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The COVID-19 Pandemic has created an unprecedented situation for libraries. We are 
working to develop safe, consistent practices, and our primary concern is the safety of 
our staff and of our customers. It is paramount to all the decisions that we are making. 
We can only minimize risks, and we encourage our customers and staff to make the 
best decisions for themselves.   
While we are putting safety first, we realize that this might limit access for some of our 
customers, especially those customers most impacted by the digital divide.   
The goal of this document is to share information amongst Puget Sound Libraries. It is a 
guideline only, and it is changing and evolving as new information becomes available. 
Please check with your local leadership teams for the most recent information.  

Cleaning and Disinfecting 
• Defining the terms:

o Cleaning refers to the removal of dirt and impurities, including germs, 
from surfaces. Cleaning alone does not kill germs. But by removing the 
germs, it decreases their number and therefore any risk of spreading 
infection.

o Disinfecting works by using chemicals, for example necessarily clean 
dirty surfaces or remove germs. But killing germs remaining on a surface 
after cleaning further reduces any risk of spreading infection.(CDC) 
Products to disinfect may be different than products for cleaning

• With the sheer volume of materials that libraries process, disinfecting isn’t a viable 
option nor is it recognized as being particularly effective. Bound items are particularly 
difficult to completely disinfect, and disinfecting the outside of AV cases wouldn’t 
address any contagions on the inside of the case. Discs cannot be disinfected without 
being damaged.

• UV lights or fogging with disinfectant only sanitizes the exposed surfaces and is 
damaging to library items.

• While measures may be taken such as quarantine, it is a public space, and materials 
could be reintroduced to the virus when people touch or use the space. It is 
recommended that the same hygiene processes practiced in other public spaces are 
utilized in libraries. [link to CDC website and health department website]

EPA and CDC are emphasizing hand washing with soap and water and not 
touching your face as the most effective measures. 
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Quarantine 
• It is recommended that items be quarantined for 72 hours after they are returned to the 

library.
• Staff would remove items from book drops, left in current status, and placed on library 

carts, boxes, bags, or crates with gloves.
• The carts, boxes, or crates could be stored in meeting rooms, conference rooms, study 

rooms, or other non-public spaces.
• For libraries with no indoor rooms, additional options include external

storage sheds,PODs, or collaborating with their local waste management site for clean 
recycling containers. Space can be saved by using boxes or crates instead of
carts. There should be minimal handling of quarantined materials.

• For management of the quarantine, a routing slip can be taped to the cart, crate, or 
box with the date it was placed in quarantine.

• When libraries initially reopen, they can expect a deluge of materials returned and a 
lower than normal percentage of the collections checked out. Once the items are 
removed from quarantine and checked in, the shelves will be fuller than normal, and 
some collections may temporarily run out of shelf space. Libraries need to develop 
local practices on how to manage holds and shelf space. Things to consider: For
example, Accepting check-ins should wait until libraries have the ability to check out to 
help with lack of shelf space. Leave items in check out status until they are ready to be 
shelved for easier management of holds.

Remote Bookdrops 
• Remote book drops are at a separate location from a library, and often staff use 

personal cars to empty the book drop and transport the items to a library location
• Staff should unload the book drop and place items into crates or boxes lined with 

plastic bags and close the plastic bags.
• Label the boxes/crates with the date.
• Once arriving back at the place the boxes/crates in the quarantine queue.

Internal Library Return of Materials 
• To maintain social distancing, it is best to avoid customers directly handing their returns 

to staff.
• Customers may place their items in an internal book drop, box/crate, or on a cart.

o Internal book drop: the internal book drop can be lined with contract grade 
bags, and then the backs placed in quarantine, or the items can be loaded onto
carts/crates/boxes and placed in quarantine

o Box/crate: The boxes and crates are labeled with date and moved directly into 
quarantine.

o Cart: The carts are labeled with the date and moved directly into quarantine 
without staff having to handle the items.
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Delivery between Branches 
• Delivery between branches refers to items transferred from one branch within a library 

system to another branch within the same system. Generally this is to fulfill holds or to 
return an item to an assigned branch.

• As the item is either coming off the shelf of a sending branch or has already been 
through quarantine at the sending branch, it would not need to be put into quarantine at 
the receiving branch.

• Safety SuppliesSupplies of both cleaning materials and safety supplies are at an all-
time low with priority being given to medical facilities and first responders. The inability 
to obtain needed supplies on an ongoing basis may impact libraries’ abilities to reopen.

• The group will continue to monitor information and be actively in contact with county 
and state Health Departments, especially CDC and EPA recommendations regarding 
PPE and reevaluate closer to when staff will be returning to buildings.

• Consideration will be given to any adjustments needed once the public is welcomed 
back into buildings.

• It is recommended that a checklist and/or training be given for how to safely use PPE 
such as how often to change gloves, how to safely remove gloves, a reminder to wash 
hands after removing gloves using proper hand hygiene, and wearing masks

Additional Considerations 
• Waiving limits on accounts as customers may have returned items in, but they items 

are still in quarantine and not showing checked in the ILS.
• Waiving fines during this time.
• Items used in while in the library aren’t considered high tough and don’t need to be 

quarantined.
• ILL items received in mail and deliveries from vendors don’t have to be quarantined.
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