
Receiving Library Materials COVID-19 (for staff)  
 

COVID-19 Book Return procedure and information for staff  
 
 

• Starting May 1, 2020 we will begin receiving library materials through book drops. 
 

• Book drops will be open during curbside pick-up hours at Warrenton and Bealeton libraries.  
(M,T,W 10-6; Th, F 10-5; Sat 10-2) 
 

• At Warrenton the book drop for receipt of materials is at the 11 Winchester St. entrance.  
Materials placed in this drop fall into a bin placed inside a locked closet in the library lobby. 
Warrenton can accommodate 2 bins filled per weekday and 1 bin on Saturdays.  
 

• The area for curbside pick-up in Warrenton will be reconfigured to allow patrons access to the 
book drop and still allow staff to get out to the pick-up table without coming close to patrons.   
 

• At Bealeton the book drop is the AV book drop that sits on the sidewalk near the staff entry 
door.  Bealeton can accommodate 1 bin per day. 
  

• At the John Marshall library 1 book drop at a time, with 2 days available for returning books at 
JM each week.  Those days are Fridays and Mondays. 
 

• Empty bins will be labeled and dated for “in use”, “in quarantine”, and “ready to empty/clean” 
dates. 
 

• Once the allotted number of bins are filled each day, book drops will be locked until the next 
library opening.  
 

• Filled bins are removed and placed in quarantine at the start of each day and a fresh bin 
replaces it. 
 

• At Warrenton materials will be quarantined primarily in the program room with space between 
the adult reference shelves available too.  At Bealeton materials will be quarantined in the 
magazine reading area at the far end of the building.  John Marshall materials will remain in the 
locked book drop for quarantining.  
 

• Bins are quarantined for 72 hours; emptied on the fourth day.  
 

• As the bins are emptied, the exterior of items will be wiped down with cloths dampened with 
disinfecting solution, provided by General Services.  Staff will be provided gloves and masks to 
wear during this procedure. 
 

• Materials should be sorted and placed on carts as they are cleaned. 
 

• Once bins are empty, they will be sprayed and wiped down then put back in circulation for 
receiving materials.  
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• After quarantined and cleaning, materials will be checked in and shelved or forwarded to next 
patron waiting for the item.  
 

FAQs:  

ILL manager will contact ILL patrons and arrange for return of these checked out items so they might be 
returned to their home libraries. Quarantine in a labeled book crate for 3 days.  

We will not accept Hotspots and Tablets in the book drops.  

Other items, too large for drops, like Box of Books and Nature Back Packs and Book Club Kits can be left 
on the table out front. Ideally patrons will call when dropping off large items (PIC will add this to 
information for patrons) 

A postcard printed on colored cardstock will provide patrons picking up materials with information 
about returning them.  Information went out to press and patrons electronically on April 27. 

We will remain fine free at this time. Check-ins will be back dated to March 15 if needed. 

We will review the relaxation on check out limits around May 8.  

Courtesy notices will be adjusted for new situation  

We will no longer renew “on hold” items after May 1. Warrenton circulation staff will not send out bills 
for replacements until directed to do so by Library Administration.  

Please use the following in response to patron questions:  

Question: How do I know the materials I am checking out are safe?  
Answer: All returned materials go through a quarantine and cleaning process approved by the County’s 
Department of Fire Rescue and Emergency Management.  

Question: I thought we were supposed to hold onto materials until the library reopened. Are overdue 
fines being charged?  
Answer: We are not charging fines on materials due after March 16 but the book drops are open giving 
patrons the option to return materials.  

Question: Why aren’t the book drops in Marshall open every day? 
Answer: The number of books we can accept each day is limited by the number of return bins available 
and the time needed to quarantine returned items. We only have enough bins for Marshall to be open 
Monday and Friday weekly. 

Staff are reminded that they have leeway to work with patrons who are in quarantine regarding 
renewing materials and adjusting due dates.   

And thank you staff, for continuing to provide the courteous service our patrons are accustomed to 
receiving even in these trying times.    


