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CAMROSE PUBLIC LIBRARY 

Policy Manual 
 
 

A. Definitions 
 
 

Approved   28 June 2005   Amended 17 April 2007 
 

 
Intent:  Definitions are necessary to ensure consistency of interpretation throughout the 

organization. 
 
Abuse Any physical contact intended to cause bodily harm or the 

use of threats, humiliation, intimidation, harassment, 
coercion with the intention of causing emotional harm  

Anniversary date Designated date of hire of a permanent employee. 

Break in service More than 90 days leave of absence without pay. 

Discrimination   Any unfavourable treatment based on racial, sexual, 
political, age, nationality, religious or gender preference. 

Director   A salaried employee working in accordance with the signed 
contract of employment who is responsible and accountable 
to the Library Board for the activities of the Library.  

Employee  Casual: A person filling a position where hours are 
established on an ad hoc basis according to 
the needs of the Library.   

 Permanent:  A person filling an established, permanent 
position with regularly scheduled hours, be 
it full-time or part-time.  

 Temporary:   A person filling a full-time or part-time 
temporary position.  

Employer The Board of Trustees of the Camrose Public Library  

Extra Shifts/hours  Hours over and above the employee’s normal shift 

Gender The feminine gender will mean and include the masculine 
gender and the singular will mean and include the plural 
and vice-versa as applicable.   
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Harassment  Any unwelcome behaviour which directly or indirectly 
adversely affects or threatens to affect a person's job 
security, prospects of promotions or earning, working 
conditions or opportunity to secure a position. 

Immediate family  Spouse, child, ward, parent, guardian, brother, sister, 
parent-in-law, brother-in-law, sister-in-law, grandparent, 
grandchild.  Family members listed include natural, foster, 
trusteeship, and adoptive relationships as the context 
applies.  

Management team   Director of Library Services and the Manager of 
Administrative Services  

Library Board Camrose Public Library Board. 

Library   Camrose Public Library. 

Overtime  As defined by Employment Standards.  

Position  Casual:  Requires an employee whose hours are 
established on an ad hoc basis according to 
the needs of the Library.   

 Full-time:   Requires an employee who is working at 
least thirty-five (35) regularly scheduled 
hours each week.   

 Part-time:   Requires an employee who works less than 
thirty-five (35) regularly scheduled hours 
each week.  

 Temporary: Requires an employee who is filling a short 
term position (less than 6 months) that has a 
definite start and end date. 

Probationary period The designated period during which a new employee may 
be dismissed at any time, without notice or termination 
benefits.  During this period, employees are not entitled to 
any benefits.   

Salaried Employee Any employee who is contracted at an annual salary and is 
paid 1/12 of that salary monthly.  

Substance abuse &/or misuse The over use, improper use or use at an inappropriate time 
or place, of a substance.  Possession of an illegal substance,   
whether used or not, will also be defined as misuse.  

Time in Lieu  Time off to compensate for those hours a permanent 
employee is authorized and required to work by their 
Supervisor that exceed the regular hours of work of their 
position in a day or a week. 
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Volunteer: A person who performs tasks which contribute to the 
operation of the library or the provision of any library 
service, and is not paid a wage or salary by the library for 
performing these tasks.  
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CAMROSE PUBLIC LIBRARY 

BY-LAWS 
 

 
Approved   May 5, 1994    Amended Oct. 24, 1995, Sept. 16, 2003, Feb. 21, 2006 
 

 
The Camrose Public Library Board enacts the following by-laws pursuant to  

The Libraries Act, R.S.A. 2000, Chapter L-11, Section 36. 
 

1.0  Interpretation 
 
1.1  For the purposes of this by-law the expression: 

A. “Act” refers to The Libraries Act, R.S.A. 2000, Chapter L-11 and amendments 
thereto. 

B. “CPL” refers to the Camrose Public Library. 
C. “Board” refers to the Camrose Public Library Board. 
D. “Borrower” refers to the person to whom a Library borrower card has been issued. 
E. “Director” refers to the person charged by the Board with the operation of CPL. 
F. “Library materials” include books (whether hard cover, paper cover or soft cover), 

periodicals, newspapers, sound recordings, DVDs, audio and video cassettes, CD-
ROMs, tape recordings, video tapes or discs, motion pictures, filmstrips, film loops, 
paintings, drawings, prints or photographs (whether or not they are mounted or 
framed), micro materials in all formats, toys and games, computer software and 
multi-media kits in the collection of CPL or borrowed by CPL from another source.  

 
1.2  In these by-laws, unless the contrary intention appears in the context: 

A. Words imparting male persons include female persons. 
B. Words in the singular include the plural and words in the plural include the singular. 
C. Where a word is defined, other parts of speech and tenses of that word have 

corresponding meanings. 
D. Where a period of time dating from a given day, act, or event is prescribed or allowed 

for any purposes, the time shall be reckoned exclusively of such day or of the day of 
such act or event.  

 
1.3 Where the time limit for doing anything falls on a day when the library is closed to the 

public the time shall be deemed to be extended to the first day thereafter on which the 
library is open to the public. 
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2.0  Library Facility 
 
2.1  Access to the Public Library portion of the building 
 

The portion of any building used for public library purposes is open to any member of the 
public FREE OF CHARGE during the public hours of opening as set out by the CPL 
Board in library policies. 
 

2.2 Multi-purpose room rental 
 

Charges for the use of Library premises not normally used for public library purposes are 
set out in Schedule A which is attached hereto and forms part of this by-law. 
 

2.3 Conduct in the Library building 
 

Any person using the Library building shall conduct himself so as to not disturb other 
Library users, or damage any property. 
 
The Director or any designated staff member may ask any patron contravening section 
2.3 to leave the premises. If any patron is asked and refuses to leave, the police shall be 
contacted.  
 

3.0  Procedure for Acquiring a Borrower Card  
 
3.1 Any person resident in the Province of Alberta is eligible to apply for a borrower card. 
 
3.2 An application pursuant to 3.1 shall be: 

A. in writing on the appropriate form. 
B. dated and signed by the applicant or parent/guardian of an applicant who is less than 

18 years of age 
C. accompanied by proof of identity and current address of the applicant or 

parent/guardian of the applicant. 
 
3.3 The Director or designated staff member may issue a borrower card to a person who has 

made proper application pursuant to 3.1 and 3.2. 
 
3.4 The Director or designate may issue a borrower card to an economically challenged 

patron who has made proper application pursuant to 3.1 and 3.2. 
 

4.0 Responsibilities of a Borrower 
 
4.1 A borrower card may only be used by the person to whom it is issued.  
 
4.2 A borrower shall be responsible for all library materials borrowed with the card; 

therefore, it is important that the borrower inform the library if his card is lost or stolen. 
 
4.3 A borrower shall notify the Library of any change of address and/or telephone number. 
 
4.4 A borrower should take proper care of any Library item entrusted to his care. 
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4.5 A borrower should return any Library item to the Library on or before the due date as 
provided in Schedule C.  

 

5.0  Loan of Materials 

 
5.1 In accordance with The Libraries Act, Section 36(3), there shall be NO CHARGE for the 

use of Library materials. This includes materials used on the premises, materials loaned, 
or materials acquired from other services at the discretion of the Board; limits established 
in Library policies.  

 
5.2 For inter-library loan materials, when a lending library levies a charge for the loan or 

photocopy of materials, the requesting borrower may be asked to bear this charge. 
 
5.3 The loan periods for various materials are set out in Schedule C. 
 
5.4 Library materials may be reserved in accordance with policy established by the Board. 
 
5.5 Library materials may be renewed in accordance with policy established by Parkland 
 Regional Library. 
 

6.0 Penalty Provisions 
 
6.1 The charges for late return of materials are as set out in Schedule D. 
 
6.2 The charges for damaged or lost materials are as set out in Schedule D. 
 
6.3 The procedures for requesting return of overdue materials are as set out in Schedule D. 
 
6.4 A borrower card may be revoked by the Director for reasons set out in Schedule D. 
 
6.5 A person who has had his borrower card revoked pursuant to 6.4 may, within 30 days of 

such revocation, appeal to the Board in writing, setting out the grounds of the appeal. 
 
6.6 In cases of serious dereliction, the Board may prosecute an offence under The Libraries 

Act, Section 41. Such an offence is punishable under The Libraries Act, Section 41. The 
range of penalties applying on conviction for such an offence is set out in Schedule D. 

 
6.7 Any charge or penalty imposed pursuant to an offence under The Libraries Act inures to 

the benefit of CPL in accordance with The Libraries Act, Section 42. 
 
 
This bylaw replaces the previous CPL Bylaws.  
 
Read a first time February 21, 2006 
 
Read a second time February 21, 2006 with unanimous consent 
 
Read a third time and adopted this 21st day of February, A.D. 2006 
 
_________________________     _________________________ 
Chair  Secretary 
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Approved   May 5, 1994   Amended Oct. 24, 1995, Sept. 16, 2003, Feb. 21, 2006 
 

 
Schedules A to D are part of the By-laws of the CPL 

 
Schedule A: Room Rental Fees 
Schedule B: Annual Borrower Card Fees 
Schedule C: Loan Periods for Library Materials 
Schedule D: Penalty Provisions 
 

SCHEDULE A: ROOM RE8TAL FEES 

 
 
 

Room rental fees are as follows: 
 

One half meeting room: $10 per hour 
Full meeting room : $20 per hour 
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SCHEDULE B: A88UAL BORROWER CARD FEES 

 
 

1. Residents of the City of Camrose and the County of Camrose 
Adult $12.00 
Student (ages 13-17) free 
Child (0-12) free 
Institution $35.00 

 
2. Residents of a municipality that is a member of Parkland Regional Library System 

will be charged for and issued a borrower card for their home library. The home 
library is determined by the geographic location where property taxes are paid. 

 
3. Residents of a municipality that is NOT a member of Parkland Regional Library 

System will be charged $80.00 per household. 
 

4. The Alberta Library (TAL) Card Holders 
Individuals who present valid TAL cards from their home library are eligible to have 
a CPL barcode attached to their home library card and to borrow CPL materials as per 
the TAL regulations. There will be no charge or fee for this service. 

 
5. Reciprocal Agreements 

CPL has reciprocal borrower agreements in place with Edmonton Public Library and 
Tofield Public Library. Library patrons with valid borrower cards in good standing 
from these institutions may purchase a CPL borrower card at the same fee as a 
resident. 
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SCHEDULE C: LOA8 PERIODS FOR LIBRARY MATERIALS 

 
 

Most books  3 weeks 
Reference books  Non-circulating 
Magazines (current issue)  Non-circulating 
Magazines (past issues)  1 week 
Newspapers  Non-circulating 
Audio books  3 weeks 
Audio cassettes/CDs  1 week 
Video cassettes/DVDs  1 week 
Micro-film  Non-circulating 
Inter-library loan materials  As specified by lending Library 
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SCHEDULE D:  PE8ALTY PROVISIO8S 
 

 
1. Late return charges per item 

 
For all materials, the late return charge will be $.25 per item per day to a maximum of 
$10.00. 
 
Grace of one business day will be allowed for all materials before late charges 
commence. No charges will accumulate on any day the Library is closed. 
 
An item is considered “returned” when it is checked in by Library staff. Items left in the 
“After Hours Return Box” will be checked in by staff on the next business day.  
 

2. Charges for damaged or lost materials: 

 
a) For Library materials lost or damaged beyond repair, borrowers will pay the 

publisher’s list price on the item plus a $5.00 processing fee. Where publisher’s list 
price is not available, it will be assumed to be as follows: 

 
Hardcover books  $30.00 
Trade paperback books  $20.00 
Mass market paperback books  $10.00 
Periodicals    $8.00 
CDs  $20.00 
Books on cassette  $25.00 
Books on CD  $30.00 
Videotapes  $20.00 
DVDs  $20.00 

 
b) If a borrower finds the lost item within six months of paying for it, as determined by 

Library records, and returns it to the Library in acceptable condition, AND if the 
Library has not yet replaced the item or placed it on order for replacement, the 
borrower will be refunded 100% of the publisher’s list price or charge paid above. 
Late return charges will not be refunded. 

 
 If a borrower finds the lost item after six months of paying for it, as determined by 

Library records, and returns it to the Library, a decision about any refund will be at the 
sole discretion of the Director.  

 
c) If damages occur to elements of Library processing, the borrower will pay the 

following charges: 
 

Barcode  $1.00 
Book cover  $3.00 
Cassette case  $1.00  
CD case  $2.50 
DVD case  $2.00 
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d) Borrower cards 
There is a charge of $2.00 to replace a lost borrower card. 

 
 The Library will replace, free of charge, cards which are very old and which have 

simply worn out. This does not include cards damaged by careless or rough handling. 
 
 There will be no additional charge to replace a lost borrower card if it is being replaced 

at the time of renewal. 
 

3. Procedures for overdue materials 
 

a) Within two weeks after the due date, the borrower will be notified by telephone, 
including leaving of a message on answering machines or with other household 
members. Logs of the telephone calls are kept until the next overdue report is 
generated.  

 
b) Five weeks after the due date, the borrower card will be suspended, and the borrower 

will be sent an invoice for the replacement cost of the material, including a processing 
fee, as stipulated in 2. a) above. The borrower has (14) fourteen calendar days to 
respond to the invoice or the overdue account may be referred to a collection agent.  

 
 

4. Revocation of borrowing privileges 
 

a) Borrowers having Library materials more than (28) twenty-eight days overdue will 
have their borrowing privileges temporarily suspended until the materials are returned 
and late charges paid, or until materials are replaced as specified in 2.a) above.  

 
b) Borrowing privileges will be temporarily suspended if late charges of $10.00 or more 

have accumulated and remain unpaid. 
 
c) Borrowing privileges may be suspended for repeated abuse of Library resources, as 

determined at the discretion of the Director. 
 

5. Procedure for prosecution 
 

a) Any borrower contravening this by-law may be liable to prosecution and the Board 
shall appoint a solicitor to handle the prosecution. 

 
b) Prosecution may be pursued when library materials are not returned or paid for as per 

2. a) (following procedure outlined in 3).  
 
c) If prosecution is followed, the minimum penalty shall be fifty dollars ($50.00) per 

item, plus costs on a solicitor-client basis. 
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CAMROSE PUBLIC LIBRARY 

Bylaws 
 

 

FOIP BY-LAW OF THE CAMROSE PUBLIC LIBRARY 
 

 

Approved   30 December 1999  Amended         
 

 
 

Whereas, pursuant to Section 89 of  The Freedom of Information and Protection of Privacy Act, 
S.A. 1994, c. F-18.5, as amended, the Camrose Public Library Board must designate a person or 
group of persons as the head of the Camrose Public Library Board for the purposes of the Act; 
 
And whereas, pursuant to Sections 87 and 89 of the Freedom of Information and Protection of 

Privacy Act, the Camrose Public Library Board must set any fees payable to the Board for 
services under the Act and Regulations; 
 
The Camrose Public Library Board enacts: 

 

1.0  Purpose 
 

The purpose of the Bylaw is to establish the administrative structure of Camrose Public Library 
Board in relation to the Freedom of Information and Protection of Privacy Act (Alberta) and to 
set fees there under. 

 
2.0 Definitions 
 

In this Bylaw, unless the context otherwise requires: 
 

A. “Act” means the Freedom of Information and Protection of Privacy Act, S.A. 1994, c.F-
18.5 as amended; 

 
B. “Applicant” means a person who makes a request for access to a record under section 

7(1) of the Act; 
 

C. “Board” means the Camrose Public Library Board and includes any committee that is 
created by the Board and all the members or officers of which are appointed or chosen by 
the Board; 

 
D. “Director of Library Services” refers to the person appointed as the Director of Library  

Services of the Camrose Public Library and includes any person who holds the position 
of Director of Library Services in an acting capacity; 
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E. “Province” means the Province of Alberta. 
 

3.0  Designated Head and Delegation of Duties 
 

For the purposes of the Act, the Director of Library Services is designated as the Head and shall 
be responsible and accountable for all decisions taken under the Freedom of Information and 

Protection of Privacy Act. 
 
4.0  Fees 
 

When an Applicant is required to pay a fee for service, the fee payable is in accordance with the 
Freedom of Information and Protection of Privacy Regulation, AR 200/95, as amended from time 
to time, or any successor Regulation that sets fees for requests for information from the Province. 

 
5.0  Effective Date 
 

The bylaw comes into effect December 31, 1999 
 
Read a first time December 30, 1999 
 
Read a second time December 30, 1999 
 
Read a third time and adopted this 30th day of December, A.D. 1999 
 
_________________________     _________________________  
Chair   Secretary 
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GE8ERAL  
 

 

1.0 General statement This organization will be known as the Camrose Public Library Board, 
incorporated under the provision of The Libraries Act as amended from time to time,  
and exercising the powers and authority and assuming the responsibilities vested to it 
under the Act.  

 
2.0  Definitions 

 
2.1 “Board” means the Camrose Public Library Board 
 
2.2 “Trustee” means a public library trustee appointed by Camrose City Council 
 
2.3 “City Council” means the City of Camrose Council 
 
2.3 “County Council” means the county of Camrose Council.  
 
2.4 “Director” means the Chief Executive Officer hired by the Camrose Public Library Board 
 
2.5 “Officer” means officer of the Board (as listed in Board structure) 
 
2.6 “Library” means the Camrose Public Library 
 
2.7 “Governance” means the method of managing and regulating the policies of the Library 
 
2.8 “Ex officio” means because of office or position.  This distinction does not override any 

voting privileges. 
 
3.0  Duties and Responsibilities of the Board and its Members 
 
3.1 The Board is a policy governing board.  The duties of the Board are stated in The 

Libraries Act, and the Libraries Regulation as amended from time to time.   
 
3.2 The Board will fulfill legal responsibilities according to the Libraries Act of Alberta.   
  
3.3 The Board is responsible for creating a vision of library service for the community, 

articulating values and principles, setting goals, developing effective governance policy, 
ensuring quality library performance and, at minimum, meeting provincial standards.  

 
3.4 The Board will determine Library goals and objectives appropriate to the needs of the 

community and re-examine them periodically.  
 
3.5 The Board appoints a Director to carry out management functions under the direction of 

the Board as set out in the Library Director’s job description.  
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3.6 The Board develops policies and bylaws for the Camrose Public Library.  When the 
Board approves policy, the Director is empowered to make all further decisions regarding 
the implementation of such (with the exception of the Trusteeship policy).  The 
Director’s authority begins immediately and automatically.  

 
3.7 The Board explores all areas of financial resources available for the improvement of the 

Library.  
 
3.8 The Board presents a balanced budget to the appropriate authorities on an annual basis.  
 
3.9 Trustees should become acquainted with the operation of the Library, but it is understood 

that Trustees:  
a.  Refer problems, not covered by Board policy or regulations, to the Board as a whole 

for discussion and decision making.  
b.  Refer queries from the public about Library programs and services to the Director.  
c.  Refrain from making any statement individually which may give the impression that 

such a statement reflects the corporate opinion of the Board on any matter not 
already covered by Board Policy or discussed at a meeting of the Board.  (See 
Code of Ethics) 

d.  Will follow the proper channels of communication as outlined in Schedule A 
(organizational chart) and will insist that employees also adhere to it.   
Revised by Motion 104/02 11/12/02 

 
3.10 In situations where there is no Board policy or insufficient Board policy to guide actions, 

the Director should request a ruling by the Board through motion or consensus. 
 
3.11 The Board will monitor and regularly discuss the Board’s own process and performance 

and ensure the continuity of its governance capability through board education and 
development.   
a.  Self monitoring will include, at least annually, comparison of Board activity and 

discipline to its Governance Process and Board policies. 
b.  Each Trustee is encouraged to participate annually in a self evaluation of his/her 

performance on the Board, using a checklist and standard agreed upon by the 
Board. (See Schedule B) 

c.  Continued development will include orientation of new Trustees to the Board’s 
governance model and policies, and periodic Board discussion of governance 
process improvement.  
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4.0  Role of Board Committees  
 
4.1  The Board will operate as a committee-of-the-whole and will designate committees to 

help carry out its governance responsibilities when the Board deems appropriate.  Ad-hoc 
tasks may be delegated for specified duration.  This applies only to tasks delegated by 
Board action and not to those delegated under the authority of the Director.  

 
4.2 Consequently, Committees and Committee members: 

a.  Will not interfere with the wholeness of the Board’s job, or with delegation from the 
Board to the Director.  

b.  Will not speak or act for the Board except when formally given such authority for 
specific, time-limited purposes. 

c.  Assist in policy making not implementation unless specifically requested by the 
Director.  

d.  Will not impinge on the authority of the Director.  The Director works for the full 
Board and is not required to obtain approval of a committee before taking 
executive action.  

e.  Will operate within a Terms of Reference, or Mandate, approved by the Board which 
includes the scope of the task and a time line for completion.  

 
4.3 Unless otherwise empowered by the Board, committees must report their 

recommendations including anticipated budget expenditures to the Board as a whole for 
discussion and ratification.  

 
5.0  Attendance 
 
5.1  Members are to serve in accordance with the Alberta Libraries Act.  
 
5.2 The Camrose Public Library Board will meet on the second Tuesday of each month at 

7:00 p.m., except during July and August unless a meeting is deemed necessary.  
(MOTIO2 56/01- 2ovember 27, 2001) 

 
5.3 In accordance with the libraries act RSA 2000 CHL-11, 31(1), a person is disqualified 

from remaining a member of a board if the person fails to attend, without being 
authorized by a resolution of the board to do so, 3 consecutive regular meetings of the 
board.  

 
6.0  Training and Development   

 
6.1 The Board encourages its members to attend conferences and workshops.  Trustees 

should be willing to commit to developing board skills and competence by taking part in 
continuing education and trustee development activities.  
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6.2 Trustees will acquaint themselves with the incorporation documents of the Board, 
bylaws, regulations, policies and organization structure of the Board, as well as the rules 
of procedures and proper conduct of a meeting so that any decision of the Board may be 
made in an efficient, knowledgeable and expeditious fashion.  

 
6.3  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.   

 
6.4  The Board may send delegates to the Alberta Library conference each year as the budget 

allows.  Funds will be allocated to cover conference registration, meals, accommodation 
and gas expenses.   

 
6.5  When priorities must be set regarding conference attendance (i.e. which conference?  

which Trustees?), the Board should be guided by the principle of maximum benefit to the 
Board and the Library, rather than to the individual Trustee.  Thus, as a general rule, at 
least one Executive Committee member should probably attend major conferences.  
Trustees with some degree of experience with the Board and/or whose terms are not 
immediately due to expire should also be considered for attendance.  

 
6.6   Should more than the number of Trustees budgeted for wish to attend a given conference, 

the dollar amount of the subsidy will normally be shared equally among all Trustees 
wishing to attend.  The Board may alternatively choose to subsidize more than the basic 
number of Trustees.  

 
7.0  Recognition of Service 
 
7.1 Trustees are a valuable resource and deserve recognition for their services.  
 
7.2 In recognition of the completion of a three year term Trustees will receive a letter and 

small token of appreciation from the Board.   
 
7.3 After the completion of six years of service as a Trustee an honorary lifetime membership 

to Camrose Public Library will also be presented.   
 
8.0 Termination of Service 
 
8.1 Termination of Trusteeship (as specified in The Libraries Act) may occur at the 

conclusion of the appointed term; after three consecutive missed Board meeting not pre-
authorized by the Board; by a decision of Council, or by resignation during the period of 
appointment.  
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CODE OF ETHICS 
 

9.0  Principles   General Statement - Library Boards exist to develop, promote, and monitor 
library services as a public trust.  To this end, library Trustees should be committed to  
the following principles. 

 
9.1 The primary goal of public library trustees is to ensure that the public has access to the 

highest quality of library services possible.  
 
9.2 Trustees should ensure that each person has access to the most complete library service 

possible compatible with equal service for others.  Where limitations in service are 
unavoidable, any inherent inequality of service should favor those residents least able to 
obtain alternate service.  

 
9.3 Trustees should observe ethical standards with truth, integrity, and honor.  The duty of 

the Trustee is to the Camrose Public Library rather than to any individual, community, 
group or special interest. 

 
9.4 Trustees should support intellectual freedom in the selection of library material.  
 
9.5 Trustees are expected to take responsibility for their personal development through 

continuing education opportunities and participation in provincial and national library 
organizations.  

 
9.6 Trustees should respect and work harmoniously with each other, with Library staff and 

respect library patrons and all those associated with the Library.  
 
9.7 Trustees should distinguish between their personal views and those of the institution by 

respecting the position of the Board, even though they may disagree.  
 
9.8 Because the Board is a corporate body, individual trustees may not contradict the 

decisions of the Board.  The time to air questions and disagreement is before the decision, 
not after.   

 
9.9 The Board speaks with one voice.  
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10.0 Conflict of Interest   General Statement - Trustees should avoid situations where personal 
advantage or financial benefits may be gained at the expense of other Library users.   

 
10.1 When in the course of a meeting, a Trustee has a conflict of interest he/she will declare 

him/herself to be in conflict and will neither speak nor vote on any motion or amendment 
made concerning the matter on which they have made the declaration.  Such declaration 
will not affect quorum.  The minutes must record all declarations of conflict of interest.  

 
10.2 Trustees will not use their position of trust to secure special privileges, favors or 

exceptions for themselves or any other persons which are not readily available to all 
patrons of the Library.  

 
10.3 Trustees and members of their immediate families will not be employed by the Library.   
 
10.4 Trustees are not permitted to fill ongoing volunteer positions with the Library that 

involve day to day operations or where there would be on-going supervision by staff.  
 
10.5 Trustees and members of their immediate families are not eligible to win contests 

sponsored by the Library.  Trustees and their families are permitted to purchase raffle 
tickets for Library fund-raisers and are eligible to win prizes associated with those draws.  

 

11.0  Confidentiality  General Statement - Trustees will maintain confidentiality of information 
gained from or about the Library  including any information which may in any way 
jeopardize the confidentiality of Library members or personnel of the Board or staff.  

 
11.1 Trustees should respect the confidential nature of library records within the framework 

which allows for the monitoring of material usage and the need for public accounting.   
 
11.2 Trustees will not communicate, either directly or indirectly, information designated as 

confidential by Board Policy or the Freedom of Information and Privacy Protection Act 
to anyone not entitled to receive the same.  (See Confidentiality Policy) 

 
11.3 Trustees will not use information which has been designated as confidential by the Board 

for personal profit or use by themselves or any other person.  
 
11.4 All documents received during a Trustee’s term are considered property of the Camrose 

Public Library and will be returned at the expiration of the Trustee’s term.  
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12.0   Individual Authority   General Statement - Individual Trustees will not speak or act for 
the Board except when given such authority by the Board for specific, time-limited 
purposes.  

 
12.1 Trustees may not attempt to exercise individual authority over the Library except as 

explicitly set forth in policy. Specifically Trustees will recognize that : 
a.  A Trustee will not provide individual direction to staff.  
b.  Individual Trustees will not be involved in staff performance issues except as 

designated by the Personnel Committee. 
c.  Trustees will not express individual judgements or take individual action regarding the 

performance of the Library Director except through the Performance Review 
process.  

d.  A Trustee will not speak on behalf of the Board or Library without authorization by 
the Board.  

 
13.0   Acceptance of Gifts 
 

In their capacity as Board members, Trustees will not accept a gift, favor or service from 
any individual, organization or corporation, other that the normal exchange of hospitality 
between persons doing business together; tokens exchanged as part of protocol; or the 
normal presentation of gifts to persons participating in public functions.  

 
14.0   Policy Violations General Statement -  Once policies are approved by the Board Trustees 

are bound to adhere to those policies.    
 
14.1  The Board Chair and/or Vice Chair is responsible for handling all reports of Trustee 

violations of the policies of the Library.  
 
14.2 The process for handling reports of violations is as follows: 
 

The Board Chair and/or Vice Chair will discuss the issue with the Trustee concerned;  
 

The Board Chair and/or Vice Chair will refer the issue to the Board as a whole; 
 

If unresolved, the Board will refer the issue to the City council.  
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GOVER8A8CE PROCESS 
 

 

15.0  Officers of the Board 
 
15.1 Assignment of Officers 

 
1.  At its annual organization meeting, the Board will elect from among it members a 

Chair, Vice-Chair and Secretary, all of whom will hold office until the next annual 
meeting.  These officers of the Board may be re-elected.   

 
2.  In the event of a vacancy occurring in any of the elected positions, the Board, at its 

first regular meeting thereafter, will elect a new officer to serve for the remainder of 
the appointed time.   

 
3.  The officers of the Board will comprise the executive. The executive may act in the 

stead of the Board for such purposes and/or at times as the Board may determine in 
advance.  

 
15.2 Board Chair 

The role of the Chair is primarily, to ensure the integrity of the Board’s process and 
secondarily, to represent the Board to outside parties.  
 
Specifically, the Board Chair: 
1. Provides leadership to the Board. 
2. Ensures that the Board meets all legal and moral responsibilities of trusteeship. 
3. Chairs Board meeting, running them according to accepted procedure, following the 

bylaws and rules of the order adopted by the Board.  
4. Sets the tone and climate for Board action. 
5. Oversees organization of committees at the annual organizational meeting.  While 

individual preference and talent must be considered, the Chair must ensure that all 
committees are filled by assigning members as necessary.  

6. Pursues expanded knowledge of Board and chair responsibilities through ongoing 
education.   

7. Ensures that all Trustees have the opportunity to contribute to Board discussions and 
decisions.  

8. Prepares the agenda for meetings. 
9. Ensures that Board plans are followed and policy adhered to.  
10. Ensures that proper minutes of meetings are kept, and signs the adopted minutes of 

the previous meeting he/she presided at.  
11. Acts as a voting ex officio member of committees. 
12. Acts as one of the signing officers for contracts, grant application and other 

documents as required.  
13. Is responsible for communicating with the Director, presenting the directives of the 
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Board in an accurate and fair manner. 
 
14. Acts as the official spokesperson of the Board, and represents the Board to outside 

parties such as the media and general public, stating positions consistent with Board 
policies and resolutions.  

15. In consultation with the Director, liaises with municipal officials; Parkland Regional 
Library; municipal, provincial and national agencies; library board associations; and 
other relevant agencies on Library matters.  

 
15.3 Vice-Chair: 

1. Will take over the duties of the chair if the Board Chair is unable to assume his/her 
duties. 

2. Is responsible for Trustee Orientation. 
3. Is responsible for annual review of the Plan of Service.  
4. Is responsible for annual Board Evaluation. 
5. Typically serves as an ex officio member of the Finance Committee.  
6. Will undertake any other duties assigned by the Chair.  

 
15.4 Secretary: 

1. Records minutes of Board meetings and provides copies to Trustees within one week 
of the meeting.  

2. Ensures that a file of original minutes and copies of reports, correspondence is 
maintained at the Library.  

3. Maintains accurate and up-to-date Board calendar. 
4. Maintains accurate record of Trustee attendance at Board meetings.  
5. Handles library correspondence as directed by the board.  
6. Ensures that Trustees receive recognition upon completion of terms of service.   
7. Administers the Board Social Fund.  
8. Serves as an ex officio member of the Policy Committee. 
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16.0   Board Committees  General Statement - The Board conducts its business via its 
committees.  The work of the committees will be to implement goals and objectives of 
the Board’s five-year plan, as well as other matters of Board concern as they arise.  

 
16.1   The Board maintains operational standing committees whose duties are described below.  
 
16.2   Standing committee members are appointed at the Board’s organizational meeting.  

Each Trustee is expected to serve on at least one standing committee.  Committee chairs 
are determined by committee members and reported at the Board meeting following the 
organizational meeting. Committee assignments may not always be accomplished at the 
time of the organization meeting, but the effort to do so should be made.    

 
16.3 Typically Trustees will chair only one committee at a time, exceptions at the discretion of 

the Board.  
 
16.4 It is the responsibility of the Committee Chair to give adequate notice of meeting date, 

items to be discussed and any documents that may be required.  
 
16.5 The Board may strike ad hoc committees as the need arises.  
 
16.6 Board committees should consist of a minimum of two Board Trustees in addition to the 

Board Chair as a ex officio voting member of all committees.  The Board and/or 
committee chair may invite community members to sit on a committee in a non-voting 
capacity.  The Director will attend all committee meetings (with the exception of those 
where performance review/tenure is to be discussed) as a non-voting member.   At the 
discretion of the Committee Chair other administrative staff may be asked to attend 
committee meetings. 

 
16.7 The general responsibility of committees will be to analyze all matters that come within 

its terms of reference and to indicate to the Board by recommendation, the ways and 
means of dealing with such matters. 

 
16.8 Committees will not speak or act for the Board except where formally given such 

authority for specific, time-limited purposes.  Unless otherwise empowered by the Board, 
committees must report their recommendation, including anticipated budget expenditures, 
to the Board as a whole for discussion and ratification.  

 
16.9 A written record of each committee meeting should be filed with the Director for 

inclusion in the Board packages.   On the occasion when committees meet within days of 
a scheduled Board meeting, reports will be distributed to Board members on the day of 
the meeting.  The record will contain date and time of meeting, persons in attendance, 
issues discussed and recommendation/actions undertaken.  

 
17.0   Standing Committees 
 
17.1  Policy Committee  
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The Policy Committee will oversee development and maintenance of policies related to 
the framework, governance and operation management of the organization.  Such policies 
must be approved by the Board.  

 
Key duties and responsibilities include:  
• To review and update all policies on a two-year cycle and/or when requested to do so 

by the Board or Director.  
• To ensure adherence to the Libraries Act and Regulations 
• To periodically review and update the by-laws, mission and visions statements. 
• To develop and maintain a current Board Policy manual and to ensure that Trustees 

have a current and up-to-date version.  
 
17.2  Finance Committee 
 

The Finance Committee will review and make recommendations on finance and related 
matters to the Board.  

 
Key duties and responsibilities include: 
• To monitor preparation and presentation to the Board of a detailed budget proposal 

for approval by the November meeting.  
• To present the annual budget to the City/County Councils prior to December 1 of 

each year.  
• To conduct quarterly reviews of the revenue and expenditure statements and report on 

same to the Board.  
• To work with the Director to oversee financial matters during the year including the 

management of unbudgeted revenue or expenses.  
• To ratify prior to submission any grant applications that may have budgetary impact.  
• To review with the Director bids submitted for capital expenditures and make 

recommendations to the Board.  
• To establish budgeting and financial reporting systems in consultation with the 

Director  and Secretary-Treasurer.  The committee must approve all procedures 
pertaining to financial matters written by management.  

• To review management requests for all capital expenditures over $500.00 (excluding 
the library collection) and present recommendations for Board approval.  

• To consult with the Director and Facility Committee on all proposed expenditures 
over $500.00 on the Library building or grounds.  

• To consult with the Director and Technology committee on all proposed expenditures 
over $500.00 related to technology such as computer and electronics installations, 
replacements and upgrades.   

• To assist other Board committees in assessing any budget implications pertaining to  
recommendations such committees may bring before the Board.  

 
17.3  Facilities Committee 
 

The Facilities Committee will review and make recommendations on facility and related 
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matters to the Board.  
 

Key duties and responsibilities include: 
• To conduct a quarterly tour of the building, and in consultation with the Director, 

to identify and prioritize issues regarding the maintenance of the interior and 
exterior of the building.  

• To consult with the Director regarding structural changes and renovations to the 
library building and furnishings.  Such renovations and improvements require the 
Board’s approval.  

• To consult with the Finance Committee as to financial implications of any 
changes or improvements to the facility valued over $500.00.  

• To be available to consult with the Director in matters of the purchase, repair and 
maintenance of furnishings and equipment valued at over $500.00.  

 
17.4  Public Relations Committee:  
 

The Public Relations Committee will work to develop community awareness of the 
unique role of the library and make recommendations on public relations and related 
matters to the Board.  

 
Key duties and responsibilities include: 
• To assist the Director and other management staff as needed in assessing community 

needs on an ongoing basis.   
• To assist the Board and Director in the preparation of the Plan of Service.  
• To assist the Director in promotion of the Library in the community through 

participation in events such as trade fairs, open houses, displays, and library tours.  
• To promote, organize, and manage fund raising activities in cooperation with the 

Director.  The involvement of library staff in such fund raising activities is at the 
discretion of the Director.  

• To present, in consultation with the Director and Finance Committee, proposed fund 
raising activities including any projected expenditures to the Board.  

 
17.5  Personnel Committee 
 

The Personnel Committee will review and make recommendations on personnel and 
related matters to the Board.  

 
Key duties and responsibilities include: 
• Define the roles, responsibilities and functions of the Director.  
• Recruit candidates and makes recommendations for the hiring of a Director when 

necessary. 
• Conduct the Director’s annual performance review.  
• Review and investigate personnel matters or complains of a serious nature as per the 

Problem Resolution and Grievance Procedure outlined in the Personnel Policy.  
• Members may be requested by the Director to participate in the hiring process for 

library staff.  
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17.6 Technology Committee 

The Technology Committee will review and make recommendations on technology and 
related matters to the Board. 

 
Key duties and responsibilities include: 
• To assist the Director in determining present and future technology requirements for 

the Library.  
• To consult with the Director regarding the purchase and maintenance of technological 

equipment (computers, printers, photocopiers and telecommunication equipment) 
within the Library. 

• To consult with the Finance Committee as to financial implications of any changes or 
improvements to the technology equipment. 

• To assist the Director and other staff in the development of a Technology Plan for 
approval by the Board.  

 
18.0   Board Meetings 
 
18.1  Each Trustee will be supplied with a Board information package by noon on the Friday 

before the regular Board meeting.   
 
18.2 The package will contain an agenda, minutes of the previous meeting, reports and any 

other pertinent information required for decision-making by the Board.  
 
18.3 It will be the responsibility of each Trustee to pick up the Board information package 

from their designated mail slot prior to the meeting.  
 
18.4 Emergent Board Meeting: An emergent Board meeting may be convened by the Chair, 

providing members have been given 48 hours notice in writing or lesser notice providing 
that, at the emergent meeting, a motion is passed unanimously that the required notice of 
meeting be waived. (MOTIO2 042/05  March 15, 2005) 
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18.5 Change in meeting date: Should it become necessary to change the regular meeting date, 

the Chair will notify each trustee in writing at least 48 hours before the scheduled 
meeting of the proposed changes.  Within 24 hours of the notice, each Board member 
will email or phone the Chair indicating support or non support for the change.  A simple 
majority will be necessary to make the change.  A motion supporting the change will be 
ratified at the next Board meeting.  All trustees will be notified of the outcome of the 
vote. (MOTIO2 042/05  March 15, 2005) 

 

19.0  QUORUM  
 
19.1 For Regular Board Meetings:  A quorum for the Board shall be those members present. 
 
19.2 For Special Meetings:  A quorum shall be 50% the complement of appointed Trustees 

plus one (1) or a simple majority. 
 
20.0  AGE8DA FORMAT  
 
20.1 The format of the agenda will be as follows:  
 

Approval of Agenda 
Adoption of Minutes 
Items for Decision 
Items for Discussion 
Items for Information  
Reports  
Adjournment 

 
20.2 Trustees wishing to place items on the Agenda or to submit items for inclusion in the 

Board information package must inform the Board Chair by the Friday prior to the 
meeting.  

 

21.0   RULES OF ORDER 

 
21.1 All meetings of the Camrose Public Library Board will proceed according to the 

requirements of the Libraries Act.  
 
21.2 All meetings of the Camrose Public Library Board will observe correct parliamentary 

procedure (according to the latest edition of Roberts’ Rules of Order) unless otherwise 
agreed upon.   
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22.0  VOTI8G 
 
22.1 Voting will normally be by a show of hands.  
 
22.2 Secret ballots may be used for election of officers and for other matters deemed by a 

motion of the Board to require secrecy.  
 
22.3 The Chair has the right to vote on all motions before the Board, but if the Chair’s vote 

results in a tie vote, the motion will be considered defeated.  
 
22.4 Where there is a dissenting vote, Trustees disagreeing with the majority may request that 

their dissension be recorded. 
 
22.5 E vote: If it becomes necessary for the Board to make a decision prior to the next regular 

Board meeting, and it is not possible or practical to hold an emergent Board meeting, a 
motion may be put forward by two trustees and forwarded via email to the Chair for 
distribution to each trustee on the Board.  Within 48 hours of the notice, each Board 
member will email or phone the Chair indicating support or non support of the motion.  A 
simple majority will be necessary to carry the motion.  The motion will be ratified at the 
next regular Board meeting.  (MOTIO2 042/05  March 15, 2005) 

 
23.0 PUBLIC PARTICIPATIO8 
 
23.1 All regular meetings of the Board are open to the public.  
 
23.2 The chair, at his/her discretion, may entertain questions from the public.  
 
23.3 A delegation of members of the public may request a hearing before the Board by 

submitting a request in writing to the Board chair before the meeting at which they wish 
to appear.  The chair may permit discussion of the issue among Board members in the 
presence of the delegation.  Board decision on the issue, which will be final and binding, 
will be communicated in writing to the head of the delegation.  
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Schedule A - Organizational Chart – Camrose Public Library 
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SCHEDULE B.- Sample self-evaluation questions 
_________________________________________________________________________ 

 
Board Evaluation  
 
Boards willing to look at themselves should consider these questions: 
 
Is the Board functioning effectively as a group? 
 
Does the Board have a clear understanding of its trust and responsibilities? 
 
Does the Board stay out of the administration of the Library, yet consult with the Director on 
how well the Library is doing? 
 
Does the Board meet frequently, with the benefit of agenda, detailed minutes and appropriate 
reports available for consideration in advance of the meeting? 
 
Do individual Trustees have good attendance records? 
 
Does the Board have a good relationship with the Library Director?  Does the director concur 
with the Board assessment of this partnership? 
 
Has the Board done everything possible to make sure the Library can have an excellent staff?  
Are compensation and benefits competitive, policies clear, continuing education supported, staff 
expertise respected? 
 
Has the Library Board acted effectively to cope with problems, handle challenges and take 
advantage of opportunities? 
 
Have the Director and Library Board been successful in gaining effective financial support for 
the Library? 
 
Does the Library have an annually updated plan and an annually reviewed policy manual? 
 
Are the Trustees visible in the community as advocates for excellent library service? 
 
Are the Trustees aware of current issues facing public libraries? 
 
Do the Trustees attend workshops and conferences to enhance their skills and knowledge as 
Library Trustees? 
 
Is there an adequate sharing of responsibilities among ALL Trustees? 
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Trustee Self Evaluation 
 
Library Board membership is a serious trust.  The more time, interest and dedication you give it, 
the more personal satisfaction you are apt to receive.  Here are some pertinent questions to 
consider in looking at your own performance as a Trustee.  Over the past year did you: 
 
Feel it was a primary responsibility as a Trustee to have a good attendance record at Board 
meetings? 
 
Have an interest in, and a conviction of, the importance of the Library to the community? 
 
Have the time and energy to meet the demands of Trusteeship? 
 
Participate in deliberations and discussion in Board meetings?  Express opinions and take a 
responsible position on any issue discussed by the Board? 
 
Have an open mind and the courage to resist pressure, respect the opinions of other Trustees 
even when they did not agree with you? 
 
Participate by holding office, chairing a committee, or volunteering to work on a committee of 
the Board of Trustees? 
 
Make sure that money was allocated in the budget for professional development for both 
Trustees and Library staff? 
 
Take advantage of all opportunities to acquire experience and knowledge?  Read and seek 
information on current library concerns and issues?  Take advantage of all opportunities for 
Trustee education, formal or informal at local, provincial or national level?  Attend library 
conferences and workshops wherever possible?   
 
Revised by Motion 104/02 2ovember 12, 2002 
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CAMROSE PUBLIC LIBRARY 

Policy Manual 
 

 

D. Administration 
 
D.1 HARASSME8T 

 

Approved   June 28, 2005 Amended  
 

 

Intent: The Library Board believes in a positive environment for users and employees 
and is committed to preventing acts of abuse, harassment or discrimination on its 
premise. 

1.1 Any employee who believes she is being harassed, discriminated against or 
abused, if unable to make it clear to the offender that such behavior is unwanted, 
will immediately inform her supervisor in writing.  Supervisory/management staff 
must not respond to any employee making such a complaint in a negative or 
retaliatory manner. 

1.2 Any properly lodged complaints will be reviewed and responded to by the 
Manager of Administrative Services within seven (7) working days of receipt. 
Such reviews will be conducted in strictest confidence and the individual shall be 
protected from retaliation for lodging a complaint. 

1.3 The complainant and the alleged harasser will be interviewed separately, along 
with any individuals who may be able to provide relevant information.     

1.4 Should the investigation reveal evidence to support the complaint of harassment, 
and if harasser is an employee, she will be disciplined appropriately, and the 
incident will be documented in her personnel file. 

1.5 Where the complaint is not upheld, the complainant will be notified in writing by 
the Manager of Administrative Services and no documentation concerning the 
complaint will be placed in the alleged harasser’s personnel file. 

1.6 If the staff member feels all of the above steps have not resolved the problem, she 
may then follow the Problem and Resolution Procedure outlined in the Personnel 
Policy. 
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D.2 RETE8TIO8 OF LIBRARY RECORDS 
 
 

Approved   21 October 2003 Amended  
 

2.1 Legislation:  Freedom of Information and Protection of Privacy Act. 
 

2.2 Camrose Public Library will retain the following library records based on the schedule 
provided by the Canadian Income Tax Act and in accordance with schedules provided by 
the Camrose Public Library Board.   The records are held in hardcopy and/or electronic 
formats.   

 
2.3  Schedule of records retention 

 
A. Cash receipts and deposit books, copies of paid invoices, receipt books, cancelled 

cheques, cheque stubs, year end trial balances, accounts payable, bank statements 
will be held for SEVEN YEARS from the date that the tax return is submitted. 

 
B. Bank reconciliations, outstanding cheques, design estimates will be held for THREE 

YEARS. 
 
C. Employee records including personnel files, job applications of hired personnel and 

personnel evaluations, payroll records, including T-4 slips, WCB claims and 
attendance records will be held PERMANENTLY. 

 
D. Unsolicited resumes, job applications (not hired), interlibrary loan requests, daily log 

books will be held for ONE YEAR. 
 
E. Grant applications, job applications (not hired), applications for STEP or SCP etc. 

positions, special events files will be held for SEVEN YEARS. 
 
F. Board minutes and agendas, agreements, annual reports, assets and final audit reports 

including financial statements, final budgets, bylaws, committee minutes, historical 
correspondence, court cases, deeds, insurance claims, general ledger, day book, 
general journal, legal opinions and proceedings, record of files destroyed, 
maintenance reports, media releases, photos, income tax records will be held 
PERMANENTLY. 

 
G. Charitable receipts to be retained for TWELVE YEARS. 

 
2.4  Disposition of Camrose Public Library Records (implemented October 22, 2003) 
 

Library records which have been slated for disposal following the time guidelines 
outlined above shall be shredded or incinerated by the Director and/or appointed 
personnel.   The record to be disposed of shall be listed in a document to the Camrose 
Public Library Board and then, the Board shall make a motion for the destruction of the 
records. The records will then be disposed of by the Director or appointee and a record 
made of the date, method of disposal and time of disposal. 

 
2.5 Permanent library records will be kept locked in the library in either a filing cabinet or a 

room designated for this purpose. 
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D.3 PERSO8AL I8FORMATIO8 BA8KS 

 
 

Approved   21 October 2003 Amended  
 

 

3.1  Legislation: Freedom of Information and Protection of Privacy Act. 

 

3.2  Patron Records 

 

A. Membership Forms and Membership Database may contain the following 
information about Camrose Public Library patrons: patron name, Patron I.D. number, 
library barcode, address, birth date, phone numbers, email addresses and card types.  
Records of items borrowers have borrowed are deleted upon check-in.  The member 
database is a shared database and is accessible by library staff within the region. 

 
Location: Filing cabinet in staff workroom, Camrose Public Library. 

 
B. Programs/ Participant Lists may contain the following information: name, phone 

number, email address and patron I.D. number. 
 

Location: Camrose Public Library (current year in programming binder at main floor 
circulation desk; previous years in Programmers' office). 

 
C. Reference Questions Forms may contain patron I.D. numbers, patron name, patron 

phone number, patron email address for detailed or difficult reference questions 
where it might be necessary to contact the patron when future information is 
received. 

 
Location: Camrose Public Library staff workroom until answered, then shredded 
when completed.  

 
D. Interlibrary Loan Forms contain patron name, patron phone number, patron I.D. 

and email address. 
 

Location: Camrose Public Library (current year on ILL clerk’s desk; shredded at end 
of year).  

 
3.3  Volunteer Records 

 

A. Volunteer Schedules contain name and phone numbers of volunteers. 
 

Location: Camrose Public Library, Manager of Administrative Services’ office. 
 

3.4  Human Resource Records 

 

A. Personnel Files may contain the following information: employee name, address, 
phone number, resume, Social Insurance Number, Earnings and Income Tax 
Records, employment commencement date, salary grid placement, benefit plans, 
vacation status, sick leave, performance appraisals, evaluations, training certificates 
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earned, correspondence, letters of discipline, emergency contact information.  These 
documents are used to manage personnel functions and access to records is limited to 
administrative staff. 

 
Location: Camrose Public Library, Manager of Administrative Services’ office. 

 
3.5  Board Trustee Records 

 

A. Trustee Records may contain the following information: name, address, phone 
number, years of service, positions held and correspondence. 

 
Location: Camrose Public Library (current in Manager of Administrative Services’ 
office.; historical in basement storage room).  

 
3.6  Trustee/Staff Directories 

 

A. Trustee/Staff Directories contain name, address, home phone number, work phone 
number, cellular phone number, and email address. 

 
Location: Camrose Public Library, one copy in staff memo binder, copies in each of 
administrator’s offices, copy in Board binder.  
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1.0 Definitions 

 

Collection: materials owned by Camrose Public Library for public use including print and non-
print items. 
 

Materials: Print and non-print materials collected, processed, and stored by libraries. They comprise 
books, periodicals, pamphlets, reports, microforms, maps, manuscripts, motion pictures, and all 
other forms of audiovisual records. (harrod, the librarians' glossary, 4th ed, p497) 

Selection:  the act of choosing or selecting materials for purchase 

Weeding:  the removing of materials from a library collection in a systematic and deliberate way. 
It is an ongoing part of collection development, a planned and thoughtful action that will ensure 
library materials are current and enticing. 
 

Youth Library Age Groupings: 

  Easy: Preschool to about grade 1/2  
  Junior Fiction: Grade 2/3 to about grade 6/7 
  Junior Non-Fiction: Grade 2 to 9 
  Young Adult/Adult: Grade 7/ 8 and up  

 

2.0   Purpose of the Policy 

The appropriate selection of library material is essential to carrying out the Library’s mission 
statement and relates closely to the community we serve.  The Board of Trustees of the Camrose 
Public Library believes a principle aspect of its service is the development of a dynamic, up to 
date collection that should meet the diverse recreational, informational and educational needs 
both stated and unstated of the community.  The library recognizes its obligation to satisfy the 
cultural, educational and artistic needs of a large group of people with varied interests. 
 
Collection development includes the planning, selection, acquiring, cataloguing and weeding of 
the library’s collections in all formats.  Acknowledging the multimedia nature of libraries and the 
Library’s role in supplying access to technology, the formats will include, but are not limited to 
print, audiovisual media, and electronic resources. 
 
The specific purposes of this policy are: 

• To state the principles upon which material is chosen. 
• To define responsibility for selection and to identify the delegation of that responsibility. 
• To provide direction for staff in acquisition of material that is of current interest and/or of 

lasting value to existing and potential library users. 
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3.0   Sources 

 

The Director of Library Services or designate responsible for ordering will scan the following 
sources for potential items: 
 

• Professional reviews 
• Publishers' specialty leaflets and catalogues 
• Annual "best books" lists 
• Bibliographies 
• Online sources 
• Word of mouth 
• Parkland Regional Library lists and recommendations 
• Other lists, such as ULS 
• Suggestion boxes 

• Patron request forms 

4.0 General Principles of Selection 

 
The Camrose Public Library subscribes to the Canadian Library Association’s statement on 
Intellectual Freedom, which affirms its belief in the following: 
 
“All persons in Canada have the fundamental right, as embodied in the nation’s Bill of Rights, to 
have access to all expressions of knowledge, creativity and intellectual activity, and to express 
their thoughts publicly.  This right to intellectual freedom is essential to the health and 
development of Canadian society. 
 
Libraries have a basic responsibility for the development and maintenance of intellectual 
freedom. The responsibility of libraries are 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 
the library’s public facilities and services to all individuals and groups that need them. 
 
Libraries should resist all efforts to limit the exercise of these responsibilities while recognizing 
the right of criticism by individuals and groups. 
 
Both employees and employers in libraries have a duty, in addition to their institutional 
responsibilities, to uphold these principles.” 
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5.0 Responsibilities for Collection Development 

 
The Camrose Public Library Board assumes ultimate responsibility for the collection and for 
implementation of the Collection Development Policy. 
 
The Library Board delegates this responsibility to the Director of Library Services. All staff who 
work directly with the public share some responsibility for collection development.   
 

6.0 Selection Criteria 

 
The primary aim of selection is to establish a balanced collection which adequately represents 
various points of view on a subject and which contains both popular and seminal works of 
literature, appropriate to the interests of the community and resources of the library.  The 
Camrose Library Board recognizes that some materials are controversial and may offend some 
individuals.  Selection will not be made on the basis of any anticipated approval or disapproval, 
but solely on the evaluation by staff of the item’s merit, authenticity and use to the community.   
 
While a single standard cannot be applied to each work, the following criteria are to be 
considered when selecting materials for purchase for all collections and formats. Other than in 
exceptional cases, items selected for purchase should be supported by at least one positive 
review, and such reviews shall be considered evidence of the criteria listed.   Where a review 
cannot be found, a combination of as many of the other criteria as possible may be considered 
sufficient.  Suggestions from patrons are always welcomed and are given due consideration, but 
will also be subjected to the same criteria. 
 

6.1 General Criteria:   
All materials, whether donated or purchased, will be examined and/or evaluated in terms 
of the standards which follow.  Items need not meet all the criteria to be acceptable.  With 
the exception of extremely popular items, such as seasonal (Christmas, Halloween, etc.) 
crafts, one copy only in a particular format will be purchased. 

 
• currency of information 
• author/publisher reputation 
• inclusion in standard library bibliographies 
• relevance to community needs & interests 
• suitability of physical format for library use 
• popular demand 
• authority of the writer, editor and/or publisher 
• accuracy and artistic quality of the content 
• price and availability (The library does not pay extra for rare or hard to obtain items.) 
• relationship to existing collection   
• Canadian content, especially where such is critical, such as law, government or 

finance 
• enduring value 
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• availability of similar material elsewhere in other libraries 
• quality of material 
• durable binding and paper 
• cost 

 
6.2 8on-Fiction Criteria:  
 
The Library acquires materials of both permanent and current interest in all subjects, 
based upon the merits of a work in relation to the needs, interests, and demands of the 
community.  Each item is evaluated in its entirety and not on the basis of a particular 
section.  In addition to the general criteria, the following will be considered when 
selecting non-fiction materials for purchase:  

 
• impartiality of opinion, or clearly stated bias 
• timeliness of data (even works on history become outdated) 
• adequate breadth and depth of coverage 
• historical value 
• good quality illustrations 
• special features, such as bibliography and index 

 
6.3 Fiction Criteria:  

Works of contemporary fiction, graphic novels, and classic works of enduring value are 
included in the collection.  The following criteria apply to fiction for young people, as 
well as adult fiction.  In addition to the general criteria, fiction is selected according to the 
following criteria:  

 
• importance as a literary expression of the times 
• interest and originality of the plot, development of the characters, style of writing; 

literary merit             
• availability of similar material in other area libraries 
• whether a title is part of an existing series 

 
6.4 Children's Picture Books:   

In addition to the general criteria for fiction, children's picture books are selected 
according to the following criteria: 

 
• limited text according to the age of the intended audience 
• quality and attractiveness of the illustrations and their relation to the text 
• for the circulating collection, pull-out tabs, flaps and features that unfold, are to be 

avoided 
• Canadian themes are preferable to American, especially as it relates to holidays and 

heroes 
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6.5 Magazines:  
Magazines are publications issued and received on a regular basis in print. They form an 
important part of the Library's collection and are intended to complement the book 
collection.  The Camrose Public Library will make every effort to provide a wide range 
of titles and topics in its selection of magazines, but must also respond to obvious 
popularity of certain kinds of magazines.  Titles and themes that are less popular, 
however, must also be provided to ensure coverage of a variety of interests and points of 
view. 
 
Magazines are selected according to the following criteria, in addition to the general 
criteria:  

 
• favourable reviews found in tools such as Katz's "Magazines for Libraries" 
• whether the need for currency of information is better met with a magazine than a 

book, such as news, fashion, current social and political issues 
• extreme popularity of similar items, such that an additional title is called for 
• lack of existing titles dealing with similar themes, in which interest is likely sufficient 

 
6.6 Audiovisual Material:   
Audiovisual formats are those that feature both sound and moving visuals, including 
videos, DVDs and blue-ray. 
 
The Library's current goal is to provide a collection of instructional, educational, 
entertaining and literature-based audiovisual items that will enhance the Library's 
existing nonfiction and fiction collections. It is not the Library's intention to duplicate the 
spectrum of feature films available in the private sector.  

 
6.7 Recorded Books:  
The Library's goal is to provide a collection of recorded instructional, educational, and 
quality literature that parallels most areas of the general collection...  Efforts are made to 
select on a variety of topics and to appeal to a range of interests.   The Library will select 
readily available and commonly used formats. 

 

6.8 Recorded Music:  
The Library's goal is to provide a collection of music on compact disc that is historically 
significant and of enduring popularity. Selections will include instrumental and vocal 
recordings in the following genres: alternative, ballet, big bands, blues, children, 
Christian, country, easy listening, folk, gospel, holiday, international, jazz, marches,  
miscellaneous, musicals, new age, oldies, opera, pop/rock, rap, religious, sound tracks 
and symphonies.  
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The following selection criteria will be considered for audiovisual materials and sound 
recordings: 

 
• appropriateness to the interests and skills of the intended users 
• technical quality, i.e. clarity of picture; sound quality 
• authority and competency of the producer 
• artistic merit and reputation of the performers/readers 
• the need for non- fiction and documentaries to present accurate and current 

information 
• quality of interpretation and ease of understanding by library user 
• suitability of packaging  
 
Generally, the Camrose Public Library does not purchase audiovisual material with 
public performance rights, as our collection is intended for home use only.   

 
The Camrose Public Library reference collections are subject to the same standards. 

 
7.0 Languages  

 
Although English shall be the primary language of materials in the Library’s collection, the 
Board recognizes the importance of multiculturalism and the diversity of ethnocultural groups in 
the province. 
 
Toward this end the Library utilizes the International Collection service provided by the 
Parkland Regional Library to provide books in other languages for patrons upon request, and 
may develop its own collection of materials in non-English languages to meet the demands of the 
community. 

8.0   Weeding and Replacement of Library Materials  

 

8.1 Weeding:   
Weeding is an integral part of the collection development process. An active and 
continuous weeding program is essential in maintaining a viable and useful collection. 
Materials are withdrawn from the Library's collection through systematic weeding or 
because of loss or physical damage. The following categories of materials should be 
considered for weeding: worn or mutilated items; duplicate copies of seldom used titles; 
materials which contain outdated or inaccurate information; superseded editions of 
specific titles; and materials no longer of interest or demand.  
 
Annually, a report will be request from Parkland Regional Library Systems listing items 
that have not circulated in 3 or more years.  Items on the list will be considered for 
weeding with the exception of classics and local interest materials. 
 
Annually, a report requesting a list of non-fiction titles that were published more than 10 
years ago will be generated.  This information will be used for weeding and book 



Page: 
48 

Revised: January 5, 2010 C:\Users\jcooper\Documents\CPL Policy Manual[1].docx  

 

selection. 
8.2 Replacement:  
While the Library attempts to maintain copies of standard and important works, it does 
not, and in many cases, cannot automatically replace all materials withdrawn due to loss 
or damage. In making a decision as to whether or not an item will be replaced, staff will 
consider the following factors: whether the item is still available and can be replaced; 
whether another item or format might better serve the same purpose; whether there 
remains sufficient demand to replace the item; whether updated, newer, or revised 
materials might better replace a given item; whether the item has historic value; whether 
another networking agency could better provide that or a comparable item; the number of 
copies held in the collection; the existing coverage of the subject within the collection; 
and the cost of mending versus the cost of replacement. 

 

9.0 Material Formats 

 
Materials are purchased in the most appropriate format for library use. Although the majority of 
the Library's collection is offered in the traditional print format, valuable information is 
increasingly available in audiovisual formats, and in some cases may be preferred. 
 
New formats will be considered for the collection when industry reports, national survey results, 
and local requests indicate that a significant portion of the community has the necessary 
technology to make use of the new format.  The following factors must be taken into 
consideration when deciding whether to add a new format to the collection: availability of items 
in the format; cost per item; and the Library's ability to acquire, process, shelve and circulate the 
items in the specific format. 
  

9.1 Hardcover Books 

Books are generally purchased in hardcover editions because of their durability. 
  
9.2 Trade Paperbacks  

This format includes paperback books which are comparable in size to hardcover editions 
but which are typically lower in cost. They are preferred in those cases where the 
hardcover edition is extremely expensive and the title would be either used infrequently 
or would be removed from the collection in a few years. 
 
9.3 Mass Market Paperbacks (Pocketbooks) 

This format includes paperback books that are smaller in size than the typical hardcover 
or trade paperback book. The paperback fiction collection will be primarily limited to 
those titles published only in mass-market paperback format. 
 
9.4 Serials 

Newspaper back issues are retained for 3 month period.  Magazines back issues include 
the current year plus the previous year. 
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9.5 Video/DVD/Blue Ray 

The preferred collection format is DVD. 
 
9.6  Audio books  (Cassettes/CD’s/MP3’s) 

The majority of recorded books are available in cd format and is the preferred format. 
Both abridged and unabridged titles are included in the Library's collection. 
 
9.7 Music and Sound Recording on Compact Discs 

Musical recordings are most readily available on compact disc. This format is 
distinguished by its durability and technical quality.   Therefore, at this time, the Library 
will collect recorded music in this format only.  
 
9.8 Large Type Books 

Books printed in larger than 16-point type are in demand by those persons in the 
community with visual impairments. The library attempts to provide a variety of titles in 
this format, particularly in fiction. The large print format may also be considered for 
those books that are out of print in regular print formats. 

 
 

10.0 Donations 

10.1 Gifts of any materials may be accepted by the Library, with the understanding that the 
Director of Library Services has the final authority in the disposition of those materials. 

 

10.2 Materials donated within 90 days of original purchase with sales receipt will qualify for 
a receipt for 100% of the value if the item is added to the collection.  Items not added to 
the collection will not be issued a receipt and will be sold at the next book sale. 

 
10.3 Gently used items that are added to the collection will be issued a receipt with value 

calculated at 50% of cover price. 
 
10.4 Monies donated as a Memorial Donation will be used to purchase new materials and a 

book plate will be attached.  A thank you letter and a receipt will be sent to the donor 
and an acknowledgement of the donation will be sent to the family of the person being 
remembered. 

 
10.5 Director of Library Services, in consultation with the Board, reserves the right to 

remove donated items when they become obsolete.   
 

10.6 The Library does not accept donations of the following items: 
• Textbooks 
• Magazines 
• Material that is dusty, damp, moldy or otherwise in poor condition 
• Encyclopedias 
• Readers’ Digest Condensed Books 
• Items that have been written in, on, or otherwise marked. 
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10.7 The Library is under no obligation to return, or pay for, unrequested items. 
 
10.8 Presentations are pre-purchased materials offered by individuals or organizations.  

Inclusion of specific titles must meet the selection criteria.  A plate designating the 
presentation will be placed in or on the material donated. 

 
 
11.0 COMPLAI8TS 

11.1 The Board and Director will consider, with respect, any complaint that is presented in 
good faith.  All legitimate objections and grievances will be considered faithfully and 
thoughtfully, if the patron will fill out the complaint form provided by the Library.    

 
 See Schedule A – Citizen’s Request for Reconsideration of Material.  
 
11.2  Complaints will be presented to the Board by the Director of Library Services.  The 

Board will then review the complaint, and written notice of any Board decision or 
action will be sent to the complainant(s). 

 
12.0 SPECIAL COLLECTIO8S 

12.1  Special collections that are available with the Library’s budget and policies, shall be 
provided to its patrons.  

 
13.0 CHALLE8GED MATERIALS 

 
13.1 Intent: 
Camrose Public Library Board subscribes to the Canadian Library Association's Statement 
on Intellectual Freedom.  In keeping with the principles of intellectual freedom and the 
freedom to read, the Camrose Public Library Board does not believe its role, or that of its 
staff, is to censor materials or act in any way as the supervisor of public morals. 
 
13.2 Regulation: 
The library will, as far as possible, provide materials representing 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 and effort to be factual. 
 
Unless an item is officially prohibited from entering the province, it cannot be legally 
withdrawn from library shelves. 
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13.3 Procedure: 
If an individual strongly objects to an item, he/she will have the right to complete a "Request 
for Reconsideration of Library Material" form, and submit this form to the librarian.  
Provided the form has been signed by the individual expressing concern, the Board will 
review the challenge at its next regular board meeting.  Each complaint will be dealt with 
objectively by the Board according to the following procedure: 

i. Discussion of complaint with patron by the Director of Library Services. 
ii. Review Camrose Public Library Materials Selection Policy  
iii. Provision of "Request for Reconsideration of Library Material” (Schedule A) form to 

complainant. 
iv. Informing Board chairperson. 
v. Forming material review committee (2 members of the Board and the librarian). 
vi. Committee review of material, which shall include: 

~ reading and/or viewing the challenged item. 
~ seeking out and reading reviews and other evaluations of the challenged item. 
~ determining if challenged item meets Materials Selection Policy criteria. 
~ providing written report of committee recommendation to the Board. 

vii. Communicating Board decision to complainant. 
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SCHEDULE A  -  Challenged Materials 

 

 

Request for Reconsideration of Library Materials Date issued:  ________ 

Date returned: _______ 

This form is to be completed outside the Library premises and returned within seven days from 

the date issued. 

Author/Creator of the item:  

Title of the item:  

Request initiated by: 

Name:   

Address:  

Telephone:  

Complainant represents:  

Self _________OR name of group/organization  

 

1. To what in the item do you object? (Please be specific, cite pages)  

  

  

  

2. What do you feel might be the result of reading/viewing/listening to this item?  

  

  

3. For what age group would you recommend this item? 

______________________________________________________________________________ 

4. Is there anything good about this item? 

______________________________________________________________________________

______________________________________________________________________________ 

5. Did you read/listen to/view the entire item?   

If not, what parts?  

6. Are you aware of the judgment of this item by literary critics/reviewers? 
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______________________________________________________________________________

______________________________________________________________________________ 

7. What do you believe is the theme of this item? 

______________________________________________________________________________

______________________________________________________________________________ 

8. What would you like your Library to do about this item? 

______________________________________________________________________________

______________________________________________________________________________ 

9. In its place, what item of equal quality would you recommend that would convey as valuable 

picture and perspective of our civilization? 

______________________________________________________________________________ 

10. Have you read the Camrose Public Library Materials Selection Policy? 

______________________________________________________________________________ 

 

Complainant’s Signature 

______________________________________________________________________________ 

Director of Library Services Signature 

______________________________________________________________________________ 
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SCHEDULE B  What To Do When A Patron Objects To A Library Item 

 
 
If a patron wishes to object to an item in the library collection, there is a formal procedure for 
doing this.  The staff member should: 
 
1. Be patient with the patron and respect his/her opinion and right to express it. 

� Remain calm.  
� Listen to what the patron has to say. Hear him or her out. Many difficult situations can be 

defused simply by showing you care what the person thinks and are willing to listen. 
� Try to avoid becoming defensive and maintain a helpful manner. Chances are if the 

patron feels she/he was heard, understood and treated with respect, that might be enough 
and a formal objection may be unnecessary. 

� Remember that the library has policies in place to handle such situations, and rely on the 
policy. 

 
2. Refer the patron to the Director of Library Services. 

� If the Director of Library Services is available, refer the patron immediately.  
� If she is not available, ask the patron if she would like to speak to the Director of Library 

Services directly and take the patron’s name and phone number. Proceed with steps 3, 4, 
and 5 immediately. 

 
3. Provide a copy of the Materials Selection policy  
 
4. Point out these specific sections: 

� Statement on Intellectual Freedom  
� Specific Criteria  
� Controversial Issues  

 
5. Provide a copy of the Challenged Materials policy. 
 
6. If, after reading the materials selection policy, the patron still wishes to register a formal 

complaint, the staff member should provide them with a Request for Reconsideration of 
Library Materials form.  

 
7. When the patron returns the form completed IN FULL, assure him or her that the Director of 

Library Services and the library board will review the material. 
 
8. Tell the patron that he/she will receive a letter from the board chairperson describing the 

results of the review. 
 
9. Give one copy of the completed form to the patron and one copy to the Director of Library 

Services. 
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CAMROSE PUBLIC LIBRARY 

Policy Manual 
 

 

E. Collection Development Policy 
 

RESOURCE SHARI8G 

 
 

Approved   16 September 2003 Amended   17 April 2007 
 

 

Intent:  Camrose Public Library (CPL) supports the principles set out in the Alberta Community 
Development, Libraries Branch document Principles for Resource Sharing for Alberta 

Public Libraries, August, 1994. 
  

 CPL participates in the provincial interlibrary loan network by virtue of membership in 
the Parkland Library System, Alberta Public Libraries Electronic Network (APLEN) and 
The Alberta Library Card (TAL). Therefore, it shall abide by the rules and procedures as 
outlined by each. 

 

 CPL Board sees resource sharing as an integral part of the service provided by the library. 
The Board feels that every attempt should be made to make accessible any material 
requested by a patron regardless of who the patron is or why the patron wishes the 
material, and will reciprocate by providing any materials requested by other participants 
in the aforementioned programs. 

 

1.1  The Libraries Regulation 141/98 (2003), Part 1, 7.2 (c) 
 

Every board that operates a library service point shall…establish policies with respect to 

the following: 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. 

 

1.2   Alberta One Library Card 
 

CPL Board agrees, as a member library of The Alberta Library, to participate in the TAL 
Card Program, in accordance with the policy of the TAL card program, as approved by 
the Board of The Alberta Library. 

 

1.3   Publicity 
 

CPL 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. 
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1.4  Staff 
 

Training of staff in resource sharing is the responsibility of CPL through Parkland 
Regional Library, APLEN, and TAL, and shall be carried out through a combination of 
on-site visits, workshops, memo, procedures manuals, and conferences. 

 

1.5  Guidelines 
 

a) Some materials in the library collection may not be loaned, at the discretion of the 
Director of Library Services. 

b) Any charges (loan charge or postage) resulting from interlibrary loans may be 
charged back to the patron making the request, at the discretion of the Director of 
Library Services. 

c) Borrowing libraries shall reimburse the lending library for any lost or damaged books 
on loan to them and their patrons. 
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LOA8 OF MATERIALS 
 

 

Approved   16 September 2003 Amended  17 April 2007 
 

 

Intent:  The Camrose Public Library (CPL) will make available for loan a wide variety of 
materials, with some exceptions, and these materials will be lent to patrons who hold a 
borrower card from CPL under conditions set forth by the Board of CPL. 

 

2.1  The Libraries Regulation 141/98 (2003), Part 1, 7.2 (e)  
 
Every board that operates a library service point shall…establish policies with respect to 

the following: The terms and conditions under which library resources will be loaned to 

members of the library for use in a location other than the library. 

 
2.2   Materials Lent 

 
a) Materials normally lent may include books (hardcover and paperback), periodicals, 

audio-visual materials, maps, music, and pamphlets. 
 
b) Materials normally confined to usage within CPL and not available for loan include 

materials identified as “reference” materials (for example, atlases, dictionaries, 
encyclopedias), newspapers, reserve materials, and irreplaceable materials. 

 
c) Any material normally lent outside of the library premises of CPL will be made 

available for loan to all registered patrons of the Parkland Library System and 
interlibrary loan to holders of The Alberta Library (TAL) card. TAL patrons are 
limited to in-print items and have a limit of 5 items as per the TAL agreement. 

 
2.3   Loan Period 
 

Loan period shall be as outlined in Schedule C of CPL Bylaws. 
 

2.4   Discretionary Limits of Director of Library Services 
 

The Director of Library Services (or designate) is allowed discretion in setting such loan 
periods and number of items lent under extenuating circumstances as deemed in the best 
interest of patron convenience and library collection maintenance. 

 
2.5  Penalties and Withdrawal of Privileges 

 

a) Abuse of borrowing privileges, causing disturbances on Library premises, mutilation, 
or destruction of Library materials or premises, or other actions considered 
inappropriate by the Director of Library Services, may result in withdrawal of 
privileges or imposition of fines and penalties, or both, as provided for in the 
Libraries Act. 

 
b) Penalties for overdue books and materials shall be imposed under conditions and at a 

rate outlined in Schedule D of CPL Bylaws. 
 
c) Terms and conditions under which borrowing privileges may be suspended or 

forfeited are outlined in Schedule D of CPL Bylaws. 
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E.3  PROVISIO8 OF MATERIALS TO PERSO8S U8ABLE  

TO USE CO8VE8TIO8AL PRI8T 
 
 

Approved   16 September 2003 Amended   17 April 2007 
 

 

Intent:  The Camrose Public Library (CPL) shall endeavor to provide materials in a form 
appropriate to the user, from whatever sources are available. Sources may be, but not 
limited to interlibrary loan, Canadian National Institute for the Blind (CNIB), or liaison 
with community support agencies in order to put the end user in touch with the source. 

 

3.1   The Libraries Regulation 141/98 (2003), Part 1, 7.2 (d) 

 

Every board that operates a library service point shall…establish policies with respect to 

the following: provision of library materials to person unable to use conventional print 

materials including provision in co-operation with community agencies. 

 
3.2 CPL will provide a limited collection of audio books to all patrons including 

persons unable to use conventional print materials. 
 
3.3               As a member of Parkland Regional Library System (PRL), CPL is a partner with 

Visunet Canada Partners Program (VCPP) to provide local library access to 
alternative format books and online resources for people who have difficulty 
reading print due to a visual, physical, or learning disability.   
  
CPL will facilitate the registration to the CNIB Digital Library and Children’s 
Discovery Portal for local patrons.  CPL may choose to have the materials 
shipped directly to the patrons residence or may have the material delivered 
directly to CPL for distribution to patrons. 

 
3.4 Large print books are available to all patrons as a standard service of CPL. 
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E.4  PROVISIO8 OF MATERIALS I8 LA8GUAGES OTHER 

THA8 E8GLISH 
 
 

Approved   17 April 2007  Amended  
 

 

Intent:  The Camrose Public Library (CPL) recognizes the multicultural nature of our 
community and our province, and therefore will strive to provide access to library 
materials in languages other than English. 

 

4.1  CPL will attempt to meet any reasonable requests for materials in languages other 
than English utilizing the International Collection Consortium materials through 
Parkland Regional Library. 
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E.7  LIBRARY HOURS OF SERVICE A8D A88UAL 

SCHEDULE 
 
 

Approved   16 September 2003 Amended   17 January 2006, 17 April 2007 
 

 

Intent:  Camrose Public Library (CPL) strives to maintain operating hours that provide the 
greatest access to our patrons within the constraints of budget and staff availability. 

 
7.1  The Libraries Regulation 141/98 (2003), Part 1, 7.2 (f) 

 
Every board that operates a library service point shall…establish policies with respect to 

the following: hours of service at each library service point. 
 

7.2   Winter Operating Hours 

From the Tuesday following Labour Day until June 30, the Camrose Public Library 
(CPL) will be open as follows: 

Monday 10:00 a.m. to 8:00 p.m. 
Tuesday 10:00 a.m. to 8:00 p.m. 
Wednesday 10:00 a.m. to 8:00 p.m. 
Thursday 10:00 a.m. to 8:00 p.m. 
Friday  10:00 a.m. to 6:00 p.m. 
Saturday 10:00 a.m. to 6:00 p.m. 

 

7.3   Summer Operating Hours 

Beginning July 1 and continuing until Labour Day, CPL will be open as follows: 

Monday 10:00 a.m. to 8:00 p.m. 
Tuesday 10:00 a.m. to 8:00 p.m. 
Wednesday 10:00 a.m. to 8:00 p.m. 
Thursday 10:00 a.m. to 8:00 p.m. 
Friday  10:00 a.m. to 6:00 p.m. 
Saturday 10:00 a.m. to 6:00 p.m. 

 
7.4   Holiday Closings 

CPL will be closed on certain statutory, civic and other holidays as determined annually 
by the Board of Trustees at their January meeting. 

 

7.5   Other Closings 

From time to time during the year the Board may authorize a day of closing for 
circumstances such as staff professional development, improvements to the library 
facility, or changes to the library operating software.   
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CAMROSE PUBLIC LIBRARY 
 

PURCHASI8G POLICY 
 

………………………………………………………………………………………………… 
 

1. Statement of Intent 
 

All capital purchases or contracts will be made in a manner that results in the acquisition of 
products and services of acceptable quality at the lowest possible price, taking into 
consideration factors of availability, urgency of demand, qualifications, and the required 
service level.  

 
2. Gross Price 

 
When making capital purchases or contracts on behalf of the Library, preference may be given to 
local suppliers or contractors, everything else being equal. The gross price shall be the final 
determining factor, but such things as freight, travel, Library employee time, qualifications, etc. shall 
be taken into account to determine the gross price.  

 

3. Local Suppliers 
 
The Library Director shall contact local suppliers or contractors for quotations when it is deemed 
feasible that the merchandise or service being sought could reasonably be supplied locally. The 
Director may delegate this task to Library staff or committee chairs as appropriate. 
 
Preference may be given to local suppliers or contractors to the fullest degree possible, with the 
guideline being that the local supplier or contractor is selected whenever the delivered prices is less 
than 10% higher (for purchase or services having a value up to $5,000) or less than 5% higher (for 
purchases or services having a value of over $5000 to an upper limit of $50,000).  

 
4. Fairness 
 

All transactions shall ensure equal opportunity, due process and fairness to actual and potential 
suppliers or contractors. The methods by which decisions are made must ensure not only fairness but 
the appearance of fairness. 

 
5. Factors Determining Final Cost 

 
In any decision, the Library may take into consideration all factors in the final cost of a 
product or service. The following factors may be weighted differently, dependent upon the 
scope and nature of the service or product obtained, and not limited to: 

• transportation costs 
• availability (delivery time) 
• quality 
• warranty 
• brands 

 

• support & service availability 
• price 
• expertise in product/service area 
• qualifications 
• other pertinent requirements. 

 
 
 

TRACKI8G RECORD:  Date approved: 3/12/2002 
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CAMROSE PUBLIC LIBRARY 

Policy Manual 
 

 

E. Collection Development Policy 
 
MARKETI8G 

 

Approved   September 1995 Amended  
 

 

1.0   MARKETI8G POLICY 

1.1 The Camrose Public Library Board recognizes the importance of a positive and vibrant library 
image and is committed to presenting this image to the public. 

1.2 The Board realizes that the library must market its services and products to the public to 
achieve maximum usage. 

1.3 The Board recognizes that public relations must involve Board members, staff members, and 
any other person who has any connection with the library. 

1.4 The Board is committed to making civic leaders and general public aware of the library’s 
objectives and services offered and to promoting understanding of such. 

1.5 The Board shall encourage active participation by people of all ages in the programs and 
services of the library. 

1.6 The Board shall invite input from members of the community at large concerning evaluation of 
and planning for existing and potential programs and services. 

1.7 The Board, recognizing that the library is a vital organization within the community, will co-
operate with other agencies and organizations in meeting its objectives. 

1.8 The Board and staff, recognizing the importance of good public relations, will endeavor to 
provide the most courteous and efficient service to the public. 

1.9 The Board shall utilize consistently and persistently all appropriate media and provide speakers 
to bring the library and its activities to the attention of the public. 

2.0  MARKETI8G COMMITTEE ORGA8IZATIO8 

2.1 Shall consist of at least two Board members, the Director and two2 patrons of the library. 
2.2 The chair of the Marketing Committee shall be appointed annually by the Board. 
2.3 The chair shall appoint the two reps from patrons of the library. 
2.4 Decisions and actions of the Marketing Committee must be in accordance with the Marketing 

Policy and be approved by the Board. 
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2.5 The chair shall report to the Board the activities of the committee. 
3.0  MARKETI8G COMMITTEE DUTIES 

3.1 Shall annually review the Marketing Policy of the Board and make recommendations as it sees 
fit. 

3.2 Encourage and maintain liaison with groups of patrons including “Friends of the Library”. 
3.3 Promote, organize and manage fund raising activities. 
3.4 Obtain Board approval for any proposed financial commitment (honoraria, etc.). 
3.5 To promote and organize activities within the facility to raise public awareness. 
3.6 To arrange speakers to visit organizations and institutions to promote use of the facility. 
3.7 To participate in community events which will help to promote the activities of the library. 
3.8 Every three years, at the direction of the Board, a needs assessment survey is conducted in 

accordance with the Provincial Government Legislation. 
3.9 To carry out the Marketing Policy of the Board. 
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CAMROSE PUBLIC LIBRARY 

Policy Manual 
 

 

F. Personnel 
 

F.1  APPLICATIO8 OF PERSO88EL POLICIES 

 
 

Approved   28 June 2005  Amended  September 2006, 17 April 2007 
 

 

Intent:  Policies are the Library Board's guidelines for employees to apply toward the 
smooth operation of the Camrose Public Library.  

1.1 The Libraries Regulation 141/98 (2003), Part 1, 7.2 (a) 

 

Every board that operates a library service point shall…establish policies with 

respect to the following: personnel, including job descriptions and performance 

appraisals for employees and volunteers, qualifications for staff positions, 

working hours, conditions of employment and a grievance procedure. 
 
1.2 The Personnel Policies apply to all employees of the Library; however, should a 

Collective Agreement or employment contract exist, the provisions of such 
agreement or contract shall apply to the employees covered by the scope of the 
agreement or contract. 

1.3 Interpretation of Personnel Policies will be clarified through written procedures 
developed by the Manager of Administrative Services. 

1.4 In the event of any discrepancy between this policy and the Alberta Employment 
Standards as set out by Alberta Labour, the latter shall prevail. A copy of these 
Standards is available online at www3.gov.ab.ca/hre/employmentstandards. If the 
library policy goes beyond Employment Standards then the Library policy will 
prevail. 
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F.2  ORGA8IZATIO8 OF LIBRARY 
 
 

Approved   28 June 2005 Amended   September 2006 
 

 

Intent:  The Library Board recognizes that all employees are active participants in 
carrying out the Library's purpose.  All employees will endeavor to practice a 
consultative management style where they listen to the input of others and frame 
recommendations and decisions that are based on ethical conduct and 
commitment. Open, honest communication between all levels of staff must be 
practiced without fear of reprisal in order for input to be considered of the highest 
caliber.  

2.1 The Director of Library Services and the Manager of Administrative Services 
shall be the only library staff accountable to the Library Board for managing the 
activities within the Library.  

2.2 Issues are discussed and decisions are made with the Management Team at the 
discretion of the Manager of Administrative Services.  

2.3 All supervisors will be accountable to the Manager of Administrative Services for 
furthering the consultative management process throughout their sections.  

2.4 Any employee who feels she is being treated unjustly or unfairly may address the 
issue or circumstances following the appeal procedure described in Section 9, 
Problem Resolution and Grievance Procedure.  

2.5 The Director of Library Services and the Manager of Administrative Services will 
delegate authority to a member of the Management Team in her absence. 

2.6 All employees shall be accountable to their supervisor and ultimately to the 
Manager of Administrative Services. 

 



Page: 
67 

Revised: January 5, 2010 C:\Users\jcooper\Documents\CPL Policy Manual[1].docx  

 

F.3   EMPLOYEE RECRUITME8T 
 

Approved   28 June 2005  Amended   September 2006, 17 April 2007 
 

 

Intent: The Library Board deems it critical to recruit and retain the highest quality 
employees in terms of attitude, skills, and ability to meet the position's needs. 
Recruitment shall be conducted in a fair, equitable, and consistent manner.  

3.1 All vacancies will be advertised internally for a minimum of seven (7) days.   
External job advertisements may be placed in local newspapers, library 
employment online services, the library’s website and at other agencies and 
publications that are deemed appropriate for the position.  

3.2 All positions will have a written job description outlining position, supervisor(s), 
employees supervised, duties, qualifications and hours of work.  Job descriptions 
will be reviewed annually by the employee and supervisor at the employee’s 
performance review. 

3.3 (a) The Director of Library Services and the Manager of Administrative Services 
will be hired by the Library Board on a contract basis.   

 (b) The Manager of Administrative Services is responsible for recruitment and 
hiring of all other employees. 

 (c) Members of the Personnel Committee shall be part of the selection process for 
Management Team positions. 

3.4 Hiring of family members of current employees and Board will be restricted by an 
"arm's length" criteria in terms of hiring and direct supervision.   It is incumbent 
upon any employee or Board member to disqualify herself immediately whenever 
the appearance of a conflict of interest exists.  

3.5 Screening of all applicants shall include a minimum of three references and a 
security check through the local police.  If the position includes close and/or 
extensive involvement with children, a CWIS check is required.  The Library will 
reimburse employees for cost of security checks. 

3.6 The official offer of employment will be generated by the Manager of 
Administrative Services for all employees excepting the Management Team.  

3.7 Written acceptance of a position will be required, agreeing to position, 
remuneration, hours of work and any benefits.  

3.8 All positions exceeding six months' duration will have a probationary period: 
  Managerial/supervisory positions:  six (6) months 
  All other positions:  three (3) months 

3.9 One extension of the probationary period may be granted by the Manager of 
Administrative Services or by the Board for the probationary period of 
Management positions.  The extension may not exceed the length of the original 
probationary period.  
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F.4   HOURS OF WORK 

 

Approved   28 June 2005 Amended  
 

 

Intent:  The hours of Library employees will be set to meet the needs of the people of the 
community with consideration given to meeting the needs of the employees.  

4.1 The regular hours of work for a full-time employee are seven (7) hours per day, 
which excludes a one (1) hour unpaid lunch break, and thirty-five (35) hours per 
week. 

4.2 The hours of a part-time position may vary. 

4.3 Full time supervisory employees will work a minimum of thirty-five (35) hours 
per week and such other hours that are reasonably necessary to fulfill the 
requirements of their position. 

4.4 Breaks are per Alberta Employment Standards. 

4.5 Extra shifts/hours will be paid at the employee’s normal rate of pay for that 
position; for example, to cover for employees who are ill or on vacation, or to 
attend the monthly staff meeting. 

4.6 Overtime will be paid as per Alberta Employment Standards. 
4.7 Any time in lieu must be approved in advance.  Time in lieu will be given at a rate 

of 1 hour lieu for every hour worked as per agreement signed at the time of hire.  
Time in lieu must be used within 3 months of accrual.   

4.8 Schedules will be posted in advance of work days as per Library procedures. It is 
the responsibility of the employees to be aware of when they are expected to 
work. 

4.9 Employees shall notify a supervisor of an expected absence at least one hour prior 
to the start of a scheduled shift. 
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F.5   SALARY ADMI8ISTRATIO8 
 

Approved   28 June 2005 Amended:  October 5, 2006  
 

 

Intent: The Library Board wishes to maintain a compensation system that reflects equity 
within and amongst libraries and the local public sector.  

5.1 Job categories will have a pay scale that is set periodically by the Library Board.  
Each new employee's starting pay, or promoted employee's new pay, will be 
based on that scale, taking into account the individual's education, training and/or 
experience.  

5.2 Employees may be entitled to movement on the salary grid on their anniversary 
date. Such increases will NOT be automatic, but will be based on any training 
completed as well as the results of any evaluations.  

5.3 Annual cost-of-living increases will be considered by the Library Board.  
Employees will be notified each year of the amount, if any, of such increases.  
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F.6   PERFORMA8CE EVALUATIO8 SYSTEM 
 

Approved   28 June 2005 Amended   October 5, 2006 
 

 

Intent: The performance evaluation system is an on-going process designed to establish 
and maintain positive communication and enhance performance. 

6.1 All employees will participate in the performance evaluation system process. 
Coaching may occur throughout the year. 

6.2 The Director of Library Services and the Manger of Administrative Services will 
be evaluated annually by the Library Board, or Board designate(s). 

6.3 All other employees will be formally evaluated annually by their immediate 
supervisor.  

6.4 Performance evaluations do not include grid movements and do not suggest that 
pay increases automatically occur.  If grid movement is recommended by an 
employee’s immediate supervisor, it occurs on the anniversary date of that 
employee. 

6.5 Normally the written performance evaluations will be performed at the end of the 
probationary period and are due on the employee's anniversary date thereafter.   

6.6 An employee may request an evaluation at any time. 

6.7 Upon request to her supervisor, an employee may access her personnel file in 
accordance with FOIP guidelines.   
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F.7   DISCIPLI8E A8D TERMI8ATIO8 
 

Approved   28 June 2005 Amended   October 5, 2006 
 

 

Intent:  The Library Board recognizes that discipline and/or termination may be 
necessary should an employee not fulfill the requirements of the position and/or 
their objectives are incompatible with the Library.  

7.1 The Manager of Administrative Services has the full authority and responsibility 
to discipline or dismiss any employee for just cause.  

7.2 Progressive discipline with the aim of being corrective will be utilized, except in 
extreme cases.  

7.3 Progressive discipline steps: 

 (a) Verbal warning with an agreed upon time frame to sit down to discuss.  

 (b) First written warning that includes a reasonable time frame to correct the 
problem.  Documentation to include a copy to employee, and one to the 
employee’s personnel file.  

 (c) A second written warning that includes a reasonable time frame to correct 
the problem.  Documentation to include a copy to employee, and one to 
the employee’s personnel file.  

 (d) Dismissal. 

7.4 All disciplinary documentation will be immediately copied to the employee and a 
signed copy acknowledging receipt will be placed in the employee’s personnel 
file 

7.5 Terminations will be administered in accordance with the guidelines established 
by Alberta Employment Standards.  These Employment Standards may be 
accessed electronically at www3.gov.ab.ca/hre/employmentstandards 

7.6 All employees are expected to give notice in writing to the Manager of 
Administrative Services of intent to resign or retire in accordance with Alberta 
Employment Standards.  
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F.8   PROBLEM RESOLUTIO8 A8D GRIEVA8CE 

PROCEDURE 
 

Approved   28 June 2005 Amended   October 5, 2006 
 

 

Intent: The Camrose Public Library encourages resolution of issues in an expeditious and 
fair manner.  

8.1 Any employee (or group of employees) who feels she is being treated unjustly or 
unfairly, may address the issue by following the problem resolution and grievance 
procedure.  

8.2 The procedure is comprised of three steps:  
 Step 1. a) The employee discusses the issue with her immediate supervisor and 

together they seek resolution to the problem.  
b) If the issue remains unresolved, the supervisor will discuss the issue 

with the Manager of Administrative Services and/or Management 
Team.  The supervisor will take no more than seven (7) working 
days to render a decision.  

 Step 2. a) If the problem remains unresolved, the employee may express the 
complaint in writing to the Manager of Administrative Services with 
copies to the supervisor, within seven (7) working days of the 
supervisor’s decision. 

b) The Manager of Administrative Services will undertake a thorough 
investigation of the problem and all circumstances and contributing 
factors.  The Manager of Administrative Services may consult with 
the Management Team as part of the process. 

c) The Manager of Administrative Services will make every effort to 
resolve the complaint promptly, but depending on the complexity of 
the problem, may take up to seven (7) working days to provide a 
written decision on the best course of action.   

d) The Manager of Administrative Services may utilize a mediator to 
work with the parties in resolving the disagreement.   

 Step 3. a) If the problem remains unresolved, the employee may forward the 
grievance to the Chair of the Personnel Committee within seven (7) 
working days of the Manager of Administrative Services' decision. 
The grievance must be in writing, and must include reasons for 
dissatisfaction with the process to date.  

b) The Personnel Committee will review all the necessary documents 
and circumstances and render a decision in writing within seven (7) 
working days of its receipt of the appeal, taking into account 
Employment Standards. The decision at this level will be final. 
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c) The Personnel Committee may utilize a mediator approved by both 
sides to facilitate a binding resolution to the grievance.   

d) The time limits may be extended by mutual agreement.  



Page: 
74 

Revised: January 5, 2010 C:\Users\jcooper\Documents\CPL Policy Manual[1].docx  

 

F.9   SUBSTA8CE ABUSE 
 

Approved   28 June 2005 Amended   October 5, 2006 
 

 

Intent:  The Library Board does not condone any substance abuse or misuse that affects 
the performance of duties.  

9.1 An employee who feels she has a substance abuse/misuse problem should discuss 
the issue with her supervisor with the intent of seeking help without fear of 
reprisal.  

9.2 A supervisor who suspects that an employee has a substance abuse/misuse 
problem will discuss the issue with the employee in confidence with the intent of 
providing help without reprisal.  

9.3 It is the responsibility of an employee to ensure that prescribed medication side 
effects not interfere with her assigned duties.  She is responsible for notifying her 
supervisor of the side effects of any medication if she perceives it may affect the 
performance of her duties.  

9.4 Any employee whose performance, in the judgment of her supervisor and/or 
Manager of Administrative Services, is being adversely affected by being under 
the influence of alcohol or drugs, will be removed from the work place.  The 
circumstances will be reviewed the following working day and the employee 
informed of any pay dockage which will occur.  

9.5 All attempts will be made to take action to assist employees in correcting an 
abuse/misuse problem.  An employee who fails to respond to assistance may 
receive disciplinary action.  
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F.10   EMPLOYEE BE8EFITS 
 
 

Approved   28 June 2005 Amended October 5, 2006 
 

 

 
Intent: The Library Board deems it important to provide a balanced benefit program to 

eligible employees that sustains general health and ensures that the earning power 
of an individual is not radically altered.  

10.1 In addition to the Canada Pension Plan, after one year of continuous employment, 
all employees who meet the criteria of the Library Pension Plan shall participate 
in the Local Authorities Pension Plan as required.  

10.2 The Board will make available the Chamber of Commerce Health Plan: 

 i) Permanent part time employees who are regularly scheduled to work twenty 
(20) hours or more per week will be given the option to join. 

 ii) Permanent full time employees must join, unless coverage is provided under a 
spousal plan. 

10.3 All employees are entitled to a free individual membership at the Library while 
employed at the Library. 

 



Page: 
76 

Revised: January 5, 2010 C:\Users\jcooper\Documents\CPL Policy Manual[1].docx  

 

F.11   DECLARED HOLIDAYS 
 

Approved   17 May 2005 Amended October 5, 2006 
 

 

Intent:  The Library Board deems certain days as Declared Holidays during which the 
Library will be closed.  

 

11.1 The following days are recognized as Declared Holidays: 

New Year's Day August Civic Holiday 

Family Day Labour Day 

Good Friday Thanksgiving Day 

Easter Sunday Remembrance Day 

Victoria Day Christmas Day 

Canada Day Boxing Day 
(or any other day proclaimed as a holiday by the Federal, Provincial, or Municipal 
Governments.) 

11.2 If a Declared Holiday falls on an employee's regularly scheduled day of work, the 
employee will be paid her basic rate of pay. 

11.3 If a Declared Holiday falls on an employee’s regularly scheduled day off, no pay 
or lieu time will be given.  

11.4 If a Declared  Holiday falls on a normal working day when an employee is off on 
vacation, the employee will be entitled to a mutually agreed upon day in lieu. 
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F.12   VACATIO8S 
 

Approved   28 June 2005 Amended   October 5, 2006 
 

 

Intent:  The Library Board recognizes the importance of vacation entitlements to its 
permanent employees. 

12.1 During each year of continuous service in the employ of the library, permanent 
full time employees shall earn vacation with pay at the basic rate of pay, to be 
taken in the next following vacation year in proportion to the number of months 
worked in the previous entitlement year.  The rate at which vacation is earned 
shall be determined by the total length of such employment. 

12.2 Employees who begin employment between the 1st day of the month up to and 
including the 15th of the month, will be entitled to vacation accrual for that 
month. Employees who begin employment between the 16th of the month up to 
and including the last day of the month are not entitled to vacation accrual for that 
month.   

12.3 Termination of employment between the 1st day of the month up to and including 
the 15th of the said month does not entitle the employee to vacation accrual for 
that month.  Termination of employment between the 16th of the month up to and 
including the last day of the month does entitle the employee to vacation accrual 
for that month. 

12.4 Break in service: More than 90 days leave of absence without pay is considered 
to be a break in service and the employee will start their vacation accrual 
entitlement from the beginning of her return to work.  The only exception would 
be if the employee is off on STD/LTD (Short Term Disability/Long Term 
Disability).  Upon the return of the STD/LTD employee, she will continue to 
accrue vacation at her previous entitlement rate.  An employee on STD/LTD will 
cease accruing vacation once she has reached 60 days of sick leave 

12.5 Employees are normally entitled to receive their vacations in an unbroken period, 
unless agreed upon in advance with the Manager of Administrative Services.    

12.6 All paid vacation time must be taken within twelve (12) months from the time that 
the vacation was earned, except where prior approval has been granted in writing 
by the employer.  Total deferred vacation shall not exceed 10 vacation days and 
must be used in the next twelve months or be forfeited.  

12.7 The Management Team shall normally receive annual vacation time in 
accordance with years of employment: 

1 – 2 years three (3) weeks 
3 – 9 years four (4) weeks 
10 – 19 years five (5) weeks 
20 and more years six (6) weeks 
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12.8 Other salaried employees shall normally receive annual vacation time in 
accordance with years of employment: 

1 – 2 years   two (2) weeks 
3 – 9 years  three (3) weeks 
10 – 19 years four (4) weeks 
20 and more years five (5) weeks 
 

12.9 All hourly paid library employees shall bank vacation pay to be drawn upon when 
their vacation is scheduled.  Vacation pay will be earned as in the following chart: 

1- 2 years 4% 
3 – 9 years 6% 
10 – 19 years 8.3% 
20 or more years 10.5% 

12.10 A vacation schedule will be posted each year, with vacation dates based on: 
employee requested dates; whether an employee is salary or wage; seniority; 
maintaining necessary coverage; and approval by the Management Team.  
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F.13   PAID LEAVES 
 

Approved   28 June 2005 Amended   September 2006 
 

 

Intent: The Library Board deems it necessary to provide paid leaves to employees under 
specified circumstances. 

13.1 Annually, each permanent employee is eligible to accumulate sick leave on the 
basis of 5.77% of their regularly scheduled hours. 

13.2 Employees are allowed to carry forward sick leave to a maximum of 140 hours 
for an employee in a full-time position or a proportional amount for an employee 
in a part-time position.   

13.3 Employees may use a maximum of twenty five per cent (25%) of their paid sick 
leave annually for the illness of an immediate family member. 

13.4 A doctor’s certificate will be required for any sick leave of three (3) or more 
consecutive days. 

13.5 Should the Manager of Administrative Services suspect that an employee is 
abusing the sick leave benefit, the employee may be notified in writing to produce 
a medical certificate for each absence and/or evidence of an on-going medical 
condition. 

13.6  Should the Board suspect that any Management Team person is abusing the sick 
leave benefit, she may be notified in writing to produce a medical certificate for 
each absence and/or evidence of an on-going medical condition. 

13.7 Sick leave exceeding the allotted allowance shall be without pay. 

13.8 An employee not eligible for short term or long term disability who has exhausted 
her sick leave credits and is not able to return to work, may be considered to be on 
leave of absence without pay for one month for every year worked at the Library 
up to six months, at the discretion of the Manager of Administrative Services.  
After this period of time, the employee’s employment will be considered 
terminated. 

13.9 Records of earned and spent sick leave credits shall be kept and updated monthly.  
Any employee may examine her own record upon request. 

13.10 Temporary leaves of absence with pay will be granted to permanent employees 
for the following circumstances: 

a) Critical illness or death in the immediate family – up to three (3) days.  Where 
travel outside the province is required, such leave may additionally include 
travel time to a maximum of two (2) days within North America, three (3) 
days outside of North America.   
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b) Subpoenaed witness or jury duty provided any witness fee is paid to the 
Library for regularly scheduled days of work.  

13.11 The Manager of Administrative Services may grant other compassionate leaves of 
absence with pay to employees at her sole discretion.  

13.12 The Manager of Administrative Services and Director of Library Services may 
choose to consult with the Board Chair or a member of the Personnel Committee 
should she require other compassionate leave for herself. 
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F.14   U8PAID LEAVES 
 

Approved   28 June 2005 Amended   September 2006, 17 April 2007 
 

 

Intent: The Library Board deems it necessary to provide unpaid leaves to employees 
under specified circumstances. 

14.1 Leaves of absence without pay in excess of four (4) weeks require the written 
approval of the Manager of Administrative Services, providing satisfactory 
arrangements can be made for the performance of the employee's duties.  
Vacation accrual credits at the time of the leave cannot exceed five (5) days.  

14.2 The Board may, in the case of the Management Team, grant a leave of absence 
without pay, providing satisfactory arrangements can be made for the 
performance of her duties.  Vacation accrual credits at the time of the leave 
cannot exceed five (5) days.  

14.3 An employee who is on a leave of absence greater than four (4) weeks may 
continue on benefit plans provided she pays entire monthly premiums.  

14.4 Any leave of absence utilized for purposes other than that for which the leave was 
granted may be grounds for dismissal. 
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F.15   EMPLOYEE TRAI8I8G A8D PROFESSIO8AL 

DEVELOPME8T 
 

Approved   28 June 2005 Amended   September 2006 
 

 

Intent: The Library Board is committed to the ongoing development of Library 
employees. The Board encourages attendance at professional meetings, 
workshops and conferences, as time and budget permit.  

15.1 The Library will maintain membership is such professional organizations as are 
deemed of benefit. The Director of Library Services will be the designated voting 
representative, except for organizations related to Library trusteeship, for which 
the Board will appoint a representative.  

15.2 The Board recognizes the importance of education and training, and encourages 
such continuing education by Library employees. With prior approval by the 
employer, the Manager of Administrative Services will consider requests for 
leave-of-absence in order to attend course(s) or other training opportunities.   

15.3 Course and workshop fee reimbursement is available to permanent employees 
with prior approval of the Manager of Administrative Services. The amount of 
that reimbursement will be determined by such factors as the cost of the course, 
total funds available, degree of relevance to job and previous reimbursement 
received.  

15.4 Travel time to or time spent at conferences, conventions, workshop seminars, or 
similar training course shall not be considered as lieu or overtime. Such 
attendance is to be determined in consultation with the appropriate supervisor and 
must stay within budget. 

15.5 A reporting of attendance shall be made to the Board by the Manager of 
Administrative Services.  
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F.16   SAFETY A8D SECURITY 
 

Approved   28 June 2005 Amended   17 April 2007 
 

 

Intent: The Library Board wishes to promote a safe work environment for Library 
employees. 

16.1 All injuries to employees will be reported to and documented by the immediate 
supervisor within 48 hours of the injury.  A copy of the report will be written up 
on the appropriate injury form with a copy to the Manager of Administrative 
Services.  

16.2 Employees on Workers Compensation will be paid directly by the Workers 
Compensation Board and be temporarily taken off the payroll system.  

16.3 All employees will report unsafe working conditions to their supervisor without 
fear of reprisal.  Unsafe working conditions will be given immediate attention. 

16.4 All employees are required to alert the Manager of Administrative Services 
regarding any security concerns.  

16.5 Employees working in the building during off hours are responsible for 
maintaining the security of the building during their stay and for leaving the 
building secure. 

16.6 When the library is open, there will be a minimum of three (3) employees, one of 
which will be assigned to the Youth Library. 
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F.17   EMPLOYEE SERVICE AWARDS 
 

Approved   28 June 2005 Amended  
 

 

Intent: The Library Board endorses an awards program that recognizes length of service 

17.1 Service awards will be given to employees at the completion of each five year 
phase of employment.  The years of service will commence from the employee’s 
anniversary date.   

17.2 Anniversary Schedule: 

Fifth A gift certificate in the value of $25.00 
Tenth A gift certificate in the value of $50.00 
Fifteenth A gift certificate in the value of $75.00 
Twentieth A gift certificate in the value of $100.00 
Twenty-fifth A gift certificate in the value of $125.00 
Thirtieth A gift certificate in the value of $150.00 
Thirty-fifth A gift certificate in the value of $175.00 
Fortieth A gift certificate in the value of $200.00 
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E.18   DRESS CODE 
 

Approved   28 June 2005 Amended    
 

 

Intent: It is expected that each employee’s dress and grooming will be appropriate for a 
business environment and is keeping with his or her work assignment.    

18.1 Health and safety standards must be considered in dressing for work.    
18.2 Clothing and accessories must be neat, clean and in good repair, and should not 

draw inappropriate or disruptive attention to the individual.    
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F.19   VOLU8TEERS 
 

Approved   28 June 2005 Amended  17 April 2007 
 

 

Intent: The Camrose Public Library recognizes the value of volunteers in providing 
benefits to the Library, the community and the volunteers. The work of volunteers 
shall complement, but not replace, the work of paid library employees. 

19.1 The Director of Library Services is the designated Volunteer Coordinator for the 
Library. 

19.2 Volunteers will fill out an application form that provides needed contact 
information, asks for references and permission for a Criminal Record/CWIS 
check. The cost of security checks shall be reimbursed by the Library.  

19.3 Volunteers under the age of 18 years of age must have written consent of a parent 
or guardian prior to volunteering. 

19.4 a) Volunteers will be interviewed by the Volunteer Coordinator to ensure that 
they meet the position requirements and fit in with the Library organization.  

 b) The Volunteer Coordinator will conduct orientation and training to familiarize 
volunteers with the policies and procedures of the Library.  

 c) Volunteers will be given a copy of Volunteer Policy as part of their 
orientation. 

 d) There will be a three (3) month probationary period to give both the volunteer 
and the Library time to determine suitability.  

19.5 The responsibilities in the position description will determine the necessary 
degree of supervision and evaluation.  For example, if the position involves 
interaction with, and/or responsibility for children, the volunteer will be under 
close supervision.  Frequent feedback is particularly important.  

19.6 Volunteers shall be bound by the same standards of conduct, obligations, 
confidentiality, and policies as employees.  

19.7 Volunteers are responsible for maintaining confidentiality of all proprietary or 
privileged information whether this information involves individual employees, 
volunteers, patrons, or Board members, or involves overall Library business. 

19.8 Volunteers must be covered by their own vehicle insurance where their volunteer 
activity involves the use of a vehicle. 

19.9 All volunteers are considered to be representatives of the Library and shall 
conduct themselves in an appropriate manner when carrying out assignments for 
the library. 

19.10 In the event of an opening for a paid position, volunteers who apply for the 
position shall be considered and evaluated on the same basis as all other 
applicants. 



Page: 
87 

Revised: January 5, 2010 C:\Users\jcooper\Documents\CPL Policy Manual[1].docx  

 

19.11 The Library reserves the right to evaluate the placement and performance of a 
volunteer.  This may lead to the reassignment of the volunteer or the termination 
of the relationship between the volunteer and the Library in the case of 
unsatisfactory service, gross misconduct or failure to comply with policies and 
procedures.  
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SCHEDULE F-1 

 

JOB DESCRIPTIO8S 
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CAMROSE PUBLIC LIBRARY 

Policy Manual 
 

 

G. Finance 
 
 

Approved  _____________________________  Amended: January 25, 2000, March 12, 2002, 

                 January 14, 2003, October 5, 2006 

                                                                                                                                         May 20, 2008 

 

 

G.1  ACCOU8TI8G POLICIES 

1.1 Changes in Accounting Policies: Any significant changes in accounting policies 
require a motion of the Board.  

1.2 Interest Income: Interest income earned on reserves shall be included in general 
revenue, at the discretion of the Board. 

1.3 Purchases: All items are expensed in the year they are purchased.  
 
 
G.2  AUDIT  
 

2.1 The auditor shall be appointed by the Board and approved by the Council of the 
City of Camrose as per the Libraries Act (Alberta).  Competitive bids may be 
requested at the Board’s discretion. 

2.2 Library financial records are prepared for audit as soon as reasonably possible 
after year end.   

2.3 The audited financial statement shall be received and approved by the Board.   

2.4 A copy of the audited financial statements shall be forwarded to the trustees and 
to funding jurisdictions such as the City and County of Camrose, and Alberta 
Community Development. 

2.5 The audited financial statements are a public document and are available upon 
request.  
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G.3  BA8KI8G 
 

3.1 The Finance Committee may review from time to time the banking services that 
are provided to the Library and make recommendations for change to the Board.  
Any change in the banking services shall require a motion of the Board.  

 

G.4  BUDGET 
 

4.1 The Finance Committee in conjunction with the Director of Library Services and 
the Manager of Administrative Services shall prepare a practical and balanced 
annual budget proposal and submit it to the Board for approval no later than the 
October Board meeting.  This budget will then be presented to the councils of the 
City and County of Camrose. 

4.2 As a part of the budget process, the Management Team and the Finance 
Committee shall strive to include planning for capital replacements, emergencies, 
and long-term financial stability.   

4.3 The Finance Committee shall review the budget periodically and recommend 
adjustments to the Board.  

 
G.5  CASH REGISTER FLOAT 
 

5.1  A float of $120.00 shall be kept for the cash register and administered by the 
Manager of Administrative Services or designate. 

 

G.6  CHART OF ACCOU8TS 
 

6.1 The Finance Committee shall recommend any changes to the chart of accounts to 
the Board for approval.  

 
G.7  CO8FERE8CE A8D TRAVEL EXPE8SES 
 

7.1 Delegated staff, trustees and volunteers who attend conferences or authorized 
meetings shall be paid reasonable expenses; meals, accommodation and travel 
where applicable and in accordance with budget provisions. Mileage rates shall be 
reviewed and annually matched to the City of Camrose current rate. 

7.2 All receipts must accompany a reimbursement request form which must be 
approved by the Manager of Administrative Services. 
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G.8  FI8A8CIAL STATEME8TS 
 

8.1 The Manager of Administrative Services is responsible to provide monthly 
financial statements outlining the current year budget, year-to-date expenses, 
budget variances, and percentage expended. 

8.2 The Manager of Administrative Services shall report any financial anomalies to 
the Chairs of the Board and Finance Committee as soon as is reasonably possible.   

8.3 The Finance Committee shall review all expenses and may request any/all 
supporting documentation for review.  

 
G.9  FI8A8CIAL SYSTEMS A8D RECORDS 
 

9.1 Financial records shall be maintained on a computer with protected access to 
ensure security of these records.   

9.2 Back-up accounting records shall be stored in a secure off-site location.   

9.3 Essential records and contracts such as payroll, pension, and employee personnel 
files shall be stored electronically off-site. 

 
G.10  FI8A8CE COMMITTEE 
 

10.1 The Finance Committee shall consist of a minimum three (3) Board members and 
the Manager of Administrative Services, as well as other such consultants as may, 
from time to time, be required.   

10.2 All Finance Committee decisions pertaining to the budget and finance policy must 
be ratified by the Board.   

10.3 The Finance Committee shall assist other committees in assessing any budget 
implications pertaining to recommendations such committees may bring before the 
Board.  

 

G.11  FISCAL YEAR 

11.1 The fiscal year of the Library shall be January 1 to December 31 inclusive.  
 
G.12  GRA8TS 
 

12.1 The Director of Library Services and/or the Manager of Administrative Services 
are authorized to apply for grants for the Library’s programs which do not require 
Board funding, and must advise the Board at the next regular Board meeting. 

12.2 Grant applications requiring Board funding must be ratified by the Board prior to 
submission.   

12.3 Individual reports on receipts and expenditures pertaining to special grants shall 
be maintained and presented to the Finance Committee on a semi-annual basis.  
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G.13  I8TER8AL CO8TROLS 
 

13.1  The Manager of Administrative Services shall, establish internal controls for the 
Library’s financial handling system, with an annual review by the auditor. 

 
G.14  I8VESTME8TS 
 

14.1 The Manager of Administrative Services shall ensure that investment earnings are 
maximized through investment activities which at the same time, minimize 
exposure and risk. 

 
G.15  RESERVES 

 
15.1   Reserves may be established to fund capital replacement or emergencies.   
 
15.2 Any use of movement of reserve funds shall be made by a motion of the Board.  

 
G.16   SIG8I8G AUTHORITY  
 

16.1 Two signatures are required on each cheque.  The signing officers shall be 
authorized by board motion annually or as required. 
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G.17  PURCHASI8G POLICY 
 

Intent:  All capital purchases or contracts will be made in a manner that results in the 
acquisition of products and services of acceptable quality at the lowest possible 
price, taking into consideration factors of availability, urgency of demand, 
qualifications, and the required service level.  

 
15.1  Gross price: When making capital purchases or contracts on behalf of the 

Library, preference may be given to local suppliers or contractors, everything else 
being equal. The gross price shall be the final determining factor, but such things 
as freight, travel, Library employee time, qualifications, etc. shall be taken into 
account to determine the gross price.  

 

15.2  Local suppliers: The Manager of Administrative Services shall contact local 
suppliers or contractors for quotations when it is deemed feasible that the 
merchandise or service being sought could reasonably be supplied locally. The 
Manager of Administrative Services may delegate this task to Library staff or 
committee chairs as appropriate. 

 
Preference may be given to local suppliers or contractors to the fullest degree 
possible, with the guideline being that the local supplier or contractor is selected 
whenever the delivered prices is less than 10% higher (for purchase or services 
having a value up to $5,000) or less than 5% higher (for purchases or services 
having a value of over $5000 to an upper limit of $50,000).  

 
15.3  Fairness: All transactions shall ensure equal opportunity, due process and 

fairness to actual and potential suppliers or contractors. The methods by which 
decisions are made must ensure not only fairness but the appearance of fairness. 

 
15.4  Factors determining final cost: In any decision, the Library may take into 

consideration all factors in the final cost of a product or service. The following 
factors may be weighted differently, dependent upon the scope and nature of the 
service or product obtained, and not limited to: 
• transportation costs 
• availability (delivery time) 
• quality 
• warranty 
• brands 
 

• support & service availability 
• price 
• expertise in product/service area 
• qualifications 
• other pertinent requirements. 
 

 
15.5 Capital Expenditures – The Finance Committee shall review requests for all 

individual expenditures of over $500 (excluding the Library collection and 
payroll) and shall present their recommendations for Board approval.  

15.6 Charge Accounts – The Library shall establish charge accounts with local vendors 
of supplies and services.  
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15.7 Facility Expenditures: The Finance Committee and Facility Committee shall 
oversee all major expenditures to the Library building or grounds.  

15.8 Technology Expenditures: The Finance Committee and Technology Committee 
shall oversee all major expenditures related to all major technology expenditures 
such as computer and electronics installations, replacements and upgrades.  

15.9 Petty Cash: A float of $500.00 shall be available for petty cash.  Receipts must 
support all reimbursements.  

 

18.0   LIBRARY CREDIT CARDS 

18.1 The Royal Bank VISA account currently established for the use of the Camrose 
Public Library will be utilized with the following conditions: 

1. One card for the Director of Library Services ($2500.00 limit) and one card 
for the Manager of Administrative Services ($1000.00 limit)  

2. The credit cards are to be used for Library purchases and never for personal 
purchases.  

3. A member of the Finance Committee will review the invoices on a regular 
basis. 

4. The billing address will be the Library’s address. 

5. The card will be surrendered upon the employee leaving the Library’s 
employment. 

6. An agreement outlining the above conditions will be signed by the staff 
members upon receipt of the credit cards. (See Schedule A) 

 MOTIO2: 08/03, 14 January 2003   
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SCHEDULE A  VISA CARD AGREEME8T 

 

 

THIS AGREEME8T, made this _____ day of _____________________________. A.D. ___________, 
 

BETWEE8 

 

______________________________________________ 

Director of Library Services/Manager of Administrative Services 
 
 

and 
 
 

THE BOARD OF TRUSTESS OF CAMROSE PUBLIC LIBRARY 

 
 
 

WIT8ESSES: 

 
The Royal Bank VISA account currently established for the use of the Camrose Public Library will be 
utilized with the following conditions: 
 

1. One card for the Director of Library Services, one card for the Manager of Administrative 
Services.. 

2. The credit limit will be $2500.00 on the Director of Library Services' card and $1000.00 on the 
Manager of Administrative Services' card. 

3. The credit cards are to be used only for Library purchases and never for personal purchases.  

4. The invoices are to be reviewed by a member of the Board Finance Committee before payment is 
made. 

5. The billing address will be the Library’s address. 

6. The card will be surrendered upon the staff member leaving the Library’s employment. 

 
SIG8ED by the above parties: 

 

 __________________________________  _________________________________ 
Witness                                                                           Director of Library Services/ 

          Manager of Administrative Services 

 
 

 __________________________________   ______________________________________  
Witness                                                                           Signature on behalf of Board of Trustees 
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CAMROSE PUBLIC LIBRARY 

Policy Manual 
 

 

H. Facilities 
 
H.1  FACILITIES COMMITTEE 

 

Approved   22 February 2000 Amended  
 

 

The Board Facility Committee shall: 
1.1   Conduct a tour the building on a quarterly basis, and in consultation with the Manager 

of Administrative Services, evaluate the cost of maintaining the interior and exterior of 
the building, including painting and carpeting.   

1.2  Inform the Finance Committee of such costs, to enable a fund to be established in 
sufficient time to effect such repairs and maintenance as are needed.  

1.3  Be available for the Manager of Administrative Services to consult in matters of capital 
purchase, repair and maintenance of furnishings and equipment.  

1.4   Consist of two (2) board members, the Chair of the Board, and up to three (3) members 
at large if deemed necessary.  
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H.2  USE OF THE FACILITY 

CAMROSE PUBLIC LIBRARY  

 

FACILITY POLICY 
 

………………………………………………………………………………………………… 
 

 

Section  Page 
 
1.0 The Board Committee 10-2 

2.0 Use of the Facility 10-2 

3.0 Meeting and Program Room Policy 10-2 

Schedule A Facility Rental Agreement 10-4 

 
 
  
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
TRACKI8G RECORD:  Date Approved: 22 February 2000 Motion 27/00  
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1.0   THE BOARD COMMITTEE 

The Board Facility Committee shall: 
1.1   on an annual basis, and in consultation with the Director, tour the building and evaluate the cost 

of maintaining the interior and exterior of the building, including painting and carpeting.   
1.2  inform the Finance Committee of such costs, to enable a fund to be established in sufficient 

time to effect such repairs and maintenance as are needed.  
1.3  be available for the Director to consult in matters of capital purchase, repair and maintenance of 

furnishings and equipment.  
1.4   consist of two (2) board members, the Chair of the Board, and up to three (3) members at large 

if deemed necessary.  
 
 
2.0   USE OF THE FACILITY  

2.1   Members of the public have free access to public areas in the Library when the Library is open.  
This excludes offices, the workroom, the staff room, janitor rooms, mechanical and storage 
rooms. The meeting and program room may have some restrictions when in use.  

2.2 Any organization wishing to use the facilities outside of regular hours must pay a rental fee and 
agree to Meeting and Program Room Policy by execution of a Facility Rental Agreement.  
(Schedule A) 

2.3 Keys for the facility will be held by the Director, Secretary/Bookkeeper, Janitor and any 
designated staff.  A list shall be kept by the Secretary of all persons holding keys.  In additions, 
a key is placed inside a fire department box on the wall at the front entrance.  The only persons 
to have access to this box are the Library=s locksmith and the City Emergency Departments.   

 
3.0    MEETI8G A8D PROGRAM ROOM POLICY 

3.1  Groups wanting to use the meeting and/or program room: 
• Must adhere to a preset schedule.  When functions are scheduled during regular Library 

hours, the facility must be vacated no less than fifteen (15) minutes before closing time, 
unless a staff or Board member is present to supervise.  

• Are responsible for setting up and putting away any furniture and equipment, and must 
leave the facility as they found it.  

• Must bring own supplies, unless other arrangements were made with the Director at the 
time of booking.  

3.2  Library sponsored or co-sponsored programs will have priority over other programs.  Whenever 
possible, advance registrations will be honored.   

3.3  Whenever a non-Library sponsored function is taking place on the facility, at least one (1) 
Library Board or staff member, or designate, must be present in the building unless approved 
by the Director.  

 
 3.4  Room rental fees are $10.00 per hour with a minimum of $20.00 and a maximum of $60.00 per 

day.  There may be additional charges for janitorial work.  Cancellations must be received by 
the Library 48 hours in advance in order to claim a refund.  

 Library sponsored functions are not charged rent.  For non-Library sponsored functions, the 
Director has the authority to waive fees when appropriate.  

3.5   The Library rooms will not normally be rented to for profit organization for the purposes of 
garnering sales, unless there is an agreement to share the proceeds with the Library, and the 



Page: 
99 

Revised: January 5, 2010 C:\Users\jcooper\Documents\CPL Policy Manual[1].docx  

 

event is considered a joint Library/for profit organization event.  The decision of which 
organizations and events the Library may offer jointly is at the discretion of the Board.  

3.6 Booking of rooms may be made any time the Library is open at the circulation desk, but the 
final approval for the event is at the discretion of the Director.  At the time of booking any 
event, a Facility Rental Agreement must be executed and the rental fee paid, unless 
arrangements are made with the Director to be invoiced.  

3.7 Reservations are not normally made for recurring events, except at the discretion of the 
Director.  

3.8 Rental fees include use of overhead projector and other Library equipment which does not have 
a separate rental charge.  

3.9  Attachment of items to the walls is prohibited, unless prior arrangements are made with the 
Director.  

3.10  Alcoholic beverages are not permitted anywhere in the Library, unless the Board agrees by 
Board motion.  Smoking is never allowed in the building.  

3.11  The Director reserves the right to refuse rental privileges without explanation.  Appeals for 
such refusal may be made to the Facility Committee, whose decision is final.   



Page: 
100 

Revised: January 5, 2010 C:\Users\jcooper\Documents\CPL Policy Manual[1].docx  

 

SCHEDULE A: FACILITY RE8TAL AGREEME8T 

 
 Camrose Public Library 

4710 50 Ave., Camrose, AB T4V 0R8 
Phone: 780-672-4214 
Fax:     780-672-9165 
E-Mail: cpl@library.camrose.ab.ca 

 
 
Name of Lessee: ______________________________________________________________________  
 
Date(s) Required:  Room Rate:  
 
Room Requested: Type of Function: ______________________________  
 
Times Needed: Equipment:  
 
Lessee Contact Name: Phone:  
 
Billing Information:  
 
Total Room Cost: _____________________________________________________________________  
 
1.  The Lessee covenants and agrees to pay Camrose Public Library $             for the use of the said 
premises.  
 
2.  The Lessee agrees to reimburse Camrose Public Library in full for any and all damage to the Camrose 
Public Library which damage may be the direct or indirect result of the Lessee=s use of the property.  
 
3.  The Lessee expressly covenants and agrees that during its use and occupancy of the premises, it will 
indemnify and save harmless Camrose Public Library and the City of Camrose from and against any and 
all liability whatsoever resulting from injury or damage to any person, persons or property by reason or as 
a result of the acts of it or its servants, agents, employees or workers.  
 
Signature of Lessee or Representative: _____________________________________________________  
 
Approved by:  Date: ___________________________   
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CAMROSE PUBLIC LIBRARY 

Policy Manual 
 

 

J. Working Alone 
 
J.1  WORKI8G ALO8E 
 
Approved:  May 20, 2008   Amended:     
 
 
1.0   Intent: 

 

 Camrose Public Library is required by the Occupational Health and Safety Code 
to ensure that employees required to work alone can do so safely.  The following policy 
outlines how the library will take steps to make staff working alone as safe as possible. 
 

2.0 Regulation: 

 
 The Occupational Health and Safety Act, Ch. 0-2, RSA 2000 
 
3.0 Definition: 

 

 Working Alone: 
Work carried out in an area where normal means of contact (eg verbal, sight) with other 
staff are not available, so that the potential risk of existing hazards is increased to the 
extent that extra precautions are needed. This may include working in isolated areas on or 
off-site, either during or outside normal working hours. 

       
4.0   Guidelines: 

 

 4.1 On a regular basis, staff will discuss incidents of employees working alone. 
        For each instance, the following will occur:                                                                                  

 
      a. Conduct a hazard assessment. 
  

        b. The hazard assessment will be in writing and the results will be   
                      communicated to all employees affected.  
 
 c. Implement safety measure to reduce the risk to workers from identified hazards.  
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      d. Ensure that workers have an effective way of communicating with their    
          employer, immediate supervisor, or other designated person in case of an   
          emergency. 

 
      e. Ensure that workers are trained and educated so they can perform their job  
          safely. 
 
         

5.0   Safety Measure Procedures: 

 
 5.1   The staff entrance door is kept locked at all times. 
 
 5.2   When staff leaves the library, always check that the staff entrance door is            
tightly closed and that you cannot open it from the outside without a key. 
 
 5.3   During library hours, if the public use the back steps, which is a staff only              
area, always let the public know it is a staff only area and ask them to use the          public 
stairs. 
 
 5.4   Public needing a telephone uses the telephones accessible at the circulation           
desk on the adult and youth floors.  
 
 5.5   Arrangement of furniture or shelving are placed on an angle to ensure that            
aisles are visible. 
  
 5.6   Safety mirrors are placed on the adult and youth floor so that each section in            
the library is visible to staff while at the circulation desk. 
 
 5.7   Computer stations are near the circulation desk for monitoring. 
 
 5.8   Float monies are balanced each day and extra monies stored in a locked              
cabinet. 
 
 5.9  When you are downstairs at the youth circulation desk and you need  
             assistance, use the telephone in one of the youth offices to ring the intercom  
             in the Manager (#20) or Director (#12) office to get assistance.      
 

 5.10 If there is an emergency and you need another staff member downstairs, 
  please ring the safety button for assistance. 

 
 5.11 All washrooms and library areas are checked for patrons and all patrons must  
              exit the library before the front library doors are locked. 
 
 5.12 At closing, follow the Closing Procedure outline in your Staff Information binder. 
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 5.13 When the Irving Room is rented out after hours, all closing procedures for            
the youth library are followed to ensure the youth library is closed and no                 
one should enter through the youth doors. 
 
 5.14 Janitor/Maintenance staff is informed in writing when the Irving Room is           
rented out after hours. 
  
 5.15 Janitor/Maintenance staff arrives at the library before closing and before               
         other staff leave the building. If the Janitor/Maintenance staff arrive after  
              staffs have left, safely enter the building and ensure the staff entrance door   
               locks securely when inside. 
 
 5.16 If the Janitor/Maintenance staff is alone in the building, postpone any work  
              that may put you in jeopardy of getting hurt while working alone. (e.g.  
              climbing, using the ladder, lifting heavy objects, etc)   
   
 5.17 Janitor/Maintenance staff leaves together when their shift ends.  If there           
seems to be activity in the staff parking area, call police if you feel you are in          danger.  
Do not exit the library until police arrive and say it is safe to leave              the 
library. 
 

5.18 Emergency phone numbers are posted at each telephone station and in the 
 front of the staff memo binder in the workroom. 
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K.  Internet Policy 
 
 
Approved May 20, 2008   Amended      
 
 
1.0   Internet Policy: 

 

Camrose Public Library provides Internet access on site. As demand sometimes exceeds 
available Internet resources, the Library aims to ensure fair access to all persons by 
establishing rules, regulations and procedures that regulate the time, manner and place of 
Internet access.  
 
The Internet offers access to a wealth of material that is personally, professionally and 
culturally enriching to individuals of all ages.  However, it also enables access to some 
material that may be offensive, disturbing, illegal, inaccurate or incomplete.  Users are 
encouraged to evaluate the validity and appropriateness of information accessed via the 
Internet. 
 

1.1 Internet Use Rules: 

• There is a time limit of 1 hour per day per person on library computers. 
• A library card or temporary access card is required to log on to a work station.   
• Stations for adults, aged 18 years or older, are available at the main level of the library. 
• Youth under the age of 18 shall use the Youth Library computers which are for the 

exclusive use of children and their caregivers. Parental permission is required for youth to 
access the Internet.  Parents or guardians, not the Library or its staff, are responsible for 
the Internet information selected and/or accessed by their children. 

• Users may print documents for a fee of $.25 per page.  All copies must be paid for at the 
time of printing. 

• There is no mandatory charge to use the Internet access computers; however a donation 
of $2 is appreciated. 

• Users must observe the policies, rules and procedures established by the Library and 
library staff may end a computer session for non-compliance. 

• The Library’s computers are in a public area and the Library asks that users remain 
sensitive to the fact that they are working in a public environment shared by people of all 
ages; library staff may end a session at their discretion. 

• Library users are responsible for any damage caused to the Library’s equipment. 
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• Users must use headphones while listening to audio content, unless the library staff give 
express permission to use the computer’s speakers.   

• Although users may not save their data to the hard drives of the Camrose Public Library 
computers, they may download to their own storage devices on any public workstation. 
Such devices include floppy disks, flash/jump drives (USB keys), etc. Here are some 
guidelines for usage of these devices:  

o Floppy/zip disks: The Library allows usage of standard 3.5” floppy disks in its 
public computers. Disks are can be purchased at the Library; please ask a staff 
member for assistance. The Library is not responsible for lost, stolen, or damaged 
disks.  

o CD-ROMs/-RWs: The Library does allow usage of CD-ROMs (Read Only 
Memory) but 8OT CD-RWs (Readable/Writable CDs) in its public computers. 
Discs are not supplied or sold for public usage. The Library is not responsible for 
lost, stolen, or damaged disks.  

o Flash/ jump drives (USB keys): The Library allows usage of USB keys in its 
public computers. Also called flash or "jump" drives, these can be purchased at 
many stores and are not supplied or sold by the Library. Make sure the drive 
purchased requires no device drivers or special software to be installed for use 
with Windows 2000/XP. The Library is not responsible for lost, stolen, or 
damaged flash drives.  

o USB Ports: Connecting other types of devices (such as digital cameras or mp3 
players) to the computer using the USB ports is not recommended. The Library is 
not responsible for any damage, loss or destruction of any personal device 
connected by users. 

• Software programs may not be loaded onto computers owned by Camrose Public Library. 
• In accessing the Internet, users are subject to federal and provincial legislation related to 

Internet use, including the provision of the Criminal Code regarding obscenity, child 
pornography, harassment, sedition and the incitement of hatred.  Users may not use this 
Network for any illegal purposes. 

• Users must not violate copyright laws. 
• Users must not tamper with library Internet equipment, try to exploit gaps in the system 

security or use the system to gain access to unauthorized resources or entities. 
• Failure to comply with this Internet Use Policy will result in the loss of Internet access 

privileges at the Library.  Unlawful activities may result in prosecution. 
• The Library anticipates that users will have basic computer knowledge, for example, how 

to use a mouse and simple keyboarding skills. Library staff cannot provide training on the 
Internet, but will assist with log on issues as staffing time and technical skills permit. 
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1.2 Disclaimer: 

Camrose Public Library assumes no responsibility for any damage, direct or indirect, that users 
may suffer through CPL’s access to the Internet. 
 
The Library makes no warranty or guarantee and accepts no responsibility for any consequences 
of service interruptions or changes, even if these disruptions arise from circumstances under the 
control of the Library. 
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L.  Wireless Internet Access Policy 
 
 
Approved May 20, 2008   Amended      
 
 
Wireless Internet Access Policy: 

 

1.1 In keeping with our mission to provide services that meet the information needs of our 
community, the Camrose Public Library provides Internet access to all library users; 
membership is not required.  The Library is not responsible for the content or the quality 
of information accessed on the Internet.  Parents, legal guardians or caregivers are 
responsible for monitoring Internet sites and information accessed by their children.   

 
1.2 Camrose Public Library offers free wireless access (aka “hot spots” & “Wi-Fi”) for 

individuals’ personal mobile devices.  These access points are unsecured and are 
accessible only during normal library hours.   This service is also governed by Camrose 
Public Library’s Internet Policy.  The Library offers 2 hour sessions through an 
authentication process at the circulation desk; the number of sessions provided to users 
per day is at the discretion of library staff who will consider current demand and 
availability.  Printing service is not available to wireless users. 

 
1.3 As with most public wireless “hot spots”, the Library’s wireless connection is not secure.  

Use of the wireless connection is done at the user’s own risk.  The Camrose Public 
Library encourages users to avoid sending personal data such as credit card information 
or passwords as the information could be monitored, captured or altered by third parties. 

 
1.4 Users need to know how to configure their own computer for Wi-Fi network access.  

Library staff cannot troubleshoot problems related to users’ wireless device or assist in 
making changes to devices, network settings and/or hardware configuration.  Due to 
liability issues library staff cannot handle your equipment.  The Library cannot guarantee 
that user devices will work with the Library’s wireless access points. 

 
1.5 All wireless access users should have up-to-date virus protection and personal firewalls 

installed on their portable devices prior to using any wireless system.  The Library will 
not be responsible for any information that is compromised or and damage caused to 
users’ hardware or software. The Library will not provide access to electrical outlets to 
wireless users, but suggest that users bring a fully charged battery. 
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1.6 The Library assumes no responsibility for the safety of equipment; users must keep their 

equipment with them at all time. 
 
1.7 Users shall use the Library’s wireless Internet service in a legal and responsible manner.   

Internet users must be aware that they are working in a public environment with people 
of all ages and with diverse viewpoints.  Users must not engage in any activity that 
interferes with the any other person’s ability to use the Library and its resources.  In 
accessing the Internet, users are subject to federal and provincial legislation related to 
Internet use, including the provision of the Criminal Code regarding obscenity, child 
pornography, sedition, and the incitement of hatred.  Users may not use this network for 
any illegal purposes.  The Library reserves the right to terminate a wireless Internet 
session at any time. 


