
September 16, 2020 
 
Pandemic Policy 
 
 
Purpose 

The purpose of this policy is to establish a procedure to be used in the event of an                  
epidemic/pandemic or other public health emergency. This policy differs from a general            
emergency preparedness policy or procedure. In the case of an event such as a fire, storm, or                 
utility outage, there is an assumption that staff will return to the building and normal library                
services will resume shortly after the event or crisis has ended. In the case of a public health                  
emergency, recovery may be slow and limited staff, services, and hours may be necessary for               
an extended period of time. 

In the event of a pandemic or other serious health emergency, the library may be required to                 
take measures to help slow the spread of the illness. These measures may include temporary               
closure of the library to the public and/or service restrictions such as limited hours of operation,                
reduced staffing, restricted access to areas in the library, increased health and safety measures              
for staff, cancellation of programs, special events, and meeting room reservations, etc. 

 
Policy for Communicating with the Public due to Closure of the Library 

It is the policy of the New Hartford Public Library to notify its patrons, employees, volunteers, the                 
Board and the community as soon as reasonably practical in the event the Library must close                
unexpectedly, for whatever reason. 

If a re-opening date is known that date should also be communicated. 

If practicable, the Director will obtain advanced closure approval from the Board and/or Board              
President. 

Methods of communication to be used include, where possible, the following: 

1. signage on all Library entrances and book drop returns 
2. notice on the Library website 
3. notice on all social media the Library utilizes 
4. announcements on local TV, news publications and radio 



5. notification to Mid-York Library system 
6. notification to New Hartford Town Superintendent 
7. emails, texts or phone calls to staff, volunteers and Board members 
8. or such other methods of communications as may become available 

If there are delays beyond the expected re-opening date, regular communication should occur,             
using the available media outlined above. 

 

Criteria for Closing the Library 

The New Hartford Public Library may be forced to temporarily close or reduce services due to a                 
public health emergency (i.e. an epidemic or pandemic) in the event that any of the following                
may occur: 

1. a mandate, order, or recommendation is issued by the Oneida County Health 
Department, the State of New York, or other local government officials. 

2. an employee of the New Hartford Public Library is diagnosed with the illness. 
3. the New Hartford Public Library Board of Directors deems closing is necessary. 
4. the New Hartford Public Library Director deems closing is necessary. 
5. a reduction of staff is ordered to maintain service levels or to reduce the possible spread 

of the illness. 

Types of Library Closures: 

1. complete closure: Staff is not allowed in the building for any reason. 
2. closed to the public/essential services maintained: essential Library staff may work from 

home or at the Library to perform necessary duties (i.e. payroll, bill paying, building 
maintenance). 

3. closed to public/reduced services:  Staff may be allowed to work in the Library and 
provide services to the public while the public is not allowed entry into the Library. 

  

Criteria for Suspending or Limiting Library Programs 

The New Hartford Public Library will consider the following criteria to determine limiting or              
cancelling Library sponsored programs: 

1. mandates, orders, or recommendations regarding group sizes recommended by local, 
county, and state officials. 

2. amount of staff available to run or assist with programs. 



3. room usage and availability (for example, community room use may be dedicated to 
storage or quarantining items). 

Public use of the New Hartford Public Library’s community rooms for non-library sponsored             
programs will be subject to the above criteria. 

Should the New Hartford Public Library be forced to close, some programming, where             
practicable, may be done virtually. 

 

Social Distancing  

If directed by local, state or federal health mandates to implement social distancing, the library               
shall follow such mandates, both within the library building, and, where appropriate, upon the              
library premises. 

Further, it shall be within the discretion of the library, acting through its director, to impose such                 
additional mandates as it may determine to be necessary to maintain appropriate social             
distancing and to protect the health, safety, and well-being of both patrons, volunteers and staff. 

 

Virtual Services 

The New Hartford Public Library will maintain continuity of library services to the greatest extent               
possible while working to provide a safe environment and complying with local, county, and              
state mandates. The New Hartford Public Library will strive to minimize the negative impacts on               
access to resources and services resulting from procedures adopted in response to a             
pandemic. The Library will work to preserve access to its online resources with the help and                
support of the Mid York System. 

Depending on the degree of closure that the New Hartford Public Library is experiencing, staff               
may be able to create and host virtual programming. Notifications of virtual programming will be               
posted on the Library’s website as well as their social media platforms. 

 

Accommodation of the Needs of those who Rely on Library Services 

The New Hartford Public Library recognizes that patrons may lack home computers or access to               
the Internet and that they may rely on the Library to provide free Internet access. When the                 
NHPL is in a state of closure, it will strive to maintain public Internet access insofar as it is                   
possible to do so safely and financially. 



Cleaning Measures and Precautions 

New Hartford Public Library is committed to providing a safe and sanitary environment for its               
patrons and staff. Based on recommendations from the Oneida County Health Department,            
other appropriate public health organizations, and the Center for Disease Control (CDC), the             
Library may increase the frequency or methods of cleaning and sanitizing the building,             
especially high traffic areas and surfaces.  

The New Hartford Public Library will place a strong emphasis on prevention and individual              
responsibility for taking necessary precautions to help prevent the spread of an infection. NHPL              
will provide its patrons and staff with convenient access to hand sanitizer, hand washing              
facilities, and disinfecting wipes. Signs will be posted throughout the building encouraging all to              
frequently wash and disinfect their hands to help minimize the spread of an infectious illness.               
The Library itself will endeavor to clean and disinfect surfaces as often as is reasonably               
practical.  

Computers designated for public use will have a protective film covering the keyboard and              
mouse. At the end of the patron’s allotted time, staff will remove the film coverings and replace                 
them with a new set.  The computer desk will be disinfected as well.  

The New Hartford Public Library reserves the right to close the public restrooms.  

  

Quarantining Items 

Public Health authorities may recommend quarantining recently returned items. Items will           
remain in quarantine for the prescribed period for that material. Materials may remain on              
patrons’ cards during the quarantine period, and if so, the New Hartford Public Library staff will                
post date the discharge date to reflect the return date.  
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