
LOWELL PUBLIC LIBRARY SAFEGUARDS FOR A SAFE WORK ENVIROMENT 

AS REQUIRED BY EXECUTIVE ORDER 20-26 

 

 

 

The health and safety of Lowell Public Library employees is top priority.  Lowell Public Library will reopen 

in phases in an attempt to provide a safe environment for both employees and patrons. These phases 

will adhere to all federal, state and local health recommendations for mitigating the spread of COVID-19. 

 

It is expected all employees will adhere to safety measures contained in this document and failure to do 

so may lead to disciplinary action.  This document may be revised and updated as conditions warrant.  

Employees will be notified of any revisions. If any Federal, State or Local mandates supersede the 

following safeguards, the Library will follow the those mandates until such a time as they are lifted or 

these procedures are updated to reflect new standards of operation.  

 

Social Distancing 

 

Social distancing of at least six feet between employees is required at all time, unless situations arise 

which make this impossible i.e. passing in hallways or in the work areas.  Changes in services, hours, job 

duties and schedules may be necessary to meet social distancing standards.  Workstations will be 

adjusted to adhere to the six foot distance. 

 

Employees will be scheduled as close to their approved hours as possible.  Employees will not be 

allowed in work areas unless it is during their normal scheduled hours.  Employs should arrive no earlier 

than 15 minutes before the start of their shift. 

 

According to CDC guidelines social contact in the workplace should be limited.  Use of emails or phone 

calls is recommended whenever possible. 

 

Respect for co-workers workspace is essential to protect all employees.   Refrain from using co-workers 

desks, phones, computers or other items in their workspace.  It is recommended that employees carry 

their own writing implements.  Shared workspaces should be disinfected regularly, especially at the 

beginning of each shift. Things such as phones, computers and chairs should be used by one employee 

per shift.  If it becomes necessary to use another co-workers area, it must be disinfected first.  All shared 

and public use computer keyboards will be fitted with protective covers and should be disinfected 

regularly along with the corresponding mouse. 

 

Employees may be asked to contribute to basic cleaning and disinfecting of certain shared or multiple 

use surfaces.  These surfaces include, but are not limited to door handles, light switches, countertops, 

phones, computers and their related parts, faucets, sinks, shared kitchen surfaces and the microwave. 

 

Social distancing guidelines should also be followed in the break area.  If extra space is needed to 

accommodate this, the conference room is available. All break areas must be disinfected after use. 

 

Basic Infection Prevention Measures 

 

Employees will disinfect their areas and high touch materials at the beginning of each shift using paper 

towels and a designated disinfectant.   



 

Employees should frequently and thoroughly wash or sanitize hands according to CDC guidelines.  This 

includes washing between tasks to avoid cross contamination.  Hand washing instructions will be posted 

at all sinks.  Employees should also wash or sanitize their hands upon arriving to work, before starting 

their shift. 

 

Employees should actively refrain from touching their face, mouth, nose and eyes, while at work.  They 

should also practice respiratory etiquette, such as covering mouth and nose while sneezing or coughing. 

 

If possible interior doors can be left open to decrease the need to touch handles and doorknobs. 

 

Utilizing Personal Protective Equipment (PPE) 

 

All employees will be provided cloth masks.  Instruction on the proper use of these masks will be 

available throughout the library and posted on the R drive.  

 

All employees are required to wear a mask while in patron accessible areas of the library.  Employees 

are responsible for proper care and cleaning of their masks. 

 

Gloves are limited in availability and should only be used for designated activities, such as curbside 

pickup and cleaning.  Frequent hand washing and sanitization are required. 

 

Face masks, gloves and other PPE do not ensure protection from contamination.  This equipment is only 

as safe as the last item with which it came into contact.  Improper use of PPE is less effective than using 

no PPE.  

 

  

 

Monitoring Individual Health and Wellness 

 

All employees will monitor how they feel and be aware of the potential symptoms of COVID-19.  If an 

employee does not feel well, exhibits any COVID-19 symptoms or has a temperature above 100.4, the 

employee must stay home.  COVID-19 has a wide range of reported symptoms.  These symptoms may 

appear 2-14 days after exposure and can appear singularly or in combinations.  Symptoms include 

cough, shortness of breath, difficulty breathing, fever, chills, repeated shaking with chills, muscle pain, 

headache, sore throat, loss of taste or smell. 

  

If you are feeling ill, follow the CDC’s recommendations on what to do if you are exhibiting symptoms: 

https://www.cdc.gov/coronavirus/2019-ncov/downloads/sick-with-2019-ncov-fact-sheet.pdf. 

 

Handling Library Materials 

 

The handling of library materials is one of the most important processes due to the potential of virus 

transmission on shared items.  Based on current studies the virus can remain present on certain library 

materials up to 72 hours.   

 

All item returns must come through the library book drop.  Employees will remove items from the book 

drop and check items in.  They will change the status to unavailable in the system.  Holds on items will 

https://www.cdc.gov/coronavirus/2019-ncov/downloads/sick-with-2019-ncov-fact-sheet.pdf


be disregarded for the duration of the 72 hour quarantine.  Lake County and SRCS items returned 

through the book drop will also be quarantined.  Staff are required to wash hands as well as clean their 

work station after handling book drop items. 

 

Designated carts will be used for emptying book drops and will not be used for other activities.  

 

Items will be checked in and made available after the 72 hour quarantine.  Items checked in are 

available for shelving or holds. 

 

Items that are transferred via the Lake County courier do not need to be quarantined as the item is 

either coming off their shelf or have already been through the quarantine process at the sending library. 

 

Items that are transferred via the SRCS courier will be quarantined for 72 hours before processing. 

 

Cleaning and Disinfecting Procedures 

 

Cleaning removes germs, dirt and impurities from surfaces or objects.  Cleaning alone does not 

necessarily kill germs, but by lowering their numbers, does reduce the risk of spreading infection. 

 

Disinfecting kills germs on surfaces and objects.  This process does not necessarily remove dirt and other 

impurities, but does reduce the amount of germs, therefore lowering the risk of spreading infection. 

 

A combination of cleaning and disinfecting is the most effective course for controlling the spread of 

infection.  

 

Custodians are responsible for the daily cleaning of the building. 

 

All other employees are responsible for disinfecting as it will be an ongoing process.  This process should 

take place as necessary and at the beginning and/or ending or each shift. 

 

Proper disinfecting protocol includes four steps: 

1) Pre-cleaning, which removes dirt and impurities from a surface or object. 

2) Disinfecting which is the amount of time a solution should remain on the surface or item being 

 disinfected.  For the purposes of the Lowell Public Library this time will be 5 minutes with our 

 current disinfectant. 

3) Wiping clean, which removes any excess disinfectant. 

4) Rinsing with water is the final step.  Our current disinfectant only requires this step if it was used 

 on floors. 

 

Due the availability of disinfectants, these steps are subject to change. 

 

Infection Disease Outbreak Plan 

 

Employees who appear to have symptoms upon arrival at work or who become sick during the day 

should immediately be separated from other employees and sent home.  The current supervisor should 

be notified immediately and the Lowell Public Library will follow all Public Health Recommendations for 

Community-Related Exposure. 

 



If a sick employee is suspected or confirmed to have COVID-19, CDC protocol for cleaning and 

disinfecting will be followed. 

 

Employees will inform the Director or Business Manager if they have a sick family member at home with 

COVID-19 or have otherwise been exposed. 

 

Sources 

 

https://www.cdc.gov/coronovirus/2019-nov/community/guidance-business-response.html 

 

https://www.osha.gov/Publications/OSHA3990.pdf 

 

Society of HR Management 

 

 

*Check our website for this and other COVID-19 information. 

 

http://www.lowellpl.lib.in.us/ 
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