
University Archives and Records Management Safety Plan 

 
The University Archives and Records Management Program, located in the Alumni Building, is 

presenting a safety plan for managing the risks of COVID 19 and operating safely.  The plan is in 

two phases (June 8-August 28, 2020 and August 31-December 31, 2020).  For phase one, there is the 

added factor of planned vacation time and additional childcare responsibilities. 

 

The University Archives space is not high traffic for in-person requests.  With the exception of the 

English 250 classes and History Task Force meetings (discussed in phase 2) generally there are no 

more than 2-3 people entering at a time.  And that is rare.  In a given week, prior to the pandemic 

there were usually no more than 2-3 visitors per week.  The entry is only in one direction.  There are 

four large tables set up which would easily allow spacing.  Most of the materials are retrieved for 

patrons from downstairs storage areas in either West or the lower level of the Alumni Building.   

 

However, there is work which cannot be done remotely and requires a presence in both the archives 

area and on campus. A major reason is the acquisitions process.  There are a significant number of 

personnel changes and individuals are either requesting boxes or needing materials picked up (or to 

be dropped at the archives) before their departure.  Because of the circumstances, there are less 

individuals in the moving crew to provide the assistance that they have in past years.  These cannot 

wait until September if the individual is gone by the end of July.  Also, the West building project is 

still scheduled for takedown in October 2020 and materials need to made ready and moved over to 

the new location in the lower level of West building.  Finally, requests often require material from 

the physical collections, even if they are coming in remotely.  Finding the photograph or record card 

and scanning it requires retrieving material from the collection. 

 

Phase 1 (June 8-August 28, 2020) 
The University Archives will reopen in a limited capacity over the summer. One of the factors is the 

determination about the opening of the Alumni Building in general (which I do not control).  There 

is also planned vacation and childcare responsibilities.  On the website and in electronic requests, I 

will set up appointments as needed and some in-office days. In many cases, the individuals just need 

the materials scanned and sent.  

 

I am the only individual working in my area during the summer. I already have a set of washable 

masks and filters. I would ask for a set of disposable masks for patrons if needed. I also request 

notification of cleaning dates of the space (do not need it done weekly) and one hand sanitizer 

station. If possible I would also request wipes for the cleaning of my personal office area as needed.   

 

During this time I will review student work stations and make sure that they are appropriately 

spaced, including a new scanning work station.  I will evaluate social distancing in the reading room 

area and if marking off areas is needed. 

 

 

 



Phase 2 (August 31-December 31, 2020) 
The University Archives will return to regularly scheduled hours of Monday-Friday, 8-5 p.m.  

Archives staff including students will be masked.  A supply of masks will be available for drop in 

traffic and for student workers who have forgotten the archives-provided washable mask.  Gloves 

will be used for handling most materials.  The hand sanitizer station will still be used (one is 

sufficient but will need to be refilled more frequently).  Wipes used for the cleaning of reading room 

tables once used would be needed (since the area is not cleaned daily).   

 

Materials used by patrons will be placed on a cart and isolated in back storage area for a period of 3 

days to allow for decontamination. They cannot be wiped down.   

 

The history task force meets monthly in the area. It is a group of less than 10 and may be able to be 

socially distanced.  I am requesting a webcam so that I can more easily facilitate remote attendance 

to this meeting.   I will evaluate the feasibility of this during the summer period. 

 

The English 250 classes (anywhere from 15-25 students) who meet for research for three class 

periods per semester plus individual classes remain a question.  I’m attending a workshop for 

teaching with primary sources at the University of Michigan this month and hope to get some ideas 

from fellow archivists. It may involve breaking them into smaller groups and selected digitization.  

The initial training on using archives could also be done virtually for the whole group. Additional 

ppe may be needed once the method for handling this has been determined.  
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