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EMERGENCY PROCEDURES MANUAL                                                    

CAMPUS FIRE PROCEDURES

If a fire alarm has been activated in a campus building, always assume there is a fire.  Know the locations of fire extinguishers, posted evacuation routes, exits and fire alarm systems in your area.

If you discover a fire:

· If the fire alarm is not already sounding, go to the nearest pull station, pull the handle of the pull station and activate the general alarm. Alert people in the immediate area of the danger and that they need to evacuate.

· Immediately exit the building, closing doors between you and the fire.

· When you are in a place of safety, dial 33333 and inform the Campus Safety Dispatcher of the location and nature of the fire.  The Dispatcher will contact emergency personnel.

If the Fire Alarm sounds: 

· Walk to the nearest exit, closing doors between you and the fire.  

· Do not use elevators.

· The instructor should ask students to assemble in the designated assembly area for the department which the class in part of.  The instructor should make certain that all students have left the classroom before they exit the area themselves.

· Assist people with disabilities with getting to the closest area of rescue assistance, which is in the stairwell area, past the fire doors.  Notify Campus Safety or Fire Personnel if you suspect someone is trapped in the building. Library staff responsible for evacuating floors four and five should be acquainted with the evacuation chair located in the SE stairwell on 5th floor. 

· Gather outside the building at your designated assembly area and attempt to make certain all persons are accounted for.  Stay at least 300 feet from the building.

· Remain outside until notified to return by the Grand Rapids Fire Department or Calvin Campus Safety

If trapped in a room: 

· Close as many doors as possible between you and the fire.

· Place cloth material (wet if possible) around or under the door to prevent smoke from entering the room.  

· Be prepared to signal to someone outside at a window or by shouting at regular intervals.

If caught in smoke

· Drop to hands and knees and crawl toward an exit

· Stay low, as smoke will rise to ceiling level

· Hold your breath as much as possible

· Breathe slowly through nose and use a filter such as a shirt or towel

If forced to advance through flames

· Hold your breath

· Move quickly

· Cover your head and hair

· Keep your head down and your eyes closed as much as possible

When to use a Fire Extinguisher

· Only use an extinguisher to attempt to extinguish a small fire and only if you have been trained

· An extinguisher can be used to suppress a fire that blocks your exit from the building

· Remember PASS, the four basic steps to operating a fire extinguisher

P: 
Pull the pin

A: 
Aim the extinguisher hose at the base of the fire

S: 
Squeeze the lever 

S:    
Sweep from side to side

Library Floor Responsibilities

The Hekman Library staff is responsible for clearing the building. Staff, in this case, refers only to non-student workers. Walk around the entire floor, look in group study rooms, and check carrels. Close windows.

· First Floor – Calvin Information Technology staff

· Second Floor – Circulation staff, Interlibrary Loan staff, and Government Documents staff

· Third Floor – Periodicals staff and cataloging staff

· Fourth Floor – Theological Division staff

· Fifth Floor – Library Director, Acquisitions staff
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