


Work alone situation during operational hours: 

• Occasionally staff may have to work alone while the library is open to the public.

• In this case, the staff working will be responsible to check in to an agreed-upon designated staff 

(Library Manager, Assistant Manager) by text or phone.

• Staff will check in every two (2) hours and at the end of shift once safety in vehicle.

• If working staff do not check in, the designated staff will call the library main phone number for 

a check in. If there is no response, the designate is to call 911 and ask the police to do an 

employee safety check. The designate will also head to the library to do a physical check and 

determine the course of action upon arrival as per OHS guidelines for emergencies if necessary.

• Staff should not be in the library outside of their unscheduled hours.

• Should the staff who are on shift fail to adhere to the work alone procedures HR measures will 

be taken.
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