
 
 

 

COVID-19 
Exposure Prevention, Preparedness and Response 

Plan 

 
 

This plan was developed in accordance with the Michigan Department of Health 

and Human Services (MDHHS) Epidemic Order (May 15, 2021), the Michigan 

Occupational Safety and Health Administration (MIOSHA) guidance on COVID-

19 workplace safety, and recommendations of the Centers for Diseases Control 

(CDC). It is acknowledged that the novel coronavirus (COVID-19) is an evolving 

situation as more is learned about the virus. As a result, these guidelines are subject 

to change and modification pursuant to legal requirements. The provisions set forth 

in this plan shall apply to all employees entering and providing services in and on 

the property of the Forsyth Township Public Library, and will set forth 

expectations of patrons entering and using services provided by the Forsyth 

Township Public Library. The plan will remain in effect until rescinded by the 

Library Board of Trustees in accordance with direction from state and local 

authorities. 

 

 COVID-19 is a respiratory disease caused by the Sars-CoV-2 virus. It is 

considered highly contagious. To mitigate the impact of COVID-19, provisions 

have been put in place to reduce exposure to employees and patrons. It is important 

to understand how the virus spreads. The virus is thought to spread mainly from 

person to person including: 

 

 Between people who are in close contact with one another (within about six 

(6) feet);  

 Through respiratory droplets produced when an infected person coughs, 

sneezes, or talks;  

 These droplets can land in the mouths or noses of people who are nearby or 

possibly be inhaled into the lungs. 

 

Symptoms of COVID-19 include: 

 Uncontrolled Coughing 

 New onset of Shortness of Breath 



 Fever 

 Or at least two (2) of the following not explained by a known medical or 

physical condition: loss of taste or smell, muscle aches, sore throat, severe 

headache, diarrhea, vomiting, or abdominal pain. 

 

Personal Preventative Steps: 

 

The CDC shares that there are simple preventative actions that can be taken, 

including: 

 

 Avoid contact within six-feet of other people. 

 Avoid touching your eyes, nose and mouth with unwashed hands. 

 Wash your hands often with soap and water for at least 20 seconds. Use an 

alcohol-based hand sanitizer that contains at least 60% alcohol if soap and 

water are not available. 

 By wearing a face covering inside public spaces when six-feet of social 

distancing cannot be maintained. 

 

Preventative Steps at Work: 

 

 All staff are to enter and exit via the back entrance when possible. Wash or 

sanitize hands before reporting to designated work area. If your Library 

issued key does not allow for entrance via the back door, you may enter 

through the front entrance.  

 Maintain six-feet of social distancing from all co-workers, patrons, delivery 

persons, etc. as much as is possible.  

 Masks/face coverings must be worn in public spaces when the library is 

open. 

 In shared work spaces that are not considered public space, employees must 

maintain six-feet of social distancing from each other. If you are not able to 

consistently maintain six-feet of social distancing, a mask/face covering 

must be worn regardless of vaccination status.  

 Masks will be worn at the Circulation Desk when members of the public are 

present and when 6-feet of social distancing cannot be consistently 

maintained between staff members. 

 Avoid touching your eyes, nose and mouth with unwashed hands. 

 Frequently wash your hands with soap and water for at least 20 seconds, OR 

use an alcohol-based hand sanitizer that contains at least 60% alcohol if soap 

and water are not available.  



 Follow appropriate respiratory etiquette by covering your nose and mouth 

with a tissue or the inside of your elbow when you cough or sneeze. 

Immediately wash or sanitize your hands. 

 Clean and disinfect work surfaces and frequently touched objects regularly, 

especially between staff changes. 

 As best as you are able, use the same items (pens, staplers, pencils, etc.) 

during your shift. Sanitize those items before you leave. 

 Several times throughout the day, staff will be required to sanitize high-

touch areas, such as restrooms, computer stations, tables, door handles, and 

water fountains. 

 Consume food items away from the public. 

 

If FTPL Staff Are Sick with COVID-19 Symptoms: 

 

 Stay home. 

 Call your health care provider, or your local health department if you do not 

have a health care provider, for instructions. 

 Notify the Library Director. 

 Employees that have been exposed to a confirmed case of COVID-19 are to 

report the exposure to the Library Director as soon as possible, or within 24-

hours of awareness. Proper procedures will be followed based on current 

recommendations and vaccine status. Employee may be required to 

quarantine and/or work from home if job related responsibilities allow for 

remote work. 

 Employees with symptoms or confirmed COVID-19 diagnosis must follow 

current CDC guidance with regards to any required quarantine and/or 

isolation. This applies to vaccinated and unvaccinated employees. 

Requirements may vary depending on status. Employee will stay home until 

guidance is received. 

 If an employee tests positive for COVID-19, the Library may assume that all 

staff members have been exposed. The Library will need to determine if 

other staff members were in close contact with the infected person. The 

Library may need to close for a period of at least 14-days depending on 

current guidelines. This decision will be made based on guidelines set forth 

by the CDC and the MCHD. 

 In the event of a positive COVID-19 case among library staff, co-workers 

and anyone else who were in close contact with the individual in the library 

will be notified within 24-hours. 

 



Proper Handling of Library Items: 

 ALL library items will be returned via the drop box outside the building 

unless item is too large. 

 Wash, or sanitize your hands per CDC/MIOSHA guidelines after emptying 

the drop box and cleaning returned items. 

 Returned items will be cleaned before check-in. 

 Follow proper CDC guidelines when unpacking RIDES tubs and any 

shipments coming to the library by washing or sanitizing your hands after 

unpacking, or by wearing gloves. Avoid touching your eyes, nose and 

mouth. Sanitize the work area when finished. 

 The Library will accept a limited amount of donations at this time.  

 

PPE for Library Staff: 

 

 Disposable masks, and plastic face shields will be provided by the Library. 

Staff are to use a new mask each day. Employees will be required to wear 

face coverings in public spaces when the library is open and in work areas 

where six-feet of social distancing from other staff cannot be maintained 

regardless of vaccination status. 

 Gloves are provided for those who wish to use them. Employees are 

expected to properly wash or sanitize hands on a regular basis especially 

after handling items returned to the drop box, after eating, and handling 

items belonging to a patron such as a phone or device. 

 Employees will be required to conduct a self-screening questionnaire upon 

entry for each shift regardless of vaccination status. The questionnaire will 

cover symptoms, confirmed exposure to people with COVID-19, and travel 

outside the United States. The form will be signed and dated by the 

employee and the Library Director. 

 Health forms will be kept in separate private files by the Director. Forms 

will be shredded periodically to help ensure the privacy of library employees 

with forms being kept for no less than 15-days to allow for contact tracing if 

necessary. A record of health screening history will be maintained for no 

less than 6-months. 

 Disinfecting cleaners will be provided, as well as hand sanitizer and hand 

soap. 

 Tables will be placed in front of the Circulation Desk to maintain a 6-foot 

physical barrier between staff and patrons. Members of the public are not to 

go behind the Circulation Desk area or enter the work room.  

 



Members of the Public in the Building: 

 

 Per MDHHS and MIOSHA, signage will be posted informing the public of 

any requirement to wear a face covering while visiting the Library. Face 

coverings are required for all members of the public who are not fully 

vaccinated, who are medically able to tolerate wearing them, and children 

ages 2 & up. Please see the current Gatherings and Face Mask order for a 

full list of exemptions. Face coverings will continue to be required for 

patrons who fall in these categories as long as such mandates exist. 

 Patrons who do not want to come inside the building but wish to obtain 

library materials may arrange for curbside delivery to their vehicle in the 

Library parking lot. 

 Signage will be posted instructing patrons to follow proper social distancing 

guidelines, to refrain from visiting the library if they are ill, and any other 

requirements set forth under the MDHHS Epidemic Order and MIOSHA 

Workplace Safety Guidelines, and any forthcoming orders from state and 

local officials. 

 Provide social distancing markings at the Circulation Desk. 

 Limiting/regulating the number of patrons permitted to be in the library at 

one time may be required according to any existing Orders, local guidelines, 

and other health and safety concerns surrounding COVID-19. 

 Limiting the number of public computer stations, limiting time allowed per 

station, and proper social distancing for any face-to-face help provided by 

staff for patrons using public computer stations may be required based on 

any current or future orders from state and/or local officials. 

 Ability for the public to congregate, or linger in the library may be 

monitored, or limited based on current or future orders from state and/or 

local officials. 

 Restricting, or limiting seating for patrons in the library will be necessary 

while social distancing guidelines are in place. 

 Restricting, or limiting use of Meeting Rooms will be necessary while social 

distancing and/or capacity limits are in place. 

 Service hours are subject to change based on MDHHS orders and any other 

orders from state and/or local officials, and staffing availability.  

 

 

The Library Director has the authority to modify and enforce this plan in 

accordance with existing and additional orders set forth by the state of Michigan, 

Michigan Department of Health and Human Services, and the Marquette County 



Health Department in regards to COVID-19. Any changes required will be made 

known to the Library Board of Trustees as soon as possible. 

 

Library Director Leslie Makela, Library Clerk I Leslie Willig, Library Clerk II 

Erin Piefer, and Library Clerk II Ashley Smith are designated worksite supervisors 

to ensure that all COVID-19 procedures are being followed. 

 
* Orders change often. Please be aware that any Order mentioned by number or date in this document may have 

been rescinded or replaced by another Order. The Library Director is monitoring the state of all Orders pertaining to 

the Library Staff and any services provided by the Library. 

 

 


