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1. Acronyms and Abbreviations  
 

Abbreviations / Acronyms  Description  

COVID-19 Coronavirus Disease 2019 

DoH Department of Health 

EOC  Emergency Operation Centre 

EPWP Expanded Public Works Programme 

HRM Human Resource Management 

ICT Information and Communication Technology 

IFLA  International Federation of Library Associations and Institutions 

ILL Inter-library loan Services 

LIS Library and Information Service 

NDoH National Department of Health 

NICD National Institute for Communicable Diseases 

OHSA Occupational Health and Safety Act 

PPE Personal Protective Equipment 

SARS-CoV-2 Severe Acute Respiratory Syndrome Coronavirus 2 

SOPs Standard Operating Procedures 
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2. Definition of terms 
 

‘COVID-19’ means the Novel Coronavirus (2019-nCov) which is an infectious disease 
caused by a virus, which emerged during 2019 and was declared a global pandemic 
by the WHO during the year 2020 that has previously not been scientifically identified 
in humans. 

 

‘Isolation area’ means an area where employees with symptoms of COVID-19 are 
kept away from others. 

 

Library’ means the public and community libraries in Western Cape. 

 

‘Library material’ means collections of information material housed in the Library 
including books, periodicals, toys, etc. 

 

‘Personal Protective Equipment’ for libraries includes but not limited to gloves, masks, 
face shields, dust coats, overalls, aprons, etc. 

 

‘Quarantine’ means separating asymptomatic individual potentially exposed to 
disease from non-exposed individuals in such a manner as to prevent the possible 
spread of infection or contamination. 

 

‘Social distancing’ also called physical distancing means putting one and half to 
two meters spacing between people.  

 

‘Workers’ means every Library worker including service providers such as security 
guards, cleaners, etc.   
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3. Background 
 

Following a confirmed case of the coronavirus (COVID-19) in South Africa, the 

President of the Republic of South Africa, Mr Cyril Ramaphosa declared a national 

state of disaster on 15 March 2020.  The COVID-19 outbreak was declared a global 

pandemic by the World Health Organization (WHO) and classified as a national 

disaster by the National Health Disaster Management Center. On 23 March 2020, the 

President announced a national lockdown that came into effect on 27 March 2020 

and was to end on 16 April 2020, but was subsequently extended to 30 April 2020. On 

23 April 2020, the President announced that a risk-adjusted strategy will be 

implemented to ease the lockdown through various alert levels as pronounced. 

 

The COVID-19 pandemic presents a lot of challenges that many library professionals 

are not sure how to handle because they lack the knowledge and experience to 

deal with them. This is because the pandemic is new and that there is limited 

documented knowledge in the Library & Information Services (LIS) sector.  

 

These standard operating procedures are both inward and outward-looking and are 

intended to help the public library sector in the Western Cape, to re-open their library 

operations safely as they go back to the resumption of normal business. 

       

4. Purpose of the standard operating procedures 
 

The purpose of this document is to indicate the measures that will be taken by the 

Western Cape public libraries to minimize the spread of COVID-19. 

 

These procedures take into account the requirement to comply with the Regulations 

issued in terms of the Disaster Management Act, 2020, the Occupational Health and 

Safety Act, 1993 and the directives issued by the Minister of Employment and Labour 

in respect of the COVID-19 Occupational Health and Safety Measures in the 

Workplace, 2020. 
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It provides the administrative, hygiene, and safety measures to be implemented in 

the library environment, in order to prevent and reduce the spread of COVID-19.  

5. Scope 
 

The standard operating procedures are applicable to the Western Cape public 

and community libraries  

6. Measures to be complied with for reopening of libraries 
 

To prevent the spread of COVID-19, libraries will comply with the following 

measures: 

  

6.1 Administrative measures 

The following administrative measures will be established and implemented by 

libraries before and when workers return to workplaces. Libraries will: 

 Undertake a risk assessment to give effect to the minimum measures required 

by the SOPs, taking into account the specific circumstances of the workplace. 

The risk assessment must cover the: 

o Identification of exposure levels 

o Identification of “high contact” activities 

o Identification of vulnerable workers and special measures for their 

protection, including protection against unfair discrimination or 

victimization. 

 Notify their workers of the contents of the Directives and the manner in which 

they intend to implement the Directives. 

 Inform their employees not to come to work if they are sick or have symptoms 

associated with COVID-19 and that the sick leave will be paid in terms of 

section 22 of the Basic Conditions of Employment Act (BCEA). 

 Appoint a Compliance Officer to address employee or workplace 

representative COVID-19 concerns and to keep them informed. 

 As far as practicable, minimise the number of workers at the workplace at any 
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given time through rotation, staggered working hours, shift systems, remote 

working arrangements in order to achieve social distancing. 

 Put measures for social distancing, such as the installation of screens or barriers 

at receptions on marking of floors to minimise contact between workers as well 

as between workers and members of the public,  

 Provide workers with information that raises awareness in any form or manner, 

including where reasonably practicable leaflets and notices placed in 

conspicuous places in the workplace informing workers of: 

o the dangers of the virus,  

o the manner of its transmission,  

o the measures to prevent transmission such as personal hygiene, 

social distancing, use of masks, cough etiquette, and:  

o where to go for screening or testing if presenting symptoms 

 Implement measures to protect vulnerable employees in the workplace by: 

o Ensuring that potential exposure to COVID-19 by the employee in 

their current job is eliminated or reduced such that the risk for 

infection is substantially minimized. 

o If potential exposure cannot be eliminated or reduced, Human 

Resources Management (HRM), in consultation with the 

employee, must explore other ways of temporary workplace 

accommodation to prevent the risk of infection. This 

accommodation must be granted based on the optimal utilisation 

of the employee’s skills/competencies. 

o If the above steps are not possible, consideration must be given 

to allow the employee to work from home if able to do so, and the 

necessary equipment, internet access, etc. is available. 

 

6.2 Social distancing 

6.2.1 Libraries will arrange their workplaces to ensure minimal contact between 

workers and as far as practicable ensure that there is a minimum of one and a 

half meters between workers while they are working.  
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6.2.2 If it is not practicable to arrange work stations to be spaced at least one and 

a half meters apart, Libraries will arrange physical barriers to be placed 

between work stations or erected on work stations to form a solid physical 

barrier between workers while they are working. 

6.2.3 Libraries will ensure that social distancing measures are implemented through 

supervision both in the workplace and in the common areas outside the 

immediate workplace through queue control or within the workplace. 

6.2.4 Social distancing measures may include dividing the workforce into groups or 

staggering break-times to avoid the concentration of workers in common 

areas. 

 

6.3 Health and safety measures 

Libraries will implement the following health and safety measures: 

 

6.3.1 Symptom screening 

6.3.1.1 Libraries will take measures to: 

 Screen all workers, before they enter the workplace, to ascertain 

whether they have any of the observable symptoms associated with 

COVID-19, such as fever, cough, sore throat, redness of eyes or shortness 

of breath (difficulty in breathing) 

 Enable workers to report, by completing the screening form that must 

be provided at reception, whether they suffer from any of the following 

additional symptoms: body aches, loss of smell or loss of taste, nausea, 

vomiting, diarrhea, fatigue, weakness or tiredness; and 

 Ensure workers immediately inform their Manager or Supervisor if they 

experience any of the symptoms as stated above. 

6.3.1.2 If a worker presents COVID-19 symptoms or advises the library of these 

symptoms, the library must: 

 Not permit the worker to enter the workplace or report for work; or  

 If the worker is already at work, immediately –  

o Isolate the worker, provide the worker with an FFP1 surgical 



  

Page 9 of 18 
 

mask and arrange for the worker to be transported in a 

manner that does not place other workers or members of the 

public at risk either to be self-isolated or for a medical 

examination or testing; and 

o Assess the risk of transmission, disinfect the area and the 

worker’s station, and refer those workers who may be at risk for 

screening and take any other appropriate measures to 

prevent possible transmission 

 Place the worker who tested positive on a paid sick leave in terms of 

section 22 of the BCEA or if the employee’s sick leave entitlement is 

exhausted, make an application for an illness benefit in terms of 

clause 4 of the Directives issued on 25 March 2020 on the COVID-19 

Temporary Employer Relief Scheme under regulation 10(8) of the 

Regulations promulgated in terms of section 27(2) of the Disaster 

Management Act 

 Ensure that the employee is not discriminated against on grounds of 

having tested positive for COVID-19 in terms of section 6 of the 

Employment Equity Act, 1998 (Act No. 55 of 1998) 

 If a worker has been diagnosed with COVID-19 and isolated under 

the Department of Health Guideline, the library may only allow a 

worker to return to work on the following conditions: 

o The library ensures that personal hygiene, wearing of masks, 

social distancing, and cough etiquette is strictly adhered to by 

the worker; and 

o The library closely monitors the worker for symptoms on return 

to work. 

 

6.3.2 Sanitizers, disinfectants, and other measures 

6.3.2.1 Every library will free of charge, ensure that – 

 There are sufficient quantities of hand sanitiser (70% alcohol 

content) based on the number of workers or other persons who 
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access the workplace at the entrance of, and in, the workplace 

which the workers or other persons are required to use. 

 If a worker interacts with the public, the library must provide the 

worker with sufficient supplies of hand-sanitisers at the worker’s 

workstation for both the worker and the person with whom the 

worker is interacting. 

6.3.2.2 Libraries will take measures to ensure that –  

 All work surface and equipment are disinfected before work 

begins, regularly during the working period and after work ends; 

 All areas such as toilets, common areas, door handles, shared 

electronic equipment are regularly cleaned and disinfected. 

6.3.2.3 Libraries will ensure that –  

 There are adequate facilities for the washing of hands with soap 

and clean water; 

 Only paper towels are provided to dry hands after washing – the 

use of fabric toweling is prohibited; 

 Workers interacting with the public are instructed to sanitise their 

hands between each interaction with the public; 

 Surfaces that workers and members of the public come into 

contact with are routinely cleaned and disinfected 

 

6.3.3 Cloth masks 

6.3.3.1 The wearing of cloth masks are compulsory and no person may enter the 

premises without a mask, including workers, the public and service providers 

6.3.3.2 Libraries will provide each of its employees, free of charge, with a minimum 

of two cloth masks, which complies with the requirements set out in the 

Guidelines issued by the Department of Trade, Industry and Competition, 

for the employee to wear while at work and while commuting to and from 

work. 

6.3.3.3 Libraries will ensure that workers are informed, instructed and trained on the 

correct use of the cloth masks. 
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6.3.4 Ventilation 

6.3.4.1 Libraries will keep the workplace well ventilated by natural or mechanical 

means to reduce the SARS-CoV-2 viral load. 

7. Measures in respect of opening the libraries to the public 
 

7.1 Depending on what is reasonably practicable given the nature of the Library, 

libraries will- 

7.1.1 Arrange their workplace to ensure that there is a distance of at least one and 

a half meters between workers and members of the public or between 

members of the public;  

7.1.2 Put in place physical barriers or provide workers with face shields or visors; 

7.1.3 Display and advice library users entering the library of the rules they are 

required to observe when using the library during COVID-19 

7.1.4 Consideration should be given to older persons and people living with 

disabilities, however; they must be encouraged to utilize online services.  

7.1.5 Permit users with face masks on to enter the library. 

7.1.6 Sanitize and undertake symptom screening measures of persons other than the 

employees entering the Library. A register, including names and contact 

details, must be completed by everyone entering the library.  If a member of 

the public presents COVID-19 symptoms, or advises the library of these 

symptoms, not permit him/her to enter the library. 

7.1.7 Require members of the public, including supplies to wear masks when inside 

their premises. 

7.1.8 Limit the usage of the library space to one and a half meters per person to 

allow for social distancing. The Library must predetermine the number of 

people that must be allowed inside the library at one time and not exceeding 

50 people including workers as per the regulations. 

7.1.9 Introduce a system, such as the use of tags with numbers, to limit the number 

of users in the library. The tags must be equal to the number of people allowed 

in the library at one time. Users must be handed the tag when they enter and 
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they must return the tag upon exiting the premises. Tags must be sanitised 

before being issued and upon return. 

7.2 Where there is a high number of people wanting to use the library, users should 

be allowed to be in the library for a specified period of time. 

7.3 Mark the floors around the building and help desk with tape or marker to allow 

for one and a half metre social distancing 

7.4 Shared computers must have signs posted instructing users to follow proper 

hand hygiene before and after using them to minimise the spread of the virus 

7.5 Rearrange furniture and computer equipment to comply with social distancing 

requirements 

7.6 Where possible, encourage users to make an appointment or request 

information via telephone and email in order to minimise person-to-person 

contact. 

7.7 Document delivery services can resume as normal, except for the quarantining 

of incoming posts for three (3) to ten (10) days depending on the type of 

material. 

7.8 The new library procedures will be communicated clearly to library users using 

social media platforms, print media, notices in public places, and leaflets. 

7.9 Libraries that will be opening during COVID-19 must provide limited services and 

limit contact as far as possible between library staff and library users and prevent 

situations where people may gather. 

7.10 The following measures will be taken into consideration: 

- Limit operating hours, 

- Limit the number of people using the library at any given time, not 

exceeding 50 including workers, 

- Limit services to only borrowing and returning of library material, 

- Use of computers restricted, 

- Browsing of shelves restricted, 

- Toilets for public use restricted. 

- Library programmes are not permitted, 

- Study area remain closed; 
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- Children’s service and toy service remain closed, 

- Encourage online reference services and programmes 

8. Handling of library materials during COVID-19 
 

There are no studies that answer the questions on how to handle library materials. 

The International Federation of Library Associations and Institutions  (IFLA) has 

provided some insight into how various countries and libraries, in particular, are 

responding to the COVID-19 pandemic. Few resources are providing current best 

practices on the handling of materials in the safest manner during the COVID-19 

pandemic. 

 

8.1 Disinfection and Quarantining of Library Collections 

8.1.1 IFLA guidelines on COVID-19 estimate that SARS-CoV-2 remains viable:  

 3 hours in the air in the form of aerosols (particles at 5 m) 

 24 hours for cardboard  

 48 hours for textiles  

 3-5 days for metals, paper, and glass  

 4-5 days for wood  

 3-9 days for plastics 

8.1.2 In order to take into account all these parameters and to provide any 

guarantee that the virus is no longer viable, the most prudent quarantine 

period that is recommended, in the absence of disinfection of documents, 

is:  

 10 days for laminated documents or plastic boxes, etc. 

 3 days for paper or cardboard documents 

8.1.3 Libraries that do not have sufficient space for quarantine will put in 

measures to ensure that returned materials and new deliveries are 

quarantined e.g. create an isolation shelf/shelves. 

8.1.4 All returned books will be quarantined before being reissued. The library 

must inform users about the rule and adhere to it.   

8.1.5 Based on the results discussed above, library material that have not been 
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handled for the duration of the lock-down, including those that may have 

been possibly contaminated prior to  containment, will no longer be at 

risk and maybe used, therefore no further disinfection action  upon 

resumption of operations will be necessary. This also applies to shelving and 

furniture. 

8.1.6 It is recommended that simple cleaning and ventilation of the premises be 

satisfied ("if the building was completely closed during containment and 

was not attended in the last 5 working days before reopening, the presence 

of SARS-CoV-2 still infecting on dry surfaces is negligible.") 

 

8.2 Loaned Documents upon Return, and Open Shelf Documents  

8.2.1 Items received via post or courier will be quarantined on their arrival date, 

as per 8.1. 

8.2.2 Open shelf items and items retrieved from the stacks for users, needs to be 

handled with care  taking into consideration that libraries do not have 

facilities to disinfect books. 

8.2.3 Quarantining of items is recommended, but protocols need to be setup to 

enforce:  

 paper documents without plastic elements: 3-day quarantine 

minimum 

 Paper documents (monographs or periodicals) with laminated 

cover: 10-day quarantine - or disinfecting blankets with an 

ethanol-infused wipe or isopropanol at 70%, respecting the drying 

time, followed by a quarantine of 3 days before re-entering into 

circulation, to ensure that the virus is no longer viable on paper 

surfaces.  

 Plastic documents (CDs, DVDs, cases, etc.): - 10-day quarantine - 

or disinfection with a wipe impregnated with ethanol or 

isopropanol at 70%, respecting the drying time, followed by a 

quarantine of 3 days if there are paper documents in the cd or 

DVD boxes such as booklet. In the absence of paper 
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documentation such as booklet inside the boxes, they will be able 

to re-enter the shelves. 

 

9. Use of information, education and communication material 
 

9.1 Clear codes of conduct for maintaining physical distancing on the Library 

premises will be developed, communicated and made widely available.  

9.2 Important information messages for staff and Library users will include the 

following: 

 Wash hands and sanitize hands frequently. 

 Avoid touching eyes, nose, and mouth. 

 Cover the mouth and nose with your bent elbow or tissue when coughing 

or sneezing, then dispose of the used tissue safely in a bin with a lid. 

 Use a cloth mask or visor at all times while at the Library, on the way home, 

and in public. 

 Change masks daily and wash them. 

 Do not share pencils, pens, or stationery. 

 

10 Roles and Responsibilities 
 

10.1 According to the Occupational Health and Safety Act, Act 85 of 1993, every 

employer has a responsibility for, as far as is reasonably practicable, providing a 

working environment that is safe and without risk to health. 

10.2 To ensure that the Department comply with this requirement of the 

Occupational Health and Safety Act, 85 of 1993, including other Government 

Requirements, the Department has allocated the following responsibilities: 

 

10.2.1 Accounting Officer 

 Provide resources necessary to ensure the elimination or management 

of the Coronavirus (COVID-19) at the Department. 
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 Keep up-to-date with the latest COVID-19 information and advice to 

ensure that any action taken is appropriate. This includes closely 

monitoring the information provided by the South African government 

(Department of Health). 

 Appoint a Manager as a COVID-19 Compliance Officer as 

contemplated in clause 20.6 of the Consolidated COVID-19 Direction 

on Health and Safety in the work workplace issued by the Minister in 

terms of Regulation 4(10) of the National Disaster Regulations, 4 June 

2020 

 

10.2.2 COVID-19 Compliance Officer 

 Oversee the implementation of the COVID-19 Risk 

Management/Preparedness Plan contemplated in clause 17.2 of the 

Consolidated COVID-19 Direction on Health and Safety in the work 

workplace issued by the Minister in terms of Regulation 4(10) of the 

National Disaster Regulations, 4 June 2020 

 Oversee the adherence to the health and safety measures established 

in the workplace to give effect to requirements of the Directives 

including appointing employees to perform this function if the 

employer has more than one workplace. 

 Address employees or workplace representative concerns and to keep 

them informed and, consult with the health and safety committee (if 

committee has been elected) on the nature of the hazard in the 

workplace and the measures that need to be taken. 

 Inform the Department of Health (Telephone number: 0800 029 999) 

and the Department of Employment and Labour (Regional office) if a 

worker has been diagnosed with COVID-19. 

 The Department will give administrative support to any contact-tracing 

measures implemented by the Department of Health. 
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10.2.3 Cleaners 

 Clean all surfaces e.g. floors, bathrooms twice daily with a disinfectant 

cleaner 

 Surfaces that are frequently touched, e.g. taps, doorknobs, reception 

desks must be cleaned hourly or wiped down with disinfectant wipes 

 Collect all the bags with possible contaminated waste from within the 

library and offices. Tie the bin liners and place them in a big refuse 

bags. Tie the refuse bag again and dispose of safely. 

 Complete cleaning rosters and checklists, and ensure it is signed-off 

daily. 

 

10.2.4 Employees 

 Carry out any lawful order given to them and obey the rules given to 

them by anyone acting on behalf of the Library. 

 Take reasonable care for their health and safety and to not adversely 

affect the health and safety of others.  

 Practice good hygiene by washing hands with water and soap for 20 

seconds or by using an alcohol-based hand sanitiser with at least 70% 

alcohol. 

 Comply with measures introduced by the library as required by the 

Government Directives 

 

11. Revision of the Standard Operating Procedures 
These standard operating procedures will be revised when new information 

becomes available or Government Regulations are revised or introduced. 
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