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The purpose of this policy is to articulate the responsibilities of the City of Lethbridge Library Board.

PERSONS AFFECTED

City of Lethbridge Library Board Trustees

POLICY STATEMENT

The Board of Trustees represents the public interest in libraries. Appointment to the Library Board
constitutes a public trust. The Board’s chief responsibility is to see that the public library effectively

serves the municipality that supports it.

To do this, the Board:

1. Determines Library vision, mission, guiding principles and goals (in the Plan of Service)
appropriate to the needs of the community and re-examines them annually.
2. Advocates for adequate funding from the City, other current funding sources and new sources

as appropriate, to achieve the Plan of Service.

3. Establishes policies and bylaws governing the Library, and files all updates and amendments

with the Public Library Services Branch and City Clerk’s office.

4. Develops the operating budget and reviews and amends as required annually.

RESPONSIBILITIES

The Board:

1. Speaks with one voice, usually the Chair, who may delegate the responsibility to another Board

member.

2. Informs representatives of all levels of government and other stakeholders of the Library’s

progress and needs.

3. Informs City Council of the skills and experience required of Board Trustees.
4. Advocates for and represents the Library to the community and the community to the Library.
5. Operates within the Province of Alberta Libraries Act, Regulation and other relevant provincial

and federal laws and municipal bylaws.

6. Pursues professional development through continuing education opportunities and/or

participation in provincial and national library organizations.

7. Cooperates with other libraries and library organizations to maintain and enhance the quality of

library services for Albertans.

8. Operates in an open and accountable manner, using clear rules of order and procedures.
9. Monitors and regularly discusses the Board’s own processes and performance.
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MONITORING

The Board reviews compliance with this policy at least every three years.

REFERENCES

e Province of Alberta Libraries Act
e Current Plan of Service

REVISION HISTORY

e November 13, 2008: Approved
e May 10, 2017: Revised
e February 23, 2021: Reviewed
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ROLE OF THE CHAIR

PURPOSE

The purpose of this policy is to articulate the responsibilities of the Chair of the City of Lethbridge Library
Board.

PERSONS AFFECTED

City of Lethbridge Library Board Trustees/CEQO/City of Lethbridge

POLICY STATEMENT

It is the policy of the City of Lethbridge Library Board that the role of the Chair is to manage the Board by
maintaining the integrity of Board processes. The chair is the only Board member authorized to speak
for the Board, other than in those instances in which the Board chair may delegate to another Trustee.
The authority of the chair consists in only making decisions on behalf of the Board that fall within and
are consistent with any reasonable interpretation of Board policies.

The Board chair will maintain liaison with the City Clerk’s office with the recruitment and selection of
Board trustees.

REVISION HISTORY

e March 12, 2014: New policy
e February 23, 2021: Reviewed
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ROLE OF BOARD COMMITTEES

PURPOSE

The purpose of this policy is to articulate the role of Board committees.

PERSONS AFFECTED

City of Lethbridge Library Board Trustees/CEQ/Library staff/City of Lethbridge

POLICY STATEMENT

It is the policy of the City of Lethbridge Library Board to operate with a number of standing committees.
The Board may also establish ad hoc committees as needed.

RESPONSIBILITIES

Standing committee chairs are to recommend terms of reference to the Board for approval.
Each standing committee will establish its own schedule for meetings.

Chairs of standing committees will conduct business under the terms of reference and report back to
the Board.

Standing committee composition will be a minimum of two trustees plus any additional non-voting
resources as required by the committee. The CEO is an ex-officio member of all standing committees.

REVISION HISTORY

e March 12, 2014: New policy
e January 14, 2015: Revised
e February 23, 2021: Reviewed
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ORIENTATION AND CONTINUING EDUCATION OF BOARD TRUSTEES
PURPOSE
The goal of the City of Lethbridge Library Board is to effectively support and develop informed Board
Trustees. The purpose of this policy is to provide, within the limits of the Board’s budget, orientation
programs, financial support for attendance at library conferences and relevant workshops, and

institutional membership in library organizations.

PERSONS AFFECTED

City of Lethbridge Library Board/CEO

POLICY STATEMENT

It is the policy of the City of Lethbridge Library Board to support Trustees to participate in orientation,
learning, training and development opportunities (e.g. courses, seminars, conferences, examinations)
related to current and future requirements of the Board. This includes providing a supportive
environment for practicing and receiving feedback on skills and knowledge learned.

The Board will reimburse board members for pre-approved library expenses incurred using a personal
method of payment that are related to:
e Professional development, including courses workshops and conferences (refer to LB31 Travel
for specific expenses covered when required to travel)
e Attending out of town meetings on behalf of the library board
e Association memberships

RESPONSIBILITIES

Learning is a shared responsibility between the individual Trustees to take charge of their own
professional development, and the organization to offer an environment that is supportive of, and
conducive to, learning while respecting the diverse learning needs of Trustees. Collectively, all parties
are responsible to develop and nurture an organization-wide learning culture that promotes and
encourages investment in learning.

Board members are responsible for providing original receipts and completing and submitting an
Expense Claim Form (attached) prior to the end of the month in which the expense was incurred.
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Orientation:

a. The CEO and/or designate, along with the Board Chair, organize an orientation session for new
trustees, to familiarize them with:
i The CEO and management team, the Library, and its services
ii.  Atrustee’s responsibilities and duties
iii.  The provincial library environment
Each trustee receives a Policy manual as part of the orientation.
c. Each trustee receives a Trustee Handbook. Content for the Handbook is determined by the CEO,
along with the Board Chair.
d. Board governance and Committee Terms of Reference will be discussed on an annual basis.

Education:

a. All trustees are encouraged to attend library conferences, with costs covered in accordance with
Policy LB8 — Authorization for Library Trustees to Travel.

i Budget limitations may restrict the number of conference attendees. Priority is usually
given to trustees who have not attended previous library conferences; however, at the
discretion of the Board Chair, this may be overridden by the needs of the Board.

ii. Trustees are expected to share learned information from conferences, workshops, etc.,
with the other Trustees.

The Board may hold a retreat for Board and Trustee development.
c. All trustees are strongly encouraged to attend Trustee workshops. If budget limitations restrict
the number of attendees, new trustees have priority.

Association Membership:

a. The Library Board maintains memberships in relevant trustee associations
b. Trustees are encouraged to actively participate in the trustee associations

REFERENCES

e City of Lethbridge Library Board Policy Manual

e (City of Lethbridge Library Board Trustee Handbook

e Authorization for Library Trustees to Travel Policy — LB8
e Travel Policy — LB31

REVISION HISTORY

e March 12, 2014: New policy
e May 10, 2017: Revised
e March 10, 2021: Revised
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POLICY DEVELOPMENT, IMPLEMENTATION AND EVALUATION
PURPOSE

The City of Lethbridge Library Board has a mandate to provide library services to the municipality.
Policies are essential in providing substance to this mandate. The purpose of this policy is to clarify the
roles and responsibilities of City of Lethbridge Library Board, City Council, and Library administration
with respect to policy development, implementation of policies and evaluation of policy effectiveness
and to establish a consistent approach, through an established format and clearly articulated definitions
and procedures.

This policy mirrors the spirit and intent of the City of Lethbridge Policy Development, Implementation,
and Evaluation policy (CC1) and should be kept current with updates to that policy.

PERSONS AFFECTED

City of Lethbridge Library Board /Library administration/Library employees/City Council

POLICY STATEMENT

1. City of Lethbridge Library Board, develops policies in the following categories:

e Policies of broad public importance that deal with long term issues on matters concerning
the goals and priorities of the Library (strategic policies)

e Policies that generally describe the approaches and outcomes the Library Board expects
Library administration to achieve (framework policies)

e Policies that articulate the manner in which Library Board and Library administration will
perform their functions (procedural policies)

2. The CEO develops, implements, and submits to the Library Board for information administrative
policies that are operational in nature. Each group of administrative policies will be supported
by a framework policy in which the City of Lethbridge Library Board sets overall direction for the
applicable area.

3. City of Lethbridge Library Board policies are to be followed by all Board Trustees, Library
employees, volunteers and contracted staff.

4, Library policies will mirror the spirit and intent of the applicable City of Lethbridge policies. City
Council approval must be sought for policies as developed by the City of Lethbridge Library
Board or the CEO where they vary from the spirit and intent of the applicable City of Lethbridge
policies.
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City of Lethbridge Library Board shall establish a consistent approach to, and a philosophical
framework for the development, implementation and evaluation of City of Lethbridge Library
Board and Library administrative policies.

The Lethbridge Public Library will have access to well articulated and understandable policies
and related procedures. Policies and procedures will be:

Presented in a common format

Formally approved by the City of Lethbridge Library Board

Maintained centrally and accessible to all interested parties

Kept current and amended based on feedback from those affected or evaluated periodically
for their effectiveness

Distributed to all relevant personnel in a timely manner

Employees who are responsible for writing, updating and distributing policies shall comply with
the conditions and procedures that are outlined in this document. (See Appendix A for format)

RESPONSIBILITIES

City of Lethbridge Library Board to:

o

Consider key issues for Library policies and direct action to create policy recommendations
Ensure policies address issues within the realm of governance, such as, but not restricted to
legal liability, financial accountability, functions of the Library Board, and the public image of
the Lethbridge Public Library

Develop policies, forwarding them to City Council for approval where they vary from the
spirit and intent of the applicable City of Lethbridge policies

Approve all Library policies

City Council to:

CEO to:

a.

Consider for approval City of Lethbridge Library Board policies where an exemption from
City of Lethbridge policy is requested

Consider key issues for administrative policies and direct action to create policy
recommendations

Develop administrative policies consistent with City of Lethbridge Library Board and City of
Lethbridge policies

Review administrative policies on a regular basis and receive feedback from those affected
to ensure continued relevance and effective implementation

Implement or delegate the implementation of Board and administrative policies to those
best suited to undertake the implementation
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e. Consider key issues for City of Lethbridge Library Board policies and prepare
options/recommendations for City of Lethbridge Library Board to review
f. Require research on the policy issue to be conducted, including initial consultation with
affected groups, as required, to address issues such as, but not restricted to, legal and cost
implications
g. Maintain policy manual, distribute updated policies, and provide access as required
h. Submit all policies to the City of Lethbridge Library Board for approval consideration
i. Regularly check for updates to City of Lethbridge Council and administrative policies in order
to ensure they are kept up-to-date, and continue to mirror the spirit and intent of those
policies
PROCEDURES
1. The Board may identify needs for policy development, amendment, or deletion, and refer them to
the Governance Committee for action
2. The CEO, City Council, or City Administration, may submit requests for policy development,
amendment, or deletion to the Board for consideration
3. The Board may endorse requests for policy development, amendment, or deletion, and refer them
to the Governance Committee for action
4. The Governance Committee researches, revises, and writes policies, and presents them to the Board
in proper format as recommendations for consideration
5. When recommended policies differ from City policies, the Board may direct the Governance
Committee to discuss them with the City, and to report back to the Board
6. The Board has the authority to approve policies
7. The CEO ensures appropriate distribution of policies, and maintains policy records
REFERENCES
e Appendix A

REVISION HISTORY

March 11, 2015: New policy
March 10, 2021: Revised
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APPENDIX A
[ENTER POLICY NAME]
(format instructions - Policy Name — Body Text + Lucida 11 pt, Bold, Not Italic centered)

PURPOSE

Describe the reason for the policy including any specific needs being addressed. Two or three sentences
are adequate. For example, the purpose statement might begin with the phrase, “this policy
establishes..”

Format instructions for this section:
Use Periods at end of sentence.
Single Space

PERSONS AFFECTED
Define the target audience (i.e. the primary users of the policy). When all employees are affected, simply
write, “Employees.”

Format instructions for this section:

No periods at end of sentence

Single Space

When numbering double space between numbers

POLICY STATEMENT

Provide a clear and authoritative expression of direction. This is a good place to show the tie to mission,
vision, values and goals. The opening phrase for this section could be, for example, “It is the policy of the
Lethbridge Public Library to...”

Format instructions for this section:
Use Periods at end of sentences.
Single Space

RESPONSIBILITIES

Provide a short summary of the responsibilities of the individuals involved with the policy and
procedure. The specific title of the position is generally used although “Employee” can be used when
necessary.

Format instructions for this section:

No periods at end of sentences

Double space between e.g. Library Board — CEO

Indent 2” — Number — a), b) c) etc. single space between number
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PROCEDURES
Define and outline the specific actions to be taken to ensure orderly implementation of the policy. The
process should be described from start to finish

Formatting instructions for this section:
Single space

Indent 2” - Numbering — a), b) c) etc.
Use periods at end of sentences.

DEFINITIONS
Provide an explanation of any abbreviations, acronyms, technical terms, and words infrequently used or
not consistently understood

Formatting instructions for this section:
Single space between bullets

Use Bullets at the beginning of each sentence
Underline Title e.g. Chief Executive Officer
Use periods at end of sentences.

REFERENCES
Refer to any closely related policies, collective agreement provisions, legislation or other documents
that may assist in understanding or applying this policy.

Formatting instructions for this section:

No periods at end of sentences

Use Bullets at the beginning of each sentence
Single space between bullets

REVISION HISTORY
Provide a history of document changes whether they are minor typographical alterations or major
amendments

REVIEW DATE
Provide date of review to ensure regular review of policies is conducted and recorded

Formatting instructions for this section:

No periods at end of sentences

Use Bullets at the beginning of each sentence
Use Colons e.g. April 2000:

Single space between bullets
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ETHICAL GUIDELINES OF CONDUCT
FOR LIBRARY BOARD TRUSTEES

PURPOSE

The City of Lethbridge Library Board has a mandate to provide library services to the city. The proper
operation of local government requires that Board Trustees are independent, impartial and duly
responsible to the people. Accordingly, the purpose of this policy is to outline ethical principles for all

Trustees of the City of Lethbridge Library Board.

This policy mirrors the spirit and intent of the City of Lethbridge Ethical Guidelines of Conduct for
Members of Council policy (CC8) and should be kept current with updates to that policy.

PERSONS AFFECTED

City of Lethbridge Library Board Trustees

POLICY STATEMENT

It is the policy of the City of Lethbridge Library Board that Trustees of the Board maintain the highest
standards of conduct in public office, and faithfully discharge the duties of their office without fear or
favour.

RESPONSIBILITIES

Trustees of the City of Lethbridge Library Board to:

o

Review policy within one month of appointment

b. Govern their conduct in accordance with the requirements and obligations set out in the
applicable legislation of the Province of Alberta

c. Refrain from using confidential information for personal profit or the profit of any other person

d. Refrain from communicating confidential information to those who are not entitled to receive it

e. Refrain from using their position to secure special privileges, favour or exemptions for
themselves or any other person

f. Avoid any situation that could cause anyone to believe that they may have brought bias or
partiality to a question before the Board

g. Declare conflicts of interest and recuse themselves from the portion of the meeting for that
item

h. Abide by the ethical standards of conduct listed during their office and for a period of twelve
(12) months after leaving the Board, except those standards related to confidential information,
the latter of which shall apply during their office and in perpetuity

i. Refrain from all unethical activities, whether or not specifically identified by these ethical

guidelines of conduct or by legislation
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REFERENCES

e Province of Alberta Libraries Act
e Province of Alberta Municipal Government Act

REVISION HISTORY

e March 12, 2014: New policy
e June 22,2017: Reviewed
e March 10, 2021: Revised
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AUTHORIZATION FOR LIBRARY BOARD TRUSTEES TO TRAVEL

PURPOSE
The City of Lethbridge Library Board has a mandate to provide library services to the city. The purpose
of this policy is to ensure open, honest and transparent governance for the City of Lethbridge Library

Board and to protect the reputation of the Library.

This policy mirrors the spirit and intent of the City of Lethbridge Authorization for Councilors to Travel
policy (CC13) and should be kept current with updates to that policy.

PERSONS AFFECTED

City of Lethbridge Library Board Trustees

POLICY STATEMENT

It is the policy of the City of Lethbridge Library Board that Trustees may travel on Library Business
outside the City only with the prior authorization of the Board or the Board Chair.

REFERENCE
e Travel Approval form

REVISION HISTORY

e March 12, 2014: New policy
e June 22, 2017: Reviewed
° er ar 2 ,2021: Reviewed
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FINANCIAL SERVICES
PURPOSE
The City of Lethbridge Library Board has a mandate to provide library services to the municipality.
Policies are essential in providing substance to mandate. The purpose of this policy is to provide a

framework for corporate financial services policies.

This policy mirrors the spirit and intent of the City of Lethbridge Financial Services policy (CC2) and
should be kept current with updates to that policy.

PERSONS AFFECTED

City of Lethbridge Library Board/Library employees/Library volunteers/contracted employees

POLICY STATEMENT

It is the policy of the City of Lethbridge Library Board to ensure effective stewardship of the Library’s
financial resources. Therefore, the Library CEO will implement effective financial systems, controls and
strategies to meet operational and legislative requirements and develop financial policies and
procedures to ensure the long-term viability of the corporation.

REFERENCES

e Province of Alberta Libraries Act
e Province of Alberta Municipal Government Act

REVISION HISTORY

e March 12, 2014: New policy
e December 13, 2017: revised
. er ar 2 ,2021: reviewed
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HUMAN RESOURCES

PURPOSE
The City of Lethbridge Library Board has a mandate to provide library services to the municipality.
Policies are essential in providing substance to this mandate. The purpose of this policy is to provide a

framework for corporate human resources policies.

This policy mirrors the spirit and intent of the City of Lethbridge Human Resources policy (CC3) and
should be kept current with updates to that policy.

PERSONS AFFECTED

City of Lethbridge Library Board/Library employees/Library volunteers/contracted employees

POLICY STATEMENT

It is the policy of the City of Lethbridge Library Board to attract and retain exemplary employees, to
support and develop these employees, and to hold them accountable for maintaining acceptable
standards of behaviour and achieving corporate outcomes. The board delegates the initial drafting of
personnel policies to the CEO, including those required by the Libraries Regulation. The board conducts
final review and approval of all policies.

Working hours and grievance procedure guidelines for union employees are negotiated by CUPE Local
70 (Library Employees) and are contained within the Collective Agreement. Guidelines for managers and
out-of-scope employees are identified in the Board approved Lethbridge Public Library Management
Terms and Conditions of Employment document.

REFERENCES

e Province of Alberta Libraries Act and Regulations
e Collective Agreement, CUPE Local 70 (Library Employees)
e Lethbridge Public Library Management Terms and Conditions of Employment

REVISION HISTORY

e March 12, 2014: New policy
e December 13, 2017: Revised
e March 10, 2021: Revised
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INFORMATION & TECHNOLOGY

PURPOSE

The City of Lethbridge Library Board has a mandate to provide library services to the city. A secure,
sustainable and stable work environment requires information and technological standards that are
both enabling and responsible. The purpose of this policy is to provide a framework for the Library’s
information and technology policies in support of this goal.

This policy mirrors the spirit and intent of the City of Lethbridge Information & Technology policy (CC4)
and should be kept current with updates to that policy.

PERSONS AFFECTED

City of Lethbridge Library Board/Library employees/Library volunteers/contracted employees

POLICY STATEMENT

It is the policy of the City of Lethbridge Library Board that appropriate, secure and functional access to
the Library’s information and technology is provided to those who require it to deliver their services in
an effective and efficient manner. To ensure appropriate use of the Library’s information and
technology, the CEO will develop policies to meet operational and legislative requirements.

REFERENCES
e Province of Alberta Libraries Act
e Province of Alberta Municipal Government Act

e Province of Alberta FOIPP Act

REVISION HISTORY

e March 12, 2014: New policy
e December 13, 2017: Revised



’

) Number: LB12
LEthbridge CONNECTING Approved by: Board
Public Library | YOU TO IDEAS Effective date: March 12, 2014
Page: lof1l
PROCUREMENT

PURPOSE

The City of Lethbridge Library Board has a mandate to provide library services to the city. Policies are
essential in providing substance to this mandate. The purpose of this policy is to provide a framework
for administrative purchasing policies for expenditures that are included in approved budgets or
otherwise authorized by the City of Lethbridge Library Board or the City of Lethbridge.

This policy mirrors the spirit and intent of the City of Lethbridge Procurement policy (CC5) and should be
kept current with updates to that policy.

PERSONS AFFECTED

City of Lethbridge Library Board/Library employees/Library volunteers/contracted employees

POLICY STATEMENT

It is the policy of the City of Lethbridge Library Board to ensure best value for the corporation through
strong procurement processes that are open and transparent. The CEO will develop operational policies
to meet the requirements of the Library and the City of Lethbridge.

REFERENCES

e Province of Alberta Municipal Government Act
e Province of Alberta Libraries Act

REVISION HISTORY

e March 12, 2014: New policy
e December 13, 2017: Revised
° e r ar 2 ,2021: Reviewed
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SIGNING AUTHORITY

PURPOSE
The City of Lethbridge Library Board has a broad mandate to manage and control the library. The
purpose of this policy is to establish signing authorities and procedures for bylaws, minutes, contracts,

agreements or any other contractual agreement binding the City of Lethbridge Library Board.

This policy mirrors the spirit and intent of the City of Lethbridge Signing Authority policy (CC38) and
should be kept current with updates to that policy.

PERSONS AFFECTED

City of Lethbridge Library Board/CEO/Library employees

POLICY STATEMENT

It is the policy of the City of Lethbridge Library Board that the signing authorities and procedures be
designated for bylaws, minutes, contracts, agreements or any other contractual agreement binding the
City of Lethbridge Library Board.

RESPONSIBILITIES

Library Board to:
e Approve the signing authority policy

Board Chair and one other board trustee to sign:
e Bylaws
e Board Meeting Minutes
e CEO employment agreement

Board Chair and CEO (or designates) to sign:
e Grant agreements requiring 2 signatures
e Collective agreements
e Any other agreements or documents required by legislation or directed by the Board to be
signed by the Board Chair and CEO

CEO (or designate) to:
e Be the person authorized by the Board to sign (alone or with others) all agreements or
documents that are not signed by the Board Chair
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PROCEDURES FOR CONTRACTS AND AGREEMENTS

1. All documentation binding the City of Lethbridge Library Board and requiring execution may be
directed to legal counsel for review.

2. Upon completion of review by legal counsel, the documentation will be forwarded to the CEO
requesting execution.

PROCEDURE FOR ACCEPTANCE OF ELECTRONIC SIGNATURE

When an in-person signature is not possible, an electronic signature is acceptable on the following
document types:
e Board Minutes
e Bylaws
Contracts and agreements (assuming 3rd parties accept electronic signatures.)
Human resource forms

To be accepted, the electronic signature software must use encryption and allow the signature to be
password/PIN protected.

DEFINITION

Electronic signature or e-signature: is electronic information that a person creates or adopts in order to
sign a record. It does not create a different legal meaning of “signature” in the electronic world but it
allows electronic signatures to have the same status as written ones. An electronic signature does not
need to “look like” a handwritten signature, though it is possible to digitize handwriting so that it is
displayed in that way.

REFERENCES

Electronic Transactions Act
https://www.gp.alberta.ca/documents/Acts/EQ5P5.pdf

A Guide to Alberta’s Electronic Transactions Act -
http://www.assembly.ab.ca/lao/library/egovdocs/2003/alis/143290.pdf

REVISION HISTORY

e March 12, 2014: New policy
e January 22, 2018: Reviewed
e June 10, 2020: Revised
e April 14, 2021: Revised
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INTELLECTUAL FREEDOM

PURPOSE
The City of Lethbridge Library Board has a mandate to provide library services to the city. The purpose of

this policy is to outline the Board’s commitment to intellectual freedom in the governance and
operations of the Library.

PERSONS AFFECTED

City of Lethbridge Library Board Trustees/Library employees/Library volunteers

POLICY STATEMENT

The City of Lethbridge Library Board adopts the Canadian Federation of Library Associations’ (CFLA-
FCAB) Statement on Intellectual Freedom.

Approval History: ~ CLA: June 27, 1974. Amended November 17, 1983; November 18, 1985;
September 27, 2015. CFLA-FCAB: Adopted August 26, 2016; Reviewed April 12, 2019The
Canadian Federation of Library Associations recognizes and values the Canadian Charter of
Rights and Freedoms as the guarantor of the fundamental freedoms in Canada of conscience
and religion; of thought, belief, opinion, and expression; of peaceful assembly; and of
association.

The Canadian Federation of Library Associations supports and promotes the universal principles
of intellectual freedom as defined in the Universal Declaration of Human Rights, which include
the interlockin