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Policy Category: Public Health Emergency 
Policy Title: Temporary Safety Policy and Plan 

Need for Policy: To continue to protect the health and safety of Cortland Free Library staff and patrons during a 
public health emergency and to simultaneously move towards a new normal now that COVID-19 
vaccines are widely available. 

Need for Plan: To outline the steps and actions that will be taken to achieve the guidelines stated in the Temporary 
Safety Policy. 

 

PHYSICAL DISTANCING 

GUIDELINE #1: Physical distancing of at least 6 feet (or as recommended by the NYSDOH/CDC) is encouraged at all 
times for CFL staff and patrons not in the same party. 

      ACTIONS: 

A. Staff should physically distance from each other as much as is feasible. 
B. Patrons should be encouraged to physically distance from others not in their party. Signage will be 

posted as reminders. 
C. Physical distancing is recommended for outdoor library activities. 

GUIDELINE #2: In-person, in-house library gatherings are allowed in accordance with the updated physical 
distancing and PPE guidelines reflected in this document UNLESS local, state, or federal guidance states otherwise. 

 
ACTIONS: 

A. Staff meetings 

 May take place in person or virtually 
D. Library programs 

 May take place in person following all COVID-19-related protocol or virtually 

 

 PROTECTIVE EQUIPMENT 

GUIDELINE #1: Face coverings are recommended for all staff and patrons over the age of 2. 

 
 

 

ACTIONS: 

A. Staff are encouraged to wear face coverings to the greatest extent possible. This includes at all 
times except when alone in a closed office or when eating or drinking in a private area.  

 
B. Patrons are encouraged to wear a face covering within the building.  

 A reminder that children younger than 5 are not yet eligible to be vaccinated. 
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 Children under the age of 2 do not need to wear a face covering. 
C. The Library will continue to provide masks to staff and patrons as needed and as they are 

available. 

  

COMMUNICATION 

GUIDELINE #1: Information on appropriate physical distancing and the protocol for not abiding by the safety rules 
will be provided to CFL staff and patrons. 

 
ACTIONS: 

A. An update on the new physical distancing and mask guidelines will be provided to employees via: 

 Staff meeting 

 Written documentation 

B. An update on the new physical distancing and mask guidelines will be provided to patrons via: 

 Signage 

 Social media 

 CFL website 

 Verbal communication/reminders from staff 

HYGIENE and CLEANING 

GUIDELINE #1: Cortland Free Library will adhere to and promote hygiene and sanitation requirements from the 
Centers for Disease Control and Prevention (CDC) and Department of Health (DOH), including once-
a-day cleaning and disinfection of high-traffic/high-use areas. 

 
ACTIONS  
A. Training for staff on hygiene and cleaning will include: 

 Good hand hygiene 
o Clean and wash hands with soap and water for a minimum of 20 seconds before, during 

and after shifts at the library. 
o Sanitize hands before and after transferring a load of books from the book drop or a load 

of merchandise/supplies from a delivery driver 
o If soap and water are not readily available, employees should use the hand sanitizer 

provided by the Library. Employees should cover all surfaces of their hands and rub them 
together until they feel dry. 

 Cover coughs and sneezes with your elbow or a tissue. 

 Avoid touching your eyes, nose, and mouth with unwashed hands 

 Use the appropriate cleaning/disinfection supplies before and after use of shared and 
frequently touched surfaces, followed by hand hygiene.  

 The location of appropriate hand hygiene and/or sanitizing products: by the rear entrance; in 
shared work areas; in individual staff workspaces. 

 Disinfecting personal cell phones before and after the employee’s shift 

 Hygiene and cleaning guidelines  

B.  Signage will be posted in the following locations to promote appropriate hand hygiene/sanitation: 

 bathrooms  

 break room 

 YS storage room 
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 COVID-19 VACCINATIONS 

GUIDELINE #1: The library strongly recommends that all staff be vaccinated. 

 
ACTIONS:  

A. Library Director and Board will ensure current staff has up-to-date information about COVID-19 
vaccinations and boosters. 

B. As of March 17, 2021, staff who provide their supervisor with proof of vaccination(s) will be 
compensated up to four (4) hours’ pay for each appointment needed to receive the initial vaccine 
and any additional booster shots that follow CDC recommendations. 

 COVID-19 HEALTH SCREENING 

GUIDELINE #1: When required by NYS, the library will in turn require staff to answer a health screening 
questionnaire before reporting to work. 

 
ACTIONS: 

A. Library Director will ensure the health screening questionnaire is updated according to NYS and 
other relevant guidelines. 

B. All staff will respond daily by signing in if they have answered no to all questions or by contacting 
the Library Director to determine next steps if they cannot answer no to all questions. 

 

GUIDELINE #2: The library will follow CDC guidance for quarantine and isolation in the event a staff member is 
currently experiencing COVID-19 symptoms, has experienced COVID-19 symptoms in the last 48 hours, had close 
contact with a confirmed or suspected case, and/or tests positive for COVID-19. 

 
A. Library Director will refer to cdc.gov for the most updated guidance. 

 

STAYING UP TO DATE ON INDUSTRY-SPECIFIC GUIDANCE 

GUIDELINE #1: The Library and its employees will stay up to date on guidance issued by New York State.   

 
ACTIONS: 

A. Following the NY Forward Safety Plan Template, the Library Director will consult the following sources 
on a periodic basis or whenever notified of the availability of new guidance. 

 NY Forward website at forward.ny.gov  

 applicable Executive Orders at  governor.ny.gov/executive orders  

B. The Library Director will share applicable updates with the Board of Trustees and staff. 

C. The Board of Trustees will review and update this policy as needed to reflect new, relevant guidance. 

 

RESPONSIBILITIES 

1. The Library Director is responsible for: 

 following all guidelines and implementing the steps/actions to support those guidelines. 

 Providing staff with appropriate training. 

2. Employees are responsible for following the guidelines in this policy, the plan implemented by the director and 
the training provided by the Library. 
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POLICY VIOLATIONS 

GUIDELINE #1: Because violations of this policy can harm the safety and health of others, all violations are 
considered serious and enforcement will be immediate. 

 ACTIONS: 

A. In the event an employee feels there has been a breach of safety, the following process will be 
followed: 

 The employee will remove themselves from the situation and will immediately notify their 
supervisor or the Library Director. 

 If the situation relates to another employee, the supervisor and/or Library Director will then 
follow the protocol outlined in the Grievance and Dismissal section of the Personnel Manual. 

 If the situation relates to a member of the public, the supervisor and/or Library Director will ask 
the person to leave if the situation warrants it. 

C. In the event an employee fails to follow a health or safety guideline, the following process will be 
followed:  

 Library Director will first have a discussion with the employee to discern if there is a valid reason 
for which they are choosing not to abide by safety rules. 

a. If there is a valid reason, the Library Director will work with the employee to come up 
with a reasonable solution.  

b. If there is not a valid reason and the employee indicates they are willing to comply: 
i. the employee will be given a verbal reminder/warning explaining the importance 

for their health and safety and that of others that they abide by the rules.  
ii. If the employee does not heed the verbal warning, they will receive a written 

warning 
iii. if the employee does not heed the written warning, the Library Director will 

consult the Library’s Personnel Committee to discuss next steps, including but not 
limited to termination. 

c. If there is not a valid reason and the employee outrightly refuses to follow these safety 
guidelines, the employee will be considered insubordinate. 

i. The employee will be sent home for the remainder of the day without pay. 
ii. If the employee continues to refuse to follow these guidelines upon returning to 

work, the employee will be suspended or terminated as determined by the 
Library Director in consultation with the Board of Trustee’s Personnel Committee. 

D. If a member of the public asserts harm based on library action, a library employee should report this to 
the Library Director as soon as they become aware of it.  

 If the employee has direct contact with the individual (as opposed to learning of the assertion via 
social media or other means), they should express that they hear the patron’s concern and try to 
get their contact information so that the Library Director can follow up. 

Revisions Approved: 01/26/22 (Health Screening section added) 
Revisions Approved: 9/15/21 
Revisions Approved: 7/7/21 (Special Board Meeting) 
Approved by the Executive Committee: 6/17/21    Affirmed by the Board of Trustees: 9/15/21 
       Note: This Safety Policy & Plan replaces both the Temporary Employee Safety Policy and Plan and the 
Temporary Patron Safety Policy approved by the Board on 6/8/2020.  
Update drafted by JG 1/11/2022 
Update drafted by JG 2/28/2022 
Revisions Approved: 3/1/2022 (Special Board Meeting) 
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Employee Agreement:  

I have read and understood the above policy and plan, and agree to follow the guidelines and responsibilities as 

outlined.  

 

___________________________     Date: ______________ 

 

 

REFERENCES AND RESOURCES 

 Center for Disease Control and Prevention: https://www.cdc.gov/ 

 New York State Department of Health: https://www.health.ny.gov/ 

 Cortland County Health Department: https://www.cortland-co.org/432/Health-Department 

https://www.cdc.gov/
https://www.health.ny.gov/
https://www.cortland-co.org/432/Health-Department

