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Sullivan, Brian T

From: Romanchock, Mechele C
Sent: Tuesday, August 4, 2020 7:20 PM
To: Adams, Katie; Adams, Kevin; Arno, Brett C; Bahr, Ellen J; Clarke, D. S; Criss, Amanda M; 

Crosby, Nicolas; Dannick, Samantha L; Dueno, Marilyn; Habecker, Laura; Hosford, John 
G; Littell, Alan; Lounsberry Meehan, Laurie; Rollins, Deborah A; Skwarek, Natalie; Smith, 
Mark A (Scholes); Snyder, David L; Sootheran, Linda M; Stewart, Rebecca J; Sullivan, 
Brian T

Subject: Notes for returning to onsite work

Hello Everyone, 
 
 
Here are the reminders and announcements I shared today. 
 
 
Before you return to the buildings:  

 Complete the Canvas module and short quiz.  
 Starting now, everyone should complete the daily screening, every day Monday-Friday and any day you 

come to work Sat or sun, before you come to work.   
 

 If you are not coming to campus, you just select that option.    

  
What to expect when you are back:  

 Facilities has been notified as to the timeline of our Libraries return to work plan and are cleaning in 
preparation.   They will do a onetime initial cleaning of offices prior to each person’s scheduled return, 
but after that we are each asked to take care of our own spaces.    

       Procedures:  
 You can put your garbage or recycling can outside your door or empty in a larger can out in the main 

areas  
 Vacuuming will be coordinated either monthly or periodically by request.  
 We are reminding everyone to wear a mask.   You can pick up a free cloth one at the bookstore on your 

first day back. We all need to wear a mask is anytime we are not in our offices by ourselves.   
 Remember to socially distance. Remember not to walk into other people’s offices or work spaces 

unexpected.   
 We are emphasizing continuing to use remote options, phone, email, Zoom.    
 Remember to socially distance in the break room and to wipe anything you use like a fridge handle, 

coffee pot handle etc. 
 Remember to socially distancing in the restrooms.  There will be signage forthcoming as a reminder.  
 It is recommended to have one person in the elevator at a time.  

  
Some things still in progress:  
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 The PPE we have been waiting for has just arrived in the libraries at the end of last week and the 
signage is on campus but has not been delivered to the libraries yet.   

 The carpet replacement in Herrick is expected to take place the week of August 10th. 
 All of the items, furniture wise, that are being replaced have been ordered-delivery times will very. 
 The buildings are not open to non-library personnel.  You may see facilities staff or 

contracted technicians or service people. Or in Herrick-ITS or CAS staff.  But not faculty or students, for 
example.  

 Visitors with appointments or who are doing repair work, etc. will have a visitor badge.  And will have 
been screened at Public Safety.  

PPE:  
 Refillable hand sanitizer units are being installed around the libraries. Custodians are instructed 

to check and fill every day.  The unit have arrived but we are waiting for install.  
 Employees will have provided desktop bottles of gel for their offices and for the circ desk, 

etc.  However, OSHA does not allow this to be refilled.  So please submit a request for more when you 
get low.  

 We have a supply of disposable masks for visitors, students, staff-whomever may need one.  Again-
watch the quantity so we can ask for more before we are totally out.  The disposable masks will be 
stored at the front desks in each building.  

 We have gloves available. Some tasks for which gloves will be provided include as handling mail or ILLs, 
checking the book drop, cleaning at the desk or shared areas etc. If you think you need them for a 
routine task not mentioned please here me know.  

 Requests for the masks, hand sanitizer, gloves or cleaning supplies should be placed like work orders. 
Deb will place workorders for additional supplies through the existing workorder system through the 
facilities. So please email her what is needed and for what area.  

  
Routine Cleaning:  

 We also received spray bottles of a cleaner that is approved for our surfaces such as desks and door 
handles and also electronics.  We will have paper towels to use with it.  We would also need to request 
more of this through the work order system.   

 Custodians will be doing the bathrooms twice a day and the high touch surfaces like hand rails, 
elevator buttons, door handles, etc. daily.    

 There will be a classroom cleaning routine communicated to faculty and students where students will 
wipe down their own classroom space so there will be cleaning between classes.    

Student expectations:  
 Wear a mask in all academic and administrative buildings and during class  
 Daily screening  
 3 strikes rule- developed by KG and  Student Affairs 
 Staff and employees are asked to be a good example of the expectations  

  
Classes in the Libraries (as of today, this could change):  
 
 
Herrick  
ENGL 400 Major Figures: Woolf and Joyce, Reginio, 9:20-10:10 MTWF, Herrick Commons  
ENGL 101 FYE Writing 1, Cote, 11:20-12:25pm, MWF, Herrick Commons  
  
Scholes  
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MATH 253 Calc III, Mateson, 10:20-11:20am MTWF, Open ENG  
ATHT 111 Emergency Medical Athletic Training, Staff, 10:20-11:10am MW, Scholes Commons  
POL 271 FYE World Politics Sluyter-Beltrao, 11:20-12:45pm MWF, Open ENG  
ENGL 292 FYE Tales of Terror, Grove, 11:20-12:45pm MWF, Scholes Commons  
CSCI 156, Computer Science, Staff, 2:20-3:20pm MTWF, Open ENG  
  
Student workers:  

 Not be hiring new front desk workers, only utilizing returning workers  
 

 No times with only students, always staff on duty  
 Asked to provide justification for rehire so we don’t know the size of our work force yet. 
 What other areas of the Libraries need work study students? 

Library Hours:  
First looking at August 17th then Sept 7th   

 Several factors that affect hours : Public school schedule, student workers, remote and in person 
schedule of library staff. Hours for part-time staffers  

 Reduced hours:  
o M-F 8am-4:30pm are the core that can be covered-build from there. 
o Like to add some evening hours-until 9 or 10pm  
o Saturdays closed, Sunday open 
o Two weeknight nights at each library or M-TH at one library?  

 
Thank you! 
 
Please let me know if you have any questions. 
 
Mechele Romanchock 
Director of Libraries 
(She/Hers) 
 

   
P 607-871-2950 
E romanchockm@alfred.edu 
  
Alfred University 
The University Libraries 
1 Saxon Drive 
Alfred, NY 14802 
www.alfred.edu 
 


