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Purpose 
In accordance with the Public Libraries Act, RSO 1990, c.P.44 (PLA), other relevant laws, and 
good governance practices, the Library Board retains accountability for the full range of 
decisions affecting the organization. The Board has a model of governance that focuses its 
attention on setting strategic direction, plans and policy.   

In accordance with the PLA, section 15(2), the Library Board appoints a Chief Executive Officer 
(CEO) and Chief Librarian who shall have general supervision over, and direction of, the 
operations of the Caledon Public Library and its employees.  This policy outlines the nature of 
the Library Board’s relationship with the CEO/Chief Librarian. 

Guidelines 

Delegation of Authority 

The Board delegates the management of library operations to the CEO/Chief Librarian. 

The Delegation of Authority Framework, included as Appendix A, provides a summary of 
the range of decisions and authority that are clearly reserved by the Board and those 
that may be made by the CEO/Chief Librarian or delegate. 

The Board directs the CEO/Chief Librarian through: 

1. decisions made at Board meetings, by majority vote;
2. approved written policies;
3. approved budgets and plans; and,
4. the CEO/Chief Librarian job description (Appendix B).

Only official decisions approved through a resolution endorsed by a majority of the Board are 
binding on the CEO/Chief Librarian. Decisions or instructions of individual Board members are 
not binding on the CEO/Chief Librarian. 

The CEO/Chief Librarian is the Board’s link to the operation of the Library.   As such, the 
CEO/Chief Librarian will: 

1. take, or approve lawful actions in the name of the Library;
2. take actions consistent with the Board’s mission, vision, values and policies;



3. be responsible for the employment, management and performance evaluation of all 
staff employed by, or on contract with, the Library; and, 

4. design, implement and manage all operational practices and activities.  

As an officer of the Board, the CEO: 

1. acts as the Secretary-Treasurer to the Board; 
2. does not vote on Board business; 
3. sits ex-officio on all the committees of the Board and acts as a resource person; 
4. presents the Library’s budgets to Council; 
5. reports directly to the Board on the affairs of the Library and makes recommendations 

as considered necessary;  
6. ensures that the Library Board remains informed on library matters and will provide 

assurance that the library activities are compliant with legal or fiscal obligations; and, 
7. communicates the Board’s decisions to staff. 

The above is complemented by the duties and responsibilities of the CEO/Chief Librarian 
identified within the Caledon Public Library Board By-laws (CPL-16-06). 

The CEO/Chief Librarian, in consultation with the Chair or Vice Chair, is authorized to take 
whatever action is necessary to carry out the work of the Library during periods when no 
regular meeting of the Board is scheduled (February and July) or in advance of the first meeting 
of a new term.  Business conducted during these periods will be ratified by the Board at its next 
regular meeting.  Such authority does not supersede the calling of a special meeting of the 
Board if necessary or the CEO/Chief Librarian’s responsibility to ensure that the Library Board is 
informed of all relevant actions and their implications. 

In cases of emergency or special circumstances where it is necessary to act outside the terms of 
a delegated authority outlined here, the CEO/Chief Librarian is given authority to take such 
action as necessary to rectify the situation.  The CEO/Chief Librarian is also given the authority 
to modify any written Emergency or Business Continuity Plans created in advance of this 
circumstance.  All such actions shall be reported immediately to the Chair and then the Board.   

At all times, the Board retains its authority as employer and the CEO/Chief Librarian retains 
authority over library operations and staff, unless such authority is suspended under federal or 
provincial legislation. 

Board Support for the CEO 

A Board-CEO partnership, rooted in mutual trust and respect, is crucial to the proper 
governance and overall well-being of the Library. In the same way the Library Board relies on 
the CEO/Chief Librarian for the information, professional expertise, and administrative support 
it needs to be successful, the success of the CEO/Chief Librarian depends on support from the 
Board. This support includes:  



1. acknowledgment of the breadth, depth, and complexity of the CEO/Chief Librarian’s 
responsibilities; 

2. moral support during periods of adversity or uncertainty; 
3. a willingness to be the public face of decisions that may be unpopular with some 

stakeholders; 
4. a collaborative process for establishing mutually agreed-upon annual objectives based 

on the vision and strategic directions of the Board; 
5. a performance appraisal process that provides constructive feedback and direction for 

improving performance; and, 
6. a commitment to invest in ongoing training and development for the CEO/Chief 

Librarian. 
 

As per the terms of the Caledon Public Library Board By-laws (CPL-16-06), the above-mentioned 
performance appraisal will be initiated, at least once annually, by the Board’s CEO/Chief 
Librarian Performance Evaluation Committee.  

Related Documents: 

• Public Libraries Act, R.S.O. 1990, c. P.44 
• CPL-16-06 - Caledon Public Library Board By-Laws 
• CPL-16-07 Caledon Public Library Annual Board Assessment Policy 

  

http://www.ontario.ca/laws/statute/90p44?search=public+library+act


Appendix A 

Delegation of Authority Framework 

Approval/Decision Board CEO 
(or designate)

Purchasing/Finance 
Draft and recommend annual budget estimates for Board consideration X 
Review and recommend annual budget estimates to City Council X 
Adoption of the Town’s Purchasing By-law X 
Approve general expenditures as per the Town of Caledon Purchasing By-law X 
Approve non-standard procurements of $100,000 and greater X 
Approve emergency purchases of $100,000 and greater X 
Execute procurement process (ex: RFP), select proponent, and sign contracts 
for budget supported projects 

X 

Accept unrestricted and directed monetary or gift-in-kind valued at less than 
$50,000 

X 

Accept any conditional gifts and unrestricted and directed monetary or gift-in-
kind valued at $50,000 or greater 

X 

Approve naming or dedication of spaces, collections, programs and/or services X 
Apply for grants and other funding X 
Approve and execute agreements with the federal and provincial 
governments. 

X 

Approve trustee attendance at conferences and conventions X 
Policies and Plans 
Draft policies and plans for Board consideration X 
Approve Caledon Public Library Board policies X 
Approve Caledon Public Library Board Strategic and/or Growth Plans X 
Report on strategic and growth plans to Council and community X X 
Report on operational matters for key services X 
Develop and implement emergency response plans X 
Permanently close branches X 
Temporarily close branches or services X 
Human Resources 
Recruit and dismiss the CEO/Chief Librarian; monitor and evaluate the 
performance of the CEO/Chief Librarian 

X 

Set general compensation policies for the organization including assurance 
that the Pay Equity Plan is maintained 

X 

Set the organizational structure for the organization and the number of staff X 
Hire, promote, suspend, dismiss, and manage individual staff X 
Assess the performance of individual staff X 



JOB DESCRIPTION 

Job Title: CEO and Chief Librarian Job Code:              130 
Department: Caledon Public Library Date Updated:       July 2021 
Division: Administration Date Evaluated:    December 2017 
Reports to: Caledon Public Library Board 

POSITION OVERVIEW 
Reporting to the Library Board, the CEO and Chief Librarian is responsible for the operational and financial 
management of the Caledon Public Library and for advancing the Library’s strategic direction in a manner that 
reflects the organization’s mission, vision and values. The CEO/Chief Librarian serves as Secretary-Treasurer 
and advisor to the Library Board and as its primary representative to the community, community organizations, 
media, municipal administration and other levels of government and professional organizations.   

The CEO/Chief Librarian monitors, analyzes and reviews operational processes and systems to ensure they 
are executed with excellence, seeking out innovative and effective ways to continuously improve quality of 
services to customers and maximize consistency and efficiency. The CEO/Chief Librarian is a change agent 
and supports an organizational culture that is focused on providing an exemplary customer experience, 
encourages personal accountability and nurtures continuous improvement. 

KEY DUTIES & RESPONSIBILITIES 
The following duties and responsibilities indicate the general nature and scope of work associated with the 
position.  This document is designed to highlight a comprehensive list of the activities, duties and 
responsibilities required in the role of CEO and Chief Librarian.  That said, the role of CEO is varied and 
additional duties are often required. 

Administration and Board Support 
• Ensure that the Library is operated in accordance with relevant legislation and best practices
• Develop policies and procedures to guide efficient and effective library operations
• Cultivate a healthy, mutually empowering relationship with the Library Board
• Structure and support the Board’s work
• Facilitate Board effectiveness and development through orientation, education and succession planning
• Prepare and report measures of performance and progress to the Board and the Ministry of Tourism

Culture and Sport as required

Leadership 
• Provide vision and guidance to library staff, board members and the community
• Contribute to effective decision making regarding library services and resources
• Lead and empower employees to deliver effective, high-quality service
• Apply change management strategies to assure effective implementation of change and acceptance by

all stakeholders
• Facilitate and support accurate and timely two-way communication amongst all library departments and

key external stakeholders.
• Build collaborative and productive working relationships across the Library, Town and within the public

library sector
• Cultivate a good working relationship with municipal staff, understanding the municipal environment and

municipal priorities

Fiscal Responsibility 
• Establish strategic financial management processes, using sound business and financial judgment
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• Develop the library budget in conjunction with the Library Board, aligning the budget with the library’s
strategic and master plans

• Promote and justify the library’s needs to funding authorities
• Predict expenses for the coming year based on a good understanding of the library’s financial situation,

changes in services or operations and new demands for service
• Manage the procurement of goods and services through RFP’s and other application processes in keeping

with the Town of Caledon Purchasing By-Law
• Prepare monthly budget reports for the board’s review
• Identify and pursue alternate funding sources including fundraising, grants and sponsorship development
• Ensure that the Library’s charitable status is maintained in good standing and that all reporting and

receipting requirements are met

Planning and Project Management 
• Design and implement an ongoing planning process for the library
• Develop and implement an operational strategy and work plan based on the library’s strategic and

master plans
• Evaluate the library’s ongoing efforts to meet the goals and objectives identified in the library’s strategic

and master plans
• Employ sound project management principles and procedures in the planning and implementation of

programs and services
• Actively manage branch design, renovation and construction projects as a means of enhancing existing

spaces and developing new locations.

Public Services 
• Ensure exemplary customer service to all patrons of the Caledon Public Library in person, over the

phone or via email/text.
• Support and nurture the Library’s image and ensure that facilities are profiled in a positive manner.
• Ensure that processes are in place to listen and understand local community members.
• Ensure that incidents are addressed in a timely and professional manner.  Investigate and resolve

escalated customer complaints and concerns.
• Ensure policies and procedures are understood and followed by public and employees.
• Conduct regular onsite visits to departments and branch locations. Tour the branches and work areas

regularly, talking with staff and customers.
• Maintain an awareness of emerging trends in public library services, advocating for and incorporating

these trends as appropriate
• Foster and enable recommendations for improvements and innovations in customer service from

Management team, staff and the public.

Personnel Management 
• Recruit, support, evaluate and coach staff
• Support an organizational structure that enables a culture of teamwork and exemplary service
• Work with Town People Services in support of policies that nurture a healthy work environment and

comply with employment laws and regulations
• Maintain a fair compensation program
• Plan for and support staff development, ensuring that the library has the staff capacity to meet current

and future demands
• Build support for the Caledon Public Library vision and goals/objectives by communicating the

connection between overall strategy and day-to-day activities
• Lead by example and demonstrate organizational values, proactively addressing morale, cooperation and

productivity issues.
• Work and ensure that all staff work in compliance with the Occupational Health and Safety Act and

Regulations, the Town of Caledon Policies and Procedures, Caledon Public Library Policies and



Procedures, as well as established industry guidelines   

SKILLS & QUALIFICATIONS 

• Training and knowledge in the above, normally acquired through the completion of a post-graduate 
degree in Library and Information Studies/Science

• Minimum 10 years related experience in a public library, minimum of 5  years at the senior leadership level
• Demonstrated supervisory, performance management, leadership and team-building skills
• Demonstrated understanding of emerging trends, new technologies and advancements in public libraries 

and customer centered service
• Proven organizational, analytical, financial, and project management skills
• Willingness to display an unwavering appreciation of and commitment to excellence in public library service 

and leadership by demonstrating relevant key competencies as per the Caledon Public Library’s Core 
Competencies including:

• Excellent verbal and written communication skills
• Thorough knowledge of all aspects of the organization that impact users (mission and vision, 

policies and procedures, collections and services, and system-wide strategies)
• Understands the framework and governance for public library service in Ontario and the roles and 

responsibilities of municipalities, library boards, and the Ministry of Heritage, Sport, Tourism, and 
Culture Industries

• Demonstrated analytical and problem solving skills involving regular development of new and 
innovative services

• Effective leadership of staff; applying knowledge to motivate staff and help achieve organizational 
goals and objectives

• Computer proficiency in MS Office (Word, Excel, Outlook), SharePoint, FMW and Symphony Integrated 
Library Software (ILS)

• Satisfactory passing of a vulnerable sector check
• Valid driver’s license with no more than 3 demerit points and daily access to a vehicle

WORKING CONDITIONS 
• General Library Environment

• Works in a sometimes noisy, customer-driven environment, with frequent interruptions.
• Works with diverse demographics including infants, children, teens, adults and older residents –

some of whom have special needs.
• May be exposed to some conflict and emotionally charged situations.

• Regularly required to work alone
• Moderate physical activity; lifting up to 10 lbs.
• Regular travel to various Library branches and offsite outreach or meeting locations
• Required work after hours or when deemed necessary to meet deadlines and deal with urgent situations

CEO/Chief Librarian’s Signature HR Director’s Signature 

Date Date 
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