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This “guidance document” is produced by Alberta Municipal Affairs, Public Library Services 
Branch to assist municipal and intermunicipal library boards and library managers in complying 
with the Libraries Act Chapter L-11 and the Libraries Regulation.   
 
This publication contains suggestions for creating policies which will guide your board in the 
future.  It also provides an introduction to the creation of policies and describes the difference 
between policy and procedure. 
 
All boards are charged with the “full management and control of the library”.  Municipal boards 
and library system boards are further charged to “organize, promote and maintain 
comprehensive and efficient library service”. 
 
Library boards have full responsibility for the development of policy for library service in their 
communities.  For this reason, it is important for board members to know what a policy is and 
how it is developed. In addition, the Libraries Regulation requires that library boards have 
prescribed policies (see page 9). 
 
 
 
 
 
 
Policies are principles or guidelines which assist the library board to make decisions and to 
achieve its mandate.  They give definition to the philosophy of library service in the community 
and provide for the establishment of consistent operational procedures.  
 
Note: all bylaws are policy, but not all policies are bylaws (bylaws are enforceable by the law). 
 

The library board receives its mandate through the Libraries Act and is established by bylaw of 
the municipal council(s).  The mandate forms the foundation upon which local library service 
philosophy, policies and procedures are built. 

Mandate 

 

The library service philosophy may be written in its entirety as a part of the policy statement, or 
as a separate “mission statement” when developing a Plan of Service.   With simple wording, it 
will identify the position of the board with respect to library services.  Such issues may include 
the following: 

Philosophy 

• social value of library service, 
• cultural, educational and recreational values of library service, 
• personal vs public responsibility for financing, 
• type and quality of leadership to be provided, 
• commitment to planning and orderly development, and 
• influences on the way library service is provided in the community. 

  

INTRODUCTION 

POLICIES – WHAT ARE THEY 
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Once the philosophical statement has been drafted, it must be translated into a program of 
activities and services.  To do so, the board establishes a set of principles upon which day-to-
day operational decisions are based.  These principles are called POLICIES.  In general terms, 
the policy states what the board intends to do to implement its mission.  The provincial 
government, in the Libraries Regulation, sets out a number of specific areas in which policies 
are required.  These are intended as minimum standards for boards in planning their service. 

Policies 

 

As each philosophical statement generates several more specific policies, each policy 
becomes the reference for a number of statements of procedure.  Procedures are specific 
instructions which must be in harmony with established policies. Creation of the procedures 
may be delegated to the library manager. 

Procedures 

 
 
 
 
 
 
 
It was suggested earlier that a policy is an expression of board philosophy

 

.  What the board 
believes about library service in the community is reflected through the policies that guide its 
actions. 

Policies also help define the role of the board

 

 or board members in the delivery of library 
service.  Board members who clearly understand board policies have little or no trouble finding 
satisfaction in serving in a meaningful way. 

Policies provide consistency in the way the board operates

 

.  When based on a common policy, 
procedures will not lead the board in different directions. 

Policies also serve the useful function of controlling activities

 

 so that the library manager and 
staff follow the course of development outlined in the board’s plan of service. 

A final benefit of policies is the measure of legal protection

 

 they provide when all else has been 
done to safeguard persons and property involved in the library program.  These policies are 
given legal status by the passing of bylaws under section 36 of the Act.  Having a policy in 
place to protect the board, staff and public is good management and helps to lower risk that 
the board must alleviate. 

  

WHY DEVELOP POLICIES? 
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Developing policies should be a planned process.  It begins when the philosophy is clear and 
the board is prepared to act on its beliefs.  Policies should be a result of board action, rather 
than reaction. 
 
Emergent problems can be dealt with through emergency measures and need not dictate the 
timing of policy development. 
 
It may take weeks, months or even years to get into a position where the policies are 
considered by the board to be adequate, but it is manageable. Bringing a few policies up for 
review at each board meeting allows for considered deliberation. 
 
 
 
 
 
 
 
 

Determining who does what in policy development will be influenced by the resources 
available to the board.  Where professional staff are employed, they may assist the board by 
drafting the policy statement for board consideration.  A board without professional staff will 
likely find itself, or a board sub-committee, wording the policy statement, but should seek to 
involve staff in its creation wherever possible. 
 
A few cautions should be noted in developing policies: 

o Use examples from other boards to help, but don’t copy verbatim. 
o Start with a fresh mind – don’t look to old problems as a basis for new policy. 
o Begin by developing one policy at a time – small bites are easier to chew. 
o Expect your policies to be reviewed and rewritten on a regular basis. Perfection takes 

time and careful review. 
o Take your time and don’t set unrealistic time expectations. 
o Even when a comprehensive policy manual has been developed, review and revision 

are likely as things change over time. 
 
The following is a suggested policy development process: 

1. Ensure that the philosophy of the board has been stated and is generally understood 
and accepted by board members.  Even if you have no written philosophical 
statement, be clear as to what beliefs your policies will be reinforcing. 

2. Decide which members of the board and staff will be responsible for seeing that the 
process continues at a progressive rate and in accordance with the philosophy of the 
board. 

3. Select one statement from board philosophy, or one policy area from the list in the 
Libraries Regulation. 

4. Write down as many policies related to the statement as possible.  At this stage, do 
not take time for debate or refinement of the wording – just get them down on paper. 

5. For each policy, list possible or actual situations to which that policy might apply. 
  

DEVELOPING POLICIES – THE PROCESS 

WHEN TO DEVELOP POLICIES 
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6. Refer to the questions in this booklet which deal with that particular policy area.  Then 
describe the desired effects to be achieved by implementing each policy. 

7. Using the same questions, list the possible positive and negative reactions to the 
policies. 

8. List the weaknesses or limitations of each policy. 
9. In abbreviated form, list procedure statements what will likely result from each policy. 

 
A standard format such as the one used in the example exercise on page 10 may be useful to 
the board when considering policy proposals. 
 
After step 9, all the “ideas” should be down on paper.  The task now is to organize the ideas 
and refine the wording of the policy statements. 
 

10. Discuss the proposed policy and its wording so that there is no chance of it being 
misunderstood. 

11. Review the policy with those who will be affected by it.  If appropriate, involve the 
public, staff, and any interest groups at this stage, rather than after the policy has 
been adopted.  Make changes as necessary. 

12. Secure final approval from the board. 
13. Notify concerned individuals and groups about the new policy. 
14. Store the policy in a policy handbook (in the library), a copy of which should be held by 

all board members, and review it on a regular basis. (Official copy must also be ‘filed’ 
with Public Library Services Branch) 

 
 
 
 
 
 
 
 

Members of the library board; staff; Alberta Municipal Affairs, Public Library Services Branch, 
and possibly council should receive copies of policies as they are developed or revised.  For 
easy reference, the policies can be kept in a policy handbook.  Boards must file approved 
bylaws and policies with Public Library Services Branch 
 

The simplest and most practical handbook is one which uses a standard three-ring binder to 
store the printed policy statements.  Having only one statement per page facilitates expansion 
and updating of the handbook. Backup should be kept in another site.  Boards often publish 
relevant polices on their websites. 

Access 

 

If frequent reference to the handbook is expected, the policies must be easy to locate.  Each 
policy should be assigned a reference or file number which can show categorization according 
to date or order of adoption, program, administrative function, or any other system of 
distinguishing policy groupings.  Number/letter colour coding of policies are effective ways to 
make policies easier to find in the handbook. 

Categorizing 

  

THE POLICY HANDBOOK 
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The policy handbook should include a glossary of terms commonly used.  Those listed in the 
Libraries Act and Libraries Regulation would be a good starting place.  These can be used to 
avoid wordy statements and to establish common definitions for terms subject to differing 
interpretation. 

Glossary 

 

 
EXERCISE 

Define the following terms commonly used in policy statements and compare your definitions 
with those of other members of the board and staff: 
 
local _______________________________________________________________________ 
 
adult _______________________________________________________________________ 
 
child _______________________________________________________________________ 
 
resident ____________________________________________________________________ 
 
support (as in “provide support to”) _______________________________________________ 
 
promote ____________________________________________________________________ 
 
co-operate __________________________________________________________________ 
 
user _______________________________________________________________________ 
 
shall, must, may (what’s the difference?) __________________________________________ 
 
 

Each page of the policy handbook should show the following: 
Format 

• Policy number or reference number, 
• Subject of policy, 
• Date of final approval, 
• Reference to policy being replaced, if applicable, 
• The policy statement, 
• Signature of board chair indicating approval of the policy, and 
• Approximate date for review of the policy. 
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It is suggested that a standard format for the handbook be used.  The following example gives 
one such format. 

 

 
EXAMPLE 

 
Town of Grassy Knowl Library Board 

POLICY (Bylaw) 
 
SUBJECT:  Library Card fees     REFERENCE #:  09-B-12 
DATE APPROVED: 29 February 2010 MOTION #: 85-09 REPLACES: 07-B-21 and 07-B-
22 
 
Child_________________________________________________________________ 

 
Card fees for use of library resources shall reflect the Board’s belief that children should 
pay only a token amount in order to establish a sense of value and appreciation for the 
resources being provided. 

 
Adult
 

_________________________________________________________________ 

Adult charges shall be determined on the basis of the cost of issuing the card. 
 
Youth_________________________________________________________________ 
 

Youth charges shall be 2/5 or thereabouts of the adult card fee, thus recognizing the 
growing accountability of youth. 

 
Family________________________________________________________________ 
 

Family charges may be established on the basis of approximately 2/3 the regular charge 
assessed to a family of two adult parents and one youth and one child. 

 
 
Approved 
______________________________________________________________________ 

Board Chair 
 
 
 
 
COMMENTS:  Review once per year on or about March 15th. 
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All board members should have their own copy of the policy handbook to use while they are 
serving on the board.  Staff should also have access to a copy of the handbook, while the 
extent of public access to the document should be determined by the board.  Updated material 
should be distributed to all holders of the policy handbook. 

Distribution 

 

The policy development process never really ends.  There may be a point at which the board 
feels there is a policy for everything, but that is also the time at which existing policies should 
be reviewed, evaluated and updated if necessary.  Policy review is an ongoing activity that the 
board needs to establish as a regular function. 

Evaluation  

 
 

 
 
 
 
 
 
 

The greatest difficulty experienced by most boards while developing policy is distinguishing 
between policy and procedure.  It is an important distinction, worthy of consideration before 
embarking on the task of policy creation. 
 
As mentioned, policies are based on board philosophy.  In general terms, they state what 
guidelines the board will work within to maintain a consistent expression of its beliefs.  Policies 
do not usually change drastically, unless board philosophy shifts radically. 
 
Procedures should not be drawn up until policies are approved.  They are based on the 
policies and state, in detail, what the board or staff must do and how it must be done in order 
to keep all actions consistent with policy.  Procedures often change, since the same end can 
usually be accomplished through a variety of means.  Procedures are specific to the situation 
and so change with the situation.  The following illustration shows how a procedure develops 
out of and can change within the context of a policy. 
 
Policy 

The board believes that all citizens should be aware of library services available 
to them and, therefore, will actively maintain a program of public information. 

  3-A-16 

 
Procedure The library manager shall submit a weekly information column to the The Grassy 

Knowl Tribune 
 

for the purpose outlined in Policy 3-A-16. 

Assume that the local newspaper, the The Grassy Knowl Tribune

 

, goes out of business.  The 
policy stays the same because the board still believes in passing along information to the 
public.  However, the procedure can change. 

Procedure

  

: The library manager will prepare a monthly newsletter from the board for the 
purposes outlined in policy 3-A-16.  The newsletter is to be distributed with 
monthly council mailings, such as utility bills. 

PROCEDURES 
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Carefully developed policies will give a definite direction to the board.  Detailed procedures will 
keep the Board moving in that defined direction.  Procedures should be recorded in some kind 
of handbook and be clearly distinguished from policies.  They should also be available to all 
who need them for reference and guidance. 
 

 
EXAMPLE 

 
Policy on Policy Making 

 
Town of ___________ Library Board 
Current Population:  _____________ 
Policy Number:  
Policy Title: Policy on Policy Making 
Policy Status: Not required under Act or Regulation 
Date Approved: ______________ 
Date Amended: May 12, 2009 
Date for Review: 2015 
 
Statement of Intent: 
The Board, given the authority under the Alberta Libraries Act for the management of 
______________ Library, assumes with that authority the duty for developing policies related 
to the framework, governance and operation of the Library. The Board recognizes that the 
development of policy is a process for providing effective parameters and guidelines for action 
of all its committees and staff. The Board expects all staff to be knowledgeable of those polices 
that relate to their duties and actions. 
Where the Board has not developed specific operational policies, those set out in the 
_________ Policy Handbook shall guide the operations of the Library. Any exceptions to this 
practice will be listed in an Appendix to this Policy. 
 
Organizational Channel for Policy Making: 
 
Without limiting the generality of welcoming staff and patron input and contributions, the 
Board reaffirms it will seek the input of the Library Manager on Board policies pertaining to the 
governance and operation of ___________ Library. 
 

1. Initial suggestions for policy development may come from staff, trustees, Board standing 
committees, members of the community, and the ___________ Policy Handbook. 
Policies drafted by Board Standing Committees will come directly to the Board for 
approval. Any other draft policies will be submitted to the Policy and Planning 
Committee for review. 

2. All policies and changes to them shall be approved by means of a motion at a duly 
convened Board meeting and recorded in the minutes of that meeting. 

3. All approved policies shall be given a number and title: and shall be signed by the Board 
Chair, indicating the date of approval. Copies of the approved policy shall be distributed 
to all Board members and to each unit of the Library, for inclusion in their copies of the 
Library Policy Manual. 
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4. The minimal review date for evaluation and review of each policy shall be specified in 
the policy and shall be fixed by approval of the Board. Each policy shall be reviewed at 
least once every three years. 

5. As the need arises, annually at a minimum, the Library Manager shall make 
recommendations to the Policy and Planning Committee regarding policies to remain in 
effect, or to be revised, added or deleted. 

6. The Library Manager is responsible for the administration of programs and for 
implementation of policy. 

 
 
 
Approved (Signature here) 
Date: 

  Board Chair 

 
 
 
Libraries Act L 11/Libraries Regulation Section 7 
 
Policies Required of Library Boards 
 
1. Confidentiality of user records. 
2. Orientation and continuing education of board and staff. 
3. Finance. 
4. Personnel. 
5. Selection, acquisition, purchase and disposition of resources. 
6. Resource sharing. 
7. Provision of service to those unable to use conventional print. 
8. Conditions under which library resources will be loaned. 
9. Hours of service. 
10. Conditions for use of areas of library not normally used for public service. 
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Trustee Orientation 

Library trustees need to be informed.  It is the responsibility of the library board to ensure that 
its trustee orientation program develops informed trustees who will understand their duties and 
responsibilities to the library and the community.  New trustees will be more effective when 
they understand the role of the board and what role they, as members of that board, play in the 
functioning of a library.  An orientation program may be staged over a period of weeks or 
months so as not to overwhelm new trustees at the beginning of their term. 

Introduction 

 

Have veteran members of the board: 
Orientation for Trustees 

- reflected on their own experiences as new members? 
- considered areas where they needed guidance when first joining the board? 
- shared these with the board? 

 
Should the board have an orientation package?  If so, the following might be considered for 
inclusion: 
 

- Libraries Act; 
Legal Resources 

- Libraries Regulation; 
- Library Bylaws and establishment Bylaw (of council); 
- Policies of the Board; 
- System agreement, where appropriate; and 
- Other contracts as signed by the board. 

 

- Municipal Affairs Grant Regulations; 
Financial Resources 

- Library budget for operational year and forthcoming year (if available); 
- Previous year financial review or audit; and 
- Capital expansion plans. 

 

- Goals and objectives of the board, including any statement of philosophy. 
Library Background Information 

- Goals and objectives of the library system (if a member). 
- History of the library. 
- Plan of Service. 
- Most recent annual report. 
- System newsletter. 
- Organizational chart with names of staff and positions they occupy. 
- Personnel job descriptions, classifications and salaries. 
- Library statistics (at least five years). 
- Physical plan of the library. 
- Library brochures or handouts. 

  

POLICIES PERTAINING TO TRUSTEESHIP 
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- List of board members including contact information.  A profile of skills of trustees may 
also be included (list of system board members if applicable). 

Board Information 

- Description of responsibilities of the executive, committees and members of the library 
board. 

- Past library board minutes (at least 3 meetings). 
- Calendar of scheduled board meetings and events including:  board meetings, 

orientation, annual meetings, staff evaluation, open house, budget and presentations to 
municipality, planning sessions and committee appointments. 

- Simple chart or summary of parliamentary procedure used by board. 
 

- Community profile/needs assessment. 
Community Information 

- Statistical or survey information of community use of the library. 
- List of names, addresses and phone numbers for local M.P., M.L.A., mayor or reeve, 

council, town administrator and other key people with whom the library board may 
frequently deal such as:  recreation director, school superintendent, media contacts. 

 

- Alberta Municipal Affairs, Public Library Services Branch Alberta Public Library 
Statistics; 

Provincial Information 

- Alberta Municipal Affairs, Public Library Services Branch, Directory of Alberta Public 
Libraries;  

- Alberta Municipal Affairs, Public Library Services Branch, Standards & Best Practices For 
Public Libraries in Alberta; and 

- Alberta Municipal Affairs, Public Library Services Branch 
website:  www.albertalibraries.ca. 

 

- Alberta Library Trustees Association Handbook; 
Association Information 

- ALTA membership information and newsletter; 
- Canadian Library Trustee Handbook; 
- CLA membership information; 
- Library Association of Alberta membership information; and 
- Information on continuing education and conferences. 

 

Will the orientation program designed by the board: 
Orientation Program 

1. provide the new trustee with the necessary information to perform the job well? 
2. make the new trustee feel welcomed by the board and staff? 
3. make the new trustee feel useful as soon as possible? 
4. be appropriate to the skills and background of the new trustee? 
5. be available to the new trustee in advance of the first meeting? 
6. concentrate initially on background information about your library? 
7. be staged so as not to overwhelm new trustees with information? 

 
  

http://www.albertalibraries.ca/�
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Will the chair of the board meet with the new trustee: 
1. to explain the division of responsibility between the role of the board and that of the 

library manager? 
2. to discuss personnel roles in the library generally? 
3. to discuss the board’s involvement in advocacy and public relations? 
4. to discuss local library issues? 
5. to discuss the relationship between board and council? 

Will the new trustee be taken on an official tour of the library: 
1. to view the services provided by the library? 
2. to meet the library staff? 
3. to speak at some length with the library manager about concerns and issues? 

 
Will the treasurer meet with the new trustee to review? 

1. the library’s financial position? 
2. the provincial government grant structure? 
3. the financial support from the municipality? 
4. the long term financial perspective? 

 
Would it be feasible to have the new trustee attend meetings of the various committees in 
order to better understand the mandate and work of the library board committees? 
 
Upon completion of the orientation program will the new trustee: 

1. be able to begin to participate fully in board activities? 
2. be given an opportunity to supply the board with feedback on the orientation 

procedures? 
 
 

 
Continuing Education for Library Trustees 

Orientation is only a first step.  It is the primary responsibility of the trustee to work towards the 
betterment of the library and the community.  To achieve this goal in an ever changing 
environment of needs and services, the trustee must stay informed of current trends and be 
consistently upgrading skills through a continuing education program.  A continuing education 
program for library trustees should be both beneficial to the library and satisfying for the 
trustees. 

Introduction 

 

Can committees and members of your library board break down the responsibilities of the 
board into subject areas such as: 

Areas of Responsibility 

- Legal 
- Financial/Budget 
- Personnel 
- Advocacy 
- Public Relations/Communication 
- Building 
- Research and Planning 
- Policy and Plan of Service 
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What are the specific trustee skills which members would like to acquire? 
Specific Trustee Skills 

- Meeting Skills 
- Public Speaking 
- Media Relations 
- Writing Skills 
- Working with volunteers 
- Computer Literacy 
- Advocacy/Lobbying/Public Relations Skills 
- Financial Skills 
- Planning Skills 
- Legal Skills 

 

Once the information on skills and areas of responsibility is gathered, can it be logically 
ordered and evaluated such as on a continuing education chart? 

Evaluation 

 
Using this information, can the board determine: 

1. if there is an adequate degree of expertise in the major areas of responsibility? 
2. the specific areas of development that an individual board member may require to 

adequately fulfill his position? 
3. that there is adequate sharing of responsibilities among board members? 
4. those areas where the board should concentrate its efforts in order to achieve specific 

priorities? 
 

Does the board itself have resources to meet the continuing education needs of its members? 
Community Resources 

 
Partnership development with other community agencies? 
 
Are there better resources in the community that the board can draw upon (e.g. the municipal 
administrator on procedures for drafting bylaws, the recreation director on meeting skills, 
continuing education courses for volunteer boards)? 
 
Is the board receiving and posting calendars which list programs sponsored by agencies in the 
community (e.g.  Adult Learning Council, Chamber of Commerce)? 
 
Is the board making its educational requirements known to coordinators of other programs? 
 

What services are delivered by the library system, are there programs available to assist the 
board? 

Outside Resources 

 
Do provincial departments, their representatives or consultants have programs that can assist 
in board development (e.g.  Alberta Municipal Affairs, Public Library Services Branch and 
Alberta Culture and Community Services, Board Development Program)? 
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What programs, workshops, conferences are offered by library associations – the Alberta 
Library Trustee Association, the Library Association of Alberta and equivalent national 
organizations in both Canada and the United States –  that can be of benefit to library 
trustees? 
 
Is the board a member of relevant associations? 
 
Do universities and community colleges in Alberta offer extension programs that may be of 
interest to the board? 
 
Is there financial assistance for board members to assist them in participating in programs of 
continuing education? 
 
 

 
Honoraria and Expenses for Trustees While on Board Business 

Library boards have been traditionally thought of as volunteer boards, with no reimbursement 
to members for time or expenses.  Boards have autonomy to set their own rates for honoraria 
and expenses. 

Introduction 

 
An honorarium is a fee paid to board members in recognition of services rendered, and has no 
relation to the cost or worth of those services. Sometimes an honorarium can be given instead 
of payment of expenses; in other cases both payments may occur.  
 
Reasons often given for expenses include:  long distances travelled, babysitting/day care costs 
incurred because of board business, the need to pay for a replacement to do the work that the 
board member was unable to do because of board business.  Trustees should not be expected 
to subsidize the library while on board business, nor should they be abusing their position by 
travelling “first class” or seeking to use expenses/honoraria as a prime source of income. 
 

Should there be a policy covering honoraria for trustees in general or should there be a policy 
concerning specific honoraria for specific occasions? 

Honoraria 

 
What are the policies for other boards in town, other library boards and members of council? 
 
Should honoraria be considered only for board meetings or for committees, workshops and 
other business of the library board? 
 
What policy should exist for attendance at conferences and workshops? 
 
Will volunteers who gave time freely in the past be upset by the introduction of honoraria? 
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On what basis should honoraria be paid:  daily, hourly, per meeting? What about taxable 
income if paid? 
 
When does a payment to a trustee become an income and require T5 monitoring? 
 

For what items should expenses be paid (e.g. accommodation, meals, gratuities, travel)? 
Expenses 

 
Should reimbursement be made on the basis of a flat rate per meal/day/event or based upon 
receipts of actual expense incurred? 
 
Should an allowance be made for private accommodation while on board business? 

- daily use of telephone for board business? 
- transportation costs? 

 
If travel is required out-of-province, should there be a special rate? 
 
If travel is made by private motor vehicle, should there be a travel allowance based on the 
number of kilometers travelled by trustees while on board business? 
 
What provision should be made for conventions and workshop attendance? 
 
What are the policies for other boards in town, other library boards and members of council? 
 
What is the policy with regard to spouses accompanying board members to conventions and 
workshops? 
 
 

 
FINANCE 

Library boards are corporate boards; they are public bodies holding the public trust. The board 
is accountable to keep that trust and must be accountable. They are responsible for the 
management and control of the board and the services they deliver. 

Fiduciary Responsibilities 

 

The board must prepare a budget annually and deliver the budget and estimate of funds to 
implement the budget to council by December 1st of the year preceding the budget year. 

Budget 

 

The board must have the books reviewed by a person/firm in a form acceptable to council 
annually. 

Financial Review 

 

The board must identify signing officers in policy. Often boards will name positions on the 
board or staff in the policy. 

Signing Officers 

 

The board must a have policy in place that explains what or if there will be honoraria or 
expenses paid.  

Expenses/Honoraria 
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Selection, Acquisition, Purchase and Disposition of Library Resources 

A library collection provides resources to assist individuals in their pursuit of education, 
intellectual, recreational and emotional enrichment in their lives.  The library is responsible to 
its constituency and should review and evaluate the collection to meet community needs. 

Introduction 

 
In developing a selection policy, consideration may be given to regional, national and/or local 
co-operative collection agreements that complement or affect the library’s policy statements. 
 
The board may wish to set priorities on specific user needs such as research, recreation, 
instruction, reference, general information, based on service responses identified in the Plan of 
Service.  Within these general priorities, statements on the forms of material collected may be 
expressed.  These could include statements on print, non-print and electronic material, books 
in other languages and online access to databases. 
 
Collection development policy statements need to be reviewed at regular intervals.  This will 
ensure that changes in user needs, priorities and budget are recognized and can reflect the 
needs of the community. 
 

How will the board and library manager determine what library resources to select or access 
via license? 

Selection 

 
Will critical reviews be used, and will the decision to select be based on literary and/or artistic 
merit or popular demands? 
 
How much weight will be placed on the need for resources and material against the need for 
other service areas? 
 
What is the board’s position on controversial library resources, and the consideration given to 
the Canadian Library Association’s Statement on Intellectual Freedom
 

? 

Who will do the actual selection? 
 
Does the board want to set guidelines on various categories? Or leave this to the professional 
staff? 
 
What is the commitment to Canadian resources? 
  

POLICIES PERTAINING TO LIBRARY RESOURCES 
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Does the board wish to encourage receipt of gifts and donations from the public, and in what 
form? 

Gifts and Donations 

 
Is the board registered with Revenue Canada as a charitable organization, or does it take 
advantage of the municipality’s registration number for this purpose? 
 
Will the board provide receipts for tax purposes? 
 
Are there to be conditions surrounding the acceptance of gifts and donations? 
 
Are there any situations under which the board may refuse to accept gifts and donations? 
 

Does the board regularly review the disposition of funds? 
Acquisition and Purchase 

 
Who has the authority to purchase? 
 
Is this operational function carried out by the system? 
 
Through what sources will the board acquire resources? 
 
How often will purchasing be done? 
 
Is there a commitment to purchase locally, in Alberta, and/or Canada? 
 
Is consideration given to using wholesalers or other agencies to consolidate orders? 
 

What are the criteria for discarding material, and how often is this done? 
Disposition 

 
When a book has been discarded, what happens to it (e.g. destroyed, sold, donated to another 
library or to other agencies)? 
 
 

 
Provision of Library Resources Normally Lent 

This policy should support access to resources for the user at a time and in a place convenient 
for the user.  The Libraries Act prohibits charges for borrowing resources normally lent.  It is 
suggested that the policy be drafted to state exclusions from a general lending policy. 

Introduction 

 
Some restrictions may include:  reference material, irreplaceable resources, resources in 
unusual format, resources that are only useful if all the parts are available or resources that are 
easily mutilated (e.g. newspapers). 
 
This policy should be drafted in conjunction with the library bylaw under section 36 of the 
Libraries Act. 
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Is the material intended primarily for consultation rather than for consecutive reading 
(reference material)? 

Categories of Resources 

 
Is the material irreplaceable either through being out of print or of considerable value? 
 
Is the material presented in a format which requires special equipment (e.g. downloadable 
titles)?  In other words, does the content/resource exist in such a form as to be a limited use 
outside the library? 
 
Is the material subject to easy mutilation or destruction (e.g. dvd)? 
 

Under what circumstances might any of the material not normally lent be allowed to be 
borrowed? 

Conditions of Loan 

 
What are the loan periods for the various types of material in the library? 
 
What are the penalties for abuse of borrowing privileges (this must be contained in the library’s 
bylaw)? 
 
 

 
Acquisition of Library Resources and Information from Other Sources 

Resource sharing means “making available to other libraries the library resources owned by a 
board, the information contained in those resources, and the staff expertise required to locate 
and make available the information or the library resources”. 

Introduction 

 
Alberta Municipal Affairs, Public Library Services Branch, co-ordinates a provincial network of 
public libraries that agree to abide by the Provincial Resource Sharing Policy and its 
Guidelines.  It includes the provision of an interlibrary loan service linking all public libraries to 
the resource sharing NODES in the Province, university libraries and out-of-province sources. 
 
With more CONTENT published/digitized than ever before, no library can hope to be self-
sufficient.  The logical approach to satisfying requests that a library cannot supply from its own 
collection is to access online databases or borrow from another library or community resource.  
Access to information is one type of service that a public library can provide, and all sectors of 
the community at some time demand information on the widest variety of subjects.  The library 
can be an access point, capable of directing enquiries to other sources as well as being a 
source in its own right.  The Libraries Act prohibits charges for acquiring resources or 
information where the board considers this acquisition to be the most efficient way of providing 
such information or material. 
 
This policy should be drafted in conjunction with the bylaw under section 36 of the Libraries 
Act, and a reference to limitations should be contained in that bylaw. 
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Boards through licensed agreements, through collaboration and through consortia now provide 
information by license. 

Licensed Databases 

 
When do you access electronic databases? 
 
How can you make the most effective use of expensive databases? 
 
How can you tell if the use of these licensed databases is worthwhile? 
 

What is the board’s position on participating in the provincial resource sharing network? 
Interlibrary Loan 

 
Is this seen as a substitute for, or an extension to, its own resources? 
 
Is the board willing to loan material if it is requested from other libraries? 
 
Are the staff familiar with the policies and procedures for the service? 
 
What training might be required to make the service as effective and efficient as possible? 
 
What publicity is given to the service? 

 

Who are the designated resource libraries (Nodes) in the Province? 
Resource Sharing NODES 

 
Is the board familiar with the responsibilities which this designation carries and the policy under 
which financial assistance is made available from Alberta Municipal Affairs, Public Library 
Services Branch? 
 
If so, to what extent is the board willing to commit its own financial and staff resources to 
sharing its resources with other libraries in the community, in Alberta and/or outside the 
province? 
 

What is the service philosophy of the board?  Does it cover general information requests, 
including telephone/online questions, and what priority will be given to information services? 

Information Services 

 
Will the responsibility for information services be assigned to a specific staff member(s) and 
what provision will be made for training in reference techniques? 
 
To what extent will the board provide instruction to patrons in the use of library resources? 
 
Does the policy include a statement about local resources and agencies as part of the 
information service provided by the library? 
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Is the board willing to provide database searches for patrons, either in-house or by 
arrangement with another library? 
 
How does the board determine when database searches are the most efficient means of 
providing information for the patron, and what role does the patron have in determining this? 
 
If online databases are provided, what assistance is available and how do you prevent abuse 
of the access to the internet? 
 
 

 

Provision of Library Resources to Patrons Unable to Use Conventional 
Print 

Persons unable to read or handle conventional print materials in a normal manner are entitled 
to access the library and information services. 

Introduction 

 
As more libraries begin to provide access to digital/audio/large print resources, persons unable 
to use traditional print may have access to materials in the local library and system collections. 
 

What community and social service organizations deal with disabled persons in the 
community?  What contact does the library have with these agencies? 

Extent of Need for Service 

 
What needs exist in the community for large print or audio books? 
 

Is there any need for outreach or shut-in services to institutions, hospitals or individual 
residences? 
 
What promotion of special services for print-disabled persons takes place in the community? 
 
Is the library accessible to disabled persons?  Is any special help available to such persons 
from library staff? 
 

Are the board and staff aware of the eligibility requirements for ______ agencies? 
Services to the Disabled 

 
Who is eligible in the community? 
 
What is the board’s role in providing resources such as large print books and audio books from 
its own service point? 
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Provision of Library Resources in Languages other than English 

The Government of Canada has a stated policy on the importance of multiculturalism, and the 
Government of Alberta recognises the diversity of ethno-cultural groups in the province.  These 
policies encourage all citizens to retain their literary and cultural legacies.  People are 
interested in reading in other languages for information, for pleasure and for such practical 
reasons as conducting business or travelling in a foreign country.  Information is often only 
available in the original language in which it was written, so providing resources in languages 
other than English can be important for this reason as well as for the traditional provision for 
those unable to read in English. 

Introduction 

 

What is the ethnic composition of your community? 
Ethno-Cultural Groups 

 
Is this composition steady or transient? 
 
What are the reading needs of your patrons for other languages? 
 
Are there people of differing ethno-cultural backgrounds in senior citizens homes and drop in 
centres? 
 
How does the library staff inform the community about the availability of resources in 
languages other than English? 
 

Are there language courses other than English taught in schools? 
Educational Needs 

 
Do school libraries provide only curriculum resources in these other languages or are 
supplementary reading resources provided as well? 
 

Is the library staff aware of the system and library services provided through the Alberta library 
systems? 

Sources of Material 

 
To what extent can or should the board provide resources in languages other than English for 
its community or access online databases? 
 
What other sources of material are available in your community (e.g. church or ethno-cultural 
organization libraries)?  Are these collections open to the public?  Is there a possibility of 
providing service through these organizations to ethno-cultural groups? 
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Part of the Building, Managed by the Board, Not Normally Used for Library 
Purposes 

The board should ensure that any group using the facilities not normally used for library 
purposes, and within the board’s control, will meet certain standards of use set by the board.  
The Libraries Act prohibits charges for use of those parts of the building used for library 
purposes.  Therefore, it is important to carefully define the areas of the library building not so 
used if any charges are to be levied. 

Introduction 

 
This policy should be drafted in conjunction with the bylaw under section 36 of the Libraries 
Act, and any fees must be outlined in that bylaw. 
 

Which parts of the building, if any, are not normally used for library purposes? 
Definition 

 

How accessible are these areas?  Does one need to go through the library itself or is there a 
separate entrance way? 

Accessibility and Security 

 
Are there washrooms separate from the regular library areas? 
 
While these other facilities are being used, are library resources and equipment secure from 
theft or damage? 
 
Who will open and close the facility? 
 
Does use of the library building for other than normal library activities have an effect on the 
insurance coverage of the building and is this insurance adequate? 

 

Who is allowed to use these facilities (e.g. Library staff for library programs, non profit groups, 
profit groups)? 

Conditions of Use 

 
Should fees be charged?  How much? 
 
Should fee rates be prorated (different rates for different groups)? 
 
Should there be a damage deposit for use of the facility? 
 
Who pays for janitorial services for the room after its use? 
  

POLICIES PERTAINING TO LIBRARY FACILITIES 
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Should the users of the facility be held responsible for returning the room to its original 
condition? 
 
What are the conditions for use by the group in the space? 
 

 
Hours of Service at Library Service Points 

It is important that public libraries encourage all residents of the community to use the library 
services and resources that are provided.  This objective may be negated if the library facilities 
are not open at times useful to potential patrons. 

Introduction 

 
Terms and conditions under which the public are admitted to the library will be contained in the 
bylaw required under section 36 of the Libraries Act.  This policy will outline the actual hours of 
opening of the facility. 
 

Are there specific times when rural people come into town to do business and may wish to use 
the library? 

Factors Affecting Use 

 
Are there particular times when school children, including those bused into town, may use 
library services? 
 
Is there late night shopping in the area of the library which may attract library users? 
 
If the library is built as a joint facility with other groups (school, town office, community groups), 
are there participants in these other groups’ programs who might want to make use of library 
services? 
 

Is the library open during different parts of the day throughout the week (e.g. evening hours on 
one or more days; morning and/or afternoon hours on other days)? 

Variety of Hours 

 
Is there a demand for library services on Sunday? 
 
Does demand for library service vary during summer? 
 
Are opening hours easy for the community to remember? 
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Personnel Policy, Including Orientation and Continuing Education for Staff 

People are the library’s most valuable resource and usually account for the largest portion of 
the budget.  Clearly defined personnel policies and procedures should be established to help 
in the hiring and retention of the best possible staff, and help establish good staff morale.  
They will help to provide clear communication channels within the library, and between the 
staff and the board.  Many of these policies are equally applicable to volunteers, and 
consideration should be given to the board’s policy with regard to volunteers. 

Introduction 

 
When a board is developing a personnel policy, the following items should be considered. 
 

Is the board aware of the legislation governing the employment of staff? 
Hiring Staff 

 
Are there clearly defined procedures for the recruitment, selection and appointment of the 
library manager and other staff? 
 
What is the orientation program for staff? 
 
Does the board have a policy on hiring of relatives? 
 

Are the duties and responsibilities of each staff position clearly defined and accompanied by 
an organizational chart? 

Compensation and Position Classification 

 
Are there written up to date job descriptions for every position? 
 
Is the reporting structure within the staff and between the staff and board clearly defined and 
understood by all? 
 
Have all positions been classified so as to define qualifications and differentials between duties 
and levels of responsibility, and has a salary schedule for each type of position been approved 
by the board? 
 
Is the salary schedule and classification system regularly reviewed by the board and library 
management? 
 
Is there a system of pay or compensation based on merit, experience and/or length of service? 
  

POLICIES PERTAINING TO STAFF, USERS AND THE 
COMMUNITY 
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Has the board considered the relationship between library classifications and those of the 
municipality? Are they equitable to other municipal staff? 
 
What expenses are covered? 
 

Is there a probationary period with a formal review procedure for new staff members? 
Personnel Procedures 

 
Is there a regularly scheduled, formal performance review procedure for all staff? 
 
Has a procedure for promotions, demotions, suspensions, dismissals, and discipline been 
established? 
 
Is there a grievance procedure through which employees may be assured of a fair and 
impartial hearing and speedy resolution? 
 
Are all personnel records maintained as confidential documents and are employees notified of 
changes to their file? 
 

What employee benefits are provided (e.g. life insurance, retirement/pension plan, workers’ 
compensation, unemployment insurance, health care coverage, dental plan, educational 
support)? 

Benefits 

 
Are employee benefits similar to those of other public institutions in the area? 
 
How do they compare with those offered in private industry? 
 

Is there a policy on vacation leave? 
Holidays, Vacation and Leave 

 
Is there a policy and compensation for short term sick leave, long term general illness and 
long-term disability? 
 
Are staff members allowed leave with or without pay in the event of serious family illness, 
death and serious legal matters? 
 
What compensation is there for employees and the library in the event of jury duty? 
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Are library staff encouraged to attend library related workshops, institutes, meetings and 
conventions with time off and/or with pay and travel expenses? 
 
Are staff allowed/encouraged or required to attend board meetings with or without 
compensatory time-off where feasible? 
 
Is there a provision for arranging leaves with or without pay for such things as personal 
business, paternity, maternity and adoption, or educational study? 
 
Does the library have a system of time-off and scheduling for civic and religious holidays? 
 

Is the work week for full-time staff members within the range of 35-40 hours/week? 
Hours and Schedules 

 
Is a five day work week scheduled as much as possible? 
 
Are there rest and lunch breaks in accordance with legislation? 
 
When overtime is required, is there adequate compensation? 
 
Is there a staff back-up system to cover for planned and unexpected absences? 
 
Are sufficient off-desk hours allocated to staff? 
 
Does the library work schedule reflect patron use patterns? 
 

Other matters on which the board might have policies include: 
Additional Personnel Policies 

- health and safety in the workplace, including emergency procedures, 
- staff smoking, 
- dress code,  
- staff parking, 
- allowable political activity,  
- personal book orders, 
- function of staff association, 
- staff use of communication devices for personal calls in,  
- tardiness, 
- regular staff meetings, 
- union agreements, and  
- use and recognition of volunteers. 

 

New staff members, irrespective of experience, will require an introduction to the specific 
operations of the library and to the services available to public libraries in Alberta.  Once 
established in the job, staff may wish to learn more about ongoing developments in library 
service in order to provide effective support to the board. 

Orientation 
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Is basic information provided about the position (e.g. job description, personnel policy, 
organization chart, procedure manual)? 

Basic Orientation 

 
Is background information provided about the library (see list on page 10)? 
 
Is there an information package available similar to that available for trustees? 
 
Is there a readily available staff manual? 
 
Is information provided about provincial services, including Standards and Best Practices for 
Public Libraries in Alberta provided by Alberta Municipal Affairs, Public Library Services 
Branch? 
 
Is information provided about membership in the Library Association of Alberta and the 
Canadian Library Association? 
 
Is staff encouraged to attend a new library manager’s orientation workshop that may be 
provided by the library system? 
 

Will the orientation program: 
Orientation Program 

1. provide the new or library worker with a clear outline of the kind and level of activity that 
is expected? 

2. provide sources of information so that the staff member can obtain further information? 
3. be structured to gradually acquaint the new staff member with the most important 

aspects of the job first, and other aspects over time? 
4. outline the role and responsibilities of the staff in relation to the board, other staff and 

the public? 
5. make the new employee feel welcome? 

 
In the case of a new library manager, will the program introduce the library manager to major 
issues facing the library, and any proposed strategies for dealing with them?  Will support be 
provided from the board to help the library manager make the transition to this position? 
 
On completion of the orientation, will the new employee: 

1. understand the scope of the job and be prepared to take on its challenge? 
2. know what support systems exist, both within the library, systems and in the province, 

and how to contact the individuals involved when questions arise? 
3. be willing to provide feedback on the orientation program? 

 

Is there a program of ongoing, in-service training in addition to the new staff orientation? 
Continuing Education 

 
Does continuing education activity meet specific needs related to regular duties carried out by 
the staff member? 
 
Does continuing education activity meet specific needs identified during the performance 
appraisal process? 
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Does continuing education activity encourage personal and/or job-related growth? 
 
Are staff encouraged to join and actively participate in professional/work-related organizations? 
 
Is time-off allowed to conduct association-related work? 
 
Are staff encouraged to take library science and/or job related courses?  Is there any time or 
financial compensation? 
 
May staff take educational leave with or without compensation? 
 
Does the staff attend the regular training opportunities offered by the library systems? 
 
Are staff members encouraged to contribute suggestions towards improving the library’s 
services? 
 
 

 
Confidentiality of User Records 

For the protection of the privacy of library patrons and the library itself, it is necessary to have 
a policy outlining who has the right of access to library records, including those which link 
specific library resources, enquiries or activities, with specific patrons. This policy also has 
links to the policies required under the Freedom and Protection of Privacy Act (FOIP).  This 
policy must be in place as it is not completely covered by FOIP. 

Introduction 

 

What records does the library keep concerning its patrons? 
Patron Records 

 
How will these records and the information contained in them be treated? 
 
Who will have access to patron files (personal information about patrons such as address, 
etc.)? 
 
How long do you keep these records? 
 

When any record of a transaction exists, who shall have access to that record? 
Circulation Records 

 
Do parents have the right to view library records to determine what library resources their 
children are using? 
 

Are any records kept of the number and character of questions asked by patrons? 
Library Use 

 
Are any records kept of the frequency or content of visits to the library by patrons? 
 
Are any records kept on site accessible by identifiable patrons?  
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Is the staff aware, informally or formally, of the above information, or of the type and character 
of resources borrowed by patrons? 
 
What rules exist to restrict the availability of this information?  Are staff discouraged from 
discussing reading habits of patrons? 
 

Under what conditions will any of these records be divulged or released? 
Legal Access to Records 

 
Should these records be available to agents of the local, provincial or federal governments, 
including law enforcement officials, with or without a subpoena, process or order pursuant to 
law? 
 
To what extent should the board require that the “order” be in proper form and be showing 
good cause before complying with the order? 
 
Should any other individual, corporation or organization other than those named above be 
accorded access to records? 
 
 

 
Community Relations Including Publicity and Public Relations 

Public relations is the deliberate, planned and sustained effort to establish and maintain an 
understanding between an organization and its public or community.  The public image of an 
organization is important in obtaining financial and/or moral support as well as in gaining and 
maintaining the co-operation of its workers.  A good community relations program can help the 
board achieve its goals more easily. 

Introduction 

 
Public relations begins with the people who staff and operate the library.  A courteous and 
friendly library atmosphere is an important priority of any successful public relations effort. 
 
Publicity, or exposure, is the core of public relations programming.  It tells the library’s story 
through the established channels of communication, including the media.  Publicity makes the 
public aware of the existence and work of your organization. 
 

What are the board’s aims, problems, audience and available resources? 
Publicity 

 
Does the library need a communication plan including an outline of publicity opportunities? 
 
Does the board wish to publicize work achieved as well as upcoming events? 
 
What are the best methods in the local area to publicize library events? 
 
Are board members involved in publicizing the library? 
 
Is regular contact maintained with the media in the community?  If so, by whom – board and/or 
staff? 
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Who is responsible for public relations planning? 
Public Relations 

 
What emphasis does the board feel should be given to a public relations program? 
 
Does the board feel that a public relations program should be directed at telling others how the 
library is meeting community needs through its Plan of Service? 
 
Does the municipality or governing authority set aside funds which can be used by the board 
for public relations? 
 
How does the board invite the public to its meetings? 
 
Are there rules for staff courtesy? 
 
 

 
Co-operation with Other Community Agencies 

By co-ordinating its services and programs with other agencies, a board can stretch its 
resources and deliver public library service.  Through co-operation, the library can help meet 
the needs of the community more readily and effectively.  By having a specific policy, trustees 
are provided with a basic plan on how to carry out their objective of co-operation in order to 
deliver public library service, and reminded of the interdependence of community resources. 

Introduction 

 

Has the library established contacts with other organizations or agencies in town?  Such as: 
Community Co-Operation 

- Literacy 
- Cultural and/or Recreation Board 
- Health Unit 
- Service Clubs 
- Historical/Genealogical/Museum 
- Schools and continuing education organizations 
- Government Agencies 
- Police/ RCMP 
- Social Clubs 
- Other associations 

 
Is the board aware of the objectives of other community agencies?  Has it shared its own 
objectives (of the Plan of Service) with these agencies? 
 
How are the objectives of the other agencies related to those of the Board? 
 
Can the library try to co-ordinate its services or programs with other groups in town so as to 
avoid duplication and increase delivery? 
 
Does the library wish to work with other organizations to develop combined programs for 
citizens? 
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Does the library wish to offer its services and resources to the advantage of other groups (e.g. 
free use of meeting room, collection expertise)? 
 
Is the board aware of other resources such as those contained in Alberta Municipal Affairs, 
Public Library Services Branch booklet Library Bylaws: Questions to Ask? 
 

Alberta Municipal Affairs, Public Library Services Branch website:  
Other Resources 

www.albertalibraries.ca 
 
Standards and Best Practice for Public Libraries in Alberta:  www.albertalibraries.ca/standards 
 
Bylaws: Establishment Bylaw (by council) and Operational Bylaws (by library board) 
 
ALTA website:  www.librarytrustees.ab.ca 
 
Library Board’s current Plan of service 
 
 
 
 
 
 
 
 

Policies Required 
 
Freedom of Information & Protection of Privacy Act (FOIP) 

• FOIP Bylaw; 
• Records retention policy; and 
• Personal information banks policy. 

 
Occupation Health & Safety Act (OH&S) 

• Policies related to staff. 
• Violence and harassment in the workplace. 
• Staff working alone. 
• Board must do a hazard assessment of the worksite. 
• Workers on site must have proper documents. 
• Emergency kit on site. 
• Emergency and disaster recovery plans. 

 
Library Boards as Public Bodies are also required to abide by other legislation besides the 
Libraries Act, including the following: 
 
Provincial 
Human Rights 
Employment Standards 
  

OTHER LEGISLATION 

http://www.albertalibraries.ca/�
http://www.albertalibraries.ca/standards�
http://www.librarytrustees.ab.ca/�
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Federal 
Canadian Charter of Rights & Freedoms 
Revenue Canada: GST  
Copyright 
 
 
 
 
 
 
 
 

Boards will look at other policies and may in their overarching beliefs confirm their support of 
other documented policy. They may also have policy related to specific areas of service that 
the library delivers. 

• Patron Conduct 
• Unattended Children 
• Acceptable Use Policy (including internet) 
• Patron Conduct 
• Unattended Children 

 
  

OTHER POLICIES 
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These sample/templates are derived/revised from actual policies of Alberta Public 
Libraries.  They are works in progress.  They can be used as a starting point, in addition 

to the Standards & Best Practice for Public Libraries in Alberta document when 
reviewing policies.  Final policy rests with the board and compliance with the 

legislation. 
 
 
 
 
 
 
 
 

Confidentiality of User Records 
 
 

 
________________________Library Board 

Confidentiality of User Records 
 

_____________Library and its board and staff are subject to the Libraries Act and Freedom of 
Information and Protection of Privacy Act (FOIPP). 
 
A. All patron records will be kept confidential but may be shared with resource sharing 

libraries for the purposes of collecting fines and retrieving borrowed materials.  When 
library card holders are registered, they will sign a card acknowledging that their contact 
information will be available to other libraries for these purposes. 

B. Library board members, staff and volunteers will hold all personal information on staff and 
patrons (including patrons of any other libraries) in confidence.  (See also Personal 
Information Banks Policy.) 

C. No records are kept of the frequency or content of visits to the library by specific patrons. 
D. Staff and volunteers are not to discuss the reading habits of individual patrons. 
E. No personal information will be provided to anyone for any reason except when a written 

court order is provided or where required by law (in written format). 
 
  

TEMPLATES 

POLICIES REQUIRED BY ALL LIBRARY BOARDS 
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Milo Public Library 
Village:  Population in 2001 117 
 

 
CONFIDENTIALITY OF PATRON RECORDS 

Milo Municipal Library and its board and staff are subject to the Freedom of Information and 
Protection of Privacy Act (FOIPP) and Libraries Act. 
 
A. All patron records will be kept confidential but may be shared with resource sharing 

libraries for the purposes of collecting fines and retrieving borrowed materials. When library 
members are registered, they will sign a card acknowledging that their contact information 
will be available to other libraries for these purposes. 

 
B. Patron records are stored in a single database for all Chinook Arch Regional Library 

System member libraries. Records of items borrowed by individual patrons are only kept on 
the system database for 19 days after those items are returned. For specific details, see 
the Chinook Arch Regional Library System Policy Manual in the library. 

 
C. Library board members, staff and volunteers will hold all personal information on staff and 

patrons (including patrons of any other libraries) in confidence. (See attached Appendix D 
for a list of personal information banks held by Milo Municipal Library). 

 
D. No records are kept of the frequency or content of visits to the library or online by specific 

patrons. 
 
E. Staff and volunteers are discouraged from discussing the reading habits of patrons. 
 
 
 

ORIENTATION AND CONTINUING EDUCATION FOR BOARD AND STAFF 
 
 
The Town of Irricana Library Board Policy No. 215 
Title:  Orientation of New Board Members 
Date Approved:  November 10, 2010  Date to be Reviewed: November 2012 
 
215.  Orientation of Board Members 

1. The Board recognizes the need for orientation of new Board members and the need 
to acquire skills and knowledge relating to their roles as Library Board Trustees.  
The Board is prepared to provide resources and materials for orientation of new 
Board members. 

2. The Board will provide an orientation package to each new Board Member.  This 
package shall consist of: 
a. Library bylaws and Policy Manual. 
b. Bylaw establishing Library. 
c. Financial Statements and budget. 
d. Annual Report. 
e. Sources of Library Funding. 
f. Marigold Library System Structure and how they derive their funding from 

Government and Library (See Schedule “200-H”). 
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g. Alberta Libraries Act and Regulations. 
h. The Alberta Library Trustees Handbook. 
i. Library’s current Plan of Service. 
j. Map of area serviced by Library (See Schedule “200-I”). 
k. List of Board members and committees. 
l. Names and positions of staff. 
m. Event calendar. 
n. Board member job description. 
o. Advocacy Letter to be signed by Board member and given to Secretary 

3. A Trustee Manual containing community, Provincial, Library Association information 
on Public Library development and other information useful to Trustees shall be 
available in the Library. 

4. A trustee’s orientation handbook will be distributed to each new Board member at 
their first Board meeting or shortly thereafter.  The Board Secretary and members of 
the Board delegated by the Secretary shall be responsible for the handbook manual 
preparation, updates and distribution. 

 
215.  Orientation of Board Members  

1 The orientation process will be the responsibility of the Vice Chair, Treasurer and the 
Library Manager.  This process will include: 
a. A tour of the Library:  Library Manager to explain where the Board reference 

materials, past records, policy manuals etc are located. 
b. A review of the Trustees Handbook and Plan of Service with Vice Chair. 
c. A review of previous year’s annual Report and Budget with Treasurer. 

2 The new Library Trustee will be expected to review current financial statement, 
Schedule of events, last year’s minutes and the Plan of Service. 

3 The Library Trustee will, with the Library Manager, acquaint themselves with 
procedures and programs at the Library. 

4 The December Board meeting includes discussion of Policies relating to Board 
governance and the Committee Terms of Reference. 

 
216.  Continuing Education of Trustees 

The Board recognizes the importance of having informed Trustees.  To ensure this, the 
Board provides, within the limits of its budget, financial support for attendance at library 
conferences and relevant workshops and membership in library organizations. 
1. Trustees are expected to attend library or trustee courses or conferences in the area. 
2. Within budget guidelines and with prior Board approval, expenses incurred by 

individual Board members for travel, subsistence, and registration fees will be 
reimbursed, upon submission of bills to the Board, accordingly: 
2.1 Expenses will be calculated on a Travel Authority and Advance Voucher 

(Appendix 200-J) and reimbursed as follows: 
2.2 Meals (not included in conference registration fees) (see Appendix 300-E) 
2.3 Mileage (see Appendix 300-E).  Carpooling, when possible, is encouraged. 
2.4 Lodging (in accordance with the Marigold Library System policy). 
2.5 Upon completion of course/conference, the attending Board member will 

complete a Travel Expense Statement (Appendix 200-K) to be submitted to the 
Treasurer. 

3. Trustees are expected to provide a written report on the conference to the Board. 
4. All Trustees will attend Trustee workshops, wherever possible and within budget 

guidelines. 
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Staff Orientation and Continuing Education 
 
 
The City of Medicine Hat Public Library  Policy No. HR.5 
Category:  Human Resources   Title:  Employee Orientation and Education 
       Date Approved  2011 05 04 
 
Purpose:  The Library Board recognizes the importance of informed and well-trained staff.  It 
supports this policy by providing, within the limits of its budget, orientation programs; 
encouragement and support for attendance at library conference, workshops, and library-
related courses within and outside the City; and institutional membership in library 
organizations. 
 
1. Orientation 

1.1. New employees are given orientation and training that will prepare them to best 
provide service to the public. 

1.2. Orientation and training is the responsibility of the Chief Librarian and includes an 
understanding of the role of the Library in the community, the responsibilities and 
duties of the Board and staff, and the Library’s polices, services, goals and objectives, 
as well as specific training for the employee’s position. 

1.3. Each new employee is given a Staff Handbook for personal use and study along with 
job-specific material provided by the employee’s supervisor. 

 
2. Education 

2.1. The Chief Librarian may, within the limits of the budget, approve staff attendance at 
library or library-related workshops and conferences without prior Board approval. 

2.2. Cost of staff attendance at library conferences is covered in accordance with Policy 
HR.6. 

2.3. The Library Board authorizes the Chief Librarian to close the Library one day per year 
for the purpose of staff development workshops. 

2.4. The Board supports and encourages informal, ongoing sharing of information among 
library staff as part of their continuing education. 
 

3. Formal Further Education 
3.1. The Board supports staff attending formal education programs to further their 

education. 
3.2. Employees wishing to take an unpaid leave of absence for the purpose of further 

education must provide a written request to the Chief Librarian for such leave. 
3.3. For an absence for the purpose of further education, the Board will hold an 

employee’s position for a maximum of two (2) years. 
3.4. Employees taking a leave of absence are expected to return to work for the Board for 

a minimum of one year following program completion. 
3.5. Employees may request an interest-free loan from the board to cover the cost of 

registration and supplies for a formal education program. 
3.6. The education program must be related to the employee’s work at the library and must 

be approved by the Chief Librarian prior to the program start date. 
3.7. The repayment schedule for the loan will be determined by the Chief Librarian and the 

employee but will not exceed two (2) calendar years. 
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Or You May Try This One 
 
The Town of Irricana Library Board   Policy No.: 319 
Title:  Continuing Education & Development 
Date Approved:  November 10, 2010  Date to be revised:  November 2011 
 
319.  Continuing Education and Development 

1) At the discretion of the Board and within budget allocations, staff may be requested, 
or may request to attend work related conferences, seminars, workshops or 
educational programs.  Staff requests must be made in writing to the Board. 

2) In the case of programs during scheduled working hours and approved by the Board, 
the employee shall receive regular pay. 

3) The rate pay for automobile travel shall be in accordance with Appendix 300-E. 
4) The Board reserves the right to set a maximum amount payable for a trip, depending 

upon the alternative modes of transportation available. 
5) Expenses will be calculated on a “Travel Authority and Advance Voucher (Appendix 

200-J) and reimbursed according to Policy 216. 
6) The Board may authorize the reimbursement in whole or in part of costs incurred in 

the performance of duties, preauthorized and approved travel, conferences and 
registration fees, meals and similar reasonable expenses at cost, upon provision of 
receipts and completion of Travel expense Statements (Appendix 200-K). 

7) The Library Manager is responsible for all staff training, including the use of reference 
techniques and resource sharing. 

 
 

FINANCE 
 
 

YELLOWHEAD COUNTY LIBRARY BOARD 
POLICY:  PART III OPERATIONAL 

 
B.  FINANCIAL 

Subject:  Financial Management 
Policy No.    3B.1 

The Yellowhead County Library board is accountable for the effective management of the 
board’s financial resources.  While the day-to-day administration of finances will be delegated 
to the Director of Library Services, the board will continuously monitor the financial status and 
ensure compliance with legislation by requiring regular and timely financial reports.  The board 
Treasurer will review all financial reports and statements and report to the board at the 
regularly scheduled board meetings. 

POLICY STATEMENT: 
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1. 
FINANCIAL PROCEDURES: 

The board, by resolution, shall determine the bank(s) to be utilized for board business.  
The Director of Library Services is authorized to establish a current account and such 
other accounts as the board may determine by resolution. 

Banking 

 
2. 

Any two board members of Yellowhead County Library board plus the Director of Library 
Services shall be authorized to sign cheques and legal documents relating to the board’s 
bank account(s).  Ideally, the signing authorities will include the chairperson, the Vice-
Chairperson and/or the Treasurer.  Board members who are employees of GYRD may 
not have signing authority.  See Alberta Libraries Regulation, AR 141/98, Sect. 17(b) as 
amended. 

Signing Authority 

 
3. 

The Treasurer shall invest funds only in the type(s) of securities approved by the Board.  
All securities purchases are to be registered in the name of the Library Board. 

Cash Management 

 
4. 

The Board’s fiscal year shall be from January 1st to December 31st.  Financial statements 
shall be prepared on an accrual basis. 

Fiscal Accounting and Reporting 

 
5. 

An operating budget shall be prepared annually.  The Director of Library Services is 
authorized to administer funds according to the budget approved by the Board.  
Expenditures not contemplated in the approved budget, re-allotments, or over-
expenditure of funds will require the prior approval of the Board. 

Budgeting 

 
6. 

The Board approves the maintaining of a reserve fund of up to 10% of the annual 
operating budget.  Any monies identified in the annual audit as “surplus” will be reviewed 
by the Board and may be applied to the operating budget or a reserve fund.  An official 
review of the reserve funds will be done during the Organizational Meeting in November 
of each year.  Criteria will be established in determining how the reserve fund for Special 
Projects, a restricted use GIC will be allocated. 

Reserve Funds 

 
7. 

The Director of Library Services shall promptly attend to payment of accounts payable 
and shall provide a report of expenditures for approval of the Board at its next regular 
meeting. 

Accounts Payable 

 
8. 

The Director of Library Services shall maintain a complete record of all accounts 
receivable.  Accounts will be written off only with the authority of the Board. 

Accounts Receivable 
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9. Petty Cash 
The Director of Library Services may operate a Petty Cash account in the amount of $100 
for purchases not in excess of $50. 

 
10. Financial Reports and Statements 

The Director of Library Services will provide a financial status report at each regular 
meeting of the Board. 

 
11. Year End Financial Statements: 

An auditor will be appointed annually by the Board to prepare a Notice to Reader set of 
financial statements. 

 
POLICY No. 3B.1 
Reviewed: 
Amended: 
Due for Review: 
 
 

 
 
 

 
 
Serving under 3,000 
 
PERSONNEL 
 
 
Library Manager’s Job Description 
 
Duties 
Will work with the Board, staff and volunteers to achieve Library’s goals and objectives. 
 
Will work effectively with board members, staff/volunteers and colleagues. 

• Serve as senior staff member to the Board and is responsible to the Library board as a 
whole. 

 
Is an ambassador of good will for the library and the Library Board. 

• This means that policies set by the Board become the policies that you convey to your 
staff, volunteers, patrons and the general public in a positive manner. 

• You will at no time, discuss the Library budget or salaries in public.  Nor shall you make 
remarks concerning the library, its Board or Municipal government that could be taken 
as negative or disparaging. 

 
Will work within the political and social structures of the community we serve. 
 
  

POLICIES REQUIRED BY ALL BOARDS OPERATING A SERVICE POINT(S) 
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Will organize and supervise all aspects of operation of a small public library in a rural setting. 
• To manage the everyday business of running the library.  This means that every aspect 

of the everyday operation of the library is your responsibility as manager, according to 
the policies, budget and guidelines set by the Board and the Marigold Library System. 

• Will engage in strategic planning - assessing community/use needs, setting objectives, 
evaluating, measuring effectiveness of library programs and recommending policy to 
Board. 

• You are responsible for the management of the library, its inventory, and the library’s 
working relationship with Marigold Library system.  This means effective collection 
development practices (including selection and weeding), maintenance of books and 
minor repairs; processing of requests from users with a valid TRAC/TAL card and from 
other libraries and patrons in the province recognized by the TAL Card. 

• You are responsible for the deliver & pick up of library materials from the post office 
within each working day. 

• A monthly library manager’s report will be submitted to the Board for each Board 
meeting, reporting on library’s successes and challenges, including statistics. 

• You will supply Marigold Headquarters with reports as requested in their calendar. 
 
The Library Manager, staff and volunteers will strive to keep abreast of new library 
developments. 

• This includes relevant provincial and federal legislation that will improve or affect 
services offered. 

• You will make effective use of system consultants, Libraries Branch consultants and 
other library development resources.  You will adapt to new ideas and changing 
methods in order to offer improved library services. 

 
Is responsible for patron services. 

• You/staff/volunteers are to project an image of competence and courtesy, 
communicating positively and effectively with the public we serve. You, staff/volunteers 
will provide guidance in the use of all library resources. 

• Provide reference and reader’s advisory services. 
• Maintain awareness of and implement current and emerging technologies for the benefit 

of library patrons.  You will use a variety of electronic tools (email, online databases, 
web sites etc.); also performing troubleshooting on computers and other library 
equipment. 

• If there is an issue with a patron, it is the Manager’s responsibility to endeavor to 
resolve the problem in a courteous manner.  The incident should be included in library 
manager’s monthly report as well as recommendations, for Board’s approval, on 
new/revised policies or procedures required in this regard. 

 
Will utilize appropriate problem-solving and decision-making skills to further the goals and 
objectives of the library 
 
  



Library Policies – Questions to Ask  Page | 41 

Is responsible for the staff and volunteers; their training and performance and will abide by the 
Employment Standards Code, Labor Relations Code, human rights legislation and relevant 
federal and provincial acts. 

• If there is a performance issue with your staff member/s or volunteer/s, you are 
responsible for speaking with the staff member/volunteer and documenting the 
discussion for inclusion in their personal file.  You will keep Personnel Committee 
apprised of issues.  This incident will be included in library manager’s monthly report 
with resolution/future required action (to be given in confidence to identify board 
member). 

• Ensure orientation of new staff and volunteers, including in depth review of our library’s 
mission, goals, policies, procedures, and the Marigold Library System.  As a result, new 
staff will be able to provide complete patron services.  You will review the particular 
responsibilities of the new employee’s job and evaluation process. 

 
Initiate and keep current a procedures manual detailing every operation of the library for use 
by your employees and volunteers. 

• You will ensure that there is a current and comprehensive operating manual that will be 
a reference for staff, including policies, bylaws and operating decisions by the Board. 

 
Responsible for setting up and maintaining a record retention system in the library 

• This will include policies, minutes, budgets, personnel files, patron problems i.e. 
vandalism, Marigold correspondence as per the Record Retention Policy. 

 
Will bring to the Board suggested policies and/or operating procedure as a result of your 
management of the library. 
 
Will keep the Board apprised of new library developments initiated by Marigold Library System 
or otherwise. 
 
Will be fiducially responsible. 

• You will assist the board in preparation of the annual budget and will assure that this 
budget is adhered to.  If there are budget problems and a need for additional funds, a 
written report will be made to the Board/or Chair with full explanation.  The decision by 
the Board/Chair is to be adopted by the Manager. 

 
Will market library services to the entire community. 

• You will initiate programs designed to promote the use and services of the library and 
corresponding costs will be included in annual budget. 

 
Is responsible for all monies on site and petty cash. 

• You will report directly to Treasurer in this matter and provide  a monthly reconciled 
petty cash statement. 

 
Will cooperate with media. 

• Providing information pertaining to library programs and special events only; presenting 
the library in a positive view.  You will not give opinion on the policies of the library or of 
the Marigold Library System.  You will direct such media enquiries to appropriate the 
Board member. 
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Is responsible for the cleanliness and upkeep of the library and its contents. 
• You will ensure that the library protocol and cleaning schedule are adhered to and that 

access to the library and library book drop are kept clear of snow. 
 
Will continue to update your skills and development as a Library Manager 

• Attend Library workshops and other professional development or training opportunities 
as funds are available. 

• Complete or are successfully working towards completion of the Library Operations 
Assistant Certificate. 

 
Requirements of Position 
The Library Manager’s is very physically demanding and involves constant bending, walking 
and standing for extended periods of time. 

• The willingness and ability to lift and carry items weighing up to 40 pounds is a 
requirement of the position. 

 
Qualifications 

• A graduate from SAIT, or equivalent, in Library and Information Technology 
• Five years minimum experience as Library Manager or Assistant Library Manager. 
• Proven ability to work cooperatively under direction of Library Board with demonstrated 

flexibility and open communication with Board, staff and volunteers. 
• Ability to work in a rural setting. 
• Proven capabilities in administrative, human resources, office management and library 

services, acquisitions & collection management and patron services. 
• Working knowledge of Marigold Library System policies and procedures is an 

advantage. 
 

• Under the Libraries Act:  (The Board) 
• Has full management and control of the municipal library. 
• Shall organize, promote and maintain comprehensive and efficient library services in 

the municipality and may co-operate with other boards and libraries in the provision 
of those services. 

 
Library Manager’s Expectations of Board of Trustees 

• The Board will develop policies and bylaws that will govern the direction of the library. 
• The board will be accountable and legally responsible for Irricana Municipal Library. 
• The Board will set budgets and ensure that sufficient funds are available to meet 

budget.  Annual budget is submitted to Town Council for information. 
• The Board will ensure proper accounting records are kept.  An independent, qualified 

individual will review accounts each calendar year and prepare a financial report, which 
is submitted to Town council. 

• The Board will undertake long range strategic planning including the authorship of Plan 
of Service, Mission statement and a marketing policy and plan, reviewed annually. 

• The Board will define the principles, rules, governing style, roles, responsibilities and 
functions of the Library staff, Board members and Board committees. 

• The Board encourages continuing education and training of its staff and board members 
and makes provision for this in its policy, plan of service and budget. 
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Serving over 10,000 population 
 
Personnel 
 
8.1. Background 

The purpose of this policy is to outline the present procedures so that board and staff 
are aware of the privileges, benefits, and responsibilities of employment by the High 
River Library Board. 

 
8.2. Definitions 

8.2.1. Employer – shall mean the Board of the High River Library. 
8.2.2. Employee – shall mean an individual employed by the Board. 
8.2.3. Permanent employee – shall mean one who is employed on a permanent full-

time basis. 
8.2.4. Probationary employee – shall mean one who is employed on a probationary 

basis. 
8.2.5. Casual employees – shall mean all employees hired for a specific task; the task 

has a recognized termination date (i.e. STEP, ACE, etc.). 
8.2.6. Part-time employee – shall mean any employee who works less than a 35-hour 

week. 
 
8.3. Recruitment 

8.3.1. No new permanent position shall be created without the specific approval of the 
Board. 

8.3.2. All staff of the library shall be made aware of vacancies.  If it is determined that 
the vacancy cannot be filled by an existing employee, then the vacancy shall be 
advertised. 

8.3.3. When two employees of equal ability apply for a vacancy, the employee with 
the most seniority shall be awarded the position. 

8.3.4. Should a vacancy or new position not be filled after having been circulated 
internally, the position shall be advertised in the local paper, or Calgary area 
paper, as deemed necessary. 

8.3.5. The Director shall be appointed by a committee of the board, comprised of at 
least three (3) members. 

8.3.6. All other employees shall be appointed by the Director. 
8.3.7. As per Town of High River policy, relatives of existing employees may be hired, 

providing that the existing employee is not on the hiring panel, and no two 
relatives are employed in the same section where one acts as a supervisor. 

8.3.8. Employees shall be employed on a probationary basis for a period of three (3) 
months from the date of hiring.  During the probationary period such employees 
shall be entitled to the benefits of the position. 

8.3.9. With respect to discharge, a probationary employee may be terminated at any 
time during the probationary period for due case.  The employee may choose to 
terminate without notice during the probationary period. 

8.3.10. Permanent and part-time employees must give two (2) weeks’ notice. 
8.3.11. Volunteers are very valuable to the library operation.  They are assigned duties 

at the discretion of the staff. 
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8.4 Education and Professional Development 
8.4.1. The High River Library Board believes that the continuing education of its 

employees reaps dividends in a better-trained work force, and provides a wider 
range of options for employee utilization and development.  The Board highly 
commends such initiative on the part of the staff. 

8.4.2. All employees are eligible to participate in the professional development plan. 
8.4.3. To qualify for reimbursement, courses or programs should be sponsored by a 

recognized educational institution.  Correspondence courses are acceptable. 
8.4.4. Courses of study eligible for reimbursement shall be job-related and must have 

been given prior approval by the Director. 
8.4.5. Applications for programs or courses costing four hundred dollars ($400.00) or 

less can be approved by the Director, providing that the annual budget for staff 
development is not exceeded. 

8.4.6. Provided that participation has been given prior approval, the High River Library 
will pay either the registration or tuition fee, or a portion thereof, as funding 
permits, upon the successful completion of the course of studies. 

8.4.7. Refunds may be claimed by submitting a confirmation of passing credits 
(diploma, certificate, statement of marks) and a receipt for the fees.  This may 
be a photocopy. 

 
8.5 Job-Related Training/Seminars 

8.5.1. Library employees may request, or may be requested, to attend job-related 
training courses, seminars, or conferences.  All costs will be paid for those 
attending, funding permitting. 

8.5.2. The Director must authorize all requests. 
8.5.3. Wherever possible, the library will pay for registration(s) in advance and/or 

have bills sent directly to the library.  All other authorized expenses will be 
reimbursed upon submission of receipts. 

 
8.6 Performance Evaluation 

8.6.1. The primary purpose of performance evaluation is to compare actual results 
with desired results and to design action plans for the future.  The essence is 
guidance, mentoring, and development for continuing improvement.  It is also 
an opportunity to thank employees for their efforts on behalf of the library. 

8.6.2. The Director shall be evaluated by the Personnel Committee of the Board.  An 
evaluation form shall be completed by June of each year.  A copy of this form is 
on file in the office. 

8.6.3. The Chair of the Personnel Committee shall seek input from each Board 
member through an evaluation survey. 

8.6.4. A meeting shall be held with the Personnel Committee and the Director. 
8.6.5. A report to the Board shall be made by the Chair of the Personnel Committee. 
8.6.6. The Director is responsible for evaluating the staff.  A self-evaluation form shall 

be completed by each staff member, followed by an interview with the Director.  
The evaluations shall then be placed in sealed envelopes in the staff member’s 
personnel file.  This procedure is to be completed by June of each year.  A 
copy of this form is on file in the office. 
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8.7 Hours of Work 
8.7.1. A full-time employee works thirty-five (35) hours per week. 
8.7.2. Hours of work need to be flexible to cover the range of library hours of opening.  

The circulation supervisor will make the work schedules in consultation with 
employees. 

 
8.8 Pay and Overtime 

8.8.1. Employees are paid bi-weekly. 
8.8.2. Accurate time sheets shall be completed and signed by each employee and 

shall be the only recognized record of time worked. 
8.8.3. As a general policy, overtime is to be discouraged. 
8.8.4. Paysheets are to be submitted to the Town of High River Payroll Department 

for administration. 
 
8.9 Statutory Holidays 

8.9.1. The employees of the High River Library receive the following statutory 
holidays:  New Year’s Day, Good Friday, Victoria Day, Canada Day, August 
Civic Holiday Labour Day, Thanksgiving Day, Remembrance Day, Christmas 
Day and Boxing Day. 

8.9.2. The employees of High River Library shall also receive the following granted 
holidays:  Family Day and Easter Monday. 

8.9.3. The library will be open on Saturdays of long weekends. 
8.9.4. The library will open between Christmas Day and New Year’s Day, inclusive.  

The employees will be paid for statutory holidays during this period. 
 
8.10 Vacation 

8.10.1. Vacation time is granted as per the following schedule: 
a) 1 – 4 years of full-time employment – three weeks of paid vacation, or 6% of 

straight-time earnings minus used vacation time in that calendar year when 
terminating employment; 

b) 5– 9 years of full-time employment – four weeks of paid vacation, or 8% of 
straight-time earnings minus used vacation time in that calendar year when 
terminating employment; 

c) 10 – 19 years of full-time employment – five weeks of paid vacation, or 10% 
of straight-time earnings minus used vacation time in that calendar year 
when terminating employment; or 

d) 20 years of full-time employment – six weeks of paid vacation, or 12% of 
straight-time earnings minus used vacation time in that calendar year when 
terminating employment. 

8.10.2. Employees are urged to take the vacation within the calendar year when the 
vacation time has been earned. 

8.10.3. Part-time employees are paid 4% vacation pay and 6% after 5 years. 
8.10.4. If a statutory or declared holiday falls or is observed during an employee’s 

vacation period, the employee shall be granted an additional day of vacation 
with pay for each of the statutory or declared holiday days that so occur, in 
addition to his/her regular vacation. 
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8.11 Sick Leave 
8.11.1. Full-time employees are granted two (2) sick days per month which may be 

accumulated to a maximum of one hundred and forty (140) days. 
8.11.2. Any time taken off for sick leave shall be deducted from days allowed.  All 

employees shall notify the library on the morning of their first day of absence 
due to sickness. 

 
8.12 Compassionate Leave 

8.12.1. Permanent full-time employees will be entitled to compassionate leave of up to 
three (3) consecutive calendar days for compassionate circumstances of a 
relative or friend.  Extensions due to extenuating circumstances may be given 
by the Director. 

 
8.13 Fringe Benefits 

8.13.1. Full-time permanent staff are eligible for the following benefits: 
 (a) Alberta Health Care, (d) Group Life Insurance, and 
 (b) Group Vision Care, (e) Group Dental Care. 
 (c) Blue Cross, (f) Health Spending Account 

A full-time employee is defined as one who has been assigned to a position 
which has working hours that are equal to or greater than thirty hours of work 
per week. 

8.13.2. In lieu of pension, full-time permanent staff members will receive four and one-
half percent (4 ½%) of their salary.  The amount will be paid in December.  
Employees are encouraged to make contributions to their own Registered 
Retirement Savings Plans. 

8.13.3. The compensation package will be reviewed annually by a committee of the 
board.  The review is to be completed by the end of the first quarter (March 31). 

 
8.14 Other Issues 

8.14.1. Should a personnel issue come before the Board which is not covered in a 
specific area of the foregoing personnel policy, the High River Library Board will 
consider the current Town of High River personnel policy as a guideline in their 
deliberations and decision. 

 
8.15 Working Alone 

8.15.1. While a public library is not a location of high risk the safety of staff is a primary 
concern of the Board, therefore, it is the practice at the High River Centennial 
Library to ensure that there a minimum of two staff members on duty when the 
building is open to the public. 

8.15.2. There are times when staff are alone in the building: 
a) Prior to opening when staff are conducting early morning procedures. 
b) After hours books 
c) Situations when a coworker must leave for example to get change. 
d) Staff will be advised of procedures to follow to minimize the risk at such 

times. 
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8.15.3. Cash Handling 
• The staff will ensure that small amounts of cash are kept in the cash drawer.  

Cash handling operations will be done in an area of high visibility as 
recommended by the RCMP. 

• Only the main entrance is accessible to users.  A security peephole and a 
buzzer are located at the side entrance.  The door is visible from nearby 
windows to allow staff to check before opening the door. 

8.15.4. Communication 
• Staff has access to a telephone in three separate rooms of the library.  

Emergency numbers are posted near each telephone. 
• A security system has been installed for after hours security. 

8.15.5. Travelling Alone. 
• It is recommended that staff travel with a cell phone. 
• Ensure that administration knows the schedule and changes. 
• Ensure that someone at the destination knows the estimated time of arrival. 

 
 
 
Serving over 10,000 population 
 
Job Description 
 

__________________________ Library Board 
Library Manager Job Description 

 
General Description:  The Library Manager is accountable to the Library Board through the 
Chair of the Board.  The Library Manager is responsible for integrating the decision-making of 
the board with the operations of the Library. 
 
Skill Level:  Effective interpersonal skills are required in order to work effectively with the 
Board, staff, volunteers, and the community.  Specific qualities include the following: 

• Ability to interpret Board policy decisions to staff 
• Acts as a liaison between Board and staff. 
• Ability to analyze Library problems in preparation for Board action. 
• Leadership, coordination, initiative, and independence. 
• Demonstrated personnel and financial management skills. 
• Previous Library experience. 

 
Responsibilities:  The Library Manager has responsibilities in the following areas: 
 

1) The Library Board 
• Provides regular reports to the Board on all matters essential to the effective 

functioning of the Library and the Board. 
• Provides professional expertise, prompt and accurate Library information and 

opinions to the Board. 
• Maintains a good working relationship with the Library Board. 
• Participates in Board and committee activities as required. 
• Attends Board meetings or sends a staff representative. 
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2) General Administration 
• Directs policy implementation and administers the organization. 
• Manages the day-to-day operations of the Library. 
• Oversees property maintenance. 

 
3) Personnel Administration 

• Accepts responsibility for hiring, supervising, evaluating and dismissing staff. 
• Monitors staff progress, suggests further training, and provides motivation. 
• Provides an annual performance evaluation for all employees and reports results to 

the Board. 
• Accepts responsibility for staff performance. 
• Determines appropriate hours of work. 
• Arranges staff work schedules for the purpose of providing fair and adequate staff 

coverage during the hours of Library operation. 
 

4) Planning 
• Suggests policy to be set by the Board. 
• Assesses needs for new programs. 
• Prepares long and short-term program plans and proposals in consultation with the 

Board, staff, volunteers, and other community organizations. 
• Establishes operational program objectives, based on Board directions. 
• Establishes ongoing plans for existing Library activities. 
• Provides an atmosphere of continuous improvement. 

 
5) Financial Control 

• May administer Library funds according to the approved budget. 
• Puts together all monthly financial records including all revenue and expenditures. 
• Oversees bookkeeping and entry of financial information into M.Y.O.B. Accounting. 
• Provides monthly financial reports to the Board. 
• Oversees expenditures according to approved budget. 
• Advises Finance Committee on the annual budget. 
• Provides a short and long-term plan of service to the Finance Committee to aid with 

budget preparations.  Completes all applications for grants and financial assistance 
with the help of the Board or designated committee within. 

 
6) Public Relations 

• Promotes increased public awareness of the Library. 
• Ensures effective and friendly representation of the Library to the community. 
• Contributes a regular column to the local paper. 
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Principal Duties of the Library Manager 
 
1) Primary Functions 

a) Arranges staff work schedules to cover hours of operation. 
b) Attends Board meetings. 
c) Recommends policy to the Board. 
d) Provides advice to the Board. 
e) Participates in Board committee activities as requested. 
f) Prepares reports for Board meetings keeping the Board informed about the Library’s      

work. 
g) Plans, implements, and evaluates program policies. 
h) Orients new Board members to the Library and operations. 
i) Hires and supervises new staff. 
j) Administers all aspects of the Library’s operation. 
k) Provides friendly, helpful and efficient service to Library users. 
l) Initiates and prepares applications for funding for projects and programs, and follows 

through on reports of expenditures, as required. 
 
2) Other Functions 

a) Recruits new volunteers. 
b) Trains volunteers working at the Library. 
c) Represents the Library at community functions. 
d) Assists Board Chair in identifying assignments to working Committees of the 
e) Board and developing Board leadership. 
f) Compiles necessary statistics based on input from all other staff members. 

 
Qualifications: 

• Librarian with degree from an accredited post graduate degree in library science.  
Experience: at least three years in a supervisory role. 

• Knowledge and competency in computer/electronic management and use, management 
and supervisory skills are required assets. 

 
 
 

_______________________BOARD 
Assistant Library Manager Job Description 

 
General Description:  The Assistant Library manager is hired by, responsible to, and reports 
to the Library manager.  The Assistant Library Manager provides quality service to patrons and 
guests of the Library, and assists the Library Manager in the discharge of duties and 
responsibilities relating to operations of the Library.  In the absence of the Library Manager, the 
Assistant Library manager will be responsible for Library operations.  The Assistant Library 
Manager attends Board meetings that the Library Manager cannot attend. 
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General Duties and Responsibilities 
a) Takes registration of patrons and maintains files accurately. 
b) Checks Library materials in and out. 
c) Answers reference questions and assists patrons in finding appropriate Library 

materials. 
d) Provides patrons with Online Public Access Catalogue (OPAC) and Internet assistance. 
e) Performs all acquisition responsibilities with the assistance and advice from the Library 

Manager. 
f) Assists in collection maintenance and development including weeding, repair, shelving 

and shelf reading when necessary. 
g) Processes the mail both incoming and outgoing. 
h) In the absence of the Library Manager, assumes extra duties as required. 
i) Assists in training and supervision of other employees and volunteers. 
j) Arranges tours and orientations of the Library and provides information to patrons 

relating to Library services. 
k) Compiles necessary statistics. 
l) Keeps abreast of current developments in library services and programs through 

attendance at training workshops, seminars and conferences as budget allows. 
m) Assists in maintaining an active public relations with patrons and the public. 
n) Performs other Library duties as required. 

 
 
 

Stevens County Rural Library District 
4008 Cedar Street, Post Office Box 744 

Loon Lake, WA 99148 
(509) 233-9621 

 
Position Description 

 
POSITION TITLE:  Director 

FLSA STATUS:  Exempt 
SALARY RANGE:  $50,000-$58,000 
 
POSITION SUMMARY: Carry out Board of Trustee policy and administer the operation of 

the Stevens County Rural Library District 
 
RESPONSIBILITIES: 

Essential function of the position 
1) Implement policies established by the board of Trustees. Develop and recommend 

policies and policy revisions to the Board of Trustees. 
2) Interpret and communicate Board policies to the library staff and community. 
3) Develop and recommend an annual budget to the Board of Trustees; oversee budget 

administration. 
4) Analyze opportunities for and write grant proposals to increase the District’s financial 

resources. 
5) Administer all district operations. 
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6) Manage available resources in a manner that will most effectively and efficiently 
achieve the District’s mission, values and strategic plan goals and objectives. 

7) Provide professional reference and readers advisory services directly to users and 
through the support of paraprofessional staff. 

8) Develop library collections and access which responds to the evolving needs of all 
District residents as identified in service roles and priorities approved by the Board of 
Trustees. 

9) Analyze, research, develop and implement Board-approved programs for new or 
revised services and facilities which are responsible to changing service area needs. 

10) Model a management attitude and lead action which encourages staff and Board 
members to see the library as a consumer-directed service organization. Devise and 
implement methods of assessing user needs on a continuing basis. 

11) Independently, or through subordinate staff, select, develop, motivate, and evaluate 
District staff. 

12) Maintain effective working relationships with the Board of Trustees, District staff, 
government officials, community organization, and the general public. 

13) Represent the District in civic and community organizations. 
14) Foster appropriate cooperative relationships with area libraries, businesses, and 

community organizations. 
15) Participate in the activities of relevant professional library organizations. 
16) Perform other duties as may be directed by the Board of Trustees to support the 

District’s mission. 
 
SUPERVISION: 
Works under the general direction of the Board of Trustees.  Directly supervises other District 
employees. 
 
QUALIFICATIONS: 
 
Required 

1) Master’s degree in library and information science from an accredited graduate library 
program and/or certification by the Washington State Board for Certification of 
Librarians. 

2) At least 5 years varied and progressively responsible public library management 
experience, including at least 3 years in a mid to upper-level management or 
supervisory position. 

3) Working knowledge of and ability to apply the principles and practices of organizing, 
directing, controlling and evaluating. 

4) Demonstrated competence in long range planning and evaluation of library services 
and in current trends in library service, including management, automation, and 
collection development. 

5) Demonstrated ability to analyze financial needs and to prepare and administer a 
budget. 

6) Excellent verbal and written communication skills. 
7) Demonstrated ability to think creatively, develop plans of action, and carry them 

through to their successful completion. 
8) Demonstrated leadership ability, including team building and other modern human 

resources management skills. 
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9) Demonstrated ability to recognize and set priorities and to use initiative and 
independent judgment in a wide variety of situations. 

10) Demonstrated ability to select, develop, motive and evaluate subordinate staff. 
11) Demonstrated ability to build strategic partnerships and community coalitions, and to 

foster positive relationships, especially in a rural setting. 
12) Valid Washington State Driver’s License and normal risk insurability 
13) Proof of United States citizenship or is an alien authorized to work in the United 

States. 
 
Preferred 

1) Previous work experience in a multi-branch public library system. 
2) Demonstrated ability to write and administer grants. 
3) Demonstrated ability to develop and manage building programs. 
4) Valid first aid certificate. 

 
WORKING CONDITIONS: 
Normal office and library environment. Frequent travel in rural areas. 
 
PHYSICAL AND MENTAL REQUIREMENTS: 

1) Ability to hear and speak with customers, staff and telephone callers. 
2) Ability to sit for extended periods. 
3) Ability to use keyboard and to view computer monitor for extended periods. 
4) Ability to travel to district libraries and other locations inside and outside the District. 
5) Ability to lift and carry at least 35-40 pounds. 
6) Ability to solve problems, including interpretation, setting priorities, and managing 

detail and multiple demands. 
7) Ability to work under medium to high levels of stress. 
8) High tolerance for multiple interruptions. 
9) Ability to cooperate and get along with a variety of people. 

 
 

SELECTION, ACQUISITION, PURCHASE AND DISPOSITION OF 
RESOURCES 

 
Collection Management 
 
4.1 Background 

Collection development and assessment is an ongoing concern of librarians and library 
trustees.  It arises from the formal and informal assessment of educational, 
informational, and recreational needs of the community.  The policy must be flexible to 
meet the changing interests and concerns of the community. 

 
4.2 Selection 

4.2.1. The Director is responsible for the selection of library materials. 
4.2.2. Materials are selected for purchase using the general criteria that they 

entertain; educate; inform; or add to the historical, scientific, and cultural 
knowledge of the community. 

4.2.3. Purchases will be authorized within budgetary considerations. 
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4.2.4. The Director will use sources such as bibliographies, reviews, catalogues, 
recommendations by consultants, requests by users, and other resources to 
develop the library collection. 

4.2.5. Materials will be evaluated and selected according to the following: 
 (a) suitability of format (d) budget 
 (b) accuracy of information (e) collection balance 
 (c)  relevance to community needs (f) quality 
 
4.3 Selection – Special Considerations 

4.3.1. Multiple copies will be purchased to meet the need for high-demand titles. 
4.3.2. Replacement copies will be considered when a title is withdrawn from the 

collection due to loss, damage, or wear.  Guidelines for replacement include:  
duplicates already in the collection, coverage of the subject area, availability, 
and the demand for that particular title. 

4.3.3. Foreign language materials have not been in high demand at the High River 
Library.  Requests for such materials will be accessed through the Alberta 
Multilingual Book Consortium (AMBC).  However, we do purchase junior 
French language materials to meet the need of French immersion schools in 
our community. 

4.3.4. Large print books will be selected through available resources to serve the 
large number of seniors in the High River community. 

 
4.4 Scope 

4.4.1. In general, the library will include but not be limited to the following formats: 
 (a) books (f) microform (k) CDs 
 (b) periodicals (magazines) (g) newspapers (l) electronic database 
 (c) e-books (h) large print  
 (d) government documents (i) pamphlets 
 (e) DVDs (j) CD-ROM 

4.4.2. Other formats will be considered as demand, need, and budget permit. 
4.4.3. The local history collection is a special interest of the High River Library.  In 

order to maintain this collection, new local histories, especially of southern 
Alberta, will be purchases as they become available. 

4.4.4. Alberta art, with a special emphasis on the works of local artists, will be 
acquired and preserved in a permanent collection funded from interest on the 
Martha Houston Memorial Fund, a trust established in Miss Houston’s memory, 
for this purpose.  Art is selected by the Director and/or a committee of the 
board.  Art shows held at the library are viewed for appropriate purchases, as 
are other local art shows. 

4.4.5. In 2008 the High River Library received a bequest from the Marilyn Wishart 
Estate.  The bequest is to establish the Bryce and Marilyn Wishart Endowment 
Fund.  The endowment fund is to be used solely for the purchase of books.  
Funds will be invested conservatively with a portion of the interest used to 
purchase books. 
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4.5 Gifts and Donations 
4.5.1. The Board encourages donations of books and other materials to the High 

River Library.  Such gifts are greatly appreciated. 
4.5.2. However, the same principles of selection are applied to gifts as purchased 

materials. 
4.5.3. Any donated material which is not added to the collection will be disposed of 

through the sale table or by donation to other libraries. 
 
4.6 Weeding 

4.6.1. The collection is assessed by the Director on an ongoing basis in order to 
maintain a high standard. 

4.6.2. The materials will be examined to determine suitability for the collection on the 
following criteria: 

 (a) physical condition  (c) usage 
 (b) currency of subject matter (d) age 

4.6.3. Weeded materials will be disposed of at the discretion of the Director by the 
following means: 

 (a) exchange/donation to another library (c) sale to the public 
 (b) donation to schools (d) destruction 
 
4.7 Intellectual Freedom 

4.7.1. The High River Library subscribes to the Statement on Intellectual Freedom of 
the Canadian Library Association which affirms its belief in the following: 

 
All persons in Canada have the fundamental right, as embodied in the 
nation’s Bill of Rights, and the Canadian Charter of Rights and Freedoms, to 
have access to all expressions of knowledge, creativity and intellectual 
activity, and to express their thoughts publicly.  This right to intellectual 
freedom, under the Canadian law, is essential to the health and development 
of Canadian society. 
 
Libraries have a basic responsibility for the development and maintenance of 
intellectual freedom.  It is the responsibility of libraries to guarantee and 
facilitate access to all expressions of knowledge and intellectual activity, 
including those which some elements of society may consider to be 
unconventional, unpopular, or unacceptable.  To this end, libraries shall 
acquire and make available the widest variety of materials. 
 
It is the responsibility of libraries to guarantee the right of free expression by 
making available all the library’s public facilities and services to all individuals 
and groups who need them. 
 
Libraries should resist all efforts to limit the exercise of these responsibilities 
while recognizing the right if criticism by individuals and groups. 
 
Both employees and employers in libraries have a duty, in addition to their 
institutional responsibilities, to uphold these principles. 
-adopted by the Canadian Library Association, Winnipeg, 1974 
-amended November 17, 1983, and November 18, 1985 
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4.7.2. The High River Library Board does not interpret its function nor that of its 
administrators to be the supervisor(s) of public morals.  The Board believes in 
the freedom of the individual, and the right and obligation of parents to develop, 
interpret, and enforce their own code of acceptable conduct upon their own 
household. 

4.7.3. The library will provide, as far as possible, materials on all sides of controversial 
issues, including representation of unpopular or unorthodox positions, without 
censorship or bias, providing the materials give evidence of a sincere desire to 
be factual. 

4.7.4. The public has a right to request the library to reconsider a title that has been 
selected.  The steps in the reconsideration procedure are: 
a) Discuss the title(s) with the Director of the High River Library. 
b) If the user is still dissatisfied, a formal complaint will be handled in the 

following way: 
• A letter, which clearly outlines the user’s concern(s), should be sent to 

the High River Library Board. 
• The title will be reviewed by the Board and a decision will be reached. 
• The High River Library Board will inform the user of the results of the 

review. 
 
 
 

RESOURCE SHARING 
 
 

Policy # Resource Sharing 
 

Approved by the _______ Library Board:  November 1, 2010 
Reviewed by the Policy Committee:  May 24, 2011 
Next review date:  May 2013 
 
The Libraries Act Regulation 7 (2)(c): 
Resource sharing including participation in a provincial resource sharing network and the 
conditions that apply to the acquisition of library resources and information from other sources 
including inter-library loans and information in electronic databases. 
 
#  Statement of Intent 
The ___Library Board participates in the Provincial Resource Sharing Network and by virtue of 
membership in the ________ Library System, and the Alberta Public Libraries Electronic 
Network (APLEN)(TAL)  and therefore shall abide by the rules and procedures as outlined by 
all. 
 
Conditions 
The board participates in the provincial resource sharing network and with the System/Node as 
outlined in the Provincial Resource Sharing Network Guidelines. 
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5.1 Procedures 
The board will not charge another member library for the interlibrary loan service. 
 
The board publicizes the interlibrary loan, APLEN and TAL card services to the patrons 
through newspaper articles, posters and brochures, presentations to groups and 
organizations, and displays within the community. 
 
Training of staff in resource sharing is the responsibility of the Board through the 
System, APLEN and TAL and shall be carried out through a combination of on-site 
visits, workshops, memo, procedures manuals, and conferences. 

 
 
 

PROVISION OF SERVICE TO THOSE UNABLE TO USE 
CONVENTIONAL PRINT 

 
 

______  Library Board 
Policy 7.0 Provision of Library Materials in Non Conventional Format 

 
Approved by the _____ Library Board:  December 13, 2010 
Reviewed by the policy committee:  November 29, 2010 
Next Review Date:  November 2013 
 
The Libraries Regulation 11.3 (n) 
Provision of library materials to persons unable to use conventional print materials, including 
provision in cooperation with the (Provincial Government) Libraries Branch and Community 
Agencies. 
 
7.1 Statement of Intent 

The __ Library Board believes those persons unable to handle conventional print materials 
in a normal manner are entitled access to the library and information services. 

 
7.2 Conditions 

The __Library Board endeavors to provide materials in a form appropriate to the user, 
from whatever source is available. 

 
The __Library Board endeavors to supply to our users materials in an unconventional 
format as needed including but not limited to: 

• Computer software 
• Talking Books (participating in Alberta Book Consortium and VISUNET) 
• Music Compact Discs 
• Multilingual titles (participating in International Collection Consortia) 
• Large Print titles 
• Adaptive technology for computer use 
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7.3 Procedures 
The __Library Board will provide access to materials through such means as, interlibrary 
loan, (Provincial Government) Libraries Branch, liaison with the community, or support 
agencies in order to put the end user in touch with the source. 
The __Library Board as a member of the ________Library System will access 
unconventional materials through the Alberta Book Consortium, the International 
Collection Consortia, and VISUNET if requested. 

 
 
 

CONDITIONS UNDER WHICH LIBRARY RESOURCES WILL BE LOANED 
 
 

YELLOWHEAD COUNTY LIBRARY BOARD 
POLICY:  PART III, OPERATIONAL 

C.  LIBRARY OPERATIONS 
 
Subject:  Loan of Library Resources 
Policy No.   3C.2 
Date Approved: 
 
POLICY STATEMENT: 
The Yellowhead County Library Board in regulating the lending of library resources aims to 
facilitate the use of the resources and still allow sufficient materials, time, and freedom for use 
by all persons wishing to access same. 
 

A.  LOAN OF RESOURCES 
1.  An eligible borrower may have a maximum of fifty (50) circulating items on loan at 

any one time, of which not more than five (5) may be video tapes and/or DVDs, 
unless they comprise one item made up of more than 5 DVDs. 

2. Books, book-on-tape, and CDs may be borrowed for a period of three (3) weeks. 
3. Video tapes, DVDs, CD-ROMs, and circulating magazines may be borrowed for a 

period of one (1) week.  Inter-library loans may be for a three-week period. 
4. Provided no one else is waiting for the borrowed item, resources may be renewed 

for up to two (2) additional loan periods. 
5. Library patrons may reserve library resources to a maximum of fifteen (15) holds per 

borrower. 
6. Fines for overdue materials will be as follows:  10 cents per open library day per 

book and 25 cents per open library day per audio visual items. 
 

B. SUSPENSION OF BORROWING PRIVILEGES 
Borrowing privileges are suspended until all overdue fees are paid when the total of the 
fines reaches ten ($10.00) dollars. 
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C. NON-CIRCULATING MATERIALS 
At the discretion of the Library Manager in consultation with the Director, some 
resources, including those deemed to be irreplaceable or needed in the reference 
collection for basic informational services, may not be loaned. 

 
POLICY No. 3C.2    Reviewed:   Amended:   Due for Review 

 
 
 

HOURS OF SERVICE 
 
 
Subject:  Hours of Operation 
Policy No.  3C.4 
Date Approved: 
 
POLICY STATEMENT 
The Yellowhead County Library Board shall set hours of service to encourage library use by all 
residents of the community. 
 
LIBRARY HOURS 
It is the policy of the Board to ensure that the library hours are consistent with the Alberta 
Libraries Act and Regulations, Alta. Reg. 141/1998, section 17(c) which requires regularly 
scheduled public hours of operation per week, including both daytime and evening, and/or 
weekend hours twelve months of the year. 
 
PUBLIC HOURS OF OPERATION 
The current Hours of Operation for each library are as follows: 

(1)  Green Grove Public Library (Niton Junction) 
Hours of Operation: Monday, Tuesday & Wednesday 10:00 am – 4:30 pm 
 Thursday 12:30 pm – 8:00 pm 

(2)  Wildwood Public Library 
Hours of Operation: Tuesday & Friday 10:00 am – 5:00 pm 
 Thursday 3:00 pm – 8:00 pm 
 Saturday 10:00 am – 3:00 pm 

(3)  Evansburg Public Library 
Hours of Operation: Tuesday 12:00 pm – 8:00 pm 
 Wednesday 12:00 pm – 8:00 pm 
 Thursday 12:00 pm – 8:00 pm 

The Director may authorize that the library be closed on Statutory Holidays or on days when 
there is a power and/or equipment failure, extreme weather conditions, or a community event.  
As soon as it is determined that the library will be closed, the closed days must be posted so 
that the public is informed. 
 
POLICY No. 3C.4 
Reviewed: 
Amended: 
Due for Review:  
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CONDITIONS FOR USE OF AREAS OF LIBRARY NOT NORMALLY USED 
FOR PUBLIC SERVICE 

 
 
3. Policies Pertaining to Library Facilities 
 

Rental of Meeting Rooms 
Rental of meeting rooms will be as set out in the Operational Bylaws of the Municipality of 
Crowsnest Pass Library Board. 

 
Guidelines for acceptable use of meeting rooms: 
1. Ensure all materials have been cleared away so that the room remains tidy and 

uncluttered before leaving. 
2. Ensure lights are turned off, windows and doors are secured prior to leaving. 
3. The continuing good care and condition of the room including furniture, equipment, light 

fixtures, walls, ceiling, floors, all parts of counter tops and cabinets will be the 
responsibility of the renter.  All damage shall be reported to library staff immediately and 
shall be repaired at the expense of the renter. 

4. The renter will notify library staff before leaving the library. 
 
 
 
 
 
 
 
 
Acceptable Internet Usage 
 

Wetaskiwin Public Library 
Policy Manual 

 
 

 
Policy Number:   2400 
 
Policy Title:    Computer and Internet Usage Policy 
 
Date Approved:   November 20, 2001 
 
Date Sent to Libraries Branch  January 10, 2002 
 
1. Mission 

1.1. The Library is committed to providing library services and materials to meet the 
educational, recreational, and cultural requirements of the residents of the City of 
Wetaskiwin and the surrounding area. 

  

OTHER POLICIES 
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1.2. In response to advances in technology, and the changing needs of the community, the 
Wetaskiwin Public Library has made computers available to the public in order to 
provide access to the Internet, E-mail, and word processing. 

2. Acceptable Use 
2.1. Equipment has been partially purchased through grants received from various 

agencies so conditions laid out by these agencies must be met. 
2.2. Library computers are primarily for research, business and study purposes. Library 

patrons use the Internet at their own discretion.  Each patron must agree to the rules 
and protocols regulating use of computers in the Library.  Wilful disregard of these 
rules will be grounds for suspension of the privilege of using the computers and 
accessing the Internet.  Patrons are liable for any damage done to the computer's 
hardware or software and for any illegal or unacceptable acts performed through the 
Library system. 

2.3. The Library does not monitor and has no control over the information accessed 
through the Internet and is not responsible for its content.  Users are responsible for 
the Internet sites they reach and the information they access. 

2.4. It is the Library's policy that parents or legal guardians must assume responsibility for 
deciding what library resources are appropriate for their children.  Parents are 
expected to monitor and supervise their children's use of the Internet and computer 
equipment; the Library staff is not in a position to provide this monitoring and 
supervision or to serve in loco parentis. 

2.5. Patrons are required to adhere to federal and provincial laws relating to computer 
usage.  Provisions to the Criminal Code include restrictions on communications in the 
areas of: 
2.5.1. Obscene Material 

The Criminal Code defines obscenity as "any publication, a dominant 
characteristic of which the exploitation of sex, or of sex and any one of the 
following subjects, namely crime horror, cruelty and violence.”  The Criminal 
Code does not generally restrict nudity or graphic sexual imagery.  Some 
library patrons may find such material offensive, particularly if it is viewed by 
children, but it is not contrary to the criminal law.  The law includes the offense 
of publishing or distributing obscene material. 

2.5.2. Child Pornography 
Child pornography is "any visual representation depicting a minor engaged in 
explicit sexual activity or having as its dominant characteristics the depiction of 
a minor's sexual organs, or counselling sexual activity with a minor." 

2.5.3. Hatred 
The Criminal Code prohibits the communication of statements in a public place 
that incite hatred against an identifiable group where such incitement is likely 
to lead to a breach of the peace. 

2.5.4. Sedition 
The Criminal Code prohibits the teaching or the advocacy of the use of force to 
accomplish government change. 

2.6. Copyright laws and software licensing are in effect on all of the Library's computers.  
Illegal activity will be reported to appropriate authorities. 
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2.7. If computer usage results in the disruption of Library services or if patron behaviour 
when using the computers becomes inappropriate for a library setting, the Library 
reserves the right to end the patron's session. 

2.8. Users may use ONLY the software installed on the computer and must not attempt to 
install additional software. 

2.9. If a patron is concerned about inappropriate usage, he/she should immediately contact 
a staff member.  Should a patron desire to report a suspected breach of Internet 
usage policy, compliant forms will be available at the front desk. 

 
3. Access 

3.1. The Library's computers may be accessed at any time the library is open to the public, 
except during computer maintenance, training, or special programs.   Library staff will 
specify when the computers will be turned off prior to closing.  The computer and 
Internet resources must be used within established time limits. 

3.2. The Library, and its staff, cannot control the availability of access to the Internet or to 
specific information sites.  The capacity of the Library’s Internet provider is limited and 
not available at all times.  As well, information sites change rapidly and unpredictably.  
Finally, not all Internet information sources provide accurate, complete or current 
information.  Users need to be careful “information consumers” and question the 
validity of the information received. 

3.3. Prior to using the Internet for the first time at the Library, every patron is required to 
sign the Internet Policies Disclaimer. 

3.4. Children under the age of 16 who wish to use the Internet must have a parent or 
guardian complete a permission form or be accompanied by an adult.  Library 
personnel may request proof of age.  Access can be denied in the absence of the 
requested proof of age. 

3.5. All patrons are required to register at the front desk prior to beginning their computer 
session. 

3.6. Users must have basic familiarity with the Internet and the Windows computer 
operating systems.  Library personnel are only available to assist users with basic 
computer usage or Internet searching on a limited basis, as time and scheduling 
permits. 

3.7. Computer printing is available for a fee per page.  Patrons may only use paper 
provided by the Library.  Individuals are responsible for all items printed including 
mistakes. 

3.8. Formatted computer disks may be purchased at the circulation desk. 
 
4. Code Of Conduct 

4.1. The use of the Library's computers is a privilege and not a right.  Usage may be 
revoked at any time for inappropriate conduct.  Any library staff member has the 
authority to suspend usage.  Length of suspension will be determined on a case-by-
case basis. 

 
5. Due Diligence 

5.1. Wetaskiwin Public Library exercises due diligence by having an Internet and 
Computer Usage Policy. 

5.2. Such policy includes a complaint procedure and staff training to recognise illegal or 
unacceptable Internet usage. 
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Unacceptable Behaviours 
 
 
City of Edmonton Public Library Board 
 
DEPARTMENTAL INSTRUCTIONS 
 
AUTHORITY EFFECTIVE DATE CHAPTER 

C-8 
  Associate Director – Management Services July, 2001 PAGE 

6 pages 
TITLE 
  Customer Services – Unacceptable 
Behaviours 

 CITY 
POLICY 
NUMBER 
 

 
Edmonton Public Library customers expect and deserve a safe and pleasant environment in 
which to use the library’s services and facilities.  Unfortunately, the behaviour of a few library 
visitors may disturb this environment from time to time.  Behaviour becomes unacceptable 
when it interferes with other persons’ use of the library or when it could result in injury to self or 
others. 
 
Management of Unacceptable Customer Behaviours 
 
1. In organizations which deal with the public, issues are bound to arise.  These may range in 

seriousness from an unintentionally disruptive behaviour, such as whistling, to actual 
physical assault.  Each particular situation is different and is dealt with accordingly.  An 
approach that works with one customer may not work with another, nor will an approach 
used successfully by one staff member necessarily work for another staff member. 

2. All instances of unacceptable customer behaviours are to be discussed with the Manager 
or Assistant Manager.  If the staff member has found a particular episode to be very 
distressing, the Manager may refer the staff member to the Personnel Division for further 
assistance. 

3. Clearly no all-encompassing approach can be provided for dealing with unacceptable 
behaviours, but a usual course of action should be: 

a) The staff member approaches the customer, states what is causing the problem, 
why it is a problem and asks that the action cease; 

b) If the behaviour persists, a final warning is issued by the person in charge stating 
that the action must cease or the customer will be asked to leave, if necessary with 
the help of the Police. 

c) If the behaviour persists: 
i) at the Stanley A. Milner Library, the security guard is called and follows 

through with whatever action was stated during the final warning.  If the 
situation demands, the security guard will call the Police for assistance; 
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ii) at the branches, based on the nature of the emergency  
 if the branch is a ‘standalone’ building, the person in charge may call the 

Police or Initial Security 
 if the branch is located within a mall and arrangements are in place with mall 

security, the person in charge may call for help from mall security guards* or 
call the Police. 

*Mall Security Guards 
Shopping mall security guards serve the public areas of the shopping malls.  Individual tenants 
are responsible for their own security.  Mall security guards will assist, however, in desperate 
situations.  Managers of library branches in shopping malls or other public facilities with 
security guards are requested to discuss security policies and practices with the appropriate 
mall or public administration officials.  

 
The above are suggested guidelines only and are not meant to be firm rules.  Action must be 
taken as dictated by the situation.  
 
The following are some of the more commonly encountered unacceptable customer 
behaviours, along with suggestions as to how to deal with them:  
 
Disruptive Behaviour 
 
Disruptive behaviour by an individual or small groups may include such things as smell (body 
odour, perfume, cologne), noise (e.g. disruptive use of cell phones, a baby’s lengthy crying 
spell, disciplining children in a manner which disrupts the use of the library by others), loud 
talking, continuous movement, destruction of property and smoking.  The behaviours may elicit 
general complaints by others or cause discomfort to other library customers.  
 
These individuals may not be aware that their behaviour is disruptive.  Therefore, they should 
be told politely, but firmly, that their behaviour is unacceptable and that it must cease.  If the 
behaviour continues, the warning is repeated and: 
 

a) at the Stanley A. Milner Library, Security is notified and informed of what has 
happened.  If the behaviour persists, Security is called and the customer is asked to 
leave; 

b) at the branches, the person in charge asks the customer to leave.  If the customer 
refuses or causes a disturbance, the Police or Initial Security are called. 

 
Unattended or Unsupervised Children:  A Policy for Safe Children 
 
Children are welcome in our libraries.  The library is concerned about their safety and welfare.  
However, the responsibility for the safety and behaviour of children in the library rests with the 
parent or caregiver and not with library staff. 
 
Children under the age of 10 must be accompanied by an adult, and caregivers are requested 
to remain in the library if their children participate in library programs.  Groups of children must 
be accompanied at all times by an adult. 
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Parents or caregivers are responsible for their children’s behaviour while using the library’s 
Internet workstations.    
 
Unacceptable behaviours may include children who are noisy, running loose, lost or behaving 
in a disturbing manner.  Managing disruptive behaviour of children depends entirely on the 
individual situation.  At times, staff may be able to distract a screaming child; at other times, 
may provide comfort to a child who appears lost or frightened.  What would be acceptable 
behaviour in a very young child may not be acceptable in an older child.  When dealing with 
children, it is important that the unacceptable behaviour be explained as well as why it is 
unacceptable.  From there, warnings may be issued as with adults, i.e. a child can be asked to 
leave the library.  
 
When dealing with an unsupervised or unattended child: 
 

a) try to determine if the parent is in the building and, if so, notify the parent of the 
situation.  If the child’s behaviour continues to be disruptive, both the parent and the 
child may be asked to leave the premises; 

b) if the parent is not in the building, an attempt should be made to contact the parents, 
inform them that the library is not willing to supervise the child and that the child is to 
be picked up immediately.  The staff member may also advise the parent that, in 
future, the Police may be contacted; 

c) if the parent(s) cannot be contacted and the library is closing, then the Police must be 
notified that a child has been abandoned in the library.  Under no circumstances will 
library staff provide a ride home for the child.   

 
Unacceptable Use of Internet Stations  
 
The Edmonton Public Library prohibits the use of its workstations for illegal purposes.  Such 
illegal and forbidden activities include: 
 

• the harassment, libeling or slander of others, the display or dissemination of hate 
literature, child pornography, illicit drug literature or obscene material; 

• the display or dissemination of material tending to deprive any person of his or her 
rights, to expose any person to hatred, or to affront human dignity; 

• the viewing of pages which display graphic pornography; 
• carrying out fraud or other illegal activity or invading the privacy of others, whether 

through personal misrepresentation or any other means.  
 

When faced with illegal behaviour at the Internet stations, staff will issue a verbal warning to 
the customer to terminate the session.  If the behaviour persists: 
 

a) at the Stanley A. Milner Library, Security is called.  The session is terminated and 
the customer is asked to leave the library.  If necessary, Police may be called; 

b) at branches located in malls, mall security may be contacted and the customer is 
asked to leave the library.  If the behaviour persists, the Police may be called; 

c) at ‘standalone’ branches, the Police or Initial Security may be called. 
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Physical, Sexual or Verbal Abuse of Customers or Staff 
 
Irate Customers 
 
Customers may become irate for various reasons, including overdues, fines, materials not 
being available, lineups, equipment failures, other customers/staff or waiting for use of Internet 
stations.  When dealing with an irate customer, care is taken not to come across as combative, 
fearful or uncaring.  If the customer does not respond to the staff member’s explanation, the 
next level of authority is called or an avenue of appeal explained, e.g. call back from Manager, 
Associate Director, or Director.  Business cards of Division/Service Point Managers are kept at 
service desks for distribution as required.  
 
If physical violence erupts between two customers: 
 

a) at the Stanley A. Milner Library, Security guards will be called; 
b) in branches, mall security may be called, the Police or Initial Security, as appropriate. 

 
Verbal Abuse 
 
Library employees treat each other and customers with respect and are entitled to be treated 
with respect in return. Verbal abuse may occur either in person or by telephone.  If someone is 
being abusive, the staff member explains to the customer in a calm, business-like manner that 
this is not an acceptable behaviour.  If it continues: 
 

a) In person – staff member turns away and calls the next level of authority.  If the 
behaviour continues, the customer is asked to leave and an avenue of appeal 
explained. 

b) By telephone – staff member calmly explains to the individual that the telephone call 
is being terminated and quietly hangs up the receiver. 

 
Deviant Sexual Behaviour 
 
This may include peekers, flashers, talkers and displayers of pictures.  Generally these people 
are looking for some sort of shock or surprise reaction and if confronted will flee.  
 

a) at the Stanley A. Milner Library, call Security immediately. 
b) at the branches, a detailed description is recorded and the Police called immediately. 

Based on arrangements with mall administration, mall security may be called for 
branches situated in malls.  

 
The staff member should be prepared to sign a complaint for the Police, if asked, so that action 
can be taken.  Although the offender may be gone, Security guards or the Police are still 
notified and the incidents are always reported.  The staff member is also to discuss the 
situation and describe the offender to the Manager. 
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Harassment 
 
Harassment may include both active and passive threats and advances to staff or other 
customers.  Outright harassment is against the law and is not tolerated.  The customer is 
informed that the behaviour is not acceptable and that, if it continues, the customer will be 
ordered to leave.  At all locations, it is important that the situation be discussed with the 
Manager.   
 

a) at the Stanley A. Milner Library, Security is to be called so that close attention can 
be paid to the customer.  This will provide corroboration for any action that may later 
be taken; 

b) at all service points, if a customer refuses to leave or returns and continues the 
harassment, the Police or Initial Security should be called.   

 
The staff member should be prepared to sign a complaint, on the advice of the Police, and 
follow through with whatever action is necessary.  The Library will provide the employee with 
whatever support is necessary under the circumstances.  
 
Use of Alcohol and Drugs 
 
Use of alcohol and drugs includes possession and being under the influence.  The sale, 
consumption or visible intoxication by alcohol or a drug is against the law in the library.  If any 
of these situations occurs, the staff member informs the person in charge who will: 
 

a) call Security  (Stanley A. Milner Library).  The security guard at the Stanley A. Milner 
Library will use his discretion as to whether to ask the customer to leave or to call the 
Police and have the customer charged; 

b) call mall security (branches in malls) or the Police/Initial Security (‘standalone’ 
branches) immediately.   

 
Use or Display of Weapons 
 
This may include possession of a weapon or threats made with a weapon.  Weapons have not 
been a major problem in the Edmonton Public Library.  In the event that a staff member is 
threatened with a weapon, the employee is to immediately go to a safe location and call the 
Police and/or Security.  Unless the staff member is absolutely certain that the weapon is a toy, 
it is to be considered a dangerous weapon. 
 
Violence and Harassment Policy 
 
Background 
The Occupational Health and Safety Code of Alberta requires employers to: 

• recognize and assess workplace violence as a hazard 
• develop a policy and procedures on potential workplace violence 
• communicate the organization’s policy and procedures related to workplace violence 
• instruct workers on recognizing workplace violence 
• develop appropriate responses to workplace violence 
• develop procedures for reporting, investigating and documenting incidents of workplace 

violence. 
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Because it is related, many employers have added workplace harassment to the policy.  The 
Canadian Human Rights Act gives each of us an equal opportunity to work and live without 
being hindered by discriminatory practices, including harassment. 
 
Statement of Belief 
Chinook Arch Regional Library System promotes an abuse-free environment in which all 
people respect one another and work together.  Any act of violence or harassment committed 
by or against any individuals affiliated with this organization is unacceptable conduct and will 
not be tolerated. 
 
We are committed to: 

a) investigating reported incidents of violence and harassment in an objective and timely 
manner 

b) taking necessary action: and 
c) providing appropriate support for victims. 

 
Purpose 
The purpose of this policy is to ensure that 

a) individuals are aware of and understand that acts of violence or harassment are 
considered a serious offence for which necessary action will be imposed; 

b) those subjected to acts of violence or harassment are encouraged to access any 
assistance they may require in order to pursue a complaint; and 

c) individuals are advised of available recourse if they are subjected to, or become 
aware of, situations involving violence or harassment. 

 
Policy 
Employees or any other individuals affiliated with this organization shall not subject any other 
person to workplace violence or allow or create conditions that support workplace violence.  
No action shall be taken against an individual for making a complaint unless the complaint is 
made maliciously or without reasonable and probable grounds. 
 
Guidelines/Definitions 
 
Acts of violence and harassment can take the form of physical contact or non-physical 
behaviors and can include but would not be limited to: 
 

• threatening behaviour - such as shaking fists, destroying property or throwing 
objects.  

• verbal or written threats - any expression of an intent to inflict harm.  
• harassment - any behaviour that demeans, embarrasses, humiliates, annoys, alarms 

or verbally abuses a person and that is known or would be expected to be 
unwelcome. This includes words, gestures, intimidation, bullying, or other 
inappropriate activities.  

• verbal abuse - swearing, insults or condescending language.  
• physical attacks - hitting, shoving, pushing or kicking. 
 

Acts of violence and harassment destroy individual dignity, lower morale, engender fear, and 
break down work unit cohesiveness. 
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Supervisors at every level must be knowledgeable about and sensitive to the many forms that 
violence and harassment can take.  It may in fact be unintended; the test is whether a 
reasonable person knows or ought to have known that the behaviour would be considered 
unwelcome or offensive by the recipient. 
 
Consequences 
Violations of the policy may be subject to disciplinary action commensurate to the incident, up 
to and including dismissal. 
 
For acts of violence or harassment by individuals outside of this organization, action taken 
would be commensurate with the incident up to and including temporary or permanent 
withdrawal of services or legal action. 
 
Procedure 
Staff faced with an urgent situation involving threatening of violent conduct, where there is 
reasonable belief that the safety of persons may be threatened, should contact the police 
immediately. 
 
For other incidents:  

1. Discuss the matter with your supervisor.  Prior to filing a formal report of the incident, 
the person subjected to workplace violence or harassment, with the assistance of the 
supervisor, should let their objections to the behaviour be known to the alleged offender. 

2. It not satisfied at this time, the complainant and/or their supervisor will document the 
incident and notify the CEO of the incident. 

3. The CEO will document the incident and inform the Personnel and Finance Committee 
of serious incidents. 

4. If the complainant is not satisfied with the actions taken by the CEO, follow the Chinook 
Arch Regional Library System Grievance Procedures Policy. 

5. Management is responsible to ensure confidence is maintained and the victim receives 
support if necessary. 
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