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Call 9-911 
Oregon State Library 

250 Winter St. NE 

 

 

 

 

 

 DO NOT MOVE VICTIM. 

 Keep the victim calm. 

 Tell victim we are not allowed to 

move them due to safety issues. 

Medical personnel are on the way. 

 General Public: get victim’s name, 

phone number, a contact name, and 

contact number. 

 Staff or Volunteer: contact 

Operations Division. They will 

access emergency form for contact 

name and information. 

 DO NOT transport emergency 

victim in personal cars. 

Activate Nearest Fire Alarm 
. 

 Evacuate the building. 

 Follow the Emergency Floor 

Evacuation Plan. 

 

STAY CALM. 

 If possible take small personal 

necessities such as keys, purse, 

medications, glasses, and coat. 

 Close the door to your office, if 

possible, this helps to contain the 

fire. 

 Use stairways, not elevators. 

 Report to the designated evacuation 

area – Willson Park fountain area. 

 DO NOT re-enter the building until 

instructed to do so. 

 

 

 

 

 

 

Follow the instructions as quickly, calmly, and 

discretely as possible.  If evacuation is necessary, 

meet in the Assembly Area to check in. 

 

Wait for the “all clear” message from the manager 

or his/her delegate before returning to work as usual.  

 

The manager will notify staff of the emergency and 

provide instructions via building-wide email  

(subject “emergency”, mail to 

OCP_State_Library_Building_Alerts@listsmart.osl.

state.or.us) and one or more of the following 

methods depending on the situation:  

 

 Building-wide intercom (Phone Feature 60, 

follow the prompts before speaking.) 

 Spark broadcast starting with “Emergency”. 

Right click All State Library, click broadcast 

message to group 

 

The manager may delegate these notification 

duties to another staff member if the manager is 

needed elsewhere to deal with the emergency.  

 

ACCIDENT or MEDICAL 

EMERGENCY 

FIRE 

DISRUPTIVE or 

DANGEROUS PEOPLE 

1. Press the ‘panic button’ or call mall 

security 503-375-3555 in dangerous 

situations. 

2. Notify manager of situation and s/he will 

take it from there (Can’t find a manager; 

call 503-378-8800.) 

 

Dial CALLsmart phone line: 

503-378-8800 

Say: “I have an emergency at 

(location). Send a Manager ASAP.” 
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Call Mall Security 

503 375-3555 

 

 

 

 

STAY CALM. 

Complete the Bomb Threat Card 

located by your phone. 

Do not use the Fire Alarm 

 Follow State Police Mall Security 

Instructions. 

 Follow directions from Managers 

and Blue Hats. 

What to look for: 

 An obvious or apparent bomb.  
(DO NOT TOUCH!) 

 An unidentified bag or package. 
(DO NOT TOUCH!) 

 A strong natural gas odor. 

Duck, Cover and Hold On 
During the Earthquake.  

 Duck under a table or desk, or stand 

near an interior wall. 

 Cover your head. Hold on until the 

shaking stops. 

STAY CALM. 

 Be prepared for after shocks. 

 Look for anyone who might need 

first aid in your area. 

 Note location of anyone who is 

trapped or injured.  Do not move 

seriously injured persons. 

 Do not exit building until shaking 

has stopped and it is safe to exit. 

 Follow the Emergency Floor 

Evacuation Plan. Use stairways, not 

elevators. 

 Report to the designated evacuation 

area – Willson Park fountain area. 

 Do not re-enter the building until 

instructed to do so. 

Call 9-911 
Oregon State Library 

250 Winter St. NE 

 

 

 

 

 

SPILLS INSIDE THE BUILDING: 

 DO NOT go near the area. 

 DO NOT evacuate the building. 

 Stay in a sheltered area. 

SPILLS OUTSIDE THE BUILDING: 

 DO NOT evacuate the building. 

 Follow directions from Managers 

and Blue Hats. 

 Close all doors and windows. 

 DAS will shut down the air system. 

 Evacuate the building when directed 

to do so. 

 Report to the designated evacuation 

area – Willson Park fountain area. 

 

BOMB THREAT EARTHQUAKE CHEMICAL SPILL 

Dial CALLsmart phone line: 

503-378-8800 

Say: “I have an emergency at 

(location). Send a Manager ASAP.” 

Dial CALLsmart phone line: 

503-378-8800 

Say: “I have an emergency at 

(location). Send a Manager ASAP.” 


