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This Emergency Plan has been prepared for two purposes. The first is to provide a ready source of information for 

the personnel involved in an emergency and the second is to provide a reference document for review and training. 

 

This Emergency Plan is a living document, which will be revised as needed to reflect changes in physical conditions 

including inserts and response philosophy. The format is designed to make insertions, deletions and modifications 

as simple as possible so that the basic outline can remain intact even though details may be revised. 

 

One of the most difficult concepts to incorporate into emergency planning is that relating to escalation of an incident 

from a small event to a major disaster. Not all emergencies start out full-blown. For example, an appropriate 

response to a reported smoke odor would be to survey the area and locate the source. The discovery of a well- 

established fire would usually call for an immediate building evacuation. The plan recognizes this escalation factor 

by requiring both mandatory Primary Notifications to assure the early involvement of the most knowledgeable 

available personnel and Secondary Notifications that depend on the specific conditions encountered after the initial 

response. 

 

It is not possible for any emergency plan to cover all contingencies, nor can it replace the judgment of qualified on- 

scene personnel in dealing with often complex scenarios. The plan must provide positive direction to those 

responding who usually have only limited experience in coping with such events. However, the plan should not be 

interpreted so rigidly or viewed as so complete as to inhibit the flexibility needed to deal with unanticipated 

situations and conditions. 

 
 

Emergency Contact List 

 
Emergency 

 

Library Director 

Anna Souannavong 

911 

Office (585) 429-8298 

Cell Phone (585) 585-507-8154 

Assistant Director 

Mike Boedicker 

 
(585) 429-8219 

Cell Phone (595) 690-3587 

 

Senior Librarians 

Mary Jo Smith 
Cell Phone (585) 919-9111 

Home Phone (585) 624-7888 

 

Heidi Jung 
Cell Phone (585) 739-1095 

Home Phone (585) 247-2792 

 

Town of Gates Supervisor 

Cosmo Giunta (585) 249-8210 
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Definitions 

Incident Commander 

That person designated in the Disaster Recovery Plan to take charge of coping with the incident at the scene. A 

more qualified person than the Library Director, senior librarian, or public official, during the course of an 

emergency, can relieve the initial Incident Commander. In most instances, public officials have statutory authority 

to take command upon their arrival, in which case library employees are to then render assistance and advice as 

required. 

 
 

Command Post 

A location established by the Incident Commander as the primary place for the receipt and dissemination of 

information dealing with the emergency. 

 

Inclement Weather: Genesis Pediatrics lobby. 

Good Weather: At far end of Gates Public Library parking lot. 

 
 

Primary Notification 

Person or functions that are to be notified immediately after an emergency condition is identified. The person 

initially observing the emergency condition will normally notify Library Director, who will in turn, perform the 

other primary notifications. 

 
 

Secondary Notification 

Persons or functions that may have to be notified, depending on the manner in which the emergency occurs or 

develops. The library, at the request of the Incident Commander, normally performs secondary notifications. 

 
 

Primary Response 

The initial response normally expected from those receiving primary notification of the emergency. 

 
 

Key Factors 

 

Communication Systems 

The building telephone system can be used to reach the Library Director or Senior Librarians. 

 

There are also fire alarm pull boxes distributed throughout the building; usually opposite stairwells. These may also 

be used to notify the appropriate building occupants. 

 

In the event that the fire alarm and/or public address system is inoperative, staff will be charged with personally 

requesting employees to evacuate. Each person should also notify other librarians of an emergency. 

 
 

Elevator Use 

The elevator should not be used during an emergency evacuation. If it should become stuck or disabled, the 

occupants could be trapped inside. 

 
 

Emergency Equipment 

Public emergency services normally utilize their own equipment brought to the scene. 
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Automatic Sprinklers 

Automatic sprinklers protect areas of the building. The sprinklers are designed to quickly control a fire with 

minimum damage and danger to personnel. 

 
 

Handicapped Employees 

During a building evacuation, permanently handicapped employees are to be assisted by the staff or one person 

standing by until instructed by the fire department as to what to do. 
 

Staff in all areas should be alert for any temporarily handicapped employees or visitors and provide assistance as 

needed. 

 
 

Hazardous Chemicals 

Information on hazardous chemicals is contained on Safety Data Sheets (SDS), available at all locations or contact 

the responsible person. 

 
 

Impairments to Fire Protection 

Specific emergency plans have been developed for conditions where fire protection systems are temporarily out of 

service. An occurrence of this nature is to be treated with the same urgency that is applied to handling other 

emergency situations. 

 
 

Media Relations 

Employees should refer any inquiries from the media (press, radio or television) concerning an emergency to the 

Library Director. If the spokesperson is not available, media inquiries are to be handled by available office staff. 

Unauthorized employees are not expected to deal with the media. 

 
 

Post-Incident Responsibilities 

After primary control of an emergency has been accomplished, the Incident Commander, in consultation with Senior 

management, is to initiate any required clean-up activities. The Incident Commander is also to appoint a team of 

qualified personnel to investigate and prepare a written report. As the investigation progresses, personnel may be 

added to or relieved from involvement but the Incident Commander is responsible for follow-up until the report is 

finalized and presented to the Vestry. 
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Off-Site Notification 

In addition to the library and public agencies that may be required for direct emergency control (as indicated on the 

Specific Emergency Response sheets), there are other off-site notifications that may have to be performed during 

or immediately after an emergency. Depending on the nature and extent of the emergency, these can include the 

following as determined by the Incident Commander and other management personnel: 

 

Library Director 

Anna Souannavong 

Office (585) 429-8298 

Cell Phone (585) 585-507-8154 

 

Assistant Director 
Mike Boedicker (585) 429-8219 

Cell Phone (585) 690-3587 

 

Senior Librarians 

Mary Jo Smith 

Cell Phone (585) 919-9111 

Home Phone (585) 624-7888 

 

Heidi Jung 
Cell Phone (585) 739-1095 

Home Phone (585) 247-2792 

 
 

Security During Emergencies 

In addition to the duties outlined on the Specific Emergency Response Sheets, and in the related departmental 

procedures, it is crucial that employees keep unauthorized persons from entering the facility. The same person will 

also control vehicles and pedestrian traffic during the course of an emergency. This includes media representatives, 

spectators and employees who are not involved in the emergency control efforts. All Employees should be aware 

of the necessity to promptly obey directions from management staff under these conditions. 

 
 

Organizational Responses 

Each organizational unit has certain responsibilities during and after an emergency. The manner in which these 

responsibilities are carried out depends on the nature and extent of the emergency. The Primary Response portion 

of the Specific Emergency Response sheets contains the responsibilities of the various organizational units in 

relation to each type of emergency. In addition to these, organizational units may have their own procedures for 

corporate counterparts and unit management and for performing certain other functions related to their specific 

procedures. 
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 BOMB THREAT 

INCIDENT COMMANDER 

Primary 

Anna Souannavong 

Office 

 

 

 
(585) 429-8298 

Cell Phone (585) 507-8154 

Senior Librarian on Duty 
 

PRIMARY NOTIFICATIONS 
Police Department 

 
911 

Fire Department 911 

SECONDARY NOTIFICATIONS 

Anna Souannavong 

Office 

 

 
(585) 429-8298 

Cell Phone (585) 507-8154 

Mike Boedicker (585) 429-8219 
Cell Phone (585) 690-3587 

 

Mary Jo Smith 
Cell Phone (585) 919-9111 

Home Phone (585) 624-7888 

 
Heidi Jung 

Cell Phone (585) 739-1095 

Home Phone (585) 247-2792 

 

PRIMARY RESPONSE 

• Perform Primary Notifications immediately. 

• Formulate plan of action in consultation with Police and Management based on content of message received. 

• Initiate building evacuation. 

• Assign personnel to seal building to prevent entrance from outside. 

POLICE 

• Respond to facility with pre-established manpower and equipment. 

PROPERTY MANAGEMENT 

• Respond to Management, Managers and assist with acquiring facilities and personnel as needed. 

• Keep employees informed as to situation and response. 

SPECIAL CONCERNS 

A bomb threat or a telephone call relating to bombs should not be disregarded. Since bombing is a criminal act, 

police agencies must be notified immediately and are expected to participate in the response and investigation. 
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 CIVIL DISTURBANCE 

INCIDENT COMMANDER 

Primary 

Anna Souannavong 

Office 

 

 

 
(585) 429-8298 

Cell Phone (585) 507-8154 

PRIMARY NOTIFICATIONS 

Police Department 

 
911 

SECONDARY NOTIFICATIONS 

Anna Souannavong 

Office 

 

 
(585) 429-8298 

Cell Phone(585) 507-8154  

Town of Gates Supervisor (585) 249-8210 

PRIMARY RESPONSES 
 

• Perform primary notifications immediately. 

• Stand by to assist as required. 

• Perform secondary notifications as requested by Incident Commander. 

INCIDENT COMMANDER 

Evaluate situation and determine need to request assistance from law enforcement as necessary. 

 

PROPERTY MANAGEMENT 

• Assist with acquiring facilities and vestry as required. 

SPECIAL CONCERNS 

Such incidents include demonstrations, strikes and violent acts. The incident may involve employees, non- 

employees or both. Actions taken should consider the safety of all persons on the premises and the minimization 

of damage to company and personal property. 
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ELECTRICAL EMERGENCY 

INCIDENT COMMANDER 

Primary 

Library Director (585) 507-8154 (cell) 

(585) 429-8298 (office) 

Senior Librarian on Duty 

PRIMARY NOTIFICATIONS 

Gallina Development Corporation 

Before 5:00 PM (585) 654-6650 

After 5:00 PM (585) 370-3005 

 

SECONDARY NOTIFICATIONs 
Vendors or suppliers of damaged equipment. 

Library Director (585) 507-8154 (cell) 

(585) 429-8298 (office) 

 

PRIMARY RESPONSES 

• Perform Primary Notifications immediately. 

• Prepare to assist as requested by Incident Commander. 

INCIDENT COMMANDER 

• Respond to area involved and determine required action. 

SPECIAL CONCERNS 

Prompt and effective repairs require the involvement of those most knowledgeable of the damaged or 

malfunctioning items and may include an electrician or property management personnel. 

 

A follow-up must be done after emergency repairs are made and all preventive maintenance records must be 

updated. 
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SPRINKLER DISCHARGE 

INCIDENT COMMANDER 

Primary 

Library Director (585) 507-8154 (cell) 

(585) 429-8298 (office) 

Senior Librarian on Duty 

PRIMARY RESPONSES 

• Shut off the library’s water valve. 

• Shutoff valve is located in the library’s mechanical room. 

Secondary Notifications 

Library Director (585) 507-8154 (cell) 

(585) 429-8298 (office) 

 
SPECIAL CONCERNS 

Water may damage elevator motor, telephone, and fiber systems. 
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FIRE ALARM 
 

To silence a faulty beeping alarm panel in the Mechanical Room during non-emergencies, press the “Alarm Silence” 

button on the panel and note the error message on the LCD panel.   If Director or Asst. Director are not available, call 

Anna Marie Finnegan with Gallina Development at 585-654-6650 (office) or 585-370-3005 (cell) to report the issue. 

 

 

INCIDENT COMMANDER 

Primary 
Library Director (585) 507-8154 (cell) 

(585) 429-8298 (office) 

Senior Librarian on Duty 

PRIMARY NOTIFICATIONS 

Fire Department 911 
Ambulance 911 

 

Secondary NOTIFICATIONS 

Gallina Development Corporation 

Before 5:00 PM (585) 654-6650 

After 5:00 PM (585) 370-3005 

 

Library Director (585) 507-8154 (cell) 

(585) 429-8298 (office) 

 

INCIDENT COMMANDER 

• Determine need for evacuation 

PRIMARY RESPONSES 

• Perform Primary Notifications immediately. 

• Dispatch staff to direct responding fire apparatus. 

• Perform Secondary Notifications as requested by Incident Commander. 

• Test to water control valve to be certain it is fully open and close only on request of Incident Commander. 

• Shut off utilities if requested by Incident Commander 

Evacuation AREA 
Inclement Weather: Genesis Pediatrics lobby. 

Good Weather: At far end of Gates Public Library parking lot. 
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LEAK or ODOR: CHEMICAL, SMOKE, NATURAL GAS, or WATER 

INCIDENT COMMANDER 

Primary 

Library Director (585) 507-8154 (cell) 

(585) 429-8298 (office) 

Senior Librarian on Duty 

PRIMARY NOTIFICATIONS 

Gas & Electric Provider 1-800-743-1702 

Fire Department 911 

 

Gallina Development Corporation 

Before 5:00 PM (585) 654-6650 

After 5:00 PM (585) 370-3005 

 

PRIMARY RESPONSES 

• Perform Primary Notifications immediately. 

• Dispatch librarian to area involved. 

• Dispatch additional personnel as required to keep people from entering area of danger or building. 

• Perform Secondary Notifications as requested by Incident Commander. 
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MENTAL HEALTH 

EMERGENCY 

 
FOR MENTAL HEALTH EMERGENCIES CALL LIFELINE AT 

211 or (585) 275-5151 or TEXT to 898-211  

INCIDENT COMMANDER 

Primary 

Library Director (585) 507-8154 (cell) 

(585) 429-8298 (office) 

Senior Librarian on Duty 

PRIMARY NOTIFICATIONS 

Ambulance 911 

SECONDARY NOTIFICATIONS (If required by conditions) 

Fire Department 911 

 

PRIMARY RESPONSES 

• Stay calm. Talk slowly and use reassuring tones. 

• Be willing to listen. Allow individual to express their feelings. 

• Be non-judgmental. Don't debate whether their feelings are legitimate, rational, or bad. 

• Ask the individual if there is a relative or family member that you can contact for help. 

EMERGENCY MEDICAL SERVICES 

• If the individual threatens suicide, have another staff member discretely call 911. Keep the individual engaged 
in conversation and encourage them to stay at the library until help arrives. 

 

SPECIAL CONCERNS 

A mental health emergency can consist of a wide range of medical conditions. Some common mental health 

conditions are: depression, dementia, bipolar disorder, schizophrenia, post traumatic stress disorder, and panic 

attacks. 

 

Our purpose is not to diagnose the individual, or take on the role of a social worker or mental health professional. 

Rather, our objective is to assess whether they are an immediate threat to themselves or others. 
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MEDICAL EMERGENCY 

INCIDENT COMMANDER 
Primary 

Library Director (585) 507-8154 (cell) 

(585) 429-8298 (office) 

Senior Librarian on Duty 

PRIMARY NOTIFICATIONS 

Police Department 911 

SECONDARY NOTIFICATIONS 

Ambulance 911 

 

PRIMARY RESPONSES 

• Perform Primary Notifications immediately 

• Perform CPR, Heimlich Maneuver, or use AED machine if necessary. 

• Dispatch paramedics to area involved. 

• Perform Secondary Notifications if needed. 

EMERGENCY MEDICAL SERVICES 

• Provide requested medical equipment and personnel 

 
SPECIAL CONCERNS 

If a medical emergency is the result of fire, explosion, weather conditions, chemical leak or similar primary event, 

the specific Emergency Response for the primary event should be followed. The person designated Incident 

Commander for the primary event is to be in charge. 
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UTILITY OUTAGE: ELECTRICITY, NATURAL GAS, PHONE, and 

WATER 

INCIDENT COMMANDER 

Primary 

Library Director (585) 507-8154 (cell) 

(585) 429-8298 (office) 

Senior Librarian on Duty 

PRIMARY NOTIFICATIONS 

Gas & Electric Provider:  1-800-743-1702 

     RG&E 

     Account # (902 Elmgrove): 2002-2384-299 

     Account # (904 Elmgrove): 2002-9153-564 

 

  

PRIMARY RESPONSES 

• Perform Primary Notifications immediately. 

• Perform Secondary Notifications and assist as requested by Incident Commander. 

• Determine the effect of lack of heat, ventilation, power, cooling, etc., on all protective and operating systems 
and take necessary action to minimize damage and down time. 

 

SECONDARY NOTIFICATIONS (As required by conditions): 

Library Director (585) 507-8154 (cell) 

(585) 429-8298 (office) 
Gallina Development Corporation 

Before 5:00 PM (585) 654-6650 

After 5:00 PM (585) 370-3005 

 

INCIDENT COMMANDER 

• Determine potential duration and effects of outage and arrange for orderly shutdown of operations and 
equipment. 

 
SPECIAL CONCERNS 

May need a qualified electrician to restart some electrical equipment. 

 

 

PHONE SYSTEM PROBLEMS: 

 

When the phones go down, the librarian in charge should: 

1. Contact Town (using a cell-phone) at 585-247-6100 to check if the outage is an isolated issue for the library 

or an issue at town hall as well. 

2. If it is an isolated issue, contact SYSTMS of NY (585-429-8239) for an outage update and complete any 

instructions they provide, if any. 

3. If SYSTMS of NY is not responsive/available, Google “Spectrum Outage Gates NY” to see if it’s a known 

issue locally. 

4. Notify the MCLS list that the "Gates phones are down." 

5. Escalate the issue and notify Mike and Anna or Business Services (Brenda/Nan).  

It’s possible that only some library phones will be affected by an outage, as the library uses two kinds of systems: our 

VOIP phones have large, fixed LCD panels; and our Digital Phones have small, tiltable LCD panels. 
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ACTIVE SHOOTER 

INCIDENT COMMANDER 

Primary 

Library Director (585) 507-8154 (cell) 

(585) 429-8298 (office) 

Senior Librarian on Duty 

PRIMARY NOTIFICATIONS 

Police Department 911 

Ambulance 911 

 

PRIMARY RESPONSES 

Run 

Get as many patrons and staff to exit the building to a safe location. 

 

Hide 

Get into a room, lock door or place heavy objects against door. Turn off cell phone and lights. 

 
Fight 

If you cannot run or hide, and you have to take down the shooter, use a fire extinguisher or chair. Commit 

to taking the shooter down. 
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WEATHER EMERGENCY 

INCIDENT COMMANDER 

Primary 

Library Director (585) 507-8154 (cell) 

(585) 429-8298 (office) 

Senior Librarian on Duty 

PRIMARY NOTIFICATIONS 

Library Director (585) 507-8154 (cell) 

(585) 429-8298 (office) 

 

Senior Librarian on Duty 

Library Board President (If library is to be closed early.) 

 

Secondary Notifications 

Notify 13 WHAM that library is closing. 

• Log on to 13wham.com/weather/closings/school-closings-admin. 

• Username: 057600 

• Password: 0558 

Notify WHEC 10 NBC that the library is closing. 

• closings.whec.com 

• Username: 2091 

• Password: 1533 

Notify staff if the library is closing or will be delayed in opening. 

 

Primary Responses 

• Coordinate weather emergency closing if needed. 

• Determine need to evacuate or take cover based on prevailing conditions. 

• Perform appropriate shutdowns and damage reduction activities. 

• If the library closes early, library materials returned the next day should be back dated. 

http://13wham.com/weather/closings/school-closings-admin
http://closings.whec.com/
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Zombie apocalypse 

INCIDENT COMMANDER 

Primary 

Library Director (585) 507-8154 (cell) 

(585) 429-8298 (office) 

Senior Librarian on Duty 

PRIMARY NOTIFICATIONS 

Library Director (585) 507-8154 (cell) 

(585) 429-8298 (office) 

 

Senior Librarian on Duty 

 

Secondary Notifications 

Center for Disease Control 

National Security Agency 

 

Primary Responses 

• Determine whether any individuals in close proximity to you are displaying symptoms of infection. 
Symptoms include, but may not be limited to: mental confusion, aggression, insatiable hunger for human 

flesh. 

• Create improvised weapons using pipes, garbage can lids, hockey sticks, and flammable materials. 

• Isolate yourself from infected individuals by taking refuge in remote scientific research facilities, missile 
silos, abandoned mines, offshore oil rigs, jails and prisons. Barricade windows, doors. 

• Hoard provisions necessary for survival: food, medicine, water. 

SPECIAL CONCERNS 

Victims of zombies may become zombies themselves. Zombie pathogens spread exponentially, quickly 

overwhelming emergency services and military organizations. Complete societal collapse is a likely, if not 

inevitable outcome. After the initial outbreak, provisions will dwindle, and other groups of desperate survivors 

may become a greater threat than the zombies themselves. 
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Annual Plan Review Sign Off 

This plan is to be reviewed annually. Changes to the plan must be identified and new copies distributed. 

Date Last Reviewed: May31, 2022 

Reviewed by: Mike Boedicker 

 
 

Adopted: September 21, 2006 

Revised: May 31, 2022 


