Caledon Public Library Board Meeting
Monday, November 16, 2020
6:00 PM

AGENDA
This meeting will be hosted electronically.
Members of the public may attend by
calling 1.647.558.0588 and entering meeting ID 896 9118 0696 followed by #.
Please note: Recording of this meeting by anyone in attendance,
and regardless of format, is strictly prohibited.
1. Call to order
2. Indigenous Acknowledgement
We acknowledge that the land on which we gather, which form the Town of Caledon, is part of the
Treaty Lands and Territory of the Mississauga’s of the New Credit.
The Town of Caledon and the Region of Peel – the traditional territory of the A-nish-in-abek
(Ojibway), Huron-Wendat, Haud-en-osa-nee (Iroquois), and home to the Métis, was most recently,
the territory of the Mississauga’s of the New Credit First Nation.
We also acknowledge the cultural injustices of the past and express our collective hope for full truth
and reconciliation in the future
On this day our meeting place is home to many Indigenous peoples (First Nations, Métis and Inuit)
from across Turtle Island (North America).
We are grateful to have the opportunity to work on this land, and by doing so, we give our respect
to its first inhabitants.
3. Apologies for non-attendance
4. Approval of the agenda
5. Disclosure of pecuniary interest
6. Consent agenda
(All items under the Consent Agenda are considered to be routine and have been read by all
Board members before the meeting. The items are recommended for approval by the Chair.
They may be enacted in one motion. If any member wishes to discuss an item, it can be moved
anywhere in the agenda.)
a. Minutes of the October 19, 2020 meeting (Attachment 6-A)
b. CEO/Chief Librarian’s Report (Attachment 6-B)
c. Strategic Actions Update (Attachment 6-C)
d. Correspondence

7. Business arising from the minutes
a. Amended Donation and Bequest Reserve Fund Policy Report (Attachment 7-A)
8. Staff Reports
a. Treasurer’s Report and Financial Statements (Attachment 8-A)
i. Updated 2021 Budget Proposal
b. Art Exhibit, Display, and Community Information Policy Report (Attachment 8-B)
c. Schedule of 2021 Library Board Meetings (Attachment 8-C)
9. Board and Committee Reports
a. Joint Strategic Planning Committee Meeting Minutes of October 21, 2020 (Attachment 9-A)
i. Strategic Planning Work Plan and Timeline (Attachment 9-A-1)
ii. Inventory of Supporting Documentation (Attachment 9-A-2)
b. SOLS Trustee Council Update
c. Board Annual Assessment Report (Attachment 9-C)
10. New business
11. Board Work Plan
a. 2020/2021 Work Plan Review (Attachment 11-A)
12. Public question period
13. Upcoming Events and Development Opportunities
a. OLBA Virtual Boot Camp – Saturday, February 6, 2021
14. Evaluation of meeting
a. How have the meetings helped us meet our goals?
b. Is there something that we need to improve on?
15. Documents in support of next meeting
a. Excerpt of Library Board By-laws (Attachment 15-A)
16. Time of next regular meeting
a. Monday, December 14, 2020, 6 PM
17. Adjournment
Attached Documents:
6-A
6-B
6-C
7-A
8-A
8-B
8-C

Minutes of the October 19, 2020 meeting
CEO/Chief Librarian’s Report
Strategic Actions Update
Donation and Bequest Reserve Policy Report
Treasurer’s Report and Financial Statements
Art Exhibit, Display, and Community Information Policy Report
Schedule of 2021 Library Board Meetings

9-A
9-A-1
9-A-2
9-C
11-A
15-A

Joint Strategic Planning Committee Meeting Minutes of October 21, 2020
Strategic Planning Work Plan and Timeline
Inventory of Supporting Documentation
Board Annual Assessment Report
Board Work Plan 2020/2021
Excerpt of Library Board By-laws

Attachment 6-A

Caledon Public Library Board Meeting
Monday, October 19, 2020
6:00 p.m.

MINUTES
Present:

Janet Manning (Chair); Paula Civiero (Vice-Chair); David Betty; Councillor Tony
Rosa; Sheralyn Roman; Councillor Christina Early; Catherine Jackson; Brenda
Clark and Jacqueline lafrate

Staff:

Colleen Lipp – CEO | Chief Librarian; Kelley Potter – Director Public Service;
Lesley Slobodian, Administrative Assistant

Guest:

David Arbuckle– General Manager, Strategic Initiatives, Town of Caledon

Note: This meeting was conducted electronically
1. The Chair called the meeting to order at 6:03PM
2. Indigenous Acknowledgment
We acknowledge that the land on which we gather, which form the Town of Caledon, is part of the
Treaty Lands and Territory of the Mississauga’s of the New Credit.
The Town of Caledon and the Region of Peel – the traditional territory of the A-nish-in-abek (Ojibway),
Huron-Wendat, Haud-en-osa-nee (Iroquois), and home to the Métis, was most recently, the territory
of the Mississauga’s of the New Credit First Nation.
We also acknowledge the cultural injustices of the past and express our collective hope full truth and
reconciliation in the future
On this day our meeting place is home to many Indigenous peoples (First nations, Métis and Inuit) from
across Turtle Island (North America).
We are grateful to have the opportunity to work on this land, and by doing so, we give our respect to
its first inhabitants.

3. Apologies for non-attendance: None
4. Approval of the Agenda
Motion: That the Caledon Public Library Board approve the agenda as amended to include a
discussion of Expanded Patron Access at the Inglewood Branch.
Moved: Paula Civiero
Seconded: Catherine Jackson
Carried.
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5. Disclosure of pecuniary interest: None
6. Consent Agenda
a. Minutes of the September 21, 2020 meeting
b. Strategic Actions Update
The CEO/Chief Librarian’s Report was extracted from the consent agenda for separate
discussion and consideration.
Motion: That the Caledon Public Library Board receive all remaining reports within the
consent agenda.
Moved: Councillor Tony Rosa
Seconded: Sheralyn Roman
Carried.
7. CEO/Chief Librarian’s Report
Motion: That the Caledon Public Library Board receive the CEO/Chief Librarian’s Report.
Moved: Brenda Clark
Seconded: Councillor Tony Rosa
Carried.
8. Expanded Patron Access
Motion: That the Caledon Public Library Board support the opening of the Inglewood Branch
for up to two days per week and the corresponding closures at other branches, to take effect
the week of November 9, 2020; and,
That the Caledon Public Library Board direct the CEO/Chief Librarian to provide a report as to
the status of all branch operations in January 2021.
Moved: Sheralyn Roman
Seconded: Jacqueline lafrate
Carried.
9. Business arising from the minutes
a. Diversity and Inclusion Policy Amendments
Motion: That the Caledon Public Library Board approve and adopt the amended Diversity and
Inclusion Policy.
Moved: Catherine Jackson
Seconded: Sheralyn Roman
Carried.
10. Staff Reports
a. Treasurer’s Report and Financial Statements
Motion: That the Caledon Public Library Board receive the Treasurer’s Report and related
financials.
Moved: Brenda Clark
Seconded: Paula Civiero
Carried.
Councillor Christina Early left the meeting at 7:45PM
b. Quarterly Performance Measures and Statistics – Q3 2020
Motion: That the Caledon Public Library Board receive the Quarterly Performance
Measures and Statistics – Q3 2020.
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Moved: David Betty
Carried.

Seconded: Jacqueline lafrate

c. Public Complaint Handling Policy Report
Motion: That the Caledon Public Library Board approve and adopt the revised Public
Complaint Handling Policy.
Moved: Catherine Jackson
Seconded: Paula Civiero
Carried.
d. Donation and Bequest Reserve Fund Policy Report
Motion: That the Caledon Public Library Board direct the CEO/Chief Librarian to amend the
policy as discussed for the Board’s consideration at the November meeting.
Moved: Sheralyn Roman
Seconded: Brenda Clark
Carried.
11. New Business
Councillor Tony Rosa shared email correspondence from Ward 1 Area Councillor Lynn Kiernan
expressing her appreciation for the Library Board’s resolution to provide expanded patron
access at the Inglewood Branch.
12. Board Work Plan
a. 2020/2021 Work Plan Review
Motion: That the Caledon Public Library Board approve the revised 2020/2021 Work Plan.
Moved: Catherine Jackson
Seconded: Jacqueline lafrate
Carried.
13. Public Question Period
There were no questions presented.
14. Upcoming Events
a. Library Boards: What is Your Data Telling You? – Wednesday, October 21, 2020, 3:00PM
Zoom Virtual Meeting – Registration via Learn HQ
15. Evaluation of Meeting
a. What was your key takeaway from today’s meeting?
• Library Board members expressed appreciation for meaningful conversations that
result in good resolutions.
• Controversial items were resolved with great respect.
• Updates from the Chief Librarian/CEO were fully recognized especially during
current challenging and unprecedented times because they are a valuable aid to
impactful decision making.
• Monthly evaluations support a review of noteworthy conversations held during
the meeting.
• The Library Board is comprised of a dedicated group of individuals.
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16. Time of next regular meeting:
Monday, November 16, 2020, 6 PM
17. Adjournment
Motion: That the meeting adjourn.
Moved: Councillor Tony Rosa
Carried.

Seconded: David Betty

The meeting adjourned at 8:14PM

_______________________
Janet Manning
Chair

_________________________
Colleen Lipp
CEO | Chief Librarian
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Attachment 6-B

CEO/Chief Librarian’s Report
Prepared by Colleen Lipp
November 2020

Services and Facilities
Service Recovery
As supported by the Board at the October meeting, hours of operation have been revised to
support pandemic service levels at all locations, including the Inglewood Branch. The limitations
of staff capacity, and the need to maintain distinct staffing bubbles, prompted a corresponding
reduction in hours at neighboring branches in Alton and Valleywood. Though it was initially
intended that hours of operation would remain consistent at all open branches, demand for
evening hours ultimately resulted in the following hours of operation at the Inglewood Branch:
• Wednesdays 10 AM – 2 PM
• Fridays 2 – 6 PM
It is anticipated that this change will meet the community’s needs for after-work access while
also ensuring that staff schedules align with the regular delivery of inter-branch materials.
Active screening of all visitors to library facilities is ongoing. Library staff have begun making use
of the online active screening form that was created by the Town. This form can be accessed via
the web and on handheld devices and all staff are expected to complete prior to entering the
workplace. Managers are also provided with access to these submissions as a means of auditing
staff compliance. Public entering the building continue to be screened by staff, with contact
tracing recorded manually.
With the introduction of enhanced public health measures in Peel Region, it remains unclear
what the weeks ahead will hold. As of the writing of this report, no further regulations regarding
the delivery of library services are expected in the short-term. If a continued escalation in cases
results in a shut-down, area libraries may be called upon to alter service delivery options
accordingly. The Library’s Management Team will continue to consult with our colleagues within
the Region and across the public library sector and will be developing plans to revert to Limited
Patron Access or Contactless Holds Pickup as necessary.
Albion Bolton Refurbishment
The refurbishment of the Albion Bolton Branch is an exciting project that will finally allow us to
bring many aspects of our technical and administrative services under one roof. This is a lot to
ask of what is a limited space and a very tight budget. As such, this project remains an exercise
in compromise. That being said, work is being guided by Lebel & Bouliane Architects, who have
readily listened to the Library’s concerns and are committed to ensuring that project funds are
efficiently and effectively allocated.

Preliminary plans for the Albion Bolton Branch improvements are attached as Appendix A. These
plans are the result of significant consultation with project architects and have been informed by
two class “D” costing exercises. The first of which prompted a redesign to reduce the cost of the
project by approximately $250,000 in order to remain on budget.
Next steps include the completion of the design development phase, including the undertaking
of a class “C” costing. This will then prompt the completion of construction drawings and the
release of a tender for construction. It is anticipated that this initial design work will be
completed in mid-November allowing for the issuance of a tender in the new year.
Funded by a capital project initiated by the Community Services Department, work will also
include the retrofit of branch lighting to LED. Recreation facilities staff have advised that
approximately $40,000 of the $250,000 total project will be available to support the Library’s
portion of the project. Unfortunately, this falls well below the forecast cost of near $100,000
provided by the architects. As a result, funds for furnishings, can no longer be supported by the
project budget and will be limited to any funds available through separate capital project budgets
for furniture replacement including $60,000 approved for 2020 and $40,000 requested for 2021.
Please note that these budgets typically support the replacement of furnishings at all locations.
Given these additional expenses and the lean nature of the project budget, Lebel & Bouliane have
developed strategies for repurposing and refinishing library shelving and other existing furniture
where possible. In an effort to stretch the budget further, library leadership will be investigating
the process for requesting that the associated permit fees, budgeted at $7000, be waived by the
Town.
There were some additional concerns that on-site work may be impacted by the municipality’s
ongoing negotiations with the local agricultural society, who owns the land on which the facility
sits. However, the Library was recently advised by Town staff, that as all work is to the interior
of the branch there should be no issues in this regard. Though any exterior staging of work is to
be located on the portions of land owned by the Town.
Board Development and Initiatives
Ontario Library Association Super Conference 2021
The Ontario Library Association (OLA) has confirmed that the 2021 Super Conference will go
ahead as a fully virtual offering scheduled from Wednesday, February 3 to Saturday, February 6,
2021. This includes the Ontario Library Board Association (OLBA) Boot Camp on the Saturday.
The agenda for the Board’s November meeting would typically include a report highlighting
sessions that are of relevance or interest to Board members. Trustees are then asked to inform
the CEO/Chief Librarian of their intent to attend with a related resolution approved at the
December meeting. As the details of the conference program are not yet available, no such
report has been prepared.

Despite this lack of available information, the Library has been advised of special conference
pricing that would allow for virtual attendance by all staff and trustees for a flat fee that falls well
below the total cost of traditional conference attendance. Taking advantage of this group
registration would allow all staff and trustees to create unique conference profiles and schedules,
access all 120 education sessions, including live keynotes and spotlights, and attend the virtual
expo. Access to this content would remain open for six months following the conference.
This approach negates the need for Board members to confirm their attendance prior to the
December meeting. Further conference highlights, details of OLBA Boot Camp sessions and
registration details will be shared as they are confirmed.
Amalgamation of SOLS and OLS-N
As reported in June 2020, the Southern Ontario Library Service (SOLS) and Ontario Library Service
– North (OLS-N) are working to amalgamate their organization in preparation for the start of their
new fiscal year in April 2021. This newly formed organization will be governed by the Ontario
Library Service (OLS) Board. The Board’s thirteen (13) members will be composed of nine (9)
elected representatives and four (4) Ministerial Appointees. Elected representatives will be
selected from each of the nine board assemblies which will represent libraries based on
population served. All public libraries will be invited to appoint an official board representative
to their respective Board Assembly. Each assembly will meet virtually three times annually. It is
understood that these assemblies will replace the SOLS Trustee Councils which are currently in
place.
Staff News
Information Technology Department Vacancy
A recent resignation by the Administrator, Network and Support within the Library’s IT
Department has reduced the capacity of the department by half. As of November 6, 2020 all
departmental responsibilities will fall solely to the Manager, Information Technology. As
technology is the foundation of nearly all library services, this vacancy will have immediate
implications on the Library’s ability to complete and initiate projects and service improvements.
Responses to requests for support and resolutions to service disruptions will be significantly
impacted until a successful candidate can be recruited and onboarded. Though the posting for
the position has already been closed, it is not anticipated that the vacancy may not be filled until
early in the new year.
The municipality’s technology staff have kindly offered some guidance but their availability to
provide the necessary level of support is challenged by their own demanding workload. Any
significant technical challenges may require the assistance of external contractors. This vacancy,
and the resulting impact on the full organization, highlights the crucial importance of the new
headcount requested as part of the Board’s 2020 and 2021 budget submissions.

Departmental Restructure
Library leadership has been working for some time to develop and implement a revised
organizational structure that will allow us to serve Caledon as it grows and demand for library
services shift. Given the lean nature of the Library’s staff complement, it has been our plan to
move to this new structure over a number of years, as opportunities and funds allow. The first
of these changes was prompted by the opening of the Southfields Branch, with the creation of a
new Branch Manager role. The planned improvements to the Albion Bolton Branch will allow us
to move forward with our next step. In anticipation of the refurbishment, the following changes
will take effective November 30, 2020.
•

•

•

Gillian Booth-Moyle, currently in the role of Manager, Technical Services, will assume the
role of Branch Manager, Albion Bolton Branch. In her new role, Gillian will be reporting
to Kelley Potter, Director, Public Service. All Public Service staff regularly working in
Bolton will report directly to Gillian.
Joan Rinaldi will continue her role as Technical Services Coordinator, though as a member
of the Information Services Department. She will report to Megan Renkema, Manager,
Information Services.
Suzanne Van Bakel will continue her role as Technical Services Assistant and will also be
joining the Information Services Department, reporting to Megan. She will also continue
to support the Communications and Community Development Department in many
aspects of their work.

These organizational changes will be supported by Gillian, Joan and Suzanne’s eventual
relocation to a refurbished Albion Bolton Branch and will mark the dissolution of the Technical
Services Department. This department’s budget had previously been reallocated during the 2020
budget process in anticipation of these planned organizational changes.
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Attachment 6-C

Strategic Actions Update
November 2020

Strengthen Facilities
The CEO/Chief Librarian accompanied Stephen Abram, of Lighthouse Consulting, on a site visit to all branch
locations. These visits will inform Lighthouse's work in developing the Library's new strategic plan.
Proposed floor plans for the refurbished Albion Bolton Branch have been shared with all library staff, as well as
the Town's Director of Community Services.

Invest in People
Development of library staff is ongoing, with staff representatives and members of the management team
participating in the following learning opportunities over the past month:
Child & Youth Expo - full day workshop
Communications Writing - webinar
Library Boards: What is Your Data (Telling You)? - webinar
Reading Graphic - webinar
Updating Your Strategic Plan in the Age of Covid-19 - webinar
A vacancy in the role of Part-Time Coordinator, Information Services has been filled.

Build Relationships
In partnership with Bethell Hospice, CPL hosted a virtual information session about palliative care.
Staff have been steadily contributing to the Youth Voice Collective's efforts to support youth employability and
develop connections between Caledon's youth and local businesses.
Members of CPL's Communications and Community Development Department will be participating in a newly
formed region-wide group dedicated to raising awareness of library services. Representatives of libraries in
Caledon, Mississauga and Brampton plan to meet quarterly to discuss challenges, share solutions, and build
opportunities for greater collaboration.
Members of the CPL team are actively participating in The Town of Caledon's development of an Age-Friendly
Action Plan. The resulting community-focused action plan is a response to Caledon's shifting demographics and a
means of identifying and addressing relevant community need.
CPL representatives will be meeting with a Community Engagement Specialist for Community Partnerships from
the Region of Peel, Caledon division. This meeting will provide an opportunity to advise regional staff about
Library services, as well as our role in the Caledon community, and to share insights about the communities
served and where our efforts may align.
The CEO/Chief Librarian participated in the Town's orientation session for new staff, informing them of the
Library's unique governance, raising awareness of library services, and encouraging cross-departmental
partnerships.

Encourage Discovery, Innovation and Creativity
Library staff continue their efforts to develop and implementing virtual programming, including the following:
An online "Ask-the-Lawyer" event
A Zoom-based Halloween Trivia Night
A virtual celebration of Diwali, highlighting traditional history and family customs
A session focused on Storm chasing in Ontario
A Virtual Battle of the Brushes program in recognition of Culture Days
A growing number of virtual class visits were scheduled
Continued interest in CPL's Teen Mystery Box Challenge Book Club
A Virtual Halloween Costume Party for families, complete with online activities, games and a costume
parade.
Online Story Times Online are experiencing increased participation since the introduction of Story Time Kits
earlier in the fall

Attachment 7-A
Date: November 16, 2020
To: Caledon Public Library Board
From: Colleen Lipp, CEO | Chief Librarian

Subject: Donation and Bequest Reserve Fund Policy Report
Recommendation:
That the Caledon Public Library Board review the drafted Donation and Bequest Reserve
Fund Policy for approval and adoption.
Background
The creation of this new policy was prompted by the recent resolution of Council approving the
creation of a Library Donation and Bequest Reserve Fund. A draft of this document was
originally shared with the Board at the October 19th meeting. Further amendments to the
attached draft were informed by the related discussion and resulting direction to the CEO/Chief
Librarian to revise for the Board’s further consideration.
The policy, once approved, will be shared with all staff and made available on the Library’s
website and in print upon request. A copy will also be shared with the Town Treasurer.
Financial Implication
None.
Recommended Motion
That the Caledon Public Library Board approve and adopt the Donation and Bequest
Reserve Fund Policy as amended.

Title Donation and Bequest
Reserve Fund Policy
Policy Number CPL-20-27
Policy Type Operational
Approval Date [approval date] 2020
Review Date [review date] 2022
Notes
Purpose
The Caledon Public Library Board Donation and Bequest Reserve Fund has been established by
the Town of Caledon to receive and hold donations and bequests received by the Caledon
Public Library until utilized to support special programs or initiatives outside of the annual
operating budget. The purpose of this policy is to provide Caledon Public Library with
guidelines for the management of reserves, including the relevant roles, responsibilities and
authorities granted to the Board and Management.

Guidelines
The following provides an overall framework and the terms of conditions for the management
and use of the Library’s Donation and Bequest Reserve:
Administration of Reserve Fund
•

The Library’s Donation and Bequest Reserve Fund will be an interest earning reserve to
be administered by the Town’s Finance division.

Contributions to Reserve Fund
•

Unexpended funds raised in any given year shall be transferred to the Donation and
Bequest Reserve Fund at the end of that fiscal year.

Allocation of Reserve Funds
•
•

Like all reserve funds held by the Town, allocation of the reserve will be managed in
alignment with relevant Town finance and procurement policies.
As per the Caledon Public Library Fundraising and Gift Acceptance Policy (CPL-18-23),
donations and bequests are welcomed for “the purpose of enhancing and enriching the
programs and services that the Library provides for the residents of Caledon”. As such,
unrestricted donations and bequests should not be used to pay for utilities, building
maintenance, administrative expenses, or other expenses typically supported by the
Library’s annual operating budget.

•

•

•
•

Funds will be allocated in accordance with any documented direction or conditions
stipulated by the donor. Library Management is authorized to expend designated
reserves for the purpose they were accumulated without Board approval.
Management is authorized to expend undesignated reserve funds on purchases of up to
$10,000 in support of one-time projects that fulfill Library objectives without Library
Board approval. All expenditures of undesignated reserves funds of over $10,000
require Library Board approval. Such approvals may be provided for individual
disbursements or through the adoption of a reserves allocation plan, identifying and
formalizing planned expenditures in support of a specific project or initiative. Such
plans shall detail any authority to expend reserve funds that is delegated to the
CEO/Chief Librarian or designate.
Staff will provide the Board with a summary of all disbursements from the Donation and
Bequest Reserve twice annually.
The Library may reflect the application of reserve funds to support proposed capital
projects, and offset municipal contributions, as part of the Library’s annual budget
proposal to the Town.

Related documents
•
•

CPL-18-23 Fundraising and Gift Acceptance Policy
Town of Caledon Purchasing By-law

Attachment 8-A

Treasurer’s Report
Prepared by Colleen Lipp
October 2020

2020 Budget
Financial statements, confirming budgets and expenditures as of October 31, 2020, are attached
as Appendix A. Specific items of note include the following:
•

•

•

•

Though not reflected in the attached financials, a further donation of $1966 was received
from the Bolton and District Horticultural Society. This is in addition to the $5000 that
was previously received. As the related expenditures will not be initiated until the new
year, these funds will be transferred to the Donation and Bequest Reserve Fund at year
end.
Costs of the new cleaning contract for the Albion Bolton and Southfields Village branches
continue to exceed the available budget. Though offset by a favourable variance during
2020, these cleaning costs will have a significant impact on the 2021 budget.
The recent vacancy within the Information Technology Department will result in a
favourable salary variance until such time that the position is filled. This may be offset by
the costs of external contractors, if required to supplement the available internal
capacity and expertise.
The pandemic has prompted concerns regarding our primary book vendor’s ability to
ship all ordered materials by year-end. This is a result of the vendor’s reduced capacity
and the delayed release of a large proportion of publishers’ titles – originally intended for
release earlier in 2020. As this procurement is funded through a capital account, funds
will remain available beyond the end of the fiscal year. This industry shift has also
informed the decision to maintain 2020 funding levels within the proposed 2021 budget,
despite the opening of a new branch.

2021 Budget
It was anticipated that a revised draft of the Library’s 2021 Proposed Budget would be available
for the Board’s review in November. However, given the cancelation of the scheduled meeting
with Town Finance, further work is necessary prior to finalizing and sharing this document.
Revisions are ongoing and the following will be included in the final draft budget for the Board’s
consideration:
•

The Town Treasurer has proposed that the municipally-funded portion of capital project
21-013 to create a maker, media and innovation lab within the Margaret Dunn
Valleywood Branch be full requested within 2021, rather than split across two years.

•

•

•

Language clarifying that this project will only proceed if grant funding is approved was
also added.
A joint Service Level Change related to the operating impact of the Caledon East
Community Centre Phase 4 and relocation of the Caledon East Branch is to be drafted.
This budget request will reflect the operating costs in support of both Recreation and
Library Services. Similar to the approach used in funding the Southfields Community
Centre and Library Branch, this will allow for the phasing in of operational costs over a
number of years in advance of the facility opening.
The Library’s base operating budget currently falls above the 1% increase directed by
Town Finance. This is largely the result of staff and facility costs – including the increased
cleaning costs at the Albion Bolton and Southfields Village branches – though excludes
initiatives that have been previously endorsed by Council – such as the elimination of
overdue fines. It has been suggested to Town Finance that one-time budget reductions
could be initiated as result of decreased service levels during the pandemic. These
reductions, if not temporary, would require service cuts once full operations resume.
Unfortunately, there is currently no mechanism for reflecting temporary budget
reductions within the municipal process.
Town Finance has been advised of the following options for meeting the budget
guidelines:
o The addition of $7000 in revenue resulting from the SOLS Connectivity Grant.
o The elimination of the inflationary increase previously requested to support staff
training, supported by the reduced costs associated with virtual learning.

Town Finance has been reminded that these changes will require Board approval prior to
Council’s consideration. Once the next draft of the budget is finalized and approved by the
Board, it is suggested that the CEO meet with the Board’s Council representatives along with the
Board and Finance Committee Chairs in advance of Council’s budget deliberations. This will
provide an opportunity to clarify the opportunities and challenges associated with the Library’s
budget and address any related questions.

Grants
Enabling Accessibility Fund (EAF)
As previously reported, the Library had applied to the small projects component of Employment
and Social Development Canada’s Enabling Accessibility Fund (EAF). This funding stream is made
available to improve accessibility and safety in community spaces and workplaces, including
public libraries. The requested funds of $36,688 were intended to support the installation of
eight (8) automatic door openers at the Albion Bolton and Caledon Village branches.
Unfortunately, the Library was recently advised that our improvements will not be funded due

to the large number of applications received. However, it was suggested that we may be
contacted by January 25, 2021 should funds become available.
SOLS Connectivity Funding
Southern Ontario Library Services (SOLS) recently announced that they will receive up to
$460,000 in Connectivity Funding from the Ministry of Heritage, Sport, Tourism and Culture
Industries for the fiscal year ending March 31, 2021. These funds will be used to support public
libraries’ connectivity costs.
While libraries serving populations under 20,000, will be fully reimbursed for their costs, libraries
serving populations in excess of 20,000 will be reimbursed at a percentage that will be
determined by the availability of remaining funds. Library staff will submit the required
reimbursement request in advance of the December 11th deadline. Payments will be calculated
for the 12-month period, and reimbursed in one cheque by January 15, 2021.
The Library received $7016.76 from this program in 2020. Given the conditional nature of these
funds, we have typically not reflected these tentative revenues within the proposed budget.
However, as mentioned above, given the need to remain within the mandated budget increase,
$7000 in revenue has tentatively been reflected within the revised budget.

Recommended Motions:
That the Caledon Public Library Board receive the Treasurer’s Report and related financials.

Appendix A

October

October

Monthly

YTD

YTD

YTD

Annual

Percentage

Annual

Budget

Actuals

Variance

Budget

Actuals

Variance

Budget

Expended

Variance

40010 Administration
50050 Miscellaneous

(750.00)

50125 Merchandise Sales

(250.00)

(7.75)

50319 Grants/Subsidies

(742.25)

(7,500.00)

(2,089.00)

(5,411.00)

(9,000.00)

23.2%

(6,911.00)

(250.00)

(2,500.00)

(39.00)

(2,461.00)

(3,000.00)

1.3%

(2,961.00)

(58,171.00)

58,171.00

(58,200.00)

100.0%

0.00

(29.00)

50570 Donations

(83.00)

(1.10)

(81.90)

(830.00)

(5,059.10)

4,229.10

(1,000.00)

505.9%

4,059.10

50705 Fines/Fees

(3,333.00)

(41.94)

(3,291.06)

(33,330.00)

(7,935.67)

(25,394.33)

(40,000.00)

19.8%

(32,064.33)

(292.00)

(2,920.00)

(980.51)

(1,939.49)

(3,500.00)

28.0%

(2,519.49)

(2,500.00)

29.6%

(1,760.50)

77.8%

47,237.89

50715 Programs

(292.00)

50725 Comm.Access Prgm Funding
50750 Book Sales

0.00
(215.00)

(215.00)

50770 FOL-Recoverable

(7,016.76)
(2,150.00)

0.00

(739.50)
(1,000.00)

7,016.76
(1,410.50)

7,016.76

1,000.00

16,903.00

16,586.99

316.01

166,849.00

166,010.11

61513 Benefits-Permanent

3,958.00

4,094.16

(136.16)

43,084.00

45,493.32

(2,409.32)

53,694.00

84.7%

8,200.68

1,000.00

7,661.45

(6,661.45)

1,000.00

766.1%

(6,661.45)

(10,465.23)

10,465.23

1,013.37

(1,013.37)

1.00

101337.0%

442.28

760.00

26.0%

562.28

1,750.00

3,500.00

0.0%

3,500.00

1,500.00

46.2%

806.26

61520 Wages-Casual Temporary
61522 Recovery-Wages-Casual Temp
61523 Benefits-Casual Temporary
62018 Operating Supplies

64.00

2.45

61.55

62113 Maint & Repairs-A/V Equip

640.00

197.72

1,750.00

62129 FOL-Initiatives
62244 Bank Charges
62253 Lib. Brd Education & Exp.
62310 Training/Development/Seminars

125.00

405.00
2,912.00

789.38

1,250.00

62335 Contracted Services
Total 40010 Administration

10,465.23

693.74

556.26

(1,012.37)

0.00

405.00

4,202.00

1,831.42

2,370.58

5,000.00

36.6%

3,168.58

2,122.62

29,201.00

18,163.44

11,037.56

32,576.00

55.8%

14,412.56

0.00

12,000.00

11,519.77

480.23

12,500.00

92.2%

980.23

1,197.00

1,197.00

9,607.00

4,214.37

5,392.63

12,000.00

35.1%

7,785.63

8.23

4,370.00

-0.2%

4,378.23

204.00

0.00
204.00

2,040.00

18.09
475.43

2,400.00

19.8%

(18.09)
1,924.57

3,000.00

85.0%

449.89

228,349.00

72.8%

62,010.66

62317 Audit
62319 Grants
62322 Postage

213,248.00

0.00
125.00

62311 Memberships/Dues
62314 Mileage

838.89

1,000.00

61510 Salaries-Permanent

(8.23)

251.00
21,096.00

251.00
21,422.19

(326.19)

1,127.59

(1,127.59)

(18.09)
1,564.57

2,510.00

2,550.11

224,903.00

166,338.34

58,564.66

(40.11)

11,603.02

(11,603.02)

953.81

(953.81)

40020 Emergency Management
62018 Operating Supplies
62335 Contracted Services
Total 40020 Emergency Management

0.00

(11,603.02)
(953.81)

0.00

1,127.59

(1,127.59)

0.00

12,556.83

(12,556.83)

0.00

(12,556.83)

61510 Salaries-Permanent

51,146.00

52,290.66

(1,144.66)

516,553.00

480,357.61

36,195.39

661,486.00

72.6%

61513 Benefits-Permanent

13,714.00

15,757.18

(2,043.18)

150,337.00

148,936.12

1,400.88

186,763.00

79.7%

37,826.88

61520 Wages-Casual Temporary

57,667.00

37,030.69

20,636.31

524,676.00

224,270.70

300,405.30

663,200.00

33.8%

438,929.30

8,542.00

5,889.46

2,652.54

80,106.00

37,478.46

42,627.54

100,674.00

37.2%

63,195.54

75.00

750.00

754.04

900.00

-0.4%

904.04

1,443.80

5,042.00

52.5%

2,393.80

1,996.00

113.2%

247,370.00

78.8%

41010 Library Public Services

61523 Benefits-Casual Temporary
62017 Caretaking Supplies

75.00

62018 Operating Supplies

480.00

62312 Insurance
62321 Rental-Facility

633.58

(153.58)
0.00

4,092.00

(4.04)
2,648.20

1,996.00

2,259.98

247,370.00

194,869.80

(263.98)
52,500.20

181,128.39

(263.98)
52,500.20

October

October

Monthly

YTD

YTD

YTD

Annual

Percentage

Annual

Budget

Actuals

Variance

Budget

Actuals

Variance

Budget

Expended

Variance

62335 Contracted Services

1,792.00

5,474.68

(3,682.68)

19,540.00

29,445.01

(9,905.01)

23,660.00

124.5%

(5,785.01)

62346 Courier

3,235.00

1,475.87

1,759.13

28,525.00

10,430.84

18,094.16

35,000.00

29.8%

24,569.16

136,651.00

118,552.12

18,098.88

1,573,945.00

1,130,693.33

443,251.67

1,926,091.00

58.7%

795,397.67

61510 Salaries-Permanent

32,428.00

28,710.12

3,717.88

306,195.00

288,110.52

18,084.48

371,055.00

77.6%

82,944.48

61513 Benefits-Permanent

8,511.00

8,426.69

84.31

87,853.00

90,208.06

(2,355.06)

104,877.00

86.0%

14,668.94

61520 Wages-Casual Temporary

6,183.00

3,551.01

2,631.99

76,554.00

32,574.90

43,979.10

96,800.00

33.7%

64,225.10

61523 Benefits-Casual Temporary

1,318.00

741.41

576.59

16,342.00

6,847.14

9,494.86

20,636.00

33.2%

13,788.86

272.00

63.45

208.55

2,720.00

2,823.02

(103.02)

3,300.00

85.5%

983.06

(983.06)

60,000.00

64,500.89

(4,500.89)

60,000.00

107.5%

62427 Cash Under/Over
Total 41010 Library Public Services

0.65

(0.65)

(0.65)

41015 Information Services

62018 Operating Supplies
62058 Online Databases
62414 Special Programs
Total 41015 Information Services

476.98
(4,500.89)

1,045.00

69.90

975.10

5,910.00

2,444.95

3,465.05

8,000.00

30.6%

5,555.05

49,757.00

42,545.64

7,211.36

555,574.00

487,509.48

68,064.52

664,668.00

73.3%

177,158.52

41020 Library Grants
50319 Grants/Subsidies (Revenue)

0.00

62319 Grants (Expenses)

0.00

Total 41020 Library Grants

0.00

(4,948.93)
218.34

0.00

(4,730.59)

4,948.93

(4,948.93)

(218.34)

218.34

4,730.59

4,730.59

41025 Library Info Technology
61510 Salaries-Permanent

13,682.00

13,682.20

(0.20)

138,316.00

138,316.77

(0.77)

177,127.00

78.1%

38,810.23

61513 Benefits-Permanent

3,011.00

3,479.50

(468.50)

38,347.00

41,187.50

(2,840.50)

46,883.00

87.9%

5,695.50

62018 Operating Supplies

508.00

922.27

(414.27)

5,080.00

2,504.09

2,575.91

6,100.00

41.1%

3,595.91

62304 Automation

150.00

150.00

20,100.00

13,080.98

7,019.02

20,400.00

64.1%

7,319.02

4,848.54

18,990.00

46.8%

10,096.54

2,376.00

98.8%

28.61

12,800.00

40.3%

7,636.12

62305 Computer Services

2,618.00

1,761.18

856.82

13,742.00

8,893.46

2,376.00

2,347.39

370.00

202.15

167.85

10,573.00

5,163.88

5,409.12
1,329.73

62312 Insurance
62335 Contracted Services
62396 Mobile Phones / Pagers
62397 Telephone

582.00

562.37

3,384.00

3,568.04

19.63

5,887.00

4,557.27

(184.04)

22,809.00

23,102.58

974.00

17,915.00

13,524.13

7,400.00

61.6%

2,842.73

30,110.00

76.7%

7,007.42

4,390.87

19,200.00

70.4%

5,675.87

(293.58)

63037 Software Licence Subscription

974.00

Total 41025 Library Info Technology

25,279.00

24,177.71

1,101.29

275,145.00

252,678.05

22,466.95

341,386.00

74.0%

88,707.95

61510 Salaries-Permanent

24,211.00

18,278.00

5,933.00

243,658.00

183,714.54

59,943.46

311,988.00

58.9%

128,273.46

61513 Benefits-Permanent

6,402.00

5,082.41

1,319.59

70,095.00

56,237.33

13,857.67

85,532.00

65.8%

41,408.38

(41,408.38)

9,442.02

(9,442.02)

41030 Youth Services

61520 Wages-Casual Temporary

0.00

61523 Benefits-Casual Temporary
62018 Operating Supplies
62414 Special Programs
Total 41030 Youth Services

0.00

29,294.67
(41,408.38)
(9,442.02)

150.00

9.77

140.23

1,110.00

304.90

805.10

1,200.00

25.4%

895.10

1,800.00

516.34

1,283.66

18,658.00

4,579.08

14,078.92

20,000.00

22.9%

15,420.92

32,563.00

23,886.52

8,676.48

333,521.00

295,686.25

37,834.75

418,720.00

70.6%

123,033.75

18,671.00

18,671.20

188,797.00

188,799.84

241,780.00

78.1%

52,980.16

41035 Communications/Community Dev
61510 Salaries-Permanent

(0.20)

(2.84)

October

October

Monthly

YTD

YTD

YTD

Annual

Percentage

Annual

Budget

Actuals

Variance

Budget

Actuals

Variance

Budget

Expended

Variance

61513 Benefits-Permanent

4,756.00

5,163.79

(407.79)

53,547.00

57,536.18

(3,989.18)

65,649.00

87.6%

8,112.82

61520 Wages-Casual Temporary

4,928.00

4,348.60

579.40

46,995.00

42,430.75

4,564.25

60,300.00

70.4%

17,869.25

61523 Benefits-Casual Temporary

4,014.59

12,315.00

42.0%

7,136.59

4,730.00

91.0%

425.47

1,006.00

519.61

486.39

9,193.00

5,178.41

62018 Operating Supplies

394.00

9.77

384.23

3,940.00

4,304.53

62304 Automation

250.00

1,008.45

(758.45)

5,250.00

3,812.25

1,437.75

6,000.00

63.5%

2,187.75

2,000.00

1,181.94

818.06

11,786.00

6,108.21

5,677.79

14,700.00

41.6%

8,591.79

550.00

4,900.00

2,434.30

2,465.70

6,000.00

40.6%

3,565.70

62315 Printing & Advertising

(364.53)

62335 Contracted Services

550.00

62414 Special Programs

631.00

310.18

320.82

6,736.00

2,272.52

4,463.48

8,000.00

28.4%

5,727.48

33,186.00

31,213.54

1,972.46

331,144.00

312,876.99

18,267.01

419,474.00

74.6%

106,597.01

Total 41035 Communications/Community Dev
41040 Library Tech Services
61510 Salaries-Permanent

0.00

0.00

0.00

61513 Benefits-Permanent

0.00

0.00

0.00

62018 Operating Supplies

0.00

0.00

0.00

62335 Contracted Services

0.00

0.00

Total 41040 Library Tech Services
Total Caledon Public Library

Total Caledon Public Library-Lending Services

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

3,294,232.00
3,294,232.00

2,653,608.68
2,653,608.68

640,623.32

640,623.32

3,998,688.00
3,998,688.00

298,532.00

262,925.31

35,606.69

298,532.00

262,925.31

35,606.69

Capital Project Expense Report - as of October 31, 2020
Budget

Expended

Expended

Total Project

Remaining

Percentage

Previous Year(s)

2020 YTD

Spend to Date

Funding

Expended

Status

Previous Year Capital Projects
16-002 Library IT Equipment Replacement

55,000

47,446.44

30,000.00

29,546.42

18-040 Southfields Opening Day Collections

400,000.00

354,781.61

18-043 Lib Website Redesign & Improvements

10,000.00

19-033 Library IT Equipment

76,000.00

46,220.65

18-039 Library Furnishing Replacement

19-034 Library Furnishing Replacement

632.31

30,000.00

16,637.38

561,000.00

0.00

19-037 Wireless Public Print Management System

12,800.00

6,824.03

19-038 Library IT Audit/Network Assessment

15,000.00

0.00

19-039 Library Community Outreach Kits
Multi-Year Capital Projects

6,000.00

2,331.45

16-004 Mayfield West Library

4,950,000

19-036 Albion Bolton Branch Refurbishment

3,654,865.36

6,463.44
366.34

53,909.88

1,090.12

98.0%

Closed

29,912.76

87.24

99.7%

Delayed due to Covid-19 Pandemic

50,638.54
6,278.81

405,420.15

(5,420.15)

101.4%

Delayed due to Covid-19 Pandemic

6,911.12

3,088.88

69.1%

Proceeding as planned

20,885.10

67,105.75

8,894.25

88.3%

Delayed due to Covid-19 Pandemic

4,808.31

21,445.69

8,554.31

71.5%

Delayed due to Covid-19 Pandemic

0.00

561,000.00

0.0%

Delayed due to Covid-19 Pandemic

10,935.13

1,864.87

85.4%

Delayed due to Covid-19 Pandemic

0.00

15,000.00

0.0%

Placed on hold for balance of 2020

5,267.75

732.25

87.8%

Delayed due to Covid-19 Pandemic

119,832.59

97.6%

Delayed due to Covid-19 Pandemic

4,111.10
2,936.30
1,175,302.05

4,830,167.41

233,056.19

233,056.19

Current Year Capital Projects
20-013 Library Collections and Materials
59275 Capital Donations
Total Library Collections and Materials (20-013)
20-014 Library IT Equipment

450,000.00

216,943.81

51.8%

217,193.81

51.8%

Delayed due to Covid-19 Pandemic

250.00
450,250.00
125,485

233,056.19
3,341.81

233,056.19
3,341.81

122,143.19

2.7%

Delayed due to Covid-19 Pandemic

20-015 Library Furnishings

60,000

0.00

60,000.00

0.0%

Placed on hold for balance of 2020

20-016 Library Strategic Plan

25,000

0.00

25,000.00

0.0%

Proceeding as planned

0.00
66.4%

1,345,079.32

66.4%

1,345,079.32

Attachment 8-B
Date: November 16, 2020
To: Caledon Public Library Board
From: Colleen Lipp, CEO | Chief Librarian

Subject: Art Exhibit, Display and Community Information Policy Report
Recommendation:
That the Caledon Public Library Board review the revised Art Exhibit, Display and
Community Information Policy for approval and adoption.
Background
The Art Exhibit and Display Policy was first drafted and approved by the Board in November
2016. This document established the conditions and context within which the Library supports
the posting of community information and display space for local community artists and
groups. It was subsequently amended in November 2018 to better reflect the increased use of
library space to host outreach from community partners.
Additional revisions are recommended, within the attached draft, as a means of highlighting
the provision of online exhibit and community information platforms. Language has also been
added to confirm the reconsideration process, previously approved within recent revisions to
the Collection Development Policy and (CPL-16-12) and Programming Policy (CPL-18-25).
The revised policy, once approved, will be communicated to staff and made available on the
Library’s website and in print upon request.
Financial Implication
None.
Recommended Motion
That the Caledon Public Library Board approve and adopt the revised Art Exhibit, Display
and Community Information Policy.

Title Art Exhibit, Display and Community
Information Policy
Policy Number CPL-16-16
Policy Type Operating
Approval Date [approval date] 2020
Review Date [review date] 2022
Notes Initially adopted November 21, 2016 and updated November 16, 2018
Purpose
Caledon Public Library recognizes its role as a source of information and inspiration to the
community. This policy establishes the conditions and context within which Caledon Public
Library supports the posting of community information and display space for local community
artists and groups.

Guidelines
Art Exhibits and Displays
Caledon Public Library (CPL) facilitates art exhibits, both in branch and online, as part of its
programming and partnership efforts. Applications from individuals and organizations seeking
to display art are also welcomed. The CPL Art Exhibit/Display Application and Agreement
(Appendix A) is available via the Library’s website. Preference will be given to exhibitors who
participate in the Library’s Artful Caledon initiative or other Library art-based programs or who
live or work in Caledon. No charges will be levied for exhibition space.
Applications are reviewed by Library staff on an as-needed basis and are selected according to
the following criteria:
•
•
•
•
•
•

availability and suitability of space;
community interests and needs;
historical significance or representation of emerging trends;
quality of implementation;
relation to past/future library exhibits or programs; and,
suitability of physical form.

The Library retains the right to determine the suitability of any proposed exhibit for display and
reserves the right to reject any part of an exhibit.
Artists displaying their work cannot have exclusive use of the space and charges may not be
made for viewing exhibits without express permission of the Board.
Caledon Public Library will not act as agents for exhibitors, but may display price lists and
information for prospective purchases. It is expected that all items submitted will remain on
display for the agreed time, even if sold.

The individual or organization agrees to indemnify and hold harmless, the Caledon Public
Library, its employees, the Board and the Town of Caledon from liability in case of theft,
vandalism, or any other loss or damage to the exhibited materials. The individual or
organization may be held liable for repairs to the Library that is a direct result of damages
caused by a display or by its installation or removal. The Library cannot provide storage for the
property of individuals or organizations displaying in the Library.
No installation will be made until a signed Art Exhibit/Display Application and Agreement is
received and approved. Any applications submitted by a minor must be signed by the legal
guardian. The Agreement confirms the following terms and conditions:
1. The Artist(s) or Exhibitor(s) agrees that the branch, location and dates of exhibit will be
determined by Caledon Public Library.
2. The Artist(s) or Exhibitor(s) is responsible for delivering art work (or Exhibits) to a
specified branch of Caledon Public Library at a predetermined time.
3. The Artist(s) or Exhibitor(s) will install and remove art work/exhibits him/herself under
the supervision of a Caledon Public Library staff member. The installation, exhibition
and removal of art work or exhibits is the sole responsibility of the Artist(s) or
Exhibitor(s), under the supervision of a Caledon Public Library staff member.
4. The Artist(s) or Exhibitor(s) will not cause damage to Caledon Public Library property by
installation or removal of art work or exhibit.
5. The Artist(s) or Exhibitor(s) is responsible for insuring the art work or exhibit as it is
installed and displayed by him/her and agrees that Caledon Public Library will not insure
the artwork or exhibit displayed.
6. The Artist(s) or Exhibitor(s) agrees that Caledon Public Library may be required to move
any artwork or exhibit from its original installation; as well, Caledon Public Library may
require the Artist(s) to remove any art work or exhibit from the Library at any time.
7. The Artist(s) or Exhibitor(s) agrees that the Library has the right to photograph the
Artist(s), their work and exhibit(s) for publication, promotion and documentation; this
includes the Library website, media and social media outlets.
8. The Artist(s) or Exhibitor(s) will provide a completed Art Exhibit/Display Information
Sheet prior to the time of installation and descriptive signs/labels for each of the pieces.
Each display or exhibit shall also include information indicating who prepared it and
whom to contact for further information.
9. Artist(s) or Exhibitor(s), making use of the Library’s online platforms, grant Caledon
Pubic permission to upload and share their artwork or exhibit on the library website,
social media and other virtual spaces.

Distribution and Posting of Community Information
Caledon Public Library displays and shares information in the form of pamphlets, posters,
brochures or digital materials on behalf of cultural, educational, social service and volunteer
agencies serving the Caledon community. The content of the information provided by
community organizations does not necessarily reflect the priorities or values of the Caledon
Public Library. The Library does not necessarily support the aims or objectives of groups whose
material may be on display.
The Library reserves the right to assess the suitability and relative importance of submitted
display materials and may refuse to display some materials.
The Library will not display or distribute:
•

Materials that contravene the Ontario Human Rights Code, federal or provincial laws
and regulations, municipal by-laws and/or Caledon Public Library policies and
procedures;

•

Materials whose primary focus and/or editorial policy is partisan or political in nature
and communications from political representatives. However, political materials may
be eligible when announcing community meetings or forums for discussion of
community issues;

•

Faith-based materials whose primary purpose and/or editorial policy is promoting a
particular religion;

•

Materials that are primarily devoted to the sale, advertising, solicitation or promotion
of commercial products or services;

•

Materials in unsuitable formats (e.g. oversized materials);

•

Fundraising or pledge forms with the exception of local community-based non-profit
endeavors.

The number of materials displayed for any group or organization will be limited at the
discretion of the Library. The length of time that materials are displayed is subject to demand
and space availability. Materials deposited or posted without Library permission may be
removed from display.
All material becomes the property of Caledon Public Library. The Library does not accept
responsibility for the loss, damage or safe return of materials. Materials will be disposed of at
the conclusion of the display period.
The Library may also share community information via its website and social media channels.
As per the Caledon Public Library Social Media Policy (CPL-17-19), CPL “will use social media
channels to extend the Library’s welcoming environment and provide a venue for
communication between customers, partners and library staff in a manner that is consistent
with the Library’s mission, vision and service values.”

Public Notice Boards
The Caledon Public Library provides two types of Public Notice Boards within our branches:
a) Community Information Boards are provided as a means of sharing local community
information. Preference is given to cultural, educational, social service and volunteer
agencies serving the Caledon community. Posting of personal notices or notices of items
for sale is permitted if space allows and must comply with all limitations listed above.
b) Caledon Public Library Information Boards are reserved for use by the Caledon Public
Library and provide a venue for raising awareness of Library programs, services and
collections.
In some facilities, space dedicated to each of the above functions is located on the same notice
board.
Information Booths and Community Corner
The Library permits hosted information and service booths for community groups, non-profit
groups, and charities. A dedicated “Community Corner” is located in the Albion Bolton Branch
to allow local community service providers to offer regularly scheduled remote services to
Caledon residents. Similar opportunities may exist at all library locations.
Written requests for space should be directed as a Program Proposal Form (Appendix B) to the
Manager, Communications and Community Development, including a brief description of the
host organization and the purpose and content of the display or services. A Program
Agreement (Appendix C), confirming the responsibilities and deliverables of all parties, may
then be drafted.
The Library will provide a designated space, table, and chair. Display units, signs, promotional
material and all other supplies are the responsibility of the group.
The booth or other spaces provided by the Library may not be used for sales or solicitation of a
commercial product or service. Additionally, library spaces may not be used in support of or to
advocate for political or religious purposes.
The guiding principles referenced in the Caledon Public Library Partnership Policy (CPL-17-21)
will be used in considering the suitability of any organization who is seeking to make use of
library spaces as a means of sharing information or services. The Library reserves the right to
assess the suitability of the proposed booking and to refuse the request.
Sales, Solicitations & Petitions
As per the Caledon Public Library Operational Policy (CPL-16-04), “solicitation of donations or
the sale of tickets or other promotional materials for fundraising or commercial purposes is not
permitted in the Library, with the exception of Library Board or Town of Caledon sponsored
events. The Library may allow the sale of merchandise by community partners and sponsors at

library programs and/or events. With the exception of books, such sales shall be considered
only in cases when the intended audience is teens or adults. The Library will continue with the
distribution and collection of donations for Remembrance Day Poppies at the Library
notwithstanding this policy.”
Solicitations by members of the public are not permitted in the Library, either in person, or by
petition. Petitions originating with the Library Board or the Town Council are permitted.
Requests for reconsideration
The provision of exhibits and sharing of information that is balanced and represents diverse
points of view may result in the display of materials that some members of the public consider
to be controversial in nature.
Individuals or groups who object to materials on display may express their concern by filling out
a “Request for Reconsideration” form (Appendix D) and submitting it to the appropriate staff
member. Responses to these requests are guided by the Library’s core value of intellectual
freedom, including the following key principle:
Individuals have the right to reject for themselves material of which they do not
approve but this right does not extend to allow them to restrict the intellectual freedom
of others.
In the majority of cases, the final operational decision regarding exhibits and community
information rests with the CEO/Chief Librarian; however, some patrons may subsequently
choose to escalate their request to the Board’s attention. In such cases, the request for
reconsideration will be received by the CEO/Chief Librarian who will inform the Board of the
request and related considerations. The Board is the final authority in such cases. When the
review is complete, the individual or group will receive an explanation of the decision from the
office of the CEO/Chief Librarian.
Feedback
Questions regarding this policy, including appeals of unapproved applications for exhibit or
display, should also be directed in writing, to the CEO and Chief Librarian.
Office of the CEO and Chief Librarian
Caledon Public Library
6500 Old Church Road
Caledon, ON L7C 0H3
519.927.5662 905.857.1400 X 215
CEO@caledon.library.on.ca

Related Documents:

•
•
•

CPL-16-04 Caledon Public Library Operational Policy
CPL-17-19 Caledon Public Library Social Media Policy
CPL-17-21 Caledon Public Library Partnership Policy

Appendix A

Art Exhibit/Display
Application and Agreement
Name of Artist(s) or Exhibitor(s)__________________________________________________________________
Organization (if applicable):_____________________________________________________________________
Contact Information:
Phone: _______________________________________ Email: ______________________________________
Website (if applicable): _______________________________________________________________________
A completed Art Exhibit/Display Information Sheet for each Artist has been provided to Caledon Public Library’s
Communications & Community Development Department:

□yes

□no

The art work and/or exhibit will remain on display for the period from _____________________________ to
___________________________ at the ______________________________ branch of Caledon Public Library.
Set up of the exhibit will take place on _____________________________, 20_____ @ __________ am/pm.
Take down of the exhibit will take place on __________________________, 20_____ @ __________ am/pm.

1.

The Artist(s) or Exhibitor(s) agrees that the branch, location and dates of exhibit will be determined by Caledon Public
Library.

2.

The Artist(s) or Exhibitor(s) is responsible for delivering art work (or Exhibits) to a specified branch of Caledon Public
Library at a predetermined time.

3.

The Artist(s) or Exhibitor(s) will install and remove art work/exhibits him/herself under the supervision of a Caledon Public
Library staff member. The installation, exhibition and removal of art work or exhibits is the sole responsibility of the
Artist(s) or Exhibitor(s), under the supervision of a Caledon Public Library staff member.

4.

The Artist(s) or Exhibitor(s) will not cause damage to Caledon Public Library property by installation or removal of art work
or exhibit.

5.

The Artist(s) or Exhibitor(s) is responsible for insuring the art work or exhibit as it is installed and displayed by him/her and
agrees that Caledon Public Library will not insure the artwork or exhibit displayed.

6.

The Artist(s) or Exhibitor(s) agrees that Caledon Public Library may be required to move any artwork or exhibit from its
original installation; as well, Caledon Public Library may require the Artist(s) to remove any art work or exhibit from the
Library at any time.

7.

The Artist(s) or Exhibitor(s) agrees that the Library has the right to photograph the Artist(s), their work and exhibit(s) for
publication, promotion and documentation; this includes the Library website, media and social media outlets.

8.

The Artist(s) or Exhibitor(s) will provide a completed Art Exhibit/Display Information Sheet prior to the time of installation
and descriptive signs/labels for each of the pieces. Each display or exhibit shall also include information indicating who
prepared it and whom to contact for further information.

9.

Artist(s) or Exhibitor(s), making use of the Library’s online platforms, grant Caledon Pubic permission to upload and share
their artwork or exhibit on the library website, social media and other virtual spaces.

DISCLAIMER: I/We further agree to indemnify fully and save harmless the Town of Caledon, including the Caledon Public
Library Board, their officers, agents, officials, and employees, from any and all actions, suits, claims, and demands whatsoever,
and from all losses, costs, charges, damages, and expenses, including legal costs on a substantial indemnity basis and
disbursements, which may be made by any party against the Town of Caledon, including the Caledon Public Library Board, or
which may be incurred, sustained or paid by the Town of Caledon, including the Town of Caledon Public Library Board, in
consequence of my acts or omissions in the course of installing or dismantling my art display at a Caledon Public Library facility,
or otherwise arising from my use of the space at a Caledon Public Library facility to display my artwork.
By signing below I/we further agree to release, waive and forever discharge Town of Caledon, including the Caledon Public
Library Board, from all actions, claims, demands, debts, costs or liabilities whatsoever with regard to any and all damages that
may be caused to my art display for so long as my art display is exhibited at a branch of the Caledon Public Library, including
any periods of storage at the Caledon Public Library facility when my art display is not on public display, howsoever such
damage was caused and from any injuries that I may sustain in the course of installing or dismantling my art display at the
Caledon Public Library.

Artist, Exhibitor, or Representative (please print)

Caledon Public Library representative (please print)

Signature

Signature

Date

Date

Art Exhibit/Display
Information Sheet
Name of Artist(s) or Exhibitor(s)________________________________________________________________
Organization (if applicable):___________________________________________________________________
Date of exhibit: ____________________________________________________________________________
Artist Biographical Information

Title of work

Description of work

Sale price (if applicable)

Title of work

Description of work

Sale price (if applicable)

Appendix B

Program Proposal Form

Proposal submitted by:
Name:
Organization Name:
(if applicable)

Website:
I
Address:
City:

Province:

Phone:

Email:

Postal Code:

Program Type
☐ Author Reading
☐ Lecture
☐ Performance
☐ Other ________________________

☐ Single Workshop
☐ Series Workshop
☐ Discussion Group

Intended Audience (please select all that apply)
☐ Adult
☐ Seniors
☐ Teens

☐ Children
☐ Families
☐ Other ________________________

Program Title and Description
Please provide a title and brief description of the program, including length and format of program and any
requirements for technology or other supports. Please also include any requests to sell or promote products or
services.

Program Costs
Is there a cost to the Library or participants associated with this program? Please note that the Library may opt to
recover up to 25% of any participant fee to cover costs related to staffing, marketing etc.

☐ Yes, a flat fee would be charged to the Library for the program
☐ Yes, a fee would be charged to each participant
☐ No, there is no cost to the Library or participants
☐ Other ________________________
Please provide details of the proposed costs to the Library and/or particpants.

Experience
Please summarize your experience in provding similar programming or as it relates to the proposed subject matter.
Include any relevant website information or links or attach a resume if preferred.

Appendix C

Program Agreement
Name of Program Facilitator(s) or Organization: Click here to enter text.
Contact Information:
Phone: Click here to enter text.
Email: Click here to enter text.
Website (if applicable): Click here to enter text.
Title of program: Click here to enter text.
Date(s) of Program: Click here to enter text. Number of Programs: Click here to enter text.
Type of Program:

In Person ☐

Virtual ☐ If virtual, please indicate preferred platform:

Description of Program: Click here to enter text.
Target audience:

Children☐ Family☐ Tween ☐ Teen ☐ Adult ☐ Senior ☐ All ages ☐

Minimum audience size:

Maximum audience size:

Drop in program:

Equipment needs: Click here to enter text.
Short bio of facilitator: Click here to enter text.
Fee to participants (if applicable): $

OR

FREE ☐

Total cost to Caledon Public Library: $
Caledon Public Library requires an invoice for services rendered. Please indicate the preferred
method of payment: Cheque ☐
Credit card ☐
As a program facilitator or organization, I/we acknowledge that:
•

Pictures/video recordings: Library staff may elect to take pictures and other recordings
of the program for marketing, publicity or educational purposes. Pictures and other
recordings may be used on various library social media channels, including but not
limited to: Facebook, Instagram, and Twitter, YouTube, and Niche Academy; in press
releases and on the library website. The facilitator will be informed prior to the event if
pictures will be taken and/or, as agreed between CPL and facilitator, will be recorded.
All pictures and recordings remain the sole property of the Caledon Public Library,
though links to the content can be shared.

•

AODA Compliance: As a program facilitator/organization/vendor of the Town of
Caledon and/or Caledon Public Library, I acknowledge that I have read, understand and
am compliant with all accessibility standards under the Accessibility for Ontarians with
Disabilities Act, 2005, as amended from time to time, and the Caledon Public Library
Accessible Customer Service Policy. A copy of the AODA training guide can be found on
the Town of Caledon website.

•

Proof of Insurance: Third parties (i.e. vendors, caterers, performers, etc.) may be
required to carry general liability Insurance, as confirmed by library staff.
____ Insurance required, please attach a certificate of insurance naming the Caledon
Public Library and Town of Caledon as additional insured.
____ Insurance not required.
____Other, please specify______________________________________

Program Facilitator or Organization
(please print)

Caledon Public Library representative
(please print)

Signature

Signature

Date

Date

Appendix D

Request for Reconsideration
Request submitted by:
Name:
Organization Name:
(if applicable)

I
Address:
City:

Province:

Phone:

Email:

Postal Code:

Do you represent:
☐ Yourself and/or your child/children
☐ An organization (please include organization name above)
What is the title of the material or program of concern? Please include relevant details such as author,
publication and/or date and location of event or display.

What is the basis of your objection? Please be specific, cite passages, describe image, program details, etc.

What do you think might be the result of reading/viewing/listening to this material, exhibit or display or
attending this program?

Have you read or examined the entire work?
Did you attend the entire program?
Did you view the display or exhibit in person?

☐ Yes
☐ Yes
☐ Yes

☐ No
☐ No
☐ No

☐ Not applicable
☐ Not applicable
☐ Not applicable

If not, what portion have you viewed, attended, or examined?

What action would you recommend that the Library take in response to this request?

Is there other information that you wish to share or other points of view on this topic that you would
like the Library to consider when reviewing this request?

I understand that this Request for Reconsideration will be reviewed within the guidelines of the Caledon
Public Library Collection Development Policy (CPL-16-12) and/or the Caledon Public Library
Programming Policy (CPL-18-25) and that, as such, the submission of this request may not prompt any
changes to the collections, programs or services of the Caledon Public Library.

Signature

Date

For Staff Use:
Date Received: mm-dd-yyyy

Staff member:

Date Reviewed: mm-dd-yyyy

Staff member:

Recommended Action:
Comments:

Attachment 8-C
Date: November 16, 2020
To: Caledon Public Library Board
From: Colleen Lipp, CEO | Chief Librarian

Subject: Schedule of 2021 Library Board Meetings
Recommendation:
That the Caledon Public Library Board review the drafted schedule of 2021 Library Board
meetings for recommendation and approval.
Background
Despite recent revisions to the Public Library Act, requiring that “a board shall hold at least
seven (7) regular meetings in each year,” the Caledon Public Library Board By-Laws (CPL-16-06)
maintain that CPL will continue to hold ten (10) meetings annually. As a result, regular meetings
cancelled due to weather, statutory holiday or lack of quorum need not be rescheduled, though the
Board may opt to do so.
As per the By-Laws, “meetings of the Caledon Public Library Board are generally scheduled for
the third Monday of the month at 6:00 PM with the exception of February and July”. That
being said, the Board may decide to change a regular meeting date for reasons deemed
acceptable.
The following proposed schedule of meetings for 2021 generally aligns with the terms of the
By-Laws with exceptions noted within the comments field.
Month

Date

Comments

January

Mon. January 18, 2021

February

No meeting

The third Monday in February is Family Day.

March

Mon. March 1, 2021

Rescheduled from March 15 due to March
Break. Please note that this would likely result
in the delay of receipt of the final strategic plan
to the April meeting.

April

Mon. April 19, 2021

May

Mon. May 17, 2021

June

Mon. June 21, 2021

July

No meeting

August

Mon. August 16, 2021

Tentatively scheduled. May be cancelled if
municipal 2022 budget timelines are revised.

September Mon. September 20, 2021
October

Mon. October 18, 2021

November

Mon. November 15, 2021

December

Mon. December 20, 2021

The scheduling of a regular meeting in August, rather than February, has supported the Board’s
submission of approved budgets to Town Finance in advance of the early September timelines
imposed by the municipality in recent years. This schedule was slightly delayed in 2020 and it
remains to be seen if this new approach will be maintained in 2021. Pending communications
of municipal timelines and availability of budget documentation, it is recommended that the
Board tentatively approve the scheduling of an August meeting. Please note that the creation
of a draft library budget is largely dependant on information provided by the municipality. Any
delay in the receipt of this information would hinder Library Administration’s ability to draft a
comprehensive budget proposal. In such a case, the Board may wish to cancel the August
meeting.
It is recommended that the Board continue meeting electronically until such a time that
meeting restrictions resulting from the pandemic have been lifted and meetings can be
scheduled in a manner that is safe for all in attendance. At that time, it is suggested that the
location of meetings alternate between the Albion Bolton Branch and the Southfields Village
Branch. The regular hours of operation at both facilities support the requirement that meetings
be open and accessible to the public.
As stipulated in the Caledon Public Library By-Laws, additional meetings of the Board “may be
summoned at any time by the Chairman, and it shall be her duty to convene a special meeting
when requested to do so in writing by two members of the Board”.
Financial Implication
None.
Recommended Motion
That the Caledon Public Library Board receive and adopt the proposed schedule of Board
meetings for 2021.

Attachment 9-A

Joint Strategic Planning Committee
Wednesday, October 21, 2020
6:00 PM

MINUTES
Present:

David Betty; Brenda Clark; Janet Manning; Colleen Lipp – CEO | Chief Librarian;
Mary Maw – Manager, Communication and Community Development; Kelley
Potter – Director, Public Service; Megan Renkema – Manager, Information
Services

Guests:

Stephen Abram – Lighthouse Consulting

Absent:
Note: This meeting was conducted electronically
The meeting was called to order at 6:02 PM
1. Apologies for non-attendance: None
2. Approval of the Agenda
Motion: That the Agenda be approved.
Moved: Mary Maw
Carried

Seconded: Janet Manning

3. Selection of Committee Chair
Colleen Lipp indicated her willingness to assume the role of Chair.
Motion: That Colleen Lipp be confirmed as Chair of the Joint Strategic Planning Committee.
Moved: Brenda Clark
Seconded: David Betty
Carried
4. Review of Procurement Process and Successful Response
The committee was provided with an explanation of the procurement process and the criteria
used in selecting the successful proposal.
a. Lighthouse Consulting Proposal
Motion: That the Joint Planning Committee receive the selected proposal.
Moved: Janet Manning
Seconded: Brenda Clark
Carried
b. Review of Proposed Work Plan / Timeline
Motion: That the Joint Planning Committee approve the work plan/timeline.
Moved: Kelley Potter
Seconded: David Betty
Carried

Stephen Abram of Lighthouse Consulting joined the meeting at 6:32 PM
5. Review of Project Plans with Consultant
A discussion of the project plan was informed by a number of questions raised by committee
members. This included queries related to the approach to stakeholder and resident
engagement, the timing of facilitated workshops of the full Board and Management Team
and the impact of the pandemic on the planning process and the plan itself. Specific
strategies for engaging non-users were also discussed. It was requested that Lighthouse
Consulting provide an updated Gantt chart featuring a more granular timeline, reflecting the
change in the contract start date and anticipated scheduling of all engagement efforts and
deliverables.
6. Overview of Supporting Documentation
The committee discussed additional documents that it might be beneficial to share with the
consultant.
Motion: That the Joint Planning Committee receive the inventory of supporting
documentation as amended
Moved: Megan Renkema
Seconded: Kelley Potter
Carried
7. New Business
The following next steps were identified and
a. Next Steps
i. Lighthouse Consulting to provide updated Gantt Chart
ii. Library Management to compile and provide Lighthouse Consulting with access
to supporting documents
iii. Identification of dates for site visit, facilitated discussion/workshop,
stakeholder interviews
iv. Investigate CPL use of Town’s Bang the Table platform
8. Schedule of Future Meetings
It was determined that meetings of the joint committee would be scheduled on a regular
recurring basis. The third Wednesday of each month at 4 PM was identified as the preferred
time. The next meeting is scheduled for Wednesday, November 18 at 4 PM.
9. Adjournment
Motion: That the meeting adjourn.
Moved: Kelley Potter
Carried.
The meeting adjourned at 7:10 PM

Seconded: David Betty

Attachment 9-A-1
Caledon Public Library Gantt Chart
NRFP # 2020-129
NEGOTIATED REQUEST FOR PROPOSAL
Development of 2021-2024 Library Strategic Plan
Months
Weeks
Contract Award and Negotiation
Contract Negotiation Period Fourteen (14) calendar
days
Anticipated Execution of Agreement Week of
September 28, 2020
Anticipated Contract Start Date: Week of October 5,
2020
Initiation Meeting
Review available planning documents
Development of a socio-economic profile of Caledon
Assess the impact of growth and other factors
Assess CPL Technology Plan
Assess CPL program portfolio and plan
Develop, analyze, and deliver a public library peer
statistics report
Create Community Asset Map process and training
Perform Public Focus Groups of users and non-users &
report
Develop and Launch Online survey and Analyze
results
Assess CPL policies and procedures
Perform and report on key partner interviews
Perform and report on key stakeholder interviews

Sept.
1

Oct.
2 3

4

5

Nov.
6 7 8

Dec.
Jan. 2021
Feb.
March
April
9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27

Perform and report on key municipal civil service
interviews
Perform and report on Mayor / key Councillor
interviews
REPORTING
Final report and plan presented at to Board on March
15, 2021
Contract Completion Date: April 1, 2021
In-person/teleconference/Zoom Meetings as required
Milestones & Deadlines
Monthly Reports
Activities & Research

`

Attachment 9-A-2

Strategic Planning
Supporting Documents
I - Governance
1.
2.
3.
4.
5.
6.
7.

CPL-16-06 Board By-Laws
Board Work Plan – 2020-21
CPL Strategic Plan 2017-2020
CPL Strategic Action Year End Status Report 2019
CPL Board Legacy Document – December 2018
CPL Board Members – Contact Information
Board Agendas and Reports – Documents available online include the following:
a. Full agendas, including all public reports, and minutes for meetings from January 2018
to present
b. Agendas and minutes for all meetings from September 2015 to December 2017
c. Minutes for all meetings from January 2012 to July 2015

II - Services, Facilities and Performance Measures
1. CPL Locations and Hours of Operation
2. CPL Annual Reports
a. 2019
b. 2018
c. 2017
3. Annual Performance Measures and Statistics 2019
4. Quarterly Performance Measures and Statistics – 2020 Q3
5. Ministry Statistics Benchmarking Review 2018
6. CPL Customer Service Promise
7. CPL Customer Satisfaction Survey Results – Q1 2020
8. CPL Library Service/Facility Review and Master Plan 2016
9. Albion Bolton Branch Refurbishment – Design Plans
10. Caledon East Branch Relocation Specifications and Draft Operating Budget
11. Edge Peer Comparison Report by Population – 2019
12. Edge Peer Comparison Report by Budget - 2019

III - Financial Information
1. 2020 Budget and YTD Financials
2. 2021 Budget Proposal
a. Base Operating Budget
b. Change in Service Levels
c. Capital Projects
d. Ten-Year Capital Forecast
e. Library Fee Review
3. Economic Impact Report to Board
4. Economic Impact Public Handout

IV - Stakeholders and Community Partners
1. Town of Caledon Council Members
a. Mayor Allan Thompson
b. Councillor Lynn Kiernan – Ward 1 (Area)
c. Councillor Ian Sinclair – Ward 1 (Regional)
d. Councillor Christina Early – Ward 2 (Area)
e. Councillor Johanna Downey – Ward 2 (Regional)
f. Councillor Nick DeBoer – Ward 3/4 (Area)
g. Councillor Jennifer Innis – Ward 3/4 (Regional)
h. Councillor Tony Rosa – Ward 5 (Area)
i. Councillor Annette Groves – Ward 5 (Regional)
2. Town of Caledon Council Work Plan 2018-2022
3. Town of Caledon Ward Area Map
4. Town of Caledon Administrative Structure
5. Town Senior Management and Key Staff – Contact Information
6. OVID-19 Community Recovery Plan - Staff Report to Council
7. Community Stakeholders and Partners – Contact Information

V - Staffing
1.
2.
3.
4.
5.
6.
7.

8.
9.
10.
11.

12.

Original Organizational Structure
Current Organizational Structure – Phase One
Long-Term Vision for Organizational Structure
Town of Caledon – Caledon Public Library Organizational
CPL Management Contact Information
Staff Engagement Survey Results
Job Descriptions
a. CEO-Chief Librarian
b. Director, Public Service
c. Manager, Communications and Community Development
d. Manager, Information Services
e. Manager, Information Technology
f. Manager, Youth Services,
g. Branch Manager, Public Service
h. Administrative Assistant
i. Coordinator, Communications and Community Development
j. Coordinator, Information Services
k. Technical Services Coordinator, Information Services
l. Digital Literacy Coordinator, Information Services
m. Technical Services Assistant, Information Services
n. Administrator, Network and Support, Information Technology
o. Coordinator, Youth Services
p. Coordinator, Public Service
q. Assistant, Public Service
r. Page
CPL Core Competencies
Job Ratings
Wage Grid
Performance Assessment & Planning Forms
a. Employee
b. Management
c. CEO/Chief Librarian
CPL Learning Pledge

VI - Policies
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
12.
13.
14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
24.
25.
26.
27.

CPL-15-01 Privacy Policy
CPL-15-02 Internet and Acceptable Use Policy
CPL-15-03 Inclement Weather and Unscheduled Closure Policy
CPL-16-04 Operational Policy
CPL-16-05 Planning Policy
CPL-16-07 Annual Board Assessment Policy
CPL-16-08 Rights and Safety of Children and Youth in the Library
CPL-16-09 Personnel Policy
CPL-16-10 Board Code of Conduct
CPL-16-11 Public Code of Conduct
CPL-16-12 Collection Development Policy
CPL-16-13 Volunteer Policy
CPL-16-14 Accessible Customer Service Policy
CPL-16-15 Public Complaint Handling Policy
CPL-16-16 Art Exhibit, Display and Community Information Policy
CPL-17-17 Advocacy Policy
CPL-17-18 Bed Bug Prevention and Containment Policy
CPL-17-19 Social Media Policy
CPL-17-20 Staff Acceptable Use of Technology
CPL-17-21 Partnership Policy
CPL-17-22 Records Retention Policy
CPL-18-23 Fundraising and Gift Acceptance Policy
CPL-18-24 Use of Library Board Resources for Election Purposes
CPL-18-25 Programming Policy
CPL-20-26 Diversity and Inclusion Policy
CPL-20-27 Donation and Bequest Reserve Fund Policy
Town of Caledon Procurement By-law

Attachment 9-C
Date: November 16, 2020
To: Caledon Public Library Board
From: Colleen Lipp, CEO | Chief Librarian

Subject: Board Annual Assessment Report
Recommendation:
That Caledon Public Library Board review the Board Assessment Report for approval and
adoption.
Background
As per the Caledon Public Library’s Annual Board Assessment Policy (CPL-16-07), “the Library
Board will monitor its own effectiveness in fulfilling its major responsibilities and achieving
strategic goals.” To this end, the policy specifies that the Board will undertake a self-evaluation
in November of each year. It has been the recent practice of the Board to individually complete
the Annual Evaluation Questionnaire (attached as Appendix A). These questionnaires are then
provided to the Board Chair for review and analysis in advance of the sharing of collated results
at the Board’s December meeting. Given the current reliance on virtual meetings and
electronic documents, the attached questionnaire has been reformatted to allow for ease of
completion and sharing via email.
This regular assessment supports the Board’s core strategic values related to accountability,
informed planning, and responsible stewardship.
Financial Implication
None.
Recommended Motion
That the Caledon Public Library Board approve and adopt the Board Assessment Report,
allowing for the completion of the Board Self-Evaluation Questionnaire by each member
and the return of said questionnaires to the Chair via email by December 4, 2020.

Appendix A

Board Self-Evaluation
Questionnaire
November 2020

#

Question

1

Our organization has a strategic plan or a
set of clear long-range goals and priorities.

2

The Board’s meeting agenda clearly reflects
our strategic priorities.

3

Board decisions are consistent with the
organization’s mission, values, and priorities.

4

The Board gives direction to staff on how to
achieve priorities and goals primarily by
setting or referring to policies.
The Board understands and carries out its
governance role and does not become
overly involved in management or
administration issues.
The Board’s involvement in operations is
limited to an oversight role focused on
achieving goals, implementing policies and
adhering to budgets.
The Board and CEO have discussed and
agreed on the kinds of information and level
of detail required by the Board about what is
happening in the organization.
Board members understand their fiduciary
obligations and are in the best interests of
the library system.
Board members work well together and treat
each other with courtesy and respect.

5

6

7

8

9
10

Board members come to meetings prepared.

11

Different points of views are encouraged but
all support Board decisions once made.
Board members promote the work of the
Board in the community every chance they
have.

12

13

14

Yes

No

Don’t
Know

Comments/Specifics

The Board, as a whole, has the background,
skills, diversity and knowledge to carry out
its roles and responsibilities and takes
advantage of development opportunities to
mitigate any identified gaps.
The Board forges relationships with Council
and advocates on behalf of the Library ,
ensuring that the organization’s
accomplishments and challenges are
communicated to stakeholders.

Based on the “Improving Board Circulation” document, prepared and presented to
the SD&G County Library Board by Tindal Consulting Limited, 2008.

The board is operating effectively by:

Areas which could be made more effective are:

Suggestions for improvement are:

Attachment 11-A

CALEDON PUBLIC LIBRARY BOARD: ANNUAL AGENDA/WORK PLAN 2020-21
Updated November 16, 2020
Month

Governance/Strategic Issues

Information Needed

Board Action

(activities in order to fulfill accountability obligations | policy
development, review and revision, financial oversight, connections
with council and community, monitoring and evaluation, committee
work e.g. CEO appraisal, facility planning recruitment)

(reports and monitoring documents and
additional information required to support
discussion of and action on strategic issues)

(proposed action as a result of
governance and/or strategic issues
and discussions)

January 2020

✓
✓
✓
✓

Review of 2019 Strategic Actions Completed
Review of 2019 Q4 and Annual Statistics
Review of Operational Policy
Review of Privacy Policy – delayed from November

February 2020

•

No meeting

March 2020

✓
✓
✓
✓

Review of Planning Policy
Review of Board By-Laws
Review Annual Board Assessment Policy
Review of Rights and Safety of Children and Youth
in the Library

April 2020

✓ Review of Quarterly Statistics – Q1
✓ Procurement Update – Bolton Refurb

✓ 2020 Q1 Statistics Report

✓ SOLS Trustee Council
Meeting
✓ Year End Variance Review
– 2019 - deferred from
March
✓ Variance Review – Q1
2020

May 2020

•

✓ Drafted policies/codes

✓ Meeting of CEO
Assessment Committee
✓ Creation of ad hoc
strategic planning
committee - deferred
from March

Review of Board Code of Conduct – deferred from
April
✓ Review of Public Code of Conduct – deferred from
April
✓ Review of Use of Library Board Resources for
Election Purposes
✓ Discussion of Covid-19 Recovery Planning Process

✓ 2019 Q4 and Year End Statistics
Report
✓ 2019 Strategic Scoresheet
✓ 2019 Procurement Update
✓ Drafted Policies

✓
✓
✓
✓

✓ OLA Super Conference/
OLBA Boot Camp
attendance

OLA Conference Feedback
Drafted policies
Drafted By-Laws
Annual Report 2019

June 2020

✓ Review of Fundraising and Gift Acceptance Policy –
deferred from April
✓ Review of Board Code of Conduct – deferred from
May
✓ CEO Annual Performance Evaluation

July 2020

•

August 2020

✓ Initial budget consideration
✓ Review of quarterly statistics – Q2
✓ Review of Collection Development Policy – deferred
from June
✓ Review of Programming Policy – deferred from June
✓ Review of Personnel Policy – deferred from May

✓ 2020 Q2 Statistics Report
✓ Draft budget
✓ Drafted policies

September
2020

✓ Review of Accessible Customer Service Policy
✓ Review of Volunteer Policy – deferred from June
✓ New Diversity and Inclusion Policy – deferred from
June
✓ Receipt and Approval of Town of Caledon Health
and Safety Policy
✓ Presentation of New Website

✓ Drafted policies

October 2020

✓ Review of quarterly statistics – Q3
✓ Review of Public Complaint Handling Policy
• New Donation and Bequest Reserve Fund Policy

✓ 2020 Q3 Statistics Report
✓ Drafted policies

November
2020

•
•
•
•

Adjusted budget review
Annual Board Assessment
Schedule of Board Meetings – 2021
Review of Art Exhibit, Display, and Community
Information Policy
New Donation and Bequest Reserve Fund Policy –
deferred from October

•
•
•

Assessment criteria and
questions
Drafted policies
Revised budget

Executive and Committee Appointments
Fundraising Work Plan – deferred from April
Core Value Discussion

•
•

Board Assessment Results
Drafted plan

•

December
2020

•
•
•

✓ Drafted policies
✓ Mid-year procurement update
✓ CEO to provide goals for coming
term – July 2020 to June 2021

Emergency meeting to be scheduled as needed
✓ Finance committee
meeting to review draft
budget
✓ Variance Review – Q2
2020

✓ Variance Review – Q3
2020
✓ Meeting of Planning
Committee
• SOLS Trustee Council
Meeting
• Completion of
Assessment
Questionnaire
• Meeting of Planning
Committee
•

Meeting of Planning
Committee

January 2021

February 2021

•
•

Review of 2020 Strategic Actions Completed
Review of 2020 Q4 and Annual Statistics

•
•

No regular meeting scheduled
Tentative Council budget approval

•
•
•

2020 Q4 and Year End Statistics
Report
2020 Strategic Scoresheet
2020 Procurement Update

•

Meeting of Planning
Committee

•

OLA Super Conference/
OLBA Boot Camp virtual
attendance
Meeting of Planning
Committee

•

March 2021

•
•

Review of 2020 Annual Report
Receipt of Final Strategic Plan 2021-2024

•
•

OLA Conference Feedback
Annual Report 2020

•
•
•

April 2021

•
•

Review of Quarterly Statistics – Q1
Review of Advocacy Policy

•
•

2020 Q1 Statistics Report
Drafted policy

•
•
•

May 2021

•

Review of Bed Bug Prevention and Containment
Policy

•

Drafted policy

June 2021

•
•

Review of Social Media Policy
CEO Annual Performance Evaluation

•
•
•
•

Drafted policies
Mid-year procurement update
Mid-year reserves update
CEO to provide goals for coming
term – July 2021 to June 2022

•

Year End Variance Review
– 2020
Meeting of Planning
Committee
Receipt of Draft Strategic
Plan by Planning
Committee
SOLS Trustee Council
Meeting
Variance Review – Q1
2021
Dissolvement of ad hoc
strategic planning
committee
Meeting of CEO
Assessment Committee

July 2021

•

No regular meeting scheduled

August 2021

•
•

Initial budget consideration
Review of quarterly statistics – Q2

•
•

2020 Q2 Statistics Report
Draft budget

September
2021

•

Review of Staff Acceptable Use of Technology Policy

•

Drafted policy

October 2021

•
•

Review of quarterly statistics – Q3
Review of Partnership Policy

•
•

November
2021

•
•
•
•

Annual Board Assessment
Call for interest in OLA Board Attendance
Schedule of Board Meetings – 2022
Review of Records Management and Retention
Policy
OLA Board Attendance Confirmation
Review of Internet and Technology Acceptable Use
Policy
Review of Inclement Weather and Unscheduled
Closure Policy

•

December
2021

•
•
•

•

Variance Review – Q2
2021

2020 Q3 Statistics Report
Drafted policy

•

Variance Review – Q3
2021

•

•
•

Assessment criteria and
questions
Drafted policies
Revised budget

SOLS Trustee Council
Meeting
Completion of
Assessment
Questionnaire

•
•

Board Assessment Results
Drafted Policies

•

Attachment 15-A
Date: November 16, 2020
To: Caledon Public Library Board
From: Colleen Lipp, CEO | Chief Librarian

Subject: Excerpt of Caledon Public Library Board By-Laws
Recommendation:
That the Caledon Public Library Board review the provided information and By-law
excerpts.
Background
The attached document includes excerpts from the Caledon Public Library Board By-Laws (CPL16-06) that may be helpful in informing the Executive and Committee Appointments scheduled
for the December meeting. The Public Library Act dictates that “a board shall elect one of its
members as chair at its first meeting in a new term”. However, the CPL By-Laws also stipulate
that elections will be held for all positions at the last regular meeting of the second year of a
term, with the expectation that Board members will be ready to step into their elected roles on
January 1 of the following year. While the legislation is silent regarding mid-year elections, this
practice was adopted locally as a means of ensuring continuity and succession across terms.
This excludes membership of ad hoc committees such as the Joint Strategic Planning
Committee.
The following reflects the current Board Executive and Committee Membership
Chair

Janet Manning

Vice-Chair

Paula Civiero

Past-Chair

Vacant

SOLS Trustee Council Representative

Brenda Clark

Finance Committee

David Betty (Chair), Brenda Clark, Christina Early

CEO/Chief Librarian Performance
Evaluation Committee

Paula Civiero (Chair), Jacquie Iafrate, Tony Rosa

Advocacy Committee

Sheralyn Roman (Chair), Brenda Clark, Catherine
Jackson

Financial Implication
None.
Recommended Motion
That the Caledon Public Library Board receive the provided information and By-law
excerpts in support of the mid-term Executive and Committee appointments scheduled
for the December meeting.

Excerpts of the CPL Board By-Laws
CPL-16-06

4.0 OFFICERS OF THE BOARD
4.1 Officers of the Board

The officers of the Board shall consist of the following officers:
Chair, Vice-Chair, Past-Chair, Secretary, Treasurer, and Chief
Executive Officer.

4.1 Election of Officers

The Caledon Public Library Board has adopted an election
procedure which follows parliamentarian rules to elect its
officers by accepting nominations (and acceptances to stand)
from the floor, closing nominations, then voting to elect from
that proposed slate of officers.
When two or more Board members are vying for a position,
voting will be done by ballot. Two staff members will exit the
room to count votes, at least one being the CEO/Chief Librarian
or delegated secretary. The Board may decide to have a Boardappointed scrutineer (a Board member) stand at a distance to
oversee the counting. All votes will be sealed in an envelope for
shredding at a later time. The successful candidate will be
announced.
At the first meeting of a term a Chair will be elected, and
elections for Vice-Chair, representative positions and committee
seats will be held during the second regular business meeting in
a new term.
At the last regular meeting of second year of a term, elections
will be held for all positions with the expectation that Board
members will be ready to step into their elected roles on
January 1 of the following year.
In the event any of the offices becomes vacant for any reason, a
new officer shall be elected or appointed to fill the vacancy.

4.2 Chair of the Board
P.L.A. Section 14

“A board shall elect one of its members as chair at its first
meeting in a new term.”
A Chair of the Board is elected for a two-year term, and until a
successor is appointed.
The Chair may be removed from office by a two-thirds majority
vote of the Board. If the Chair resigns or is removed from office,
the successor will hold office for the balance of the term of
appointment of the Chair.

The Chair is ex-officio member of all committees of the Board,
and as such, will not be included as part of quorum for any
Board committees.
Duties and Responsibilities of the Chair:
•
•
•
•
•

4.3 Vice-Chair

The Chair of the Board shall preside at all meetings of the
Board, preserve order, and decide all questions on order
subject to appeal to the Board.
The Chair shall act as a representative of the Board as
required, and generally conduct the business of the Board.
The Chair of the Board may vote on any question before the
Board.
The Chair of the Board shall ensure that orientation is
provided to the new Board members.
The Chair of the Board, along with the CEO/Chief Librarian
Performance Evaluation Committee, shall initiate the
process for the Chief Executive Officer/Chief Librarian’s
annual performance review.

The Vice-Chair shall act as Chair in the event of the inability of
the Chair to so act.
The Vice-Chair will hold office for two years, and until a
successor is appointed.
The Vice-Chair may be removed from office by a two-thirds
majority vote of the Board. If the Vice-Chair resigns or is
removed from office, the successor will hold office for the
balance of the term.
Duties and Responsibilities of the Vice-Chair:

4.4 Past-Chair

•

The Vice-Chair presides at Board meetings if the Chair is
absent from the meeting, for any periods during which the
Chair is present at the meeting but temporarily leaves the
chair, for the discussion of any item in which the Chair has
declared a pecuniary interest.

•

Performs the remaining duties of the Chair if the Chair is
unable for any reason to perform them.

The position of Past-Chair will automatically fall to the previous
Chair assuming that he or she remains as a member of the
Board. The Past-Chair will hold office for two years, and until a
successor is appointed. The position of Past Chair may remain
vacant if the previous Chair is no longer a member of the Board.
The Past-Chair may be removed from office by a two-thirds
majority vote of the Board. If the Vice-Chair resigns or is

removed from office, the successor will hold office for the
balance of the term.
Duties and Responsibilities of the Past-Chair:
•

4.5 Secretary of the
Board
P.L.A. Section 15

The Past-Chair will act as an advisor to the current Chair and
as a mentor to Board members appointed mid-term,
ensuring that these individuals receive proper orientation.

“A board shall appoint a secretary who shall,
(a) conduct the board’s official correspondence; and
(b) keep minutes of every meeting of the board.
The same person may be both the secretary and the treasurer,
and the chief executive officer appointed under subsection (2)
may be the secretary and may be the treasurer. R.S.O. 1990, c.
P.44, s. 15 (2-5)”
The Secretary shall be appointed by the Board at the time that
the Chief Executive Office/Chief Librarian is first appointed.
Duties and Responsibilities of the Secretary of the Board:
•
•
•
•
•
•

maintain the Board’s by-laws, policies, minutes,
correspondence, lists of members, meeting schedules and
other official records;
advise the Chair on meeting procedures;
facilitate meeting arrangements;
keep minutes of every Board and Committee meeting;
give notice of Board and Committee meetings
in the absence of the Chair, Vice and Past Chair, to call the
meeting to order and conduct the immediate election of an
Acting Chair

The Secretary or his or her designate will be present at all
meetings of the Board and its Committees, except where
directly related to the performance of the CEO/Chief Librarian.
4.6 Treasurer of the
Board
P.L.A. Section 15

“A board shall appoint a treasurer who shall,
a) receive and account for all the board’s money;
b) open an account or accounts in the name of the board in a
chartered bank, trust company or credit union approved by
the board;
c) deposit all money received on the board’s behalf to the credit
of that account or accounts; and
d) disburse the money as the board directs.

The same person may be both the secretary and the treasurer,
and the chief executive officer appointed under subsection (2)
may be the secretary and may be the treasurer. R.S.O. 1990, c.
P.44, s. 15 (2-5)”
The Treasurer shall be appointed by the Board at the time that
the Chief Executive Officer is first appointed.
Duties and Responsibilities of the Treasurer of the Board:
•
•
•

4.7 Chief Executive
Officer

Provide financial reports to the Library Board at each regular
meeting of the Board
Prepare a draft budget for consideration by the Finance
Committee and Board
Manage Library finances as required by provincial and
federal legislation, Town and Library By-laws, and Board
resolutions.

The Board shall appoint a Chief Executive Officer, who shall be
the person holding the position of Chief Librarian. The Chief
Librarian shall continue to hold the office of Chief Executive
Officer until otherwise determined by the Board.
The Chief Executive Officer shall hold the office of Secretary and
of Treasurer, and shall continue to do so unless otherwise
determined by the Board.
Duties and Responsibilities of the CEO and Chief Librarian:
• The Chief Executive Officer and Chief Librarian shall have
general supervision over and direction of the operations of
the Public Library and its staff;
• Shall implement the policies of the Board in accordance with
Provincial Statutes;
• Shall advise the Board on all matters pertinent to the
administration of the system;
• Shall be responsible to the Board for the efficiency of the
administration and shall have control of the employees of the
Board in accordance with the personnel policies adopted by
the Board. The CEO/Chief Librarian shall assign them to their
duties and shall determine the nature of records and files to
be kept;
• Shall issue notices of meetings to the Board and its
committees at the proper time;

• Shall attend all meetings of the Board and its committees
except when discussion takes place pertaining to the position
as Chief Executive Officer/Chief Librarian;
• Shall represent the Board at meetings, conferences and
hearings, and shall speak on its behalf as required;
• Shall have the other powers and duties that the Board assigns
to him or her from time to time.
4.8 External
Appointments

The Board shall make appointments to any other body on which
it is entitled to have representation.
This shall include the appointment of a representative to the:
• Southern Ontario Library Services (SOLS) Trustee Council

5.0 COMMITTEES OF THE BOARD
5.1 Duties of
Committees

The purpose of committees is to facilitate the business of the
board.

5.2 Committee of the
Whole

The Board shall meet as a Committee of the Whole when the
majority of the Board members considers it necessary, or
subject to conditions outlined in Section 6.11 of these by-laws.
Members of the Board shall elect a Chairman for the meeting of
the Committee of the Whole and she shall present to the Board
the recommendations made by the Committee at the next
meeting of the full Board.

5.3 Standing
Committees

The Board will strike the following standing committees in
accordance with the Terms of Reference attached as Appendices
A, B and C.
•
•
•

Finance Committee
CEO/Chief Librarian Performance Evaluation Committee
Advocacy Committee

Initial appointment to these committees shall be formalized at
the second regular meeting of the Board within a new term. At
the last regular meeting of second year of a term, appointments
will be made to all standing committees with the expectation
that Board members will be ready to step into their committee
roles on January 1 of the following year.

5.4 Ad Hoc Committees

As required, ad hoc committees may be established by motion
of the Board, to deal with matters before the Board. Ad hoc
committees may include:
•
•
•
•

Personnel Committee
Planning Committee
Board Recruitment/Succession Committee
other committees as determined from time to time.

The composition and membership of an ad hoc committee shall
be decided when established.
Ad hoc committees will report recommendations to the Board.
Upon completion of its assignment, an ad hoc committee shall
be discharged by motion of the Board.
5.5 Election of
Committee Chair

The Chair of a Board Committee shall be elected by the
Committee members and recommended to the Board for
approval at the Board’s next regular meeting.

5.6 Membership

As defined in section 4.2 in the by-laws, the Chair acts as an exofficio member of all committees of the Board.

5.7 Meetings

Meetings of committees may be called by the Chair of the
committee or by a majority of the members of a committee. A
quorum of all committees shall be the majority of members of
the Committee.

5.8 Committee
Proceedings

The CEO/Chief Librarian shall attend all committee meetings,
except when discussion takes place pertaining to the position of
CEO/Chief Librarian. Minutes of committee meetings shall be
submitted to and received by the Board at the next regularly
scheduled meeting.

5.9 Report to the Board

The Chair of the Committee, or in the Chair’s absence, another
member of the committee shall report to the Board as required.

APPENDIX A
CALEDON PUBLIC LIBRARY BOARD
FINANCE COMMITTEE
TERMS OF REFERENCE
1.0 Authority

The Library Board has created a Finance Committee to review
items relating to all financial activity of the Library and make
recommendations to the Board. The Finance Committee shall
function in accordance with the Caledon Public Library Board’s
By-Laws.

2.0 Composition

The Finance Committee shall consist of three members of the
Library Board as well as the Chair of the Board who is a nonvoting ex-officio member of the Committee.
The Chair of the Finance Committee shall be elected by the
Committee members and recommended to the Board for
approval at the Board’s next regular meeting. The term of a
Sub-Committee member appointment is two years.

3.0 Mandate

The Finance Committee shall:
• Make recommendations to the Board, on issues that
affect the financial management, fiscal viability, risk
potential and internal financial controls of the Library.
• Review the annual Operating Budget and Capital Budget
as related to the Strategic Plan and priorities established
by the Board.
• Review the Audited Financial Statements and ensure that
there is an effective annual external auditing process.
• Investigate any other financial matters and advise the
Board accordingly.

4.0 Meetings

The Finance Committee shall meet at least once annually or as
deemed necessary. Meetings of the Committee may be called by
the Chair of the Committee or by a majority of the members of a
Committee. A quorum at each meeting shall be at least two
members. The Committee shall have an Agenda, maintained by
the Committee Chair, for the purposed of ensuring that the
meeting agenda address responsibilities as outline in these
terms of reference.

5.0 Staff support

The Library CEO/Chief Librarian will support the work of the
Committee in the following ways:
• Support the organization of meetings, prepare and
distribute agendas, meeting notes and arranging meeting
space.

•
•

6.0 Reports

Provide draft budget materials and related background
materials to the Committee for discussion.
The CEO/Chief Librarian shall be the Secretary of all
committees and shall appoint a recording secretary as
necessary.

The Finance Committee shall report to the Board at least once
annually with respect to its activities, and additionally as
deemed necessary by the Committee and/or the Board. Minutes
of all committee meetings will be received at the next regular
meeting of the Board.

APPENDIX B
CALEDON PUBLIC LIBRARY BOARD
CEO/CHIEF LIBRARIAN PERFORMANCE EVALUATION COMMITTEE
TERMS OF REFERENCE
1.0 Authority

The CEO/Chief Librarian Performance Evaluation Committee
Library Board is created by and reports to the Caledon Public
Library Board in an advisory capacity. The CEO/Chief Librarian
Evaluation Committee shall function in accordance with the
Caledon Public Library Board’s By-Laws and Personnel Policy.

2.0 Composition

The CEO/Chief Librarian Performance Evaluation Committee
shall consist of three members of the Library Board as well as
the Chair of the Board who is a non-voting ex-officio member of
the Committee.
The Chair of the CEO/Chief Librarian Performance Evaluation
Committee shall be elected by the Committee members and
recommended to the Board for approval at the Board’s next
regular meeting. The term of a Sub-Committee member
appointment is two years.

3.0 Mandate

The CEO/Chief Librarian Performance Evaluation Committee will
make recommendations to the Library Board on the following
matters:
• A review of the goals and objectives and methods of
evaluation for the Library CEO/Chief Librarian
• Advice and recommendations with respect to the CEO’s
annual work plan.
• An annual performance evaluation of the Library
CEO/Chief Librarian according to the adopted
methodology.
The Chair of the CEO/Chief Librarian Performance Evaluation
Committee and the Chair of the Library Board meet with the
CEO to review the evaluation.

4.0 Meetings

The CEO/Chief Librarian Evaluation Committee shall meet at
least once annually or as deemed necessary. Meetings of the
Committee may be called by the Chair of the Committee or by a
majority of the members of the Committee.
A quorum at each meeting shall be at least two members.
The Committee shall have an Agenda, maintained by the
Committee Chair, for the purposed of ensuring that the meeting
addresses responsibilities as outlined in these terms of
reference.

5.0 Process

An appraisal form has been developed for the annual evaluation
process. It records annual goals, how the goals will be
measured, the Board’s rating for each goal.
The annual process involves the following steps and areas of
responsibility. The timeline for these steps is often dependant
on the CEO/Chief Librarian’s initial start date in the role. The
Committee may recommend to the Board that a standardized
timeline be adopted. In such cases, when the timeline differs
from the standard appraisal timeline in place for Library and
Town staff, a letter confirming the CEO/Chief Librarian’s
eligibility for annual merit increase will be communicated to
Town Human Resources.
•

•

•
•
•

•

•
•

•
6.0 Staff support

At the beginning of the annual term, the CEO/Chief Librarian
drafts goals and measures and meets with the Performance
Evaluation Committee to finalize them in advance of
consideration by the full Board.
In advance of the year end, the CEO/Chief Librarian prepares
an annual progress report and self-assessment to be
considered by the Committee.
The Committee Chair distributes the appraisal form and
requests confidential written input from all Board members.
Individual Board members submit comments to the
Committee Chair.
The committee meets to finalize the performance appraisal.
In the event that there is no consensus among Committee
members regarding the CEO/Chief Librarian’s performance,
an in camera session of the full Board will be scheduled at a
regular or special Board meeting to determine the overall
final rating.
On the basis of input from other Board members and the
Executive Committee, the Chair of the CEO/Chief Librarian
Performance Evaluation Committee and the Chair of the
Library Board meet with the CEO/Chief Librarian to share the
results of the performance appraisal.
A mid-year review may be completed at the discretion of the
committee or by a motion of the full Board.
A survey of Library staff and/or partners, requesting
feedback regarding the CEO/Chief Librarian’s performance,
may be initiated at the discretion of the committee or by a
motion of the full Board.
Board Chair presents a verbal summary of the results of the
annual review in camera to the Board at its regular meeting.

The Library CEO/Chief Librarian will support the work of the
Committee in the following ways:

•
•
•

7.0 Reports

Support the organization of meetings, prepare and
distribute agendas, meeting notes and arranging meeting
space.
Provide draft materials and related background materials to
the Committee for discussion.
The Chief Executive Officer/Chief Librarian shall be the
Secretary of all committees, except when discussion takes
place pertaining to the position of Chief Executive
Officer/Chief Librarian. The Committee shall appoint an
alternate recording secretary for such instances.

The CEO/Chief Librarian Evaluation Committee shall report to
the Board at least once annually with respect to its activities,
and additionally as deemed necessary by the Committee and/or
the Board. Minutes of all committee meetings, with the
exception of in camera discussion, will be received at the next
regular meeting of the Board.

APPENDIX C
CALEDON PUBLIC LIBRARY BOARD
ADVOCACY COMMITTEE
TERMS OF REFERENCE
1.0 Authority

The Library Board has created an Advocacy Committee to direct
and implement the Board’s efforts to raise awareness of the
library’s value proposition as a means of securing funding in
support of the library’s strategic objectives. The Advocacy
Committee shall function in accordance with the Caledon Public
Library Board’s By-Laws.

2.0 Composition

The Advocacy Committee shall consist of three members of the
Library Board as well as the Chair of the Board who is a nonvoting ex-officio member of the Committee.
The Chair of the Advocacy Committee shall be elected by the
Committee members and recommended to the Board for
approval at the Board’s next regular meeting. The term of a
Sub-Committee member appointment is two years.
In addition to the CEO/Chief Librarian, representatives of the
Library’s Management Team may also be asked to participate as
a member of the committee.

3.0 Mandate

The Advocacy Committee shall:
• Make recommendations to the Board and initiate
activities that affect the Library’s ability to:
o Educate and inform stakeholders, funders, and
community members of the library’s unique
governance, continued relevance and value
within the community
o Build Relationships in support of library
governance, representation and voice
o Strengthen Facilities by securing funds to improve
existing spaces and expand facilities in support of
municipal growth

4.0 Meetings

The Advocacy Committee shall meet at least twice annually or as
deemed necessary. Meetings of the Committee may be called by
the Chair of the Committee or by a majority of committee
members. A majority of committee members shall constitute a
quorum. The Committee shall have an Agenda, maintained by
the Committee Chair, for the purposed of ensuring that the
meeting address responsibilities as outline in these terms of
reference.

5.0 Staff support

The Library CEO/Chief Librarian will support the work of the
Committee in the following ways:
• Support the organization of meetings, prepare and
distribute agendas, meeting notes and arranging meeting
space.
• Provide draft materials and related background materials
to the Committee for discussion.
• The CEO/Chief Librarian shall be the Secretary of all
committees and shall appoint a recording secretary as
necessary.

6.0 Reports

The Advocacy Committee shall report to the Board at least twice
annually with respect to its activities, and additionally as
deemed necessary by the Committee and/or the Board.
Summaries of all committee meetings will be received at the
next regular meeting of the Board.

