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SECTION 1 — BYLAWS & MEMBERSHIP

1.1 Bylaws of the City of Grande Prairie Library Board

The City of Grande Prairie Library Board enacts the following bylaws pursuant to The Libraries Act, R.S.A. Chapter

L-11, 2000.

Interpretation

a) For the purposes of this bylaw the expression:

i
ii.
iii.
iv.
V.

"Act" refers to The Libraries Act, R.S.A., Chapter L-11, 2000.

"Board" means the City of Grande Prairie Library Board.

"Borrower" means the person to whom a library membership has been issued.

“Library” means the Grande Prairie Public Library.

"Library materials" includes items purchased or borrowed by GPPL, such as books, periodicals,
audiovisual materials, video games, toys, physical objects, and multi-media kits.

Admittance to/Conduct in the Library and on the Grounds

a) The portion of any building used for public library purposes is open to any member of the public free of
charge during the hours of operation as set out by the City of Grande Prairie Library Board.

b)  Fees for the use of Library space not normally used for Library purposes are set out in Schedule A.

c)  No person using the Library shall:

Violate the Library’s Rules of Conduct.

Remove any Library item from the Library unless the item has been-checked out in accordance
with the procedures established for borrowing Library materials.

Enter or remain in the Library except during the Library’s hours of operation.

Solicit others for personal, commercial, religious, or political purposes.

d)  Persons entering the Library must abide by any measures put in place to protect the health and safety of
Library users and staff.

e)  Persons who do not conduct themselves in accordance with 2(c) or 2(d) shall be asked to discontinue
their actions. If the action continues or the severity of the action warrants it, security will direct the
person to leave the premises. Should the situation warrant it, security may seek outside assistance.

Membership Eligibility

a) Anyone is eligible to apply for a Library membership in accordance with Schedule B.
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Member Responsibilities

a) A membership card may only be used by the person to whom it is issued, the parent or guardian of the
person to whom it is issued, or a designate.

b) A member shall notify the Library of any changes to address, email, and/or telephone number.

¢) A member is responsible for the Library materials borrowed.

d) A member is responsible for returning Library materials to the Library on or before the due date as set out in
Schedule C.

Loaning Materials

a) Inaccordance with The Libraries Act .36 (3), there shall be no charge for the use of Library materials. This
includes materials used in the Library or materials loaned.
b)  The loan periods for various materials are set out in Schedule C.
c¢) Library materials may be reserved in accordance with policy established by the Library.
d) Library materials may be renewed in accordance with policy established by the Library.
i. Inthe case of a due date falling on a day when the Library is closed to the public, the due date shall be
extended to the next open day.

Penalty Provisions

a) Replacement charges for damaged or lost materials are as set out in Schedule D.
b)  The circumstances resulting in suspension of borrowing privileges are as set out in Schedule D.

Penalties

a) Incases of serious dereliction, the Board may prosecute an offense under The Libraries Act, s.41. Such an
offense is punishable under The Libraries Act, s.41. The range of penalties applying on conviction for such
an offense is set out in Schedule D.

b)  Any fine or penalty imposed pursuant to an offense under 6 (4) inures to the benefit of the City of Grande
Prairie Library Board in accordance with The Libraries Act, s.42.

Adopted this 10 day of October, 2023

Del %W%n

Chair
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Schedule A - Room Rental Fees (excluding GST)

Room

Non-Profit Rates

Standard

Rotary Training Room

$18.00 per hour
$126.00 per day

$40.00 per hour
$280.00 per day

Rotary Community
Room

$25.00 per hour
$175.00 per day

$50.00 per hour
$350.00 per day

Willie Janssen Discover
Room

$18.00 per hour
$126.00 per day

$40.00 per hour
$280.00 per day

Schedule B - Membership Categories

Resident — Lives in the City of Grande Prairie, County of Grande Prairie, MD of Greenview, or in an area served by
the Peace Library System.

e  No membership fee

Non-Resident — Lives outside the City of Grande Prairie, County of Grande Prairie, MD of Greenview or an area
served by the Peace Library System.

e $20 for a 6-month membership

Temporary Cards — Applicant lives outside the City of Grande Prairie, County of Grande Prairie, MD of Greenview
or in an area served by the Peace Library System.

e Free, but with limited borrowing rights
Enhanced Card — Lives in the City of Grande Prairie, County of Grande Prairie, MD of Greenview or an area served
by the Peace Library System

e Free, but with borrowing rights limited to e-resources-

The Alberta Library (TAL) or ME Libraries Cardholders - These users may borrow materials with no additional
membership fee with a valid TAL or Me Libraries membership.

Schedule C - Loan Periods for Library Materials

Books 3 weeks
DVDs and Video Games 3 weeks
Audiobooks 3 weeks
Magazines 1 week
Toys 3 weeks
Library of Things various

Materials in high demand may be subject to shorter borrowing periods.
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All Library materials may be renewed no more than twice - to a maximum loan period of 9 weeks (excluding
French Language Resource Centre materials, where the maximum loan period is 12 weeks and Wi-Fi Hubs, where
renewals are prohibited due to high usage).

Schedule D - Penalty Provisions

Replacement charges
e Membership card $0.00
e Library materials
o The borrower is charged the replacement cost listed in the item record.
o Ifthe replacement cost is not listed, the following default charges apply:

Adult Book (hardcover) $20.00
Juvenile Book (hardcover) $20.00

Paperback $10.00
DVD $25.00
Audiobook $50.00
Toy $25.00
Toy Bag $7.00
Library of Things Bag $10.00
Binge Bag $50.00

Library materials not returned after three loan periods will be considered lost and will be charged a replacement
cost.

Suspension
e Anitemis considered “lost” after a borrower is issued a billing notice.

e  Borrowing privileges will be suspended when replacement charges for lost items exceed $10.00.

Late Fees for Wi-Fi Hubs

e Due to high demand, Wi-Fi hubs will be charged a late fee of $5.00 per day, up to a maximum of
$50.00.

Schedule E - Other fees

Printing/Photocopying B&W $.25 per page
Printing/Photocopying Colour S.50 per page
Faxing S.25 per page
Exam proctoring* Scheduled Exams - $30.00 per exam

Exams by Appointment - $30.00 per hour based on time used
*includes printing and regular postage if required

All fees in this schedule include GST.
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SECTION 2 — ADMINISTRATIVE

2.1 Personal Information Bank

Personal Information Banks Policy
Legislation: Freedom of Information and Protection of Privacy Act.
Patron Records

e The membership database may contain the following information: contact information,
language, date of registration, date of last activity, and expiration date.

e The membership database is a shared database and is accessible by library staff within
the Peace Library System and TRAC.

e Programs/ Participant Lists may be collected and may contain patron name and contact
information. Physical print-outs will be destroyed immediately following the event.

Volunteer Records

e Volunteer Records contain the names, contact information, and criminal record checks of
the volunteers.

Human Resource Records

e Personnel Files may contain the following information: employee name, contact
information, resume, Social Insurance Number, earnings and income tax records,
employment commencement date, salary grid placement, benefit plans, vacation status,
sick leave, performance reviews, training certificates earned, correspondence, letters of
discipline, and emergency contact information.

Locations:
e Grande Prairie Public Library, electronically accessible by: Office Administrator and
Director.

e Physical copies of performance reviews and records of disciplinary action will be kept
securely in the Director’s Office.

Board Trustee Records

e Trustee records may contain the following information: name, contact information, dates
of service, date of birth, and positions held.

Trustee/Staff Directories
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Trustee/Staff Directories contain the following information: name and contact

information.

Retention of Library Records

Created:
Reviewed:
Revised:
Next Review:

Sept 1999
Apr 2024
Apr 2024
Apr 2026

Records will be kept or destroyed in keeping with the Records Retention policy (2.2).
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2.2 Records Retention

The Grande Prairie Public Library (GPPL) keeps orderly and timely records of its business in compliance with
the Income Tax Act, the Freedom of Information and Protection of Privacy Act, and with the operational
needs of GPPL.

GPPL retains and disposes of records as outlined in the following schedule. This schedule defines:

e  The retention period for records
e  Specified for a number of years
e Permanent: the original record shall be preserved and never destroyed

e  Theaction
e Hard copy: the original paper document shall be retained for the specific period
e  Electronic copy: an electronic copy of the document shall be retained for the specific
period
e  Destroyed: the record shall be destroyed after the retention period

The Director:

e s given authority by the Board for the destruction of the records in accordance with the
schedule

e s responsible for the proper and complete destruction of the records disposed of under this
policy
e Hasthe discretion to retain records longer than the period provided for in this policy

Permanent records are stored at GPPL in appropriate secure storage.
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Created:
Reviewed:
Revised:

Sept 1999
Apr 2024
Apr 2024

Next Review: Apr 2026

Records of deposits, cheques, petty cash, statements, and
reconciliation.

Record Description Retention Action
Period in Years
Administration — General 2 De
Includes records on general administration
Annual Reports P E
Board minutes P H
Board packages 5 De
Building P H
Records relating to the planning and construction of the facility,
including any architectural drawings.
Contracts & Agreements Retain 3 years after De
Records relating to persons, firms, or corporations with whom | expiration of contract
GPPL has entered into some form of contract or agreement. and/or warranty
Correspondence — Electronic and Hard Copy 3 Selective
Includes incoming or outgoing correspondence as deemed retention or
necessary for library operations. De
Finance — Accounts Payable 7 De
Records of payment made to vendors providing service to GPPL.
Includes invoices and supporting documentation.
Finance — Accounts Receivable 7 De
Control and operation of receivable accounts such as invoices,
statements, and supporting documentation. Documentation may
be in hard copy or electronic format.
Finance — Audits P H, E
Annual audited financial statements, including statement,
recommendations and background documentation.
Finance — Banking P H
Administration of banking methods and establishment, | (Retain for one year after
maintenance and termination of banking arrangements. termination of relationship
with financial institution)
Finance — Banking 7 De
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Created:
Reviewed:
Revised:

Next Review:

Sept 1999

Apr 2024
Apr 2024
Apr 2026

Includes photographs deemed of historical interest.

Finance — Budgets 7 De
Includes records pertaining to the preparation of budgets,

operating grants, and requests.

Finance — Charitable Tax Receipts 3 De
Receipts issued for monetary donations to GPPL.

Finance — Grant Applications 7 De
Original grant submissions, supporting documentation and final

reporting documents.

Finance - Investments Retain until superseded De
Finance — Taxation 7 De
Taxation matters at all government levels and records pertaining

to GST, customs and excise taxes, annual reports, and supporting

documentation.

Insurance Retain current only De
Includes policies, claims, and any other related documentation.

Legal Matters P H
Records relating to legal issues, opinions, and advice provided to

the Board by a solicitor.

Library Statistics 5 De
Includes information on the usage of library services and

collections, such as program participants, physical visitors, and

active cardholders.

Personnel — Applications & Resumes 3 De
Includes all applications and resumes received for vacant

positions and, if applicable, interview notes and references

collected.

Personnel — Unsolicited Applications & Resumes 1 De
Includes application and resumes of people not interviewed or

hired.

Personnel — General (former staff) 3 De
Includes the personnel records of individual employees, personal

data, resumes, employment history, time sheets, performance

reviews, pay and benefits, training, etc.

Photographs P H, E

10
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Created:
Reviewed:
Revised:

Next Review:

Sept 1999
Apr 2024
Apr 2024
Apr 2026

In Collections or owing more than $100.00.

Plans of Service P H, E
Policies and Bylaws Retain until superseded De
Staff meetings 3 De
Includes minutes of meetings of departments, all staff, and other

groups.

User Records 3 years following the last De
Contains patron registration and record information in | confirmed address check
membership database.

User Records 6 years De

11



GRANDE PRAIRIE Created: Oct 2011
.l==.=l= PUBLIC LIBRARY Reviewed: Apr 2024

EEEEEEEE .
EEEEEEEE DISCOVER THE POSSIBILITIES Revised: Apr 2024
Next Review: Apr 2026
2.3 Risk Management
Purpose

Risk management is an integral part of sound management practice and an essential element of good
corporate governance. The purpose of this policy is to ensure consistency in consideration of risks and
advantages in the decisions made by the Grande Prairie Public Library (GPPL) with respect to both policies
and operations.

Definition

GPPL defines risk management as the forecasting and evaluation of risks together with the identification of
procedures to avoid or minimize their impact.

Guiding Principles

e  GPPL will maintain a risk intelligent culture that is innovative and proactive in identifying, assessing,
and managing risk.

e Risk management will be incorporated into the strategic and operational planning processes at all
levels within GPPL.

e Risk will be imbedded into GPPL’s decision-making processes to allow a balanced decision-making
approach that considers all aspects while allowing for advancement and innovation.

e Risk management will be considered in the context of alignment with GPPL’s mission, vision and
values.

Risk Categories

In order to build a cohesive risk intelligent culture, it is important to identify the numerous risks faced by
GPPL. GPPL maintains a schedule of risk categories that is reviewed by the Director on a regular basis.

Decision Making Process

GPPL Board members and employees consider a variety of factors when making risk management decisions.
The consistent application of these considerations will help GPPL develop a risk informed response that uses
limited resources as effectively as possible.

Roles and Responsibilities

GPPL Board members and employees all have roles and responsibilities that contribute to GPPL’s
management of risk:

12
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e Are responsible for following prescribed risk management practices in the context of their daily tasks

Management team

e Will ensure employees within their departments understand their responsibilities with respect to

operational risk
e Are responsible for implementing good risk management practices in their departments
e Will assist in fostering a risk aware culture within GPPL

Director
e Will consider risk and the affect it has on GPPL as a whole
o  Will bring any risk management concerns to the attention of the Board

Library Board
e Ensures GPPL’s risk management policy is in place and reviewed regularly
e Ensures risk is being continually managed with the Director

13
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2.4 Confidentiality of Patron Records

All records held by the Grande Prairie Public Library relating to patron records and the borrowing of library
materials are confidential in nature, regardless of the source of inquiry, unless it meets one of the below
circumstances.

Access to patron records is provided to library staff and volunteers as required in order for them to carry out
GPPL’s operations, including recovering library property and replacement costs.

The contents of patron records, including borrowing history, shall not be made available to anyone with the
following exceptions:

e Under the written order of the Director, with such order having been issued pursuant to a proper
legal process, order, or subpoena under the law and/or in accordance with Alberta’s Freedom of
Information and Protection of Privacy Act (FOIP).

e At the request of a parent or guardian for access to the record of a library user under 15 years of
age, provided the parent or guardian has authorized and accepted responsibility for borrowing
privileges.

e Inthe case of a library user 15 — 17 years of age inclusive, access is provided to the parent if the

information is provided to aid in the retrieval of overdue library material or the collection of
outstanding library charges only, and only after GPPL has first contacted the patron.

14
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2.5 Freedom of Information and Protection of Privacy

Alberta’s Freedom of Information and Protection of Privacy (FOIP) Act aims to strike a balance between the
public's right to know and the individual's right to privacy, as those rights relate to information held by public
bodies.

The FOIP Act ensures that Albertans have:

e the right to request access to information held by the Library,

e the right to access personal information about themselves held by the Library,

e the right to request corrections to their personal information held by the Library,

e controls on the collection, use, and disclosure of personal information by the Library, and
e the right to request independent review of decisions made under FOIP.

The FOIP Coordinator at the Grande Prairie Public Library can be contacted at:
Grande Prairie Public Library

101 9839 103 Avenue

Grande Prairie AB T8V 6M7

15
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2.6 Donations

Monetary Donations

e Donations are accepted and tax receipts are issued by the Library for all monetary donations of ten
dollars ($10.00) or greater in accordance with the policies and the guidance of the Canada Revenue
Agency (CRA).

e Monetary donations can be allocated to specific areas of the Library collection, to equipment, or to
facility enhancement. The Grande Prairie Public Library (GPPL) reserves the right, however, not to
accept a monetary donation if the request is for items or facility enhancements deemed unsuitable
or inappropriate for the Library.

Other Materials

e  GPPL will accept donations of non-collection items, including artwork, equipment, or other tangible
property as appropriate.

e All property donated becomes the exclusive property of the Grande Prairie Public Library. The
Library may use or at any time dispose of the property in any way it sees fit.

e Tangible capital assets received as donations are recorded at fair market value at the date of receipt
and are also recorded as revenue.

e Issuing of tax receipts will follow CRA guidelines.
Naming

GPPL encourages and welcomes organizations and individuals to support to the Library through the
establishment of sponsorships, including revenue and/or in-kind contributions; to enhance events, programs,
activities, and services to the community. The Board’s first priority is to ensure the continuation and growth
of financial support from the City of Grande Prairie, the County of Grande Prairie, the Municipal District of
Greenview, and the Government of Alberta.

Recognizing that the long-term philanthropic support of the Library is vital to the services it provides, the
Board supports the ongoing practice of entering into naming rights agreements with donors where such
relationships are mutually beneficial and are consistent with the guidelines set in this policy.

In judging the suitability of a naming rights proposal, the following will be considered:

e The significance of the proposed financial contribution in relation to the project
e The urgency of the need for the project, or of funding for the project

16
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e The acceptability of the donor from the perspective of current community standards

e The history of the donor’s support of libraries and literacy

e The donor’s compatibility with, understanding of, and support for the GPPL’s mission, vision, and
values

All naming rights agreements will be for a fixed term considering the local philanthropic climate and leading
philanthropic practices.

The partner organization will be granted marketing rights to promote their involvement with the GPPL for
the duration of the naming/sponsorship agreement subject to the provisions of this policy.

GPPL will not relinquish to the naming rights holder any aspect of GPPL’s right to manage and control any of
GPPL’s assets, facilities, programs, services, staff, or volunteers.

Sponsorships do not imply endorsement of products or services by GPPL. A sponsorship does not
automatically imply any exclusive arrangements with GPPL.

Tax receipts are not issued for naming rights donations.

Library Values

GPPL is a cornerstone of the community. Sponsorships must not undermine the integrity of the non-
commercial public space that GPPL provides. In developing sponsorship arrangements, GPPL will:

e Safeguard the equity of access to library services and not allow sponsorship agreements to give an
unfair advantage to, or cause discrimination against, any sectors of the community;

e Protect its principles of intellectual freedom and equity of access to programs, services, and
collections;

e Protect the confidentiality of user records;

e Not permit sponsors to have an undue impact on GPPL’s polices and practices or information
provided by GPPL (i.e. materials selection, choice of service provider, etc.), or to influence or alter the
basic goals and objectives of GPPL programs and services;

o Not seek or accept sponsorships for programs, events, services, or activities involving or targeted to
children from companies whose products cannot be legally sold or distributed to children or from
companies whose products are inappropriate for use by children;

e Not allow direct marketing of products to children, except where relevant educational material is
promoted in conjunction with programs.

17



GRANDE PRAIRIE Created: 1991

Reviewed: Apr 2024
PU BLIC I.l B RARY Revised: Apr 2024
DISCOVER THE POSSIBILITIES Next Review: Apr 2026

Legacy Recognitions

GPPL recognizes the importance of acknowledging financial gifts and, in the absence of knowing the
donor’s wishes, will determine and review legacy recognitions.

Willie Janssen Estate Gift - Willie Janssen’s estate gifted significant funds for the betterment of library
services in the region. GPPL will provide the following recognition:

1. GPPL’s Discovery Room will be named the Willie Janssen Discovery Room.

2. Arecognition plaque will be maintained on the west wall of the entry hall to GPPL in the
Montrose Cultural Centre.

18
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SECTION 3 — COMMUNITY RELATIONS

3.1 Social Media

Purpose

Grande Prairie Public Library (GPPL) supports open dialogue and the exchange of ideas. The Social Media
Policy provides a framework for staff to engage our customers in ongoing conversations regarding GPPL.

The policy covers all social media platforms maintained by GPPL staff and the monitoring and responding to
social media sites maintained by other individuals or organizations.

Definition

e Social media is defined as an interactive online media that provide parties the capacity for public
sharing, commentary, discussion, and contribution.

GPPL Social Media

e GPPL’s website is the official channel of communication for the Library. Social media spaces
established by GPPL should supplement the website and be collaborative, interactive and engaging
to the wider community.

e The establishment of all new social media platforms are approved on a case by case basis by the
Director. Approval is based on suitability, audience fit, and long-term sustainability.

e The Director will provide direction of GPPL’s social media platforms. Staff will monitor all social
media channels during the hours of operation in order to quickly engage with the community.

e All staff involved with social media have responsibility for authoring, editing, and monitoring the
space. They will be guided as necessary by the Director as to the nature and content of material
posted on the site.

e  GPPL recognizes and respects differences in opinion. All interactions are regularly monitored and
reviewed for content and relevancy. Postings which contain the following will be removed:

Obscenity

Discriminatory content, harassment, or bullying

Inflammatory or demeaning content (personal attacks, threatening language)
Potentially libellous statements

Plagiarized material

Content which is out of context or not related to the discussion

Personal information published without consent

Commercial promotion, self promotion, or spam

0O 0O 0 O O 0O O O ©O

External hyperlinks not related to the discussion
19
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e Abuse may result in the poster being barred from posting any subsequent messages.

Risk Management
e All accounts must be linked to GPPL contact information and devices.
e Referto Policy 10.1 Employee Code of Ethics for expectations regarding employee use of personal
social media.

Monitoring Social Media

e  GPPL routinely monitors social media to know what others are posting about the organization. Staff
is encouraged to post content on existing social media within their scope of authority and area of
expertise using the Library’s social media accounts. Staff will use posted content as a means of
delivering key messages and leveraging the Library’s position.

e Staff content is the voice of GPPL and therefore staff will:

be respectful and post meaningful content

protect GPPL’s proprietary information, confidentiality, & patron privacy
build opportunities to create connections within the broader community
post content that is consistent with GPPL’s values and standards

O O O O O

follow the Procedures for Posting on Social Media Sites

20
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SECTION 4 - FACILITIES

Created:
Reviewed:
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4.1 Display and Distribution of Materials

As a community service, the Grande Prairie Public Library provides areas to display and information of

importance and interest to the community.

Director or designate.

the Library.

Materials for display or distribution in public areas will be subject to the discretion of the

The display or distribution of any material does not constitute endorsement of its content by
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4.2 Hours of Service

Purpose:

The Grande Prairie Public Library Board will set and adjust operating hours to balance community need and
fiscal responsibility.

GPPL will be open to the public:

Monday — Thursday 10:00 AM to 8:00 PM
Friday 10:00 AM to 6:00 PM
Saturday 10:00 AM to 5:00 PM
Sunday 1:00 PM to 5:00 PM

GPPL will be closed to the public:

e On all public and statutory holidays

e At least one day annually for Staff Development Day with additional days as approved by the
Board

e In emergency situations
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4.3 Meeting Room Use
Purpose

The Grande Prairie Public Library allows public use of its meeting rooms to enable:

e Provision of programs and services to the public.

e Partnerships with community agencies and organizations to provide programming and activities
complementary to the Library’s goals and objectives.

o Affordable meeting space for use by community members.

Who may rent

The Library Board will not knowingly permit any individual or group to use its facilities for any illegal purpose,
including contravention of the Criminal Code of Canada, Canadian Charter of Rights and Freedoms, or if the
Board has reason to fear a disturbance of the public peace.

No renting organization may display, show or perform any material not appropriately licensed or which is in
contravention of the Canadian Copyright Act.

The Library meeting room cannot be rented by a business as their primary operating space.
Persons renting meeting space must be at least 18 years of age.

No special privileges are extended to organizations to which staff members belong.

Charges

GPPL will update rental fees on an annual basis.

There is no charge for the use of meeting rooms by groups presenting programs in which GPPL is a partner.

Reservations / cancellations

All outside agencies or individuals must complete the Room Rental contract as part of the room reservation
process.

Advertising / Endorsements

Permission to use the meeting rooms does not constitute endorsement or sponsorship of any program or
event by the library.

Groups must clearly specify their own names in all publicity and may identify the Library and its address only

as the location of the event. Renters may not use GPPL’s logo, give out the library’s telephone number or
invite potential attendees to contact the library for information on the event or program.
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No other areas of the Library may be used for promotion or advertising.

Food and Beverages

The Montrose Cultural Centre (MCC) coffee house operator has the right of first refusal with respect to
groups who plan to have their meeting or event catered.

Alcohol may be permitted with prior approval by Director for special, licensed, events.

Damage

The individual making the reservation, as well as the membership of the group as a whole, will be held
responsible for any and all damages that may occur as a result of the use of the facilities. This responsibility
includes any damages to the grand piano and its cover.

Permission to use Library meeting rooms may be withheld from groups failing to comply with the Meeting
Room Use Policy and from any group that damages the room, carpet, equipment or furniture, or causes a
disturbance.

The Library staff are not responsible for the supervision of children while adults are attending meetings. A
copy of the Library’s Supervision of Vulnerable Library Users Policy may be obtained from the Library.
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4.4 Rules of Conduct for Library Users

For the comfort and safety of all users and staff of the Grande Prairie Public Library (GPPL), the following
rules must be respected. Violation of any of these rules may result in suspension or restriction of library
privileges, including banning from library premises. Criminal offences may result in prosecution.

Animals
e Only registered service animals are allowed in the library.

Phones and other devices
. Personal electronic devices must be used in a manner that does not disturb others.

Clothing
e  Upper and lower body clothing and footwear must be worn.

Disruptive behaviour and language
e Behaviour that interferes with any person’s comfort or use of GPPL is not allowed.
e  Threatening, abusive, harassing language or behaviour toward staff or other users is not allowed.
e No person shall beg or sell services, goods, or merchandise.
e No person shall distribute or post materials without permission from GPPL staff.

Food and drink
e No food or drink is permitted while operating GPPL’s gaming computers.

Sports equipment
e Sports equipment must not be used inside the library.
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4.5 Supervision of Vulnerable Library Users

GPPL welcomes children of all ages and abilities, but it cannot be responsible for their safety or supervision
outside of scheduled programs.

e  Children 8 years and under must accompanied by a parent or caregiver when visiting GPPL.
Any unattended person visiting GPPL must be capable of performing the following without assistance:

e Following our rules of conduct

e Using the restroom

e Contacting a parent/caregiver

e leaving GPPL (in the event of an evacuation, library closure, etc.)
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SECTION 5 - FINANCIAL

5.1 Accounts Payable

The Office Administrator is responsible for the auditing and processing of invoices and payments for the Grande
Prairie Public Library. Invoices, credits, vouchers, and payments are processed through the Accounts
Payable/Purchase Order System. This authority is delegated from the Board of the Grande Prairie Public Library
and complies with the laws and acts governing payment of invoices in the province of Alberta.

Purchase Orders

e Purchase Orders are void if not priced.
e  Charges for shipping and handling must be shown on the Purchase Order.

e Purchase Orders are void if not signed by an approved signatory with the Grande Prairie Public Library.

e Invoices must bear exact same prices and terms or authorization must be received from the Grande
Prairie Public Library in writing prior to shipping.

e  GSTis to be shown separately.

e Packing slips must accompany all shipments.

Payment Schedule

e Payment is made on original invoices only.

e A Grande Prairie Public Library Purchase Order or valid Purchase Order number must accompany each
invoice.

e  The Grande Prairie Public Library pays invoices twice a month.

e Allinvoices are paid within 30 days of receipt of the invoice.

Disputes

e Products supplied by the Seller shall be received subject to the Grande Prairie Public Library’s inspection

and approval within a reasonable time after delivery.

e  Payment may be withheld if shipment does not meet the Grande Prairie Public Library’s expectations or is

not what was ordered.

e If specifications or warranties are not met, material and equipment may be returned at Seller's expense.

e No products returned to Seller as defective shall be replaced except upon formal authorization of the
Grande Prairie Public Library.
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5.2 Board and Staff Reimbursement

Purpose

Library Board members and staff will be reimbursed for reasonable expenses incurred while conducting
library business.

Procedures

e Expense claims, accompanied by receipts where necessary, are to be submitted to the Office
Administrator within three months of when the expense was incurred.

o The Library Director reviews and approves expense claims prior to reimbursement. Schedule A
compensation rates apply; however, discretionary judgment may be exercised in unique

circumstances.

e Reimbursement rates will follow those of the Government of Alberta. Any changes will be brought
to the Board for approval.

e IfaLibrary Board or staff member requires a caregiver to accompany them when conducting library
business, the caregiver’s expenses will be reimbursed.

Public Relations
It is recognized that Grande Prairie Public Library will, from time to time, engage in public relations activities

that require some expense. These expenses will be reimbursed in accordance with budgeted expenditure
levels upon presentation of receipts with the claim.
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SCHEDULE A
REIMBURSEMENT RATES AND ALLOWANCES

Transportation Rates:
a) Air travel —at economy rates by the most direct route. Submission of receipts required.

b) Automobile travel, other ground transportation, meals and accommodation will be reimbursed at the

current rate established by the Government of Alberta for its employees as outlined in the Travel, Meal

and Hospitality Expenses Policy. Submission of receipts required if the employee is claiming expenses
beyond what is outlined in the policy.
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5.3 Financial Administration

Audit

e  The Grande Prairie Public Library’s financial records will be prepared for audit within ninety (90)
days after the end of the fiscal year.

e The Library Board will appoint an auditor annually, to be approved by the City of Grande Prairie

e  The Library Board has the authority to approve the audit.

Fiscal Year

e  The fiscal year of the Grande Prairie Public Library shall be January 1 to December 31.

Signing Authority

e The signing officers shall be the Library Director, the Acting Director, the Board Chair, Vice-Chair,
and one designated board member. The BOARD signing officers shall be appointed annually by a
motion of the Board.

e Cheques and EFTs, with the exception of payroll, shall be signed by one of either the Director or the
Acting Director and one of either the Board Chair, Vice Chair, or the designated board member.

e Payroll EFT payments shall be approved by the Director or Acting Director in the absence of the
Director.

Credit Card

e A corporate credit card will be used by the Director or designated staff members for reservations,
travel expenses, and specific purchases where a credit card number is required.

e Receipts for the expenses will be submitted to the Office Administrator as soon as possible after
the expense has occurred.

o Other staff members who require a credit card for purchases must receive permission from the
cardholder before use.

e  Personal use of the credit card is prohibited.

e  The Board approves the total credit card limit
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5.4 Investments
Purpose

The Grande Prairie Public Library Board (the Board) recognizes the need for sound and prudent investment
practices. The Board will adopt policies and establish procedures to ensure that investment earnings are
maximized through investment activities which at the same time minimize exposure and risk.

Authorization

The Board authorizes the Library Director to invest capital and operating funds not required for immediate
disbursement according to the guidelines outlined below, and to dispose of any investment when necessary
to meet expenditures or as prudent from an investment management point of view.

Guidelines

All investments will be with recognized financial institutions with a financial rating of AA (minimum). These
investments will be government/bank guaranteed at a minimum of 75% in the following:

e  Securities issued or guaranteed by the Crown in right of Canada or an agent of the Crown or the
Crown in right of a province or agent of a province;

e  Securities that are issued or guaranteed by a bank, treasury branch, credit union or trust
corporation.

Investments shall be awarded to the financial institution with the most competitive offering after taking into
consideration the administrative costs involved and all the financial needs of the Library.
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5.5 Reserves

The Grande Prairie Public Library (GPPL) Board may establish, maintain and manage reserve funds to
maintain a prudent level of available financial resources to offset unpredicted one-time expenditures.
Reserve funds also provide resources for repairs/replacement/upgrading or construction of new capital

assets/infrastructure.

e All requests to use reserve funds or to re-designate reserves must be approved by means of a

Board motion. Requests to use reserve funds may also be submitted as part of the annual budget

process.

e Any surplus funds in GPPL’s operating budget at year-end will be allocated to reserves as specified
by the Board during the financial audit process.

e Any interest will be returned to the appropriate reserve fund.

e  Reports on the status of reserves will be provided to the Board during the audit process and upon
request throughout the year.

e  The Finance Committee shall review the reserves annually to ensure appropriate levels.

Schedule of Reserves

Operating Reserves

Status

Unrestricted

Purpose

An operating reserve is an unrestricted fund balance set aside to
stabilize the Library’s finances by providing a cushion against
unexpected events, loss of income, and large unbudgeted
expenses. Operating reserves should not be used to cover a long-
term or permanent income shortfall, but can allow the library to
weather serious bumps by buying time to implement new
strategies. An operating reserve should be used to solve

temporary problems or to shut down the operation of the library.

Funding Source

Contributions from operations

Approved Spending Categories

Providing a cushion against unexpected events, loss of income,
and large unbudgeted expenses.
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General Reserves

Status

Restricted

Purpose

To fund capital projects according to the Strategic Plan of Service.

Funding Source

Contributions from fundraising

Approved Spending Categories

Facilities Upgrade and Future Sites

To provide for upgrade, replacement, additions and repairs of a
capital nature to the physical building and property and for future
sites.

Technology and Innovation
To acquire or upgrade technologies in order to meet changing
organizational or community needs and/or to pursue innovation.

Furnishings and Equipment
To acquire or replace furniture/fixtures and equipment (other than
computer equipment).

Collection Development
To replace and enhance existing collections and/or introduce new
collections.

Human Resources
To support recruitment, terminations, legal fees, and special leave.

Other

The funds in these reserves may be separated into laddered terms
for maximum return on investment.
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Clem and Muriel Collins’ Fund

Status Restricted
Purpose As directed by the donor
Funding Source Donor

Approved Spending Categories

This reserve was originally established as a fund through a
donation from Mr. and Mrs. C.E. Collins to cover membership
fees for those who could not afford them. The funds in this legacy
will be used for library projects that benefit the less fortunate
and/or provide educational value, as per the wishes of the Collins
family. This has been used to fund the Collins Writing Contest.

Relevant Document

Correspondence from Clem and Muriel Collins

Janssen Legacy

Status Restricted
Purpose As directed by the donor
Funding Source Donor

Approved Spending Categories

This reserve was established from a bequest to GPPL by Willie
Janssen upon his death in 2010. His wishes, as expressed in his
will, were that the funds are to be used “for the purchase of
current reading materials of general interest to the general
public, including software and materials in electronic form, and
also for fixtures and equipment, and displays within the library,
but not for building construction or building maintenance.” (from
the Will of Willie Janssen)

Relevant Document

Will of Willie Janssen

34



Created: 2009

GRANDE PRAIRIE Reviewed:  Jun2023
..==.=.= PUBLIC LIBRARY Revised: Sept 2019

EEEEEEER Next Review: May 2025
HEEEEEEE DISCOVER THE POSSIBILITIES

5.6 Tangible Capital Assets

Purpose

The objective of this policy is to prescribe the accounting treatment for tangible capital assets so that
users of the financial report can discern information about the investment in Library property, plant
and equipment and the changes in such investment.

Definition

Tangible Capital Assets (TCA) are non-financial assets with physical substance that are acquired,
constructed or developed and are held for use in the production or supply of goods and services;
have useful economic lives extending beyond an accounting period; are intended to be used on a
continuing basis in the Library’s operations; and are not intended for sale in the ordinary course of
operations.

Presentation and Disclosure
Tangible capital assets are reported in the Library’s financial statements when the following criteria are
met:

e It must satisfy the definition of a tangible capital asset.

e It must have a cost or other value that can be reliably measured and meet the capitalization
threshold.

The presentation and disclosure layout is outlined in Section C.
Capitalization Thresholds
Tangible capital assets should be capitalized (recorded in the fixed asset sub-ledger) according to the following
threshold:
e  Furniture, computers, software, collections & equipment with a unit cost of $5,000 or
greater (library collections are recorded and valued as a whole as opposed to item by item)
e Pooled assets are similar assets that have a unit value below the capitalization threshold
but have a material value as a group. Furniture, computers, software, collections, and
equipment with a combined value of $5,000 or greater will be recorded as a single asset.
Capital assets not meeting the threshold are expensed in the year in which they are purchased.

Capital Asset Classifications

Capital assets should be assigned to the classifications outlined in Section A based on their nature,
characteristics and useful life.
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Amortization

Unless otherwise stated, the acquisition cost will be amortized over its estimated useful life, on a
straight-line basis. All capital asset classifications have predetermined estimated useful lives as
outlined in Section B.

In the year of acquisition, amortization is applied at half of normal rates. No amortization is
recorded in the year of disposition.

Section A -- Asset Classification
Tangible capital assets will be defined as:

e  Furniture — shelving, tables, desks, chairs, etc.

e Computers & Software — computer hardware & software
e Collections — All Library materials in print, audio and video
e Equipment — photocopiers, fax machines, audiovisual, etc.
e Leasehold improvements

When equipment is purchased, the cost should include the amount of money ultimately paid,
including ancillary charges such as transportation, installation, extended maintenance/warranty
contracts and any other expenditure required to place the asset in its intended location and
condition for use.

Cultural and Historical Assets
Works of art and historical treasures that have cultural, aesthetic or historical value that is worth
preserving perpetually. These assets are not recognized as tangible capital assets in the financial

statements, but the existence of such property should be disclosed.

Section B - Capital Asset Estimated Useful Lives

e  Furniture 10
e Computers & Software 3-5
e Collections 3

e Equipment 5

e Leasehold improvements 10
e  Public Art

e  Historical
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Section C — Presentation and Disclosure

The financial statements should disclose the following information about tangible capital assets, where
beneficial a breakdown for each major category:

Cost at the beginning and end of the period;

Additions in the period;

Disposals in the period;

The amount of any write-downs in the period;

The amount of amortization of the costs of tangible capital assets for the period;
Accumulated amortization at the beginning and end of the period;

Net carrying amount at the beginning and end of the period;

The amortization method used, including the amortization period or rate for each major
category of tangible capital asset;

The net book value of tangible capital assets not being amortized because they are under
construction or development or have been removed from service;

The nature and amount of contributed tangible capital assets received in the period and
recognized in the financial statements: and

The nature of the works of art and historical treasures held by the Library. Works of art and
historical treasures are not recognized as tangible capital assets, as a reasonable estimate
of the future benefits cannot be made. Nevertheless, their existence and nature must be
disclosed.

Capital transactions include acquisitions, disposals, betterments, write-downs, amortization and other
adjustments. Sufficient information should be maintained through source documents, working papers
and files supporting capital asset transactions for internal and external audit or review.

37



GRANDE PRAIRIE Created: Oct 2013

Reviewed: Sep 2023
::EE:E:E PUBI_IC LIBRARY Revised: Sep 2023
HEENEEEENE DISCOVER THE POSSIBILITIES Next Review: Sep 2025

SECTION 6 — HEALTH AND SAFETY

6.1 Health and Safety (General)

Purpose

The Grande Prairie Public Library shall provide a safe and healthy environment for its employees, volunteers,
customers and visitors. This policy is intended to allow employees, volunteers, customers and visitors to work
for and spend time in the Library with minimum personal risk, and with the confidence that the organization
has taken full precautions to ensure his/her physical safety and health. For the purpose of this policy, the
employer is the Grande Prairie Public Library.

The employer, supervisors, and workers at every level are responsible and accountable for GPPL’s health and
safety performance. Our goal is a healthy, injury-free workplace for all workers. By working together, we can
achieve this goal.

Grande Prairie Public Library will:
e Ensure:

o the health, safety, and welfare of workers at the work site,

o the health, safety and welfare of other persons at or near the work site who may be affected

by hazards originating from the work site,
o that workers are aware of their Occupational Health and Safety (OHS) rights and duties,
that workers are not subjected to or participate in harassment or violence at the work site,
o that workers are supervised by a person who is competent and familiar with the OHS Act,
Regulations, and Code,

o they consult and cooperate with the Health and Safety Committee (HSC),

that health and safety concerns are resolved in a timely manner,

o that supervisors and workers are adequately trained for the protection of health and safety
at the work site.

o

o

Supervisors will:
e Ensure:

o they are competent to supervise the workers under their supervision,

o the workers under their supervision work in accordance with procedures and measures
required by the OHS Act, Regulations, and Code,

o the workers under their supervision use all hazard controls and properly uses the personal
prot