Parchment Community Library
Reopening Plan

The Parchment Community Library will implement this reopening plan as a response to an
infectious disease pandemic which has mandated the Library’s closure. The purpose of this
plan, in conjunction with the Library’s Infectious Diseases Preparedness Policy, is to resume
service to the community in a manner that minimizes risk of infection to both staff and patrons.

Regulations

V.

The Library Director will ensure that the plan is created in accordance with public health
guidelines from federal, state, and local authorities. These authorities include but are
not limited to: The Center for Disease Control, the Occupational Safety and Health
Administration, the State of Michigan, and the Kalamazoo County Health and
Community Services Department.

The Library Director will establish and maintain frequent communication regarding the
plan with the Library Board, staff, and patrons as appropriate.

The Director is authorized to administer this plan and to make changes, amendments, or
alterations as necessary. Within the plan, each stage will indicate public services offered
and staffing levels within the library building. The plan will also include safety and
cleaning protocols and hours of operation.

e Stage 1: The only staff members working in the library building are those
required to perform essential tasks; all other staff will work remotely to provide
virtual customer services and programs. [pp. 3-4]

e Stage 2: All staff members will return to work in staggered shifts to prepare the
building and materials for contactless public services. Virtual customer services
and programming will continue. [pp. 5-6]

o Stage 3: Contactless material delivery services are implemented with limited
days and times. Virtual customer services and programming will continue.

[pp. 7-8]

e Stage 4: Library building access is restored to the public with limited gatherings,
reduced hours, and limited access to services and resources. Virtual customer
services and programming will continue. [pp. 9-10]

e Stage 5: Library will return to full service; special arrangements may still apply.
[p. 10]

The Library Board authorizes the Director to take any and all actions as required under
any Executive Order, or as deemed necessary by the Director in the spirit of this policy,
without prior approval from, but with notification to, the Board.
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V.  The Director is not authorized to take any action that is not lawful or is otherwise
inconsistent with the spirit of this policy.

VI. A patron may appeal the service restrictions imposed in this Reopening Plan by
requesting a hearing as follows:

A. The appeal must be in writing and state the grounds upon which the appeal is
based. The appeal should be addressed to the Library Board President, either
care of the Library, 401 S Riverview Dr, Parchment M| 49004, or sent to
ref@parchmentlibrary.org.

B. The board of trustees shall consider the request at the next regularly scheduled
board meeting immediately following receipt of the request.

C. The person submitting the appeal must personally attend any hearing so
scheduled and may make a statement in support of their position. The hearing
may be performed remotely as a teleconference or via an Internet service, if
necessary.

D. The decision of the library board of trustees is final.

E. In no case shall the filing of an appeal pursuant to these rules act as a stay of the
provisions of this plan.

VIl.  If any provisions in the Reopening Plan policy conflict with other library policies, the
provisions in the Reopening Plan policy shall take precedence.
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REOPENING PLAN. STAGES 1-5.

During and following an infectious disease pandemic, the Library will resume service in stages.
The movement from one stage to another, and what services may be offered in each stage, will
be dictated by the requirements of the Governor’s Executive Orders as well as
recommendations from the Kalamazoo County Health Department.

In all stages the Library will:

e Monitor conditions and limit the effects of a resurgence or new outbreak by returning
to an earlier stage as needed.

e Implement procedures for cleaning and disinfecting common areas as necessary.

e Quarantine returned materials as necessary.

e Provide masks and gloves, as necessary, for staff to wear while working with library
materials and the public.

e Require staff to complete a health questionnaire before reporting to work, and to self-
quarantine, as necessary.

What is required to allow the library to be open?
® Access to a sufficient supply of the necessary materials to maintain high hygiene
standards.
e Sufficient staffing to run all of its core operations.
e Clear guidance for workplace safety from state and local governmental health care
agencies.

STAGE 1: Under Stay-at-Home Order; Library closed to staff and public

Access to building
e Library building is closed.
e Exterior book drop is locked.

Physical materials
e No physical materials may be returned or borrowed.
o No overdue charges will be levied.

Digital materials
® Online library card applications accepted. The Library will remove as many barriers as
possible to those who wish to obtain and use library cards to access digital materials.
e Purchase, promote, and make available as many digital materials and services as
possible.
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Non-lending services (computers, copiers, fax, etc.)
e No non-lending services will be available while the building is closed.

Communication

® Check the Library’s email daily to respond to questions from patrons and to process new
library card applications.

e Check the Library’s telephone voicemail daily.

e Maintain frequent updates on the Library’s website, social media, telephone, and
online newsletter.

e Provide links to free or low-cost resources and services of immediate and practical
interest to the community on the Library’s website and social media.

e Post informational signs on the Library’s front door.

Library Board of Trustees meetings
e Monthly meetings will be held via teleconference or online conference, as state
regulations allow.
e Instructions for participating in the meetings will be posted on the Library’s website and
on the library building’s front door.

Programs and Events
e All programs and events are canceled, except those that can be held online.

Meeting Room Use
o All meeting room use is canceled.
® Those who have scheduled use of the meeting rooms should be notified by the Director
or the Director’s designee. Any for-profit groups who have pre-paid for the use of the
rooms should have such payments refunded.

Staffing

e Entrance to building is restricted to the Library Director and the custodian to perform
critical operations. Critical operations include, but are not limited to, paying invoices,
payroll processing, picking up mail from the Post Office, and building safety checks.

e Other staff may enter the building to retrieve supplies needed to allow them to work
remotely, upon permission from Library Director.

® Any staff entering the building during this time must review and follow the General
Health Guidelines and Practices [p.12].

o The Director will gather materials such as desk shields, masks, gloves, disinfectant and
other cleaning materials that will be needed to maintain high hygiene standards when
the building reopens.
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STAGE 2: Stay-at-Home Order lifted; staff only in building

Access to building
e The library building is closed to the public.
e The exterior book drop will reopen as soon as staff are prepared to safely handle
returned materials.

Alterations to public spaces

e Computer workstations, tables, and chairs in public and staff areas will be moved or put
into storage as necessary to maintain the proper social distancing protocols when the
library reopens.

e Some areas of the library may be cordoned off to prevent public access when the library
reopens.

e |tems in the public areas that could spread the contagion will be cleaned and placed in
storage, including toys, games, and puzzles.

e Traffic barriers and signage will be set up to facilitate and maintain social distancing
when the library reopens.

Physical materials
e Returned materials will be placed in the exterior book return only. No overdue fines will
be assessed.
e When handling library materials, staff must review and follow the Safe Handling of
Library Materials [p.15].

Digital materials
e As described in Stage 1

Non-lending services (computers, copiers, fax, etc.)
® Asdescribed in Stage 1

Communication
® As described in Stage 1

Library Board of Trustees meetings
e |[f state regulations continue to allow online meetings, the monthly Board meetings will
be held via teleconference or online as described in Stage 1.
e |[f state regulations mandate in-person meetings, the Community Room will be set so
that all attendees maintain required social distancing. All attendees will wear masks.
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Programs and Events
® Asdescribed in Stage 1.

Meeting Room Use
® Asdescribed in Stage 1.

Staffing

o All staff who can feasibly work from home should do so. The Library provide the
necessary equipment (laptops, microphones, etc.). See Appendix 2 for the Remote
Work policy.

e The number of staff in the building at one time will be limited to maintain social
distancing.

e All staff working in the building will be provided with masks, gloves, disinfecting spray or
wipes. All staff working in the building must review and follow the General Health
Guidelines & Practices [p.12].

e Staff working in the building will prepare for contactless material delivery service (“curb
service”) that will begin in Stage 3.

Page 6 of 30



Parchment Community Library
Reopening Plan

STAGE 3: Contactless service to the public

Access to building
e The library building is closed to the public.
® The exterior book drop is open.

Physical materials
e Physical materials may be picked up at the exterior of the building via contactless pick-
up service.
o Staff will wear masks at all times.
o Holds placed via the online catalog will be captured at least once per hour.
o Materials may be selected by patrons via the Library’s online catalog
(parchmentlibrary.biblionix.com), by phone (269 343-7747), by text (269 201-
8604), or by email (ref@parchmentlibrary.org).
o Social distancing and safe hygiene protocols will be maintained at all stages of
the exterior pickup service.
e Returned materials will be placed in the exterior book return only.
o No overdue fines will be assessed.
o Staff will follow the Safe Handling of Library Materials [p.15] while handling
returned materials.
® Ordering of new materials will resume.

Digital materials
® Asdescribed in Stage 1.

Non-lending services (computers, copiers, fax, etc.)
® As described in Stage 1, except:
o Computer use by appointment may be available, if conditions allow.
o Copy and/or fax service may be available, if conditions allow.
o Printing service may be available, if conditions allow.
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Communication
® Asdescribed in Stage 1.

Library Board of Trustees meetings
® Asdescribed in Stage 2.

Programs and Events
® Asdescribed in Stage 1.

Meeting Room Use
® Asdescribed in Stage 1.

Staffing

e All staff who can feasibly work from home should do so. [cf MIOSHA Emergency Rules
COVID-19] The Library will provide the necessary equipment (laptops, microphones,
etc.). See Appendix 2 for the PCL Remote Work policy.

e A modified schedule will allow all staff to work in the building while practicing social
distancing.

e Staff working in the building must follow the General Health Guidelines and Practices
[p.12].

e When handling returned materials, staff must follow the Safe Handling of Library
Materials [p.15].
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STAGE 4: Library open with limited access

Access to building
e Library building is open. Hours will be expanded when current conditions allow.
e Exterior book drop is open. Interior book drop may be closed when necessary to
maintain patron safety.
e Patrons entering the library building will be asked to wear masks and practice social
distancing (6 feet apart), unless they meet one of the following criteria:
o Fully vaccinated individuals (for whom at least 2 weeks have passed after
receiving the final dose of an FDA-approved or authorized COVID-19 vaccine)
o Children under the age of 2
o Individuals with a medical condition that prevents them from wearing a mask
e If required, staff will limit the number of people allowed in the building at one time. The
Library may ask that patrons limit the number of people in their family/group that come
to the library together.
e Visits may be limited in duration if necessary.

Physical materials
e Patrons may check out materials at the Circulation desk. Contactless pick-up service will
also continue to be provided.
e Returned materials may be quarantined if necessary, and handled according to Safe
Handling of Library Materials [p.15].
e Magazines and/or newspapers may not be available for browsing by the public.

Digital materials
® Asdescribed in Stage 1.

Non-lending services (computers, copiers, fax, etc.)
e Computers

o The number of available computers may be limited to maintain social distancing.

o Time restrictions may be put in place to allow all patrons reasonable access.

o In-person assistance for computers may be limited in order to maintain social
distancing protocols.

o The computer stations will be disinfected after each use, if deemed necessary by
MIOSHA and/or MDHHS.

e Copier: Staff will make copies for patrons upon request. Cost: 15 cents per page.

e Fax: Staff will fax items for patrons by request. Limit 20 pages per patron per day. Cost:
$1.00 per page.

Page 9 of 30




Parchment Community Library
Reopening Plan

Communication
e Signage and floor markers throughout the library will encourage safe hygiene and social
distancing.
e Other communication will continue as outlined in Stage 1.

Library Board of Trustees meetings
e Board meetings may be held via teleconference or online if necessary, and if allowed by
the Michigan Open Meetings Act.
® In-person Board meetings will conform to the current MIOSHA requirements for COVID
safety.

Programs and Events
® Large group gatherings will conform to the current MIOSHA requirements for COVID
safety. Virtual programming may continue as needed.

Meeting Room Use
e Meeting Rooms may be opened at the Director’s discretion. Use of the meeting rooms
will conform to the current MIOSHA and MDHHS requirements for COVID safety.

Staffing

e Staff use of face masks and gloves will be in accordance with current MIOSHA

requirements for COVID safety.

e Staff COVID vaccination records will be kept in a secure location by the Library Director,
and will not be kept in the employees’ personnel files.
Staff will follow General Cleaning Procedures [p.17] as needed throughout the day.
Staff will continue to self-monitor for iliness and stay home when not feeling well.
Some staff may continue to work part of their schedule remotely as directed.
Volunteers may be allowed to return to serve in the library and will be required to wear
a face mask and practice social distancing in accordance with current MIOSHA
requirements for COVID safety. Volunteers must follow General Health Guidelines &
Practices [p.12] when returning to service.
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STAGE 5: Library open with minimal restrictions

Access to building
e Library building may resume normal hours of operation.
e Exterior and interior book drops are open.
® Some restrictions may still apply.

Staffing
e Staff return to a regular schedule.
e Staff may be required to follow General Health Guidelines & Practices [p.12] and General
Cleaning Procedures [p.17] as directed.

UPDATE JUNE 23, 2021

MDHHS lifted all restrictions for non-healthcare settings on June 22, 2021.
e Masks are no longer required for any visitor or employee.
e Social distancing is no longer required for any visitor or fully vaccinated employee.
e Limits on indoor gatherings have been removed.
e All furnishings have been returned to their original positions in the library.
e Visits are no longer limited to 1 hour.
e Drinking fountains have been purged and sanitized, and are available for use.
e Meeting rooms will be available starting mid-July.

MIOSHA rescinded employer restrictions on June 23, 2021.

e Employers no longer need to require staff to complete daily health checks.

e However, employers are required to maintain a safe work environment, and should
encourage non-vaccinated staff to maintain a 6-foot distance from others.

e All employees should continue to stay home when they feel ill, and non-vaccinated
employees should stay home if they have been exposed to COVID.

e All employees should continue to cover coughs and sneezes with a tissue or the inside of
their elbow.

e All employees should continue to wash their hands frequently and thoroughly with soap
and water.
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GENERAL HEALTH GUIDELINES AND PRACTICES

NOTE: These guidelines reflect current best practices for the COVID-19 virus. They should be
amended when necessary to provide guidance for a new infectious outbreak or changes in the
current outbreak.

How the COVID-19 virus is spread
e The virus is thought to spread mainly from person-to-person.

O Between people who are in close contact with one another (within about 6 feet).

o Through respiratory droplets produced when an infected person coughs,
sneezes, or talks.

O These droplets can land in the mouths or noses of people who are nearby or
possibly be inhaled into the lungs.

o COVID-19 may be spread by people who are not showing symptoms.

All Library employees must review and follow these guidelines and practices whenever they
are working in the library building.

The Library will provide supplies such as hand soap, hand sanitizer, gloves, tissues, and a
reusable face mask, and face shield.

e Staff who are not fully vaccinated must practice social distancing: Do not remain
closer than 6 feet to another person for more than 5 minutes. Fully vaccinated
staff are not required to maintain a 6-foot distance from others.

e Staff who are not fully vaccinated should wear a mask or face shield when working
on the public floor, or when working near a colleague, unless you have a medical
condition preventing its use. Fully vaccinated staff are not required to wear a
mask.

e Practice good respiratory etiquette, including covering coughs and sneezes with a
tissue or the inside of your elbow.

Frequently wash your hands with soap and water for at least 20 seconds.

When soap and running water are unavailable, use an alcohol-based hand sanitizer
with at least 60% alcohol.

Avoid touching your eyes, nose, or mouth with unwashed hands.

Wear gloves when handling returned library materials, if recommended by MIOSHA.
Review and use proper practices in removing your face mask: be careful not to touch
your eyes, nose, or mouth when removing the face covering and wash your hands
immediately after removing it.

e Do not consume food in public spaces. Staff who are not fully vaccinated are
encouraged not to sit together at the staff room table. Fully vaccinated staff are
not prohibited from sitting together.
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e Staff members who travel internationally, or to COVID “hot spots” within the United
States, may be asked to self-quarantine for 14 days upon their return, in accordance
with MIOSHA and MDHHS rules.

Keeping Employees Safe

If required by MIOSHA, staff should self-monitor for COVID-19 symptoms each day
using the following Coronavirus Disease (COVID-19) Workplace Health Screening [p.14]
sheet for self-assessment via SurveyMonkey. Staff will take their temperature at home
before leaving for work each day. These screenings will be kept strictly confidential by
the Library Director and will not be included in each employee’s Employee Record.
STAY HOME when sick. It is very important to stay home when you are not feeling well.
Please speak with the Library Director if you are concerned about available sick time.

If you develop symptoms of respiratory or other illness while at work, you will be asked
to go home. Anyone exhibiting symptoms and unable to leave the building immediately
will be asked to self-quarantine in the Local History Room.

Anyone exhibiting symptoms of COVID-19, or that has been diagnosed with COVID-19,
should not return to work until they are no longer infectious according to the latest
guidelines from the CDC.

If a staff member tests positive for COVID-19, follow the current guidelines from the
CDC, MDHHS, and MIOSHA.

I1Close Contact. Some has had a “close contact” with an individual with COVID-19 if they
were within 6 feet of the ill person for greater than 10 minutes while the ill person had
symptoms of COVID-19.

2Quarantine. Quarantine is for individuals who have been exposed to COVID-19 but are
not sick. Quarantine lasts for 14 days. Individuals who are quarantined should not leave
their home.

31solation. Isolation is for individuals who have tested positive or are suspected to be
sick with COVID-19. Individuals in isolation should not leave their home and should
avoid all members of their household. Isolation lasts for 7 days since the onset of
symptoms, and 3 days after the individual is fever-free (lower than 100.4 F) without
medicine.

“Fully Vaccinated. Fully vaccinated as defined by the CDC and MDHHS.
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. KALAMAZOO COUNTY GOVERNMENT

In the Pursuit of Extraordinary Governance...

e —

Coronavirus Disease (COVID-19)
Workplace Health Screening

Company Name:

Employee Name: Date:

Time In:

In the past 24 hours, have you experienced:

Subjective fever (felt feverish): [ves [(Ino
New or worsening cough: [1ves [(Ino
Shortness of breath: [ ves [INo

Current temperature:

If you answer “yes” to any of the symptoms listed above, or your temperature is 100.4°F or higher, please
self-isolate at home and contact your primary care doctor for direction.

e You should isolate at home for a minimum of 7 days since symptom:s first appeared.
e You must also have 3 days without fevers and improvement in respiratory symptoms.

For questions, visit www.kalcounty.com/hcs/covid19.php or contact Kalamazoo County Health & Community
Services Department at 269-373-5200, select Option 1.

HEALTH AND COMMUNITY SERVICES DEPARTMENT

311 E. Alcott St. | Kalamazoo, Ml 49001
Phone: 269.373.5200 | www.kalcounty.com/hcs
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Safe Handling of Library Materials

Library materials are not generally considered a high-risk material for transmission of a virus.
However, studies have shown that quarantining returned materials significantly reduces the
likelihood of virus viability for transmission.

In May 2021, the Library of Michigan announced that quarantine is no longer required for
library materials.

Quarantine procedure:

e Staff members handling returned library materials may choose to wear a mask or face
shield and gloves.

e After handling materials, staff who used gloves should correctly remove their gloves
[see the following instructions].

e After handling materials, all staff must immediately wash their hands with soap and
water for at least 20 seconds.

e Returned library materials may be quarantined on the lower level of the building before
reshelving. (Following the recommendations of state and county health departments.)

e Do not use cleaning products directly on returned items unless there is visible evidence
of dirt or contamination.
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How to Remove Gloves

To protect yourself, use the following steps to take off gloves

Fi
Grasp the outside of ane glove at the wrist. Pesal the glove away fram your body,
Do ot towch your bare skin. pulling it inside out.
Hald the glove you just remaved in Peal off the second glove by putting your fingers
your gloved hand. inside the glove at the top of your wrist.
Turn the second glove inside out while pulling Dispose of the gloves safely. Do not reuse the glowes.
it away from your body, leaving the first glove
inside the second.

Clean your hands immediately after rernoving gloves.
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General Cleaning Procedures

General cleaning and disinfecting will follow guidance from the CDC, MIOSHA, and MDHHS, and
the procedures may be intensified or relaxed as such guidance warrants.

Examples of frequently touched surfaces and objects that need regular cleaning and
disinfection:

Tables
Doorknobs

Light switches
Countertops
Handles

Phones
Handrails
Keyboards
Computer mice
Barcode scanners
Cash register
Chair arms
Faucets

e Visibly dirty surfaces should first be cleaned with soap and water. Normal routine
cleaning with soap and water alone can reduce risk of exposure.

e Use spray disinfectant or disinfecting wipes as needed, especially for high touch, shared
items such as service desk phones and computers.

e Public access internet and catalog computers and will be disinfected between each user,
or once per day, as needed to comply with CDC recommendations.

e Book carts will be disinfected at the close of each day, when needed to comply with CDC
recommendations.

e The library’s janitorial service will be asked to disinfect things such as table tops,
doorknobs, handrails, and bathrooms during scheduled cleaning, when needed to
comply with CDC recommendations.
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Resources

MIOSHA Guidance on COVID for Michigan Businesses and Organizations
https://www.michigan.gov/leo/0,5863,7-336-100207---,00.html

e MIOSHA update May 24, 2021
https://www.michigan.gov/documents/leo/MIOSHA COVID Emergency Rules 726100

7.pdf

CDC Reopening Guidance for Cleaning and Disinfecting Public Spaces, Workplaces, Businesses,
Schools, and Homes

https://www.cdc.gov/coronavirus/2019-

ncov/community/pdf/Reopening America Guidance.pdf

Kalamazoo County HCS Coronavirus Disease (COVID-19) Workplace Checklist
https://www.kalcounty.com/hcs/pdf files/COVID-
19%20Healthy%20Workplace%20Screening%20Checklist%20and%20Tool.pdf

Kalamazoo County HCS COVID-19 Response
https://www.kalcounty.com/hcs/covid19.php

Kalamazoo County HCS Public Health Guidance to Reopen Workforce
https://www.kalcounty.com/hcs/pdf files/COVID-
19%20HCS%20Reopen%20Plan FINAL%205.11.20.pdf

OSHA Guidance on Preparing Workplaces for COVID-19
https://www.osha.gov/Publications/OSHA3990.pdf

State of Michigan Coronavirus Site
https://www.michigan.gov/coronavirus

e MDHHS Emergency Order 10/05/2020
https://www.michigan.gov/documents/coronavirus/DRAFT MDHHS epidemic order -
Gatherings masks bars sports - FINAL 704284 7.pdf
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APPENDIX 1: MIOSHA COVID-19 PREPAREDNESS & RESPONSE PLAN

Parchment Community Library

COVID-19 Preparedness & Response Plan
For Lower and Medium Exposure Risk Employers ONLY

@ General

The following COVID-19 preparedness & response plan has been established for
Parchment Community Library in accordance with MIOSHA Emergency Rules for
Coronavirus disease 2019 (COVID-19). The purpose of this plan is to minimize or
eliminate employee exposure to SARS-CoV-2.

The Emergency Rules have general safeguards applicable for all workplaces and
specific safeguards for certain industries. Teresa Stannard (Director) has read these
emergency rules carefully, developed the safeguards appropriate to Parchment
Community Library based on its type of business or operation, and has incorporated
those safeguards into this COVID-19 preparedness and response plan.

Parchment Community Library has designated one or more worksites supervisors to
implement, monitor, and report on the COVID-19 control strategies developed in this
plan. The worksite supervisor(s) is Teresa Stannard (Director). The supervisor will
remain on-site at all times when employees are present on site. An on-site employee
may be designated to perform the supervisory role.

The plan will be made readily available to our employees and their representatives. The
plan will be made available via staff blog and paper copy.

@ Exposure Determination
Parchment Community Library has evaluated routine and reasonably anticipated tasks
and procedures for all employees to determine whether there is actual or reasonably

anticipated employee exposure to SARS-CoV-2. Teresa Stannard (Director) was
responsible for the exposure determination.
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Parchment Community Library has determined that its employees' jobs fall into only the
lower exposure and medium exposure risk categories as defined by the OSHA
Guidance on Preparing Workplaces for COVID-19:

m Lower Exposure Risk Jobs. These jobs do not require contact with known or
suspected cases of COVID-19 nor frequent close contact (for example, within
six feet) with the general public. Workers in this category have minimal
occupational contact with the public and other coworkers. Examples are small
offices, small manufacturing plants (less than 10 employees), small
construction operations (less than 10 employees), and low-volume retalil
establishments, provided employees have infrequent close contact with
coworkers and the public.

m Medium Exposure Risk Jobs. These jobs are those that require frequent or
close contact (for example, within six feet) with people who may be infected
with SARS-CoV-2, but who are not known or suspected COVID-19 patients.
Examples are most jobs at manufacturing plants, construction sites, schools,
high-volume retail settings, and other high-population-density work
environments.

Teresa Stannard (Director) verifies that Parchment Community Library has no high-risk
exposure jobs. High exposure risk jobs have high potential for exposure to known and
suspected cases of COVID-19. Examples are most jobs in healthcare, medical
transport, nursing homes and residential care facilities, mortuaries, law enforcement,
and correctional facilities. This sample plan is not intended for employers who have high
exposure risk jobs.

Parchment Community Library has categorized its jobs as follows:

NOTE: Some jobs may have more than one type of exposure risk depending on the
task or qualifying factors.

Exposure Risk Qualifying Factors
Job/Task Determination (Ex. No Public Contact,
(Lower or Medium) Public Contact)
Circulation Desk Medium Public contact (behind
shield)
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Children’s Librarian Medium Public contact (behind
shield)

Library Ambassador Medium Public contact (behind
shield)

Interloan (MelCat) Lower No public contact

Library Director Medium Public contact (behind
shield)

@ Engineering Controls

Parchment Community Library has implemented feasible engineering controls to
minimize or eliminate employee exposure to SARS-CoV-2. Engineering controls involve
isolating employees from work-related hazards using ventilation and other engineered
solutions. In workplaces where they are appropriate, these types of controls reduce
exposure to hazards without relying on worker behavior and can be the most cost-
effective solution to implement.

For lower exposure risk jobs, new engineering controls are not required. For medium
exposure risk jobs, engineering controls can include:

m Installing physical barriers (such as clear plastic sneeze guards) between
coworkers or between workers and customers.

m Installing a drive-through window for customer service.
m Increasing the amount of ventilation in the building.

m Increasing the amount of fresh outdoor air that is introduced into the building.
Teresa Stannard (Director) will be responsible for seeing that the correct engineering

controls are chosen, installed, maintained for effectiveness, and serviced when
necessary.

The following engineering controls have been implemented:

Job/Task Engineering Control
Physical barrier Glass shielding at Circulation Desk
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©@ Administrative Controls

Administrative controls are workplace policies, procedures, and practices that minimize
or eliminate employee exposure to the hazard. Teresa Stannard (Director) will be
responsible for seeing that the correct administrative controls are chosen, implemented
and maintained for effectiveness.

The following administrative controls have been established for Parchment Community
Library:

(Choose the controls below that are feasible for your workplace. Delete the controls that
are not feasible or applicable. Add additional rows for other feasible administrative
controls that will be implemented. In the first column, indicate which jobs or tasks will
use each administrative control.)

Administrative Control

Job/Task (For Example, Workplace Distancing, Remote Work,
Notifying Customers)

All employees Maintain at least six feet from everyone on the worksite.

All employees Promote remote work (telecommuting) to the fullest
extent possible.

All employees Promote flexible work hours (staggered shifts) to
minimize the number of employees in the facility at one
time.

All employees Restrict the number of customers in the establishment
at any given time.

All employees Provide employees with non-medical grade face
coverings (cloth face coverings).

All employees Require employees to wear cloth face coverings when

they cannot consistently maintain six feet of separation
from other individuals in the workplace.

All employees Require customers and the public to wear cloth face
coverings.
All employees Keep customers informed about symptoms of COVID-

19 and ask sick customers to stay at home until healthy
again. Encourage sick customers to use curbside
pickup.

Page 22 of 30



Parchment Community Library
Reopening Plan

All employees Provide customers and the public with tissues and trash
receptacles.

All employees Encourage customers to place orders for merchandise
or services through the phone or web.

All employees Promote curbside to minimize contact with customers.

All employees Encourage proper cough and sneeze etiquette by

employees, including covering coughs and sneezes and
coughing and sneezing in one’s elbows rather than
hands.

All employees Ensure that sick leave policies are flexible and
consistent with public health guidance, so employees
do not go to work sick.

All employees Do not require a healthcare provider’s note for
employees who are sick with acute respiratory illness to
validate their iliness.

All employees Maintain flexible policies that permit employees to stay
home to care for a sick family member.

@ Hand Hygiene

Teresa Stannard (Director) will be responsible for seeing that adequate handwashing
facilities are available in the workplace and that regular handwashing is required.
Frequency of such handwashing will be determined in part by factors such as when and
how often the employees’ hands are potentially exposed to SARS-CoV-2. When
handwashing facilities are not available, Parchment Community Library shall provide
employees with antiseptic hand sanitizers or towelettes. Parchment Community Library
will provide time for employees to wash hands frequently and to use hand sanitizer.

Parchment Community Library shall promote frequent and thorough hand washing,
including by providing workers and visitors with a place to wash their hands. If soap and
running water are not immediately available, provide antiseptic hand sanitizers or
alcohol-based hand towelettes containing at least 60 percent alcohol.

@ Disinfection of Environmental Surfaces

Parchment Community Library will increase facility cleaning and disinfection to limit
exposure to COVID-19, especially on high-touch surfaces (for example, door handles),
paying special attention to parts, products, and shared equipment (for example
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computer keyboards and mice). Parchment Community Library will make cleaning
supplies available to employees upon entry and at the worksite.

Parchment Community Library will be responsible for seeing that environmental
surfaces in the workplace are cleaned and disinfected. Frequency of such disinfection
will be determined in part by factors such as when and how often the environmental
surfaces are potentially exposed to SARS-CoV-2. When choosing cleaning chemicals,
Parchment Community Library will consult information on Environmental Protection
Agency (EPA)-approved disinfectant labels with claims against emerging viral
pathogens. Products with EPA-approved emerging viral pathogens claims are expected
to be effective against SARS-CoV-2 based on data for harder to kill viruses. The
manufacturer’s instructions for use of all cleaning and disinfection products will be
strictly adhered to.

The following is a list of environmental surfaces, methods used to disinfect, and the
frequency of such disinfection:

Surface Method/Disinfectant Used Schedule/Frequency
Keyboard & Mice Quat 256 Public stations — after each
use
High-touch surfaces Quat 256 Daily (custodian)
Bathrooms Quat 256 Daily (custodian)

Parchment Community Library will perform enhanced cleaning and disinfection after
persons confirmed to have COVID-19 have been in a work area. In the interim, that
work area will be temporarily closed, and employees will be sent home or relocated.
Teresa Stannard (Director) will be responsible for seeing that this protocol is followed.
The following methods will be used for enhanced cleaning and disinfection:

Will contact local company, such as Service Master or Maintenance Masters

@ Personal Protective Equipment (PPE)

Parchment Community Library will provide employees with the types of personal
protective equipment, including respirators if necessary, for protection from SARS-CoV-
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2 appropriate to the exposure risk associated with the job. The employer must follow
current CDC and OSHA guidance for personal protective equipment.

All types of PPE are to be:

m Selected based upon the hazard to the worker.

m Properly fitted and periodically refitted as applicable.

m Consistently and properly worn.

m Regularly inspected, maintained, and replaced, as necessary.

m Properly removed, cleaned, and stored or disposed of, as applicable, to avoid
contamination of self, others, or the environment.

Parchment Community Library will provide non-medical grade face coverings (cloth face
coverings) to employees (cloth face coverings are technically not considered PPE).
Parchment Community Library will require employees to wear face coverings when they
cannot consistently maintain six feet of separation from other individuals in the
workplace. Parchment Community Library will consider face shields when employees
cannot consistently maintain three feet of separation from other individuals in the
workplace.

The following type(s) of PPE have been selected for use:

Job/Task PPE
Circulation Desk Paper face mask, face shield

©@ Health Surveillance

Parchment Community Library will conduct a daily entry self-screening protocol for all
employees entering the workplace, including, at a minimum, a questionnaire covering
symptoms and suspected or confirmed exposure to people with possible COVID-19,

together with, if possible, a temperature screening. Teresa Stannard (Director) will be
responsible for ensuring that all required health surveillance provisions are performed.

As workers enter the place of employment at the start of each work shift, Parchment

Community Library will have employees self-screen for COVID-19. Parchment

Community Library will have employees complete a questionnaire covering the signs
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and symptoms of COVID-19 and their exposure to people with suspected or confirmed
COVID-19. When obtainable, a no-touch thermometer will be used for temperature
screening of employees. Parchment Community Library will similarly screen contractors,
suppliers, and any other individuals entering the worksite.

Employees have been directed to promptly report any signs and symptoms of COVID-
19 to Teresa Stannard (Director) before and during the work shift. Parchment
Community Library has provided employees with instructions for how to make such a
report to the employer.

The specific instructions for employee reporting signs and symptoms of COVID-19 are
as follows:

SEE PAGE 12-14 IN THE REOPENING PLAN

Parchment Community Library will physically isolate any employees with known or
suspected COVID-19 from the remainder of the workforce, using measures such as, but
are not limited to:

= Not allowing known or suspected cases to report to or remain at their work
location.

m Sending known or suspected cases to a location (for example, home) where
they are self-isolating during their iliness.

m Assigning known or suspected cases to work alone at the location where they
are self-isolating during their illness.

Parchment Community Library will not discharge, discipline, or otherwise retaliate
against employees who stay at home or who leave work when they are at particular risk
of infecting others with COVID-19.

When an employee is identified with a confirmed case of COVID-19, Teresa Stannard
(Director) will notify the local public health department immediately, and any co-
workers, contractors, or suppliers who may have come into contact with the person who
is the confirmed case of COVID-19, within 24 hours. When notifying coworkers,
contractors, and suppliers, Parchment Community Library will not reveal the name or
identity of the confirmed case.
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Parchment Community Library will allow employees with a confirmed or suspected case
of COVID-19 to return to the workplace only after they are no longer infectious
according to the latest guidelines from the CDC.

@Training

Teresa Stannard (Director) shall coordinate SARS-CoV-2 training and ensure
compliance with all training requirements.

Parchment Community Library will train workers on, at a minimum:
m Workplace infection-control practices.
m The proper use of personal protective equipment.
m Steps the employee must take to notify the business or operation of any
symptoms of COVID-19 or a suspected or confirmed diagnosis of COVID-19.

m How to report unsafe working conditions.

Teresa Stannard (Director) shall create a record of the training. Records should include
the name of the employee(s) trained and the date of the training.

©@ Recordkeeping
Parchment Community Library will maintain records of the following requirements:

m Training. The employer shall maintain a record of all COVID-19 employee
training.

m Screening protocols. The employer shall maintain a record of screening for
each employee or visitor entering the workplace.

= When an employee is identified with a confirmed case of COVID-19, record
when the local public health department was notified; as well as any co-workers,
contractors, or suppliers who may have come into contact with the person who was the
confirmed case of COVID-19.

Teresa Stannard (Director) will ensure that the records are kept.
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FREE onsite consultation service for employers

To help employers better understand and voluntarily comply with the MIOSHA Act, free
Onsite Consultation programs are available to help small employers Identify and correct
potential safety and health hazards.

Michigan Occupational Safety and Health Administration
Consultation Education and Training Division

530 W. Allegan Street, P.O. Box 30643

Lansing, Michigan 48909-8143

For further information or to request consultation, education and training services
call 517-284-7720 or visit our website at www.michigan.gov/miosha.

(MIOSHA/CET-5700 -- Revised 10/23/20)
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APPENDIX 2: PCL REMOTE WORK POLICY

MIOSHA Emergency Rule 5(8) states: “The employer shall create a policy prohibiting in-person

work for employees to the extent that their work activities can feasibly be completed
remotely.”

The following analysis lists categories of work in the Library that can or cannot be completed
remotely, and the employee classifications that perform them.

Work that can be completed remotely includes:

Website maintenance

Creation of reports in ILS system (statistics, weeding, overdues, etc.)
Social media posts

Cataloging of new materials

Online meetings
Staff schedules

Work that cannot be completed remotely includes:

Circulation Desk

o Checking library materials in and out

o Curbside delivery

o Shelving returned materials

o Retrieving requested materials from shelves

o Contacting patrons by phone (overdues, reserves, etc.)
Staff offices

o Preparing new materials for circulation

o Repairing library materials

o Processing of interlibrary loan materials

o Printing reports and schedules

o Working with the physical collection (overdues, weeding, inventory, etc.)
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Employees that can work entirely from home
e Social media / cataloger (1)
Employees that can complete some of their work from home

e Library Ambassador (1) (except Circulation Desk, event filming)*

e Children’s Librarian (1) (except Circulation Desk, story time filming)**

e Director (1) (Reports and meetings only from home. Required on site for supervision
and administration)

e Scheduler/Collections (1) (except Circulation Desk, overdues, schedules)

e Cataloger (1) (except Circulation Desk, pick up materials for cataloging, and
weeding/inventory of collection)

*The Local History Room has been reserved exclusively for use by the Library
Ambassador. Event filming requires equipment and Internet connectivity that are not
available at the employee’s residence.

**The Story Time Room has been reserved exclusively for use by the Children’s
Librarian. Event filming requires equipment and Internet connectivity that are not
available at the employee’s residence.

Employees that cannot complete any work from home

e Interlibrary Loan (1) (Interlibrary loan materials, Circulation Desk)
e Clerk (5) (Circulation Desk)

e Bookkeeper (1)

e Custodian (2)
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