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MINUTES 

Virginia Beach Public Library Board 
November 9, 2020    5:00 p.m. 

Zoom Meeting 

              
I. Call to Order and Declaration of Quorum –  Helena Gourdine-Thorpe, Chair 

A. Members Present 
 Nealy Gihan, 2nd Vice Chair 
 Robert “Buzzy” Hofheimer 
 Christopher Hutcheson 

 Kelly Miller 
 Michelle Pham 
 Ryan Reyes, Vice Chair 
 Dr. Michael Summers 
 Lisa Varga 
 Thomas Zimmerman 
  

Also present were Deputy City Manager Dr. Kenneth Chandler, Director Eva 
Poole, Library Human Resources and Volunteer Services Coordinator Angella 
Wetterlin, and the following members of the Library Executive Team:  Christine 
Brantley, Hannah Duggins-Warf, Shelby Goldsmith, Clara Hudson, Rachel 
Kopchick, and  Dr. Kelly Weber Stefonowich.  
 
The record reflects that a quorum of the Public Library Board was present.  

 
B. Members Absent 

 Dr. Mamie Johnson 
 Corinne Medina 

 
II. Disposition of Minutes – October 12, 2020 Regular Session  

Upon motion by Dr. Michael Summers and seconded by Nealy Gihan, the minutes of 
the October 12, 2020 Public Library Board meeting were APPROVED as submitted. 

 
III. Director’s Reports  

 

A. Phase III Reopening Plan 
Rachel Kopchick, Public Services Administrator  

 

The members of the Public Library Board were advised that Phase III 
Operational Status began for all Virginia Beach Public Library (VBPL) locations 
today.  

1. The Tidewater Community College/City of Virginia Beach Joint-Use 
Library is now open to the public for limited services.     

a. Hours of building operation are:  
Monday from 9:00 a.m. to 7:00 p.m.   
Tuesday through Friday from 9:00 a.m. to 5:00 p.m.    
 

b. Holds pickup only is available: 
Tuesday through Thursday from 5:00 p.m. to 6:00 p.m.   
Saturday from 10:00 a.m. to 5:00 p.m.  
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c. Customers are required to sign in with the security guard at the
front desk, asked to use hand sanitizer upon entering the
building, and given a disposable face mask if they are not
wearing one.

d. VBPL customers have browsing access to the first floor only and
staff will retrieve items requested from the second floor

e. VBPL customers' visits will be limited to one hour

f. Although the children's room is closed for browsing, staff are
available to retrieve materials from that area.

g. Meeting rooms and study rooms remain closed

h. Notary service is not available

2. The Wahab Public Law Library continues providing service during their
regular operating hours Monday through Friday from 8:30 a.m. to 4:30
p.m.

3. All other VBPL library locations continue to operate at our reduced
operating hours.

4. Teen rooms and areas are open with the required 6 feet of social
distancing between visitors not of the same household.

5. Volunteers continue to meet virtually.  Notifications regarding self-
screening health checks and mandatory City training will be sent out to
all volunteers to prepare them to return to providing volunteer services
in our locations in Phase IV.

6. Youth programming continues to be provided virtually only.

7. Teen and Adult programming continue to be provided virtually.  It may
become possible during Phase III, to transition into limited in-person
socially distanced outdoor programming at some VBPL locations as
weather permits.

Chair Helena Gourdine-Thorpe asked if a plan exists to revert back to Phase I 
or II Operational Status parameters if COVID-19 numbers increase.  Public 
Services Administrator Rachel Kopchick shared that VBPL’s Phased 
Reopening Plan is designed to allow movement quickly between phases 
based on the health metrics.  

B. Mandatory COVID-19 Training
Angella Wetterlin, Human Resources and Volunteer Services Coordinator 

The Public Library Board was informed that COVID-19 Training is now 
available for all staff and volunteers through the City of Virginia Beach 
Occupational Health and Safety Services division.  The training packet and link 
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to the online YouTube video for this required COVID-19 training  program will 
be provided to the Board via email.  All Public Library Board members are 
asked to complete this COVID-19 training.    

C. Introduction to Standards for Virginia Public Libraries
Eva Poole, Director of Libraries 

Director Eva Poole introduced the members of the Public Library Board to the 
Library of Virginia’s 2019 publication Planning for Library Excellence: 
Standards for Virginia Public Libraries (PLE).  The PLE was developed to 
serve the following purposes: 

1. Provide benchmarks for direction and aspiration for library systems

2. Ensure all Virginians are well-served by their public libraries

3. Help libraries plan and evaluate their services to meet the needs
of their users in the most effective way their resources will allow

The PLE standards are organized by the service-level rating system listed 
below: 

E = “Essential” services meeting the basic needs and expectations of a 
public library, including circulation, internet access, and basic 

reference assistance, as mandated in the Code of Virginia. ★ 

EE =  “Enhanced” services, providing a robust array of services beyond 
basic needs and expectations, such as community programming for 
all ages, a responsive digital environment, and specific research 

assistance. ★★ 

EEE = “Exemplary” services with advanced features in service provision on 

 all fronts.★★★ 

Director Eva Poole advised the Public Library Board that discussions will be 
held over the next several months regarding VBPL’s service-level ratings in all 
areas and whether we should strategically plan and work toward increasing 
our star rating in each category.  Members of the Board were asked to be 
prepared at the December 14, 2020 Public Library Board meeting to discuss 
the sections covering Governance, Funding, and Administration on pages 9 
through 14 of the PLE document.   

IV. Committee Reports
Chair Helena Gourdine-Thorpe shared that the City Clerk’s Office has been notified
that Buzzy Hofheimer will serve as the Public Library Board’s representative on the
Community Organization Grant Review and Allocation Committee.  City Council is
expected to vote on that appointment tomorrow.

V. Unfinished Business
City Council’s review of the proposed amendment to City Ordinance Section 17-3 will
take place at their Formal Session on Tuesday, November 10, 2020.  Board



members are encouraged to tune in to the work session to hear City Council 
discussion of this item. 

VI. New Business
Chair Helena Gourdine-Thorpe requested that members of the Public Library Board
consider the COVID-19 data in this region and in the State as well as their individual
situations for a December discussion regarding how the Board will hold meetings in
2021.

VII. Adjournment
Having no further business to discuss, the November 9, 2020 meeting of the Public
Library Board was adjourned at 5:30 p.m.

Approved by: 

Eva Poole, Director of Libraries 
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City of Virginia Beach

COVID-19 Training

TRAINING IN WORKPLACE SAFETY AND
HEALTH FOR EMPLOYEES, VOLUNTEERS AND 
EMBEDDED CONTRACTORS AT WORKSITES

Ref: Virginia Occupational Safety and Health Emergency 
Temporary Standard (ETS) 16 VAC25-220

OCCUPATIONAL SAFETY AND HEALTH SERVICES



OCCUPATIONAL SAFETY AND HEALTH SERVICES

Important Note:
The practice and guidance information provided in this presentation,  
follows information/guidance provided through the CDC, VDH and VOSH.

OSHS will continue to review CDC, VDH and VOSH websites, to ensure our
workplace policies and procedures are based on the most up-to-date  
information available.

This training presentation provides required training for Lower, Medium, and 
High Exposure Risk work groups.

Employees who undertake tasks identified as Very-High Exposure Risks will 
receive task or job specific on-the-job (OJT) training by their department.



OCCUPATIONAL SAFETY AND HEALTH SERVICES

Objectives
Overview – Coronavirus & COVID-19 (Characteristics and 

Methods of the Spread of the Disease)

Implemented Policies, Procedures, Safe Work Practices 
and Controls

Exposure Risk Determination

Resources (PPE and Protective Resources)

Anti-Discrimination and Anti-Retaliation

References and Resource Contacts

Infectious Disease Prevention and Response (IDPR) Plan
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Overview – Coronavirus (COVID-19) 
 Coronaviruses are a family of viruses that can cause illness in 

people. 

 Coronavirus Disease 2019 (COVID-19) is a respiratory disease 
caused by the SARS-CoV-2 virus. It is spread mainly through close 
contact from person-to-person (inside 6 feet), by way of airborne 
transmission of respiratory droplets produced when an infected 
person coughs, sneezes, or talks.
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Overview – COVID 19 Signs & Symptoms
Affects people differently.  Causes mild to severe respiratory illness –
can cause a severe  pneumonia-like illness.  
Typical symptoms
 Fever (>100°F)
 Unexplained or new onset cough
 Shortness of Breath
 Unexplained or new onset fatigue
 Unexplained or new onset headache
 Unexplained or new onset muscle or body aches
 New loss of taste or smell
 Nausea/vomiting
 Diarrhea

Symptoms may begin 2-14 days after exposure
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Pre-symptomatic and Asymptomatic
Pre-symptomatic and asymptomatic COVID-19 persons can spread the 
SARS-CoV-2 virus

 Pre-symptomatic: People can have the virus and be contagious before they 
experience symptoms
 Asymptomatic: People can have the virus and be contagious and never 

experience symptoms

Pre-symptomatic and Asymptomatic individuals can unknowingly spread the 
virus.
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COVID-19 Health Risk Factors
Pre-existing medical conditions may put individuals at a higher risk of severe illness.   People of 
any age with the following conditions are at increased risk of severe illness from COVID-19:

Risk Factors Include:
 Cancer
 Chronic kidney disease
 COPD (chronic obstructive pulmonary disease)
 Immunocompromised state (weakened immune system) from solid organ transplant
 Obesity (body mass index [BMI] of 30 or higher)
 Serious heart conditions, such as heart failure, coronary artery disease, or cardiomyopathies
 Sickle cell disease
 Type 2 diabetes mellitus
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How COVID-19 is Spread?
Person to Person Spread
 Airborne transmission of respiratory 

droplets when an infected person 
sneezes, coughs and/or talks
 People without symptoms are able to  

spread the virus

Touching contaminated Surfaces and then 
touching  eyes, nose or mouth with 
unwashed hands CDC - COVID19

https://www.cdc.gov/coronavirus/2019-ncov/index.html
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Implemented Policies, 
Procedures, Safe Work 
Practices and Controls
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Workplace Policies 
Follow existing VOSH standards to help protect workers 
from exposure to SARS-CoV-2  and infection with 
COVID-19.

Families First Coronavirus Response Act
To the extent feasible and permitted by law, including but not limited to the 
Families First Coronavirus Response Act, our City’s sick leave policies are both 
flexible and consistent with federal and state public health guidance

Public Health Emergency (PHE) Policy 3.16
Self-reporting and monitoring

Reporting positive test results

Notification of positive test results to all exposed employees 

Return to work procedures

Sick leave, telework, staggered shifts

Supporting Information

PHE FAQ’s
PHE Employee Rights Poster

https://www.dol.gov/agencies/whd/pandemic/ffcra-employer-paid-leave
https://beachnet.vbgov.com/_assets/organization/PoliciesProcedures/policy-316.pdf
https://beachnet.vbgov.com/_assets/membercomm/Misc/PHE-FAQs-Final.pdf
https://beachnet.vbgov.com/_assets/membercomm/BYA/Required-Poster-FFCRA.pdf


OCCUPATIONAL SAFETY AND HEALTH SERVICES

Workplace Procedures 
City of Virginia Beach COVID-19 
Information:    (on Beachnet)

Signage and General Information

COVID-19 Safety Videos

Face Masks, Coverings and Respirators

Supporting Information
 Cleaning and Disinfecting
 Federal Guidance
 Local Guidance
 Coping and Supporting
 Contact Tracing

https://beachnet.vbgov.com/member-communications/covid-information
https://beachnet.vbgov.com/members/covid-19-guidance
https://beachnet.vbgov.com/members/covid-19-guidance
https://www.cdc.gov/coronavirus/2019-ncov/community/reopen-guidance.html
https://beachnet.vbgov.com/_assets/member/JobSafety/ReOpening_America_Cleaning_Disinfection_Decision_Tool.pdf
https://beachnet.vbgov.com/_assets/membercomm/BYA/City-COVID19-Cleaning-Protocols.pdf#asset:34290:url
https://beachnet.vbgov.com/member-communications/covid-information
https://www.youtube.com/watch?v=Uyoj8EvYsBc
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Workplace Procedures – Sick Employees
 Employer reporting procedures
 Require employees to report when they are sick or experiencing symptoms of COVID-19
 We notify the local health department for contact-tracing and
 Any co-workers, contractors, or volunteers who may have come into direct/close contact with the 

person with a confirmed COVID-19 test within 24 hours

 Recording COVID-19 Illnesses on OSHA 300 Log
 COVID-19 is a recordable illness and must be recorded by employer if
 The COVID-19 case is confirmed as defined by CDC
 Work-related as defined by OSHA
 Involves one or more of the general recording criteria

Revised May 19, 2020 - OSHA Enforcement Memo for Recording COVID-19 Cases

https://www.osha.gov/memos/2020-05-19/revised-enforcement-guidance-recording-cases-coronavirus-disease-2019-covid-19
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Exposure Controls - Engineering Controls
Facilities/Building Maintenance have 
implemented or installed:
High-efficiency Air Filters
Increased Ventilation Rates
Physical Barriers – Clear plastic barriers,  

sneeze guard, plexiglass/lexan
Use of drive-thru/drive-up window
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Exposure Controls -
Engineering Controls
Facility Re-occupancy Review
HVAC and mechanical systems
Water systems and cooling towers

American Industrial Hygiene Association (AIHA) –
Guidance for Facility Managers
Recovering from COVID-19 Building Closures

https://aiha-assets.sfo2.digitaloceanspaces.com/AIHA/resources/Public-Resources/RecoveringFromCOVID-19BuildingClosures_GuidanceDocument.FINAL.pdf
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Safe Work Practices and Control Measures
 Employees known or suspected to be infected are required to stay 

home and cannot report to or remain at work site, or engage in work at 
a customer or client location until medically cleared to return to work

 Employees must socially distance maintaining a distance of at least 6 
feet from employees, customers and other individuals 

 Employees must use a face covering or required PPE whenever 6 feet 
distancing cannot be achieved and/or maintained on work-sites; to 
include vehicles or there are no approved physical barriers present.
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Safe Work Practices and Control Measures Ctd.
 Self-Monitoring for COVID 19 Symptoms

 All employees must perform self monitoring for COVID-19 symptoms 
before reporting to a worksite, i.e. a City building, City vehicle, a client 
or customers location, City property, personal vehicle used for City 
business.  Information about the self-monitoring application will be 
communicated Citywide

 Contact a supervisor if you have COVID-19 symptoms and stay home.
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 Wash hands frequently with soap and water for at least 20 seconds, 
if soap and water are not immediately available, use alcohol-based 
hand sanitizer that contains at least 60 % alcohol and rub hands 
until they are completely dry.

 Cover coughs and sneezes.

 Avoid touching your eyes , nose , or mouth (face in general) with 
unwashed hands.

Safe Work Practices and Control Measures Ctd.
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 Ensure that frequently touched work tools, equipment, 
vehicles, and contracted equipment is routinely cleaned 
and disinfected
 Cleaning can be achieved utilizing soap and water. 
 Disinfecting can be achieved utilizing substances approved by 

OSHS and sourced from the EPA’s N-List, and provided by the 
City.  

Safe Work Practices and Control Measures Ctd.
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Exposure Controls - Administrative Controls
 Implement flexible work hours & staggered shifts and breaks

 Implement telework, teleconferencing & web conferencing

 Increase the physical space between employees at the worksite

 Move machines & equipment to increase distances between
employees

 Practice social distancing & provide visual cues

 Increase the physical space between employees & customers

 Encourage hand hygiene etiquette & use of noncontact methods of
greeting

 Require the use of cloth face coverings by employees & customers

 Post signs related to COVID-19 signs, symptoms & related resources
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Summary - What’s been done so far?
Steps we’ve taken:
Physical distancing requirement
Require daily self-monitoring 
Posted signage internally and externally
Offered both reusable/cleanable, and disposable face masks
Supply necessary additional Protective Resources and/or PPE where needed
Enhanced cleaning and disinfection processes and provide appropriate 
cleaning/disinfection supplies for all employees
Limit access to workplaces and facilities, prohibiting infected workers and the 
public from entering
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Social / Physical Distancing is Key

 We have posted clear signage, visual 
cues and make regular 
announcements on Beachnet for 
ongoing guidance and direction

 Decreased worksite density
 Controlled access to essential 

personnel necessary to operate
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Employee Hand Hygiene is Key
Avoid touching eyes, nose, or mouth with unwashed hands

Handwashing
 Use soap and water
 Wash for at least 20 seconds
 Scrub all hand surfaces – between fingers, backs of hand, fingernails

Hand Sanitizer
 Use when soap and water are unavailable
 Sanitizer should be ≥60% alcohol

Coughing & Sneezing
 Cover your mouth and nose with tissue
 If you don’t have a tissue use your upper sleeve NOT YOUR HANDS
 Remember to wash your hands after sneezing or coughing

Photo: U.S. Department of Defense
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Common Areas – Physical Distancing is Key

 Entrance/Space Postings
 Occupancy of the space
 Physical distancing
 Washing/Hand sanitizing
 Cleaning and Disinfecting shared 

surfaces or objects
 Shared responsibility of both 

Custodial Services and Employees
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Personnel utilizing protective resources
or PPE if assigned for tasks is Key
 Wear a required face 

covering, clinical mask, or a 
respirator if indicated.

 Additional PPE such as 
gloves, gowns, etc may be 
necessary.
 PPE needs are dependent upon 

hazard exposure level, and 
occupational assignments
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Importance of Cleaning/Disinfecting

Cleaning Procedures
Routinely clean and disinfect  all areas such as 

offices, bathrooms, common  areas, and shared 
electronic equipment
 If a sick employee is suspected or confirmed to  

have COVID-19, perform enhanced cleaning and  
disinfection of all frequently touched surfaces in  
the workplace
 Follow the manufacturer’s instructions for all  

cleaning and disinfection products (e.g., required  
PPE, concentration, application method and  
contact time).
Evaluate procedures to ensure no new hazards are  

created (e.g. dermatitis from new disinfectants)

This Photo by Unknown Author is licensed under CC BY-SA

http://3stylelife.com/house-cleaning/
https://creativecommons.org/licenses/by-sa/3.0/
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Workplace  
Cleaning &  
Disinfecting

Cleaning
 Refers to the removal of germs, dirt, and impurities from 

surfaces. It  does not kill germs, but removes them
 Use soap and water

Disinfecting
 Refers to using chemicals to kill germs on surfaces. This process 

does not  necessarily clean dirty surfaces or remove germs, but 
kills germs on a  surface after cleaning

Common Disinfectants
 Bleach Solution – Mixed per CDC directions (or contact OSHS for guidance)

 70% (or greater) alcohol solutions may also be used – wipes or liquid

 Common Products - not inclusive
 Commercial Disinfectant Cleaners, Lysol Cleaners or Clorox products
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Cleaning/Disinfecting References

 For cleaning guidelines: https://www.cdc.gov/coronavirus/2019-
ncov/community/disinfecting-building-facility.html

 For disinfection guidelines: Utilize the EPA N-List for products that 
meet EPA's criteria for use against SARS-CoV-2, the virus that causes 
COVID-19.  https://www.epa.gov/pesticide-registration/list-n-
disinfectants-use-against-sars-cov-2-covid-19

https://www.cdc.gov/coronavirus/2019-ncov/community/disinfecting-building-facility.html
https://www.epa.gov/pesticide-registration/list-n-disinfectants-use-against-sars-cov-2-covid-19
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Exposure Risk Determination
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Determining Exposure Risk Levels
We evaluated the following by 
engaging the affected workforce;
 Tasks (both routine and specialized)
 Work Environment
 Presence of the Virus
 Number of employees/Size of work area
 Working distances
 Duration/Frequency of exposure
 Hazards expected/encountered
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Exposure Risk
Determination

Further Defined

 Where/How/What sources of
Exposure
 General public
 Customers/Visitors
 Co-workers

 Assess methods of social distancing
 Staggered work shifts, lunch & breaks
 Downsizing operations
 Teleworking from home
 Cross training on-site workers to perform critical tasks

 Assess job tasks with shared equipment & workstations

 Assess need for Basic Infectious Disease Prevention
 Access to handwashing facilities & hand sanitizer (≥60% alcohol)
 Cleaning & disinfection procedures & materials for work areas/vehicles

and shared tools or equipment
 Training Requirements

 Requirements of OSHS for PPE, HazCom, 
 Teleworking from home
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Exposure Risk Levels

There are four exposure risk levels: 
low, medium, high and very high.

Jobs across the City contain job 
tasks that may be in a variety of 
risk levels.  
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Exposure Risk
Level

LOWER RISK

Typically does not require contact inside six feet

Can achieve minimal occupational contact by
engineering controls and/or procedures, protocols
and safe-work practices

 Office (type) personnel with limited required interaction 
with public, clients, or generally able to maintain physical 
distance from work colleagues, vendors or contractors.

 We realize that many employees identified to be in Lower 
Risk categories may also work occasionally in a Medium 
Risk category.  We have chosen to include those initially 
indicated as Lower Risk occupations in the same training 
as Medium Risk functions, so that the information is 
commonly shared and understood by all of our personnel.
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Exposure Risk
Level

MEDIUM RISK

Requires more than minimal occupational 
contact inside six feet

 Personnel with regular required interaction with 
public, clients, work colleagues, vendors or 
contractors all without known or suspected 
sources of COVID-19.
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Exposure Risk
Level

HIGH RISK

High potential for employee exposure inside six 
feet with individuals known to be infected or 
suspected of being infected.

 Personnel with regular required interaction with clients, 
patients or others all with unknown or suspected sources
of COVID-19.  

Examples: First Responders, non-medical support staff, 
employees providing direct client care in ICFs and Group 
Homes, etc. 
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Exposure Risk
Level

VERY HIGH RISK

High potential for employee exposure inside six 
feet with individuals known to be infected or 
suspected of being infected.

 Personnel who perform specific medical procedures 

Example: aerosol generating procedures (AGP) such as 
Paramedics (both EMS and Fire) when critically necessary 
and only by direction of the EMS Medical Director for 
supporting advanced airway management.



Personal  
Protective  
Equipment  
(PPE) and/or 
Protective 
Resources

Very High & High Exposure Risk
 Workers shall wear
 Gloves
 Gown
 Face shield w/safety glasses or goggles
 N95 or higher respiratory protection

Medium Exposure Risk
 Workers may need to wear a combination of (determined at task assignment)
 Gloves
 Gown
 Face mask
 Face shield w/safety glasses or goggles

 PPE worn will depend on results of job task hazard assessment
 Face masks/coverings are mandatory when social distancing and physical barriers are 

not possible
 Mandatory mask/covering for authorized visitors in order to enter our facilities

Lower Exposure Risk
 No need for additional PPE beyond what is typically used for job tasks
 Masks are voluntary when social distancing is possible, required when not

OCCUPATIONAL SAFETY AND HEALTH SERVICES
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We have conducted numerous PPE and 
Hazard Assessments
 Assess Hazards
 Select proper PPE or Protective Resources
 Uses/Cleaning/Storage/Fit/Useable Life



Primary Exposure 
Control –
Respiratory Protection
Respiratory Protection
 Required vs Voluntary
 OSHA Enforcement Memos/Letters

Selection of Respiratory Protection
 Respirators other than N95
 NIOSH approved vs “Face Masks”
 Follow CDC guidance for face coverings 

(respirators vs surgical mask vs cloth/paper coverings)
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https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/diy-cloth-face-coverings.html
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Face Coverings vs Respirators - Guidance

Know the difference between cloth face masks/coverings and respirators

NIOSH approved Respirators require compliance with the Respiratory Protection Program

Facemask Differences

Guidance for Cloth Face Masks or Face Coverings

https://beachnet.vbgov.com/_assets/member/JobSafety/CVB-OSHS-Updated-Face-Mask-Differences-08.10.2020.pdf
https://beachnet.vbgov.com/_assets/member/JobSafety/CVB-OSHS-Updated-Guidance-on-Cloth-Face-Coverings-08.10.2020.pdf
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Anti-discrimination and Retaliation
No person shall discharge or in any way discriminate against an 
employee because the employee has:
Exercised rights under the safety and health provisions of this standard Title 40.1 of the 

Code of Virginia, and implementing regulations under 16VAC25-60-110 for themselves or 
others.
Voluntarily provided and wears their own personal protective equipment, provided that 

the PPE does not create a greater hazard to the employee, or create a serious hazard for 
other employees.
Raised a reasonable concern about infection control related to the SARS-CoV-2 virus and 

COVID-19 disease to the employer, other employees, or a government agency, or to the 
public such as through print, online, social, or any other media.
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Employees’ Right to Refuse Unsafe Work
See §16VAC25-60-110 for requirements concerning discharge or 
discipline of an employee who has refused to complete an 
assigned task because of a reasonable fear of injury or death.

If necessary, employees or supervisors should contact Occupational 
Safety and Health Services (OSHS) at 385-SAFE (7233) or email 
safety@vbgov.com to investigate questionable situations.

mailto:safety@vbgov.com
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Industry Specific References & Resources
 COVID-19 guidance is available for many

industries

 Please go to these websites for industry 
specific  guidance on COVID-19
 VOSH – COVID-19 Workplace Safety Guidance
 OSHA – Control and Prevention
 CDC – Worker Safety and Support
 AIHA – Back to Work Safely

https://www.cdc.gov/coronavirus/2019-ncov/community/clean-disinfect/index.html
https://www.osha.gov/SLTC/covid-19/controlprevention.html
https://www.cdc.gov/coronavirus/2019-ncov/community/worker-safety-support/index.html
https://www.backtoworksafely.org/
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VOSH References & Resources
 VOSH Webpage

 Outreach, Education and Training 

 VOSH Programs

 Request for Consultative Assistance

 Virginia Unique Standards

 COVID References

https://www.doli.virginia.gov/vosh-programs/compliance/
https://www.doli.virginia.gov/covid-19-outreach-education-and-training/
https://www.doli.virginia.gov/vosh-programs/regulations-standards/
https://www.doli.virginia.gov/vosh-programs/consultation/
https://www.doli.virginia.gov/vosh-programs/virginia-unique/
https://www.doli.virginia.gov/covid-19-site-reference-material/


OCCUPATIONAL SAFETY AND HEALTH SERVICES

COVID-19 References & Resources
VOSH
 COVID-19 Emergency Temporary Standard
 Outreach, Education and Training for the 

COVID-19 Emergency Temporary Standard, 
16VAC25-220

VDH
 Coronavirus
 Frequently Asked Questions

OSHA
 COVID-19 Information
 Guidance on Preparing Workplaces for COVID-19
 Seven Steps to Correctly Wear a Respirator at Work
 Ten Steps for All Workplaces to Reduce Risk of  

Exposure to Coronavirus

CDC
 COVID19 Workplace Safety Guidance
 Coronavirus Disease (COVID-19)
 Resuming Business Toolkit
 Interim Guidance for Businesses to Plan 

and  Respond to COVID-19
 Use of Cloth Face Coverings to Slow the Spread

of  COVID-19
 Interim Guidance for Workers Who May Have 

Had  Exposure to a Person with COVID-19
 Cleaning & Disinfecting Your Facility
 Discontinuation of Home Isolation

Other
 AIHA – Back to Work Safely
 NIH – COVID-19 Training Resources

https://www.doli.virginia.gov/wp-content/uploads/2020/07/RIS-filed-RTD-Final-ETS-7.24.2020.pdf
https://www.doli.virginia.gov/covid-19-outreach-education-and-training/
https://www.vdh.virginia.gov/coronavirus/
https://www.vdh.virginia.gov/coronavirus/frequently-asked-questions/
https://www.osha.gov/SLTC/covid-19/
https://www.osha.gov/Publications/OSHA3990.pdf
https://www.osha.gov/Publications/OSHA4015.pdf
https://www.osha.gov/Publications/OSHA3994.pdf
https://www.cdc.gov/coronavirus/2019-ncov/community/clean-disinfect/index.html
https://www.cdc.gov/coronavirus/2019-ncov/index.html
https://www.cdc.gov/coronavirus/2019-ncov/community/resuming-business-toolkit.html
https://www.cdc.gov/coronavirus/2019-ncov/community/guidance-business-response.html
https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/diy-cloth-face-coverings.html
https://www.cdc.gov/coronavirus/2019-ncov/downloads/critical-workers-implementing-safety-practices.pdf
https://www.cdc.gov/coronavirus/2019-ncov/community/disinfecting-building-facility.html
https://www.cdc.gov/coronavirus/2019-ncov/hcp/disposition-in-home-patients.html
https://www.backtoworksafely.org/
https://tools.niehs.nih.gov/wetp/covid19worker/


OCCUPATIONAL SAFETY AND HEALTH SERVICES

Infectious Disease Prevention 
and Response (IDPR) Plan



OCCUPATIONAL SAFETY AND HEALTH SERVICES

IDPR Plan – Key Elements
Our Plan is being finalized and will include details that address:
 Definition and illustration of Exposure Risk Levels
 Exposure risk determinations and classifications
 Preventive measures commensurate to the exposure risk categories identified
 Detailed measures to prevent employee exposure, including:
 Engineering controls
 Administrative controls
 Safe work practices
 Personal protective equipment and protective resources
 Health surveillance and monitoring
 Ongoing training and communications



OCCUPATIONAL SAFETY AND HEALTH SERVICES

IDPR Plan – Key Elements
The Plan will also include;
• The name(s) and title(s) if the person(s) responsible for administering the Plan
• Opportunity for employee involvement
• Where, how, and what sources might be for infection
• Contingency plans for outbreaks

• Employee absenteeism

• Control Measures

• Reduced workforce and resources

• Supply chain interruptions

• Contractors, Subcontractors, Vendors, etc



OCCUPATIONAL SAFETY AND HEALTH SERVICES

IDPR Plan – Key Elements
The Plan shall contain information on;
• Infection prevention and control

• Hand Washing

• Housekeeping/Cleaning

• Workforce and Visitor awareness and education

• Identification and isolation
• Employees reporting symptoms of COVID-19
• CDC guidelines or Commonwealth of Virginia guidance
• Mandatory Virginia Executive Orders



OCCUPATIONAL SAFETY AND HEALTH SERVICES

Contact OSHS
Occupational Safety and Health Services

2424 Courthouse Drive  - Building 18
Virginia Beach, Virginia  23456

If you need additional Health & Safety information regarding
COVID-19 or request consultation services or an on-site visit, 

email us at safety@vbgov.com

For information on Safety, Occupational Health or Environmental Compliance
visit us at:

https://beachnet.vbgov.com/members/occupational-safety-and-health-services

mailto:safety@vbgov.com
https://beachnet.vbgov.com/members/occupational-safety-and-health-services
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Attachment 4: COVID-19 Self-Check Screening 
Questions for City Employees 

 
Please answer Yes or No to the following questions BEFORE reporting to work: 

 

1. Have you recently had any of these symptoms? 
• Cough 
• Shortness of breath or difficulty breathing 

 
• Or at least two of these symptoms 

• Fever, temperature of 100.0oF or higher 
• Chills 
• Repeated shaking with chills 
• Muscle pain 
• Headache 
• Sore throat 
• New loss of taste or smell 

 
2. Have you been in close contact with anyone who has experienced any of these 

above listed symptoms in the last 72 hours? 
3. Have you had a fever, temperature of 100.0oF or higher, in the last 72 hours?  
4. Have you taken medication to lower your temperature in the last 72 hours?  
5. Have you been in close contact with anyone in the last fourteen (14) days who has 

been confirmed to have a positive COVID-19 test? 
 

 

If you answer YES to any of the screening questions before reporting to work STAY HOME 
and call your supervisor pursuant to applicable call-in procedures. 
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INTRODUCTION 

Purpose 

The Library of Virginia has promoted excellence in the development of public libraries since 
establishing Traveling Libraries in 1904. As noted in the Report of the State Librarian, 1903–1904, 
"Aside from the consideration of the possibilities of this system of library extension, it is the duty of 
the State to afford every possible educational opportunity to its citizens. An investment in literature 
. . . such as the Library represents, without extending its resources to every section of the 
Commonwealth, is at least an unequal condition, and should be rectified at once.” The enormous 
investment in staff, time, funding, creativity, and energy through many years has resulted in a 
statewide system of public libraries truly dedicated to serving the people of Virginia. 

The “people’s university” is now the people’s source for job searching, access to government 
information only available online, e-mail and Internet resources, as well as traditional library 
activities. Planning for Library Excellence, 2019, would not have been possible without the body 
of work not only in building a strong library system, but also in providing practical standards to 
guide that development. Planning for Library Excellence (PLE) seeks to improve the quality of 
library service available to each resident of the Commonwealth. Since 1988, this document’s 
clearly voiced concerns underscore the dedication of Virginia librarians to this end. In the context 
of these recommended goals, these concerns include a desire for  

● practicality and achievability. 
● provision of incentives for improvement of library service. 
● applicability to a variety of sizes and types of public libraries 
● ease of use and comprehension. 
● rationale and justification for budget requests to governing bodies or funding agencies. 

 
Further, PLE intends to provide benchmarks for direction and aspiration for library systems as well 
as offer education for parties less familiar with Virginia public libraries. When boards of trustees, 
governing officials, members of funding agencies, and community support groups involved in 
planning at the local level and within the context of regional and state library service use these 
standards, they ensure that all Virginians will be well-served, increasing community impact for all. 
PLE also provides information to help libraries plan and evaluate their services to meet the needs 
of their users in the most effective way their resources will allow. Even as planning is a dynamic 
process, Planning for Library Excellence is intended as a dynamic document, one which will spark 
debate and discussion, evaluation, and revision. Providing quality library service is an integrated 
process in which goals serve as an important tool in measuring a library’s success in fulfilling its 
stated mission or role. The desired result of this process and of this document is excellence in the 
response of each public library in Virginia to the needs of its community of users. 
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The title, Planning for Library Excellence, 2019, denotes the importance and constancy of 
continuous planning and improvement to library service in a world in which current information is 
as necessary to government and an informed citizenry as oxygen is to human survival. Planning 
tools are numerous and adjustable to library size. This document is informed by the Public Library 
Association, a division of the American Library Association, the Research Institute for Public 
Libraries, and models from other sectors, such as education, local government and the private 
sector. 

Background 

These standards are part of a series of efforts to support Virginia's public libraries. 

In 1936, Assistant State Librarian Randolph Church published a Regional Library Plan in which he 
made a strong plea for a state grant-in-aid program. His plan included ten regions to serve the 
state. Although funding for state aid was not allocated, the General Assembly enacted the first 
comprehensive general library law and declared, "It the policy of the Commonwealth, as a part of 
its provision for public education, to promote the establishment and development of public library 
service throughout its various political subdivisions." This very important language remains in the 
Code of Virginia §42.1-46. 

 

In 1942, William A. Wright, of Tappahannock, was the patron of the first state-aid bill to receive 
funding—$50,000. In the original state-aid formula, city libraries were eligible for grants up to 
$5,000 while county and regional libraries were eligible for grants up to $15,000. The state-aid 
program took its current form after changes to the formula and library laws in 1970. In January 
1978, the State Library Board approved Recommended Minimum Standards for Virginia Public 
Libraries. The five-page document covered staffing, salaries and benefits, buildings, outlets, 
collections, reference service, staff development, children’s services, adult services, programs, and 
cooperation. Two additional documents, Children’s Service Suggested Guidelines and Young Adult 
Services Guidelines for Virginia, were later approved. 

In 1982, the Library Development Committee of the Virginia Library Association started to review 
the Recommended Minimum Standards. In 1986, their document was sent to the Library of Virginia 
Board for consideration. These standards, Planning for Library Excellence (the blue book), were 
adopted on November 7, 1987. Chapters included Administration and Planning, Resources, and 
Services. The preface by Peggy Forehand, Board Chairman, and Ella Gaines Yates, State 
Librarian, notes: 

The guidelines do not set forth statistical standards that represent a hypothetical average Virginia 
public library. Rather they set goals on various levels to which every public library in the 
Commonwealth may aspire. 

Unfortunately, the first edition of PLE did not contain many references to technology at a time when 
the impact of technology on libraries was becoming a driving force for change. By the mid-1990s, 
the need for revision was obvious. In 1994, a committee of the Virginia Library Association (VLA) 
reviewing the formula for state aid to public libraries suggested that Planning for Library Excellence 
be revised. The Librarian of Virginia requested that VLA begin the process to revise the document, 
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and a VLA committee was appointed to do so. In 1995, the Virginia Public Library Directors 
Association (VPLDA) asked for, and received, the responsibility for the revision. 

In July 1999, the Virginia Public Library Directors Association requested that LVA assume 
responsibility for the revision of Planning for Library Excellence. Incorporating new tools from 
ALA such as Planning for Results and the ability to analyze statistics from public libraries, the 
second edition of PLE was more of a planning tool than a traditional standards document. 
Libraries could quickly determine whether they met a basic standard, but to use PLE correctly, 
they needed to analyze progress toward essential, aspiring, and excel guidelines depending on 
the planning profile for their library. Planning for Library Excellence was intended to be a dynamic 
document. In order for it to continue as an effective planning tool, it required periodic revision and 
adaptation to reflect changes in library trends and services and the availability of new data. The 
1998 planning profiles were to be updated yearly. This did not happen for a number of reasons, 
thus limiting the usefulness of the document. 

In 2004, LVA commissioned a long-range study to ”assist in assuring that the Commonwealth’s 
public libraries are prepared to meet the challenges of the 21st century as valued community 
resources responsive to the rapid change in technology and society.” The consulting firm of 
Himmel and Wilson was hired to conduct the study. In 2005, their study, Inventing the Future of 
Public Library Service in Virginia, recommended that PLE be “reviewed, revised, and 
strengthened” because of the many changes in public libraries. Particularly noted were the need 
for better (updated) technology, a user-friendly format, a checklist, and a discussion on 
partnerships. 

The H&W Task Force on Standards began work in April 2006. Members of the committee 
represented all types and sizes of public libraries. Using the new technologies, including a wiki, 
members were assigned sections to research and for which to draft standards. In June 2007, the 
Task Force substantially completed a working draft that was turned over to the LVA staff for 
standardization. Various drafts were shared with the public library community. At the Virginia Public 
Library Directors Association conference in April 2008, the directors requested testing of the 
standards. Test results were discussed at the September 2008 directors’ meeting. 

In 2018, a new task force assembled to review and update this document in light of the current 
needs, opportunities and challenges facing public libraries. The task force took the conversation to 
library directors throughout Virginia to seek feedback on each standards section; conducted a 
workday to assimilate that feedback, sought review and input from both directors and the Library 
Board’s Library Development Committee before passing it on for formal approval from both groups 
in 2019. 

The standards described here are consistent with those among the states who establish standards 
for their public libraries while the original literature supporting them remains elusive. The parties 
endorsing these standards assert that the universality of these standards, their derivatives, and 
their effective implementation for the past 30 years serve as the bedrock of their authority. 
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Approval  

On June 24, 2019, the Public Library Development Committee of the Library of Virginia Board 
received the standards and unanimously voted to support this document as endorsed by the 
Virginia Public Library Directors, subject to stylistic and formatting changes.  

Ratings 

Service-Level Ratings 

Planning for Library Excellence has established the following service ratings: essential, enhanced 
and exemplary, accompanied by a corresponding star rating for ease of use and advocacy. 

E= “Essential” services meeting the basic needs and expectations of a public 
library, including circulation, internet access, and basic reference assistance, 

as mandated in the Code of Virginia. ★ 

EE = “Enhanced” services, providing a robust array of services beyond basic needs and 

expectations, such as community programming for all ages, a responsive digital 

environment, and specific research assistance. ★★ 

EEE = “Exemplary” services with advanced features in service provision on all 

fronts.★★★ 

PFLE 2019 service ratings are simultaneously cumulative, progressive and aspirational. For 

example, to attain an E or ★ rating, a library will meet ALL criteria but may surpass some E or ★ 

requirements. Wherever possible, the measures are progressive and aspirational, as a library 
system purposefully and strategically sets its sights on the next rating, as community need and 
funding dictates. 

Issues in Rating Libraries 

Library comparisons or service ratings are not easy nor always useful. Each library or library 
system differs from its neighbors in enough significant ways to make comparisons very difficult. 
The best guide for evaluating library service is the improvement of a single library over time when 
the same statistics are kept in the same manner. Ranking a library fairly against a comparable 
system requires a great deal of knowledge about the operations of the two libraries. 
 
For example, the service areas of four library systems are similar. These populations vary so much, 
however, that any reasonable comparison of library operations is futile. 
 

Library Square Miles Served 
Population (US Census 

Bureau, 2019) 
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City of Suffolk 400 90,237 

Fairfax Regional 402 1,166,331 

Highland County 416 2,212 

Chesterfield County 426 343,599 

 

Best practice would indicate that any comparisons should be established between libraries of 
similar size, demography, workforce, in addition to data points such as numbers of library 
cardholders, circulations; internet users, etc.. Non-standardized methods of data-collection and 
measurement further diminish an apples to apples comparison between libraries. However, 
because comparisons can be helpful in developing service levels and aspirations, useful 
information and data charts regarding Virginia libraries may be found at: 
http://www.lva.virginia.gov/lib-edu/LDND/libstats/ 
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GOVERNANCE, FUNDING, AND 

ADMINISTRATION 

Governance 

Governance of libraries is a collaborative effort between elected officials, the library director and the 
library, as guided by Virginia State Code for the benefit of its citizens. The organization, 
governance, and funding of Virginia public libraries is delineated in the Code of Virginia, § 42.1-33–
45, and the Virginia Administrative Code, 17VAC 15-110- 10: Every county and city in Virginia 
should provide free public library service. Differences in structure for city, county and regional 
libraries are outlined in the code. 

All relevant sections of Virginia State Code may be found online at 
https://law.lis.virginia.gov/vacode/title42.1/ 

Library Boards  

Governing: Appointed by elected officials, these residents must be truly committed to the goals of 
the library and willing to donate time and effort to advocate effectively for improvement of library 
services. The ultimate responsibility and liability for the governance of the public library rests with 
the library board.   

Roles include: 

● understanding management practices of both the library and the locality 
● seeking financial and political resources to achieve library goals 
● provide leadership and vision 
● provide communication to their appointing body and the community 
● govern policy rather than procedure 
● employ, direct and review the library director 

Regional: Regional boards perform the above functions AND have fiscal oversight of library 
budgets. 

Advisory: For the Virginia public libraries who are not required to have a governing library board 
(Code of Virginia, § 42.1-36), the advisory board functions as described above with the exception of 
governing policy and library director employment. The advisory board must seek public support and 
advocacy in accordance with local conditions.  
 

https://law.lis.virginia.gov/vacode/title42.1/
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Library Directors  

The director administers the public library, usually, though not always, as appointed by the library 
board. The director is responsible for all day-to-day management issues including personnel. The 
director establishes procedures to implement the library policies adopted by the board, provides 
leadership to the staff and the board, and ensures board knowledge of important concerns. 

Governance Level E ★ 

★1: The library is established and maintained according to state law 
under Code of Virginia, § 42.1-33 through 42.1-45.  

★2: The library is governed under the direction of a board according to state law under Code 
of Virginia, § 42.1-35 et.seq. or under the direction of the jurisdiction governing body 
(see § 42.1-36).  

★3: The library complies with the Requirements Which Must Be Met In Order To Receive                            
Grants-in-Aid, 17VAC15-1 10-10.  
 

★4:  Members of the library board after appointment or election receive a current copy of the 
Virginia Public Library Trustee Handbook from the director. 

★5: The director conducts an orientation for each new board member using the Virginia 
Public Library Trustee Handbook as a guide and encourage completion of online 
training as provided by the Library of Virginia. 

★6: The library board adopts bylaws, rules, and regulations for its own guidance and for the 
governance, maintenance, and function of the library system. These bylaws, rules, and 
regulations should be reviewed at least every three years.  

★7: The governing board or other appropriate authority controls the expenditures of all 
moneys budgeted for the library fund.  

★8: The governing board or other appropriate authority has the authority to accept 
donations, gifts, endowments and bequests of money, personal property, and real 
property for the establishment and maintenance of the library system.  

★9: The governing board or other appropriate authority employs a qualified director and 
delegates management of the library system to said director. 

★10: The governing board or other appropriate authority shall conduct annual performance 
evaluations of the director using the Virginia Public Library Trustee Handbook as a 
guide and/or as guided by local government processes. 
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★11: The library board has regular meetings as specified in the bylaws at a time and place 
convenient for the board members and the public at large, said meetings to be in 
accordance with state law (See Appendix Code of Virginia, § 2.1-340). 

★12: The library board evaluates its own performance annually, as described in the Virginia 
Public Library Trustee Handbook. 

Governance Level EE★★ 

★★1: The library complies with all standards of Level E. 

★★2: Copies of current policies are readily available in each library facility and easily 

accessible by the staff. Policies relevant to, and which have an impact on, the public are 

accessible from the library's Website.  

★★3: In creating and updating the strategic plan for the library system, the planning process 

includes systematic community input, community studies, and the use of other needs' 

assessment techniques to ensure community participation in the design and delivery of 

public library service. 

★★4: In creating and updating the strategic plan for the library system, planning models 

developed by the Public Library Association, county- or city-mandated planning models, 

or other available models are used. 

★★5: The director and the library board monitor the provisions of the strategic plan regularly. 

The director reports on the progress toward the goals and objectives in the plan to the 

library board, regularly. 

★★6: The library board bylaws address continuing education for board development. 

★★7: Members of the library board participate in relevant training. 

★★8: The library holds an affiliate membership in the Virginia Library Association. 

Governance Level EEE ★★★ 

★★★1: The library complies with all standards of Levels E and EE. 

★★★2: Members of the board participate in annual group continuing education as well as 
identify personal continuing education goals. 

 
★★★3: All members of the library board and the director are individual members of the Virginia 
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Library Association, while maintaining an organizational affiliate membership. 

 

Funding 

A public library in Virginia may receive funds in a variety of ways, but its major source is tax 
revenues from the local government. Successful operation of a library requires local funds from a 
source that will provide stability in funding. Public libraries receive state aid, as funded by the 
Virginia General Assembly, according to a formula based on population, local expenditure per 
capita, and maintenance of that effort, in addition to fulfillment of requirements outlined here: 
http://www.lva.virginia.gov/lib-edu/LDND/state-aid/requirements.asp . 

Fundraising, capital campaigns, endowments, grants and donations can provide significant funding 
but must be considered as secondary, not primary, to the operation of the library. Library officials 
must work assertively to ensure that the taxing authorities are aware of library services' being 
provided, areas in which the library may be deficient, and funds needed to allow the library to meet 
its goals.  

Funding Level E★ 

★1: Public libraries are funded primarily through local tax revenues. 

★2: Governing bodies establish local funding based on local revenues and well-considered 
budget requests. 

★3: Local funding for the library are maintained at a level equal to or greater than the 
preceding year.  

★4: Reasonable funding levels begin at the minimal level required to receive state grants-
in-aid, as defined by the formula found here: http://www.lva.virginia.gov/lib-
edu/LDND/state-aid/requirements.asp  

★5: The library board or other appropriate authority review, modify as necessary, and 
approve the proposed annual budget developed by the director to ensure that it reflects 
board-approved priorities and goals before submitting it to local funding entities. 

★6: After the proposed budget is submitted to local funding authorities, the director and 
library board make budget presentations to the local funding entities, if requested. 

★7: State grants-in-aid are available to libraries meeting all legal qualifications according to 
the applicable citations.  

★8: Funding from private sources (such as foundation or corporate grants, individual 
contributions raised by Friends, and bequests) may help support and enhance library 

http://www.lva.virginia.gov/lib-edu/LDND/state-aid/requirements.asp
http://www.lva.virginia.gov/lib-edu/LDND/state-aid/requirements.asp
http://www.lva.virginia.gov/lib-edu/LDND/state-aid/requirements.asp
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services, but these support, not supplant local government funds.  

★9: The library board or other appropriate authority adopt a final annual budget based on 
available funding and reflecting library goals and priorities. 

★10: The director provides written financial and statistical reports for review at library board 
meetings and shall communicate regularly on matters that affect policy.  

Funding Level EE★★ 

★★1: The library complies with all standards of Level E. 

★★2: The director and library board seek supplemental sources of funding.  

 

Funding Level EEE★★★ 

★★★1: The library complies with all standards of Levels E and EE. 

★★★2: The director and library board pursue continuous increases in supplemental funding to 

support the library’s strategic plan. 

Administration 

The library board/governing authority and the director are responsible for providing the best 
possible service to the community, including creating a stable administrative environment, from 
which long-range planning and goals may be derived.  
 

Administration Level E ★ 

★1: The director manages all operations of the library, including budget, personnel, 
planning, and evaluation. 

★2: The director provides leadership and communication to the staff, the library board, the 
local government, and the public. 

★3: The library system has written service and personnel policies that are adopted by the 
governing board or other appropriate authority. 

★4: The library system has administrative procedures developed by the director with 
guidance from the governing board or other appropriate authority to ensure consistency 
of service/employment and a positive public image for the library system. These 
procedures are reviewed regularly. 

★5: The director provides frequent formal and informal communications to the library board 
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members or other appropriate authorities about the programs, policies, budget, and 
service plans of the library system. 

Administration Level EE ★★ 

 
★★1: The Library complies with all standards of Level E. 
 
★★2: The library has a strategic plan that has been adopted by the governing body or other 

appropriate authority and updated annually. Copies of the plan are readily available in 
each library facility and easily accessible from the library’s Website. 

 
★★3: The library system regularly collects data on resources available, usage statistics, and 

outcomes/impact on individuals and groups and the service area. The state library 
agency requires this information for its annual statistical report.  

 
★★4: The director participates in community organizations, as funding and staffing allow.  

Administration Level EEE ★★★ 

★★★1: The library complies with all standards of Level E and EE. 

★★★2: The library system regularly collects and analyzes data appropriate to evaluate its 
impact and progress on stated goals and objectives.  

★★★3: The library board and director seek advocates and develop partnerships to increase 
understanding of the library’s role in the community and to garner support for the library. 

★★★4: The library staff and director are encouraged to participate in other community 
organizations, including paid time and association dues as appropriate. 

 

PUBLIC RELATIONS 

Public relations involves the process of invoking a public understanding and goodwill toward the 
library. The community and public relations program should be both internal and external, reaching 
staff members, trustees, volunteers, Friends' groups, the media, and community leaders, as well as 
users and nonusers of the library. Serving as an integral portion of the five-year/long-range plan, 
the availability of library services and materials and the essential role libraries play in improving the 
quality of life should be conveyed on a continuous basis through a sustained public relations 
program.  

Public Relations Level E★ 

★1: The library develops and approves a media policy with consideration given to patron 
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privacy, transparency, and adherent to copyright law, and ethics. 

★2: Community/public relations programs are a part of the library’s official strategic plan. 

★3: The library’s annual budget allocates funds for public relations activities. 

Public Relations Level EE★★ 

★★1: The library complies with all standards of Level E. 

★★2: The director designates a staff member to coordinate public relations activities within the 

library and between the library and other local agencies. 

★★3: Annually, the library implements a number of generally accepted publicity techniques to 

inform its community about programs and resources.  

★★4: The library assesses community perceptions of both users and nonusers of its services 

through current and accepted opinion/market research techniques.

Public Relations Level EEE★★★ 

★★★1: The library complies with all standards of Levels E and EE. 

★★★2: Public relations staff members and/or teams have access to continuing education and 

information about theory, practice, and current developments in public/community 

relations and library marketing.  

★★★3: The library establishes a schedule for assessing community perceptions and efficacy of 

the public relations plan. 

HUMAN RESOURCES (HR) 
Staff brings a library to life. To be successful, libraries should establish well-developed policies, 
staffing levels, and professional development plans.  In any case, the library director must possess 
the ability to manage people by balancing their legal, ethical, fiscal, organizational, and political 
concerns while meeting the fiscal and service goals of the system. Further, this document 
recognizes that municipal and county HR practices govern its libraries and recommend that the 
library director participate in and be knowledgeable about these processes. 
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HR Policies 

Policies provide a framework on which to hang the performance of library processes and staff. 
Many policies respond to the needs of the community for the efficient functioning of the institution 
while law requires others. Library policy should be approached from general practice, refraining 
from governing isolated poor performance or behavior from a policy perspective. 

Policies Level E★ 

★1: The library adopts written personnel policies outlining the conditions and requirements 
of employment for all library staff members that include: 

● job descriptions 

● recruitment process 

● salaries and classifications schedule 

● benefits 

● regular performance reviews 

● disciplinary actions 

● grievance procedures 

● standards of conduct 

● equal employment opportunities 

● diversity and other related topics for effective personnel management that are 
consistent with local, state, and federal regulations, including Fair Labor Standards 
Act (FSLA), Americans with Disabilities Act (ADA), and other relevant court 
decisions currently in effect, as well as being correlated with personnel policies of 
local governing body(ies). 

★2: The library has a written personnel classification plan and/or job descriptions describing 
the duties/responsibilities of each staff position, any educational and experience 
requirements, physical requirements of the job, and the minimum/maximum salary 
range.  

★3: The personnel classification plan ensures that all qualified individuals have equal 
opportunity for employment and advancement within the library/system. 

★4: The governing board or other appropriate authority reviews the personnel policies on a 
regular schedule and after any significant change in federal and state employment laws. 



E=Essential 
EE=Enhanced 

EEE=Exemplary 

17 
 

★5: Personnel policies are available to all library staff members. 

★6: The library board or other appropriate authority determines the hours of the work week, 
salaries, and benefits for all library staff members that are comparable with other area 
community positions requiring similar education, preparation, and job skills. Assistance 
from the local governing body’s personnel department is encouraged.  

★7: Library staff compensation is regionally competitive and comparable to that for library 
positions that have the same level of education, training, authority, and responsibility. 

Policy EE ★★ 

★★1: The library complies with all standards of Level E. 

★★2: The library board or other appropriate authority reviews and/or updates library personnel 
policies regularly. 

★★3: The library board or other appropriate authority reviews and/or updates job descriptions 
regularly. 

Policy EEE★★★ 

★★★1: The library complies with all standards of Level E and EE. 

★★★2: The library board or other appropriate authority reviews and/or updates the library 
classification plan regularly. 

★★★3: The library board or other appropriate authority reviews and updates the library 
wage/compensation plan regularly. 

Staffing Levels 

The library cannot meet community needs without sufficient staffing to provide high-quality services 
during all hours the library is open. The correct number of staff members depends on the number of 
library outlets, the hours of operation, the number of service points within the library that must be 
staffed, services to special populations, etc. The library board, or other appropriate authority, and the 
director must work together to determine this level for each system. Because selecting the 
appropriate level of staff necessary to operate a library system adequately depends on many factors 
beyond the population targets in this document, the leadership ability of the director is the key to a 
library’s advancement through the service levels in this document. Every library serving a population 
in excess of 13,000 shall employ as director a full-time state-certified professional librarian. (Code of 
Virginia § 42.1-15.1 and 17VAC15-110-10. Requirements) 
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Staffing Level E★ 

★1: The library has qualified staff members who are paid and appropriately trained to fulfill 
their particular job responsibilities.  

★2: Every new staff member receives an orientation, tour, and general introduction to the 
library. 

★3: Every staff member receives a regular job performance reviews, at least annually.  

★4: Every staff member is provided with the opportunity for training related to his/her job 
duties. 

★5: The library establishes and meets a service target for staffing in full-time equivalents 
(FTEs) not lower than .3 per 1,000 in population. 

★6: For every 25,000 in population, the library has 2.5 FTE’s in professional staff positions 
with ALA-accredited education/training. 

Staffing Level EE★★ 

★★1: The library complies with all standards of Level E. 

★★2: Every staff member is provided with a staff handbook (printed or digital) containing the 
personnel policies.  

★★3: The library board or other appropriate authority establishes and meets a service target 
for staffing in full-time equivalents (FTEs) not lower than .5 per 1,000 in population. 

★★4: For every 25,000 in population, the library has 4.5 FTE’s in professional staff positions 
with ALA-accredited education/training.  

★★5: The library has an organizational chart. 

★★6: The library has a designated staff member coordinating youth 
services.  

★★7: The library has a designated staff member coordinating public 
services.  

★★8: The library has a designated staff member providing outreach 
services.  

★★9: The library has a designated staff member coordinating volunteer 
activities.  

★★10: Managers who are not the director possess a Bachelor’s Degree at minimum.  
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Staffing Level EEE★★★ 

★★★1: The library complies with all standards of Levels E and EE. 

★★★2: The library establishes and meets a service target for staffing in full time equivalents 
(FTEs) not lower than .6 per 1,000 in population. 

★★★3: For every 25,000 in population, the library has 6.5 FTE’s in professional staff positions 
with ALA-accredited education/training. 

★★★4: The library provides comparable prorated benefits for part-time library employees. 

★★★5: The library reviews and/or update the organizational chart regularly. 

★★★6: The library has a full-time Youth Services staff member with a designated Children’s 
Librarian and a designated Teens’ Librarian. 

★★★7: The library has an Outreach Services Librarian.  

★★★8: The library has a Volunteer Coordinator. 

★★★9: The library has a Technology Services Coordinator. 

★★★10: All Managers have a Master’s of Library Science or closely related field. 

 

Staff Development 

The purpose of staff development is to increase an employee’s job effectiveness in his or her 
present assignment or to prepare a person for future responsibilities. A formal staff development 
program should identify specific objectives to achieve, embracing current and future staff 
development needs. Further, systematic evaluation should occur to determine if training needs are 
met and objectives achieved. Skills to enhance communication and management, to develop 
professional expertise, and to improve personal contacts with library users and the staff are 
encouraged. 

Staff Development Level E★ 

★1: The library has a written staff development plan that addresses orientation for new 
employees, ongoing training, and continuing education. 

★2: The library conducts a periodic staff development needs' assessment for all positions in 
the library.  

★3: The library supports continuing education and professional activities by allocating a 
portion of its budget for the costs of continuing education/training activities to include 
paid work time for attendance, registration fees, travel, food, and lodging costs where 
needed for its Director. 
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★4: Professional staff members participate annually in at least 24 hours of formal and 
informal learning such as on-the-job training, instructional staff meetings, workshops, or 
similar activities.  

★5: Support staff members participate annually in at least 16 hours of formal and informal 
learning such as on-the-job training, instructional staff meetings, workshops, or similar 
activities.  

★6: The library provides all staff members with training in excellent internal and external 
customer services.  

★7: The library provides all of the staff with resources/training to assist patrons with special 
needs.  

★8: The director is be an active member of at least one professional association 

★9: The library recognizes outstanding effort and achievement by its staff. 

Staff Development Level EE ★★ 

★★1: The library complies with all standards of Level E. 

★★2: Professional staff members participate annually in at least 34 hours of formal and 
informal learning such as on-the-job training, instructional staff meetings, workshops, or 
similar activities. 

★★3: Such professional development is tied to performance plans and reviews. 

★★4: Support staff members participate annually in at least 22 hours of formal and informal 
learning such as on-the-job training, instructional staff meetings, workshops, or similar 
activities. 

★★5: The library supports continuing education and professional activities by allocating a 
portion of its budget for the costs of continuing education/training activities to include 
paid work time for attendance, registration fees, travel, food, and lodging costs where 
needed for its managers and full-time staff. 

★★6: The library trains staff in the use and maintenance of new technology and equipment. 

★★7: Professional staff and managers are a member of at least one professional association. 

★★8: The library has an ongoing program of cross training to provide continuity of service for 
key library operations. 
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Staff Development Level EEE★★★ 

★★★1: The library complies with all standards of Levels E and EE. 

★★★2: Professional staff members participate annually in at least 48 hours of formal and 
informal learning such as on-the-job training, instructional staff meetings, workshops, or 
similar activities. 

★★★3: The library supports continuing education and professional activities by allocating a 
portion of its budget for the costs of continuing education/training activities to include 
paid work time for attendance, registration fees, travel, food, and lodging costs where 
needed for all library staff and library board. 

★★★4: The library provides its staff with the resources/training to meet the multilingual needs of 
its community.  

★★★5: The library provides access to library journals and other professional literature for staff. 

★★★6: Support staff members participate annually in at least 32 hours of formal and informal 
learning such as on-the-job training, instructional staff meetings, workshops, or similar 
activities.  

★★★7: All staff are encouraged to members of at least one professional association, with time 
and financial resources allotted. 

★★★8: The library has a written plan for recognizing efforts and achievements by library 
employees. 

★★★9: With staff input, the library reviews and update the staff development and continuing 
education plan annually. 

 

 

Volunteers & Friends 

Volunteers 

Volunteers constitute an important community resource for public libraries. They often come to the 
library on an individual basis and participate in ongoing work or special projects. Their tasks should 
enhance the services and capabilities of the library for which volunteers can become advocates. 
The use of qualified volunteers in a planned program is recommended to supplement, not 
substitute for, paid staff members. A key to a good volunteer program is the degree to which 
volunteers receive supervision, support, and direction from the staff. Training programs for library 
staff members who supervise the work with volunteers contribute to the likelihood of success. 
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Volunteers Level E★ 

★1: The library uses volunteers when, where, and as needed to provide 
support to library staff. 

★2: Volunteers perform work that paid staff performs, such as shelving and or program 
preparation but do not substitute for paid staff members in the provision of 
library services. 

★3: The library should have a written policy describing the recruitment, 
assignment, and assessment of volunteers working within the library. This policy shall 
be made available to volunteers. 

★4: The library provides orientation and training for volunteers and the 
staff members who supervise volunteers. 

★5: Volunteers are only assigned tasks for which they have received 
training. 

★6: The library develops and implements a volunteer recognition program. 

Volunteers Level EE★★ 

★★1: The library complies with all standards of Level E.  

★★2: The library reviews and/or updates volunteer training regularly.  

 

Volunteers Level EEE★★★ 

★★★1: The library complies with all standards of Levels E and EE. 

★★★2: The library has written job descriptions and requirements for volunteers.  

★★★3: The library develops and maintains a volunteer manual. 

Friends 

Friends of the Library groups are also important library volunteers and, as a collective, often 
participate in the larger life of the library in advocacy, donor, and programming roles. The 
partnership between the Friends of the Library is valuable and should be nurtured for the maximum 



E=Essential 
EE=Enhanced 

EEE=Exemplary 

23 
 

benefit of the library. Because Friends organizations are not subject to library standards, standards 
below refer ONLY to library behavior in their interaction with Friends. 

Friends Level E★ 

★1: The Friends are kept informed about library services and encouraged to promote them. 

★2: Library staff promote Friends memberships and activities. 

Friends Level EE★★ 

★★1: The library complies with all standards of Level E. 

★★2: A member of the staff is assigned to be the official liaison with the Friends 

★★3: The Friends are offered communication, organizational and/or storage spaces, such as 

shelves, a closet, a bulletin board, etc., based on availability. 

Friends Level EEE★★★ 

★★★1: The library comply with all standards of Level E and EE. 

★★★2: The Library Board invites a designee from the Friends to attend board meetings. 

★★★3: The Friends are included in communication, advocacy, and strategic planning. 

 

COLLECTIONS 

High-quality collections are carefully built over time. A successful collection supports the services 
the library provides and helps the library meet its defined goals. Collection development also takes 
into account other library and information resources in the community, the region, and the state. 
Weeding outdated, unused, and inaccurate materials is part of the collection development process. 

A successful collection embodies the principle of free access to ideas on all sides of an issue, 
including potentially controversial topics. The size and format mix of a successful collection is 
unique to each community, considering factors such as broadband access, population and square 
mileage served, facility square footage, annual budget, circulation, etc.. Those responsible for 
collections should develop a strategy to determine their own community needs. 

Collections Level E★ 

★1: The library has a written collection development policy that is 
reviewed and revised regularly and approved by the 
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library board or other appropriate authority. 

★2: The collection development policy considers the selected service 
responses and the information needs of the community. 

★3: The library’s collection development policy includes selection and 
weeding policies. 

★4: The collection development policy endorses: 

● The Library Bill of Rights of the American Library Association and its interpretations. 

● Freedom to Read, a joint statement by the American Library Association and the 
Association of American Publishers. 

● Freedom to View, a statement of the American Film and Video Association. 

 

NOTE: These documents and additional resource material are available in the 

Appendix and in the American Library Association's Intellectual Freedom Manual, 

7th edition. 

http://www.ala.org/ala/aboutala/offices/oif/iftoolkits/ifmanual/intellectual.cfm  

★6: The collection development policy includes procedures for timely 
responses for reconsideration of materials. 

★7: The collection development may include procedures for purchase requests. 

★8: The library routinely evaluates its collection to determine strengths 
and weaknesses and acts on that information to make improvements. 

★9: The library maintains a collection evaluated and weeded using a standard method such 
as the CREW method.  

★10: The library promotes access to the statewide collection of electronic databases. 

 

Collections Level EE★★ 

★★1: The library complies with all standards of Level E. 

★★2: The library provides digital resources to supplement those made available by the Library 

of Virginia, as meets the needs of its communities.  

★★3: The library has a preservation policy, if it holds special collections, 

including local history. 

http://www.ala.org/ala/aboutala/offices/oif/iftoolkits/ifmanual/intellectual.cfm
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★★4: At least every three years, the library evaluates its collection to determine strengths and 

weaknesses, allocating resources to address the identified weaknesses. 

Collections Level EEE★★★ 

★★★1: The library complies with all standards of Levels E and EE. 
 
★★★2: The library promotes use of the collections through marketing, displays, and programs 

that increase user awareness and appreciation of library resources. 
 
★★★3: The library provides a sufficient number of items in any format to serve the community 

reflecting the diverse needs of the community. 
 
★★★4: The library updates its collection development policy at least every five years based on 

its current strategic plan. 

 

FACILITIES 
A public library building should offer the community a compelling invitation to enter. The building 
design should be adaptable to changing use patterns. The building should accommodate public 
use, support staff efficiency, and encourage economy. It must comply with the latest regulations of 
the Americans with Disabilities Act and all local and state requirements for public buildings. Please 
note that the square footages indicated are TOTAL square footages for the population and may be 
spread among branches. For example, a four-branch library might determine their square footage 
based on voting district populations or other municipality divisions to determine appropriate square 
footage for an individual branch. As a general guideline, libraries should strive to meet the below 
recommendation but library size should be determined by a space/needs analysis for that 
community.  

 
 

Service Level  Total Gross Square 
Feet Per Capita 

  

Population 
Level 

Up to 25,000 25,001 - 100,000 
100,001 - 
500,000 

Over 
500,000 

E★ .6 SF with .8 desired .6 SF .6 SF .6 SF 

EE★★ .9 SF .8 SF .7 SF .65 SF 

EEE★★★ 1.0 SF 1.0 SF 1.0 SF .85 SF 
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Facilities Level E ★ 

★1: Library facilities are functional, attractive, accessible, and safe and large enough for the 

population they serve. 

★2: Buildings are capable of supporting the infrastructure necessary for present and future 
technologies. 

★3: All library buildings comply with building, fire, safety, sanitation, and other appropriate 
state and local codes and other legal requirements.  

★4: Library buildings provide handicapped access in compliance with the Americans with 
Disabilities Act.  

★5: Adequate, convenient, and well-lit parking is available to the library’s users and staff at 
or near the library site. Check local and national codes for applicable formulas for 
amount of parking necessary.  

★6: Library facilities have exterior signs so the library is clearly identifiable from the street. 

★7: There is directional signage to the library.  

★8: The library provides professionally produced interior signage adequate to help patrons 
make good use of the facility. 

★9: Infrastructure is in accordance with state and national standards. 
 
★10. The library has an up-to-date disaster response and recovery procedure plan.  

★11. The library planning and building process is transparent. Opportunities for community 

comment is provided, as appropriate.  

★12. Planning for library facilities' development is based on at least twenty-year population 

growth projections and other factors including location of possible future library buildings 

and plans for major new residential and commercial development. 

★13. When siting new library facilities are located  

● In urban areas, no more than 20 minutes' driving time from residents as an average 
of multiple travel time studies from a) the edges of the service area to the nearest 
available library and b) between available libraries. 

● In rural areas, no more than 30 minutes' driving time from residents. 

● Where possible, on a fixed transportation route. Fixed transportation route refers to 
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public transportation where available or to easily accessible locations on or near 
main roadways. 

● Near existing community resources, such as shopping, government services, 
restaurants. 

 

Facilities Level EE ★★ 

★★1: The library complies with all standards of Level E.  

★★2: The building promotes energy efficiency, usage of natural daylight, waste reduction, and 
improvement of air quality.  

★★3: When possible, newly constructed and renovated library facilities are be "green" or 
sustainable facilities, constructed with ecologically sound materials.   

★★4:  Library facilities are located: 

● in urban areas, no more than 15 minutes' driving time from residents as an average 
of multiple travel time studies from a) the edges of the service area to the nearest 
available library and b) between available libraries. 

● in rural areas, no more than 20 minutes' driving time from residents. 
● where possible, on a public transportation route. 

Facilities Level EEE★★★ 

★★★1. The library complies with all standards of Levels E and EE. 

 

★★★2. Whenever possible, facilities meet LEED (Leadership in Energy and      Environmental 
Design) standards established by the U.S. Green Building Council. 

 
★★★3. Library facilities are located: 

● in urban areas, no more than 10 minutes' driving time from residents as an average 
of multiple travel time studies from  

o the edges of the service area to the nearest available library and  
o between available libraries; 

● in rural areas, no more than 15 minutes' driving time from residents; 
● where possible, on a fixed transportation route. 
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TECHNOLOGY 

To use technology effectively, the library must plan carefully, provide ongoing support and training, 
and continuously upgrade and replace hardware, software, and information resources. All staff 
must be computer literate in order to meet community needs. 

Technology Level E★ 

★1: The library has a technology plan that regularly reviews and employs emerging 
technologies in order to maximize library services. 

★2: The plan includes a designated replacement cycle and strategies for keeping equipment 
up-to-date and secure on an ongoing basis.  

★3: The library has an Acceptable Internet Use Policy, which has been reviewed by the 
library board (if applicable) and/or the governing jurisdiction, and which has been 
submitted to the Library of Virginia. (See Appendix Code of Virginia, § 42.1-36.1.)  

★4: The library’s strategic plan addresses the role of technology in the delivery of services to 
residents. 

★5: The library maintains up-to-date public and staff access workstations, with internet 
connectivity. 

★6: The library provides copy, fax, and scanning capabilities.  

★7: The library has an automated/integrated library system that meets current and 
appropriate technical standards for library records.  

★8: When appropriate, the library takes advantage of the E-rate program (www.usac.org/sl) 
to deliver the most comprehensive and effective telecommunications capabilities 
possible to library users and library staff members.  

★9: The library utilizes the highest capacity network available in their community. 

 

Technology Level EE★★ 

★★1: The library complies with all standards of Level E.  

http://www.usac.org/sl)
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★★2: The library provides wireless printing for patrons.  

★★3: The library expands their network capacity as opportunity arises. 

 

 

Technology Level EEE★★★ 

★★★1: The library complies with all standards of Levels E and EE. 

★★★2: The library circulates technology (laptops, devices, hotspots). 

★★★3: The library pursues and offers emerging and automated technologies as they become 
available. 

ACCESS AND SERVICES 

Access 

Access refers to making library services and resources as widely available as possible through 
library facilities, collections, and hours of operation. Access includes meeting needs of residents 
beyond use of the building itself.  

Access Level E★ 

★1: The library provides basic services free of charge to everyone in its service population. 
(See Code of Virginia, § 42.1-55.)  

★2: When the library is open, all basic services are available (See Code of Virginia, § 42.1-
55.)  

★3: Library patrons are able to use materials and services so long as state and federal laws 
are followed in their access of materials and services, such as copyright law. 

★4: The library has written policies covering the following: 
● Use of facilities and display areas 
● Rights and responsibilities of patrons (patron behavior) 
● Children’s use of the library 
● Access to the Internet and personal computing applications 

★5: The library is open to the public at fixed times and with a uniform 
schedule.  
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★6: The library provides minimum unduplicated service hours as indicated by state aid 
requirements.  

★7: Every regional, county, and city library serving an area of more than 400 square miles, 
or more than 25,000 persons, provides some form of extension service acceptable to 
the Library of Virginia board, as required by state aid. 

★8: If the library has two or more service units, either branches or stations, it maintains a 
scheduled frequent-delivery system, as required by state aid.  

★9: Patrons have access to library services by telephone or online.  

★10: The library provides a Webpage with contact information, hours, and 
service location information.  

★11: When the library is not open, a recorded telephone message provides information on 
hours of service.  

★12: The library offers an easily accessible catalog in facilities and on the web.  

★13: The library’s website exhibits Web and Content Accessibility Guidelines (WCAG) 2.0 
Level AA success criteria. 

★14: The library delivers materials to a patron’s preferred library locations.  

★15: The library facility is physically accessible to all people and meet the requirements of the 
Americans with Disabilities Act Accessibility Guidelines for Buildings and Facilities as 
published in The Federal Register, the Virginia Uniform Statewide Building Code, and 
any applicable local standards. 

Access Level EE★★ 

★★1: The library complies with all standards of Level E. 

★★2: Library users are able to request and renew library materials online.  

★★3: If public transportation is available, the library works with providers to 

encourage availability of public transportation to the library.  

★★4: The library provides users with disabilities who are unable to travel to the library with 

service in keeping with the provisions of the Americans with Disabilities Act. 

Access Level EEE★★★ 
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★★★1: The library complies with all standards of Levels E and EE.  

★★★2: Library users are able to pay fees/fines electronically. 

★★★3: Library users are able to register for a library card online. 

 

Services 

As the community information hub where people come together to exchange information and ideas 
through programming and interactive learning, library services are critical to the success of every 
library. As such, service policies, access, and programming should be immune to ideological, 
political, or religious censorship and commercial pressures while responding to community needs. 

Services Level E★ 

★1: At a minimum, the library provides those services considered basic to the mission of all 
public libraries: lending, information, programming, Internet access, and current 
technologies. 

★2: The library has policies defining the scope of its services and setting service priorities.  

★3: The library has a policy emphasizing the delivery of accurate information, with an 
emphasis on customer service excellence. 

★4: Lending periods are based on collection size, demand, turnover rate, and community 
need.  

★5: The library does not place age restrictions on the circulation of materials except where 
local policies permit individual parental requests. 

★6: The library’s fine and fee policies promotes use by people of all income levels.  

★7: The library has a policy regarding confidentiality of customer records that adheres to 
Virginia law.  

★8: The library provides regular free programs serving informational, recreational, cultural, 
and educational needs.  

★9: Library provides interlibrary loan services. 

Services Level EE★★ 
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★★1: The library complies with all standards of Level E. 

★★2: The library pursues community partnerships for maximum impact. 

★★3: The library provides outreach services to special populations,  

Services Level EEE★★★ 

★★★1: The library complies with all standards of Levels E and EE. 

★★★2: When the library serves large populations that speak languages other than English, the 
library has signage, publications, and staff members designed to help non-English 
speakers use the library.  

 

Information Services  

The library staff serves as the link between users and resources. To support this activity, a library 
sustains a staff and collection of materials that reflect the assessed needs of the community. It is 
the responsibility of a library to identify the needs and to monitor the effectiveness of its reference 
resources and services to aid in the continuing planning process. 

Information Service Level E★ 

★1: The library provides in-person information services by qualified staff members during all 
hours open to the public.  

★2: The library’s strategic plan addresses information and reference trends.  

★3: Information provided to users in response to their queries is accurate and derived from 
sources that meet professional standards of authority and timeliness, both in person and 
remotely. 

★4: At least one staff member is trained in basic information reference services. 

Information Services Level EE★★ 

★★1: The library complies with all standards of Level E. 

★★2: The library supports patron training in the use of technologies. 

★★3: The staff are trained in and available to provide readers’ advisory services. 



E=Essential 
EE=Enhanced 

EEE=Exemplary 

33 
 

★★4: The library has a staff member specifically devoted to information services. 

Information Services Level EEE★★★ 

★★★1: The library complies with all standards of Levels E and EE. 

★★★2: The library supports patron training in the use of technologies including training for 

persons with disabilities. 

★★★3: The library has a department devoted to information services with individual staff 

members having individual specialties. 

Programs  

Library programs animate and inspire patrons to engage in lifelong learning while encouraging the 
use and understanding of library resources. 

Each library should provide appropriate adult, young adult, and children’s programs, keeping in 
mind the needs of the community and its resources. Children’s programs, especially those for the 
preschool child, are important in providing the child contact with the library, thus establishing the 
foundation for lifelong library use. Programs for teens should help them find resources that deal 
effectively with the intellectual, emotional, and social changes they are experiencing. These 
programs should foster their interest in the library by helping them bridge the gap between the 
children’s materials and the adult materials. Adult programming should focus on lifelong learning, 
life satisfaction, and wellness. 

Programming levels depend on funding, location, available personnel, space and community 
demand and should be responsive to these factors. 

Programs Level E★ 

★1: The library provides programs that are designed for people of all ages to meet the 
needs and interest of the various groups of people in the community 

★2: The library has written policies defining the scope of library programs in concert with its 
strategic plans. 

★3: The library has adequate funding in its annual budget for program materials and 
program staffing, typically charging no fees for programs.  

★4: The library plans programs that are held at times that meet community needs. 

★5: The library provides programs that are in physically accessible locations for children, 
teens, and adults. 



E=Essential 
EE=Enhanced 

EEE=Exemplary 

34 
 

★6: The library advertises the availability of accommodations in program notices/publicity. 

★7: The library uses standard methods of review/evaluation such as collection of attendance 
statistics to measure the effectiveness of the programs. 

 

Programs Level EE★★ 

★★1: The library complies with all standards of Level E. 

★★2: The library strives for maximum attendance possible in its space and community. 

★★3: Periodically, the library revises its programming policies and procedures to meet the 

mission, goals, and objectives of the library.  

★★4: The library cooperates with area libraries to extend the availability of 

programs to all residents.  

★★5: Where appropriate, the library plans programs in partnership/ collaboration with other 

educational/community organizations including schools, homeschoolers, literacy groups, 

or service clubs. 

★★6: The library includes its program offerings in its public relations campaigns. 

 

Programs Level EEE★★★ 

★★★1: The library complies with all standards of Levels E and EE. 

★★★2: The library collaborates with other community agencies to enhance programs beyond 
the library’s individual capacity. 

★★★3: The library uses technology to provide greater access to programs. 

★★★4: The library identifies other community agencies that are serving special populations and 
works with these agencies in planning and implementing service to special populations, 
such as English Language Learners, adult basic education students, and differently 
abled community members. 
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CONCLUSION 
Throughout this document, emphasis is placed on the unique situations in which Virginia libraries 

find themselves: from urban centers to the suburbs to rural communities; from the mountains to the 

islands. The needs and capacity of each community creates a difficult climate for standardization 

and, indeed, much value is placed on the unique services of each library. However, library leaders 

are encouraged to consider the standards offered here as a place to start, not necessarily finish. 

The future holds endless possibilities for new services, methods to consume the written word, and 

programming. Planning for Library Excellence may be used to mark a starting point as well as a 

path forward—setting a new target for advancement or surpassing targets to create a new 

standard. As with the creation of this document and its multiple revisions, libraries must collaborate 

to create a future of shared knowledge, experience, and innovation to sustain their critical role in 

the Virginia communities. 
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