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Closing Procedure - Roving
Goals: Make sure all clients are aware of imminent closing and can finish their work and safely leave the  
building before closing time and make sure the interior of the building is secure. 

Be visible. Be Nice. Greet staff and clients but don’t get caught in long conversations – keep moving. 

Check that doors that should be locked are. Notice and deal with safety issues like turned up rugs or messes. 

Thirty (30) minutes before close

· Saturday and Sunday, remove magnets from doors.

· Do a headcount of patrons in the library.  Notify PIC and desks of count (Checkout, Info, Central).
· Listen for closing announcement.  If it does not go off, notify Info Desk/Phones to do announcements.
· Continue to Rove.  Advise patrons of the closing time and offer help finding materials.
Fifteen (15) minutes before close

· Remind people in Group Study Room, Woodruff Lab, and wearing headphones of closing.  
· Check in with the Ground Floor.  (If GF will have trouble closing on time, notify PIC).
· Check in with Children’s staff to see if there are unattended children who may be waiting for a ride at closing time.  If we might have unattended children at closing time, notify PIC.
· Turn off lights for displays and in the Janesville Room.
Ten (10) minutes before close

· Do a second headcount of patrons in the library.  Notify PIC and Desks of count.

· Notify remaining patrons that we are closing in 10 minutes, and ask if they plan to check out materials.  
· Shut down Information Desk computers and Kiosk.  (Skip this step on Friday)
Five (5) minutes before close

· Continue headcount, if necessary.  
· Notify remaining patrons that we are closing in 5 minutes.  
· If patrons plan to check out, encourage them to go to Checkout NOW as self-checks shut down at 5:00.  
· Remind WiFi users to save and finish their work now; we need to lock the doors at 5:00.
At Close
· Verify all patrons are gone, and give the “all clear” to Checkout staff and Children’s staff.
· Meet PIC at Skylight.
· Check restrooms, and notify PIC they are clear.  (PIC will watch to verify no-one enters while you are checking the restroom.  PIC is also watching to verify Children’s Services staff leave the building.)

· Verify front doors are locked.

· Go down to the Ground Floor, and notify volunteer they are OK to leave.

· At lower entrance, set switches for sliding doors.  Lock sliding doors.
· Verify other lower entrance doors are locked.  

· Walk into Administrative Offices.  Lock doors behind you.




· Check to see if any JATV or Administrative staff are present.  If they are, notify them that staff are leaving.  (and they are responsible for setting the alarm If janitorial staff is not on duty)

· Lock door from Administration to staff area hallway, turn off lights in Admin.

· Check staff bathrooms, turn off lights.  Check staff room, turn off coffee maker and lights.
· Meet PIC at the alarm controls. 

· Notify PIC and janitor if any JATV or Administrative staff are still in the building.  
