
Curbside & Window Walk-Up Services Plan 

 
Curbside & Window Walk-Up Services will begin on Thursday, June 11, 2020. 

 

Service hours will be: Mondays & Wednesday- 3:00 p.m. to 7:00 p.m. 

                                    Tuesdays, Thursdays & Fridays- 11:00 a.m. to 3:00 p.m. 

 

Patrons are to place their own HOLDS online or they can call (346-3433) or email 

us (forsythtwppl@gmail.com) at the Library with their item choices. Staff will 

place HOLDS for them in the order they are received. Emails and Facebook 

messages should include patron’s full name, phone number, and Library Card 

barcode number found on the back of your card. A list of desired items may be 

dropped off at the window during Curbside Services to be filled at a later time. 

 

HOLDS placed by patrons using the online system are sent to a waiting que. Staff 

will be monitoring the que to fill orders. Once a patron has reached their checkout 

limit for Curbside Service, staff will let remaining HOLDS wait in the que until 

other items are returned. 

 

Patrons with HOLDS waiting here in the Library since March will be the first to 

receive phone calls. 

 

Patrons will receive a phone call from the Library when their order is ready. 

They are asked not to come pick up any HOLDS until they have received a phone 

call with instructions for pick-up. This will relieve congestion. Patrons need to 

update their phone number by calling or emailing the library. 

 

Patrons will receive their order at either the Walk-Up Window to the right of the 

Drop Box (Community Room), or a staff member will bring their order to their car. 

Patrons choosing vehicle delivery are asked to remain in their vehicles. Staff will 

be happy to place bags in trunks or backseats if the patron prefers.  

 

If a patron chooses to have their order delivered to their vehicle, they will need to 

provide an approximate arrival time and vehicle description when they are called.  

 

If someone other than the patron is picking up the items, the name of the pick-up 

person will need to be provided for all Curbside Services. 

 



Patrons coming to the Walk-Up Window will be asked to follow proper social 

distancing guidelines. A table will be placed between the patron and window. 

Signage will be posted. Walk-Up Window patrons are also asked to please park on 

the street to allow Vehicle Delivery patrons to park in the library parking lot. This 

will make it easier for staff to deliver items. 

 

Staff working the Walk-Up Window will sanitize their hands between every patron 

in view of the patron. Staff delivering to patron vehicles will wear a new pair of 

gloves for every patron delivery. Staff in contact with patrons will be wearing a 

mask or face shield. 

 

All returns will be received via the Drop Box during Curbside & Window Walk-

Up Services. Staff will not take returns from patrons unless the patron is physically 

unable to put the items in the Drop Box themselves. 

 

Special item limits during Curbside Service will be in place. This allows for staff 

to prepare orders to serve as many patrons as possible.  

 

Limit of 10 items per card to include a total of 5 NEW items. Regular item limits 

still apply with DVDs and CD Books. A limit of 3 NEW Adult Fiction or Non-

fiction books per checkout per card. The 50-item limit per family still applies. 

 

 

 

 

Handling of Items for Curbside & Window Services: 

 

 All items will be cleaned before being placed in the bags for patrons.  

 Bags will be tied shut with a note attached with patron’s name, pick-up 

person (if different), approximate time of arrival (if known), and method of 

delivery (Window or Vehicle Delivery) 

 Bags will be lined up in the entryway for vehicle delivery and along the wall 

in the Community Room for window pick-up. 

 Staff will wash/sanitize their hands between every order they fill. 

 Staff providing the delivery will follow the guidelines laid out above. 

 


