Vigo County Public Library
Pandemic Influenza Plan

In order to promote a safe and healthy environment for library patrons and staff the VCPL has created a pandemic influenza plan to minimize exposure and illness in the event that pandemic influenza becomes a threat to the Vigo County community. 
As a preventative measure to reduce the spread of infectious disease the VCPL provides information to staff regarding the prevention of the spread of infectious disease and instruction on the use of protective products, gear, and best practices for routine maintenance that inhibits or minimizes the spread of infectious disease. 

In the event of an influenza outbreak of pandemic proportion in Vigo County, the VCPL Administration and Board of Trustees consults with local municipality, as well as state, and federal health officials regarding recommendations for closing and/or decreasing or suspending library programs and services to promote social distancing in an effort to decrease the spread of influenza.  
In the event the VCPL experiences significant staff absences due to influenza which compromises the library’s ability to provide services, the VCPL Administration may find it necessary to re-assign staff, decrease or suspend programs and services, or initiate a reactive closing approved by the VCPL Director in consultation with the VCPL Board of Trustees.  
Upon a preemptive or reactive closing of the library due to a pandemic outbreak, the VCPL may continue internal operations and limited public remote services utilizing a variety of methods and staffing levels.In the event the VCPL experiences reduced or suspended services or a closing due to a pandemic outbreak, the VCPL will provide staff, patrons, and the media information regarding reduced services or facility closings as soon as possible. 

Adopted by the Vigo County Public Library Board of Trustees on the 21st day of September, 2009.
Vigo County Public Library

Pandemic Flu Procedures

1. Staff Education

a. Training sessions (Human Resources/Administrative Coordinator)

i. Training Materials

1. ‘Protecting Yourself from Infectious Disease in the Workplace’

2. ‘Protecting Yourself from H1N1 Influenza – What You Need to Know

ii. Best Practices

1. Frequent hand washing

2. Cover mouth/nose with tissue or elbow when coughing/sneezing

3. Dispose of used tissues

4. Avoid touching eyes/nose/mouth

5. Stay home when sick

iii. Reporting to work

1. If unable to report to work notify supervisor as soon as possible

2. Speak directly with supervisor or Human Resources if at all possible

3. If unable to speak directly to supervisor or Human Resources leave a detailed message and attempt to contact another staff member on duty to report your absence

2. Preventative Housekeeping

a. Products and Gear for Staff and Patrons (Mail/Supply)

i. Hand sanitizers

ii. Disposable gloves

iii. Face masks

b. Maintenance Best Practices

i. Maintenance Dept

1. Clean and disinfect restrooms, doorknobs, railings, etc

2. Regularly scheduled cleaning and disinfecting of employee desks and chairs, workstations, and work areas

ii. Staff

1. Daily disinfect individual and departmental use computer monitors, keyboards, and mice

iii. Public Use Computers

1. Daily disinfect computer monitors, keyboards, and mice

2. Each department overseeing public use computers is responsible for disinfecting the computers overseen by department

3. Influenza Outbreak

a. Library Administration monitors emergency conditions and follows recommendations of local municipality, state, or federal health officials

b. Library Administration presents recommendations for decreased or suspended services or closing to the Library Board of Trustees for approval

c. Measures

i. Social Distancing

1. To minimize groups of people in close quarters may suspend some service in some areas

a. Computer Labs

b. Reference Computers 

c. Young Peoples 

d. Meeting Rooms

e. Programming for large groups

ii. Closing facilities to the public

1. Upon recommendation of local municipality, state, or federal health officials

2. Due to significant staff absences for which staff reassignment does not provide adequate coverage for continued service levels as determined by Administration

3. Staff may be required to report to work when facility is closed to the public

a. Provide essential internal operations 

1. Maintenance : facility upkeep and drop box 

2. Systems : data and systems backups

3. Business Office : Payroll, personnel, and financial 

b. Maintain efficient internal operations workflow

1. When daily internal operations can be maintained in the absence of providing direct public service

2. When work is available that promotes efficient internal operations

c. Provide limited services to the public

1. Telephone reference

2. Reference via various methods of electronic communication including email, IM, chat

3. Service via telephone for patron accounts, holds, etc

4. Communication

a. Library Administration will provide information concerning reduction in services or closing of facilities to the public

i. Website 

ii. Telephone Attendant 

iii. Media—Radio and TV

iv. Signage

b. Library Administration and CoCom will provide information concerning closing of facility and change of work schedule to staff

i. Staff phone tree

ii. Email

iii. ADP employee web portal

5. Pay practices during pandemic influenza closing

a. Staff may be required to report to work when facility is closed to the public

b. Refer to the Staff Manual Compensation for Unscheduled Closing Policy for information concerning compensation during library closings

