
 

R E P O R T  TO  T H E  L I B R A RY B O A R D  
MEETING DATE: MAY 21, 2020 

SUBJECT:  Curbside Service 

PURPOSE:  For Receipt 

PRESENTED BY: Michael Ciccone, CEO 

RECOMMENDATION: 

It is recommended that the Library Board receive this report. 

BACKGROUND & REVIEW 

The Province of Ontario has given permission to public libraries to provide curbside 
service, effective May 19. The library building will remained closed to the public until 
further notice. 

The following plan is tentative. It is subject to change based on staff input and 
observation and external influences beyond our control. 

Guiding Principal 
To provide physical materials to patrons without endangering the health of staff and 
patrons and respecting all distancing and congregation limitations required by public 
health officials. We will accomplish this by creating processes that allow for as few 
“touches” of material as possible and as few physical transactions between patron and 
staff as possible and by assuring that all health and safety standards are met. 

Assumptions and Parameters 
• The most feasible service arrangement we can offer from of our buildings is the 

lending of physical materials at a single service point in or near the front of the 
branch entrance. We expect to receive both car and pedestrian traffic. All patrons 
will be asked to line up in the order they arrive at the service point, keeping the 
required distance (markers will need to be applied) 

• The Glanworth, Carson and Lambeth branches will not be providing curbside 
service and will remain closed until further notice 

• Senior Team members and select staff will be visiting branches in preparation for 
curbside from May 19 to May 31 

• Staff will begin reporting the week of June 1 to begin preparing and training for 
curbside service 
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• Duties currently being performed at home will continue unless there is compelling 
and unavoidable reason for a staff member to report to their workplace. In some 
cases, staff will be assigned duties that require them to both report to a branch 
AND work at home 

• Curbside service will be launched the week of June 8 at the following 5 branches 
for an initial one-week pilot: Beacock, Masonville, East London, Jalna and Byron. 
They’ve been chosen for their compatibility to parking lot/walk up delivery and 
geographic location. 

• The remaining 7 branches will be opened the week of June 15 assuming patrons 
have access to the building 

• Central’s reopening will require extensive thought and planning and is tentatively 
scheduled for June 15 

• Hours of operation TBD  
• Staffing levels TBD based on staff availability and the size and configuration of 

the branch. All staff routines will center on adhering to distancing requirements 
• While curbside service is in place, staff will begin reconfiguring the buildings in 

preparation for allowing patrons back in the building, adhering to and enabling 
appropriate physical distancing in public areas and allowing staff to work safely 
within the space available to them 

• Signage will be posted on sandwich boards and elsewhere with descriptions of 
the borrowing procedures, changes to borrowing parameters, reminders of 
proper hygienic practices and encouragement to access our digital resources 

Mitigation Efforts 
The following changes are designed to mitigate staff/patron interaction and minimize 
patron traffic and materials flow: 

• All returned material will be placed in return chutes by patrons. Staff will not 
accept returns directly from a patron. No exceptions 

• We will not accept cash payments for fines or fees. No exceptions 
• We will not be accepting patron material donations until further notice 
• There will be no reference or reader’s advisory service at curbside service points 

during this phase. All questions will be referred to our phone service. 
• The library’s hold system will be the only method of accessing physical materials. 

Those patrons requiring assistance in placing holds will be referred to our phone 
service. 

• With exceptions for specialty materials such as instruments, wifi hot spots and 
items on hold, the following changes will be made to the borrowing period for 
each item: 

o Extend the borrowing period of 3-week items to 4 weeks (taking into 
consideration possible quarantine by patron at home), with 3 auto-
renewals at 3 weeks each 

o Extend the borrowing period of 1-week items to 2 weeks, with 3 auto-
renewals at 1 week each 

PPE and Hygiene 
• Protocols are being explored for staff members to perform daily symptom 

assessments 
• All staff will be required to wear appropriate personal protective equipment (PPE) 
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while handling materials and serving patrons. All required PPE will be provided 
by the employer. Requirements TBD. 

• Staff will be reminded to wash their hands thoroughly with soap and water, or 
hand sanitizer, before entering the workplace, after contact with others, or with 
surfaces others have touched, before breaks, at shift changes, after receiving 
deliveries or handling returns, etc. 

• A ready supply of hand sanitizer will be available for patrons and staff alike 
• A schedule for cleaning and disinfecting will be established 

Quarantine 
• All material returned by patrons, delivered internally by buildings staff, or 

delivered from an external source will be placed in quarantine for an amount of 
time TBD (consensus among libraries is currently 72 hours) 

• Patrons will be advised to place their materials in quarantine prior to use 

Returns and Holds 
• Returns: We have 120,000 items in circulation and all will need to be 

quarantined. We do not want all those returns flowing to the 5 pilot branches, so 
we’ll delay accepting until June 15 when the second group of branches open. 
We’ll attempt to balance the flow through an email notification alerting them that 
they can return materials. The emails will be staggered throughout the week 
based on the first letter of the patron’s last name 

• Holds: We will begin allowing holds on June 13 or 14, depending on the schedule 
of open hours. 


