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To: 
Cristie Hammond; Michael Jones; Berneice Ritter; Mary Herron; Michelle Shirer; Jennifer Hess; Todd Stanley
From: 
Tony Howard
Date: 

July 27, 2020


 Subject: 
Library Operations review
Executive Summary

The purpose of this memo is to outline various operational scenarios for the Library Board of Trustees in order to help them make an informed decision regarding Operations of the library during the current pandemic.
Option 1

Complete Shutdown

This option must be considered in case the Governor issues a complete shutdown for the county or state that included libraries

Staffing recommendation
· Furlough all non-management staff  

· ELT and Management staff would operate the essential functions of the organization
· Finances, administrative duties, virtual services, facilities infrastructure, IT infrastructure, Collection management, etc

Financial Impact

· This would save the library and estimated $8,211.11 per week in personnel. We would also see reductions in other areas such as utilities.
Option 2 

Curbside Service

· Curbside service
· Mobile printing pickup
· (Maybe)Remote faxing and copying under consideration

· This service is a high need service, which would defeat the point of no touch curbside service (adds to staff risk)
· Materials Pickup

· Online and phone information and research service

· Virtual classes and events

· Minimal to major project work

Staffing Recommendations for Curbside Service
· Option 1: Furlough Reference and Youth Services Assistants
· When looking at the services we provided during the recent Curbside service while closed to the public, we know there isn’t enough standard work for everyone 

· We currently have enough customer service staff to operate curbside services at both locations because we are no longer scheduling the “teams” approach.
· Looking at station coverage and standard off desk tasks, we need a minimum of 150 hours of reference staff in this scenario. 

· Keeping Librarians and Managers gives us 246 hours of information staff. 
· This option would allow for 96 hours per week to be spent on special projects and supporting curbside services by information staff
Financial Impact

· The organization would save an estimated $1,790.74 per week under this option.
· Furloughed staff would see a reduction in what they normally bring home dependent on what unemployment benefits they qualify for with the state.
· Option 2: Keep all staff working

· Reallocate Information staff time to support project work. We have plenty of major projects and initiatives that involve hundreds of hours of work to complete

· De-Dewey project
· LAN reorganization 
· Website redesign committee
· Outreach to assisted living centers setup/coordination
· Collection management/development
· Virtual Programming
· Customer Service Guidelines
· Reader's advisory team

· Virtual resource SME's and trainers

· Microsoft tool SME's
Financial Impact
· No change from current operations

Note: Both options are considered fiscally responsible with taxpayer funds by Library Administration
Option 3


Curbside service with limited access to computers, & copiers

· Curbside service

· Materials Pickup

· Mobile printing pickup
· Customer Access to printing, scanning, faxing by appointment only (20 minutes per customer)

· Computer/internet Appointments (1 hour per customer) – Limit 6 customers per hour

· Online and phone information and research service

· Virtual classes and events

· Minimal to Major project work

Staffing Recommendations with limited access
· Option 1: Furlough Reference and Youth Services Assistants
· When looking at the services we provided during the recent Curbside service while closed to the public, we know there isn’t enough standard work for everyone 

· We currently have enough customer service staff to operate curbside services at both locations because we are no longer scheduling the “teams” approach.

· Looking at station coverage and standard off desk tasks, we need a minimum of 150 hours of reference staff in this scenario. 

· Keeping Librarians and Managers gives us 246 hours of information staff. 

· This option would allow for 96 hours per week to be spent on special projects and supporting curbside services by information staff and helping to clean between customers
Financial Impact

· The organization would save an estimated $1,790.74 per week under this option.
· Furloughed staff would see a reduction in what they normally bring home dependent on what unemployment benefits they qualify for with the state.
· Option 2: Keep all staff working

· Reallocate Information staff time to support project work. We have plenty of major projects and initiatives that involve hundreds of hours of work to complete

· De-Dewey project
· LAN reorganization 
· Website redesign committee
· Outreach to assisted living centers setup/coordination
· Collection management/development
· Virtual Programming
· Customer Service Guidelines
· Reader's advisory team

· Virtual resource SME's and trainers

· Microsoft tool SME's
Financial Impact
· No change from current operations

Note: Both options are considered fiscally responsible with taxpayer funds by Library Administration
Option 4


Open facilities
· Open facilities means we would continue to operate with current safety measures in place to avoid community spread
Current Operations

· Full access to the library facilities

· Access to browse collection

· Computer access
· Printing, copying, faxing

· In person reference and reader’s advisory
· Reduced seating

· Limit 2 people per table

· Restricting movement of furniture by customers
· Curbside service
· Materials pickup
· Mobile printing pickup
Safety Measures

· Closed reserves 
· Closed meeting spaces

· Limiting groups to less than 10 people 
· Limited public restroom access with regular cleaning

· Deployed special in house use returns carts

· 96-hour quarantine of all returned materials

· Plexiglass barriers at all public service desks

· No literacy manipulatives or toys accessible in the Youth Services areas
· Hand sanitizer at all self-checkouts and throughout both facilities

· Regular cleaning of high use areas 

· Thorough cleaning of surfaces in public areas by facilities staff

· Staff requirement to clean shared workspace before leaving that workspace 

· Regular cleaning of lockers when restocking materials

· Masks required for staff and public
· Staff required to wear gloves when handling materials
Action Item
Discuss the library’s current approach to the Pandemic, consider the data available and determine if we continue to operate with safety protocols currently in place or if we need to change direction. 
