
Standard Operating Procedure (SOP): Emergency and
Safety Procedures within Library Premises
This SOP details emergency and safety procedures within library premises, including fire evacuation plans,
medical emergency response, handling suspicious packages, lockdown protocols, visitor safety guidelines, staff
training requirements, routine safety inspections, and communication strategies during emergencies. The objective is
to ensure the safety of all library patrons and staff by establishing clear, efficient, and well-practiced procedures to
manage any emergency situation within the library environment.

1. Purpose
To establish clear and effective procedures for responding to emergencies and ensuring the safety of all individuals
within the library premises.

2. Scope
This SOP applies to all library staff, volunteers, visitors, and contractors within the library.

3. Responsibilities
Library Director/Manager: Overall responsibility for safety procedures and emergency response.
All Library Staff: Familiarize themselves with emergency procedures and participate in regular training and
drills.
Designated Safety Officer: Coordinate evacuations and serve as point-of-contact for emergency
responders.

4. Fire Evacuation Plan
1. Upon discovering fire or smoke:

Activate nearest fire alarm.
Notify emergency services (call 911 or local fire department).

2. Evacuation procedure:
Follow clearly marked exits; do not use elevators.
Assist patrons with disabilities.
Proceed to designated assembly point outside the building.
Do not re-enter until declared safe by authorities.

3. Staff responsibilities:
Check assigned areas to ensure evacuation is complete, if safe to do so.
Account for staff and visitors at assembly point using attendance lists.

5. Medical Emergency Response
1. Call emergency services (911) immediately.
2. Provide first aid, if trained and only within personal capability.
3. Do not move injured/ill person unless necessary for their safety.
4. Assign a staff member to direct emergency responders to the scene.
5. Complete incident report after situation is resolved.

6. Suspicious Packages or Activities
1. Do not touch or move suspicious packages.
2. Evacuate and isolate area around the package.
3. Notify security and call law enforcement immediately.
4. Provide detailed description and location of the package/activity.
5. Follow instructions from emergency responders.

7. Lockdown Protocol
1. Upon notification of lockdown:



Move patrons and staff to nearest secured rooms.
Lock doors, turn off lights, silence phones, and stay out of sight.
Remain quiet and await official "all clear" before leaving.

2. Communicate via designated systems (intercom, email, text alert) if safe to do so.

8. Visitor Safety Guidelines
Clearly display emergency exit routes and contact numbers.
Provide emergency instructions at desks and on digital displays.
Ensure all visitors are informed of proper procedures during emergencies.

9. Staff Training Requirements
All staff must attend initial and annual refresher training on emergency procedures.
Participate in scheduled drills (fire, lockdown, first aid, etc.).
Maintain familiarization with emergency equipment locations (fire extinguishers, first aid kits, AEDs).

10. Routine Safety Inspections
Conduct monthly inspections of fire exits, alarms, extinguishers, and first aid supplies.
Document findings and address deficiencies promptly.
Update safety equipment as needed.

11. Communication Strategies During Emergencies
Use public address system to issue clear instructions to staff and patrons.
Utilize backup communication methods (text, email, megaphones) if primary systems fail.
Designate a spokesperson for communication with media and authorities.

12. Review and Updates
This SOP will be reviewed annually or following any major incident, and updated as needed to reflect best practices
and changes in regulations.

Approved by: _____________________ 
Date: _______________________________
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