
COVID 19 LIBRARY BUILDING REOPENING 

PHASED PLAN 

PHASE 1: 
 

 Library buildings are closed to the public. Staff members who feel comfortable doing so 
come in to prepare to reopen the building.  

o Prepare safe checkout area 
 Sneeze guards 
 Tape areas to conform to 6 foot social distancing guidelines. 

o Process returned materials using the following guidelines: 
 

We have been told that the safest way to quarantine our books and other returned materials is 

to put them in a designated spot for 72 hours (3 days). There is now a large plastic tote with a 

red lid in the back room. When items are returned, do the following: 

 WEAR GLOVES!! 

 DO NOT CHECK THE ITEMS IN YET. 

 Put a rubber band around the items and place a note with the date written on it. 

 Place the items in the bin. You can place them on top of other items in the bin AS LONG 

AS THEY ARE PUT IN THE SAME DAY. They will not contaminate each other. 

 Use separate bin for each day’s worth of items returned. 

 For children’s items, prepare the items the same way, but put them on the tables in the 

meeting room downstairs. 

 Items must remain in this secluded area for 72 hours (3 days). 

 After the 72 hour time period has lapsed, check in the items and shelve as usual. 

 Any packages which come in the mail that have CARDBOARD packaging should remain 

unopened for 24 hours, as it has been determined that the virus will only live on such 

surfaces for 24 hours.  

 Any packages which come in the mail with PLASTIC packaging, need to be quarantined 

for the 72 hours. 

 We have been advised NOT to use the disinfectant wipes on the books and movies as it 

can cause damage. 

PHASE 2: 

 Library reopens using curbside service only. We will also be having reduced hours. 

o Patrons may call in their requests and staff will check out the items to them and 

take them out to their car. 

o RAILS will likely make Encore such that patrons will only be able to place holds 

on our own items. In that scenario, these requests will be found on the paging 

list, and processed as such.  



o The number of new items that can be checked out will be limited in order to 

make sure that all patrons have opportunity to use them. We will still circulate 

items for two weeks, and when they are returned they will be quarantined for 3 

days before being allowed to go out again. 

 
PHASE 3: 
 

 Limited Patron access. 
o Number of patrons allowed in the library at a time will be limited. Exact numbers 

will be dealt with on a trial and error basis. 
o There will be no toys, puzzles, games, etc.  
o Computers will be available with limited access and the number of computers 

will be reduced to comply with social distancing regulations.  
 
PHASE 4: 
 

 Majority of library services are reintroduced with limitations on larger groups, meetings, 
and programs.  

 
PHASE 5: 
 

 Full service is restored with “new normal” guidelines in place. 
 
 

 
COVID 19 LIBRARY BUILDING REOPENING 

PROCEDURAL DETAILS 
 

Hygiene Practices:  
 

 Clean your hands often. Wash your hands with soap and water, vigorously rubbing 
together front and back for 20 seconds, or use alcohol based hand sanitizers, rubbing 
hands until they are dry. 

 Cover your mouth and nose when you sneeze or cough. Or sneeze into a tissue and 
then throw it away; use your arm or sleeve to cover if you do not have a tissue. 

 Avoid touching your eyes, nose, or mouth. Germs need an entry point. 

 Clean shared surfaces and equipment often. Use disinfectants to clean commonly 
touched items such as doorknobs, faucet handles, copy machines, desk tops, handrails, 
microwave buttons, keyboards, and elevator buttons. 

 Stay at home when you are sick. When you are sick or have flu symptoms, stay home, 
get plenty of rest, check with a health care provider as needed, and notify the Library as 
needed. 
 



Physical Distancing Practices 
 

 Avoid meeting people face-to-face. Staff are encouraged to use the telephone or email 
to conduct business as much as possible, even when participants are in the same 
building.  

 Eliminate unnecessary travel and cancel or postpone nonessential meetings, gatherings, 
workshops, and training sessions. Use online training methods. 

 Do not congregate in work rooms, staff rooms, or other areas where people socialize. 
Keep six feet apart. 

 Encourage staff members to request information and materials via phone and email in 
order to minimize person-to-person contact. Have the materials and information ready 
for fast pick-up or delivery. 

 
Illness Practices 
 

 Cold, Influenza (Flu) – According to the Illinois Department of Public Health, other 
respiratory viruses are currently circulating in Illinois. Fever, coughing, and difficulty 
breathing are associated with these viruses. Staff members exhibiting any of these 
symptoms or other signs of illness should stay home or will be asked to return home. 
Staff members should not return to work until all signs and symptoms are gone, 
including being fever free for at least 24 hours while free from medication. 

 COVID 19 – If a staff member has signs or symptoms indicating COVID-19 (fever and/or 
symptoms of acute respiratory illness), the staff member will be asked to notify Human 
Resources and seek medical assistance. Staff members who have tested positive for 
COVID-19, may be asked to submit a doctor’s note indicating they are fit to return to 
work prior to returning. 

 Increased vulnerability to illness: Based on CDC recommendations and other guidance, 
staff members with underlying health conditions may be asked to stay home. 
 


