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OVERVIEW 

 

The Salt Spring Island Public Library Association values its employees, volunteers and patrons. In order 

to ensure maximum enjoyment for all those using library resources, as well as safety for all staff, 

volunteers, and patrons, the Library Association has developed the Occupational Health and Safety 

(OHS) Policy and Procedures to complement existing statutory requirements.  The Library recognizes 

WorkSafe BC and its regulations and information.  

 

These policies and procedures apply to all board trustees, employees, contractors, and volunteers of the 

Salt Spring Island Public Library Association.  

 

LEGISLATION OF INTEREST 

 

BC Workers Compensation Act  

BC Occupational Health and Safety Regulation  

BC Safety Standards Act  

Canada Workplace Hazardous Materials Information System (WHIMIS)  

Criminal Code of Canada  

BC Human Rights Code  

 

STAFF RESPONSIBILITIES FOR SAFETY  

 

• To identify workplace safety issues and present them in a timely manner to the Library Director  

• To report workplace incidents, hazards or injuries immediately  

• To ensure the safety of patrons and fellow staff and volunteers while on-site of the Salt Spring 

Island Public Library or while participating in library related functions  

• To know the location of first aid supplies, emergency exits and evacuation procedures  

• To participate in fire drills and other emergency evacuation procedures  

• To remove themselves from dangerous or unsafe situations and immediately contact the 

responsible authority to assist  

• To conduct themselves in a respectful manner, keeping the Library safe from bullying and 

harassment See Respectful Workplace section 

 

LIBRARY MANAGEMENT RESPONSIBILITIES FOR SAFETY 

 

• To ensure participation in local and Library building fire drills and other emergency evacuation 

practices  

• To ensure that a minimum of two employees will be on the Library premises during operating 

hours  

• To ensure staff receive and understand this information 

• To provide training as required 

• To keep records 

• To notify the Board of potential issues, or of specific occurrences if warranted 

• To review this policy and procedure annually, and to amend as changing circumstances require 
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BOARD RESPONSIBILITIES FOR SAFETY  

 

• To allocate adequate resources and training to ensure a respectful safe workplace  

• To support the Library Director in designing and implementing changes where an investigation 

has indicated the need  

• To focus on injury prevention  

• To fully consider all reports of safety issues  

• To review this policy and procedure annually 
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GENERAL SAFETY PROTOCOLS  

 

OVERVIEW 

 

The Library Director is responsible to provide direction at their discretion during emergencies. Should the 

Library Director not be on the premises, the employee designated as the person in charge fulfills the 

Library Director’s role. 

• Incident reports should be filled out for non-threatening and threatening emergencies.  A sample 

incident report is included in this appendix.  These are circulated among staff and then kept on 

file. 

• Threatening emergencies require immediate action with incident reports filed within twenty-four 

(24) hours 

• Non-threatening emergencies should be tended to and reports filed within forty-eight (48) hours 

• Incidents or issues with the building should be reported to the Library Director immediately, who 

will notify the facilities manager, and if necessary, the building owner – the Capital Regional 

District  

 

The Library Director or their designate of the Library has the discretion to ask that a patron remove 

themselves from the premises and determine if/when the patron is welcome to return. 

• The Library Director or designate should have a second staff member present when dealing with 

the patron 

• The Library Director or designate must state clearly why the patron is being asked to leave 

• The Library Director or designate will indicate the duration of the expulsion from the Library 

• Should the patron disagree with the expulsion, they can contact the Library Director in writing for 

reconsideration – See section on VIOLENCE AND PATRON RELATED INCIDENTS. 

 

HAZARDOUS MATERIALS AND OBJECTS  

 

• It is acknowledged that not all hazardous materials and objects can be removed from the Library 

premises  

• Individuals must make best efforts to be aware of and minimize risk of hazardous materials and 

limit chances of individual interaction with them  

• Workplace Hazardous Materials Information System (WHMIS) principles will be applied and 

Material Safety Data Sheets (MSDS) for products used in the library are kept in a binder on the 

premises 

• If a suspicious package or object is identified, inform the Library Director or designate, who will 

then contact the RCMP. Staff may be instructed to evacuate the building. 

 

FIRST AID AND MEDICAL EMERGENCIES  

 

Employees are encouraged to receive First Aid training.  An AED is available in the hallway by the 

public washrooms.   Staff who have current training in first aid can decide, on their own volition, to offer 

first aid assistance to patrons, other staff, or volunteers if there is no risk of harm to themselves or to 

others in doing so. Certification will be kept on file and discussed at the employee’s annual review.  If a 

risk to staff or to others exists, then we expect our staff to leave this assistance to the first responders.  

 

Based on the information available to us to date, we consider the administration of Naloxone to be a risk. 

We expect staff to leave any such administration to first responders. 
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Three First Aid kits are available: at the circulation desk, the Tech Help desk and the staff area in the 

mezzanine area.  

 

Note: 

• Patrons are responsible for their own safety while on Salt Spring Island Public Library premises.  

• In the event of a medical emergency, staff are directed to call 911 and notify the Library Director 

or designate.  

• Staff will keep the area secure and clear for first responders so that the person in need can get the 

best assistance possible 

 

If a First Aid incident occurs, staff will fill out an incident form to be signed off by the Library Director  

 

LOCATIONS OF FIRE EXTINGUISHERS 

 

• Main floor 

o Adjacent to the main stairwell 

o Children’s area adjacent to all-access washroom 

o Adjacent to Book Room door 

o Front Lobby 

• Mezzanine 

o Adjacent to main stairwell near Archives entrance 

o Staff room area adjacent to dishwasher 

• Basement 

o Mechanical room 

o Elevator control room  
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COMMUNICABLE DISEASE PREVENTION PLAN 

 

OVERVIEW 

 

Purpose 

The purpose of this guidance document is to provide Salt Spring Island Public Library staff with 

important information that is required to help prevent communicable disease.  

 

Public Health Directives 

The Provincial Health Officer is the senior public health official for B.C. and is responsible for 

monitoring the health of the population across the province, providing independent advice to the ministers 

and public officials on public health issues.  

 

The responsibilities of the Provincial Health Officer (PHO) are outlined in the Public Health Act and 

include the following: 

• provide independent advice to the ministers and public officials on public health issues; 

• monitor the health of the population of B.C. and advise on public health issues and on the need 

for legislation, policies and practices; 

• recommend actions to improve the health and wellness of the population of BC; 

• deliver reports that are in the public interest on the health of the population and on government’s 

progress in achieving population health targets; 

• establish standards of practice for and conduct performance reviews of Medical Health Officers; 

and 

• work with the BC Centre for Disease Control and Prevention and BC’s Medical Health Officers 

across the province to fulfill their legislated mandates on disease control and health protection. 

 

Employers must be prepared to implement or maintain additional measures at times when the risk of 

communicable disease in their region or workplace is elevated, as advised and directed by public health.  

Public Health’s specific guidance for a particular communicable disease will be followed where their 

information differs from this document. 

 

WorkSafeBC Directives (Workers Compensation Act/OHS Regulation Requirements) 

WorkSafeBC is a provincial agency dedicated to promoting safe and healthy workplaces across BC.  

They partner with employees and employers to prevent work-related injury, disease, and disability. Their 

services include education, prevention, compensation and support for injured employees, and no-fault 

insurance to protect employers and employees. 

 

WorkSafeBC helps businesses meet their obligations under the Workers Compensation Act and the 

Occupational Health and Safety Regulation. All employers in British Columbia have an obligation under 

the Act to ensure the health and safety of employees and other parties at their workplace.  

 

Employees should know and understand their workplace health and safety responsibilities — and those of 

others.  

 

Employees have three key rights:  

• the right to know about hazards in the workplace;  

• the right to participate in health and safety activities in the workplace; and 

• the right to refuse unsafe work.  
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COMMUNICABLE DISEASE PREVENTION PLAN 

 

A. RECOGNIZING HAZARDS/ASSESS RISKS  

Within libraries, there are many routine situations where staff will have contact with patrons, coworkers, 

and the physical environment itself (surfaces, doors, equipment etc.). During times of outbreaks, these 

encounters could give rise to contact with communicable diseases, if not controlled adequately.  

 

The Library considers the risks in the workplace and take steps to control them. Such controls will include 

adhering to current public health orders, if applicable, public health advice, as well as implementing best 

practices and safeguards to keep staff, volunteers and patrons safe.  

 

The Library uses the following hierarchy of safeguards and controls (in order of their effectiveness): 

1. Elimination or substitution: The Library will consider eliminating or postponing work tasks 

that may create a risk of exposure, or consider changing processes and opportunities to work from 

home to eliminate or reduce contact with others. 

2. Engineering controls: Engineering controls, such as physical barriers are used when necessary  

3. Administrative controls: Altering work practices to minimize exposure, such as physical 

distancing or enhanced cleaning protocols are followed as necessary.  

4. Personal protective equipment (PPE): The use of gloves and face masks may be considered if 

deemed necessary. If gloves and masks are used, proper usage guidelines should be followed.  

 

B. STAY HOME WHEN SICK 

 

WHAT EMPLOYEES SHOULD KNOW 

 

All employees should stay home when sick and follow public health recommendations.  

• HealthlinkBC 

• http://www.bccdc.ca/health-professionals/clinical-resources/communicable-disease-control-

manual 

• https://www.healthlinkbc.ca/services-and-resources/healthlinkbc-files/category/disease-

prevention 

 

IF YOU BECOME SICK AT WORK 

 

Employees and volunteers who have symptoms upon arrival to work or become ill during the day should 

promptly separate themselves from others, inform the Library Director or person in charge and go home. 

 

WHAT EMPLOYERS SHOULD KNOW 

 

An important way to reduce the spread of communicable diseases is to keep sick people away from those 

who are not sick. Library management will review and communicate sick leave policies and practices to 

employees every year before flu season and any time when there is a risk of a communicable disease. 

• For the flu, all employees and volunteers must stay home if they are sick until at least 24 hours 

after their fever is gone without the use of fever-reducing medicines, or after symptoms have 

improved. 

 

 

 

 

http://www.bccdc.ca/health-professionals/clinical-resources/communicable-disease-control-manual
http://www.bccdc.ca/health-professionals/clinical-resources/communicable-disease-control-manual
https://www.healthlinkbc.ca/services-and-resources/healthlinkbc-files/category/disease-prevention
https://www.healthlinkbc.ca/services-and-resources/healthlinkbc-files/category/disease-prevention
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C. HYGIENE/CLEANING 

 

PERSONAL HYGIENE/CLEANING 

 

Depending on the communicable disease, it’s possible for people to become infected if they touch 

contaminated surfaces and then touch their nose, mouth, or eyes. The most reliable way to prevent 

infection from surfaces is to wash your hands. Washing your hands often and practicing good hand 

hygiene will reduce the chances of getting or spreading germs. Washing your hands with soap and hot 

water for at least 20 seconds is most effective. This is because soap actively destroys the surface of some 

viruses and a soapy lather really reduces the number of germs left on your skin. Alcohol-based hand rubs 

can be used to disinfect your hands when soap and water are not available. 

 

Other things to consider: 

• Cover your mouth and nose with a disposable tissue or the crease of your elbow when you sneeze 

or cough instead of your hands. 

• Do not share food, drinks, utensils, etc. 

• Avoid unnecessary contact 

• Consider physical distancing 

• Wear a mask 

 

FACILITY, VEHICLE AND EQUIPMENT HYGIENE 

CLEANING AND DISINFECTING SURFACES CAN ALSO REDUCE THE RISK OF 

INFECTION. 

 

This guidance is indicated for buildings in community settings and is not intended for healthcare 

settings or for other facilities where specific regulations or practices for cleaning and disinfection may 

apply. Additionally, this guidance only applies to cleaning and disinfection practices to prevent the spread 

of exposures. It does not apply to any cleaning or disinfection needed to prevent the spread of other 

germs. 

 

WHEN TO CLEAN AND WHEN TO DISINFECT 

 

Cleaning with products containing soap or detergent reduces germs on surfaces by removing 

contaminants and decreases risk of infection from surfaces. 

 

When confirmed or suspected communicable disease cases are low, cleaning once a day is usually 

enough to sufficiently remove germs that may be on surfaces and help maintain a healthy facility. 

 

Disinfecting kills any remaining germs on surfaces, which further reduces any risk of spreading infection. 

 

The Library will arrange to clean more frequently or choose to disinfect (in addition to cleaning) in shared 

spaces if the space is a high traffic area or if certain conditions apply that can increase the risk of infection 

from touching surfaces: 

• As reported in Reportable Disease Data Dashboard 

• As reported in BC COVID Dashboard in the community; 

• Low vaccination rates in the community; 

• Infrequent use of other prevention measures, such as hand hygiene; or 

• The space is occupied by people at increased risk for severe illness. 

 

http://www.bccdc.ca/health-professionals/data-reports/reportable-diseases-data-dashboard
https://governmentofbc.maps.arcgis.com/apps/dashboards/11bd9b0303c64373b5680df29e5b5914
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If there has been a person known to be sick in the building within the last 24 hours, the Library will clean 

AND disinfect the space. 

 

DETERMINE WHAT NEEDS TO BE CLEANED 

 

Generally, the more people who touch a surface, the higher the risk. The cleaning of high-touch 

surfaces at least once a day, or more often if deemed necessary, will be prioritized. 

 

RESOURCES AND EQUIPMENT NEEDED 

 

The Library will ensure that appropriate cleaning products and personal protective equipment 

(PPE) will be available.  Safety Data Sheets for products used in the Library are kept in a binder 

on the premises.  

  

CLEAN HIGH-TOUCH SURFACES 

 

During periods of communicable disease events the Library may arrange to clean high-touch 

surfaces at least twice a day or as often as determined is necessary. Examples of high-touch 

surfaces include: counters, tables, doorknobs, light switches, handles, stair rails, elevator buttons, 

desks, keyboards, phones, toilets, faucets, and sinks. 

 

PROTECTING STAFF AND CONTRACTORS RESPONSIBLE FOR CLEANING 

 

• The Library will ensure cleaning staff and janitorial contractors are trained on proper use of 

cleaning and disinfecting products. 

• Read the instructions on the product label, product information or Safety Data Sheet to determine 

what safety precautions are necessary while using the product. This could include PPE (such as 

gloves, glasses, or goggles), additional ventilation, first aid procedures, or other precautions. 

• Wash your hands with soap and water for 20 seconds after cleaning. Be sure to wash your hands 

immediately after removing gloves. 

o If hands are visibly dirty, always wash hands with soap and water. 

o If soap and water are not available and hands are not visibly dirty, use an alcohol-based 

hand sanitizer that contains at least 60% alcohol, and wash with soap and water as soon 

as you can. 

• Special considerations should be made for people with asthma. Some cleaning and disinfection 

products can trigger asthma.  

 

DISINFECT SAFELY WHEN NEEDED 

IF IT IS DETERMINED THAT REGULAR DISINFECTION MAY BE NEEDED 

 

• If the disinfectant product label does not specify that it can be used for both cleaning and 

disinfection, clean visibly dirty surfaces with soap or detergent before disinfection. 

• Use a disinfectant product that is effective against the communicable disease.  

• Always follow the directions on the label to ensure safe and effective use of the product. The 

label will include safety information and application instructions. Keep disinfectants out of the 

reach of children. Many products recommend keeping the surface wet with a disinfectant for a 

certain period (see “contact time” on the product label). 

o Check the product label to see what PPE (such as gloves, glasses, or goggles) is required 

based on potential hazards. 

o Ensure adequate ventilation (for example, open windows). 
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o Use only the amount recommended on the label. 

o If diluting with water is indicated for use, use water at room temperature (unless stated 

otherwise on the label). 

o Label diluted cleaning or disinfectant solutions. 

o Store and use chemicals out of the reach of children and pets. 

o Do not mix products or chemicals. 

o Do not eat, drink, breathe, or inject cleaning and disinfection products into your body or 

apply directly to your skin. They can cause serious harm. 

o Do not wipe or bathe people or pets with any surface cleaning and disinfection products. 

 

D. VENTILATION 

 

For all activities that take place indoors, basic principles of good indoor air quality include supplying 

outdoor air to replenish indoor air, thereby removing and diluting contaminants that naturally accumulate 

in indoor settings, especially in well-sealed buildings. 

 

STRATEGIES TO OPTIMIZE VENTILATION SYSTEM FUNCTIONALITY 

 

• Ventilation systems are maintained and inspected regularly. WSBC requires employers to ensure that 

heating, ventilation and air conditioning (HVAC) systems are designed, operated, and maintained as 

per standards and specifications for ongoing comfort for employees. 

• Ensure preventative maintenance is conducted (for example, regular filter changes and inspection of 

critical components). 

•  Verification that the system meets its design conditions for air flow, temperature, pressure drop, 

noise and vibration is conducted regularly. 

• During periods of communicable disease events limiting occupancy in facilities will be considered.   

 

E. PROMOTION OF EMPLOYEE VACCINATIONS 

 

The Library will support Public Health messaging for vaccinations against pandemic or communicable 

diseases.  

 

The Library recognizes the public health benefits of vaccination programs to reduce illness, disability and 

death from community acquired diseases.  

 

F. PROMOTION OF EMPLOYEE MENTAL HEALTH  

 

A communicable disease event may cause increased levels of stress or anxiety for employees.  This is 

because some communicable diseases are new or evolved so the scientific facts about the hazards and 

risks of the disease may be unknown or uncertain. Uncertainty increases stress.  

As part of this plan, policies and procedures will be reviewed regularly to support employees in 

maintaining well-being.   
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EVACUATION OF LIBRARY PREMISES  

 

OVERVIEW 

 

All staff should be familiar with the evacuation protocols and know what their responsibility may entail in case of 

evacuation.  The muster point is the bridge by the back parking lot by the SE corner of the building. 

 

The Library Director, or in their absence, the staff person in charge, will coordinate the evacuation if required. 

 

The Library is loosely divided into three zones.  The Library Director or person in charge will designate two or 

three people, one to sweep each zone.  The following staff may be called upon to sweep the zones and should be 

thoroughly familiar with the Evacuation Plan: 

• Library Director 

• Librarian 

• Administrator 

• Library Technician 

• Information Technician 

• Tech Desk Staff  

 

If an evacuation of the Library is required, patrons are requested to follow staff direction:  

• Designated staff will direct patrons to the nearest appropriate exit and will ensure that no patrons or staff 

remain on the premises.  

• Staff and patrons can view evacuation maps posted in the Library  

• To ensure all staff are accounted for, no one is to leave the muster point until permitted  

• An Emergency Evacuation Plan is available at the Circulation and at the Tech Help desks. 
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Staff (Sweeps) Primary Exit Secondary Exit 

Staff #1 Library Director 

Main Floor – Fiction, Audio, DVD, 

Rm 103 and offices 

Basement – Electrical/Mechanical 

Room, Storage area, Elevator Room 

North Fire Exit 

 

 

 

Lobby 

 

 

Back Stairs 

Staff  #2 Tech Desk Staff 

Main Floor – Makerspace, Meeting 

Rm 106, Non-Fiction to stairwell 

Mezzanine - incl Archives and  staff 

room and washroom 

 

Back Stairs 

 

Back Stairs 

Lobby 

 

Side Stairs from Mezzanine 

Staff Designate #3 

Circulation Desk, Book Room, 

Children’s Area, Public washrooms, 

Program Room, Lobby  

Courtyard or Lobby Back Stairs or Courtyard 
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GENERAL PROCEDURES FOR STAFF SWEEPNG THE ZONES 

 

IF   

You discover a fire ✓ ACTIVATE the nearest fire 

alarm pull station 
• See floor plan map for pull stations. 

✓ EXTINGUISH fire, only if 

safe to do so 

 

Fire alarm sounds 

✓ EVACUATE via the nearest 

safe exit 

• Sweep your area instructing patrons to 

evacuate via primary exit or secondary 

exit, if primary exit is unsafe. 

• Washrooms and storage areas are part of 

some sweep areas. 

• Look in and under – in any unlocked 

storage rooms, under tables and desks, 

especially in the children’s area. 

• Guide patrons in your area needing extra 

assistance.  Use other patrons to help. 

• Direct patrons and staff to assembly area. 

• Close all doors and windows behind you. 

• Do not use the elevator. 

✓ CALL 9-9-1-1 
• Report a fire at 

129 McPhillips Avenue 

✓ ASSEMBLE at designated 

assembly area 

• At SE corner of building (at the bridge). 

• Keep area clear for Fire Department use. 

• Do not allow re-entry. 

• Report in to Library Director or designate 

in charge to assist staff head count and area 

status (area evacuated or area evacuation 

not complete). 

Injured or disabled 

person on 2nd floor  

(e.g. wheelchair) 

✓ SITUATE person at top of 

back stairs (on the landing) 
• Close stairwell window. 

• Close door to mezzanine. 

• Do not use the elevator. 

• Report this situation to the Library 

Director or designate in charge who will 

report it to the Fire Department. 
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LIBRARY DIRECTOR OR DESIGNATED PERSON IN CHARGE RESPONSIBILITIES  

 

IF   

Fire alarm sounds 
✓ ASSESS: make a quick 

appraisal of the affected area 

• Note the extent of the problem (signs of 

smoke/fire). 

• Extinguish fire if safe to do so  

✓ CALL 9-9-1-1 

• Report a fire at 

129 McPhillips Avenue. 

• Report evacuation underway. 

✓ EVACUATE 

• Instruct staff to commence full evacuation 

of assigned areas. 

• If safe, proceed to main lobby. 

Record location of incident from Fire 

Alarm Annunciator Panel. 

• Supervise safe evacuation of all patrons 

and staff to assembly area. 

✓ ASSEMBLE at designated 

assembly area 

• At SE corner of building (at the bridge). 

• Keep area clear for Fire Department use. 

• Do not allow re-entry. 

• Collect reports from Sweeps. 

• Do staff head count. 

• Report fire details and Annunciator Panel 

information to arriving Fire Department. 

• Report evacuation status to arriving Fire 

Department (including any disabled). 

Injured or disabled 

person on 2nd floor  

(e.g. wheelchair) 
✓ SITUATE person at top of 

back stairs (on the landing) 

• Close stairwell window 

• Close door to mezzanine 

• Do not use the elevator 

• Report it to the Fire Department. 

 

 

TRAINING AND FAMILIARIZATION 

 

The Library will conduct an annual training exercise in Evacuation protocols. 
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SPECIFIC ENVIRONMENTAL SAFETY PROTOCOLS 

 

STOP ASSESS PLAN 

 

In the event of a disaster, Library staff must be equipped to handle with the situation swiftly and carefully to 

ensure not only their own safety but the safety of the Library patrons. The following are protocols Library staff 

should take in the event of a disaster.  

 

FIRE 

 

• If you are the one to discover a fire, pull the fire alarm immediately 

• Inform Library Director or designate in charge and other staff members 

• If the fire is small enough and you have the relevant training, extinguish the fire with a fire extinguisher. 

(Staff only) 

• Try to close a door to the room with a fire in it if possible  

• Designated staff in charge of sweeping the Library should immediately begin to evacuate patrons once 

they hear a fire alarm. 

• Exit via the nearest exit not blocked or impeded by flames.  

• Evacuate to the designated Muster point – bridge in back parking area – SE corner of building 

• Call 911 and inform them of a fire at the Salt Spring library 

• Make way for emergency response crew 

• Do a quick roll-call of staff and volunteers to see if there is anyone possibly still inside.  Report to the 

Library Director or designate in charge. 

• If there are potentially patrons inside the library, inform the firefighters when they arrive. 

 

 

LOCATIONS OF FIRE EXTINGUISHERS 

 

• Main floor 

o Adjacent to the main stairwell 

o Children’s area adjacent to all-access washroom 

o Adjacent to Book Room door 

o Front Lobby 

• Mezzanine 

o Adjacent to main stairwell near Archives entrance 

o Staff room area adjacent to dishwasher 

• Basement 

o Mechanical room 

o Elevator control room  

 

EARTHQUAKE 

 

DURING THE SHAKING: 

• DUCK underneath the nearest sturdy object. (Table, Desk, etc.) 

• COVER the back of your neck with your hand. 

• HOLD on to the object you are covering with to stop it from shaking out of reach 

• STAY in place until the shaking stops 
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• Once the shaking has stopped count to 60 to account for after shocks 

 

AFTER THE SHAKING 

• Evacuate immediately to the muster point – bridge by back parking lot – SE corner of building 

• Designated staff will sweep the interior of the library if safe  

• Once at the muster point, do a roll call to ensure staff and volunteers are accounted for  

• Once the Library Director or designate in charge arrives at the muster point, report to them immediately 

• The Library Director or designate will call emergency services to inform them of the situation and follow 

instructions from the operator and wait for rescue 

• Administer first aid ONLY IF you have the certifications 

• DO NOT re-enter the library  

• Senior staff will contact the Salt Spring Island Emergency Preparedness to report the state of the building 

and get information on the situation as a whole.  

 

POWER OUTAGE 

 

• The library has emergency lighting systems  

• Advise all patrons to return home 

• The Library Director or designate in charge will call BC Hydro to determine the predicted scope and 

length of the outage. 

• Begin closing the library immediately. 

• The Library Director or designate will decide based on the call on what to do next. 

 

WINDSTORMS/ADVERSE WEATHER 

 

• If there is a weather warning in effect be prepared to close the library early and swiftly 

• Advise patrons to go home or advise them of the wind warning 

• If the weather worsens, direct all patrons away from windows 

• The Library Director or designate in charge will call the Salt Spring Island Emergency Preparedness to 

get updates on the roads every hour 

• If the power goes out, immediately close the library and head home if possible 

 

FLOODING 

 

• If there is a flood warning, the library should be closed immediately  

• If, however, the flood is sudden, direct all patrons to the top floor. 

• Stay away from any electrical equipment 

• Call 911 and inform them of the situation, how many people are in the building, what state they are in. 

• Follow the instructions given to you by the operator and wait for rescue. 

 

BIO-CHEMICAL MAIL THREAT 

 

• Evacuate all patrons 

• Verify legitimacy of packages with the sender or intended recipient. 

• Call 911 and follow the instructions from the operator 

• Carefully examine suspicious packages but do not touch them 

• Note excessive packaging or security material such as adhesive tape or string. 
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• Note protruding wires, aluminum foil or any unusual odor or stains on the envelope or package. 

• Do not attempt to clean up any substance that spills or leaks from the package. 

• Isolate the article by covering it with paper or a trash can. If possible, close the door to the room where 

the article is located and immediately contact your Supervisor. 

• Remove any contaminated clothing and seal it in a plastic bag or garbage can. 

• Wash with soap and water to remove any contaminants. 

• Wait for emergency response personnel to arrive. 

 

BOMB THREAT  

 

• Evacuate all Patrons and volunteers immediately upon receiving the package 

• Call 911 with the nearest available phone and inform of the situation. Follow the instructions of the 

operator 

By telephone: 

• Cooperate with the caller. Listen carefully. 

• If time permits, ask the caller: 

− When will the bomb explode? 

− Where is the bomb? 

− What does it look like? 

− What kind of bomb is it? 

− Why was it planted? 

• Take down the exact time of the call. 

• Note the caller’s voice: male/female, accent, intoxicated, familiar? 

• Note any background noises during the call: traffic, construction, music, voices, etc. 

• Immediately inform the Library Director or designate in charge, then prepare to evacuate the building. 

• For staff in charge - quickly check your immediate work area for unusual or out of place items. Do not 

touch any suspicious parcel, bag, envelope, box or container. 

 In writing: 

• Handle the document as little as possible after you have read it. Save all threatening email for future 

investigation. 

• If the message is attached to a wall or other surface, do not touch it or the surrounding area. 

• Inform your Supervisor immediately, then prepare to evacuate the building. 

• If you believe that a bomb is about to explode, evacuate immediately to the Emergency Assembly Area at 

the bridge behind the library. 

 

TOXIC SPILL 

 

(petroleum, chemical, asphyxiating gas) 

• Evacuate all patrons and volunteers. 

• Call 911 and inform them of the situation, ask for biohazard response. 

• Avoid fumes, vapour and smoke. 

• Inform the Library Director or designate in charge immediately. 

• Avoid the spill as much as possible. Do not linger in the area. 

• Do not use matches or other open flames in the vicinity of the spill. 

• Do not smoke. 
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EXPOSURE CONTROL FOR BLOOD AND BODILY FLUID  

 

The policy is to ensure that staff is protected from occupational exposure to infectious disease, and that it is done 

in a manner that complies with the BC Workers Compensation Act, Occupational Health and Safety Regulation, 

and human rights legislation. The purpose of this Exposure Control Plan is to eliminate or minimize staff's risk of 

occupational exposure to an infectious disease, as well as to reduce the risk of infection should exposure occur.  

 

RESPONSIBILITIES  

 

MANAGEMENT will:  

• Conduct risk identification and assessments of the potential occupational exposure to an infectious 

disease;  

• Implement administrative and engineering controls, safe work practices and written work procedures to 

eliminate or reduce the potential exposure to an infectious disease;  

• Provide staff with appropriate personal protective equipment;  

• Ensure staff is provided with education and training on preventing exposure to infectious diseases, and the 

Exposure Control Plan;  

• Ensure that all pertinent records are maintained;  

• Ensure that staff who have had an exposure incident to blood or other potentially infectious materials are 

medically evaluated at a hospital, then seen by a physician for follow-up if deemed necessary by the 

medical evaluation;  

• Ensure that accident investigations of the exposures to an infectious disease are conducted and corrective 

actions are taken to prevent similar incidents from occurring;  

• Review the Exposure Control Plan annually and update it as necessary; and  

• Initiate accident investigations of exposures to an infectious disease.  

 

 

ALL STAFF will:  

• Follow procedures;  

• Follow safe work practices and written work procedures;  

• Wear the appropriate personal protective equipment provided;  

• Attend education and training as required (such as first aid training courses and additional available 

training sessions);  

• Follow the Exposure Control Plan steps listed below in the event of an exposure incident to blood or other 

potentially infectious materials; and  

• Participate in accident investigations of exposures to an infectious disease.  

 

RISK IDENTIFICATION AND ASSESSMENT  

 

Most staff have the potential for occupational exposure to infectious disease if they may have harmful contact 

with blood or other potentially infectious materials via:  

• Puncture injuries;  

• Mucous membrane contact; or  

• Non-intact skin contact.  

 

Staff may also be exposed to other infectious diseases like Tuberculosis, which require precautions against 

airborne infections, or the Norovirus, which spreads through contact with contaminated surfaces, or respiratory 

illnesses, which spreads, by liquid droplets when a person coughs sneezes or simply exhales.  
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Staff Will:  

• Follow routine practices  

• Practice regular hand hygiene  

• Wear waterproof, disposable medical examination gloves if there is potential contact with blood, body 

fluids, secretions, excretions, mucous membranes or non-intact skin, and when touching contaminated 

items or surfaces;  

• Replace gloves as soon as practical if they are torn, cut, punctured or leaking, and when they become 

contaminated or damaged such that their ability to function as a barrier is in question  

• Not wash or decontaminate disposable gloves for re-use  

• Follow the procedures for glove removal  

• Follow the post-exposure health management procedure  

• Follow safe sharps handling procedures, such as discarding any disposable, contaminated sharp items in 

sharps disposal containers as soon as possible  

• Wear face shields where required  

 

SAFE SHARPS HANDLING PROCEDURES 

 

There is a Sharps disposal kit at the Tech Help Desk – bottom drawer of the filing cabinet.   

 

• Needles (single or multiple) found in the library must be dealt with promptly.  

• If you are unable to safely dispose of the needles, the area should be secured immediately.  

• If fluids are present, the area should be secured (with caution tape if required) or closed off.  

• If you must leave the area while you are in the process of disposing of the needles or securing the area, 

call another staff member to ensure that the needles are not disturbed. 

• Advise the Library Director or designate in charge immediately. 

 

The Sharps kit contains: 

• Two pairs of large disposable gloves 

• 5 single sharps disposal containers 

• Tongs 

• 2 Biohazard bag 

 

To use 

1. Put on one pair of gloves 

2. Take one sharps disposal container and ensure the lid is loose. 

3. Pick up sharp with tongs and place in container.   

4. DO NOT touch the needle.  

5. DO NOT recap the syringe.  

6. DO NOT break off the needle.  

7. Close lid securely. 

8. Place entire container in the large sharps disposal container by the entrance of the men’s public 

washroom.  Do not remove the sharp. 

9. Remove gloves using the technique below and place in biohazard bag.   

10. Put on second pair of gloves and disinfect the tongs and the area if required with an appropriate 

disinfectant cleaner. 

11. Dispose of towelling and gloves in the biohazard bag, tie off securely, and place in an outside trash can.  

12. Thoroughly wash hands. 

13. Refresh kit by adding two new pair of large disposable gloves cleaned tongs and biohazard bag if 

necessary.  Inform the Library Administrator if replacement supplies are necessary. 
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14. If there are needles found in the toilet, DO NOT remove them. Put an “out of order” sign on the stall(s) or 

close the washroom and advise the cleaners.  

 

Any sharps found should be documented.  Use an incident report and circulate to staff. 

 

GLOVE REMOVAL PROCEDURE  

 

Remove Gloves  

1. With both hands gloved, grasp the outside of one glove at the top of the wrist.  

 

 
 

2. Peel off this glove from wrist to fingertips, while turning it inside out, as you pull the glove off your hand 

and away from your body.  

3. Hold the bunched up glove you have just removed in the fingertips of your gloved hand.  

 

 
 

4. With the ungloved hand, peel off the second glove by inserting your fingers inside the glove at the top of 

the wrist.  

 
 

 

5. Turn the glove inside out while pulling it away from you, leaving the first glove inside the second.  
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6. Dispose of the entire bundle promptly into a garbage bag. Secure the bag and put into garbage.  

7. Immediately wash your hands with soap and warm water for 15-20 seconds.  

 

HEALTH PROTECTION (POST-EXPOSURE HEALTH MANAGEMENT PROCEDURE)  

 

For the initial management of an exposure incident to blood or other bodily fluids, the exposed staff will:  

• Report the incident to the Library Director or designate in charge; and  

• Be transported to the closest Hospital within 2 hours of the incident for a medical evaluation (the 

reporting must not cause delay in seeking medical attention).  

 

The follow-up management after an exposure incident to blood or other potentially infectious material will 

include:  

• Referral to a physician for follow-up, if deemed necessary by the medical evaluation  

• Appropriate documentation of the exposure incident (first aid records, accident reports, Incident Reports 

and WorkSafeBC claim forms).  

• An accident investigation to prevent similar exposure incidents to blood or other potentially infectious 

materials from occurring.  

 

RECORDKEEPING  

 

Occupational exposure records will be kept that identify all staff as having potential occupational exposure to 

infectious disease.  

 

Exposure incident records (i.e. first aid records, accident reports, accident investigation reports, WorkSafeBC 

claim forms and health records) will be kept for all specific exposure incidents to blood or other potentially 

infectious material. 
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RESPECTFUL WORKPLACE 

 

The Library is committed to providing all employees with a respectful work environment, free from 

discrimination, abuse, bullying and harassment. All employees and volunteers should be aware of their rights and 

obligations regarding appropriate workplace conduct.  

 

If an abusive patron targets another patron, staff member or volunteer, the Library Director or Librarian, at their 

discretion, may ban the patron from the Library from one day to permanently. 

 

The Library Director is responsible for maintaining a comprehensive policy and procedures for the prevention and 

investigation of workplace bullying and harassment incidents.  

 

To prevent discrimination, bullying and harassment, the following is practiced:  

 

RESPONSIBILITIES 

 

Library Management  

• Not engage in bullying and harassment of employees or supervisors  

• Maintain policy and procedures for the workplace  

• Take steps to prevent or minimize bullying and harassment  

• Maintain a procedure for employees to report incidents and complaints of bullying and harassment  

• Maintain procedures for dealing with incidents and complaints  

• Train employees and supervisors regularly  

• Annually review the policy and procedures for reporting and dealing with incidents and complaints.  

 

BULLYING AND HARASSMENT  

 

OVERVIEW 

 

(a) includes any inappropriate conduct or comment by a person towards a worker that the person knew or 

reasonably ought to have known would cause that worker to be humiliated or intimidated, or uncomfortable but  

(b) excludes any reasonable action taken by an employer or supervisor relating to the management and direction 

of employees or the place of employment.  

 

Examples of conduct or comments that might constitute bullying and harassment include verbal aggression or 

insults, unwelcome comment or conduct of a sexual nature, calling someone derogatory names, vandalizing 

personal belongings, and spreading malicious rumours.  

This policy and procedure applies to all staff, including permanent, temporary, casual, contract, student 

employees, and volunteers. It also applies to interpersonal and electronic communications, such as email. 

 

Employees and volunteers must:  

• not engage in the bullying and harassment of other employees  

• report if bullying and harassment is observed or experienced (procedure follows) 

• apply and comply with the Library’s policies and procedures on bullying and harassment  

 

Annual review  

This policy and procedure will be reviewed every year. All employees will be provided with a copy. Training will 

be conducted regularly. 
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BULLYING AND HARASSMENT INVESTIGATION PROCEDURES  

 

HOW AND WHEN INVESTIGATIONS WILL BE CONDUCTED  

 

Most investigations at Salt Spring Island Public Library will be conducted internally. In complex or sensitive 

situations, an external investigator might be hired.  

Investigations will:  

• be undertaken promptly and diligently, and be as thorough as necessary, given the circumstances  

• be fair and impartial, providing both the complainant and respondent equal treatment in evaluating the 

allegations  

• be sensitive to the interests of all parties involved, and maintain confidentiality  

• be focused on finding facts and evidence, including interviews of the complainant, respondent, and any 

witnesses  

• incorporate, where appropriate, any need or request from the complainant or respondent for assistance during the 

investigation process  

 

WHAT WILL BE INCLUDED  

 

Investigations will include interviews with the alleged target, the alleged bully, and any witnesses. If the alleged 

target and the alleged bully agree on what happened, then Salt Spring Island Public Library will not investigate 

any further, and will determine what corrective action to take, if necessary. The investigator will also review any 

evidence, such as emails, handwritten notes, photographs, or physical evidence like vandalized objects.  

 

ROLES AND RESPONSIBILITIES  

 

The Library Director is responsible for ensuring workplace investigation procedures are followed.   Employees 

are expected to cooperate with investigators and provide any details of incidents they have experienced or 

witnessed.  

 

The Library Director will conduct investigations, and if deemed necessary, will provide a written report with 

conclusions to the Chair of the Salt Spring Island Public Library Board of Trustees. If the complaint is about the 

Library Director, the Chair of the Library Board will be responsible for all investigative and reporting duties 

normally assigned to the Library Director.  

 

If external investigators are hired, they will conduct investigations and provide a written report with conclusions 

to the Library Director.  

 

FOLLOW-UP  

 

The alleged bully and alleged target will be advised of the investigation findings by Library Director.  

 

Following an investigation, the Library Director will review and revise workplace procedures to prevent any 

future bullying and harassment incidents in the workplace. Appropriate corrective actions will be taken within a 

reasonable time frame.  

 

In appropriate circumstances, employees may be encouraged to seek medical advice.  
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RECORD-KEEPING REQUIREMENTS  

 

The Library expects that employees will keep written accounts of incidents to submit with any complaints. See 

Incident Report at the end of this document.  The Library will keep a written record of investigations, including 

the findings.  

 

ANNUAL REVIEW  

 

This policy and procedures will be reviewed annually. All employees will be provided with a copy as soon as they 

are hired, and an accessible copy will be available digitally. 

 

Employees Experiencing Adverse Symptoms  

Employees experiencing an adverse symptom as a result of bullying and harassment in the workplace should 

consult a physician for treatment or referral.  

 

BULLYING AND HARASSMENT REPORTING PROCEDURES  

 

1. HOW TO REPORT  

Employees at Salt Spring Island Public Library can report incidents or complaints of workplace bullying and 

harassment verbally or in writing. When submitting a written complaint, please use the incident report. When 

reporting verbally, the reporting contact, along with the complainant, will fill out the incident form.  

2. WHEN TO REPORT  

Incidents or complaints should be reported as soon as possible after experiencing or witnessing an incident. This 

allows the incident to be investigated and addressed promptly.  

3. REPORTING CONTACT  

Report any incidents or complaints to the Library Director.  

4. ALTERNATE REPORTING CONTACT  

If the employer, the complainant’s supervisor, or the reporting contact named in Step 3 is the person engaging in 

bullying and harassing behaviour, contact the Chair of the Salt Spring Island Public Library Board of Trustees.  

5. WHAT TO INCLUDE IN A REPORT  

Provide as much information as possible in the report, such as the names of people involved, witnesses, where the 

events occurred, when they occurred, and what behaviour and words led to the complaint. Attach any supporting 

documents, such as emails, handwritten notes, or photographs. Physical evidence, such as vandalized personal 

belongings, can also be submitted.  

6. ANNUAL REVIEW  

These reporting procedures will be reviewed on an annual basis. All employees will be provided with a copy. 
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VIOLENCE AND PATRON RELATED INCIDENTS 

 

This section is meant to provide Library staff with best practices for the safe and effective management of patron 

profanity, unusual behavior, stalking, vandalism, harassment, sexual misconduct, physical abuse and/or verbal 

abuse on the phone or in person. 

 

GENERAL 

 

A person is harassing a staff member or a library patron if they are showing them unwanted personal attention. 

Harassing behaviour may intimidate, offend, degrade or humiliate and should not be tolerated. 

 

If an abusive patron targets another patron, staff member, or volunteer, the Library Director or Librarian may, at 

their discretion, ban the patron from one day to permanently. 

 

Examples of issues that may require staff involvement, include but are not limited to: 

• Inappropriate comments and language 

• Inappropriate internet viewing in the library 

• Excessive noise levels and disruptive behaviours 

• Failure to follow Patron Code of Conduct 

• Vandalism of library property 

If an Issue Requires staff Involvement 

• Assess the situation and decide if it is safe to engage the patron. There will be times when alerting a 

Library Director or designate and having them approach the patron at a later time maybe safer and more 

effective. 

• Approach in pairs where possible. However, one person can stand close by – use your discretion based on 

the situation. 

o Approach the patron in a relaxed but confident manner. 

o Maintain two arms’ lengths if the patron appears agitated. 

• Calmly introduce yourself, keeping your voice at a lower volume to reduce the chance of other patrons 

overhearing your conversation and becoming involved. 

• Listen and empathize. 

• Politely explain the concern and reasons for the concern. If and when appropriate, provide options or 

alternative actions.  

• If, while following procedures for managing patron conduct (excessive noise, inappropriate internet usage 

etc.), the patron interrupts staff and becomes defensive, disengage from the patron. 

• After delivering the request, give the patron a moment to change behaviours. This may involve moving 

away and giving them the time and space to comply. 

o Do not stand and wait for the patron’s behaviours to change. If the patron says something rude or 

offensive, ignore the comment and continue to disengage. 

o If the patron is given some time to change behaviours without others observing, then compliance 

or cooperation is more likely to occur. 

o Consequences delivered immediately to an already agitated and non-compliant patron may serve 

to increase risk and reduce patron co-operation. 

• If assessed to be safe to do so, the Library staff person in charge may engage the patron for a second time 

and, if necessary, mention possible consequences such as: 

o having to leave the library for the day 

o banning or 

o potential police involvement 
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• After delivering the request, give the patron another moment to change behaviours. This may involve 

moving away and giving them the time and space to comply. 

 

LOW LEVELS OF PATRON AGITATION 

 

• If the person is angry, attempt to defuse the situation; listen, empathize, and make efforts to resolve the 

issue at hand. 

o If staff assess that the patron is not angry or is only demonstrating low levels of agitation, setting 

verbal limits may be effective. 

• Suggested Communication: “I want to assist you and I will. Please stop swearing at me. Thanks.” 

• If the person is using profanities: 

o You may decide to ignore the language and defuse the situation; listen, empathize, and make 

efforts to resolve the issue at hand. OR 

o You may decide to set limits with the patron. For example; “I want to assist you. I would like you 

to stop using that kind of language.” 

• If the person stops swearing, continue to assist them. 

• If the person continues, inform them that you will have to end the conversation if they continue to swear. 

• If the person continues, disengage, or hang up if the conversation is taking place on the phone. 

Immediately inform the Library Director or designate in charge. 

• File an Incident Report. 

 

ESCALATED LEVELS OF PATRON AGITATION 

 

• Ignore the language, focus on defusing and prepare to disengage. 

• After delivering the request, give the patron a moment to change behaviours. 

o This may involve moving away and giving them the time and space to comply. 

• Disengage and trade off with a co-worker or supervisor, if necessary. 

• Complete an Incident Report Form for any incident where you felt humiliated or intimidated by a patron. 

• The Library Director or designate in charge should follow up at a safe time with the patron regarding their 

behaviours and inform staff of the actions taken. 

 

HARASSMENT OF STAFF 

 

• Insist that the behaviour stops. 

• Advise the Library Director or designate in charge immediately 

o The person in charge will explain the seriousness of the issue to the patron. Follow the steps for 

“Escalated Levels of Patron Agitation” listed above in this procedure. 

• Direct the person to leave if the behaviour or activity does not stop. 

• Call the Police on the non-emergency number if the patron refuses to leave. 

• Call 911 if the situation escalates. 

• File an Incident Report. 

 

VANDALISM 

 

This procedure applies to vandalism within the library. Staff can assess if it safe to intervene to stop exterior 

vandalism.  If not safe, do not exit the building to stop exterior vandalism. Instead, call the non-emergency police 

number, or 9911 if deemed necessary. 

• Calmly request that they stop damaging the property. 
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o Insist that the activity be stopped if the vandal is still on the premises. Direct the offender to leave 

the library if damage is minimal. 

o Call the police on the non-emergency number if the vandal refuses to leave. 

• If the patron’s behavior is a threat to staff or public safety contact 9911 immediately and initiate 

lockdown. 

• Do not attempt to detain the patron or stop them from leaving the library. 

o The offender may be responsible for the damages incurred. Obtain as much information as 

possible for the police report. 

• Call 911 if the situation escalates. Advise the Library Director of any graffiti or damage. 

 

STALKING 

 

• Keep all interactions on a professional basis. 

• Avoid socializing with anyone who is offering unwanted attention (incessantly watching you, following 

you, or repeatedly trying to contact you). 

• If your personal space is invaded, back up and inform the person that this behaviour is making you 

uncomfortable. 

o Extend your arm palm out. State loudly and clearly: “STOP.” Disengage completely if you feel 

threatened and notify your supervisor. 

o Keep a log of all interactions including conversations, contacts, gifts or emails received. 

o Obtain a detailed description of the person. 

• Do not give out personal information about yourself or co-employees. 

o This includes work schedules, personal email addresses, and vehicle information. 

o Do not discuss holiday plans, schedules, and personal information in front of patrons. Stalkers 

often will use this information to their advantage. 

• Alert a the Library Director or designate in charge immediately, who will come and assist. 

o Make it clear to the offender that their behaviour is unacceptable and must stop at once. 

• If the behaviour continues or the situation escalates, call non-emergency police or 9911, as necessary. 

Ensure that a detailed description of the offender and the incident is available. 

• File an Incident Report. 

 

SEXUAL MISCONDUCT 

 

• Advise the Library Director or designate in charge immediately if an act of sexual misconduct is 

committed against staff or a patron, whether reported by a patron or witnessed directly. 

• Record pertinent details, such as name, address, and detailed description, if the person is known to library 

staff. 

• If the person is unknown to library staff, try to create a detailed description of the person within put from 

the victim or witness(es). 

• Call 911 if there are reasonable grounds for assuming an act of sexual misconduct has been committed. 

• Provide privacy for the victim of the offence and offer available assistance. Call for medical assistance, if 

necessary. 

o Staff may assist a minor with calling parents/guardian. 

o If the victim is a minor, assign two staff to remain with the victim until authorities arrive. 

• Advise the Library Director. 

• File an Incident Report. 
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RESPONDING TO PATRON TO PATRON CONFLICT OR FIGHTS 

 

• Staff will signal for co-worker support as soon as patron to patron conflict is noted. 

• Staff will calmly and assertively direct patrons to move away from each other. Assess the situation as to 

not escalate it, and if comfortable and if possible, use patron name. 

• Request the less aggressive patron to move away from the other patron. 

• Depending on the nature and severity of the interaction, patrons may be asked to leave the library and 

return at another time. 

o DO NOT touch the patrons or step between two or more individuals who are fighting. 

• Give them the opportunity to exit the library. 

• Contact the police by calling the local Non-Emergency Number or 911, if it has been assessed that the 

threat of violence is real. 

• If patrons are in a physical altercation: 

o Contact the police by calling 911.oIf it is assessed safe to do so, from a distance or from behind a 

counter, a supervisor may use loud verbal commands to direct the patrons to stop fighting and 

move away from each other. 

o Staff will direct bystanders to move away from the area of concern or exit the building. 

o Other staff will remove themselves to secure zones or secure themselves in offices if necessary. 

o Do not block (fighting) patrons from exiting the building and do not attempt to detain them. 

• When the police arrive, if possible, the Library Director or designate in charge will inform them of the 

circumstances. 

• The supervisor will gather witness information, document the incident on an Incident Report and report it 

to the Library Director as soon as possible. 

 

WAKING SLEEPING PATRONS WHEN NECESSARY 

 

• Assess the situation and decide if it is necessary to wake the patron, and if so, if it is safe to engage the 

patron. 

o There will be times when alerting a supervisor or Library Director and having them approach the 

patron at a later time may be safer and more effective. 

o Approach in pairs where possible. However, one person can stand close by. Use your discretion 

based on the situation. 

 

If it is necessary to wake the patron: 

• Inform a co-worker of your intentions (when possible), and request that they discreetly observe from a 

distance. 

• Approach the sleeping patron from their side. 

• Make sure that you have a clear exit to disengage to and request nearby patrons to temporarily move back 

in the event that the sleeping patron is startled. 

• In a calm voice, attempt to wake the patron, but avoid startling them. 

o DO NOT TOUCH THE PATRON. 

o You may need to escalate the volume; continuously talk a little louder until they awaken. 

• Politely introduce yourself and request that for health and safety reasons the patron remain awake while in 

the library. Avoid using the phrases “code of conduct,” “policy” or “rules of the library.” 

o Some example statements include: 

▪ “Hi. I work in the library. We need to see that you are okay.” 

▪ “For health and safety reasons, we would like you to remain awake in the library. You 

need to be awake, alert and upright to show us that you're okay.” 

• After delivering the request, give the patron a moment to change behaviours. 
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o This may involve moving away and giving them the time and space to comply. 

• •Do not hover over the patron. Politely thank them for their cooperation and disengage. 

o Discreetly observe their behaviour from a distance. 

• You may return to check on the patron. 

 

SAFE DISENGAGEMENT 

 

When to Disengage  

• It appears that the patron needs to save face. 

• Defusing does not appear to be working 

• Increased levels of anger despite efforts made to defuse. 

• Employee requires additional information from co-worker or person in charge. 

• Employee is getting upset, angry or cannot think clearly. 

• Serious threats or acts of violence, disengage to a safe place, alert staff and call 911 

How to Disengage 

• Step back from the patron with palms open at chest level. 

• Possible exit statements: 

o “I will get some additional assistance.” 

o “Let me speak to my co-worker. I will be right back”. 

 

CONTACTING POLICE 

 

Examples of when to call 911 

• Patron makes direct threats of violence towards staff or other patrons. 

• Patron physically assaults staff or other patrons. 

• Patron seriously threatens that they will be returning to harm staff or other patrons. 

• Patron threatens self-harm. 

• A weapon is observed or indicated by person. 

• Patron states that they have a bomb; phone threat or in-person threat. 

• Fight breaks out between patrons. 

• Patron seriously damages library property. 

• Non-threatening patron refuses to leave when requested by staff. 

 

Emergency Phone use Procedures 

• Contact the police emergency number 911. 

• Inform police dispatch of the circumstances. 

• Identify who you are and your exact location. 

• Describe the situation as specifically as possible. 

o For example: “We have a violent person threatening to assault another patron.” 

• Leave the line open, so you can come back to or raise your voice if you are a distance from the phone. 

• Ask if a car has been dispatched and ask for expected arrival time. 

• Provide the police with as much information as possible. 

• Obtain the officer’s name and case number. 

• If assistance does not arrive expediently, document the facts about the incident and inform your Library 

Director regarding police response time. 
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ACTIVE SHOOTER 

 

Do not engage the perpetrator unless there is no other choice. 

Definitions:  

An individual with a weapon, threatening and actively engaged in harming others 

 

An active shooter is an individual actively engaged in killing or attempting to kill people in a confined and 

populated area, typically through the use of firearms. 

• Victims tend to be selected at random 

• Event is unpredictable and evolves quickly 

• Knowing what to do can save lives 

 

When an active shooter is in your vicinity, you must be prepared both mentally and physically to deal with a 

quickly changing situation.  

 

RUN [IF YOU CAN SAFELY DO SO] 

• Have an escape route and plan in mind 

• Leave your belongings behind 

• Do not pull the fire alarm 

• Evacuate regardless of whether others agree to follow 

• If possible, help others escape and do not attempt to move the wounded 

• Advise others not to enter the area 

• Keep your hands visible 

• Call 911 when you are safe 

 

HIDE  

• Hide in an area out of the shooter’s view 

• If possible, turn off lights, lock door or block entry to your hiding place 

• If safe to do so, quietly call 911 

• Then, mute your phone and remain quiet  

• Sheltering in an open area  

If you are in an open area and cannot exit, put an obstacle or barrier in front of yourself for concealment 

and protection. Use desks, tables, chairs, bookcases or other furniture or equipment. Stay as low as 

possible behind the barrier.  

 

FIGHT – LAST RESORT 

• Fight as a last resort and only when your life is in imminent danger 

• Attempt to incapacitate the shooter 

• Act with as much physical aggression as possible 

• Improvise weapons or throw items at the active shooter 

 

The first officers to arrive on scene will not stop to help the injured. Rescue teams will enter after the initial 

officers. These rescue teams will treat and remove the injured once it is safe to do so. 

 

Once you have reached a safe location, you will likely be held in that area by police until the situation is under 

control and all witnesses have been identified and questioned. 

 

Do not leave the area until police have instructed you to do so. 
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WHEN POLICE ARRIVE: 

• Remain calm and follow instructions 

• Drop items in your hands (i.e. bags, jackets) 

• Raise hands and spread fingers 

• Keep hands visible at all times 

• Avoid quick movements toward officers, such as holding on to them for safety 

• Avoid pointing, screaming or yelling 

• Do not ask questions when evacuating 

 

INFORMATION TO PROVIDE TO 911 OPERATORS: 

• Location of the active shooter 

• Your location 

• Number of shooter(s) 

• Physical description of shooter(s) 

• Number and type of weapons held by the shooter(s) 

• Number of potential victims at location 

In all cases, the occurrence should be documented on an Incident Report
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ACKNOWLEDGEMENT & AGREEMENT FORM 

 

In fulfilment of our obligations to ensure safety, all staff are expected to complete this Acknowledgement Form to 

confirm that our OHS procedures have been provided and discussed with the Library Director. Please ensure a 

scanned copy gets sent to the Administrator’s email – Subject Line should read: Policy/Procedure 

Acknowledgement & Agreement. 

 

By signing below, I acknowledge that: 

 I have read and understand this Policy/Procedure; 

 I will comply with this Policy/Procedure; 

 I will ensure that any employees working under my supervision or direction comply with this 

Policy/Procedure; 

 If I don’t comply with this Policy/Procedure, I acknowledge that the Library may, but only if justifiable, 

take disciplinary action against me if I breach this policy/procedure. Depending on the circumstances, 

disciplinary action may include termination of my employment; 

 I have had the opportunity to have any questions that I have relating to this Policy/Procedure answered by 

the Library Director in advance of signing below; and 

 I acknowledge that if I have any additional questions about this Policy / Procedure in the future, I can 

speak to the Library Director. 

 

 

 

Library Director                             Employee 

 

 

_______________________________________              ________________________________________ 

Print Name                                   Print Name 

 

 

_______________________________________              ________________________________________ 

Signature                                   Signature 

 

 

_______________________________________               ________________________________________ 

Date                                    Date 

 

 

 

 

 

 

 

cc: Personnel File 
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APPENDIX  - INCIDENT REPORT 

INCIDENT REPORT 
(CONFIDENTIAL) 

 
 
 
Date:  
 
Time:  
 
Place (location within library):  
 
 
People involved if names are known: 
 
 
Incident:  
 
 
 
 
Action Taken:  
 
 
 
Follow-up recommended:  
 
 
 
Name of person filling in report:  
 
 
Signature: 
 
 
 
Staff Initials: 
 
 
 
Copy to Tech Desk Folder  
 
Original to Admin File Cabinet  
 


