and lobby bathrooms. Office staff (Director, Youth Librarian, Administrative Support 

Office), should clear the south end of the building, including the storytime room (100 Acre Hideout) and the 

bathrooms on the south end of the building. Patrons should exit through the old entrance (staff clearing this 

area should “unbolt” the doors before beginning evacuation). A staff member in the back work areas should 

evacuate the rest of the staff out the rear, staff exit and then also clear the basement before exiting themselves. 

On Saturdays, the Reference Librarian should clear the central and north end of the building, while the 

Circulation staff clears the south end of the building. 

Advise all patrons that the central meeting place for evacuees is in the St. Pius Church parking lot across Division 

Street. Patrons should be instructed to leave immediately and proceed to the public sidewalk and then to move 

to the St. Pius parking lot. Once the “All Clear” has been given, notify everyone at the central meeting place that 

is okay to return to the library. 

Tornadoes 

The village siren will sound when a tornado has been spotted. Library staff should advise all patrons of the 

situation by making a statement of current conditions over the PA system, and then usher them to the north end 

of the basement. The building should be cleared in the same manner as with a fire, except that all patrons 

should be directed to the stairs in the staff area. Additionally, one staff member should proceed immediately to 

the basement to coordinate the arrival of our patrons in the basement. A radio should be taken by staff (there is 

a radio on the workroom table). Staff and patrons should remain in the basement until the all-clear signal is 

given. 

In the event of high winds or dangerous conditions, without a siren sounding, library staff will announce the 

current weather conditions over the PA system and ask our patrons to move to the inner part of the building, 

away from the windows. All blinds should be closed and both staff and patrons should be prepared to quickly 

move to the basement if conditions worsen or the siren does sound. 

Winter Storms 



The library may close, open late or even close for an entire day when weather conditions make it extremely 

dangerous for travel. The primary factor in any decision will be the safety of the patrons and the library staff. 

Maximum effort will be made to maintain regular library operating hours, but in the case of closings, notice will 

be made via local TV and radio outlets. If possible, a notice of the Library’s closing will be posted on one of the 

front doors. 

Health Emergencies 

Staff members should exercise caution when administering first aid. Without specialized training, it is 

recommended that unless the situation is a life-threatening emergency, staff keep sick and injured patrons as 

comfortable as possible until trained, professional help can arrive. 

911 should be called immediately in the event of any serious medical situation. No medication, including aspirin, 

should be dispensed to the public. An incident report should be filled out regarding any medical incidents, no 

matter how minor. This is for the protection of the staff, the Library and the Village. 

All staff should receive bi-annual training in handling blood-born pathogens and in using the Library’s portable 

defibrillator unit. CPR training is also available to staff members if they choose to be trained. CPR training is not 

required for any library position. 

Pandemic Health Crisis 

In the event of a pandemic health crisis as determined by the Waukesha County Health Department, the 

Mukwonago Community Library will abide by the following guidelines to help ensure the health and safety of our 

patrons and our staff. 

OPERATIONAL  GUIDEL INES  

The Library will continue normal operations unless otherwise determined by the Library Board of Trustees and 

the Library Director, or by directive of the Village of Mukwonago or the Waukesha County Health Department. 

 All Library programming will be postponed or canceled if the Mukwonago Area School District 

closes schools due to pandemic illness. 

 The Library reserves the right to modify operational hours based on the amount of available staff. 

 If the Library is directed to close to the public, library staff may still be directed to report to work. 

STAFF  GUIDEL INES  

During a pandemic, staff will be expected to report to work as usual unless otherwise directed by the Director or 

by a designated person in charge. 

Should a staff member or a member of their family be exposed to, or contract, the cause of the pandemic, said 

staff member should not report to work. 

Staff members that have contracted the cause of the pandemic will be asked to provide a note from their 

physician, stating they have recovered from the illness, before returning to work. 



Bomb Threats 

Keep the caller on the line as long as possible. Ask the caller to repeat the message and try to write down every 

word spoken by the person. If the patron does not indicate the location of the bomb or the time of possible 

detonation, ask for this information. 

Pay attention to peculiar background noises such as motors running, background music or any other sounds that 

may provide clues to the location from which the call is originating. 

Listen closely to the voice to note its quality, mannerisms, accents and any other distinguishing characteristics. 

Immediately call the police after caller hangs up, then evacuate the building as with a fire drill, directing patrons 

to the public sidewalk and then to the St. Pius parking lot. The police will handle any actual bomb searches. 

Power Outages 

In the event of a power outage, turn off and unplug computer workstations, as well as other electrical 

equipment (photocopiers, printers, etc.). Once the power has been restored, the equipment may be turned back 

on. 


