
Library Reopening on July 13 ~ By Appointment Only 
Library hours: Monday - Friday 10am to 6pm 

 

● There will be four kinds of appointments that can be reserved.  

1. Grab and go: 

a. Browsing and checking out items 

b. Pick up holds that are available 

c. Return items 

d. Booksale 

2. Account help: 

a. Get a library card 

b. Libby/Overdrive/RB Digital/Hoopla Help 

c. Technology Help 

d. Notarization 

e. Copying 

f. Faxing 

g. Scanning 

3. Computer use/printing 

4. Tutoring 

● When scheduling: 

○ Patrons need to call Information to book or cancel their appointment.  

○ There will be 4 slots per service, no matter the service.  

○ The patron gets one appointment per day. 

○ No matter the service, the patron is allowed the first 45 minutes in the library, 

library staff has the last 15 minutes to clean the area. 

○ The patron can come in at any time during their 45 minute slot.  

○ There is a separate form for each of the above four kinds of appointments. Each 

form has a tab on the bottom of the form, for a new day. No need to erase the 

form to start a new day.  

○ If the patron brings anyone with them, they need to be registered also. So, if it’s 

the patron and a child, register 2 separate people.   

● Where are patrons parking? 

○ Patrons using curbside will be using the “new” parking lot, and patrons coming 

for an appointment will use the “old” parking lot.  

● Entering the building:  

○ Patrons will call Information at (315) 736-9734 ext. 207 when they are in the 

parking lot so that we can let them in the building. 

○ If circulation receives a call about an appointment, just forward the call to 

Information.  

○ Info Staff will be checking a box in the Google Forms so that we can keep track 

of who came for their scheduled appointment.   

● Computer Rules: 

○ One reservation per day 



○ Computers will shut down after 45 minutes.  

○ If a patron needs assistance, it is at your discretion that you help them, but follow 

social distancing rules, refrain from touching the patron’s computer, and both 

parties wear masks/gloves. If you are NOT comfortable with helping the patron, 

then please get another staff member.  

○ If a patron needs to use the computer for something important (job-related, for 

example) and their time runs out, give them a laptop or move them to a computer 

in the children’s area.  

● Tutoring: 

○ Tutors will be in the Community Room  

○ 4 tutors per hour will be allowed, with one student per session. 

○ Only one person/caregiver can stay in the Community Room with 

student/teacher, or they can make an appointment for any of the above.  

○ Some tutors like to tutor more than one student at one time. This is not allowed 

for the time being.  

● Browsing/borrowing material: 

○ Patrons can have staff check out items, or they can use the self-checkout.  

○ Limit interactions with staff. Refrain from having lengthy conversations.  

○ Patrons are asked to put items they handled on a cart. These items will be 

quarantined for 72 hours.  

● Patrons need to wear a mask when entering the library!  

○ If they refuse to wear a mask, or can’t wear a mask, then suggest the following: 

■ Order materials online or over the phone 

■ Use curbside pickup  

■ Make an appointment to speak with staff over the phone or by MAX UC 

● Random:  

○ Sanitizer and cleaning supplies will be near so that we can clean each area. I 

don’t think patrons will self-clean, since supplies may walk.  

○ We are not a hangout space yet. This includes children playing with toys and/or 

with other children.   

○ Adult & Children Summer Reading Programs will be curbside. Staff in charge will 

arrange for an appointment for pickup.  

○ These services are not allowed until further notice:  

■ Donations 

■ Bathroom 

■ Keurig Machine 

■ The small rooms in the Dunham House ~ only the Community Room will 

be used for tutoring.  

 

 

 


