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The safety of the IHLS staff is of great importance and information during this 
time can be very helpful. Below you will find several frequently asked 

questions to help all of us navigate through the changes. 

Face Masks and Other Personal Protective 
Equipment 

1. Are masks to be worn at all times, or only if you cannot socially 
distance? 

Masks are to be worn at all times when IN ALL OFFICE COMMON AREAS. If 
you can socially distance, such as in a private office, the mask may be 
removed. However, if another employee comes into the office the mask 
should be put back on unless there is a space of 6 feet or more to social 
distance. 

2. What if I have been fully vaccinated, do I still need to wear a mask?  

Yes, although a vaccine offers protection for you against the virus. There is not 
yet enough data to determine if you can transmit the virus to others. IHLS is 
continuing this policy considering recent Centers for Disease Control and 
Prevention (CDC) guidelines in order to protect both vaccinated and non-
vaccinated employees and their families. 

3. What if I cannot wear a mask or face covering due to a medical reason? 

Please provide a written and signed statement indicating that you cannot wear 
a mask or face covering due to a medical reason. Once received, Human 
Resources will conduct an interactive process with you for 
accommodation. Once received, Human Resources will work with the 
employee and follow the Americans with Disabilities Act to determine if an 
accommodation can be made. 

4. Are masks to be worn outside?  



Masks are suggested when there is a gathering. The only exception is when 
individuals can socially distance themselves from each other. 

5. Are members or visitors required to wear masks? 

To ensure safety, members and visitors will be required to wear a mask or face 
covering. For those that do not have a mask available, IHLS will provide 
disposable masks for use. 

6. What if an employee forgets their mask? 

Masks are available in every work location if you did not remember to bring 
your own mask. 

7. If an employee refuses to wear a mask and does not have a medical 
reason, what discipline will be enacted, if any? 

Disciplinary action may be taken if the employee refuses to wear a mask and 
has no medical reason for not wearing one. In this situation, Human Resources 
should be contacted on how to handle the situation. 

8. Are gloves required to be worn in the work location? 

Gloves are not required to be worn in the work location; however, they will be 
provided for those employees that choose to do so. Hand sanitizer will also be 
available at each work location, and use is encouraged whether the person is 
wearing gloves or not. 

Employee Health 
9. Are employees required to have their temperature taken before 
coming to work? 

If so, what is the temperature that is not acceptable, and what happens 
to the employee if the employee reaches or exceeds that temperature? 

Temperature machines will be positioned in the designated entryway of each 
location. (Designated entryways are established by building location and are 
subject to change.) The machine will take your temperature and display your 
temperature. If you have a temperature of 100.4°F or above, wait one minute 
and take your temperature a second time. If after the second reading you 



continue to have a fever at or above 100.4°F, you are to exit the building 
immediately. Notify your supervisor before or after you return home.  

10. What if I have been exposed to someone with COVID-19 either 
directly or indirectly or have symptoms of COVID-19? 

First, you should stay home and not go to the workplace. You should then 
contact Human Resources to report your situation. The Human Resources 
department will advise you of the next steps and contact your manager to 
inform them the need for you to remain at home in quarantine. 

11. What if I have been exposed to someone with COVID-19 either 
directly or indirectly and I have been fully vaccinated? Do I need to report 
this exposure? 

Yes, you will need to report any exposure of COVID-19 to Human Resources. 
Human Resources will gather the details specific to your situation, to advise 
you of the proper protocol. In compliance with IDPH and CDC Guidelines 
vaccinated individuals even if no symptoms are present should get tested 3-5 
days following a known exposure to someone with suspected or confirmed 
COVID-19 and wear a mask in public indoor settings for 14 days after 
exposure or until a negative test result. You may need send proof to Human 
Resources that you have been vaccinated so that the next steps can be 
determined. Human Resources will need to be aware of this exposure in case 
symptoms occur after the exposure. 

12. What if I have tested positive for COVID-19 within the past 3 months 
and recovered, do I still need to report an exposure to a COVID-19 
positive person? 

Yes. You will need to report any exposure to a COVID-19 positive person to 
Human Resources. Human Resources will access the specifics surrounding the 
exposure and inform you of the next steps in the protocol. Your quarantine 
period may be different because you have had tested positive for COVID-19 in 
the last 3 months. 

13. What if an employee is not feeling well, whether they feel it is COVID-
related or not? 



If you feel you are sick or not feeling well then you should stay home, call your 
supervisor, and not potentially infect other employees. 

14. What if one of my family members goes for testing because they have 
symptoms or have been exposed to someone that has tested positive?  

You should call Human Resources and report this information before going 
into your work location to make sure you are approved to come to work. If 
your family member lives in your household, you should quarantine until the 
family member receives official test results.  

15. If I have been directed to stay at home by the Human Resources 
department or my supervisor because I have a temperature of 100.4°F or 
above, what will be needed in order to return to work? 

In this situation, you may not enter the building until: 

• 24 hours have passed with no fever, without the use of fever-reducing 
medications. 

16. If I have been directed to stay at home by the Human Resources 
department or my supervisor because I have COVID-19 like symptoms 
(untested), what will be needed in order to return to work? 

In this situation, you should stay at home until: 

• at least 10 days have passed since symptoms first appeared, and 

• 3 days (72 hours) have passed with no fever, without the use of fever-
reducing medications. 

17. If I have been directed to stay at home by the Human Resources 
department or my supervisor because I have had a positive COVID-19 test 
with symptoms, what will be needed in order to return to work? 

In this case, you may not enter the building until: 
• at least 10 days have passed since the first symptoms, and 
• at least 3 days (72 hours) have passed with no fever, without the use of 

fever-reducing medications, and 
• improvement of symptoms. Your county health department will supply a 

release letter informing you when it is safe for you to cease your 



quarantine period. A copy of this letter must be given to Human 
Resources to safely return to work. 

18. If I have been directed to stay at home by the Human Resources 
department or supervisor because I have had a positive COVID-19 test 
without symptoms, what will be needed in order to return to work?  

In this situation, staff may not enter the building until:  

• at least 10 days have passed since the date of the first positive 
test, and no symptoms have developed. 

• Your county health department will supply a release letter informing you 
when it is safe for you to cease your quarantine period. A copy of this 
letter must be given to Human Resources to safely return to work. 

19. If I have been directed to stay at home by the Human Resources 
department or my supervisor because I have been exposed to COVID-19, 
what will be needed in order to return to work? 

In this situation, you should stay at home until: 
• 14 days have passed since the date of the exposure with no onset of 

symptoms. 
• If the exposure was from a member of your household, you should 

quarantine an additional 14 days since the positive person was 
released from quarantine. 

 

Help Prevent the Spread 
In the Workplace: 

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

• Clean your hands often with either soap and water for 20 seconds or a 
hand sanitizer that contains at least 60% alcohol. This is the best way to 
combat these illnesses. 

• Regularly clean your work surface area with sanitizing wipes. 

• Stay home if you are sick. 



• Cover mouth and nose with the inside of the arm or with a tissue when 
coughing or sneezing. 

• Wear a mask. 

• Maintain a social distance of at least 6 feet. 

• Clean and disinfect all “high-touch” surfaces daily (tabletops, doorknobs, 
bathroom fixtures, etc.).  

In Public: 
• Clean your hands often with either soap and water for 20 seconds or a 

hand sanitizer that contains at least 60% alcohol. 
• Avoid close contact with people who are sick. 
• Put distance between yourself and other people (at least 6 feet). 
• Cover your mouth and nose with a cloth face cover when around others. 
• Cover your cough or sneeze with a tissue, throw the tissue in the trash, 

then clean your hands. 
• Clean and disinfect frequently touched objects and surfaces daily. 
• CDC recommends that people wear cloth face coverings in public 

settings and when around people outside of their household, especially 
when other social distancing measures are difficult to maintain. 

• Cloth face coverings may help prevent people who have COVID-19 from 
spreading the virus to others. 

Regular Workday Routine 
20. If employees are to have meetings, what will be the protocol? 

Meetings should be conducted electronically whenever possible. If an in-person 
meeting must be held, please contact your supervisor with your needs. Your 
supervisor will determine if an in-person meeting is needed. If the meeting is 
necessary, all precautions must be followed including social distancing, masks 
being worn, and all necessary sanitation precautions.  

21. Can or should work locations have birthday celebrations, potlucks, or 
other events where employees gather and share food?  

Until further notice, all gatherings of any kind or events where food is shared 
are prohibited. This includes birthdays, baby showers, etc. 



22. Are we able to use the lunch/break room? 

Yes; at this time, the use of lunch/break rooms is permitted and you are asked 
to maintain 6ft social distancing to ensure the safety of all staff.  

23. Will the offices and work locations be cleaned regularly to assist in 
reducing the spread of COVID-19? 

Yes; cleaning protocols are in place for each work location/office. For work 
locations/facilities without regular cleaning crews during the day, employees 
are encouraged to wipe the bathroom fixtures with sanitizing wipes after the 
employee uses the bathroom. 

24. What are the employee’s responsibilities for cleaning? 

Everyone needs to assist in keeping the work locations clean by wiping down 
their workspace, phone, keyboard, and mouse and by wiping common 
equipment used by all staff, such as phones, sinks, countertops, etc. 

25. How should mail be handled when it is received? 

Hands should be washed or hand-sanitized after opening mail. 

Special Circumstances 
26. If an employee must stay home due to other closures (non-illness 
related, i.e. school closure due to an increase in COVID-19 cases in the 
community), how will the time usage requirements be handled? 

If you are you are unable to work in the office or remotely due to lack of 
childcare, contact your supervisor. If you will need multiple/consecutive days, 
please work with the Human Resources department. 

27. If an employee needs time off due to having a medical condition 
making them susceptible to COVID-19 or due to continued childcare 
issues, are there options? 

Yes. In these situations, please contact Human Resources to discuss what 
options, if any, are available to you. 



28. What if staff from a member library indicates to me that they have 
tested positive for COVID-19, have recently been exposed to someone 
that has COVID-19, etc.? 

You should immediately report this information to Human Resources. They will 
assess the situation after consulting with your department director as to how 
to handle the situation. Our members should always be treated with care and 
respect, especially during this sensitive time. The member’s personal information 
should never be disclosed to other IHLS members or staff members. 

Vaccinations 
29. If I receive a COVID-19 vaccination during my normal work schedule 
is this time paid?  

Yes. Employee will be required to submit appointment details (if available) or 
some form of documentation from healthcare provider for leave to be 
approved. Please make sure this time off is approved in advance by your 
supervisor. 

For payment of the hours related to receiving a vaccine, you will be required 
to request, complete, and submit a Families First Coronavirus Response Act 
(FFCRA) Leave Form through Human Resources. You will need to note on your 
timesheet that this was time used to receive a COVID-19 vaccination.  

30. If I have an adverse reaction after receiving my COVID-19 vaccination, 
am I paid for leave? 

Yes, FFCRA leave covers your pay if you need to recover from any injury, 
disability, illness, or condition related to the COVID-19 vaccination. Employee 
will be required to provide appointment details (if available) or some form of 
documentation from a healthcare provider in order for leave to be approved. 

Please reach out to Human Resources if you need to request this type of 
leave.  
 


