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Meeting Agenda 

Pauline Haass Public Library Board of Trustees 
Wednesday, May 20, 2020, 6:30 p.m.  

 
* This meeting will be held via video conference. To attend, click 
https://us02web.zoom.us/j/85150988178 from a computer. You can also download the Zoom 
app and join using the following Meeting ID: 851 5098 8178. To join the meeting by 
telephone, call (312) 626-6799 and enter 851 5098 8178.  

  
 

1) Roll call 
 

2) Consideration of, and possible action on, minutes of April 22, 2020 Nominating Committee 
meeting and April 22, 2020 Board meeting 

 
3) Comments from citizens present  

 
4) Communications received by Board members or Director 

 
5) Financial Report 

 
6) Action on bills  

 
7) New Business:   

a) Plans for expanding services and opening the building to the public: discussion and action 
b) Capital needs plan update: discussion and action 
c) Election of officers 

d) Review of board bylaws: discussion and action 

e) 2019 audit report: presentation and discussion 

 
8) Director’s report on library services, legislative issues, staffing, funding, system services, 

continuing education, building issues, library users, technology, planning, Friends of the Library 
and Foundation activities, legal issues, and budget. 
 

9) Items for future agendas:  discussion 
 

10)  Adjournment 
Lisa Bougie, President 

 
Adele Loria, Library Director 
 

Attendees:  Please note that, upon reasonable notice, efforts will be made to accommodate the needs of 
disabled individuals through appropriate aids and services. For additional information or to request this 
service, contact Adele Loria at aloria@phpl.lib.wi.us. 

https://us02web.zoom.us/j/85150988178


 
 
 
Minutes of April 22, 2020 Nominating Committee meeting 
Pauline Haass Public Library 
 
Called to order at 6:20 p.m. 
 
Roll call: Wegner, Kucharski present.  
 
The committee met to select a slate of officers to present for consideration at the April board 
meeting. 
  
No further action was taken. 
 
Meeting adjourned at 6:25 p.m. 
 
 
         

Respectfully submitted 
        Adele Loria 
         
 
 
 



Minutes of April 22, 2020 Board meeting 
Pauline Haass Public Library 
 
Called to order at 6:34 p.m. 
 
Roll call: Bougie, Carran, Hacker, Jilling, Koenig, Kucharski, Vande Hei, Roubik, Schultz, 
Zoellick present. Wegner absent. Also present: Adele Loria, Library Director. 
 
Bougie/Hacker motion to accept minutes of March 26, 2020 Library Board meeting as presented; 
motion carried.  
 
Comments from citizens present: none 
 
Communications received by Board members or Director: Loria shared messages of support 
from Library Worker Appreciation Day and Facebook. 
 
Financial report: Revenue and Expenditure Guidelines from March 2020 accepted as presented 
by Bougie/Zoellick motion; motion carried. 
 
Prepaid bills in the amount of $513,964.29, P-Card bills in the amount of $5,885.17, April bills 
in the amount of $18,242.76, and March 2020 expense in the amount of $64,842.62 approved by 
Koenig/Vande Hei motion; motion carried.  
 
New Business: Following review, Bougie/Carran motion to approve the annual Allowable Cost 
Worksheet for county funding purposes; motion carried. 
 
Following discussion, Carran/Roubik motion to begin curbside holds pickup service on April 27 
with rotating teams of staff in the building; motion carried. 
 
The Nominating Committee presented a slate of officers for consideration at the May meeting 
election. The committee nominates Bougie for President and Hacker for Vice-President.  
 
Board members discussed options for self-check machines. No action was taken. 
 
Director’s report: Loria reviewed items in her written report and other items as allowed by 
agenda. 
 
Meeting adjourned at 7:36 p.m. by Bougie/Koenig motion. 
 
 
        Respectfully submitted, 
 
        Adele Loria 
        Library Director 
 
 
Minutes prepared by Mary Olson, Administrative Services Manager 
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May 20, 2020 
Director’s Report to Library Board 
 
Agenda items this month 

Plans for expanding services and opening the building to the public: As you all know, the 
Wisconsin Supreme Court struck down Governor Evers’ Safer at Home order on Wednesday, 
May 13. The ruling essentially leaves it to counties and municipalities to decide what guidelines, 
if any, they will require and enforce. It has always been our goal to reopen the building to the 
public as soon as it was safe, and not before that. Our task now is to determine the timeline and 
criteria for that. 

The statement from Waukesha County Executive Paul Farrow is included in your packets. It 
provides the following guidance:  

“All Waukesha County businesses should continue to follow CDC guidelines for social distancing 
and cleaning and disinfecting whenever possible. They should also consider the guidelines 
provided by the Wisconsin Economic Development Corporation and consult with their 
respective trade or business organizations to identify industry best practices to safely welcome 
back employees and customers.” 

To that end, I have also included the CDC’s “Reopening America Guidelines” in your packet, 
along with the WEDC recommendations for both public facilities and for retailers. I’ve 
incorporated these recommendations into the following plans and considerations for PHPL. 

In addition, we need to keep in mind the particular ways that libraries work and are used as 
we develop criteria for reopening. It’s not quite an apples-to-apples comparison to retailers or 
even with other municipal public buildings. Characteristics of public libraries include: 

• High foot traffic: In 2019, PHPL welcomed 126,364 visitors through its doors. That’s an 
average of 42 people for each hour we were open.  

• Exchange of materials: Unlike retail establishments and restaurants, we get our items 
back! These materials cross municipal and county lines all the time, moving from 
community to community.  

• Shared spaces for extended use: Libraries are designed to facilitate the sharing of spaces 
and equipment. Their open collections, seating, computers, displays, interactive areas, 
and more invite people to linger, hang out, and gather. Add programming to that, and 
you have an environment that is more akin to a community center.  

Given all this, there are many precautions we can take to make using the library safer for 
patrons and for the staff serving them. The following are steps and recommendations sourced 
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from CDC and WEDC documents and developed in consultation with other Bridges directors and 
the PHPL management team.  

Service changes: 

Continue curbside service for the time being: I think it’s important to continue this service for the 
many patrons who will not be comfortable coming into the library yet. We will move curbside 
operations (all patron holds, prepared orders, staff workstation) to the Quad Room to minimize 
traffic in the lobby. Relocate pickup to outside the emergency exit door in the Quad Room.  

Meeting rooms: These will remain unavailable to the public for the time being. The Quad Room 
will be repurposed for curbside service, and the small meeting room for quarantining materials. 

Reduced capacity: WEDC guidelines recommend reducing the numbers of people in the building 
to accomplish social distancing if at all possible. Consult 2008 space needs study to determine 
what that number is for PHPL, and enforce it by having someone (director) at the door to greet 
patrons and explain recommendations.  

Computer usage: By appointment only, to start. 60 minute time limits with no extensions. The 
public computers will be reconfigured to ensure adequate distance between users.  

Study Rooms: Available only to single users and by appointment only. Allow 24 hours between 
users.  

Programming: Virtual only, for the time being. Waukesha County guidelines are to limit 
gatherings to less than 50 people. While we are considering having smaller programs in person 
later in the summer (perhaps outdoors), but our ability to do this will depend on conditions at 
that time.   

Cleaning:  

Environmental Controls (our cleaning service) has incorporated a hospital grade disinfectant and 
has added sanitizing of high touch surfaces and office equipment (phones, keyboards, mice) to 
their nightly cleaning routine. Before opening, extend this protocol to public computers, OPACS, 
and counters/tables throughout the public area.  

In addition, library staff will clean the following every two hours while open:  

• Staff areas, keyboards, and phones  
• Door handles 
• Handicap door buttons 
• Service desks 
• Computer keyboards and desks (after each patron) 
• Copier 
• Self-check machine 

 
Supplies that must be adequately stocked in order to remain open include: soap, paper towels, 
hand sanitizer, gloves, masks, surface disinfectants. 
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Facilities Changes: 

• Plexiglass shields at public service desks: Parks Foreman Thom Berres made these for the 
library at our request. We will have them installed at the circulation, reference, and 
children’s services desks. 

• Remove seating in most areas of the building, keeping some at service desks to address 
potential accessibility issues.  

• Consult HVAC professionals to maximize ventilation rates and the percentage of outdoor 
air that circulates into the system.  

• Reconfigure public computer area to distance users. 

• Remove pamphlets, bookmarks, and brochures from racks. Distribute on an as-needed 
basis.  

• Clearly mark entry and exit paths for patrons. Mark distances to allow people to safely 
form lines at checkout.  

• Install signage throughout the building requesting that patrons stay home if experiencing 
symptoms and reminding them of safety measures they should observe in the building. 

• Place tables and other physical barriers around service desks to help patrons practice 
distancing while interacting with staff. 

• Continue to have no toys and interactives in public areas, for the time being.  

 

Hygiene and PPE for staff and patrons: 

• All staff will continue to wear masks when not alone in their office spaces. Gloves are 
required when handling library materials, cash, or library card registrations. 

• Patrons will be asked to hold out their cards to scan rather than handing them to staff. 

• Masks are encouraged for patrons, and will be provided to those who need them. They 
are required for those using the computers unless this poses an accessibility issue.  

• Offer hand sanitizing stations in lobby, at self-check, and at computers if possible. 

• Provide each staff member their own designated office supplies (pens, markers, tape, 
etc.). Whenever possible, staff should use their own desks and office equipment and 
avoid shared workspaces.  

• Provide tissues for proper cough/sneeze etiquette and no-touch trash cans. 

 

Library materials:  

Continue 72-hour quarantine for newly returned materials. Opening up the stacks for browsing 
does introduce the possibility of contamination, but these interactions with materials are brief. I 



 

Page 4 of 16 

believe there’s still merit in quarantining items that have been in people’s hands and homes for 
a prolonged period of time. 

  

Policy-related questions for the board to consider: 

• Will social distancing be required and enforced? (Code of Conduct) 

• Should we temporarily raise the age for unaccompanied children? One director in our 
system had a request to do this from his school district’s superintendent (no 
unaccompanied children under 16). (Child Safety Policy) 

• Continue to allow telework where it makes sense from an operational standpoint, to 
limit staff in shared workspaces. (Personnel Policy) 

• Consider amending hours temporarily to allow for additional cleaning to take place. 

• How will we handle bathrooms? Not having them available at all is an accessibility issue. 
On the other hand, it’s not feasible to have our staff cleaning them throughout the day. 
One option is to keep them open, but post a disclaimer that they are only disinfected 
after the building closes.  

• How will we respond to outbreaks in our community? If there is a confirmed case that 
can be traced to the library, public health officials will contact us and we will comply with 
their directives. In less clear-cut cases (community spread not directly linked to the 
library, suspected but not confirmed cases in our staff), we should consider potential 
responses. 

Note: if we’ve learned anything from our experience from March to May, it’s that the ground 
shifts quickly. As the actual conditions of the virus change in our region, and various orders, 
mandates, and recommendations are adopted, we need to be able to respond nimbly. Rather 
than adopting a single set of rules or procedures, I’d like the board to allow flexibility to change, 
relax, or tighten our practices as needed.  

 

Capital needs plan update: The draft capital plan is included in your packets for review. The 
2020 projects in progress have their totals highlighted in green, indicating they are fully funded. 

Changes or new projects are highlighted in orange. In 2021 we have the self-check and security 
gates scheduled to be replaced. However, as we discussed previously, those two projects would 
be superseded by any RFID project (which requires different, less expensive equipment for both 
self-check and gates). We had RFID tentatively scheduled for 2025 while we explored pursuing 
it, but in 2020 Bridges funded the purchase of RFID tags for all libraries’ print collections, 
initiating a shift towards RFID for a larger portion of the library system (five libraries have RFID 
already). This takes over $10,000 off of the project for PHPL. Given this, I think it makes sense to 
reallocate the money intended for the self-check and gates, and put it towards the RFID project, 
and move the RFID project to 2021. 
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Election of Officers: The Nomination Committee presented a slate of officers (Lisa Bougie to 
remain as President, Juli Hacker to remain as V.P.) at the April meeting. The floor will be open to 
additional nominations before the vote.  

 

Review of Bylaws: This is an annual event to refresh memories about the bylaws and provide an 
opportunity for changes or additions. The bylaws are included in your packet. 

 

2019 Audit report: The Library’s portion of the Village of Sussex audit is included in your board 
packets for review. As we discussed last month, our net position increased during 2019 and we 
ended the year with a surplus. This money was allocated to potential areas of need within the 
Reserves fund.  

 

 

 

 

 

 

Non-agenda Items 

Update on curbside pickup service: The library’s curbside 
pickup service launched on April 27, and it has been 
enthusiastically received and steadily used. In the last 
four days of April alone, we had 268 pickups!  

With libraries offering different levels while their 
buildings are closed to the public, all automated holds 
notifications have been turned off. Mary Olson devised 
procedures to allow us to run reports and manually notify 
all of our customers by their preferred methods (text, 
phone call, or email). Once notified, patrons can set up an 
appointment to pick up their holds. At that point, items 
are checked out, bagged, and placed on racks in the 
lobby, the center of our curbside operation. One staff 
member works in this area to verify patrons (by vehicle 
information) as they arrive and place the items outside 
the main entrance for pickup. 
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The area in front of circulation has been taken over by tables full of holds. Circulation and 
reference staff divide the work of pulling and organizing holds, taking calls and scheduling 
appointments, and preparing orders for pickup. It requires a lot of running around, and to say 
the phones are busy is an understatement, but I believe the service has been working very well. 
Many patrons have expressed thanks, and from a staff perspective, it is very satisfying to be able 
to connect people with the physical materials they are looking for again. Van service between 
libraries resumed at the beginning of May, so we can now fill holds for materials owned at any 
Bridges library. 

Along the way we’ve taken many steps to make sure staff and patrons are kept safe. All staff 
wear masks and gloves when handling library materials, and practice social distancing. All 
materials are quarantined for 72 hours when they reenter the library, whether through the 
bookdrop or on the van. Pickup itself is a no-contact process. I have heard from multiple staff 
members that these measures have helped them to feel safe coming to work.  

Children’s shelving project: The shelving that we ordered in January to expand children’s fiction 
and easy readers has finally arrived! Yerges Moving Company delivered and installed it on May 
11-12, with the help of all the staff there that day. In preparation for the delivery, the Village’s 
Saturday maintenance person Mark Easley removed the baseboard where the new shelving 
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would be installed along the wall, and gave the wall a new coat of paint. We are very grateful for 
his assistance! I have to express thanks to my husband, too, who volunteered his Sunday to help 
with the painting and the baseboards.  

Installing the new shelving to accommodate a growing collection and eventually, a reading area 
for kids, required a complete rearrangement of children’s fiction and nonfiction. Val Johnson 
and Teresa Douglas worked tirelessly to organize the collection in a way that would make things 
easy to find and appealing. They took advantage of the reorganization to create separate 
sections for “beginning fiction,” short chapter books that help new readers make the transition 
from easy readers to longer fiction, and for featured sections of nonfiction like fairy tales and 
biographies. Please see Val’s report for an in-depth look at this project; I never fail to be 
impressed at how thoughtfully our children’s librarians approach library services.  

At this point, we are still shifting and organizing the collection, and I would like to clean the 
carpet and paint the wall (where the relocated shelving units were) to ready the area for public 
access.  
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Hoopla: Hoopla, the digital streaming platform for audiobooks, ebooks, movies, music, and 
more, continues to be well used by PHPL patrons. It is difficult to know whether that usage is 
representative given the circumstances these last two months. Karol Kennedy has asked libraries 
for feedback on the product as she considers how Bridges would help to fund this service in 
2021. We know that the next budget will be tight, so I think it’s probable that in order to fund 
our portion of this, PHPL would need to decrease its physical materials budget by that same 
amount. The question is whether this digital service provides enough value to make that trade 
worthwhile. If any of you have used Hoopla during this trial period, I would appreciate any 
feedback that you have.  

Building: With more staff in the building on a regular basis and non-essential projects like the 
phone system resumed, I recruited the indefatigable Carol Eckes to assist with our Quad Room 
project. Carol very quickly and efficiently completed the sanding, texturing, and painting that 
were left incomplete when Jon resigned. She did an excellent job! The last (still to be completed) 
step of this project is to apply a quarter round molding to bridge gaps between the trim and the 
wall and around electrical fixtures.  

Following WEDC guidelines, I have contacted Illingworth to see if they can provide 
recommendations to maximize ventilation and increase the percentage of outdoor air that 
circulates in our HVAC system. They will visit the building next week.  

Collection: Ordering for collection has resumed with the introduction of curbside service, 
because staff is in the building consistently enough to receive deliveries. Tech services staff is 
able to work on processing intermittently between the demands of curbside service, so while 
turnaround is slower than usual, we are able to get new materials out to our patrons.  

Reference staff have resumed weeding projects when curbside activity allows. Becca Werginz 
has started to weed the history collection in adult nonfiction, where space is tight. Sam Spottek 
is continuing to weed YA nonfiction and has compiled a list of newer recommended YA 
nonfiction titles to consider adding to our collection. In anticipation of our shelving/moving 
project in the children’s area, Val Johnson completed a thorough weeding of the children’s 
nonfiction collection (it’s a truism in library land that you always, always weed before a moving 
project, for good reason).  

Social Media: Becca Werginz continues to lead our social media efforts, which have become an 
increasingly valuable form of communication while we are closed to the public. During April, we 
rolled out targeted newsletters every week highlighting digital resources like Flipster, 
TumbleBooks, and Gale Courses, as well as introducing new library resources and services like 
Hoopla and curbside pickup. 

Virtual library programs continue to be released on Facebook and YouTube. We’ve also begun 
releasing select videos using IGTV on Instagram, including PHPL Recommends, Make It 
programs, and some KidsLab and Touch, Play, Move and More (TPMM) content. We provide 
regular readers advisory on social media in the form of #WhatAreYouReadingWednesdays, 
#FridayReads, and the PHPL Recommends series. Civic engagement was a theme on our social 
media platforms in April as we promoted voting resources and the 2020 Census. We encouraged 
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families to continue learning and exploring together with “Safer at Home Bingo,” which was 
introduced via email newsletter and social media. Facebook in particular continues to be an 
effective way to answer reference questions as they are submitted via comment, direct 
message, or within a community Facebook group. 

Staff: I have advertised for both a maintenance coordinator and a circulation supervisor. The 
Village has been holding some outdoor interviews with candidates, and I hope to be able to do 
the same if the weather cooperates.  

Summer Reading: Libraries across the system and state are preparing for a Summer Reading 
Program that is adaptable to coronavirus conditions in our region. PHPL management staff and I 
have been exploring and discussing options to ensure that Summer Reading is still a special, fun 
experience for families this summer.    
  

• Beanstack: Beanstack is an online platform and mobile app that allows patrons to 
register, track reading, and earn incentives even if they are unable to visit the library. 
PHPL is able to offer this tool at no cost thanks to a discretionary grant awarded by the 
DPI’s Division for Libraries and Technology to fund the platform for all WI public libraries. 
Each library can customize the tool for it’s own unique reading program. Our online 
experience is coming along thanks to the work of Val Johnson, Teresa Douglas, Jennie 
Bahnaman, and Becca Werginz. The landing page graphic below was designed by Becca. 
Our Summer Reading Program will launch June 15 (the first day Beanstack can be 
launched) and it will go through August 15. 

 

 
 

• Passports and takeaways: While Beanstack is a great option for patrons, there are people 
who will prefer or require a non-virtual Summer Reading experience. That’s why we’ve 
decided to create a paper passport that allows kids to “follow along” with 
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the Beanstack challenges. We will have a similar paper alternative for the adult program 
and the teen program. We’re also putting some of the money that would have been 
spent in larger programs towards takeaways that allow families to participate in an 
activity (for example, a tie-dye kit in lieu of Family Tie-Dye). These could even be 
distributed through curbside pickup to families who register.  

• Summer Performers:  Our summer performers usually bring in crowds of 100 or more 
kids, not including the parents who wait outside the Community Room or in the library 
during the show. With those numbers, I don’t think there’s any way to have those events 
this summer. Even if we decided to cap the attendees, it would be such a small fraction 
of the audience that I think the disappointment would outweigh the small number of 
satisfied people. It’s also difficult to justify the expense for a minimal audience.   
 
We’re fortunate that Bridges has worked with the summer performers it sponsors to 
give our patrons virtual options. 3 of our 6 planned summer performers will be 
represented virtually. For the rest of the performers, we’ve decided to cancel the 
planned performances and put that money towards other ways to enhance the summer 
reading program (the take-home kits described above, story walks around Sussex, and 
more). 

 

*A note on statistics in the department reports ahead: The guidance from the DPI and the way 
various online platforms calculate views leaves a lot of ambiguity in how to track patron 
attendance of virtual programs. Department heads have been instructed to hang on to all 
possible information; once we have clearer instruction from the DPI, we can go back and 
revise our numbers.  

Jennie Bahnaman, Assistant Director/Adult Services Manager and Becca Werginz, Adult & 
Teen Services Librarian, report on Adult and Teen Services activities for April 2020: 
 

Programs 
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Throughout April, we’ve continued with our weekly PHPL Recommends video series in an effort 
to provide virtual library programming for adults and teens. April topics for PHPL Recommends 
include: Bookish Websites (Becca Werginz), Streaming Reads (Jennie Bahnaman), Teen 
Dystopian Reads (Sam Spottek), and Tiger King Reads (Rachel Ruetz/Jennie Bahnaman).  

 
We’ve offered two Saturday 
Morning Make-It videos in April, 
“How to Make a Book Page Mobile” 
and “How to do CD 
Weaving.”  These are crafting 
demonstrations in an effort to 
continue our popular Make-It 
programs. These crafts use supplies 
that are found in most households.  

 All videos have been uploaded to 
the Library’s Facebook and YouTube channel. 

Library Memory Project 
 
In early April, participating libraries in the Library Memory Project met via Zoom to discuss how 
we can still support our Memory Cafe attendees. In our Memory Cafe Wild Plum group, each 
month a different library is going to have staff help to handwrite a pre-written letter to all Wild 
Plum Memory Café attendees. The letter is a way to check-in with our attendees and help 
remind them that we are still here and thinking of them. Lynn from Germantown has sent out 
our first letter in April and received a voicemail message from a person who was so grateful to 
have received a handwritten letter! Pauline Haass Library will send out the letters for June. 
Libraries are also taking turns sending out a monthly email to attendees to share fun facts and 
information about virtually travelling to a fun destination. Pauline Haass Public Library will also 
participate in the rotation of sending out this email. “Keeping Busy at Home Resources” are also 
being shared on the Library Memory Project’s website. 

Teen Services 

AP testing for high school students is changing significantly 
this year, and students do not have the same access to the 
same study materials that they have in previous years. 
Becca Werginz sent out an email blast to our teen 
newsletter recipients highlighting LearningExpress as an 
online source of official AP study materials that they have 
access to for free with their library card. In a collaborative 
effort with Hamilton High’s Library Media Specialist, Jacque 
Gorski, we were able to communicate this information as 
well as instructions for signing up for a library card online to all of the teachers and students 
enrolled in AP courses.  
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In addition to Sam’s PHPL Recommends video about Teen Dystopian Reads, she has also 
gathered an additional for more recommended YA dystopian reads that was shared on our 
social media platforms. 

Valerie Johnson, Children’s Services Manager, reports on April 2020 activities: 

 

Although we launched virtual programs at the end of March, the children’s department had very 
quickly put a lot of consideration into what we decided to present. As a group we thought 
deeply about types of programs, age groups, timing, and presentation platforms. As a result the 
lineup we created has proved to be a good one and we have continued without missing a beat 
through the month of April.  
 
The following details the children’s lineup: 

• Mondays at 7:00PM, “Nightlight Storytime” 
is presented live by manager Val Johnson. 
Val has set up a studio in her living room 
and goes live every Monday evening for 
quiet bedtime stories that end with playing 
a lullaby on her flute. It has come to her 
attention that she has at least one regular 
adult viewer, another staff member’s mom 
who gives lots of thumbs up and the 
occasional positive comment.  

• Wednesdays at 10:00AM, “Family 
Storytime” is presented live by librarian 
Teresa Douglas. Teresa has maintained the 
energy and tone of our pre-covid in-house storytimes and sometimes has her big, 
loveable German Shepherd participate. 
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• Thursdays at 4:00PM, Virtual LabTime features a school-age activity demonstration 
released by associate Nancy Aycock or page Dorie Palmer. Nancy has also set up a studio 
at home in her craft room from where she films videos of DIYs with a technical or art 
approach for school age and young teen kids. Nancy is mentoring our page Dorie Palmer 
to create these videos as well, and Dorie has contributed her own unique style. Nancy 
and Dorie have presented episodes on the following topics: 

-Shaving cream marbling paper 
-Making thank-you cards 
-Learn a fun dance (with a basics of music lesson) 
-Raised salt painting 
-Stargazing 

• Fridays at 2:00PM, “Touch, Play, Move, & More!” provides preschooler & parent 
sensory activities in videos created by associate Nancy Aycock. Nancy speaks to 
caregivers and toddlers while demonstrating an activity that’s easy to do at home and 
bolsters early literacy skills. Nancy has shared the following ideas: 

-Sensory play ideas (an overview of materials she uses in the library program) 
-Exploring sensory bottles and bags 
-Make a folding cardboard playhouse 
-Color sorting fun 
-Exploring sound 

• Lunchtime Chapters and American Girl of the Week: Teresa Douglas has been regularly 
posting recorded read-alouds of chapter books, especially the American Girl series, with 
accompanying craft tutorials. Her first read-aloud was The Phantom Tollbooth by Norton 
Juster, which launched four chapters a day released at noon for seven days straight, 
perfect for settling down and listening over lunch. Teresa also read the six introductory 
books for each the American Girl series Felicity, Kirsten, and Samantha, concluding each 
with a craft demonstration. Kids who watched were taught how to make flower 
headbands, how to braid their doll’s hair, and how to weave friendship bracelets.  

 
Collection 
 
In preparation for our upcoming shelving rearrangement project in the children’s department, 
we decided that the timing is just right for creating a long-needed collection: first chapter books 
for children graduating from easy readers but not ready for juvenile fiction chapter books. After 
several meetings and much discussion, it was decided that this new collection would be called 
Beginning Fiction and these books would be designated with spine labels starting with the label 
BF. This type of book is currently shelved in the Juvenile Fiction (JF) collection, and until now our 
patrons have depended upon staff assistance and a book list that we created in order to find 
these books. We are thrilled to pull these books into a new collection for our beginning readers; 
this is the type of book that our Firsties population moves into during that formative first grade 
year. Because we are rearranging shelves we were able to plan a very logical space for this 
collection, adjacent to the Easy Readers and directly preceding the Juvenile Fiction collection. 
This project has been spearheaded by Tersa Douglas and will create a new collection of 
approximately 1,400 books.  
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We are creating two other special collections that fit neatly into our new shelving arrangement. 
Both are currently shelved within the juvenile nonfiction collection but are often regarded as 
their own collections. The first is our biography collection. Juvenile biographies already bear 
special spine labels but are currently shelved within the nonfiction collection in order. This 
creates a sort of break in expected Dewey order: books go from 910 to 92 (biographies) to 920. 
The 92 is a common designation for biographies but tends to confuse users as a two-digit call 
number. Pulling out biographies and giving them their own section on the wall is a win-win-win 
situation: they are easier to find, the collection will be highlighted, and this shelving method will 
be consistent with the way that our adult biographies are shelved—separately and on the wall.  

The other special collection is what most children’s library staff refer to as “the 398’s.” The 398 
call number covers Folklore and encompasses folk tales, fairy tales, tall tales, legends, and 
nursery rhymes. They are a collection that is in great demand by children, parents, and 
caregivers sandwiched between customs & etiquette (397)  and war & diplomacy (399). We 
regularly lead patrons to this collection and it makes sense to have it situated in an easy-to-find 
location. We will move this collection to the back wall as well, in a corner that makes sense in 
the Dewey sequence, is accessible to the preschool play area, and provides a way to highlight 
and give this collection more exposure than it currently receives.  

While the library building is closed to the public one of our tasks has been working with these 
three collections. This involves creating record sets, weeding the collections, and physically 
moving them out of their current spots. We are so excited to offer these improvements to our 
patrons when they are again able to visit the library.  

 

Statistics: With the staff in the building (and our remote support staff) so occupied with 
curbside requests and questions, it made sense to combine our reference statistics this 
month. Virtual programs are also presented as one group of statistics. 

 
Reference Questions via Format: 

Info Email Reference Questions 51 

Children's Email Reference Questions 1 

IM Messages 93 

Facebook/Social Media Ques. 58 

Phone Message/Call 88 

TOTAL REFERENCE QUESTIONS = 291 

 
Reference Questions via Topic: 

Are You Open?  3 

Youth Reference Ques. 9 
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General Reference Ques. 59 

OverDrive/Libby (not login) 12 

Renew items 0 

Digital Account Login (PIN/Lib Card) 37 

Hoopla Help (not login) 3 

Can I return books? 39 

Curbside pickup 124 

 
Continuing Education statistics: 

Employee # hours April 2020 

Becca Werginz 3.5 

Jennie Bahnaman 1.5 

Valerie Johnson 3 

Nancy Aycock 6 

Katie Mueller 3 

Total CE hours 17 

 
 

Virtual/Online Programs YouTube Facebook 

Family Storytime 4/1, 4/8, 4/15, 4/22, 4/29 (5 sessions) 
 

132 

Nightlight Storytime 4/1, 4/6, 4/13, 4/20, 4/27 (5 sessions) 
 

101 

Virtual LabTime 4/2, 4/9, 4/16, 4/23, 4/30 (5 sessions) 21 205 

Virtual Touch, Play, Move, & More! 4/3, 4/10, 4/17, 4/24  (4 sessions) 34 78 

Lunchtime Chapters 4/1, 4/2 (2 sessions) 5 
 

American Girls of the Week (14 sessions) 47 
 

PHPL Recommends 4/7, 4/14, 4/21, 4/28 (4 sessions) 21 137 

Make-It’s 4/4, 4/18 (2 sessions) 39 82 
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Totals 167 735 

 

 
Rachel Ruetz, Technical Services Manager, reports on Technical Services activities for April 
2020: 
 
The Technical Services Department kept busy during the month of April despite the majority of it 
having to be spent away from the library. However, we’re very glad to be able to get back in the 
building and start processing items again!  

Fieldworker Rachel Peardon has spent more than 35 hours uploading scans and metadata from 
Sussex State Graded School’s Courier newsletters and Hamilton High School’s yearbooks to the 
content management database. She’s also been running OCR (optical character recognition) 
software to convert our scans into printable, searchable text. She has been keeping us updated 
on every step and we are so grateful to her for all of her excellent work. A few of our Hamilton 
High School 1964-2014 yearbooks have been harvested and are now available to view on the 
Digital Public Library of America (DPLA) and on Recollection Wisconsin. 

*Director’s note: a lot of credit is due to Rachel Ruetz as well, for her dedicated management of 
this project. I highly encourage you to check out the collection here. The collection description 
perfectly encapsulates the scope of the project and our intent in digitizing these materials:  

“This collection includes memorabilia from Sussex, Wisconsin's schools, highlighting the 
everyday lives and special moments of students in Sussex from the beginning of the 20th 
century to the 21st century. Included are yearbooks from Hamilton High School spanning 1964-
2010s, and newsletters published by students of the Sussex School from 1920s to the 1940s. 
Through these materials, we are able to catch a glimpse of what life was like for children 
growing up in the Sussex area.” 

 

 

 

 

https://dp.la/
https://recollectionwisconsin.dp.la/
https://content.mpl.org/digital/collection/PHPL
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FOR IMMEDIATE RELEASE 

Date: Wednesday, May 13, 2020 

STATEMENT FROM WAUKESHA COUNTY EXECUTIVE PAUL 

FARROW AFTER WISCONSIN SUPREME COURT STRIKES DOWN 

“SAFER AT HOME” ORDER EXTENSION 

(WAUKESHA, WI) - Waukesha County Executive Paul Farrow made the following statement after the 

Wisconsin Supreme Court strikes down the “Safer at Home” order extension on May 13, 2020.  

“The health and safety of the public is my top priority. We have already seen essential businesses take 

extraordinary steps to continue to provide service while keeping their employees and members of the 

public safe, and there’s no reason why other businesses can’t do the same.  

“In light of the Wisconsin Supreme Court ruling, many businesses that have been closed will choose to 

open their doors tomorrow, and many others will choose to expand their operations. We trust our 

businesses will do so responsibly. All Waukesha County businesses should continue to follow CDC 

guidelines for social distancing and cleaning and disinfecting whenever possible. They should also 

consider the guidelines provided by the Wisconsin Economic Development Corporation and consult with 

their respective trade or business organizations to identify industry best practices to safely welcome back 

employees and customers.   

“Waukesha County continues to have an active and aggressive response to the COVID-19 pandemic. 

The County’s Public Health Division, Emergency Operations Center, and other departments and divisions 

are working to keep residents as safe as possible while allowing our economy to recover from the effects 

of COVID-19.  

“Know that we continue take the health of our community seriously and will continue with the following: 

• Tracking active cases of COVID-19 (www.waukeshacounty.gov/COVID19)

• Increasing the number of contact tracers and contact tracing teams to mitigate disease spread

• Working closely with hospital CEOs and the state to ensure continued adequate testing capacity

"The county-supported economic development organization, Waukesha County Center for Growth, 
will continue to assist businesses by providing information on state and federal funding and 

programing available to help them recover from the effects of COVID-19. Businesses may contact the 

Center for Growth at 262-542-4249 or at www.waukeshagrowth.org.  

“While there is no longer a “Safer at Home” order, there is still COVID-19 in our community. Be 

smart, be vigilant, and stay safe.”  

### 
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CLEANING AND DISINFECTING
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This guidance is intended for all Americans, whether you own a business, run a school, or want to ensure 

the cleanliness and safety of your home. Reopening America requires all of us to move forward together by 

practicing social distancing and other daily habits to reduce our risk of exposure to the virus that causes 

COVID-19. Reopening the country also strongly relies on public health strategies, including increased testing 

of people for the virus, social distancing, isolation, and keeping track of how someone infected might have 

infected other people. This plan is part of the larger United States Government plan and focuses on cleaning 

and disinfecting public spaces, workplaces, businesses, schools, and can also be applied to your home. 

Cleaning and disinfecting public spaces including your workplace,  school,  home,   
and business will require you to:
• Develop your plan

• Implement your plan

• Maintain and revise your plan 

Reducing the risk of exposure to COVID-19 by cleaning and disinfection is an important part of reopening public spaces that will 

require careful planning. Every American has been called upon to slow the spread of the virus through social distancing and 

prevention hygiene, such as frequently washing your hands and wearing face coverings. Everyone also has a role in making sure our 

communities are as safe as possible to reopen and remain open. 

The virus that causes COVID-19 can be killed if you use the right products. EPA has compiled a list of disinfectant products that can 

be used against COVID-19, including ready-to-use sprays, concentrates, and wipes. Each product has been shown to be effective 

against viruses that are harder to kill than viruses like the one that causes COVID-19. 

SCAN HERE  
FOR MORE  
INFORMATION 

https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/prevention.html
https://www.whitehouse.gov/openingamerica/
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This document provides a general framework for cleaning and disinfection practices. The framework is based on doing the following:

1. Normal routine cleaning with soap and water will decrease how much of the virus is on surfaces and objects, which reduces the 

risk of exposure. 

2. Disinfection using EPA-approved disinfectants against COVID-19 can also help reduce the risk. Frequent disinfection of surfaces 

and objects touched by multiple people is important. 

3. When EPA-approved disinfectants are not available, alternative disinfectants can be used (for example, 1/3 cup of bleach added 

to 1 gallon of water, or 70% alcohol solutions). Do not mix bleach or other cleaning and disinfection products together--this can 

cause fumes that may be very dangerous to breathe in. Keep all disinfectants out of the reach of children.

Links to specific recommendations for many public spaces that use this framework, can be found at the end of this document.  

It ’s important to continue to follow federal,  state,  tr ibal,  territorial,  and local guidance for reopening America.

A Few Important Reminders about Coronaviruses and Reducing the Risk  of Exposure:
• Coronaviruses on surfaces and objects naturally die within hours to days. Warmer temperatures and exposure to sunlight will 

reduce the time the virus survives on surfaces and objects. 

• Normal routine cleaning with soap and water removes germs and dirt from surfaces. It lowers the risk of spreading  

COVID-19 infection. 

• Disinfectants kill germs on surfaces. By killing germs on a surface after cleaning, you can further lower the risk of spreading 

infection. EPA-approved disinfectants are an important part of reducing the risk of exposure to COVID-19. If disinfectants on this 

list are in short supply, alternative disinfectants can be used (for example, 1/3 cup of bleach added to 1 gallon of water, or 70% 

alcohol solutions). 

• Store and use disinfectants in a responsible and appropriate manner according to the label. Do not mix bleach or other cleaning 

and disinfection products together--this can cause fumes that may be very dangerous to breathe in. Keep all disinfectants out of 

the reach of children.

• Do not overuse or stockpile disinfectants or other supplies. This can result in shortages of appropriate products for others to use 

in critical situations. 

• Always wear gloves appropriate for the chemicals being used when you are cleaning and disinfecting. Additional personal 

protective equipment (PPE) may be needed based on setting and product. For more information, see CDC’s website on Cleaning 

and Disinfection for Community Facilities.

• Practice social distancing, wear facial coverings, and follow proper prevention hygiene, such as washing your hands frequently 

and using alcohol-based (at least 60% alcohol) hand sanitizer when soap and water are not available.

If you oversee staff in a workplace, your plan should include considerations about the safety of custodial staff and other people 

who are carrying out the cleaning or disinfecting. These people are at increased risk of being exposed to the virus and to 

any toxic effects of the cleaning chemicals. These staff should wear appropriate PPE for cleaning and disinfecting. To protect 

your staff and to ensure that the products are used effectively, staff should be instructed on how to apply the disinfectants 

according to the label. For more information on concerns related to cleaning staff, visit the Occupational Safety and Health 

Administration’s website on Control and Prevention.

https://www.epa.gov/pesticide-registration/list-n-disinfectants-use-against-sars-cov-2
https://www.epa.gov/pesticide-registration/list-n-disinfectants-use-against-sars-cov-2
https://www.epa.gov/pesticide-registration/list-n-disinfectants-use-against-sars-cov-2
https://www.cdc.gov/coronavirus/2019-ncov/community/organizations/cleaning-disinfection.html
https://www.cdc.gov/coronavirus/2019-ncov/community/organizations/cleaning-disinfection.html
https://www.osha.gov/SLTC/covid-19/controlprevention.html
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DEVELOP YOUR PLAN
Evaluate your workplace, school, home, or business to determine what kinds of surfaces and materials make up that area. Most surfaces 

and objects will just need normal routine cleaning. Frequently touched surfaces and objects like light switches and doorknobs will need 

to be cleaned and then disinfected to further reduce the risk of germs on surfaces and objects.

• First, clean the surface or object with soap and water.

• Then, disinfect using an EPA-approved disinfectant. 

• If an EPA-approved disinfectant is unavailable, you can use 1/3 cup of bleach added to 1 gallon of water, or 70% alcohol solutions 

to disinfect. Do not mix bleach or other cleaning and disinfection products together. Find additional information at CDC’s website 

on Cleaning and Disinfecting Your Facility.

You should also consider what items can be moved or removed completely to reduce frequent handling or contact from multiple 

people. Soft and porous materials, such as area rugs and seating, may be removed or stored to reduce the challenges with cleaning and 

disinfecting them. Find additional reopening guidance for cleaning and disinfecting in the Reopening Decision Tool.

It is critical that your plan includes how to maintain a cleaning and disinfecting strategy after reopening. Develop a flexible plan 

with your staff or family, adjusting the plan as federal, state, tribal, territorial, or local guidance is updated and if your specific 

circumstances change. 

Determine what needs to be cleaned
Some surfaces only need to be cleaned with soap and water. For example, surfaces and objects that are not frequently touched should 

be cleaned and do not require additional disinfection. Additionally, disinfectants should typically not be applied on items used by 

children, especially any items that children might put in their mouths. Many disinfectants are toxic when swallowed. In a household 

setting, cleaning toys and other items used by children with soap and water is usually sufficient. Find more information on cleaning and 

disinfection toys and other surfaces in the childcare program setting at CDC’s Guidance for Childcare Programs that Remain Open.

These questions will help you decide which surfaces and objects will need normal routine cleaning.

Is the area outdoors?

Outdoor areas generally require normal routine cleaning and do not require disinfection. Spraying disinfectant on sidewalks and in 

parks is not an efficient use of disinfectant supplies and has not been proven to reduce the risk of COVID-19 to the public. You should 

maintain existing cleaning and hygiene practices for outdoor areas. 

The targeted use of disinfectants can be done effectively, efficiently and safely on outdoor hard surfaces and objects frequently touched 

by multiple people. Certain outdoor areas and facilities, such as bars and restaurants, may have additional requirements. More 

information can be found on CDC’s website on Food Safety and the Coronavirus Disease 2019 (COVID-19). 

There is no evidence that the virus that causes COVID-19 can spread directly to humans from water in pools, hot tubs or spas, or 

water play areas. Proper operation, maintenance, and disinfection (for example, with chlorine or bromine) of pools, hot tubs or spas, 

and water playgrounds should kill the virus that causes COVID-19. However, there are additional concerns with outdoor areas that 

may be maintained less frequently, including playgrounds, or other facilities located within local, state, or national parks. For more 

information, visit CDC’s website on Visiting Parks & Recreational Facilities.

https://www.epa.gov/pesticide-registration/list-n-disinfectants-use-against-sars-cov-2
https://www.cdc.gov/coronavirus/2019-ncov/community/disinfecting-building-facility.html
https://www.cdc.gov/coronavirus/2019-ncov/community/disinfecting-building-facility.html
https://www.cdc.gov/coronavirus/2019-ncov/community/pdf/ReOpening_America_Cleaning_Disinfection_Decision_Tool.pdf
https://www.cdc.gov/coronavirus/2019-ncov/community/schools-childcare/guidance-for-childcare.html
https://www.fda.gov/food/food-safety-during-emergencies/food-safety-and-coronavirus-disease-2019-covid-19
https://www.cdc.gov/coronavirus/2019-ncov/daily-life-coping/visitors.html?CDC_AA_refVal=https%3A%2F%2Fwww.cdc.gov%2Fcoronavirus%2F2019-ncov%2Fcommunity%2Fparks-rec%2Fvisitors.html
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Has the area been unoccupied for the last 7 days?

If your workplace, school, or business has been unoccupied for 7 days or more, it will only need your normal routine cleaning to reopen 

the area. This is because the virus that causes COVID-19 has not been shown to survive on surfaces longer than this time.

There are many public health considerations, not just COVID-19 related, when reopening public buildings and spaces that have been 

closed for extended periods. For example, take measures to ensure the safety of your building water system. It is not necessary to clean 

ventilation systems, other than routine maintenance, as part of reducing risk of coronaviruses. For healthcare facilities, additional 

guidance is provided on CDC’s Guidelines for Environmental Infection Control in Health-Care Facilities.

Determine what needs to be disinfected
Following your normal routine cleaning, you can disinfect frequently touched surfaces and objects using a product from EPA’s list of 

approved products that are effective against COVID-19. 

These questions will help you choose appropriate disinfectants.

Are you cleaning or disinfecting a hard and non-porous material or item like glass,  metal,  or plastic?

Consult EPA’s list of approved products for use against COVID-19. This list will help you determine the most appropriate disinfectant 

for the surface or object. You can use diluted household bleach solutions if appropriate for the surface. Pay special attention to the 

personal protective equipment (PPE) that may be needed to safely apply the disinfectant and the manufacturer’s recommendations 

concerning any additional hazards. Keep all disinfectants out of the reach of children. Please visit CDC’s website on How to Clean and 

Disinfect for additional details and warnings. 

Examples of frequently touched surfaces and objects that will need routine disinfection following reopening are: 

• tables,

• doorknobs,

• light switches,

• countertops,

• handles,

• desks,

• phones,

• keyboards,

• toilets,

• faucets and sinks,

• gas pump handles,

• touch screens, and

• ATM machines.

Each business or facility will have different surfaces and objects that are frequently touched by multiple people. Appropriately disinfect 

these surfaces and objects. For example, transit stations have specific guidance for application of cleaning and disinfection.

Are you cleaning or disinfecting a soft  and porous material or items like carpet,  rugs,  or seating in areas?

Soft and porous materials are generally not as easy to disinfect as hard and non-porous surfaces. EPA has listed a limited number of 

products approved for disinfection for use on soft and porous materials. Soft and porous materials that are not frequently touched 

should only be cleaned or laundered, following the directions on the item’s label, using the warmest appropriate water setting. Find 

more information on CDC’s website on Cleaning and Disinfecting Your Facility for developing strategies for dealing with soft and 

porous materials. 

https://www.cdc.gov/coronavirus/2019-ncov/php/building-water-system.html
https://www.cdc.gov/infectioncontrol/pdf/guidelines/environmental-guidelines-P.pdf
https://www.epa.gov/pesticide-registration/list-n-disinfectants-use-against-sars-cov-2
https://www.epa.gov/pesticide-registration/list-n-disinfectants-use-against-sars-cov-2
https://www.epa.gov/pesticide-registration/list-n-disinfectants-use-against-sars-cov-2
https://www.cdc.gov/coronavirus/2019-ncov/community/organizations/cleaning-disinfection.html
https://www.cdc.gov/coronavirus/2019-ncov/community/organizations/cleaning-disinfection.html
https://www.cdc.gov/coronavirus/2019-ncov/community/organizations/transit-station-workers.html
http://www.epa.gov/pesticide-registration/list-n-disinfectants-use-against-sars-cov-2
http://www.epa.gov/pesticide-registration/list-n-disinfectants-use-against-sars-cov-2
https://www.cdc.gov/coronavirus/2019-ncov/community/disinfecting-building-facility.html
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Consider the resources and equipment needed
Keep in mind the availability of cleaning and disinfection products and appropriate PPE. Always wear gloves appropriate for the 

chemicals being used for routine cleaning and disinfecting. Follow the directions on the disinfectant label for additional PPE needs. In 

specific instances, personnel with specialized training and equipment may be required to apply certain disinfectants such as fumigants 

or fogs. For more information on appropriate PPE for cleaning and disinfection, see CDC’s website on Cleaning and Disinfection for 

Community Facilities.

IMPLEMENT YOUR PLAN
Once you have a plan, it’s time to take action. Read all manufacturer’s instructions for the cleaning and disinfection products you will 

use. Put on your gloves and other required personal protective equipment (PPE) to begin the process of cleaning and disinfecting. 

Clean v isibly dirty surfaces with soap and water 
Clean surfaces and objects using soap and water prior to disinfection. Always wear gloves appropriate for the chemicals being used for 

routine cleaning and disinfecting. Follow the directions on the disinfectant label for additional PPE needs. When you finish cleaning, 

remember to wash hands thoroughly with soap and water.

Clean or launder soft and porous materials like seating in an office or coffee shop, area rugs, and carpets. Launder items according to 

the manufacturer’s instructions, using the warmest temperature setting possible and dry items completely. 

Use the appropriate cleaning or disinfectant product
EPA approved disinfectants, when applied according to the manufacturer’s label, are effective for use against COVID-19. Follow the 

instructions on the label for all cleaning and disinfection products for concentration, dilution, application method, contact time and 

any other special considerations when applying.

Always follow the directions on the label
Follow the instructions on the label to ensure safe and effective use of the product. Many product labels recommend keeping the 

surface wet for a specific amount of time. The label will also list precautions such as wearing gloves and making sure you have good 

ventilation during use of the product. Keep all disinfectants out of the reach of children.

MAINTAIN AND REVISE YOUR PLAN
Take steps to reduce your risk of exposure to the virus that causes COVID-19 during daily activities. CDC provides tips to reduce your 

exposure and risk of acquiring COVID-19. Reducing exposure to yourself and others is a shared responsibility. Continue to update your 

plan based on updated guidance and your current circumstances.

Continue routine cleaning and disinfecting
Routine cleaning and disinfecting are an important part of reducing the risk of exposure to COVID-19. Normal routine cleaning with 

soap and water alone can reduce risk of exposure and is a necessary step before you disinfect dirty surfaces. 

https://www.cdc.gov/coronavirus/2019-ncov/community/organizations/cleaning-disinfection.html
https://www.cdc.gov/coronavirus/2019-ncov/community/organizations/cleaning-disinfection.html
https://www.epa.gov/pesticide-registration/list-n-disinfectants-use-against-sars-cov-2
https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/index.html
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Surfaces frequently touched by multiple people, such as door handles, desks, phones, light switches, and faucets, should be cleaned and 

disinfected at least daily. More frequent cleaning and disinfection may be required based on level of use. For example, certain surfaces and 

objects in public spaces, such as shopping carts and point of sale keypads, should be cleaned and disinfected before each use. 

Consider choosing a different disinfectant if your first choice is in short supply. Make sure there is enough supply of gloves and 

appropriate personal protective equipment (PPE) based on the label, the amount of product you will need to apply, and the size of the 

surface you are treating.

Maintain safe behavioral practices
We have all had to make significant behavioral changes to reduce the spread of COVID-19. To reopen America, we will need to continue 

these practices:

• social distancing (specifically, staying 6 feet away from others when you must go into a shared space) 

• frequently washing hands or use alcohol-based (at least 60% alcohol) hand sanitizer when soap and water are not available

• wearing cloth face coverings 

• avoiding touching eyes, nose, and mouth 

• staying home when sick 

• cleaning and disinfecting frequently touched objects and surfaces

It’s important to continue to follow federal, state, tribal, territorial, and local guidance for reopening America. Check this resource for 

updates on COVID-19. This will help you change your plan when situations are updated.

Consider practices that reduce the potential for exposure
It is also essential to change the ways we use public spaces to work, live, and play. We should continue thinking about our safety and 

the safety of others. 

To reduce your exposure to or the risk of spreading COVID-19 after reopening your business or facility, consider whether you need 

to touch certain surfaces or materials. Consider wiping public surfaces before and after you touch them. These types of behavioral 

adjustments can help reduce the spread of COVID-19. There are other resources for more information on COVID-19 and how to Prevent 

Getting Sick. 

Another way to reduce the risk of exposure is to make long-term changes to practices and procedures. These could include reducing the 

use of porous materials used for seating, leaving some doors open to reduce touching by multiple people, opening windows to improve 

ventilation, or removing objects in your common areas, like coffee creamer containers. There are many other steps that businesses and 

institutions can put into place to help reduce the spread of COVID-19 and protect their staff and the public. More information can be 

found at CDC’s Implementation of Mitigation Strategies for Communities with Local COVID-19 Transmission. 

https://www.coronavirus.gov/
https://www.coronavirus.gov/
https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/index.html
https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/index.html
https://www.cdc.gov/coronavirus/2019-ncov/downloads/community-mitigation-strategy.pdf
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CONCLUSION
Reopening America requires all of us to move forward together using recommended best practices and maintaining safe daily habits in 

order to reduce our risk of exposure to COVID-19. Remember: We’re all in this together!

Additional resources with more specific recommendations.

HEALTHCARE 
SETTINGS

Long-term Care 
Facilit ies,  Nursing 
Homes

Infection Control in Healthcare Settings

Using Personal Protective Equipment

Hand Hygiene

Interim Guidance for Infection Prevention

Preparedness Checklist

Things Facilities Should Do Now to Prepare for COVID-19

When there are Cases in the Facility

Dialysis Facilit ies

Infection Control in Healthcare Settings

Using Personal Protective Equipment

Hand Hygiene

Interim guidance for Outpatient Hemodialysis Facilities

Patient Screening

Blood and Plasma 
Facilit ies

Infection control in Healthcare Settings

Infection Control and Environmental Management

Using Personal Protective Equipment

Hand Hygiene

Interim Guidance for Blood and Plasma Collection Facilities

Alternate Care Sites Infection Prevention and Control

Dental Settings Infection Control in Healthcare Settings

Using Personal Protective Equipment

Hand Hygiene

Interim Guidance for Dental Settings

Pharmacies Infection Control in Healthcare Settings

Using Personal Protective Equipment

Hand Hygiene

Interim Guidance for Pharmacies

Risk-Reduction During Close-Contact Services

Outpatient and 
ambulatory care 
facilit ies

Infection Control in Healthcare Settings

Using Personal Protective Equipment

Hand Hygiene

Interim Guidance for Outpatient & Ambulatory Care Settings

Postmortem Care Using Personal Protective Equipment

Hand Hygiene

Collection and Submission of Postmortem Samples

Cleaning and Waste Disposal

Transportation of Human Remains

https://www.cdc.gov/coronavirus/2019-ncov/hcp/infection-control-recommendations.html
https://www.cdc.gov/coronavirus/2019-ncov/hcp/using-ppe.html
https://www.cdc.gov/coronavirus/2019-ncov/hcp/hand-hygiene.html
https://www.cdc.gov/coronavirus/2019-ncov/hcp/long-term-care.html#interim-guidance
https://www.cdc.gov/coronavirus/2019-ncov/downloads/novel-coronavirus-2019-Nursing-Homes-Preparedness-Checklist_3_13.pdf
https://www.cdc.gov/coronavirus/2019-ncov/hcp/long-term-care.html#facilities-should-do
https://www.cdc.gov/coronavirus/2019-ncov/hcp/long-term-care.html#cases-in-facility
https://www.cdc.gov/coronavirus/2019-ncov/hcp/infection-control-recommendations.html
https://www.cdc.gov/coronavirus/2019-ncov/hcp/using-ppe.html
https://www.cdc.gov/coronavirus/2019-ncov/hcp/hand-hygiene.html
https://www.cdc.gov/coronavirus/2019-ncov/hcp/dialysis.html
https://www.cdc.gov/coronavirus/2019-ncov/hcp/dialysis/screening.html
https://www.cdc.gov/coronavirus/2019-ncov/hcp/infection-control-recommendations.html
https://www.cdc.gov/coronavirus/2019-ncov/hcp/blood-and-plasma-collection.html#anchor_1584810016246
https://www.cdc.gov/coronavirus/2019-ncov/hcp/using-ppe.html
https://www.cdc.gov/coronavirus/2019-ncov/hcp/hand-hygiene.html
https://www.cdc.gov/coronavirus/2019-ncov/hcp/blood-and-plasma-collection.html
https://www.cdc.gov/coronavirus/2019-ncov/hcp/alternative-care-sites.html
https://www.cdc.gov/coronavirus/2019-ncov/hcp/infection-control-recommendations.html
https://www.cdc.gov/coronavirus/2019-ncov/hcp/using-ppe.html
https://www.cdc.gov/coronavirus/2019-ncov/hcp/hand-hygiene.html
https://www.cdc.gov/coronavirus/2019-ncov/hcp/dental-settings.html
https://www.cdc.gov/coronavirus/2019-ncov/hcp/infection-control-recommendations.html
https://www.cdc.gov/coronavirus/2019-ncov/hcp/using-ppe.html
https://www.cdc.gov/coronavirus/2019-ncov/hcp/hand-hygiene.html
https://www.cdc.gov/coronavirus/2019-ncov/hcp/pharmacies.html
https://www.cdc.gov/coronavirus/2019-ncov/hcp/pharmacies.html#Testing
https://www.cdc.gov/coronavirus/2019-ncov/hcp/infection-control-recommendations.html
https://www.cdc.gov/coronavirus/2019-ncov/hcp/using-ppe.html
https://www.cdc.gov/coronavirus/2019-ncov/hcp/hand-hygiene.html
https://www.cdc.gov/coronavirus/2019-ncov/hcp/ambulatory-care-settings.html
https://www.cdc.gov/coronavirus/2019-ncov/hcp/using-ppe.html
https://www.cdc.gov/coronavirus/2019-ncov/hcp/hand-hygiene.html
https://www.cdc.gov/coronavirus/2019-ncov/hcp/guidance-postmortem-specimens.html
https://www.cdc.gov/coronavirus/2019-ncov/hcp/guidance-postmortem-specimens.html#waste-disposal
https://www.cdc.gov/coronavirus/2019-ncov/hcp/guidance-postmortem-specimens.html#human-remains
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GUIDANCE FOR CLEANING AND DISINFECTING PUBLIC SPACES, WORKPLACES, BUSINESSES, SCHOOLS, AND HOMES

COMMUNITY 
LOCATIONS

Critical Infrastructure 
Employees Interim Guidance for Critical Infrastructure Employees

 Cleaning and Disinfecting your Facility

Schools and childcare 
programs K-12 and Childcare Interim Guidance

 Cleaning and Disinfecting your Facility

 FAQ for Administrators

 Parent and Teacher Checklist

Colleges and 
universit ies Interim Guidance for Colleges & Universities

 Cleaning and Disinfecting your Facility

 Guidance for Student Foreign Travel

 FAQ for Administrators

Gatherings and 
community events Interim Guidance for Mass Gatherings and Events 

 Election Polling Location Guidance

 Events FAQ

Community- and faith- 
based organizations Interim Guidance for Organizations

 Cleaning and Disinfecting your Facility

Businesses Interim Guidance for Businesses

Parks &  Rec Facilit ies Guidance for Administrators of Parks

Law Enforcement What Law Enforcement Personnel Need to Know about COVID-19

Homeless Serv ice 
Prov iders Interim Guidance for Homeless Service Providers

Retirement Homes Interim Guidance for Retirement Communities

 FAQ for Administrators

Correction &  Detention 

Facilit ies Interim Guidance for Correction & Detention Facilities

 FAQ for Administrators

HOME SETTING

Preventing  
Getting Sick How to Protect Yourself and Others

 How to Safely Sterilize/Clean a Cloth Face Covering

 Cleaning and Disinfecting your Home

 Tribal - How to Prevent the Spread of Coronavirus (COVID-19) in Your Home

 Tribal - How to Care for Yourself at Home During Covid-19

Running Errands Shopping for Food and Other Essential Items

 Accepting Deliveries and Takeout

 Banking 

 Getting Gasoline

 Going to the Doctor and Pharmacy

If you are sick Steps to Help Prevent the Spread of COVID19 if You are Sick

https://www.cdc.gov/coronavirus/2019-ncov/community/critical-workers/implementing-safety-practices.html
https://www.cdc.gov/coronavirus/2019-ncov/community/disinfecting-building-facility.html
https://www.cdc.gov/coronavirus/2019-ncov/community/schools-childcare/guidance-for-schools.html
https://www.cdc.gov/coronavirus/2019-ncov/community/disinfecting-building-facility.html
https://www.cdc.gov/coronavirus/2019-ncov/community/schools-childcare/schools-faq.html
https://www.cdc.gov/coronavirus/2019-ncov/community/schools-childcare/checklist.html
https://www.cdc.gov/coronavirus/2019-ncov/community/guidance-ihe-response.html
https://www.cdc.gov/coronavirus/2019-ncov/community/disinfecting-building-facility.html
https://www.cdc.gov/coronavirus/2019-ncov/community/student-foreign-travel.html
https://www.cdc.gov/coronavirus/2019-ncov/community/colleges-universities/faq.html
https://www.cdc.gov/coronavirus/2019-ncov/community/large-events/index.html
https://www.cdc.gov/coronavirus/2019-ncov/community/election-polling-locations.html
https://www.cdc.gov/coronavirus/2019-ncov/community/large-events/event-planners-and-attendees-faq.html
https://www.cdc.gov/coronavirus/2019-ncov/community/organizations/guidance-community-faith-organizations.html
https://www.cdc.gov/coronavirus/2019-ncov/community/disinfecting-building-facility.html
http://www.cdc.gov/coronavirus/2019-ncov/community/guidance-business-response.html
http://www.cdc.gov/coronavirus/2019-ncov/community/parks-rec/park-administrators.html
https://www.cdc.gov/coronavirus/2019-ncov/community/guidance-law-enforcement.html
http://www.cdc.gov/coronavirus/2019-ncov/community/homeless-shelters/plan-prepare-respond.html
http://www.cdc.gov/coronavirus/2019-ncov/community/retirement/guidance-retirement-response.html
http://www.cdc.gov/coronavirus/2019-ncov/community/retirement/faq.html
http://www.cdc.gov/coronavirus/2019-ncov/community/correction-detention/guidance-correctional-detention.html
https://www.cdc.gov/coronavirus/2019-ncov/community/correction-detention/faq.html
http://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/prevention.html
http://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/disinfecting-your-home.html
http://caih.jhu.edu/assets/documents/COVID-19_Prevent_the_Spread_at_Home.pdf
http://caih.jhu.edu/assets/documents/COVID-19_caring_for_someone_at_home_JHUonly_2pages.pdf
http://www.cdc.gov/coronavirus/2019-ncov/daily-life-coping/essential-goods-services.html
http://www.cdc.gov/coronavirus/2019-ncov/daily-life-coping/essential-goods-services.html
http://www.cdc.gov/coronavirus/2019-ncov/daily-life-coping/essential-goods-services.html
http://www.cdc.gov/coronavirus/2019-ncov/daily-life-coping/essential-goods-services.html
http://www.cdc.gov/coronavirus/2019-ncov/daily-life-coping/essential-goods-services.html
http://www.cdc.gov/coronavirus/2019-ncov/if-you-are-sick/steps-when-sick.html
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GUIDANCE FOR CLEANING AND DISINFECTING PUBLIC SPACES, WORKPLACES, BUSINESSES, SCHOOLS, AND HOMES

TRANSPORTATION

Ships Interim Guidance for Ships on Managing Suspected COVID-19

Airlines Cleaning Aircraft Carriers

 Airline Agents Interim Guidance

Buses Bus Transit Operator

Rail Rail Transit Operators

 Transit Station Workers

EMS Transport Vehicles Interim Guidance for EMS

Tax is and Rideshares Keeping Commercial Establishments Safe

RESTAURANTS  
&  BARS  Best Practices from FDA

https://www.cdc.gov/quarantine/maritime/recommendations-for-ships.html
https://www.cdc.gov/quarantine/air/managing-sick-travelers/ncov-airlines.html
https://www.cdc.gov/coronavirus/2019-ncov/community/airport-customer-factsheet.html
https://www.cdc.gov/coronavirus/2019-ncov/community/organizations/bus-transit-operator.html
https://www.cdc.gov/coronavirus/2019-ncov/community/organizations/rail-transit-operator.html
http://www.cdc.gov/coronavirus/2019-ncov/community/organizations/transit-station-workers.html
https://www.cdc.gov/coronavirus/2019-ncov/hcp/guidance-for-ems.html
https://www.cdc.gov/coronavirus/2019-ncov/downloads/workplace-school-and-home-guidance.pdf
http://www.fda.gov/food/food-safety-during-emergencies/best-practices-retail-food-stores-restaurants-and-food-pick-updelivery-services-during-covid-19
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P U B L I C  F A C I L I T I E S 

GUIDANCE ON PREPARING WORKPLACES FOR COVID-19
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PROTECT WASH OFTEN DISINFECT CAUTION

Recommendations for Public Facilities

Public spaces have always been a key fixture in the daily life of 
Wisconsin communities. Creating the conditions for safe use of 
indoor public facilities is crucial to providing social services and 
fostering a supportive social network in our communities. While 
some facilities have adapted to accommodate virtual or curbside 
services, other services have been suspended and will need to 
develop a plan for reopening safely. The communal nature of  
such facilities and relatively limited staff-to- guest ratio makes  
it especially challenging to accommodate necessary social  
distancing and sanitation during this time. This document is 
intended to provide guidance for businesses, municipalities and 
civic organizations looking to take steps to expand access to  
facilities in a reasonable way as soon as it is safe to do so.

This guide includes useful instruction for public facilities,  
whether publicly owned or charitable in nature—including but  
not limited to community centers, libraries, visitor/info centers, 
zoos, museums and other facilities that accommodate public  
traffic as part of their typical operations. In addition, please see 
the “General Guidance for All Businesses” document for  
guidance that applies to all industries, and please consult the  
other available industry guides as relevant for your specific  
business type.

Keeping employees and customers safe is the number-one 
priority for all businesses. This resource provides guidelines for 
protecting both of these groups. Organizations, municipalities 
and management entities are expected to be proactive about 
compliance with rules and take definitive action to enforce the 
rules. It is not sufficient to post signage requesting that guests 
maintain distancing or to anticipate that staff will be able to  
manage customer interactions in real time (e.g., by installing 
signage instructing visitors to comply with distancing but not 
utilizing visual cues or physical barriers to support compliance). 

Employee health and hygiene

  Employees who have a fever or other symptoms of COVID-19 
will not be allowed to work. 

  Maintain an adequate supply of paper goods, soap and hand 
sanitizer to allow proper hand hygiene among employees. 

  Provide tissues for proper cough/sneeze etiquette and  
no-touch disposal receptacles. 

Clean and disinfect
  High customer contact areas such as doorknobs, buttons, 

touch screens and stair rails should be cleaned every two 
hours, or after each user if feasible.

  Bathrooms should be sanitized frequently.

  Disinfecting wipes should not be used to wipe more than  
one surface. Use one wipe per item or area.

  Guest touch locations such as kiosks or interactive displays 
should have disinfectant wipes provided nearby. 

 If possible, consider disabling kiosks and interactive displays 
and providing storyboards, video screens or additional  
audiovisual information.

Face masks and cloth face coverings

  Employers should recommend that employees wear face 
masks or cloth face coverings when social distancing is not 
feasible in the work environment. They may also recommend 
usage of face masks or cloth face coverings for public-facing 
activities.

  Ensure your employees are wearing face coverings properly. 
The U.S. Centers for Disease Control and Prevention (CDC) 
provides guidance on how to properly wear a face covering 
and offers tutorials for how to make one.

  If customers will not be able to stay six feet away from 
others, recommend that they bring their own face mask or 
covering. Provide face masks for customers to use at your 
facility if they did not bring one, and provide adequate trash 
receptacles for disposing of used masks. Considerations 
should be made for individuals who are unable or unwilling  
to wear a mask or cloth face cover.

https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/diy-cloth-face-coverings.html
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Social distancing

  The capacity of customer-facing facilities should be reduced 
to ensure adequate social distancing if at all possible.

  Eliminate unnecessary physical contact between staff  
and visitors, and maintain social distancing with a six-foot 
distance between individuals whenever possible. 

  Offer cashless and contactless transactions whenever  
possible. 

  When exchanging paper and coin money, do not touch your 
face afterward. Ask customers to place cash on the counter 
rather than directly into your hand. Place money on the 
counter (not in hand) when providing change back to  
customers. Clean the counter after each customer at checkout.

  Consider adding clear plastic barrier protection at the 
entrance or circulation/service desk with a pass-through 
opening to exchange items as necessary. 

  Mark indoor corridors with directional tape to encourage  
one-way traffic flow and minimize interactions. 

  Instruct visitors to maintain social distancing for the  
duration of their visit. 

  Common-use areas (such as lounge areas, locker rooms, 
courtesy food and beverage bars, and child play areas)  
should be closed if it is not possible to ensure proper  
social distancing. Where possible, use physical barriers to  
discourage touching of displays, windows etc. (e.g., with  
tape on floor or roped-off areas). 

Additional customer protections

  Post signage at entrances to facilities with reminders that 
people experiencing COVID-19 symptoms should stay at 
home and requests that visitors maintain social distancing. 

  Install handwashing or sanitizing stations (with at least 60%  
alcohol if hand sanitizer is offered) at the entrance to your 
facility and at key locations throughout the facility where 
customers are likely to contact shared equipment.  
Encourage customers to use them.

  Remove all unnecessary touchpoints, especially those that  
cannot be sanitized between uses. Examples include the  
use of pens to sign receipts or visitor logs (cashless and  
contactless transactions are recommended), benches, drinking 
fountains, computer keyboards and shared equipment. 

  Utilize disposable instead of reusable items whenever  
possible. Provide additional no-touch trash receptacles and 
increase trash pickup frequency to accommodate extra 
waste.

  Continue offering virtual experiences and curbside pickup of 
physical goods to accommodate all customers if possible. 

  Do not allow visitors to bring activity items from home into 
the facility for sharing with others. 

  Discourage users from coming into contact with other  
participants’ equipment. For example, sports court users 
should not return other users’ stray balls or share equipment 
with unrelated parties. 
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  Brochures and other physical materials should be secured or 
kept behind counters/desks to be provided on an as-needed 
basis. 

  Libraries should consider alternative return methods for 
books, CDs, and other items to limit customer contact 
and immediate handling of the items by staff (for example, 
outside collection units that allow staff to remove an inside 
holding bin, which can then be stored for 48 hours before 
handling by staff).

Programmed event guidelines

  Programmed events should be limited to 10 persons at a 
time in any given space, expanding to 50 people in Phase 
2 of the Badger Bounce Back plan. Floor markings or chair 
placement should be used to encourage safe spacing of 
participants. 

  Where possible, event attendance should be staggered  
to minimize overlap and reduce density of participants.

  Consider designating alternate offerings for at-risk  
populations.

  Gatherings should be invitation-only or include a process 
to collect participant lists, in case contact tracing becomes 
necessary. 
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R E T A I L  S T O R E S 

GUIDANCE ON PREPARING WORKPLACES FOR COVID-19
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PROTECT WASH OFTEN DISINFECT CAUTION

The retail sector plays a critical role in Wisconsin,  
providing goods and experiences that enhance the 
quality of life for residents. Locally owned retail  
businesses create a unique sense of place that brings 
communities together and attracts tourists to spend 
time in Wisconsin. Across the state, retail businesses 
represent more than 9,000 storefront businesses and 
114,000 employees. These businesses have been  
tremendously impacted by closures, as more than 
60% of retailers do not have an online sales platform. 
As a result, these businesses have been unable to serve 
their loyal customers and may also have seen their 
sales shift to competitors with an online presence.  
This guide is intended to provide guidance for  
businesses looking to take steps to allow their  
businesses to reopen as soon as it is safe to do so. 

This guide includes instructions for retailers that 
service multiple customers at once, either within a 
storefront or at remote locations. This includes all soft 
goods retailers of any size, but excludes service busi-
nesses such as salons, barbershops, spas, gyms, chi-
ropractors, fresh or to-go food items and other direct 
personal service professions. Please see the “General 
Guidance for All Businesses” document for guidance 
that applies to all industries, and please consult the 
other available industry guides as relevant for your 
specific business type, and please consult the other 
available industry guides as relevant for your specific 
business type.

  

Employee health and hygiene
  Employees who have a fever or other symptoms of 

COVID-19 should be instructed to stay home.

  Maintain an adequate supply of paper goods, soap and 
hand sanitizer to allow proper hand hygiene among  
employees. 

  Provide tissues for proper cough/sneeze etiquette  
and no-touch disposal receptacles.

Clean and disinfect
  Maintain an adequate supply of cleaning and  

disinfection products.

  If surfaces are dirty, they should be cleaned using a  
detergent or soap and water prior to disinfection.

  Clean and disinfect frequently touched objects and  
surfaces such as workstations, cash registers, payment 
terminals, door handles, tables and countertops on a  
routine basis. Follow the directions on the cleaning  
product’s label and clean hands afterwards.

Recommendations for Retail Stores

  Increase the cleaning frequency of restrooms.

  Identify staff members who will be responsible for  
ensuring regular cleaning and disinfection.

  Minimize sharing of work tools and equipment such as 
phones, keyboards, cash registers and point-of-sale  
devices. If they must be shared, disinfect before and  
after each use.

  Provide personal pens, markers and other routine work 
supplies for each employee. 
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Protective equipment and cloth face coverings
  Supply face masks or cloth face coverings for all employees.

  Employees should wear a face mask or cloth face covering 
when near other employees and customers. The CDC 
illustrates how to properly wear a face covering and has 
several tutorials for how to make one.

Engineering controls
  Increase ventilation rates.

  Increase the percentage of outdoor air that circulates into 
the system.

  Workplaces should review guidance from the American 
Society of Heating, Refrigerating and Air-Conditioning 
Engineers and consult with HVAC professionals when 
considering ventilation changes to reduce the risk of 
COVID-19.

Customer health and safety

  Post signage on the front door letting customers know 
about changes to your policies and instructing them to 
stay away if they are experiencing symptoms of COVID-19. 

  Post signage at checkouts reminding customers of social 
distancing recommendations.

  Install handwashing or sanitizing stations (with at least 
60% alcohol if providing hand sanitizer) at the entrance to 
your business, and encourage customers to use them. 

  Consider making face masks available for use in your  
business for customers who do not bring one. 

  Products that have been worn by a customer (such as 
clothing or jewelry) should be sanitized or removed from 
circulation for 72 hours before being returned to inventory. 

  Minimize customer contact areas (e.g., door handles and 
buttons). Those that cannot be eliminated should be  
sanitized every two hours, or after each user if feasible.

  Eliminate any unnecessary physical contact between 
workers and customers, and maintain a six-foot distance 
between individuals whenever possible. 

  Mark six-foot distances with floor tape in checkout lines. 
Workplaces where social distancing is a challenge should 
consider innovative approaches, such as only opening  
every other cash register, temporarily moving workstations 
to create more distance, or installing partitions. 

  Remove all unnecessary touchpoints, especially those 
that cannot be sanitized. Examples include removing 
paper visitor logs and the use of pens to sign receipts 
(cashless and contactless transactions are recommended) 
and using drop boxes for hand delivery items.

  Utilize single-use, disposable (instead of reusable) items 
whenever possible. Provide adequate trash receptacles 
and increase trash removal times to accommodate  
additional waste. 

Business operations
  Physical space should be increased between employees 

and customers to maintain at least a six-foot distance at 
all times.

  Install stickers or arrows on the floor indicating customer 
traffic patterns to reduce contact and enforce minimum 
distancing at queuing areas such as cash wraps. 

  Common use areas (such as changing rooms, lounge 
areas, locker rooms, courtesy food and beverage bars and 
child play areas) should be closed if social distancing and 
sanitizing cannot be practiced. Courtesy shopping bags 
or containers should only be made available if they can be 
sanitized between customers.

  Continue offering online sales, delivery and curbside  
pickup to accommodate at-risk customers. 

  Encourage customers to use touchless payment options 
when available. Minimize handling cash, credit cards, 
reward cards and mobile devices if possible.

  When exchanging paper and coin money:

  Do not touch your face afterward.

  Ask customers to place cash on the counter rather 
than directly into your hand.

 Place money on the counter, not in hand, when  
providing change back to customers. 

https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/diy-cloth-face-coverings.html
https://www.ashrae.org/file%20library/about/position%20documents/pd_infectiousaerosols_2020.pdf?_sm_au_=inVrrHZ1tS3JtHv7BLQtvK7BJGKjp
https://www.ashrae.org/file%20library/about/position%20documents/pd_infectiousaerosols_2020.pdf?_sm_au_=inVrrHZ1tS3JtHv7BLQtvK7BJGKjp
https://www.ashrae.org/file%20library/about/position%20documents/pd_infectiousaerosols_2020.pdf?_sm_au_=inVrrHZ1tS3JtHv7BLQtvK7BJGKjp
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  Wipe counter after each customer at checkout.

  Sales registers should be six feet apart if multiple  
registers are in use. 

  Retailers may want to consider adding clear plastic  
barrier protection at the cash wrap or service desk with  
a pass-through opening to exchange items as necessary.  

Employee training, support and communication 
  Use routine meetings and emails to communicate with 

workers about actions being taken to prevent COVID-19 
exposure.

  Post signage to remind your employees of safe practices 
for social distancing, hand hygiene and cough/sneeze 
etiquette. 

  Provide refresher training for employees on proper hand-
washing, social distancing, employee illness reporting and 
any other procedural changes the company has imple-
mented to address COVID-19. 

  Train employees in how to recognize areas or practices  
that pose a risk for spreading the virus, and define a  
process to quickly review and provide mitigation  
strategies in these areas. Include a recognizing/reporting 
module in your COVID-19 response plan.

  Consider designating one or more employees to monitor 
changes in workplace guidance.



Item Explanation

Total	est.	
amount	

needed	in	year	
of	purchase

Year	
needed

Balance	of	Fund	
410	(Capital	
Needs)	as	of	
1/1/2020	=	
$539,484

Allocation	of	
funds	

available	as	
of	Jan.	1,	
2020

Amount	library	
will	need	(not	
yet	allocated)

Amount	
needed	in	

2020

Amount	
needed	in	

2021

Amount	
needed	in	

2022

Amount	
needed	
in	2023

Amount	
needed	in	

2024

Amount	
needed	in	

2025

Amount	
needed	in	

2026

Shelving	for	Children's	area				Installed	5/12/20.	Reorganization	of	collection	in	
progress.

$8,350 2020 $8,350	 $0	

Public	upholstered	
furniture	replacement:	
Children's	Area

In	progress	as	of	5/20/20. $10,800 2020 $10,800	 $0	

Telephone	system	
replacement

In	progress	as	of	5/20/20.	Includes	wireless	bridge	to	
Civic	Center.

$9,700 2020 $9,700	 $0	

Replacement	of	self	check	
unit

Previous	estimates	of	cost	do	not	cover	the	self	check	
machines	currently	available	(least	expensive	
Bibliotheca	model	$17,000	as	of	June	2019).	Allocate	
additional	funds	in	2020.

$18,000 2021 $10,854	 $7,146	 $7,146	

Materials	security	unit	
replacement

Current	gate	is	past	its	reported	lifespan	but	is	still	
(mostly)	functioning.	RFID	would	require	a	different	
kind	of	gate.

$15,000 2021 $13,000	 $2,000	 $2,000	

RFID	conversion	project Estimated	2020	cost	=	$27,000.	Includes	self	check	
and	security	gates,	listed	elsewhere	as	stand-alone,	
non-RFID	enabled	projects.	*While	some	of	the	
equipment	(gates,	self-check)	is	less	expensive,	there	
are	ongoing	costs	to	RFID	that	will	have	to	be	
incorporated.		

$28,000 2021 $3,854	 $24,146	 $24,146	

Minimal	public	area	carpet	
replacement	in	high	traffic	
areas.	Include	circulation	
work	area.

Consider	pushing	back	year?	Use	of	carpet	tile	to	
replace	most-worn	areas	of	carpeting	will	push	off	
the	need	to	replace	building-wide.

$30,000 2022 $0	 $30,000	 $5,000	 $15,000	 $10,000	

Possible	replacement	of	
exterior	door	frames,	
doors,	book	drop,	etc.

These	should	be	done	strictly	on	an	as-needed	basis	
given	expansion	plans,	so	"year	needed"	will	vary.

$25,000 2022 $0	 $25,000	 $7,854	 $10,146	 $7,000	

Public	upholstered	
furniture	replacement:	
Teen	Area

Most	are	from	1996.	New	fabric	or	new	pieces	could	
give	facility	a	facelift	(and	could	be	used	in	a	new	or	
expanded	building).

$12,600 2023 $0	 $12,600	 $4,200	 $4,200	 $4,200	

HUB	&	LAN	server	
replacements

Keep	on	the	same	4-year	cycle	as	the	computers	
(which	are	funded	through	the	operating	budget).	

$9,000 2024 $0	 $9,000	 $4,500	 $4,500	



Public	upholstered	
furniture	replacement:	
Adult	Area

See	teen	furniture	project	explanation.	Children's	
area	furniture	project	shows	that	this	is	a	more	
expensive	project	than	originally	imagined;	Adult	and	
Teen	furniture	now	split	into	2	projects	and	
increased.

$34,000 2024 $0	 $34,000	 $8,500	 $8,500	 $8,500	 $8,500	

2	photocopier	
replacements

Replace	about	every	6	years.	2018	replacements	
approx.	$7,000.	

$8,400 2024 $0	 $8,400	 $4,200	 $4,200	

Replacement	of	remainder	
of	sprinkler	system,	
including	consulting	fees.

Partially	completed	in	2017-2018.	Upper	level	may	
require	the	same	work	at	some	point.

$200,000 2024 $0	 $200,000	 $50,000	 $50,000	 $50,000	 $50,000	

Work	area	carpet	 5,000	sq.	ft.	Carpet	removal	and	dump	fees	@	
0.50/sq.	ft.	=	$2,500.	Carpet	tile	@	$6	per	sq.	ft.	
(materials	and	installation)	=	$30,000.	Moving	
company	approx.	$2,000.	

$35,000 2026 $0	 $35,000	 $7,000	 $7,000	 $14,000	 $7,000	

Public	area	carpet	 Carpet	removal	and	dump	fees	@	0.50/sq.	ft.	=	
$8,000.	Carpet	tile	for	16,000	sq.	ft.	@	$6	per	sq.	ft.	
(materials	and	installation)	=	$96,000.	Moving	
company	for	books	and	stacks	approx.	$15,000.

$120,000 2027 $0	 $120,000	 $30,000	 $30,000	 $30,000	 $30,000	

HUB	&	LAN	server	
replacements

Keep	on	the	same	4-year	cycle	as	the	computers	
(which	are	funded	through	the	operating	budget).	

$9,000 2028 $0	 $9,000	 $1,854	 $7,146	

HUB	&	LAN	server	
replacements

Keep	on	the	same	4-year	cycle	as	the	computers	
(which	are	funded	through	the	operating	budget).	

$9,000 2032 $0	 $9,000	

Roof	re-shingling Current	roof	installed	in	2008.	Date	is	a	placeholder;	
whether	this	project	takes	place	depends	on	
expansion	plans.

$50,000 2034 $0	 $50,000	

HUB	&	LAN	server	
replacements

Keep	on	the	same	4-year	cycle	as	the	computers	
(which	are	funded	through	the	operating	budget).	

$9,000 2036 $0	 $9,000	

HVAC:	a/c	unit	
replacement	(all	3	units)

All	replaced	in	2017.	2019	est.	replacement	cost	=	
$62,000.	

$102,000 2037 $0	 $102,000	

Total	
allocated:

Total	future	
needs	not	yet	
allocated:

Total	
2020:

Total	
2021:

Total	
2022:

Total	
2023:

Total	2024: Total	2025: Total	2026:

$56,558	 $686,292	 $46,146	 $92,346	 $84,200	 $103,900	 $99,700	 $45,854	 $44,146	
The	totals	listed	for	future	years	assume	no	new	capital	needs	beyond	what	is	

listed	here,	and	that	all	items	will	come	in	at/under	budget.	Expect	those	totals	to	
change.



$9,000

$50,000

$9,000

$102,000

$170,000	



Bylaws of Pauline Haass Public Library 
 
 

Article I 
Identification 

This organization is the Board of Trustees of the Pauline Haass Public Library, located in Sussex, 
Wisconsin, established by the Wisconsin municipality of Sussex, according to the provisions of Chapter 
43 of the Wisconsin Statutes, and exercising the powers and assuming the duties granted to it under said 
statute. 

Article II 
Membership 

Section 1. Appointments and Terms of Office. Appointments and terms of office are as provided by the 
relevant subsections of Wisconsin Statutes Sections 43.54, and 43.60. 

Section 2. Meeting Attendance. Members shall be expected to attend all meetings except as they are 
prevented by a valid reason.  Failure to attend two meetings in any rolling 6-meeting timeframe, without 
valid reason, will result in the Board President discussing the issue with the trustee.  If the absences 
continue, the Board President may recommend to the appointing body the removal of the trustee from the 
Board. 

Article III 
Officers 

Section 1. The officers shall be a president and  vice president elected from among the appointed trustees 
at the annual meeting of the Board.  No member shall hold more than one office at a time.  Vacancies in 
office shall be filled by vote at the next regular meeting of the Board after the vacancy occurs. 

Section 2. A nominating committee shall be appointed by the president 2 months prior to the annual 
meeting and shall present a slate of officers at the annual meeting.  Additional nominations may be made 
from the floor at that time. 

Section 3. Officers shall serve a term of one year from the annual meeting at which they are elected and 
until their successors are duly elected. 

Section 4. The president shall preside at meetings of the Board, authorize calls for special meetings, 
appoint all committees, execute all documents authorized by the Board, and generally perform all duties 
associated with the office of president. 

Section 5. The vice president, in the event of the temporary absence or disability of the president, or of a 
vacancy in that office, shall assume and perform the duties and functions of the president. 

Article IV 
Meetings 

Section 1. Regular Meetings. The regular meetings shall be held each month, the date and hour to be set 
by the Board at its annual meeting. 



Section 2. Annual Meeting. The annual meeting, which shall be for the purpose of the election of 
officers, shall be held at the time of the regular meeting in May of each year. 
 
Section 3. Agendas and Notices. Meeting agendas and notices shall indicate the time, date, and place of 
the meeting and indicate all subject matters intended for consideration at the meeting. 

Section 4. Minutes. The library director or a member of the staff may be designated by the Board to keep 
true and accurate minutes of all meetings of the Board, and shall issue notice of all regular and special 
meetings, and perform other duties as deemed  necessary by the Board.  Minutes of all meetings shall, at a 
minimum, indicate board members present, all items of business, all motions (except those that were 
withdrawn) with the name of the trustee making the motion, and the result of all votes taken.  Current 
approved board minutes shall be posted in the library. 

Section 5. Special Meetings. Special meetings may be called at the direction of the president, and shall 
be called at the written request of 6 members, for the transaction of business as stated in the call for the 
meeting.  Except in cases of emergency, at least 48 hours notice shall be given.  In no case may less than 
two hours notice be given. 

Section 6. Quorum. A quorum for the transaction of business at any meeting shall consist of a majority 
of the members of the Board, who must be present in person or by pre-arranged telephone conference 
call. There can be no meeting without a quorum. 
 
Section 7. Open Meetings Law Compliance. All Board meetings and all committee meetings shall be 
held in compliance with Wisconsin’s open meetings law (Wisconsin Statutes Sections 19.81 to 19.98). 
 
Section 8. Parliamentary Authority. The rules contained in Robert’s Rules of Order, latest revised 
edition, shall govern the parliamentary procedure of the meetings, in all cases in which they are not 
inconsistent with these bylaws and any statutes applicable to this Board. 

Article V 
Committees 

Section 1. Standing Committees. The following committees: Building and Grounds, Materials Selection, 
Finance, Personnel, and Policy, shall be appointed by the president promptly after the annual meeting and 
shall make recommendations to the Board as pertinent to Board meeting agenda items.  
 
Section 2.  Nominating Committee. (See Article III, Section 2.) 

Section 3. Ad Hoc Committees. Ad hoc committees for the study of special problems shall be appointed 
by the president, with the approval of the Board, to serve until the final report of the work for which they 
were appointed has been filed. These committees may also include staff and public representatives, as 
well as outside experts.  
 
Section 4. No committee shall have other than advisory powers unless, by action of the Board, it is 
granted specific power to act. 
 
 
  



 

ARTICLE VI 
Duties of the Board of Trustees 

 
Section 1. Legal responsibility for the operation of the Pauline Haass Public Library is vested in the 
Board of Trustees. Subject to state and federal law, the Board has the power and duty to determine rules 
and regulations governing library operations and services. 

 
Section 2. The Board shall select, appoint and supervise a properly certified and competent library 
director, and determine the duties and compensation of all library employees. 

Section 3. The Board shall approve the budget and make sure that adequate funds are provided to finance 
the approved budget. 

 
Section 4. The Board shall have exclusive control of the expenditure of all moneys collected, donated or 
appropriated for the library fund and shall audit and approve all library expenditures. 

Section 5. The Board shall supervise and maintain buildings and grounds, as well as regularly review 
various physical and building needs to see that they meet the requirements of the total library program. 

Section 6. The Board shall study and support legislation that will bring about the greatest good to the 
greatest number of library users. 

Section 7. The Board shall cooperate with other public officials and boards and maintain vital public 
relations. 
 
Section 8. The Board shall approve and submit the required annual report to the Division for Libraries, 
Technology, and Community Learning, and the Sussex Village Board. 

Article VII 
Library Director 

The library director shall be appointed by the Board of Trustees and shall be responsible to the Board. 
The library director shall be considered the executive officer of the library under the direction and review 
of the Board, and subject to the policies established by the Board. The director shall act as technical 
advisor to the Board. The director shall be invited to attend all Board meetings (but may be excused from 
closed sessions) and shall have no vote. 
 

Article VIII 
Conflict of Interest 

 
Section 1. Board members may not in their private capacity negotiate, bid for, or enter into a contract 
with the Pauline Haass Public Library in which they have a direct or indirect financial interest. 
 
Section 2. A board member must remove him/herself from the room for board discussion, deliberation, 
and vote on any matter in which the board member, an immediate family member, or an organization with 
which the board member is associated has a substantial financial interest. The minutes will note the 
absence of this member for that section of meeting. A board member with a conflict of interest on a 
matter will not contact other board members outside of board meetings regarding the subject in which 
they have a conflict. 



 
Section 3. A board member may not receive anything of value that could reasonably be expected to 
influence his or her vote or other official action. 

Article IX 
General 

Section 1. An affirmative vote of the majority of all members of the Board present at the time shall be 
necessary to approve any action before the Board. The president may vote upon and may move or second 
a proposal before the Board. 

Section 2. Any rule or resolution of the Board, whether contained in these bylaws or otherwise, may be 
suspended temporarily in connection with business at hand, but such suspension, to be valid, may be 
taken only at a meeting at which two-thirds of the members of the Board are present and two-thirds of 
those present so approve. 

Section 3. These bylaws may be amended at any regular meeting of the Board by majority vote of all 
members of the Board, provided written notice of the proposed amendment shall have been mailed or e-
mailed to all members at least ten days prior to the meeting at which such action is proposed to be taken. 

 
 
Adopted by the Board of Trustees of the Pauline Haass Public Library on the 17th day of May, 2017. 

















STATISTICS FOR MONTH OF APRIL, 2020

Pauline Haass Public Library

April YTD YTD 2019 % change
ALL CIRCULATION 4832 84925 114375 -25.7%
PHYSICAL MATERIAL CIRCULATION 1486 73068 104694 -30.2%
E-MATERIAL DOWNLOADS 3346 11857 9681 22.5%
HOURS OPEN 0 628 970 -35.3%

YTD
245 7220
141 6323

Crossovers to PHPL from other library communities: + 290 16538
Crossovers from Sussex to other CAFE libraries: - 74 2697

112 12944

PHYSICAL CIRC: Sussex Other TOTAL 2019
629 857 1486 26754

Library closed 3/17/20 due to COVID-19 outbreak
Cards issued: 11

Reference questions answered: 291

Library visits this month: 0

Materials purchased: 443
(year to date total:) 2487

Study Room usage
Adult: 0

0
0

Meeting Room Use: Fax Service: 0
Quad Room Value Line: 0

nonprofit: 0 Curbside pickup: 268

Small meeting room
nonprofit: 0

One-on-one technology lessons:

HOLDS FILLED FOR OTHER CAFÉ LIBRARIES BY PHPL: +
HOLDS FILLED FOR PHPL BY OTHER CAFÉ LIBRARIES: -

Laptop Usage:

NET LENDING:



STATISTICS FOR MONTH OF APRIL, 2020

Pauline Haass Public Library

PROGRAM ATTENDANCE
CHILDREN'S PROGRAM ATTENDANCE:  0
ADULT PROGRAM ATTENDANCE:  0

INTERNET USE*:  NA sessions
TOTAL HOURS**:  0:00:00
AVG. SESSION**:  0 minutes

*includes wireless network
**wired access only
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