
Archive Team Meeting (via Zoom) 

July 22, 2020 

Present: Laura Habecker, John Hosford, Laurie Lounsberry Meehan, Natalie Skwarek 

1. Library re-opening document  
a. No changes were suggested to the text (see below) or our approach to the fall semester at 

this time. 
2. Cleaning, quarantining material used by patrons & new donations, and work space set up 

a. Refer to guidelines and recommendations of REALM Project, NEDCC, IMLS, etc. (brief 
overview below) 

b. We will continue to be flexible and work out specific details as those decisions are made for 
the overall libraries and as we are able to return to our office spaces 

c. We need to be sure the custodians in each library understand they are not responsible for 
cleaning in the Archives and Special Collections areas. 

3. Signage & communication 
a. We will post information about access to the Archives & Special Collection on our offices, 

the doors to the Archives and Special Collections areas as well as have language 
incorporated into the signage that will be made for the library entrances.  

b. The library webpages will also need to have contact information and the overall sentiment 
that our services will be available remotely. Again, it will be wrapped into the overall 
information about library services in general 

4. Work schedules 
a. We will work these out as we are able to return to the office and full-time employment. It’s 

likely there will be staggered schedules and/or a mix of work on campus and remote from 
home. 

5. Student workers at Herrick 
a. We’re still waiting to hear if student workers will be able to work in the fall. We’re pretty 

sure though that only those students with work study will be able to work (budget cuts will 
not support non-work study).  

6. Recall of keys in Herrick  
a. Laurie requested that Brian and Mechele collect keys from the Herrick staff and librarians so 

to limit who enters spaces as well to align with the policy at Scholes and other institutions 
for overall security. 

b. Who will have them? Laurie, Natalie, Admin Office, ITS Networking (for the server rack in 
the Annex space; Tom George has the key and shares it with other ITS staff as needed), 
Physical Plant (shared key in main office for emergency access; the custodian in Herrick does 
not have a key) and the Security Office (for emergency access). 

c. John will find out who in the maintenance/physical plant offices of the NYSCC has keys for 
Scholes (if at all). 

7. Archive Team Projects 
a. Laurie will send out a monthly meeting invite for the team, 10 am on the 2nd Wednesday of 

each month for the upcoming academic year 
b. With the expected increase in requests for digitizing material for the foreseeable future, we 

will attempt to keep Archive Team projects at a lower than normal level to help staff with 
prioritizing work for the overall service to campus by the libraries (not to say we will lower 
any service level provided by the Archives for research assistance or classes – we just won’t 
create as many higher level projects as a Team). 



8. Digitized Audio Files 
a. John is hoping to go to Rochester in the next couple of weeks to pick up the material. 

 

Language in the AU Libraries Re-Opening Plan Regarding Archives & Special Collections 

Through the fall semester, access to the Archives and Special Collections in both Libraries will be by 
appointment only. Most inquiries can be handled via email, phone or video conferencing. Classes and 
instruction can also be conducted via video conferencing.  

Since materials in our collections are unique and valuable, and therefore, sensitive to chemicals and 
cleaning agents that can cause harm over the long term, the Archives staff will have oversight of all 
cleaning and disinfecting in the Archives and Special Collections areas. Staff are staying abreast of 
recommendations from professional organizations that advise archives and museums and what they 
recommend for moving forward in the Covid-19 environment (including quarantining material used by 
researchers and new donations).  

Staff will also follow all recommended guidelines for cleaning frequently touched surfaces and work 
spaces, in addition to social distancing and mask requirements for staff, student workers and 
researchers/campus visitors.  

Additional Information for the Staff (not included in the re-opening plan 

Basics of Collection Care 

 Isolation over cleaning 

 If can’t isolate use diluted Ivory soap and paper towels (not dish soap) 

 Wear disposable gloves when cleaning and handling material to be isolated 

Suggested guidelines excerpted from the Northeast Document Conservation Center: 

 The Northeast Document Conservation Center (NEDCC) recommends a minimum 3-
day quarantine of collection items as the most effective way to disinfect them after handling by 
staff and patrons.  (7/20/20 REALM Project study says 2 days should be sufficient) 

 Staff should wear a face mask and avoid touching their face when moving items into quarantine 
and wash their hands for 20 seconds immediately afterwards. 

 Soap and water are preferable to hand sanitizer, because hand sanitizer does not remove dirt 
and oils and because hand sanitizer leaves a residue that stains paper 

 The use of liquid or fogging disinfectants is harmful and is not recommended.  
 

 


