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PANDEMIC POLICY

Background

The purpose of this policy is to establish the protocol that will be used in the event of a pandemic.  If there is a serious infectious disease outbreak, the library must plan for staff being unable to report to work.  In addition, other public health measures may require limiting or canceling social and public gatherings, quarantines and/or other social distancing measures which can impact library hours and services.    If there is a serious infectious disease outbreak, recovery may be slow and it is important to ensure that core business activities of the library can be maintained for several weeks or more with limited staff and reduced hours.    

The library staff and board are committed to providing excellent library service while doing all they can to support the health of the community.

Closure/Curtailed Hours

Closure

The library will close due to pandemic if (1) Carmel schools close (2) a mandate order or recommendation for closure is issued by public health or government officials on the local, county or state level (3) fewer than three staff members are able to report to work.  

In the event of closure, the Library Director or designee will follow the communication procedures.
No overdue charges will be assessed for library materials during this period.  
The exterior book drop will be kept open and will be cleared every four days as long as possible.  

In the event of a closure of more than five business days, the Mid-Hudson Library System will be notified and asked to remove the Reed Library from the paging list for holds.  As soon as a re-open date is confirmed, MHLS will be notified of the date.
Curtailed Hours

In that event that only three library staff are able to report to work, library hours will be curtailed.  Shortened hours will be Monday, Wednesday, Friday and Saturday 10 to 1 and Tuesday and Thursdays 5 to 8.  

Story Times and Programs

Story times and programming will continue as library hours and staffing permit.

Staffing and Compensation
If the library is open, healthy staff are expected to report to work.  In the event of curtailed hours, staff who work will be paid for their regularly scheduled hours.  Staff unable to work will use PTO.   In the event of closure, all staff shall be compensated for their regularly scheduled hours.  

Communication

In the event of curtailed hours or closure necessitated by pandemic, effective communication is a priority.  Information will be posted on the library’s homepage, Facebook page, Instagram, local media (WHUD) and on a sign outside the library.  Every effort will be made to keep the information current.

Critical Administrative Tasks

Payroll  This is our most vulnerable point as payroll checks require two signatures and only two people have signing authority.   I am looking into direct deposit to eliminate this potential problem.
Library Bills

When possible, bills will be paid on-line by the library director or in the director’s absence by the youth services librarian.  Bills to be paid online include electricity, gas, telephone, and security system.  Other library bills will be paid as soon as possible.  
Responsibility for Library Operations  
Staff

If for any reason the library director is unable or unavailable to perform the responsibilities and decisions outlined in this policy, administrative authority for this policy and all library operations shall be passed to the youth services librarian.  If the youth services librarian is unable to perform the responsibilities and decisions, administrative authority will pass to the Senior Circulation Clerk.  

Prevention

Surfaces and objects (keyboards, computer mice, doorknobs, light switches, desks, telephones, etc.) will be disinfected daily.  Staff will be reminded of the importance of frequent and thorough hand washing.
If a serious infectious disease outbreak reaches our community, staff with even a mild cough or low-grade fever will be advised to stay home.  Staff should also stay home if they have had to take simple medications such as acetaminophen, ibuprofen or aspirin which may mask symptoms of infection.  Visitors to the library who are obviously ill will be asked to leave the library and anything they touched will be disinfected.  
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