
Continuation of Operations Plan 

In compliance with Chapter 168 of New York State Labor Law amendment 27-c the 

Schuylerville Public Library herein describes our plan for operations in the event of a declared 

public health emergency involving a communicable disease. 

 

 

(27-c.3.a) Essential Employees and Job Description 
As defined in the law, “Essential” is a designation made that a public employee or contractor is 

required to be physically present at a work site to perform his or her job. For Schuylerville Public 

Library, the staff positions that fit this definition during a state-ordered reduction of in-person 

work force include:  

Caitlin Johnson, Library Director --   Job Title: Library Director I 
The Board of Trustees recognizes that the Saratoga County Civil Service Commission’s title 

specification for the Library Director 1 position (copy attached) is the official job description for 

the Library Director title.  Notwithstanding that recognition, the following specific information and 

statement of duties and responsibilities is established to provide additional detail regarding the 

expectations of the Board in connection with its Library Director: 

1. Work with the library board 
As the library's director, you report to the library's board of trustees which has the legal 

responsibility for governing the library and hiring the library's director. You will provide 

administrative support to the library board. You will normally assist the library board 

President in preparing the agenda for board meetings by preparing an initial draft of the 

agenda. You will compile and distribute background materials for items on the agenda. 

You will have a responsibility for keeping the library board informed of issues and 

problems relating to the library, for assisting in and promoting the continuing education 

of board members, and for orienting new board members. You will assist the library 

board in the development of the library's annual budget, communication with the school 

district, and presenting the budget to the public. You will assist the library board in the 

development of library policies. You will bring issues facing the library to the attention of 

the board and present options and recommendations for dealing with those issues. 
 

2. Public Services 
You will help develop and oversee a variety of services designed to meet the needs of a 

diverse public. You are expected to operate the library under a philosophy of service 

which puts the needs of library users first and responds to those needs in a positive, 

helpful, and friendly manner. In addition to the lending of a wide variety of materials to 

users of all ages, the library provides reference and information services, public 

programming, and access to electronic information. Library services are designed to be 

accessible to everyone in the community including individuals with various types of 

disabilities.  
 



3. Collection Development and Technical Services 
You will be expected to select or direct the selection of a collection of library materials 

that meets the needs of a diverse public. Selection of library materials should be based 

on the collection development policy which has been approved by the library's board of 

trustees. It is important that you and the library board review the collection development 

policy regularly and make sure that it is consistent with current practice and otherwise up 

to date. After decisions have been made about which materials to add to the library's 

collection, you will be expected to oversee and participate in the acquisition, processing, 

and cataloging of these library materials. You will also oversee and participate in the 

circulation of library materials. Our library, as a member of a public library system, is 

expected to share materials with other libraries in the system and in the state through 

interlibrary loan.  
 

4. Supervise staff and volunteers and implement personnel policies 
You will be responsible for the hiring and supervision of library employees and the 

enforcement of personnel policies established by the library board. This includes the 

evaluation and disciplining of employees if necessary. You will be expected to carry out 

tasks related to personnel in conformity with state and federal laws. You will also be 

responsible for training other staff members and for facilitating their continuing library 

education. You will be responsible for recruiting, training and supporting volunteers as 

well.  
 

5. Develop the library budget and manage the library's money 
Each year the library must develop a detailed budget for the next fiscal year (July 1 - 

June 30) and for the next five years.  You will be responsible to work with the Treasurer, 

Vice President of Finance and the budget sub-committee to develop and present that 

budget to the library's Board of Trustees. Once the library has an approved budget, it will 

be your and the Treasurer’s responsibility to manage the library's finances so that 

expenditures stay within the approved budget. Bills to the library must be submitted each 

month to the Treasurer and for approval by the library trustees. You will be required to 

work with the Vice President of Finance to maintain accurate and up-to-date financial 

records and to report on the library's financial position in the library's annual reports to 

the state Division for Libraries and Technology.  You will be required to work with the 

auditors to provide material for the annual audit.   
 

6. Develop policies and procedures for the library 
Day-to-day library services and operations are carried under policies approved by the 

library board and under procedures which have been developed by the staff to 

implement those policies. Effective policies and procedures ensure that library services 

are consistent, fair, in compliance with local, state, and federal laws, and in the public's 

interest. You will be responsible for the initial development of policies for consideration 

by the library board and for creating procedures to administer these policies effectively 

and efficiently. You will be responsible for making sure that both policies and procedures 

are kept up to date. 
 

7. Plan for the library's future 
Your library and its services will be constantly changing and evolving. To ensure that 



these changes are occurring in a way that services to the public are improving, it is 

essential that the library plan for the future. Our library has a long-range strategic plan 

which guides the future of the library.  As Library Director it is your job to ensure the day-

to-day services and operations are guided by that plan.  You and the library board are 

responsible for developing an updated plan in conjunction with the library community.  
 

8. Advocate and promote the library 
The effectiveness of the library and the way the library is viewed by the community are 

significantly influenced by the way you and others advocate and promote the library in 

the community. To effectively advocate and promote the library you need to stay 

informed of what is happening in your community and you need to be active in your 

community. Effective library advocacy and public relations require a coordinated effort by 

the library director, the library staff, the library board, the library's Advocates for the 

Library organization, and library users. There are a wide variety of proven advocacy and 

public relations techniques that you and others can utilize to promote the library. Support 

for your efforts can be provided by the Southern Adirondack Library System, the Division 

of Library Development, the New York Library Association, and the American Library 

Association.  
 

9. Manage the library facility 
You will be expected to oversee the care and maintenance of the library facility in which 

the library is located and the grounds on which it is located. You will be required to 

supervise custodial staff. It will be your responsibility to determine problems and needs 

relating to the library facility and its grounds and to bring these to the attention of the 

library board. If there is a deficiency in the amount of space that is available to the 

library, you will need to initiate a formal space needs assessment in conjunction with the 

library board. The space needs assessment may result in the need to pursue a 

remodeled, expanded, or even a new library facility. You will need to be aware of 

requirements of the Americans with Disabilities Act (ADA) as they relate to the library's 

facility and make any deficiencies known to your library board. 
 

Kimberly Mark, Janitor --   The cleaner is responsible for vacuuming, sweeping, mopping, 

washing windows and walls, dusting, gathering and removing trash, cleaning and tidying public 

spaces, cleaning and restocking bathrooms, maintaining a cleaning supply inventory, and other 

duties as assigned.  This position is supervised by the Library Director.   

James Storms, Building Maintenance Worker --   This is semi-skilled work involving 

responsibility for independently performing a variety of mechanical and other building 

maintenance tasks or for serving as a helper to a [tradesperson].  In either case, although a 

working knowledge of one or more trades is necessary, a maintenance [person] does not utilize 

the more skilled techniques for any considerable portion of [their] time.  In addition, the work 

may involve the part-time operation of a truck, automobile or other automotive equipment.  

General instructions are received and work is performed under immediate or general 

supervision, depending upon the nature of the task. 



(27-c.3.b) Telecommuting Policy 
In the event that a system, local, state, or national emergency prevents all staff from entering 

the Schuylerville Public Library building, the Director and/or Board of Trustees will grant 

permission for non-essential staff (as defined by the law to be an employee who is not required 

to be physically present at a work site to perform his or her job) to telecommute. The library’s 

telecommuting policy is as follows:  

Schuylerville Public Library 
Temporary Teleworking Policy in Response to COVID-19 

• Teleworking does not change Schuylerville Public Library’s expectations or obligations 

regarding the employment relationship.  All employees, including those teleworking are 

subject to personnel policies. 

• The employee’s duties and conditions of employment with the Library remain unchanged 

while teleworking. 

• Teleworkers must comply with work schedules and working hours issued by the Library 

Director, though they may be mutually agreed upon and different from normal in-office 

schedules. 

• Schuylerville Public Library may alter or cancel the teleworking agreement at any time, 

with or without cause or advance notice. 

• Employees who work remotely must maintain the security of all confidential and/or 

sensitive information as if they were working at the Library. 

• Remote teleworkers are responsible for designating and maintaining a workplace that is 

free from recognized hazards.  The Library is not liable for any loss, damage, or wear of 

any equipment, furniture or supplies owned by the teleworking employee. 

• The employee must report any work-related injuries to the Library Director.  This is no 

different than the expectation of an employee when working in the office. 

• Schuylerville Public Library assumes no liability for injuries to teleworking employees 

that occur outside of the home work area or outside of established teleworking hours.  In 

addition, Schuylerville Public Library makes no representations on the personal tax and 

insurance implications of this teleworking arrangement; it is the employee’s obligation to 

address these issues on their own. 

*In addition, employees who are teleworking will have ample opportunity to request technology 

such as office laptops, microphones, data and passwords.  The employer shall make every effort to 

provide such amenities in a timely and safe manner ie: curbside pickup. 

 

 

 



(27-c.3.c through 27-c.3.f ) Re-Opening Safety Plan 

including Cleaning, Disinfection, and Contact 

Tracing Plan 
In all circumstances, Schuylerville Public Library will observe directions from local health 

officials for best practice for staff and public health safety if a staff member reports developing 

symptoms or tests positive for the communicable disease. The library’s reopening safety plan 

states:  

 

Schuylerville Public Library 
Temporary Safety Practices Policy in Response to COVID--19 
 

The Schuylerville Public Library is committed to serving its community during hard times 
and good.  The year 2020 has brought unprecedented challenges to our nation, state, 
and area of service.  To continue serving our patrons during this difficult time, while 
placing the health and safety of our community at the forefront, the Library Board of 
Trustees has adopted the below Temporary Safety Practices Policy.  

 
The board’s authority to adopt these measures is found in our charter, bylaws, New York 
Education Law Sections 255, 260, 226, 8 NYCRR 90.2, and Article 2 of the Not-for-profit 
corporation law.  We also consider it our duty to develop these measures to keep our 
services accessible at this time.  
 
Staff at the Schuylerville Public Library have the authority to enforce these measures like 
any other of the Library’s Rules.  Concerns about this policy should be directed to the 
Library Director. Thank you for honoring these measures, which are designed to keep our 
community safe, while allowing access to the library. 
 

Schuylerville Public Library Temporary Safety Practices 
 

Scope of Temporary Safety Measures 
The Schuylerville Public Library operates per relevant law and Executive Orders, including 
those pertaining to mandatory workforce reductions.  Therefore, the temporary 
practices in this Policy may be further modified as needed to conform with relevant 
Orders. 
 
Until the board votes to revoke this temporary policy, the following activities will be 
allowed and safety practices required during the phased reopening plan: 

Phase 1 Staff Only: No public allowed in building 



Following the guidance of SALS (the Southern Adirondack Library System), the 
precedence of member libraries and government and public health 
recommendations, the Library Director will establish a re-opening date for the 
Schuylerville Public Library, in coordination with the Board of Trustees.  To prepare 
for this opening date, all staff will report to the library building to work a schedule 
to be determined by the Library Director (this may be a modified schedule or a 
decreased number/percentage of normally scheduled hours).  Any remaining 
normally scheduled hours will be completed at home during this time. The Library 
Director will oversee any regulations requiring a certain percentage of employees 
working at one time in the building and will create schedules accordingly.  
Schedules will be stored in the event that any contact tracing must occur.  While 
working in the building, staff will clean surfaces, process returns, establish 
quarantine system for returns, answer calls and messages from the public, handle 
administrative tasks, reorganize furnishings and prepare the building for public 
access, and continue planning exercises and collection development. 

Every effort will be made to maintain social distance while at work and additional 
workspaces will be set up. Face masks and gloves will be provided to all staff and 
stored at the circulation desk and in the janitor's supply closet.  Plexiglass barriers 
are not needed yet. 

The public will be allowed and encouraged to return materials to the outdoor book 
return box during this time.  All returned items will be brought inside the library by 
staff wearing PPE and the items will be quarantined for 48 hours. 

 

Phase 2 Curbside Service: Some public services restored, no public allowed in 
building.  Timing to be determined by SALS startup committee, working to set a 
consistent opening date for all member libraries. 

At this stage, services will be provided at curbside only, as no public will be allowed 
in the building yet. Members can request items either through the catalog or the 
phone as per usual, and then pickup items curbside.  

Once the patron arrives for curbside pickup, they will be instructed via signs to call 
the library to alert us of their presence and staff will bring checked out items to their 
vehicle and request to view ID.  If they don’t have a car or are walking they can call 
or knock and we will bring the items out to them on the front porch.  Hours will be 
publicly announced for curbside delivery and calling hours and all voice messages 
will be checked within one business day.  Possible curbside and phone hours will be 
10am-3pm Mon, Weds, and Fri and 2pm-7pm Tues & Thurs. 

It will be requested that all returns be made to the outdoor book return box.  All 
returned items will be brought inside the library by staff wearing PPE and 
quarantined for 48 hours. 



Staff will be masked when dealing with the public. They can wear provided gloves to 
deliver items and/or wash their hands after the delivery is made. It is expected that 
members of the public will wear a mask or nose and mouth covering when in close 
proximity to library staff or each other (i.e. when curbside transactions take place 
via a car window) and any who don’t comply will not be served. Every effort will be 
made to keep contact very limited. Plexiglass barriers are not needed yet. 

A modified staff schedule is still recommended here, but may be adjusted from the 
earlier schedule based on the need for curbside pickup hours and availability of 
staff. 

Phase 3 Open to Public, Limited: Public allowed in the building, Closed stacks 

Public access will be through the front door only and patrons will be asked to 
remain in the area between the front door and circulation desk only, but also 
including the public restroom. Pick up of materials will continue and be done either 
inside or at the curbside. Additional services now available are: faxing, copying, 
printouts via e-print, all done by staff to limit contact on machines.  Notary service 
will be available by appointment only. Public will have access to the PC catalog to 
place requests.  Prohibited areas may be roped off.  All patrons will be expected to 
wear a mask or some form of protective face covering for the nose and mouth but 
the Library will not provide these.  Patrons inside the building will be asked to 
maintain 6 feet of distance between themselves and others whenever possible to 
follow social distancing guidelines.  Due to the small size of the library and 
recommendations from government concerning capacity limits, some patrons may 
be temporarily asked to queue outdoors on the porch and sidewalk.   

Open Hours will be Monday, Wednesday, and Friday from 10am-5pm and Tuesday 
& Thursday from 12pm-7pm.  Those who are immune-compromised or elderly are 
encouraged to use curbside service or contact the library for a special arrangement.  
Staff schedules will be determined by the Library Director but will include some 
work from home to fulfill staff’s regularly scheduled hours while the library’s open 
hours are limited.  Staff will be provided masks and gloves and social distancing 
guidelines will be followed to the best of our ability. 

It will be requested that all returns continue to be made to the outdoor book return 
box.  48 hour quarantine of materials will still be required.   

Hand sanitizer will be available on the desk.  Floor decals or tape will be used to 
highlight restricted areas and suggested social distancing spaces.  Plexiglass barriers 
will be needed in this phase to ensure the safety of both staff and patrons interacting 
in close proximity at the desk.   

Public meeting space will not be available.  All library events will be held virtually or 
outdoors (if social distancing can be enforced). 



 

Phase 4 Open to Public with Precautions: Library open to public with precautions in 
place to enforce social distancing. Normal operating hours and staff schedules in affect. 
Closed stacks possible  
 
In this phase, the public will be allowed entrance to all public areas of the Library, 
except for the Reading Room. There may still be a state mandate on the number of 
people allowed in the building based on local codes or size. If this is the case, public 
access to the building will be limited to 2 hours per day.  Staff will monitor the number 
of people in the building at all times and may ask patrons to queue outdoors for a time. 
Computer use will be limited to 4 PCs (every other machine) to encourage distance and 
will be limited to only one hour per day instead of two to compensate for increased 
demand. It will be recommended that patrons only use public computers for 3 days per 
week at the most and signs will be posted to this affect.  Library seating will be 
unavailable and sitting will be discouraged.  The idea will be to encourage library use, 
but not lingering.  Eating and drinking in the Library’s public spaces will be temporarily 
banned since masks must be removed to do either.  Masks and distancing will still be 
enforced for all patrons. Disinfecting wipes and/or keyboard covers will be provided 
depending on availability.  Staff will use disinfecting cleaners on public computer 
equipment after each use.   
 
Any in-person programs will by necessity be very limited in participants or take place 
outside (while still maintaining social distancing) or continue virtually online. In-house 
access to magazines and newspapers will depend on current recommendations 
regarding viability of the virus on paper and limitations regarding time spent in the 
building. Public will not be able to reserve the Reading Room space during this time.  
 
No toys or children’s non-circulating items will be out for use until there is a vaccine 
available or public health officials give the all-clear on resuming normal activities.  
 
It will be requested that all returns be made to the outdoor book return box. All returns 
will be quarantined upon return for a length of time determined by SALS. Curbside 
service will still be available by appointment.  
 

Staff will continue to be masked for all interactions with the public. Floor decals may 
need to be adjusted or removed at this stage. Plexiglass barriers will still be needed at 
this stage. 

Phase 5 Normal Operations:  all normal operations resume 

 

*All plans are dependent on adequate supplies, PPE and staffing capabilities.  Cleaning 
will be increased during phases 1-4. 

ADA 



In the event, any safety requirement is not practicable on the basis of a disability, please 
contact the Library Director to explore a reasonable accommodation. 
 
Code of Conduct 
Adherence to these practices shall be enforced as a requirement of the Library’s Code of 
Conduct until such time as this temporary policy is revoked. 
 
 
Approved by the Board of Trustees May 12, 2020, Amended June 9, 2020 & August 11, 
2020 

----------------------------------------------------------------------------------------------------------------------- 
 

COVID-19 Temporary Human Resources Procedures 
 

Temporary Screening and Testing of Employees (Reopening Phases 1-4) 

 

Prior to beginning an on-site shift, all Library employees will be required to complete a health 

screening questionnaire, to determine if the employee has:  

 

•    knowingly been in close contact with anyone with COVID-19 in the last 14 days  
•    tested positive for COVID-19 in the last 14 days  
•    has experienced symptoms (shortness of breath, fever, chills, cough, muscle pain, 

headache, sore throat, loss of taste or smell)  
•    has traveled to any areas with significant community spread in the last 14 days  
•    or has a temperature of 100.4 degrees or more 
If any of these questions are answered in the affirmative, employees will be told to remain at 

home and be given instructions to contact their healthcare provider for assessment and possible 

testing. 
 

The Library will follow the DOH’s “Interim Guidance for Public and Private Employees Returning 

to Work Following COVID-19 Infection or Exposure”  
 

If an employee receives a positive diagnosis of COVID-19, the Library will notify the Saratoga 

County Department of Health and will cooperate with the local health department to trace all 

contacts in the Library for the sick employee and issue public announcements.  Additional 

cleaning and disinfecting will occur in areas where the affected employee had contact.    
 

Temporary COVID-19-Related Employee Leave, according to FFCRA (expiring 12/31/20): 
All employees who are unable to work or telework will be granted up to two weeks (80 hours, or 

a part-time employee’s two-week equivalent) of paid sick leave at 100% pay for the following 

reasons: the employee is subject to a Federal, State, or local quarantine or isolation order 

related to COVID-19; the employee has been advised by a health care provider to self-

quarantine related to COVID-19; or the employee is experiencing COVID-19 symptoms and is 

seeking a medical diagnosis. 
 



Employees who are unable to work or telework will be granted up to two weeks (80 hours, or a 

part-time employee’s two-week equivalent) at 2/3 pay for the following reasons: the employee is 

caring for an individual subject to a quarantine or isolation order issued by Federal, State, or 

local government or a health care provider; the employee is experiencing any other substantially 

similar condition specified by the US Department of Health and Human Services.   
 

Employees who are unable to work or telework will be granted up to 12 weeks of paid sick leave 

at 2/3 pay if the employee is caring for his or her child whose school or place of care is closed 

due to COVID-19 related reasons (a part-time employee is eligible for leave for the number of 

hours that the employee is normally scheduled to work over that period. 
 

 

 

 

(27-c.3.g) Sites for Emergency Housing 
The law requires “a protocol for how the public employer will work with the locality to identify 

sites for emergency housing for essential employees to the extent applicable to the needs of the 

workplace.” Schuylerville Public Library intends to meet this requirement by doing the following:  

(This is not applicable for the Schuylerville Public Library.) 

 

 

 

 

 

ADOPTED by the Schuylerville Public Library Board of Trustees 03/09/2021 

 

 


