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The occupancy level will be ten persons plus staff at the Apsley Branch 

The occupancy level will be five persons plus staff at the Woodview Branch 

Masks are mandatory. 

There will be lines on the concrete and asphalt outside both branches to mark off 
six feet between patrons waiting when we are over our occupancy level. 

Front Door - Apsley & Woodview Branches 

Face Covering Required – poster on front door 

STOP – Do-you-have_POSTER – poster on front door 

Inside Front Door - Apsley & Woodview Branches 

There will be a barrier (table) set up to: 

• Read STOP Before Entering poster
• Direct patrons to use the hands-free hand sanitizer before entry
• The staff member at the Circulation desk will provide information &

determine what service they require. Patrons will be encouraged to
touch as few items as possible. Staff will collect contact tracing
details.

Patrons at both branches will be asked to restrict their visit to fifteen minutes 
unless they are using public access computers. 
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Inside the Libraries 

All patron seating will be removed from the public space for the foreseeable 
future and will be re-introduced when staff feel it is appropriate. 
 
Apsley patrons will be directed to leave the building by the library boardroom 
door and there will be signs to point the way. 
 
Woodview patrons will be directed to leave by the back door to the library. 
 
No in person programming will occur and the boardroom at Apsley may not be 
booked until further notice. 
 
Circulation Desk 
 
Plexiglass counter screens have been installed at both branches. 
 
The Apsley return box at the desk will be closed and patrons will be directed to 
place their returns in the big, return box.   
 
All materials being returned will be quarantined for one week before being loaned 
again. Staff will be provided with gloves to ensure safe handling of items when 
they are removed from the drop box. 

Staff will be emptying the book drop nightly at the Apsley Branch and weekly at 
the Woodview Branch.   
 
There will be lines on the floor of the libraries in front of the circulation desks to 
mark off six feet between patrons waiting to check out their items. 
 
Cash payments may be accepted and placed in a designated receptacle. 
Change will be made from our cash box. Cash received will be quarantined for 
one week. 
 
Patrons will be asked to hold up each item to be checked out so that staff are not 
handling these items. There will be a sign directing patrons to stand behind the 
plexiglass counter screen at both branches. 
 
Children’s Area 
 
The following items will be removed from the children’s area at both branches for 
the foreseeable future: 
 iPads and iPad station 
 Toys 
 Cushions 
 Crayons and colouring books 
 Oversized books 
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Computer Area & Wifi 
There will be signage for one person selecting DVDs at a time to meet social 
distancing requirements. 
 
We will have to manage expectations of face-to-face assistance with technology 
for library users. Patrons will be asked on arrival what service they require.   
Staff will not be permitted to handle any device without gloves, and social 
distancing and masks will be required for any interactions. Help with technology 
will be at the discretion of the Technical Services Coordinator and/or the 
CEO/Librarian. 
 
There will be three public access computers in Apsley and one in Woodview to 
allow for social distancing. Appointments to use the computers will be 
encouraged and the sessions will be limited to sixty minutes at a time, once per 
day.  
 
In Apsley booking times will be 10:00 am, 11:30 am, 1:00 pm, and 2:30 pm 
Tuesday to Friday, and 9:30 am, 11:00 am, and 12:30 pm on Saturday.  
 
In Woodview computer time will be on a first come, first served basis. 
 
Computers are thoroughly cleaned and disinfected after each use and silicone 
keyboard coverings are alternated and sanitized. The Technology Centre will be 
closed to all patrons during this cleaning period.  
 
Patrons will be encouraged to use the wifi outside unless they need to print. 
 
Printing is available upon request and patrons will pick up their printing at the 
Tech desk. Photocopying, scanning to e-mail and faxing services will be provided 
by staff wearing gloves. Patrons will be advised that this service is “use at your 
own risk” as we cannot clean the scanning bed after every use and there is a 
possibility of transmission from one patron’s paperwork to the next. 
 
Cleaning & Washrooms 
 
The “Ladies” washroom will be closed and the “Family” bathroom will be open for 
public use. Staff will use the “Staff” bathroom.  
 
Cleaning and disinfecting will be done twice daily at the Apsley Branch.   
At midday, the following must be cleaned:  all door handles, especially 
entrances/exits, all light switches, washroom toilet handles and taps, frequently 
used counters eg. the circulation desk and any tables used. 
 
Signage promoting and explaining proper handwashing will be posted in public 
washrooms. 
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Appendix 1 

Pandemic/Epidemic Procedures & Guidelines for Staff  
Employees are expected to reduce or prevent the spread of communicable disease in 
the workplace by engaging in the following actions to protect themselves, coworkers 
and the public. 

Self-Monitoring & Reporting of Illness 

If you are ill, do not come to work, notify the CEO/Librarian immediately, contact 
Peterborough Public Health (705-743-1000) or your primary care provider, complete the 
online self-assessment and follow the instructions provided. 

covid-19.ontario.ca/self-assessment/ 

All staff must complete the COVID-19 Screening Form each day before starting work. 

Coworkers will be informed if a staff member tests positive for COVID-19.  Self-isolation 
and potential quarantine of staff will be dealt with on an individual basis following 
medical directives. 

All employees and volunteers are advised to continue to monitor their health and 
practice good hygiene habits to stay healthy. 

Mental Health is particularly important in these uncertain times.  Employees should not 
hesitate to reach out to the CEO/Librarian for guidance to resources or go to: 

http://www.health.gov.on.ca/en/pro/programs/publichealth/coronavirus/docs/resources_
ontarians_experiencing_mha.pdf 

Personal Hygiene 

Signage describing proper hand washing and hand sanitization techniques will be made 
available and visibly posted where possible.   

Hand washing minimizes the risk of spreading germs and viruses.  The following steps 
must be followed at all times while working in both branches. 

• When you cough or sneeze, cover your mouth and nose with your elbow.  If using a 

tissue, immediately throw the tissue out and wash hands thoroughly. 

• Avoid touching your eyes, nose and mouth as much as possible, ensuring you wash 

your hands first. 

• Wash your hands with soap and water for at least 20 seconds: 

o Immediately after using the restroom 

o Before and after you eat 
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o Immediately after coughing, sneezing, using a tissue or smoking 

o After handling cash or touching any high traffic surface 

o At regular intervals throughout the day 

• If soap and water are not available or practical, use enough alcohol-based hand 

sanitizer to completely cover hands, and rub until dry. 

• Avoid high-touch areas, where possible, or use a clean tissue or your knuckle to 

touch light switches, doors etc, and clean hands afterwards. 

Adhere to signage from Public Health Ontario on “How to Wash Your Hands and How to 
Use Hand Sanitizer”. 

USE OF PERSONAL PROTECTIVE EQUIPMENT (PPEs) 

Utilize all provided PPE as directed. 

Gloves 

Disposable gloves will be provided as an additional measure, not as a substitute for 
proper handwashing.  Staff should plan out their work activities to optimize the number 
of gloves used per day, however glove use will not be restricted.  In the event of 
contamination, gloves will be replaced. 

Do not touch your face with gloved hands.  Take care when removing gloves and 
dispose of them properly.  Ensure you wash hands after removing gloves.  Please note 
that gloves do not replace frequent hand washing and frequent disinfection of high-
touch surfaces. 

Adhere to signage from Public Health Ontario on “Steps to Take Off Gloves”. 

Masks 

The use of non-medical masks is mandatory to reduce transmission of the virus to 
others and provide reassurance to those around you.  

A supply of disposable medical style masks will be provided for direct customer service 
interactions.  Re-usable masks can be worn at the employee’s discretion.  Employees 
may bring in and wear their own masks. 

Adhere to signage from Public Health Agency of Canada on “How to Safely use a Non-
Medical Mask or Face Covering”. 
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Physical Distancing 

COVID-19 is spread through close contact.  It is extremely important that all workplace 
parties maintain the physical distancing requirement as advised by Public Health 
officials; a distance of 2 metres (6 feet) is required at a minimum.  If this cannot be 
maintained due to the scope of work, alternate means of protection or barriers must be 
utilized, such as face masks and/or other physical barriers. 

Where there are no barriers, but the appropriate distance exists, consider placing a 
visual reminder to maintain social and physical distance. 

Adhere to signage from Peterborough Public Health on “Physical Distancing”. 

All materials on the sign-off sheet will be posted on the staff bulletin board in the 
kitchen. 
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Schedule A 
 

Employee/Volunteer 
Pandemic/Epidemic Sign-off Sheet 

 
It is the responsibility of the CEO/Librarian to review the following policies with 

their employees/volunteers. Any questions should be directed to the CEO/Librarian. It is the 
responsibility of each employee/volunteer to ensure that any questions or concerns are satisfied. 

By signing this form each employee/volunteer agrees that they have read each policy 
and all attachments and schedules forming the policy and that they clearly 

understand each one. 
 

 

 

                     TITLE                       POLICY             CHECK  √ 
Pandemic/Epidemic Procedures & Guidelines for Staff Personnel 

Policy 
 

Public Health Ontario “How to wash your hands & how to use hand 
sanitizer” Poster 

“  

Public Health Ontario “Steps to take off gloves” Poster                “  

Public Health Canada “How to safely use a non-medical mask or 
face covering” Poster 

               “  

Peterborough Public Health “Physical Distancing” Poster                “  

7.9   Safety, Security and Emergencies          7.9    

7.10 Continuity of Operations Plan 7.10  

7.11 Curbside Pick-up & Public Access Computers Procedures 7.11  
7.12 Pandemic/Epidemic Safety Plan 7.12  
7.13 Workplace Vaccination Policy – Coronavirus (COVID-19) 7.13  

 

 

Date:   
 

             
CEO/Librarian: 

 

 

Employee/Volunteer:   
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Updates to Procedures 
 

 July 2021 

- To control capacity limits, we need to count patrons. Some patrons may have to wait 
outside until others exit. Therefore, we will need to discontinue the use of rear exits. 

- Provincial guidelines updated to end quarantining of materials. We opened all drop 
boxes and stopped quarantining cash. 

- Appointments for public access computers were not necessary due to the limited amount 
of patron requests. 

 

 November 2021 

- WIFI is now permitted inside for one hour 
- Limited inside seating is available 
- More one on one tech help is available 
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