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Chapter 1 - Intro to Libraries in Manitoba
Legislation - Public Libraries Act
Public Libraries in Manitoba fall under the Public Libraries Act. The Public Library Service of the
City of Winnipeg falls under “The City of Winnipeg Act”.
Either document is available at your library where applicable, if not, have the Library Administrator
order an updated current edition.

Questions and Answers for Public Libraries
Disclaimer:
The following answers to frequently asked questions are to assist the trustee in understanding the
general principles behind the establishment, administration, and funding of public libraries as directed
in the Public Libraries Act. This is not a legal document on any of the issues. For further questions
relating to these questions, or your particular circumstances, you must consult with your own legal
advisors.
Q. Is library service a municipal or provincial responsibility?
Library service is a municipal responsibility under the Public Libraries Act, (Part II, 9 (1-2))

Q. How can local governments provide public library service?
The local governments can provide municipal or regional library service. Municipal libraries are
funding by one local government. Regional libraries are funding by two or more local governments
that have signed agreements with each other to establish and fund the library service. (Public Libraries
Act, Part II, 9 (1 -2); Part III, 22 (1-2)) Sample library agreements are provided in an appendix.

Q. How are public libraries established?
The local government must receive a petition signed by a minimum of 8% of the electors of the
municipality. The local government must pass two readings of a by-law to establish library service;
send three certified copies of the by-law to the Public Library Services Branch for approval by the
Minister of Culture Heritage and Tourism and the Municipal Board. The local government must agree
to fund the public library according to the regulations of the Public Libraries Act. (Public Libraries
Act, Part II, 9 (1 -2); Part III, 22 (1-2))
Public libraries are governed by municipally- appointed Board. A municipal library Board must be
comprised of a minimum of 1 municipal councilor and 2 citizen representatives, who are residents of
the local government. A councilor and at least one citizen representative per local government must
sit on a regional library Board. (Public Libraries Act. Part II 15(2); Part III, 24 (2))

Q. What is the term of a library Board member?
Under the Public Libraries Act, library Board members serve a two-year term. (Public Libraries Act.
Part II 17 (3), Part III 24(8))

Q. Is there a limit to the number of terms a library Board member can serve?
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The Public Libraries Act is silent on the number of terms a Board member can serve. Public libraries
might want to consider designing a policy requiring Board members to reapply for their position and
open it up to public application at the time of renewal.

Q. If I live in a non-contributing municipality, but own land or a business in the municipality that
contributes to the public library, can I serve as a citizen representative on the public library Board?
Under the Public Libraries Act, citizens must reside in the contributing municipality to sit on the
public library Board. Therefore, non-resident members of the library or non-resident landowners and
business owners are ineligible to sit on the public library Board.

Q. How often does the public library Board meet?
According to the Public Libraries Act, a library Board is required to meet at least 6 times per year with
a maximum lapse of 2 months between meetings. (Public Libraries Act. Part II 20 (1); Part III 26(1))

Q. What information does the Library Board need to provide to Public Library Services Branch?
As well as providing annual audited financial statements, budget, annual reports, and data forms
required by regulations under the Public Libraries Act, please promptly inform the Public Library
Services Branch of: temporary interruptions of service, changes in staff and hours of operation, plans
to construction or renovate a facility, initiate library establishments, or a crisis that effects service.
The Public Library Services Branch will ensure the library community is aware of service
interruptions, and offer assistance or referrals, as appropriate to the situation.

Q. What is the mandate of a Public Library?
Each public library will have a mission statement. As a library trustee, please ensure that you have
read and are familiar with your local library’s mission statement.
Public libraries exist to provide free access to print materials, non-print materials, and electronic
information. Public Internet access is an essential service in modern public libraries. Trends in
modern library service, local demographics, and local interest, needs, and demands, are factors that
will determine the types of services offered by the library. Traditionally, library programs encourage
and support literacy, formal and informal education for all ages, cultural activities, and the sharing of
ideas. The Canadian Library Associations’ Statement on Intellectual Freedom
(http://www.cla.ca/Content/NavigationMenu/Resources/PositionStatements/Statement_on_Intell.htm)

the pervasive philosophy that guides public library service in Canada.
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Manitoba Public Library Quick
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Facts

113 libraries within 55 library systems in Manitoba.
41.8% of Manitoba public libraries serve a population of between 459 and 2,000.
43.6% of Manitoba public libraries serve a population of between 2,000 and 10,000.
12.7% of Manitoba public libraries serve a population of between 10,000 and 50,000.
1.8% of Manitoba public libraries serve a population of between 50,000 and 700,000.
Over 4 million visits were made to public libraries in 2005 compared to an attendance of 218,855 at
Winnipeg Blue Bomber games in the same year. Saskatchewan Provincial Parks Statistic Fact Sheet cites
2.2 million visitors annually for the summer months.
Of the 83% of the population with access to a public library, 58% have a library membership card.
8.5 books per person were loaned in 2005.
Over 7 million items were circulated in 2005, with a value in excess of 18 million dollars.
For every dollar spent on public library collections there is a $5.00 return on investment.*
Over 30 million dollars was spent by public libraries in the Manitoba economy
Over 17 million dollars was paid in salaries to library staff
9.09% of Manitoba public libraries employ staff who hold a graduate degree in Library and Information
Science.
43.63% of Manitoba public libraries employ staff who hold a diploma in Library and Information
Technology.
54.54% of Manitoba public libraries employ staff with library experience and transferable skills and
education backgrounds.

Sources:
Manitoba Public Library Statistics 2005
2005 Library Data Annual Survey of Public Libraries
7,456,259 (Total Provincial Circulation) x $25.00 per book = 18,650,647/3,729,055 (Total Provincial
Materials Expenditures) = $4.99)
Note to Reader/User:- check this yearly against statistics etc
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Maps showing the location of libraries in Manitoba
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Manitoba Public Library Funding Diagram
As of January 2008
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Chapter 2—The Role of the Trustee
What does a Governance Board Library Trustee do?
As a newly appointed trustee for your town or municipal library you are required to provide
governance leadership and advocacy to the best of your abilities. You attendance at meetings on a
regular basis is imperative to maintaining a working relationship with the library staff.
You are responsible for the establishment, acceptance and continued supervision of the public library
service.
You shall develop sound, clear policies to give clear direction to the Library Staff
You should match the library's goals and objectives with the needs of the community.
Your Board shall elect and authorize the positions of Chairperson, Secretary, and Treasurer. Job
description for each of the executive positions on the library Board may include the following:

Suggested Sample Job Description
Note: Consider legal implications when developing job descriptions
Sample chairperson job description developed from forms provided on United Way of Canada's Board
development webpage at
http://www.Boarddevelopment.org/displaydocument.cfm.document_id=62

Chairperson
Accountability:
 The Board of Library Trustees is the legal authority of the library.
 As a member of the Board, a Trustee acts in a position of trust for the community and is
accountable to citizens of the community for the effective governance of the Library.
Qualifications/Skills:
 Understanding of the Public Library Act and an understanding of parliamentary procedures.
 Advocacy in lobbying and fund raising
Term:
 To be determined by annual election of the entire Board and in compliance with the
Public Libraries Act.
Requirements:
• Commitment to the mission, goals, and values of the Library
• Knowledge and skills in one or more areas of Board management: policy, finance, programming,
personnel, building and maintenance, collection development; advocacy and; fund raising.
• The Chair is the defacto member of EVERY committee established by that Board.
• Attendance at monthly Board meetings as required by the Public Libraries Act
• A time commitment commensurate with the responsibilities defined by that Board.
• Attendance at the ALL meetings. If absent the meeting must be chaired by the Vice Chair.
• Be informed of the services provided by their library and promotes these services.
• Demonstrates leadership.
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• Advise Council and abstain from any conflict of issues concerning the Board and Library
• Honours the Role of Chair as defined by the Constitution of that Board. (Each Board is strongly
advised to have a Constitution to clarify their positions within the Municipality.

Major Duties:
 Develop, with the entire Board and Library Administrator, the long and short tem goals, objectives
and priorities for the Library in meeting the needs of the Community
 Be the primary spokesperson for the Library to the media and the public at large.
 Report to the Board on status of major programs
 Hold signing authority on behalf of the Board for financial and legal purposes
 Represent the library Board to Government and Municipal authorities
 Provide leadership and direction to the Board
 Represents the Library at community functions
 Set monthly Board meeting agendas in consultation with the Executive Committee
 Enhance relationships with other community groups and agencies
 Provide guidance and leadership in conjunction with the Executive Committee
 Promote trustee orientation and review the orientation process as needed.
 Ensure Board members receive agenda and minutes in a timely manner
 Adhere to the general duties outlined in the Board member job description
 Be a voting member according to the Public Libraries Act
 Ensure that the library constitution is reviewed on a five year basis.
 Participate in provincial and national library associations
 You should authorize the official spokesperson for the library
 Develop a code of ethics for the library Board
 Develop, in cooperation with the staff, a code of conduct for library personnel
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Sample Job Description – Secretary of the Library Board
(Secretary’s job Description should be compatible of that described in the library
Constitution)
Sample Secretary Job Description developed from form provided on United Way of Canada’s Board
Development web page at’
http:/www.Boarddevelopment.org/display_document.cfm?document_id=65

Secretary
Accountability:
 The Board of Library Trustees is the legal authority of the Library.
 As a member of the Board, a Trustee acts in a position of trust for the community and is
accountable to the citizens of the Town, Municipality or City for the effective governance of the
Library.
 The Secretary role cannot be exercised by a Library Staff member. But a library employee can be
the Recorder of the Board and prepare draft notes, minutes etc for furtherance to The Secretary.
Qualifications/Skills:
 Good communication and written skills.
Term:
 Appointed according to the constitution of the Board.
Requirements:
 Commitment to the work of the Library
 Knowledge and skills in one or more areas of Board governance: policy, finance, programming,
personnel, building and maintenance, collection development, advocacy, fundraising.
 Willingness to serve on at least one committee
 Attendance at monthly Board meetings as required by the Public Libraries Act
 A time commitment commensurate to the responsibilities defined by the Board.
 Be informed of the services provided by the Library and publicize them
 Be aware of and abstain from any conflict of interest
 Knowledgeable in the services offered by the library and publicize these services
Major Duties
 Develop, with the Board and Library Administrator, the long and short term goals, objectives and
priorities for the Board in meeting the needs of the community
 Prepare and maintain minutes and records for all Board meetings
 Reviews/monitors and verify accuracy of the meeting minutes, and circulate to all members
 Adhere to the general duties outlined in the Board member job description.
 Participate in provincial and national library associations
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Sample Job Description – Treasurer of the Library Board
The role of Treasurer as described below applies to a Governance Board. The role of Treasurer
of an Advisory Board differs in that the Treasurer is responsible only for the operating funds
granted to that Board.
Reference the job description, which is in the Board Constitution
Accountability:
 The Treasurer must follow reporting procedures as established by the Municipality, Town or City.
 The Treasurer is responsible to report the expenditure and acquisition of funds since the last
meeting..
Qualifications:
 Ability to read understands and interpret financial statements; assist in presenting of DRAFT
budgets and grant applications and proposals.
Term:
 Appointed according to the constitution of the Board.
Requirements:
 Commitment to the goals of the Board
 Knowledge and skills in one or more areas of Board governance: policy, finance, programming,
personnel, building and maintenance, collection development; fund raising and advocacy
 Willingness to serve on at least one committee
 Attendance at monthly Board meetings as required by the Public Libraries Act
 As previously defined for Chair and Secretary.
 Attendance at all meetings called by the chair
 Be informed about the services provided by the Library and publicize them
 Prepare for and participate in the discussions and deliberations of the Board
 Foster a positive working relationship with other Board members, and the Library staff.
 Be aware of and abstain from any conflict of interest
Major Duties:
 Read, understand and interpret financial statements for Board members
 Develop, with the entire Board and Library Administrator, the long and short tem goals, objectives
and priorities for the ___________Library in meeting the needs of the community
 Chair the Finance Committee which drafts the annual budget proposals and applications for grants
and loans and other financial activities of the Library
 Participate in provincial and national library associations
 Hold signing authority on behalf of the Board for financial matters
 Ensure audited financial statements are presented to the Board on an annual basis
 Call the motion at the Annual Meeting to appoint the Auditor
 Act as a resource to subcommittees of the Board
 Conform to the general duties outlined in the Board member job description as defined in the
Constitution
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Sample Description of a Governance Board Library Trustee/Member at
Large
Library Board Trustee
Accountability:
 The Board of Library Trustees is the legal authority of the Library.
 As a member of the Board, a Trustee acts in a position of trust for the community and is
accountable to the citizens of for the effective governance of the Library.

Qualifications/Skills:
 Knowledge and skills in one or more areas of Board governance: policy, finance, programs,
collection development, personnel; advocacy and fund raising.
Term:
 The Council appoints trustees for a term as defined by their bylaws. Trustees may serve
consecutive terms by resubmitting their name to the municipality/City for formal authorization
and reappointment. These terms of service are designated in the Public Libraries Act and The
City of Winnipeg Act.

Requirements:
 Commitment to the work of the Library
 Knowledge and skills of one or more area of Board policy finance programs, collection
development, personnel; advocacy and fund raising.
 Attendance at Board meetings as required.
 A time commitment to meet their responsibilities.
 Advocate the services provided by the Library and publicize them
 Prepare for and participate in the discussions and deliberations of the Board
 Be aware of and abstain from any conflict of interest
Major Duties:
 Prepare for and participate in the discussions and deliberations of the Board
 Develop, with the Board and Library Administrator, the long and short tem goals, objectives and
priorities for the Library in meeting the needs of the community
 Promote and advocate library services and membership through community networking and
presentations.
 Recommend policy to the Board
 Be accountable to who fund the services provided and the funds expended on behalf of the library.
 Monitor and evaluate on a regular basis the effectiveness of the Library through a review of the
programs and services.
 Develop a positive working relationship with other Board members and the Library staff
 Support and participate in continuing education of the Board and Library staff.
 Participate in provincial and national library associations
 Be aware of relevant issues in the delivery of Public Library Sciences
 Be aware of and abstain from any conflict of interest.
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Chapter 3 – Community
Community Relations
Trustees and Political Process
The library trustee and the political process are inseparable. Library trustees, representing the public
library as a special interest group, must be involved in interplay with the political leadership and the
public in general in order to achieve the specific purposes and goals of public libraries.
To be effective advocates for public libraries, trustees are encouraged to:
•
Be familiar with the laws and regulations governing and affecting the library.
•
Maintain cordial non-partisan relationships with all three levels of government.
•
Present clear, realistic, and honest requests to governments and agencies according to the proper
procedures.
•
Be aware of the strengths of competing agencies and services that seek government funding.
•
Maintain a continuing public relations program as the strongest public support comes from
citizens with knowledge and appreciation of the public library system.
•
Participate in the Manitoba Library Trustees Association

Lobbying
Lobbying is the dissemination of library information, needs, trends, and issues to the public and
politicians at all levels of government. A successful lobbying effort will:
•
•
•

Be ongoing and maintain library issues at the forefront of the council's consciousness.
Maintain cordial contacts will all levels of government - mayors, councillors, secretarytreasurers, Members of the Legislative Assembly and Members of Parliament.
Provide sound and justifiable reasons for the library's need or concerns ranging from finances
and tax levies to legislative issues, both provincial and national.

Presenting the Board's Case
1. Step One: Preparatory Work
• Determine the needs of the Community in relation to the library
• Document how funding or changes in legislation, either provincial or national, will affect the
library
• Anticipate and prepare answers to any concerns.
2. Step Two: Building Partnerships
• Determine target group: local councillors, M.L.A.s, M.P.s, community leaders, service clubs or
the whole community
• Document how your plan will benefit a partnering organisation or the community.
• Strategically plan when to present your case according to the legislative and budgeting process of
the organisation.
• Determine the medium of presentation- letters, phone calls, personal visits, newspapers, radio,
television, open meetings
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•
•
•
•

Board Chairperson or other appointed member other than a Council representative should meet
informally with the Municipal Council to present the library's position
When asking for funds, present the Library as good stewards of public monies.
Be appreciative of the organisation’s time regardless of success or lack thereof. There's always
next time.
Utilise "Friends of the Library" and volunteers in the lobby or publicity campaign. See the
Appendices regarding FOLS.

3. Evaluate the Campaign
•
Identify successes or problems
•
Change focus or delivery if necessary
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Chapter 4 -Strategic Planning
Strategic planning is medium to long term planning based upon the principles of an organizations’
mission statement. The purpose is to design a course of action for the organization or business to
determine the appropriate services to offer and a marketing plan to promote the services.
Designing library services based on quality customer satisfaction is a goal of the strategic planning
process.
1. Needs Assessment:
To plan for the future, the organization must be able to identify the areas of service on which to focus.
The organization examines the strengths and weaknesses of the service, collects information about
community-wide needs, and uses the data to determine priority goals, to develop a plan to proceed,
identify funding resources, and develop budgets.
2. Reaching Out to the Community
Obtain community needs assessments by the local government, health authority, or school division, or
economic development officer. Provincial documents outlining service trends are also important.
These documents will be useful in identifying the major changes or needs that are facing the
community and the province, as a whole.
They will be useful in determining the types of questions to develop for the library needs assessment.
The local government’s community needs assessment will also identify the priorities of the council.
The library Board will want to develop programs that dovetail with local government priorities
3. Survey Instruments:
Surveys and focus groups are the most common tools used to identify community needs.
Survey questions will target the people that the library wishes to talk to:
Youth
Seniors
Adults
Business Community
Non-resident members
Surveys can be conducted through the mail or over the telephone or by E-mail.
Focus groups is a meeting of representative target groups by demographics or purpose.
The group discusses specific questions.
4. Compiling the information:
Determine the strong themes in the responses to the surveys and the focus group by comparing
percentage of responses to a specific question or identifying reoccurring themes from group
discussions.
Determine if these recommendations are long term or short term goals and whether they are easily
achieved or more difficult to achieve. Decide on priorities for the library.
Priorities in service will be determined by asking the question of consequence. What consequences
will happen with and without changes to the service?
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5. Disseminate the information:
Present information to local councils and public community groups with strong use of visuals, such as
charts or graphs or Power Point. Clearly state the current success of the library and how the proposed
plan will create increased benefits for the community as a whole.
6. Implementation:
The Library Board and Library Administrator find the financial, personnel, and in-kind or partnership
resources necessary to implement the long term and short term goals. Make annual reports about the
progress of the plan.
Adapted from the Canadian Library Association

Reading Resources:
The following are available from the Public Library Services Branch.
Bremer, Suzanne. Long Range Planning. New York: Neal Schuman Publishers, Inc., 1994.
Hernon, Peter and Ellen Altman. Assessing Service Quality. Chicago: American Library Association,
1998
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Chapter 5 – Developing Governing Boards Policy
Identify the need for a written policy to be created
• What risk is the library Board trying to manage?
• Prioritize the policies to be developed
Research the common elements of similar policies and write your own
Write policies in positive language rather than using “shall not, will not, cannot”.
Write policies in clear, plain language.
Board discusses and approves the policy based on:
• Mission of the library
• Philosophy of Intellectual Freedom
• Legal and constitutional rights
• Whether the policy is practical
• Whether the policy can be implemented
Put the date of Board approval on the policy document.
Circulate, print, publish and communicate policy as appropriate
Request feed back on the implementation
Regularly review and update policies
These policies must be compatible with local funders, budget and other appropriations.
Library Boards may wish to retain a lawyer to make comments and suggestions on their policies
before publishing and implementing them.

Major Policies
Personnel Policies:
Policies
Items to include at the minimum are:
• Length of the work week and work day
• Definition of full and part time employment
• Personnel evaluation, appointment, promotion, and termination procedures
• Vacation and sick leave policies
• A grievance procedure that is clear and fair to all sides
• Statement that a personnel policy is not a contract
• Ensure that the library’s lawyer reviews all personnel policies before putting them into practice.
Materials Selection Policy:
This policy provides a broad guideline on what will be purchased for the library’s collection.
• Reflects the broad scope of the library’s mission statement and how the collection will fulfill the
mission of the library.
• Identify personnel responsible for developing the collection.
• Identify criteria for deselecting and disposing of the books
• Donations policy
• Policy and procedures on addressing challenges to the collection.
Circulation Policy
This policy defines how the library materials will be borrowed and includes:
• Length of lending period by material format
• Amount of items that can be borrowed at one time
• Fines and fees for late, lost, or damaged materials
Library Patron Policy
Residents of your library’s funding municipalities are not charged membership fees. To do so, would
be “double taxation” and could jeopardize the special library mailing rate provided by Canada Post.
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Components of this policy typically include:
• Application for membership usually includes proof of residency, contact information, and a
privacy statement.
• Privacy statements indicate the reason for collection the information and that it will not be shared
with other individuals or organizations unless legally required to do so.
• Parents are usually required to sign for memberships for their children who are minors.
• Non-resident membership fees
• Length of time you will keep patron’s information before purging it
Internet Policy
Common components of this policy include:
• Parents are responsible for supervision of their children’s use of Internet and they must sign an
agreement to that nature.
• Internet is an unmonitored, public arena, and the library is not responsible for the content on the
Internet.
• No chat lines allowed
• Length of time that a computer may be used continuously
• Whether computers must be booked ahead of time
• Printing charges for printing materials
• Notice that library privileges will be suspended and a criminal investigation may be launched
against individuals engaging in harassing others over the Internet, viewing offensive or
pornographic materials.
• Policy for the creation and operation of a Library Website
Building and Grounds Policy:
Policy
This policy covers:
• Maintenance of library building and grounds
• Use of meeting room space, bulletin Boards, display cases, and library equipment
• Inventory of all library equipment.
Finance Policy:
This policy covers:
• Procedures for the receipt and disbursement of funds
• Authorization to sign checks
• Identify who may enter into contracts for the library
• Direct how library funds should be invested
• Include a statement of conflict of interest
Emergency Preparedness
The covers the safety of life and property issues, which are also, addressed elswhere in the Municipal
Orgnization Chart and any such plane should refer directly to that set of by-laws/policies/regulations.
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Chapter 6 – Trustee Development
Board Development and Succession
While it important for the Board to encourage professional development opportunities for library staff,
the Board itself can similarly benefit from a variety of development opportunities.
Phase 1: New Governance Board Members
A vital development priority is ensuring that new Board members have a firm grasp of their role, and
their library. A good way to accomplish this is through a “Trustee Orientation Kit” including such
items as:
• Library bylaws and regional agreements
• Mission, vision, values and core beliefs
• Strategic plan and goals
• Organizational chart, with names of staff - pictures can be very helpful,
• Contact information for library administrator
• Contact information for the Board
• List of committees, primary tasks and a list of committee members
• Library promotional materials
• Current year’s budget
• Vital statistics
• Recent financial statements (last 3 -6 months)
• Last year’s annual report and audited financial statement
• Board and Library Administrator job descriptions
• Code of conduct and statement of oath of confidentiality
• Board governance policies and major operational policies
• Procedures for the appraisal of the Library Administrator
• Policy for expense reimbursement
• Process and frequency for Board self-evaluation
• Library Administrator job description
• An organizational chart (particularly for larger libraries)
• Contacts with other libraries, provincial library services
• List of local officials and contact information.
• Library Policies:
• Public policies
• Personnel
• Collection
• Internet
• Volunteers
• Copyright
• Additional policies
• Library history
• Description of library programs
• Board calendar
• Manitoba Library Trustees Association Handbook
• Manitoba Public Libraries Act
New trustees in particular should be encouraged to attend the Public Library Services Annual
Conference.
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Phase 2: Some Questions
Questions a Trustee should be able to answer
As a Board member, would you be able to answer the following questions?
• When is the library open?
• Are there other branches and what are their names?
• What services are available at the library?
• How many ratepayers does the library serve?
• What percentage of those people are actual library users?
• Is that high or low?
• What provincial agency is responsible for library service?
• What percentage of the budget is provincial vs. municipal?
• What does the municipal funding work out to on a per-capita basis?
• Compared to other libraries, is that high or low?
• Does the Board have any development plans for the library?
Phase 3: Continuing Board Development
As the landscape of libraries is continually changing, there is always something new to learn, even for
the most experienced Board member. Fortunately opportunities abound, including:
• Attending a library conference:
• Public Library Services Annual Conference
• Manitoba Library Association Conference
• Canadian Library Association Conference
• Library conferences in neighboring provinces or states
• Inviting guests or experts to speak at Board meetings or workshops
• Becoming involved with
•
The Manitoba Library Trustees Association
•
The Canadian Library Trustees Association
• Meeting or partnering with other library Boards on special projects
• Inviting a Public Library Services Consultant for a workshop
• Exploring the numerous resources on Board development available on MAPLIN (see list at
the end of this chapter)
• Exploring the multitude of resources available online (i.e. search: “library trustee, etc… - see
links at end of this chapter)
Phase 4: Recruitment of new Governance Board Mebers
Municipal library Boards usually consist of one member of council, with two, four, or six appointed
electors, while regional Boards will include 2 or 3 electors from each participating municipality.
Succession is a vital component of Board development, where outgoing members are replaced with
new, adequately oriented trustees.
Succession can be a genuine challenge in smaller communities, where the limited number of residents
may have many different functions.
Some points to assist with recruitment:
• Promote the value of the library within the community, emphasizing the importance of the
library Board membership in creating positive change
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• In coordination with council (the appointing body) use a variety of media formats and
techniques for advertising the trustee vacancy
• With the Board’s development plans in mind, evaluate your current membership and assess
which unique talents might prove of particular benefit to the group
• Ensure that council is aware of the qualities which the Board is seeking in prospective
trustees. Naturally, this assumes the Board has already developed an effective working
relationship with council
• Don’t let retiring Board members just get away. Use them to assist with:
• Recruitment of their replacement
• Development/membership in Friends Groups, task forces, advisory groups…
• Advocacy, lobbying…
• If a particular council member might be appropriate for the library Board, ask them to
consider, at some point, serving as the representative council member
With appointment of the new Board member we come full circle to the beginning of the chapter, new
Board member orientation. Ensure the new member has all the tools they need to make a positive
difference at your library.
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SECTION B
WHAT TRUSTEES “NEED TO KNOW”
A.K.A.

“Getting the Job Done”

27 of 78
OF G:\MASTER -ANG - MLTA-ACBM TRUSTEES HANDBOOK - V3.0 - MARCH 31, 2008.DOC

2:27 PM 8/7/2012

Chapter 1 –Effective Board meetings
Effective Board Meetings
Despite it’s sometimes questionable reputation, “The Meeting” remains the primary means through
which people get things accomplished, and libraries are no exception.
1. Board Meetings
The Public Libraries Act requires that library Boards meet at least 6 times each year, with one to two
months elapsing between regular meetings. The individual Library Constitution determines the
manner in which a meeting may be called. As only the entire Board that has the authority to act, as
opposed to individual members, the Board meeting is the major opportunity for the Board to do its
work, such as:
• making decisions
• solving problems
• educating Board members
• planning for the future
• reviewing evaluation material submitted by staff.
2. Agendas
It is important to plan meetings in advance, providing information to members so that they can be
prepared and run the meeting in a manner that the work is accomplished efficiently and effectively. In
this regard, the agenda is the ideal tool for meeting planning. More than simply a list of business items
to be considered, the agenda is an invaluable tool for focussing discussion and using time
productively.
Who creates the agenda?
The agenda is essentially the plan for the Board’s work. While the Board and staff work together on an
effective long-term meeting plan for the Board’s term, the Chair and Library Administrator will
typically produce the agenda for specific Board meetings. As the Library Administrator is always ExOfficio to the Board. Their ongoing experience can be a valuable resource for the Board.
How to focus Board meeting agendas on Board work and avoid administrative activities
- Keep in mind the unique function of the Board
The Library Administrator is responsible for the day to day operation of the library. The Board
focuses on broader strategies essential to the overall success of the library.
• Correspondence is a MAJOR item.
• All incoming mail addressed to the Board shall be come to the table.
- Agendas should move the Board business forward, as their work is largely strategic and directed
towards the future.
For this reason, an annual agenda to move Board work from month to month can be very effective in
ensuring the Board has time to accomplish all of the necessary tasks over the course of the year. The
Board should be aware, well in advance, when budget discussions, key community events or
recruitment plans must take place. The annual agenda leads the Board through its term, enabling it to
handle both the expected, and unexpected, business of library governance.
- Ideally, the annual agenda should also reflect the current goals and objectives the Board is seeking to
achieve as part of its strategic plan. Relating the annual agenda directly to the results the Board is
seeking to achieve, focuses Board work on the future and on moving ahead. Similarly, it provides a
means of tracking and evaluating the Board’s progress in meeting community needs.
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3. Types of Agendas:
a) A basic agenda may include the following items:
1) Call to order
- establish a quorum (the majority of members required for a meeting)
2) Reading and approval of minutes
- Insure that the minutes are correct Chairperson states - "Are there any corrections to
be made?"
- "If there are no further corrections, then the minutes are `approved."
3) Correspondence
4) Reports of officers and standing committees
- Only those with information pertinent to the group report
- Secretaries Report
- Treasurers Report
- Other Committees
- Reports of special committees
5) Special orders
- E.g. elections
6) Business arising
- What was not covered in last meeting
7) New business
8) Announcements
9) Date, time and place of next meeting
10) Adjournment
b) An Annual agenda plan:
Developing an annual agenda plan focuses the Board’s work over time toward accomplishment of
specific results: This covers strategic issues over a 12 to 16 month period.
c ) Annotated agenda
Agendas should also give Board members a clear idea of how to prepare for the meeting. An annotated
agenda give supporting documentation. An effective agenda may include estimates of how long Board
members might expect to spend on particular items. The Board Chairperson and Library
Administrator will typically use a more detailed agenda than other members, with notes for facilitating
the discussions.
4. Committee Chairs
Committees are one of the means through which Boards organize their members to accomplish
specific goals. Committees should have a specific purpose, and limited time-span, although many
Boards use “Standing committees”, i.e. “Personnel” or “Finance”.
Sub committees should report on a regular basis to the main Board.
5. Rules of order
Rules of order help standardize the procedures for running meetings, and are essential in ensuring
every trustee has been heard, and has had an opportunity to vote on all issues. The Board may wish to
adopt one of the rules of order, such as Roberts, Bourinot, or Kerr and King as specified in the
constitution.
All of these Rules of order describe formal meeting process, including how to present motions,
conduct debate and vote on issues, as well as nominations and elections.
6. The Board acts only as a unit
The individual Board member does not act alone, or on behalf of the Board, unless specifically given
authority by the Board to do so. The Board is the legal authority, not individual members. Similarly,
individuals serving as library Board trustees must endorse the mission of the library, and care about
the library.
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7. Code of Ethics
The Code of Ethics is an expression of the Board’s agreement to perform business in a particular
manner. As such, it is a useful preparation toward handling the many unexpected issues affecting
Boards, particularly those where responses are not addressed through specific legislation. Examples of
such issues may include Conflict of Interest, confidentiality, or limits on a Board member’s actions.
Conflict of Interest policy prevents Board members from using their positions to obtain benefit from
the organization for themselves or family members. Similarly, the Code may be useful in deterring
individual Board members from exercising authority over the organization, unless explicitly set forth
in Board policies.
The Code may also address interaction with the public, press or other entities, particularly with regard
to individual members speaking on behalf of the Board. This requires a firm commitment from the
Board to make their decisions carefully, and to speak with one voice.
Please see Appendices 26 & 27.
8. Meeting Minutes
Minutes are the permanent record of the proceedings of a Board or committee meeting. Minutes do not
record every single comment, but rather note the general meaning of the discussion in enough detail to
provide an accurate review of what occurred. The agenda itself provides the framework for items to be
included in the minutes of the meeting, which constitute a legal record of the proceedings and are
considered public documents. Minutes are prepared by the secretary and include the following:
• The date, time, places of meeting, regular or special meeting, name of Board or committee
• The heading, “Minutes”
• A list of the members present and absent
• The name of the chairperson
• The status of previous minutes
• All motions, movers, seconders and results of votes, for example:
• Moved by (name) that the minutes of the meeting of March 10, 2004
• Seconded by (name)
• Be approved.
• Carried
• Motion numbers for ease of reference, for example:
• 2003:30 (The year and sequential number for each motion, beginning each year)
• A list of reports and documents discussed at the meeting
• A summary of significant points raised in debate; problems, suggestions and opposing points
of view
• Any commitments to undertake tasks made by the Board or the Staff
• -Date, time place of next meeting
• Time of adjournment
9. Preparation for Meetings
Board members are responsible for arriving on time and being prepared for Board meetings. In order
for Board members to prepare effectively, meeting information should be distributed well in advance.
The Board package should include:
• meeting objectives and agenda
• Location/date/time
• Background information
• Assigned reading or documents for preparation.
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Meetings should begin and finish on time. Board members are responsible for what happens at Board
meetings, even if they are not in attendance. In this regard attendance at meetings is not only a
responsibility, but also a protection for Board members.
10. Evaluation of meetings. See the checklist in the Appendix
• To evaluate your meetings
• Checklist to evaluate your meetings
You may consider reviewing meeting effectiveness at the end of each meeting, with suggested
improvements applied to the next meeting. Similarly, it may be useful to focus on different aspects at
each meeting. A simple checklist can assist the Board in continual improvement in quality of
meetings:
11. Resources for this module
(Selections adapted with permission of Ontario Library Services.)
Bokor, C., “Community Readiness for Economic Development: Chairing and Managing Meetings”,
Ministry of Agriculture and Food FACTSHEET, June 2001.
Bourinot, Sir John George. Bourinot’s Rules of Order. Edited by Geoffrey H. Stanford. 3rd revised
edition. Toronto: McClelland and Stewart, 1977.
“How to run effective Board meetings”, Trustee Tips #13, Southern Ontario Library Service, Ottawa,
June, 1996.
Kerr, M.Kaye and King, Hubert W. Procedures for Meetings and Organizations. Second edition.
Toronto: Carswell, 1988.
“Library Board Orientation Kit”, Ontario Library Association, 2004.
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Chapter 2 – Library Finances
The Budget
The budgeting process is a joint effort of the Library Administrator and the Board. Expenses related
to supplies, collection development, building maintenance, and salary increases are recommendations
presented by the Library Administrator. It is the Board's responsibility to review, revise, and adopt
the budget in consultation with the Library Administrator.

Budgeting Step-by-step
1. Preparation
The Board in co-operation with the Library Administrator will prepare the background
information for the budgeting process. The following information is necessary.
• Ascertain all sources of revenue: grants, levies, gifts, non-resident fees.
• Determine if funding levels will change.
• Identify all fixed expenditures/uncontrollable costs: building maintenance, postage, rent.
• Identify all semi-controllable expenses: utilities, employee benefits, salaries, long range plans
and associated expenses.
• Identify all expenses that are fully controllable: salary increases, books, travel expenses,
Furniture and equipment expenses.
• Evaluate last year's actual program costs. Do some programs need to be revised? How can
the programs be delivered more cost-effectively? Was the program under budget, over
budget, on target?
• Evaluate the budget throughout the year.
2. Presentation
In order to explain the budget to funding agencies, Trustees need to be able to support, defend, and
clarify library expenditures. As there are many other worthy and necessary projects and facilities that
local governments must fund, the library trustee must be able to defend the budget by:
• Identifying successful programs and services and the community response.
• Offer quality library reference assistance to local government officials and departments to
indicate the benefits of library service on an individual level.
• Publicise awards, letters of appreciation, staff accomplishments in the local newspaper.
• Use Friends of the Library and other library supporters to help promote the budget on the
library's behalf. Voters count.
• Publicise to the community the library services that their tax dollar funds.
3. Implementation
Library Trustees will review the budget at monthly trustee meetings. By monitoring the fiscal
activities of the library, the Board will ensure that funds are being managed efficiently and in
accordance with standard accounting procedures, and assets are safeguarded. However, the daily
financial transactions of the library will be left to the Library Administrator or Board Treasurer.
4. Reviewing
When reviewing the budget, trustees should:
• Review the monthly financial report:
• Current expenditures
• Year -to-date figures
• Total budget
• Balance of the Budget
• Explanation of major changes
• Present periodic reports to the public and local funding agencies
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• File an annual report of expenditures with each funding agency. Public Library Services
requires the library budget, audited financial statement, and annual report and grant
application to be submitted by April 1st in order to process the grant application.
Please see the Appendix 2 for:
“Budget Checklist”
See Appendix 3 for:
“Sample Audited Statement”
See Appendix 28
How to Calculate your Library's Provincial Grant”.
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A Budget Planning Timeline
YEAR________

MONTH

BUDGET PROCESS

PLANNING PROCESS

January

Final municipal acceptance
of current year budget
Fourth Quarter Budget Review
(October - December)

February

Begin preparation of
Annual Report

Final approval by the
Board of Long (5 yr.) and Short (1 yr.)
Term Planning Objectives for current
year.

March
April
May

First Quarter - Budget
Review (January - March)
apply for the provincial grant.
This can be done earlier if the
Auditor’s report for the previous
Year is available.

Implementation of Short Term Planning
Objectives for the current year.

June

July

Distribute Annual Report

Second Quarter - Budget
Review (April - June)

August
September

Finance Committee start preparation
Of next year's budget

October

Third Quarter – Budget
Review (July - September)

November

Second next budget session of
Next year’s budget

Begin preliminary
planning of Long and
Short Term Objectives
For the coming year.

December

Third budget session of
Next year’s budget if needed.
Long and/or short term program planning should be done separately from Budget Planning
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CHAPTER 3 – Governing Board Personnel Management
Personnel Management
The best resource a library has is its staff. Every public library, even if it’s operated entirely by
volunteers, should develop clear personnel policies and job descriptions. Staff members need to know
what’s expected of them and how well they’re doing in order to perform their jobs effectively.
Reviewing personnel documents regularly helps put library staffing into perspective.
Personnel policies adopted by the Board of Trustees should cover such topics as hours worked,
vacation, sick leave, retirement, job classification, salary schedules, performance evaluation,
supervision, hiring/ termination, grievance process, employee benefits available, etc. If yours is a
municipal library, the city’s personnel department will already have a complete set of policies in place.
If your staff members are considered city employees, then separate personnel policies are not
necessary. However, if they are not part of some other organizational staff structure, the library Board
is responsible for seeing that the appropriate policies are in place and that they are monitored
regularly.
Whether municipal or incorporated, you should ensure that the library’s attorney review all personnel
policies prior to their final adoption to be sure it does not contain any illegal provisions.
Job Descriptions
No library is too small to have job descriptions. Even volunteers benefit by having a written list of
duties expected of them and by knowing the supervision to be given. Writing g a job description leads
to mutual understanding between the supervisor and the supervised.
Some libraries start by asking an employee to write down all of the things/he does in a given period.
Arrange these tasks under categories; then discuss, as a whole Board whether they are what you think
someone in that position should be doing.
Try to separate the position from the personality because a job description id msn to be used by
anyone holding a particular job. You are aiming for a common view of a job’s responsibilities,
requirements, and boundaries in order to avoid confusion and conflict among staff or between trustees
and the Library Administrator.
Performance Evaluations
Employees and even volunteers also need to know whether their supervisors feel they are doing their
job well or correctly. Good performance should be recognized and nurtured while low productivity or
poor performance should be discussed and changed. An evaluation acts as a reminder of how a
particular job fits into the whole library operation.
Regular performance evaluations should discuss whether the person is doing what is expected, based
on the job description, what improvements are suggested or essential, and what aspects of performance
are outstanding. Every Board should develop a procedure for evaluating staff and should evaluate the
library director at least once a year. The library director should evaluate the performance of the staff.
The evaluation procedure might begin with filling out a form that is shared and discussed with the
employees. An alternative can be a review of a mutually agreed upon work plan of the past year and
development o another for the coming year. You can focus on achievement more with this method, but
an employee’s customer relations and managerial skills also need to be discussed during the evaluation
process. The performance evaluation “interview’ offers another opportunity to discuss the position in
question and staffing in general in addition to the individual’s performance.
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Hiring a Library Administrator
Having a successful job description and evaluation procedure will make searching for a new library
administrator easier when that is necessary. Start by reviewing the existing job description. Are the
basic requirements and qualifications listed still valid? The time to revise the job description is prior to
advertising the opening, and the new job description may also offer wording for a clear, direct
advertisement.
Prepare for the interviews in order to screen candidates fully and fairly. Prior to conducting any
interviews, the Board should review the library’s priorities to reach consensus about the type of person
suitable or desirable for he job. Draw up questions to elicit the information you need to spot the right
candidate, and consider asking each candidate few standard situational questions (“what would you do
if…”) so that you can compare responses objectively.
Encourage the applicant to do most of the talking by asking open-ended questions, not ones that are
easily answered by “yes” and “no.” Take care not to ask questions that might be construed as
discriminatory (e.g. marital status, disability, religion, lifestyle, age, etc.) A tour of the facility will
also trigger good discussion.
End each interview with details about the job: hours, wages, sick and vacation leave, benefits, etc., and
most of all, when you plan to reach a decision. Allow time for the applicant to ask YOU questions
about the library and the job.
Immediately after the interview, write down your impressions and share them as a group. If you have
thought a lot about the type of person you are seeking and have crafted questions to get at issues and
attitudes important to you, you may find choosing between candidates easier. A second interview may
help you chooses between two good candidates or realize that you need to re-advertise he position.
Don’t “settle” for someone who doesn’t fit your requirements.
When you have settled on someone to whom you wish to offer the job, phone the person and then
follow the call up with a letter in which you include some of the details mentioned above (wages,
hours, etc.). Come to an agreement about when the person will begin work and how s/he will receive
orientation. Don’t forget to notify all of the applicants promptly after the job offer has been accepted.
Problems arise in small public libraries, which pay little yet place professional expectations on their
Library Administrators.

See Appendices numbers 5, to 12 inclusive:
5.
6.
7.
8.
9.
10.
11.
12.
14.

Library Administrator Questionnaire for Performance Appraisal
Library Administrator Job Performance Inventory
Library Administrator Job Satisfaction Questionnaire
Sample Position Description for Library Administrator
Sample Job Posting for Library Administrator
Sample Job Interview Questions for a Library Administrator
Sample Job Contract
Interview Candidates Comparative Evaluation Form
Personnel Policy Checklist
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Chapter C – Appendices
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APPENDIX 1
Glossary of Library Jargon and Acronyms
Terminology specifically designed to confuse trustees and keep them awake at night.
Acquisitions: The purchase of books and other library materials – (See what we mean?)
ALA: American Library Association
AMM Association of Manitoba Municipalities
AV: Audiovisual
Block rotation: Lending a group of library items to a neighbouring library, personal care home…
Browser: The specific computer program which lets you look at the Internet is…Netscape, Mazola,
Internet Explorer
Call number: The number or letters on the spine of a book that helps you find it on the shelf. There
are two main types of Call Numbers, Dewey Decimal (DD) and Library of Congress (L of C). Dewey
Decimal is most usually used in Public Libraries, while the L of C is used in academic, professions
and archival collections
CAP: Community Access Program – An Industry Canada program promoting Internet use in rural
communities
Cataloguing: Creating a record that describes an item so people can find it, i.e.…by subject or call
number…
CDROM: A computer program, encyclopaedia or other work on a compact disk
Circulation: Checking books out/in, fines, overdoes, memberships…
City of Winnipeg Act: The Provincial Act governing the creation of the City of Winnipeg and its
functions
CLA: Canadian Library Association
Depository library: A library that is part of a program to house provincial or federal government
publications
Dewey Decimal (DD); The number on the spine of a book that helps you find it on the shelf, with
similar subject books
Filtering software: A program for limiting controversial or objectionable Internet content
Friends Group: (Friends) A volunteer fund raising and advocacy group
ILL: Interlibrary loan – libraries borrowing from other libraries
Jobber: An agency that supplies the library with books, and sometimes cataloguing and processing.
They provide such services as binding, repairs, recovering etc.
LAC: Library Advisory Committee for specific community areas of Winnipeg
Library management software: The computer program that lets you check items out/in, catalogue
and other functions
MALT: Manitoba Association of Library Technicians
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MAPLIN: Manitoba Public Library Information Network – a catalogue of libraries permitting
automated cataloguing and interlibrary loan.
MARC: “Machine Readable Cataloguing”. This is the standard format for organising a catalogue
record that allows libraries to freely exchange cataloguing to save work and allow interlibrary loan
using MAPLIN
MLA: Manitoba Library Association
MLTA: Manitoba Library Trustees Association
NL or NL of C : National Library in Ottawa. Maintained by the Government of Canada for in the
informational needs of the Government, and the Citizens of Canada.
Online: Any information accessed using a computer, such as CD-ROM or Internet
Outsourcing: Contracting out services such as cataloguing and processing to a commercial service
PLA: Public Libraries Act: The legal basis for library service in Manitoba
http://www.gov.mb.ca/chc/statpub/free/index.html

PLS: Public Library Services, Manitoba Culture, Heritage and Citizenship .
Public Library Advisory Board: An appointed Board advising the Minister of library issues
Quorum: A majority of Board members, allowing the passing of motions
RECON: Retrospective conversion – converting a card catalogue to computer format, which permits
Internet access and improved workflow
Reference Book: Typically encyclopaedias or Directories for use in library only
Reference service: Answering questions and finding information
Stacks: library shelving, also a specific brand of library management software
Summer Reading Program: An organised program encouraging children to maintain reading skills
over summer
Technical Services: The cataloguing and processing of library items
Union Catalogue: A Library catalogue that includes the holdings of more than one library, such as
MAPLIN
URL: The address of a site on the Internet
Vertical File: Files of newspaper clippings and articles organised by subject
Weeding: Removing less desirable items to make room for new items
WPL: Winnipeg Public Library
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Appendix 2
Budget Checklist
When assessing sources of income the Board will want to ascertain if levels of funding will remain the same.
Population changes will effect the level of the local and provincial library grants. Will other sources of funding
become available or withdrawn?

Library Revenues
Grants
Current Year
Municipal
RM
__________
Town
___________
Provincial (Projections based on previous year where applicable)
Culture, Heritage & Citizenship
__________
Manitoba Community Services Council
__________
Career Start
__________
Manitoba Community Places
__________
Government of Canada
___________
Other (Projections based on current year)
Endowments:
___________
Donations
___________
Non- Membership Fees
___________
Fundraising
___________
Fine
____________
Miscellaneous
___________

Total Revenues

___________

Next Year
___________
___________
__________
___________
___________
___________
___________
___________
___________
___________
___________
___________
___________
___________
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Library Expenses
Personnel
Project cost of living salaries increases, creation of addition positions, annual salary increments, and
verify CPP and U.I. levels for the ensuing year.
Salaries:
Professional
Cleric

Current Year
_____________
_____________

Next Year
____________
____________

Benefits (if applicable)
Medical Insurance
Group Insurance
Holiday Pay

_____________
_____________
_____________

_____________
_____________
_____________

Employment Taxes:
Canada Pension Plan
Unemployment Insurance

_____________
_____________

_____________
_____________

Total Salaries and Benefits:

_____________

_____________

B. Books and Other Library Materials
Written selection policies stating the proportions of the book budget to be spent on each category,
including adult, juvenile, fiction, non-fiction, and reference with a recent average cost per category
will assist in this process. Include processing costs. Professional journals should be included in the
cost of periodicals.
Current Year
Next Year
Books
____________
____________
Periodicals
_____________
____________
Newspapers
_____________
____________
Videos
_____________
____________
Audio Books
____________
____________
Talking Books
_____________
____________
Compact Discs
_____________
____________
Binding and Rebinding
_____________
____________
Electronic On-Line Access Charges
_____________
____________
Total Materials:
_____________
____________
C. Supplies
Review cataloguing costs. Does the Library purchase catalogue records? Are there lower cost
methods of cataloguing, i.e., electronic copy cataloguing, Public Library Services cataloguing
services?
Current Year
____________
____________
____________
____________

Library Supplies
Janitorial Supplies
Other
Total Supplies

Next Year
___________
___________
___________
___________

D. Building Maintenance
When reviewing the costs of insurance, consider the following:
• Does the insurance cover replacement cost of building and contents, public liability,
heating /water damage, fire, theft? Are replacement costs a recent estimate?
• Is the amount of insurance adequate?
• Does the amount budgeted for the building provide for regular painting, roof and
gutter inspection and repair?
• It is often more cost -effective to have the library included under a blanket
insurance with the municipality.
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Heat
Light
Water
Telephone
Insurance
Repairs
Maintenance Contracts /Salary
Exterior and Grounds
Rent
Taxes
Total Building Maintenance:
E. Capital
Building :
(Renovations, Additions,
Purchases)
Furniture and Equipment
Shelving, Tables, Cabinets
Office Machines
Photocopy Machine
Automation:
Computers
Library Software
Audio-visual Equipment
Repairs
Total Capital
F. Operating Expenses:
Audit
Travel
Display/Craft Supplies:
Printed Materials
Photographs
Posters
Paper
Paints, Crayons, etc.
Other
Freight

Current Year
_____________
_____________
_____________
_____________
_____________
_____________
_____________
_____________
_____________
_____________
_____________

Next Year
______________
______________
______________
______________
______________
______________
______________
______________
______________
______________
______________

_____________

______________

_____________
_____________
_____________

______________
______________
______________

_____________
_____________
_____________
_____________
_____________

______________
______________
______________
______________
______________

_____________
_____________

______________
______________

_____________
_____________
_____________
_____________
_____________
_____________
_____________

______________
______________
______________
______________
______________
______________
______________

Conferences and
Memberships: (This area of the budget should provide reasonable reimbursement to
encourage participation in professional development sessions.)
Current Year
Next Year
Conference Fees
______________
______________
Travel
______________
______________
Accommodation
______________
______________
Library Association
Memberships
______________
______________
Miscellaneous
______________
______________
Emergency Fund
______________
______________
Total Operating Expenses:
______________
______________

Total Library Expenses:

______________

______________
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Appendix 3
Sample Audited Statement
The following SAMPLE statement is intended as a guideline only.
REVENUE (List the source of each Government Agency Grant separately.
I.e. Public Library Services, Partners with Youth, Secretary of State...)
REVENUES
Grants
Municipal
R.M.
Town
Provincial
Culture, Heritage & Citizenship
Manitoba Community Services Council
Career Start
Manitoba Community Places
Government of Canada
Other
Donations
Fines
Non-Resident Membership
Fundraising
Miscellaneous
Private Grants received
Loans
Bequests
Gifts
Donation
EXPENSES
Salaries and Benefits
Materials
Books
Videos
Periodicals
Collection Development
Building
Utilities and telephone
Taxes
Rent
Insurance
Maintenance
Capital
Building
Furniture and equipment
Automation
Operating
Audit
Travel
Maintenance
Freight
Supplies
Advertising
Miscellaneous
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Appendix 4
Sample Needs Assessment
A “Needs Assessment” is helpful in tailoring services, programs and library renovations to the needs
of the community. Some points for consideration include:
Geography or Physical Characteristics of the Community
•
What is the size of the service area?
•
How is the population distributed within the service area?
•
Does topography or distance isolate potential users from the service?
Demographics of the Service Area
• What is the total population of your service area including non-resident members?
• Percentage of population under 5 yrs of age.
• Percentage of population 5 to 19 yrs of age.
• Percentage of population 19 to 65 yrs of age.
• Percentage of population over 65 yrs of age.
• What is the ethnic background of the service area?
• What is the number of homeowners in your community?
Employment Characteristics of the Service Area
• Who are the major employers?
• What are the major industries?
• What is the average household income?
• What is the median household income?
• What is the unemployment rate?
• What percentage is below the poverty line?
•
How many working mothers are there with children under 6?
•
What is the average assessed property taxes?
Educational Characteristics of Your Community
• Percentage of population over 25 with a high school diploma.
• Percentage of population over 25 with a college diploma or university degree
• List schools in the service area and their enrolments
• Describe adequacy of the school libraries? Are there adequate collections
and staffing?
• Are there postsecondary educational institutions available (include extension services,
distance education, etc.), and how many people are enrolled? What library
services are available to them?
Cultural Characteristics of Your Community
• Describe the cultural and recreational activities that are popular in your community.
• List the cultural and recreational facilities and organisations in your community.
• List the service groups and organisations in your area and identify their goals, interests,
and services.
• Identify the community's main source of public communication- newspaper, radio, cable
message Board, etc.
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Appendix 5
Library Administrator Questionnaire
For
Performance Appraisal
1. Comment on what is being done and/or could be done to improve your performance,
2. Would you like to comment on any problems or frustrations that have hampered your job
performance?
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
__________
3. Comment on your strongest points.
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
_________
4.

Comment on your weakest points.
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
_________

5. Are there any other aspects of library work you would like to try?
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
_________
6. Summarise last year’s objectives. Have they been met?
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
_________
7. Objectives for the coming year.
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
_________

SIGNATURE _________________________________DATE:_________________________
Chairman’s signature __________________________DATE:_________________________
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Appendix 6
Library Administrator Job Performance Inventory
•
•

•

•

•

•

Meeting the public:
Pleasant, friendly creates a positive atmosphere.
Assisting the public:
Approachable, courteous, tactful.
Makes an effort to be helpful.
Ability to deal with public of all ages.
Knowledge of library materials:
Authors
Subject classifications.
Familiarity with collection.
Familiarity with reading levels.
Initiative re library programming and promotion:
Offers suggestions for improvement.
Exhibits interest in library promotion
Exhibits interest in programming, e.g. displays, story telling.
Handling basic library routines:
Amount of work performed
Accuracy
Organisation
Adaptability
Personal
punctuality
health (absence rate)
appearance
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Appendix 7
Library Administrator Job Satisfaction Questionnaire
As part of the Performance Appraisal process, a Job Satisfaction Questionnaire may help uncover
barriers to satisfactory job performance.

SURVEY SCALE
Strongly Disagree = 1
Disagree
= 2
Neutral
= 3

•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Agree
Strongly Agree
Not Applicable

= 4
= 5
= 6

____Overall, I am satisfied with my job.
____Overall, I feel I can meet the needs of my patrons
____Overall, everyone in my area work well together.
____My administration encourages me to participate in opportunities for continuing
education.
____My administration uses a variety of individual development tools such as coaching to
promote learning among the staff.
____I have a clear understanding of the requirements and qualifications needed to compete for
positions within the library.
____I play a key role in determining my career goals.
____My performance review helps me achieve my performance goals.
____I am encourage and expected to think of new and innovative ways of promoting library
service.
____I feel it is safe to speak up about problems or concerns.
____My administration is open to hearing about patron complaints.
____My administration understands my workplace needs, such as career development,
work/family balance, etc.
____My administration treats the staff in a fair manner.
____My administration can be trusted.
____My administration provides assistance or decisions in a timely fashion.
____My administration has a good understanding of our community's information needs.
____My administration demonstrates a commitment to customer service in action as well as
words.
____My administration encourages the input of staff in decisions.
____My administration takes action on staff opinion and input.
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Appendix 8
Sample Position Description for Library Administrator
Administrator
Duties will vary according to such factors as library structure, size, staffing, and level of Board
participation in specific duties. Where possible, specific duties can be made more specific:

POSITION DESCRIPTION
1. IDENTIFYING INFORMATION
Employer:
Pine Grove Public Library
Working Title:
Library Administrator
Incumbents Name:
Staff Year Number:
2. POSITION SUMMARY
Administration of the library, personnel and services. This position reports directly to the library
Board.
3. POSITION DUTIES AND RESPONIBILITIES
Administration:
• Implements library policies and procedures as determined by Board
• Personnel hiring, training, supervision, scheduling, payroll and performance appraisal
• Ensures maintenance, efficient layout and design of library facilities and equipment
• Reports and provides recommendations to the library Board at every Board meeting
• Assists Board in library planning and development
• Assists in preparation and administration of library budget
• Ensures accurate financial records and appropriate procedures
• Orders and purchases office supplies
• Ensures mail is handled appropriately and responded to
• Conducts staff meetings
• Maintains staff procedure manuals and acceptable work standards
• Assists in management of volunteers
• Handles staff grievances and work related problems
• Assists in development of staff position descriptions
• Maintains confidential personnel files
• Serves as an ex officio member of the library Board and Friends of the library
• Collects statistical data and maintains records relating to library operations
• Assists in preparation of annual report
• Participates in professional development to keep current in library management issues
• Performs other duties as assigned by the Board
Library Services:
• Coordinates educational library programs responsive to the community
• Ensure fair, efficient membership and circulation of materials according to policy
• Promotes library through community interaction, documentation and local media
• Provides reference, readers advisory, and assistance locating or obtaining information
• Provides and participates in interlibrary loan services
• Ensures library is easy to use and provides a welcoming, helpful atmosphere
• Organises promotional displays
• Selects and orders a balance of library materials responsive to community needs
• Ensures cataloguing and processing of library materials for easy retrieval
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• Ensures repair of removal of damaged materials
• Evaluates donated materials for inclusion
• Ensures weeding of damaged or irrelevant material
• Conducts material inventories as required
• Ensures efficient use of Internet facilities
• Participate with the provincial library services
4. CERTIFICATIONS
I have read the foregoing and understand it is a description of the duties assigned to my position.

___________________________________
Employee’s signature

______________________________
Date

I certify this is an accurate description of the responsibilities of the position and that it forms the basis
for the position classification level and the performance appraisal of the incumbent. The incumbent
has received a copy of this position.

___________________________________
Chair, Library Board

______________________________
Date
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Appendix 9
Sample Job Posting for Library Administrator
Pine Grove Public Library (A Fictional Library)
Library Administrator
Serving a community of 5,000, the Library Administrator works closely with the library Board in
implementing library polices and procedures. This full-time position is responsible for all aspects of
library administration including supervision of 3 personnel, volunteers; management of finances,
facility; provision of library services and programming appropriate to the community. The Library
Administrator promotes positive community outreach; maintains a responsive collection of over
10,000 items as well as public Internet services. The successful candidate will have skills in
organization, leadership, written and oral communication, public service, computers, instruction,
problem solving, enthusiasm and an appreciation of reading and literacy.
Qualifications: Preference will be given to candidates with experience in library management and/or
formal library education, or education in other areas. Salary based upon qualifications. Attractive
benefits program. Interested and qualified persons should post/email/fax cover letter, resume and 3
professional references by September 01, 1999 to:
Jane Smith,
Chair, Pine Grove Public Library Board
Box 123
Pine Grove MB ROK OTO
library@pinegrove.mb.ca
Fax: (204) 234-5768
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Appendix 10
Sample Job Interview Questions for a Library Administrator
After determining the specific attributes you seek in the candidate, develop questions that investigate
each. The questions below may be used as a guide. The level of questioning (i.e.…questions specific
to library operations) may be adjusted according to the overall background of the interviewee group,
as well as the level of the position. Smaller communities, for example, may be unable to locate a
candidate with extensive library knowledge:
• What experience and education qualifies you for this position?
• What different formats of library material are available and which do you have experience working
with?
• How would you resolve a situation of conflict between 2 staff members?
• Could you list 4 authors from 4 different genres?
• What books have you read lately?
• What are some of your favorite Internet resources?
• What is the definition of MARC? Can you identify 3 different MARC tags?
• How many different types of reference tools can you think of?
• What computer skills would you bring to this position?
• How would you juggle 3 tasks at once: circulation, answering a question, a phone call?
• Can you give examples of how you’ve implemented change at your work place?
• Describe your vision of the ideal library?
• What kinds of library programming would you be interested in developing?
• Why does this job appeal to you?
• Could you describe the biggest challenge you’ve faced in your career?
• Could you describe something that has been very successful in your career?
• How would you respond to a request to remove offensive material?
• What is your view on Internet filtering?
• What would you do with a staff member reluctant to use new technologies?
• How do you see the role of the library in the community?
• What are some ways you would motivate people to use the library?
• Which aspects of this job are most attractive to you? Least attractive?
• How would you develop a collection receptive to the needs of the community?
• Can you describe how a library makes it information easier to find?
• How does one catalogue a library item, and what tools are used?
• How are library items circulated?
• What experience do you have with budget administration?
• What so you consider to be the main issues in managing staff?
• How would you handle a situation made by the Board with which you do not agree?
• What are the steps you would take in hiring staff positions?
• Can you describe your experience in organizing?
• How would you deal with rowdiness, rudeness, intoxication or aggressive behavior?
• What are the steps in developing and maintaining a library collection?
• Do you have any questions for us?
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Appendix 11
Sample Job Contract
Check first if your local civic/municipal government has employment policies/union contract to which
the library is already bound. The Job Contract may be a legal document, or simply a signed letter of
intent, based upon your library’s personnel policy to clarify benefits and obligations of the specific
position. Terms provided here are only for purpose of example:
Employer :
Pine Grove Public Library
Position Title:
Library Administrator
Name of Employee:
Staff Year Number:
Start date:
September 1, 2000
Duties:
As outlined in “Position Description: Library Administrator”
Probation:
Employee subject to __month probationary period w/immediate dismissal
Salary:
Ann. rate of $____ with ann. increment of ___% due___to a max. $_____
Hours:
35 hours/week including max. 2 evenings/week and 2 weekends/month
Two paid 15 minute breaks per full shift, may be banked if unable to take
One 45-60 minute unpaid lunch break per full shift
Vacation:
Accumulated at rate of ____ days per _____ annual paid vacation
Sick leave:
Accumulated at rate of ____ days per _____ paid sick leave
Holidays:
No statutory holidays worked. Paid if falling on reg. scheduled day
Leave:
Paid compassionate leave of ___days upon death in immed. family
Paid maternity/paternity leave of ___days
Educational or other paid/unpaid leave subject to Board approval
Termination: 2 weeks written notice required for voluntary termination
Employee sub. to imead.dismissal w/2 weeks pay following probation
Expenses:
Reimbursement of travel time, meals, mileage on library business
Overtime:
Overtime may be banked, not payable
Insurance:
Employee provided with health, accident, hosp. coverage as detailed in Ins. policy
Pension:
Accumulated at rate of ____ payable upon _____
Grievances:
Grievances are to be directed to Chair, library Board

CERTIFICATIONS
I have read and understood the foregoing policies for the position.
___________________________________
Employee’s signature

______________________________
Date

I certify this is an accurate description of the policies of the position. The incumbent has received a
copy of this policy.
___________________________________
Chair, Library Board

______________________________
Date
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Appendix 12
Interview Candidates Comparative Evaluation Form
Weighting
Factor→
TOTAL

Attribute →

TOTAL SCORE
ADJUSTED FOR
WEIGHTING

Name of
Candidate↓
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Appendix 13
Sample Library Mission Statements
A Mission Statement or Mandate briefly expresses the overall goals of the library for the benefit of
trustees, staff and the community. A mission Statement answers the critical questions:

• Why do we exist?
• What do we wish to accomplish?
• Who do we serve?
Sample (paraphrased from R.A.Dubberly, Seattle Public Library):
The Public Library provides:
• An open and non-judgmental environment n which the individual and his/her interests are brought
together with the universe of ideas and information
• Free access to ideas and information, a prerequisite to the existence of a responsible citizenship
• Access to information and the recorded wisdom and experience of others for achieving personal
equality, and for improving the quality of life and thought in the daily activities and relationships of
individuals
• Promotion and communication of ideas and information so that individuals and groups, on their own
behalf, can take active control of their lives
• Provide a place where inquiring minds may encounter the rich diversity of concepts so necessary for
a democratic society whose daily survival depends on the free competitive flow of ideas
St.Charles City-County Library District
The District’s Mission is to provide excellent and economical public library services to residents of the
district. Special emphasis shall be given to three areas: providing information services to county
residents, children’s services, and popular library materials
Gwinnett Count Public Library
Gwinnett County Public Library is the best connection for free access to informational educational and
leisure interests, fostering the love of reading and encouraging the pursuit of knowledge in a changing
and diverse community.
Woodstock Public Library District
The Woodstock Public Library District has two primary missions: 1) to facilitate learning and selfeducation for the community; 2) to encourage young children to develop an ongoing interest in
reading and learning.
Chicago Pubic Library
We welcome and support all people in their enjoyment of reading and pursuit of life-long learning.
Working together, we strive to provide equal access to information, ideas and knowledge through
books, programs and other resources. We believe in the freedom to read, to learn, to discover.
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Appendix 14
Personnel Policy Checklist
A personnel policy should be designed to minimize potential misunderstanding, as well as motivate
employees. Points for consideration in your library’s personnel policy may include:
• Classifications:
• Reporting lines:
• Salary:
• Probationary period:
• Hours of work:
• Breaks:
• Vacation:
• Sick leave:
• Holidays:
• Compassionate leave:
• Educational leave:
• Maternity/paternity leave:
• Other leaves:
• Resignation:
• Disciplinary Actions:
• Expenses:
• Overtime:
• Insurance:
• Pension:
• Grievance Procedure:
• Dress code:
• Medical appointments:
• Conflict of interest
• Staff meetings
• Personnel records
• Staff development
• Performance appraisal
• Hiring practices
• Flex time/Job sharing

Brief description of the different positions
Organizational chart of responsibilities
Salary/increment schedules pay dates, deductions
Length, subject to immediate dismissal
Full-time vs. part-time, required evenings, weekends
Length, paid/unpaid, during busy periods
Rate of accumulation
Rate of accumulation, notes for extended sick leave
Paid if falling on regularly scheduled day?
Conditions, length, paid/unpaid
Conditions, length, paid/unpaid
Conditions, length, paid/unpaid
Subject to Board approval
Written notice required how far in advance?
Suspension? Dismissal? Pay terminated how soon?
Reimbursement of travel time, meals, mileage on lib. bus.
Overtime paid/not paid. Accumulate banked time?
Health, accident, hospital, group coverage provided?
Pension plan provided? Details?
Grievances direct to? Handled by?
Dress code enforced?
Permitted frequency, paid/unpaid
Including nepotism?
Expected participation
What information kept? Who can view? Who maintains?
What’s expected? What’s provided?
How? Why? How often?
Recruitment, affirmative action, selection
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Appendix 15
Public Services Policy Checklist
These basic rules which determine how the public may use the library should be available for
distribution:
• Membership
• Circulation
• Interlibrary loan
• Photocopying
• Reference service
• Confidentiality
• Complaints
• Programs
• Special collections
• Outreach services
• Meeting room
• Internet Services

Who’s eligible, non-residents, children
Loan periods, amount limits, fines, reserves, lost/damaged
Amount limits, membership standing
Fees, copyright guidelines
To what depth, Internet searching on patron’s behalf
Staff will not disclose patron information, censor reading
Who responsible, how handled
Who eligible for specific programming
Items not circulated, special permissions
Housebound, bookmobile, institutions
Eligibility, fees, rules, regular scheduling
See “Internet Policy” for detail

Appendix 16
Internet Policy Checklist
Offering Internet services to the public often necessitates policy in the following areas to avoid
potential conflict:
• Eligibility
• Memory Sticks, Diskettes
• Use
• Staff assistance
• Printing
• Email
• Privacy
• Safety
• Liability
• Use by children/minors
• Filtering
• Quality of information
• Misuse

Limited to members? Parental permission required?
Prohibited? Are access ports deactivated?? Available for purchase
from staff only?
Informational only? Offensive matter? Ripping music, Chat/gaming?
May be limited? Self-serve?
Permitted? Fees? Copyright guidelines: Is copyright notice posted?
Users must register their own email account?
Files no t private, subject to monitoring/deletion by staff?
Users to refrain from providing personal information?
Library assumes no responsibility/liability for use of Internet?
Parents responsible for children’s actions on Internet? A protected
“Children’s Use Only” computer?
Library does/does not use filtering software A notice to that effect
Library assumes no responsibility for quality of information?
Revoke privileges? Reporting of incidents to library staff?
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Appendix 17
Administrative and Additional Library
Library Policies Checklist
• Who is chiefly responsible for community relations?
• Who has authority to speak on behalf of the library?
• What are the appropriate types of media to promote the library?
• Distribution of promotional materials
• Role of library staff and trustees in community relations
• Cooperation with specific community groups
• Relations with local schools, borrowing privileges, cooperative materials purchasing
• Relations with other libraries including interlibrary loan
• Relations with the provincial library services
• Trustees policy, attendance of meetings, participation in library organizations
• Bids for equipment and services
• Records management
• Use of library vehicles/equipment
• Security and emergencies

Appendix 18
Volunteer Policy Checklist
A volunteer policy help insure the effective management of volunteers, which may not come under the
library Personnel Policy:
• Recruitment - By What means are volunteer recruited
• Responsibility - Specific area for which volunteers are responsible
• Limitations – What are volunteers NOT to be responsible for?
• EXPECTED time commitment – Are they able to meet that requirement?
• Expense Claims – Expense/Mileage reimbursement for library related tasks
• Reporting Lines - Who provides supervision?
• Releasing a volunteer – Releasing a volunteer with unsatisfactory performance
• Performance Evaluation – How frequency – How in depth?
• Rewards System – Certificate – Gift – Ceremony - Announcement
• Friends Groups – Policy relating to “Friends of the Library” group.
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Appendix 19
A Sample Code of Conduct for a Public Library Board
(Reproduced with permission of Waterloo Public Library Board)
The primary goal of a public library trustee is to ensure that the public has access to the highest quality of
library service possible. To this end, library trustees should observe ethical standards with truth, integrity
and honour.
1. Loyalty and unity
1.1. Act in the interests of the library members and the community it serves, over and above other
interest group involvement, membership on other Boards or personal interests
1.2. Express individual viewpoints but work harmoniously with the Board toward consensus as much
as possible
1.3. Speak with ”one voice” once a decision is reached and a resolution is passed by the Board
1.4. Respect Board authority since individuals may not act on behalf of the Board unless specifically
designated by the Board. This includes interaction with the public or the media
1.5. Refrain from individually directing the Library Administrator or the Library Staff
2. Additional code of conduct for library Board chair:
2.1. Assumes no authority to make decisions outside Board-dictated mandate
2.2. Assumes no authority to speak for Board on issues not yet decided
3. Financial accountability
3.1. Avoid situations where personal advantage or financial benefits may be gained
3.2. Do not use “inside information” in personal or private business.
4. Avoid using position to obtain employment for self, family or friends
4.1. Withdraw from Board if seeking employment with Library
5. Professional accountability
5.1. Respect the agenda and abide by Board decisions on rules of order
5.2. Attend regularly and inform appropriate persons about expected absences before meetings.
5.3. Deal promptly as a Board with lack of interest, poor attendance, disregard of policy on the part
of any individual member
5.4. Be prepared for all Board and committee meetings, and use meeting time productively
5.5. Consider short and long-term effects of decisions
6. Additional code of conduct for library Board chair:
6.1. Ensures all issues that belong to Board governance are brought to the Board for consideration
and all relevant material is available
6.2. Keeps deliberation fair, open, thorough, but also efficient, timely, orderly and to the point
7. Personal accountability
7.1. Treat others in a courteous, dignified and fair manner
7.2. Encourage and respect diversity of viewpoints and skills
7.3. Take responsibility for personal professional development through continuing educational
opportunities and participation in regional, provincial and national library organizations
7.4. Support intellectual freedom in the selection of Library materials
Approved by the Library Board on November 23, 2001
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Appendix 20
Evaluating Board Meetings
Meeting evaluation

Yes

No

How To improve

1. Was the agenda comprised of Board issues?
2. Did the meeting start on time and use allotted
time effectively?
3. Did the Board handle information items
effectively?
4. Were all Board members present?
5. Did Board discussion allow for diverse
viewpoints?
6. Was the Board able to reach collective decisions
after appropriate discussion?
7. Did Board members participate fully in
discussions?
8. Did Board members all take responsibility for
keeping discussion to Board issues and on topic?
9. Did Board members offer their individual
expertise and receive the expert input of other
members?
10. Were Board members able to point out when
others deviated from current policy?
11. Did Board members attempt to represent the
Board without authorization?
12. Did Board members attempt to exert individual
authority over the CEO/staff?
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Appendix 21
CLA Statement of Intellectual Freedom
Every person in Canada has 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 his 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.
1.

It is the responsibility of libraries to guarantee and facilitate access to all expressions of knowledge
and intellectual activity including those which some elements of society may consider to be
unconventional, unpopular or unacceptable. To this end, libraries shall acquire and make available
the widest variety of materials.

2.

It is the responsibility of libraries to guarantee the right of free expression by making available all
the library's public facilities and services to all individuals and groups who need them.

3.

Libraries should resist all efforts to limit the exercise of these responsibilities while recognising the
right of criticism by individuals and groups.

4.

Both employees and employers in libraries have a duty, in addition to their institutional
responsibilities, to uphold these principles.
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Appendix 22
How to Start a “Friends of the Library” Group
“Friends of the Library” groups have proven very helpful toward the promotion of the library in the
community and fund raising. For further information reference the City of Winnipeg Friends of the
Library group at
URL
All libraries need advocates and friends in order to enhance their library programs.
Advocacy is all about raising awareness of the existing programs.
Friends of the library (FOL) are a group of dedicated “friends” who are there to help. They are there as a
way to use the resources you have to the fullest. In a small community the “friends” will be your core
group of fundraisers.
FOL can ensure your library will have those things you wish for but the Board cannot afford to purchase.
Both advocacy and friends are a necessity in today’s changing library world; they both promote your
programs and services.
Budgets are shrinking and those in charge of finances sometimes do not see the necessity of the little
things that Library Administrators might need. That’s where the FOL come in.
Both advocates and friends encompass a wide range of individuals and together they can bring in a great
variety of support for the library. The more people you can have involved the better.

Technique/process/procedure
1.Determine the purpose, and need for a Friends group. Is the Board committed to this concept, and are
there enough committed volunteers to manage it?
2. If yes, form a steering committee that reflects your community, as well as the needs of the group. It can
be helpful to have access to legal advice, PR and advertising talent, and high profile community
members.
3. Consult Revenue Canada regarding declaring tax-exempt status. Create your constitution and by-laws.
4. Define your dues structure and membership categories.
5. Establish a banking account in the organizations name.
6. Design membership brochures and begin publicity campaign in community. Try to involve elected
officials, trustees, and other interested parties.
7. Create a schedule for the first year to involve new members on committees as soon as they join.
Clearly delegate responsibilities such as:
• Programming
• Publicity
• Refreshments, etc…
• Capital fundraising: books, computers, furniture, etc.
8. Programming ideas:
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• Unique fundraising events (see http://www.fund-raising.com/ideabank.html)
• Literacy programs
• Readathons
• Services for select groups, is…new mothers, immigrants and culture programming, etc.
9. Always allow adequate public notice prior to a program, and clearly state the program’s purpose.
Afterwards, it is helpful to allow audience evaluation and feedback of the program.
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Appendix 23
Steps in Conducting “Needs Assessment”
Identify the Purpose of the Needs Assessment
What do you want to measure?
Why do you want to measure it?
Who is your target population?
How will you use the data you collect?
Who will collect it?
Will there be a project manager?
Will there be community partners involved?
Collecting the information:
What does your library’s current service look like?
Examine your library’s strengths, weaknesses, opportunities, and threats.
The following information would be useful to do the current analysis of your service.
Service Population:
Population of all local governments established with your library service. Population fluctuations are
also important indicators. This information is available through Statistics Canada. Analyzing the
service population by age and diversity may assist in the identification of new service needs and
opportunities.
Registered Borrowers as a Percentage of the Population
A comparison of the percentage of registered borrowers to the service population over a five-year
trend would be useful analysis to determine if the library service is reaching a majority of the
population
If possible, an analysis of the registered borrowers by location of residence and age would be useful
information to determine gaps in areas of current library service.
Program Attendance per Capita:
Count the number of people that attend an event and divide the number by the service population.
Fluctuations in program attendance can lead the library to evaluate the types of programming and the
venue.
Visits per Capita:
This counts the number of people that enter the library and gives an indicator of library usage by the
population.
Provincial Statistics:
The Public Library Services Branch provides annual statistics that can be used for comparative
purposes. These statistics are collected with the annual library grant applications and are a year
behind the current year.
The compiled provincial statistics include:
Population served – based on the latest Census information for a local government.
Statistical ranking of the library’s income per capita
Income – a break down of the major sources of funding of the library
Expenditures – a break down of the major expenditures of the library
Resources – books and non-print materials held by the library
Circulation per capita- how many books were borrowed during the year
Turnover Rate – how often the entire collection circulated. It is determined by dividing the total
circulation by the total number of items in the collection. A high turnover rate indicates a wellused library.
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Appendix 24
MLTA Constitution and Bylaws

Manitoba Library Trustees Association
Constitution and By-Laws
(Revised, October 23, 2005)

This supercedes all previous copies of the Constitution
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CONSTITUTION
Revised October 23, 2005
Article 1:

NAME
The name of this organization shall be known as the Manitoba Library Trustees
Association. (M.L.T.A.)

Article 2:
2.1
2.2
2.3

OBJECTIVES - The objectives of M.L.T.A. shall be::
To promote and foster the development of libraries in Manitoba.
To promote changes in legislation beneficial to libraries in Manitoba.
To provide for the exchange of ideas and experiences amongst members and interested
groups through conferences and library publications.
To promote a better understanding of the duties and responsibilities of Library Trustees.

2.4
Article 3:
3.1
3.2
3.3
3.4

Article 4:
4.1
4.2
4.3
4.4

MEMBERSHIP
Institutional membership: every Public Library Board in Manitoba.
Individual membership: open to anyone interested in fostering library development in
Manitoba.
Corporate membership: open to any firm, corporation, or organization interested in library
development in Manitoba.
Honorary membership: the Executive has the right to bestow a honorary membership upon
any individual who has made an outstanding contribution to the development of library
service in the province.
VOTING PRIVILEGES
A paid up Institutional membership gives each trustee the right to vote and the right to hold
office in M.L.T.A.
A paid up Individual membership gives the person the right to vote and the right to hold
office in M.L.T.A.
A Corporate membership gives the organization one vote, but not the right to hold office in
M.L.T.A.
An Honorary membership gives the person honoured the right to vote, and the right to hold
office in M.L.T.A.

Article 5:

FEES
The annual fees for each class of members shall be such as the Board shall, by resolution,
decide. If the annual fee is altered, notice of the resolution shall be mailed to all members
two months prior to the annual meeting and the resolution shall be subject to ratification by
a two-thirds vote of the members present at the annual meeting.

Article 6:

FISCAL PERIOD
The fiscal year end shall be the 31st day of March.

Article 7:
7.1
7.2
7.3
7.4
7.5

EXECUTIVE - The Executive of M.L.T.A. shall consist of:
Immediate Past Chairman
Chairman
Vice-Chairman
Publicity Chairman
Canadian Library Trustees' Association's Manitoba Representative
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Revised October 23, 2005
Article 8:
8.1
8.2

8.3

8.4

8.5

BOARD OF DIRECTORS
The Board shall consist of M.L.T.A.'s Executive together with no more than 12 other
members elected as Directors. Each member of the Board will serve a two-year term.
The governing body of M.L.T.A. shall be known as the Board of Directors (herein called
"the Board"), in which shall be vested the charge and control of M.L.T.A.'s affairs, funds,
and property. The Board may hire such employees as may be required from time to time to
operate M.L.T.A.
The Board shall be selected in the following manner:
a) The immediate Past Chairman shall be a member of the Executive by virtue of having
served as Chairman of the organization. All other members shall be elected.
b) At the first Board meeting of the year, the Board shall appoint a nominating
committee consisting of three M.L.T.A. members in good standing.
c) The Nominating Committee shall submit to the annual meeting names of members in
good standing prepared to be candidates for the Executive and Directors whose term
of office is about to terminate. As well, the Nominating Committee shall submit
names of members in good standing for any vacancies that may occur on the Board.
Consent of the nominee must be obtained.
d) One half of the Directors shall be elected each year so that the terms of office of half
the Directors terminate each year.
e)
In addition to the nominations presented by the Nominating Committee, a nomination
of any member in good standing may be made from the floor of the annual meeting.
The nominee's consent must have been obtained.
f) The Secretary-Treasurer shall be appointed by the incoming Chairman, but shall not
have voting privileges on the Board.
A vacancy occurring on the Board or Executive shall be filled by the Executive, such
officer or director to serve until the next annual meeting. Any such appointments to be
effective immediately.
New officers and directors shall take office at the end of the annual meeting at which they
are elected.

Article 9:
9.1

9.2
9.3

9.4
9.5

DUTIES OF OFFICERS
The Chairman shall call and preside at all M.L.T.A. meetings and shall exercise general
supervision over M.L.T.A.'s affairs, and be C.L.T.A. representative or appoint a
representative from the Executive to act in his/her place; prepare an annual report.
The Vice-Chairman, shall, in the absence of the Chairman, act in his/her place in the event
of a vacancy in the office of the Chairman, shall succeed to that office.
The Secretary-Treasurer shall:
a) Keep and maintain a record of the proceedings of all annual, general, Board and
Executive meetings.
b) Keep and maintain a file of all correspondence.
c) Receive and deposit all funds
d) Maintain a record of M.L.T.A.'s current financial status.
e) Call meetings at the direction of the Chairman.
f) Prepare and submit a report on the year's operations to the annual meeting.
g) Submit an annual financial report for the Auditors and the Board of Directors.
The Publicity Chairman shall promote and publicize M.L.T.A.'s activities.
C.L.T.A. representative represents M.L.T.A. to C.L.T.A.

Article 10:

MEETINGS

10.1

M.L.T.A. Annual Gerneral Meeting shall be held at such time and place as the Executive
may decide.
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Revised October 23, 2005
10.2
10.3

Eight weeks notice to all members to be mailed to all members and all public trustees in
Manitoba.
The Board shall meet at the call of the Chair.

Article 11: SIGNING OFFICERS
11.1
The executive shall prescribe the manner in which agreements, letters, and other documents
shall be signed.
11.2
All cheques or orders for payment shall be signed by the Secretary-Treasurer and either the
Chairman or Vice-Chairman.
11.3

The Secretary-Treasurer is authorized to endorse cheques, drafts, money orders or other
negotiable instruments for deposit.

Article 12:

AMENDMENTS
This constitution may be amended by a two-thirds vote of the members, in good standing,
present at a general meeting provided that notice has been mailed to each member at least
three weeks prior to such meeting.

BY-LAWS
By-Law 1:
By-Law 2:

By-Law 3:

The Board may, by resolution, authorize the payment of an honorarium to the SecretaryTreasurer.
Upon three weeks notice in writing to all members, an amendment or deletion of
M.L.T.A.'s by-laws may be proposed at a meeting of the Board and adopted by a majority
vote. however, such amendment, addition or deletion shall be subject to ratification at
M.L.T.A.'s next annual meeting.
The Chair of the Nominating Committee shall be the Immediate Past Chairman and, in
his/her absence, the outgoing Chairman.

December 14, 1988

POLICY AND PROCEDURE
Article 1:

NAME

Article 2:
2.1

OBJECTIVES
Support the Manitoba Library Development Committee Report. Encourage areas without
libraries to join existing regional systems.
Lobby for the appointment of a Public Library Advisory Board. Arrange for regular
meetings with the Minister of Public Libraries to discuss MLTA concerns. Work in concert
with Public Library Services to promote development of library service.
Hold two regular meetings, open to all trustees of MLTA each year, a fall meeting and the
A.G.M. in the spring. Encourage all trustees to attend.
Undertake the Library Visitation program on a regular basis, the objective, to have members
of the M.L.T.A. Executive visit with every public library Board in Manitoba in order to:
a) Meet with every library Board trustee in the province.
b) Explain the purposes and goals of M.L.T.A. and how M.L.T.A. can assist local Boards
throughout the province to provide the best possible service to the people in their area.
c) Discuss with each library Board special concerns they may have.

2.2

2.3
2.4
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Revised October 23, 2005
d) Prepare a file of information to be used as a guideline for the Visitation Program and
available to all participating Executive members.
2.5

In accordance with the Geographic Regional Plan for the library systems in the province,
appoint a regional representative from the Board of Directors for each geographic region to
represent that region's concerns and needs to M.L.T.A. and M.L.T.A. to the region.
Education for Trustees.

2.6

Circulate material of interest to all trustees and Boards in the form of a newsletter. M.L.T.A.
to prepare a Manitoba Library Trustees Handbook for every library trustee. To be sent to
every newly appointed trustee along with a letter of welcome from M.L.T.A.

2.7

Special arrangements to be made with northern libraries to hold meetings at a time and place
convenient to them and M.L.T.A.

Article 3:
3.1

MEMBERSHIP
Every public library Board is automatically considered a member of M..L.T.A. - and every
trustee on that Board is also a member. Trustees have voting privileges only if their Board
has paid the annual fee to M.L.T.A. Any individual can pay the individual membership to
become a voting member eligible to hold office in M.L.T.A. if his/her Board has not paid the
institutional fee. Honorary life membership is presented only on or after retirement from the
Association.
Individual
Corporate
Honorary
That M.L.T.A. offer reciprocal membership in M.L.T.A. in exchange for memberships in
M.L.A., M.A.L.T., M.S.L.A.V.A., Union of Manitoba Municipalities, and the Manitoba
Association of Urban Municipalities.
Copies of materials sent to non-member Boards or affiliates to be marked “Complimentary,
courtesy of M.L.T.A”.

3.2
3.3
3.4
3.5

3.6

Article 4:

VOTING PRIVILEGES
Only members of the Board of Directors vote at Board meetings.

Article 5:

FEES
Institutional Membership: $75.00 yearly minimum
Individual Membership: $10.00 yearly
Corporate Membership:
Honorary Membership: no fee
City of Winnipeg fee: open to negotiation - maximum $1500.00. (Winnipeg has half the
population of Manitoba and the fee is based on half the total fee collected from outside the
Winnipeg area.)

Article 6:

FISCAL PERIOD
The fiscal year end shall be the 31st day of March.

Article 7:

EXECUTIVE
Each immediate past Chairman, Vice-Chairman and Chairman will hold office for a two
year term on the Board of Directors and no officer of the Board of Directors may hold office
for not more than three consecutive terms.

Article 8:
8.1

BOARD OF DIRECTORS
The Board shall be selected in the following manner:
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a)

8.2

8.3

Article 9:
9.1
9.2

9.3
9.4

9.5
9.5.1

9.5.2

The Secretary-Treasurer shall be appointed by the incoming Chairman and may have
voting privileges on the Board only if he/she takes out an individual membership in
M.L.T.A.
Permanent Standing Committees will be appointed not elected and shall be Nominating
Committee, Finance and Budget, Public Relations and Membership, Resolutions Committee.
Terms of reference for Standing Committees: Each of the four committees to be chaired by a
member of the M.L.T.A. Executive. Committees will be appointed at first meeting of Board
of Directors after A.G.M. The Chairman is ex-officio a member of all committees. Other ad
hoc committees will be appointed when needed.
Regional Representatives appointed. Duties of Regional representatives. Serve on Board of
Directors as a director or officer. Represent their local Board and keep contact with the
region they represent, report needs, news and concerns of the area they represent and report
needs and concerns of M.L.T.A. to that area. The names, addresses, telephone numbers of
these regional representatives will be included in all mailings to local Boards, possibly on
the back of each letterhead sheet of a letter.
DUTIES OF OFFICERS AND COMMITTEES
Immediate Past Chairman - Act as Chairman of Nominating Committee. Available as a
consultant to the Chairman and the Board.
Chairman and Director of the Board's business; presides at Board and Executive
meetings; sets up the agenda; organizes the Board for maximum effectiveness through its
committee structure. Responsible for determining the nature and volume of information
reaching the Board. Team manager - Chairman attends to or makes sure a committee attends
to the composition of the Board and orientation of new members to the Board. Make sure
the performance of the Board is assessed regularly. Provides for competent succession to his
office.
Vice-Chairman - Chairman of the Finance Committee. Call meetings of the Finance
Committee as needed. Alternate - Signing officer for the Association bank account.
Secretary-Treasurer - Keep a current file of names, addresses, telephone numbers of all
M.L.T.A. members, Honorary Life recipients, and affiliated organizations. List of all
public libraries and their Boards of trustees.
Have the bank send a duplicate copy of the bank's monthly statement of account to the
Chairman of the Board.
Keep the Chairman of the Finance Committee aware of the financial considerations of the
Board.
Minutes to be signed by Chairman and Secretary-Treasurer.
Duties of Standing Committees
Finance and Budget Committee - Vice-Chairman, Secretary-Treasurer, and one Director.
Establish guidelines for general budget, policies for budget development, long range
planning. Draft budget early in fiscal year for the coming year. Secure approval of the
budget from Board of Directors. Monitor expenditure of funds. Submit applications for
grants on behalf of M.L.T.A. Consider short term investment of funds not immediately
needed.
Public Relations and Membership - Public Relations Chairman and two Directors.
To publicize the activities of M.L.T.A. through newsletters to library Boards, new releases in
the media. Act as a receiving point for information of interest to trustees. Establish an
ongoing year-round program of information for local Board trustees through seminars and
workshops and/or conferences for all trustees. Set up a geographic system for Manitoba
libraries. Commit funds to promote attendance at conferences and workshops for M.L.T.A.
Board members. Appoint an editor for the newsletter. Primary function of the newsletter is
to inform and communicate with Association members, including proposed government
action and legislation, items of interest to Manitoba library Boards and trustees. Act as a
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9.5.3
9.5.4
9.6

9.7
9.8

forum for trustee opinions. Make general information available to those who do not have
access to such information. Disseminate information about meetings, conferences,
workshops, etc. of interest to library trustees. Newsletter published 3-5 times a year. All
articles and letters contributed to the newsletter shall be signed. The need to work with
Rural and Urban Municipal and Educational (M.A.S.T.) leaders is of paramount importance.
M.L.T.A. will maintain contacts with these organizations, to assist them in understanding
library needs and services.
Nominating Committee - Immediate past Chairman and two Directors. Nominating
procedure.
Resolutions Committee - one Director
Duties of Local Public Library Boards. Pay annual Fee to become voting members. Submit
a list of trustees on their Board. Appoint a representative and alternate. Each Board to
submit a one page written report of Board activities to the A.G.M. as well as a copy of their
current annual report if available.
C.L.T.A. Manitoba Representative. If C.L.T.A. elected representative is unable to attend a
C.L.T.A. meeting then M.L.T.A. Chairman may name an alternative representative.
M.L.T.A. Board Orientation Process

Article 10 MEETINGS

10
10.1.1

All Board of Directors meetings and Association meetings are open meetings.
Delegations attending Board of Directors or Association meetings will be heard at the
commencement of a meeting and preferably will give prior written notice of their intent to
appear.

10.1.2

Voting Privileges. Trustees have voting privileges only if their Board has paid the annual fee to
M.L.T.A. or the trustee has paid an individual membership to become a voting member eligible to
hold office in M.L.T.A.

10.2
10.2.1
10.3
10.1.1

Procedure for the Annual General Meeting.
Quorum for Annual Meeting. 2/3 of members present at meeting.
Quorum for Board of Directors Meeting. 1/3 of members present plus 1.
If Executive or Board members miss three consecutive meetings without due cause, they
will be asked to resign from Board and Executive.
The new Executive, at its first meeting, will set out dates and locations for its Executive and
Board meetings.
That an evaluation procedure be prepared for future A.G.M.'s. Discussion time be allowed
for evaluation of general meetings by the Board of Directors.
That an agenda be mailed to directors prior to any teleconference meeting of the Board of
Directors.

10.1.2
10.1.3
10.1.4

Article 11 SIGNING OFFICERS
11
Letters require Chairman's signature.
Documents or contracts involving promise to pay require signatures of the Chairman of
M.L.T.A. and Chairman of the Relative Committee.
11.1.1

Vouchers must be presented for all expenditures.

4. RESOLUTION PROCEDURE
RESOLUTIONS:
1.
Resolutions concerning policies and practices of the Association, or any matters falling within the
formal objectives of the Association may come from Public Library Boards or Trustees with voting
privileges.
2.
Resolutions must be presented to the Secretary-Treasurer of the Manitoba Library Trustees
Association, in writing, at least one month prior to the Annual General meeting.
3.
A Resolution should be complete.
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4.
5.

A Resolution should address one topic only.
All terms should be readily understandable.

FORM to be used:

RESOLUTION
SUBJECT:

Sponsored by: .............................................. (name of Board or Trustee)
Moved by ......................................................... signature
Seconded by..................................................... signature
BE IT RESOLVED:

Date of Resolution:________________________
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Appendix 25
Duties and Responsibilities of Boards and Librarians
BOARD

LIBRARIAN/ADMINISTRATOR

Determine objectives and goals of the library
according to the needs of the community and review
these objectives periodically.

Provide assistance and direction to the Board in setting goals
and objectives.

Relate the library and its programs to the community
and its needs as revealed by a systematic study of the
community and analysis of library service.

Assist the Board in gaining knowledge about the needs of the
community and how to respond to these needs through the library.
Supervise library programs and services.

Determine and adopt written policies that will
govern the operation, use and program of the library
and policy for Board procedures.
Hire and employ a competent and qualified librarian.
Approve all other appointments. Provide continuing
evaluation of Librarian/Administrators performance.
Establish, support and participate in a planned public
relations program.
Secure adequate funds to carry on the library's
program. Approve the budget and control the
expenditure of funds.
Adopt a policy dealing with book and material
selection. This includes a published policy for
“Challenged Material”
Adopt an Internet User Policy Monitor Internet
Usage and create and carry out the Internet User
Policy for your library .
Submit an annual report to Public Library Services,
Local Municipal Council, the Manitoba Library
Trustees Association, and other supporting
organizations

Carry out the policies of the library adopted by the Board and
supply examples and sources of information to patrons.

Hire and direct subordinate staff members. Provide
ongoing evaluation of their performance.

Maintain an active public relations program.
Supply the Board with regular reports of expenditures against
the budget. Prepare an annual budget in consultation with the
Board.
Select and order all books and other materials. Implement a
policy for “Challenged Material”.
Implement an Internet Usage Policy as established by Library
Board
Prepare an annual report for submission by The Board

Attend all Board meetings

Attend all Board meetings except those in which his/her salary
is under discussion.

Enhance knowledge of the library world by
attending and participating in organisations
Such as:
•
The Manitoba Library Trustees Association
•
The Manitoba Library Association
•
The Canadian Library Trustees Association
• The Canadian Library Association

Remain current in Library issues and standards by:
1. attending workshops and conferences provided by:
• Public Library Services
• The Manitoba Library Association.
•
Canadian Library The Association
2.Reading current professional journals
3. Participating in relevant professional and community
organizations;
4. Submitting reports to the Board on library activities since the
last Board meeting.
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Appendix 26
Code of Ethics
Innisfil Public Library
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Appendix 27
Code of Conduct
City of Winnipeg Employees
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Appendix 28
How to Calculate your Library’s Provincial Grant
Provincial funding for public libraries is as follows; Manitoba Culture, Heritage, and Citizenship provide
grants for:
1. Establishment of Libraries: 1 library per RM - A one time grant of $5,000.00
2. Basic Grant : Matching Grant based on the Municipal levy of a minimum $3.75/capital to a
maximum of $7.50 /capita.
3. Collection Development Grant to purchase books, tapes, videos, films, periodicals, CDROMS,
Electronic on-line access: $5,000.00 per established library.
How to calculate your libraries provincial grant (for Regional Libraries, calculations must be done
individually for each Municipality):
OPERATING GRANT = BASIC GRANT + COLLECTION DEVELOPMENT GRANT
BASIC GRANT
The basic grant is a matching per capita grant equal to the revenue being
raised by the Municipality to a maximum of $7.50 per capita. On the grant application form the amount
to be entered under BASIC MATCHING PROVINCIAL GRANT is the lesser of the amounts entered
under 1999 LEVY and MAXIMUM $7.50 PER CAPITA GRANT.
COLLECTION DEVELOPMENT GRANT
This grant is calculated at $5,000.00 per Branch or Bookmobile based on the
following criteria:
1.
2.

Minimum hours of operation - 1 0 hours per week of public access at each Branch or Bookmobile.
Sharing of resources with other libraries in the Province.

Library collection materials include, but are not limited to:
books, tapes, videos, films, periodicals, CD-ROM's and electronic
on-line access.
TO APPLY FOR THE COLLECTION DEVELOPMENT GRANT:
Library Boards must submit:
1.
A listing of Branches and Bookmobiles.
2.
Hours of operation for each Branch and Bookmobile included in the application.
Library Boards must show in their audited statement separate accountability for the
Collection Development Grant. This money should be identified apart from regular library acquisitions
with two separate lines - one for library materials and one for electronic on-line access charges.
NOTE
This application form is also available in Excel format, at
URL: WWW.XXXXX.xxx..xxx
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