Procedures for evacuating mobility impaired readers during emergencies. 
In the event of a fire there will be a loud continuous alarm and readers should leave the building immediately via the nearest fire exit.  Do not use the lifts.

Disabled users of the Library, and especially those with mobility impairment, are advised to draw up a Personal Emergency Evacuation Plan (PEEP) in conjunction with the Disability Liaison Officer (email: reference@lib.cam.ac.uk).  Each PEEP will be individually tailored and specific to use in this Library. 
Advice and support on writing a PEEP is available here: http://www.admin.cam.ac.uk/offices/em/safety/fire/publications/Personal%20Emergency%20Evac%20Plan.pdf
When formulating the PEEP the distinction should be made between core hours and non-core hours and it is probable that two plans should be created; one catering for each possibility.

1. Core Hours

Monday-Friday 9-5
During normal core working hours no special arrangements are necessary for mobility impaired users. Readers with large wheelchairs may find some areas of the Library difficult to manoeuvre, but the majority of spaces, especially the various reading rooms, are completely accessible. The Library has a variety of lifts, some of which will not accommodate large wheelchairs. Users with special requirements should aim to develop a familiarity with those lifts that suit their equipment.

Readers who are not able to negotiate the open stacks due to mobility impairment should enquire in the main Reading Room. A fetching service can be arranged with the Disability Liaison Officer (email: reference@lib.cam.ac.uk).
Emergency Procedures
The Library has a two-stage alert system with an intermittent (warning) alarm and a continuous (evacuation) alarm. 

Normally when the intermittent alarm sounds no immediate action is necessary. However, mobility impaired readers may find it advisable to save computer files and prepare to leave the building at this time. If on the upper floors of the open stacks, they should make their way to the staircases between the wings and the fronts and wait. This area is checked by fire wardens who will be able to make arrangements for evacuation by Evac-Chair should this become necessary.  

At all times during emergencies readers should listen for and follow the instructions given over the public address system. If the alarm is discovered to be false an announcement to this effect will be made and readers may carry on as normal.  

If the evacuation signal is given, readers who require assistance should immediately make their way to the staircases between the wings and the fronts and await assistance from the fire wardens who will arrive shortly.

2. Non-core Hours 
Monday-Friday after 5pm and all day Saturday 
During non-core hours the Library operates a one-stage alert system. Readers and staff should evacuate immediately when the alarm sounds.

During non-core hours staff cover is reduced and staff are therefore not able to provide such assistance as may be required.

Readers with mobility impairment are requested to limit their use of the Library to the first floor only and more particularly, depending on their requirements, to either the West Room (for more general closed access items) or the Rare Books Reading Room (for material from the Manuscripts, Maps, Anderson (music) or Rare Books Rooms).

By special arrangement, and subject to the normal fetching restrictions (see below), items will be fetched to these two rooms specifically for those users.  A fetching service for books from the open stacks will also be offered.
The Aoi Reading Room, although open during all non-core hours, is unstaffed, and as such unlikely to be checked for readers during emergencies. Therefore readers using these rooms will be responsible for their own evacuation during emergency situations.
On weekdays readers who are using the Manuscripts Reading Room, Map or Anderson (Music) Rooms should move to the Rare Books Reading Room at 5pm and request that any material they are consulting should be transferred accordingly. 
Emergency Procedures
Provided the guidance above has been followed readers with mobility impairment should be working in either the West Room or the Rare Books Reading Room and these two rooms therefore have special procedures in place. 

Rare Books Reading Room: 
When the emergency alarm sounds a member of staff is designated to assist or accompany the disabled user to the first floor Helpdesk balcony. There the senior member of the Reader Services Desk in the Entrance Hall or the Duty Officer is made aware of the presence of the reader. Should evacuation by Evac-Chair or assistance by the Fire and Rescue personnel be necessary, the staff from the Reader Services Desk or Duty Officer will help. Under no circumstances should the lifts be used. 
If this route is impeded, the member of staff and the disabled reader move to an area on the first floor that is closest to a fire exit on the floor below and use the nearest telephone to inform staff at the Reader Services Desk (33030) or the Duty Officer of their location. If evacuation becomes necessary the Fire and Rescue personnel will be sent by staff at the Reader Services Desk or the Duty Officer to this location. 
On Saturdays a mobility impaired reader should stay in the room while staff summon help.
West Room:
When the emergency alarm sounds a member of staff is designated to assist or accompany the disabled user to the first floor Helpdesk balcony. There the senior member of Reader Services Desk in the Entrance Hall or the Duty Officer is made aware of the presence of the reader. Should evacuation by Evac-Chair or assistance by the Fire and Rescue personnel be necessary, the staff from the Reader Services Desk or Duty Officer will help.  Under no circumstances should the lifts be used. 
On Saturdays a mobility impaired reader should stay in the room while staff summon help.
Normal Fetching Restrictions:

Commonwealth Room: 
· Weekday evening. Fetching ceases at 6.20pm.

· Saturday. Fetching ceases at 12.30pm
Manuscripts Reading Room:
· Closed Saturday pm. Items from this collection can only be ordered in the Manuscripts Reading Room before 12.15pm.  Items can be consulted, by arrangement, in the Rare Books Reading Room on Saturday afternoons.
· Weekday evening. Fetching ceases at 5pm. 
Rare Books Reading Room:
· Saturday pm. Fetching ceases at 4pm
· Weekday evening. Fetching ceases at 6.20pm
West Room:
· Saturday pm. Fetching ceases at 4pm
· Weekday evening. Fetching ceases at 6.20pm
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