
 

Kenora Public Library Vision, Mission, Values and Goals 

Section: Governance Policy GOV-01-01 

Motion#030-2013 Date: March 27, 2013 

Review schedule: Annually 

 

Vision   

 An essential, innovative community service for people of all ages and backgrounds, contributing to 

our quality of life, affirming our sense of community and our spirit of optimism and discovery. 
Mission   

The Kenora Public Library endeavours to enrich lives and to build our community by ensuring 

universal access to resources for inspiration, enjoyment, cultural expression, and the pursuit of 

lifelong learning. 

Values 

Our values shape our actions; our values guide us as we implement the Library’s mission and vision. 

We value respect for others 

Therefore… 

 we develop and provide access to knowledge, information, and ideas 

 we foster and support learning, teaching, and research 

 we listen and respond to the changing needs of the community 

We value customer satisfaction 

Therefore… 

 we are focused on providing excellent service to our community 

 we provide expert assistance and instruction 

 we emphasize accuracy and timeliness 

 we promote continuing staff development and growth 

 we recognize outstanding performance 

We value teamwork 

 Therefore… 

 we learn from the best practices of others 

 we work closely with all users, local government and staff 

 we foster collegiality and cooperation among our staff 

 we cooperate with other libraries and educational institutions 

 we partner with community agencies and business 

We value diversity and community 

 Therefore… 

 we value equity and social justice 

 we advocate tolerance, mutual respect, and ethical behavior 

 we recognize the vitality of our diverse community 

http://humanresources.about.com/cs/strategicplanning1/a/strategicplan_3.htm


 we are accountable to our stakeholders 

We value commitment and reliability 

Therefore… 

 we encourage creativity, initiative, and perseverance 

 we strive to create a welcoming atmosphere 

 we ensure the integrity of our information 

 We value accessibility 

 Therefore…………… 

 we work to facilitate convenient access to all media for all users 

 we are a resource for the community , available to all 

 we encourage and are open to new ideas 



Library Goals 

A Public Library is a community institution which collects, organizes, preserves and disseminates 

materials which the community itself perceives to be important.  A Public Library belongs equally to 

every person in the community. 

The function of a Public Library is to provide impartial access to information, ideas, literature, and other 

aspects of culture in a form and at an intellectual level appropriate to each individual’s needs. 

By doing so a Public Library becomes a focus for its community, reflecting its values and preserving its 

identity. 

THE AIM OF THE KENORA PUBLIC LIBRARY IS 

 To provide a comfortable, permanent library which is open at times consistent with the needs of 

the community, which is accessible to everyone including the disabled, and staffed by friendly, 

knowledgeable people. 

 To support and protect the principle of intellectual freedom and the right to read. 

 To provide opportunities for groups to meet and discuss. 

 To make information readily available to the community by providing adequate resources within 

the library and/or by linking the user to appropriate external sources of information. 

 To supply current material representing a variety of opinions, contemporary community 

information, a local history collection, government documents and balanced political 

information. 

 To provide opportunities for the self-fulfilment of the individual by fostering the love of 

knowledge, culture, literature and libraries, particularly among children. 

 To offer programs which stimulate the sharing of ideas and opinions and that compliment 

formal and informal education programs. 

 To foster an atmosphere of warmth and comfort for all our patrons. 

 To inform the community of the resources and services available in the library and to actively 

encourage the widest possible use of same. 

The Board also addresses ongoing and short term goals for the library through a strategic planning 
process. 
 
Approved by the Kenora Public Library Board October 24, 2012 

Motion #151-2012 

To be reviewed annually. 

 



 

Kenora Public Library Governance Process 

Section: Governance Policy GOV-01-02  

Motion # 030-2013 Date: March 27, 2013 

Review schedule:  Annually 

Governance Principles 

1) The Board commits to a set of guiding principles in order to ensure careful stewardship of 

the public trust. 

2) The Board governs the library on behalf of the people within the City of Kenora.  It is to 

this group that the Board is primarily accountable. 

3) The Board’s priority is to determine Mission and Goals, liaise with the community, and 

monitor the library’s performance. 

4) The Board is a governing body that speaks with one voice.  All authority rests with the 

Board, and individual trustees have no authority except as conferred by the Board for 

specific purposes. 

5) The CEO is an employee of the Board and is accountable to the Board as a whole. 

6) The Board leads through policy, using a framework which defines four categories of Board 

Policy:  Mission and Goals; Governance Process; Board – CEO Relationship; and Executive 

Limitations. 

7) The Board states the expected Mission and Goals, directing the CEO to determine the 

“means” to achieve these results within limits of ethics and prudence. 

8) When developing policy the Board starts at the broadest most inclusive level, gradually 

moving towards more specific statements.  Each policy is defined and narrowed to a point 

where the Board is satisfied that any reasonable interpretation would be acceptable.  

9) When the Board approves policy, the CEO is empowered to make all further decisions.  

The CEO’s authority begins immediately and automatically. 

10) The Board monitors the CEO solely on the basis of organizational performance, written 

policies and expectations. 

11) Board committees are to assist the Board in doing its job; not to advise or assist staff in 

doing their job. 

12) The Board’s ongoing agenda is based on its job description which is focused on governance 

issues rather than management issues. 

13) The Board carries out legacy planning that summarizes and highlights successes and 

challenges of the term to provide the incoming board with a framework for moving 

forward. 



Role of the Board 

 

The job of the Board is to exercise its role as public trustee for the people within the City of Kenora.  

The Board is responsible for creating a vision of library service for the community, articulating 

values and principles, setting goals, developing effective governance policy, monitoring library 

performance and meeting provincial standards. 

 

Accordingly, the contributions of the Board shall be to: 

 Liaise with the community to determine: 

 What they want the local library system to be, 

 What the local library system should accomplish, and 

 What benefits are worth the cost. 

 Articulate the vision, values and principles which form the foundation for policy and define local 

library priorities. 

 Write governing policies which, at the broadest levels, define: 

 Mission and Goals:  What long range benefits will be achieved, for whom, and at what cost. 

 Governance Process:  How the Board conceives, carries out and monitors its own job. 

 Board-CEO Relationship:  How the Board delegates authority to staff and monitors staff 

performance. 

 Executive Limitations:  Those staff practices which will not be permitted. 

 Monitor achievement of compliance with policy against criteria it has previously set, using: 

 Reports authorized by the CEO; 

 Reports from outside individuals or agencies; 

 Direct inspection by the Board. 

 Evaluate the CEO’s performance based on organizational performance and written governance 

policy. 

 Use the results of monitoring to improve performance by: 

 Reviewing existing policies; 

 Revising existing policies; 

 Formulating new policies. 

 Develop long term financial stability and growth by advocating for equitable local tax funding 

that supports prudent long term planning requirements for provision of library services to the 

whole community. 

 Develop a strategic planning process that establishes goals, along with an action plan for the 

achievement of those goals over a five year period. 

 Develop a financial plan for the Library. 

 Advocate for increased community support for the library through raising the profile and 

awareness of the value of the library. 

 Create partnerships with other agencies to achieve the library’s Mission and to foster effective 

and efficient delivery of library programs and services. 

 Recognize the value and contributions of long serving staff, volunteers and trustees. 



 Develop and comply with the Bylaws. 

 Carry out other responsibilities as specified in the Library Act. 
 

Governance Style 

 

The Board shall govern with a style which emphasizes outward vision, encouragement of diversity in 

viewpoints, strategic leadership, clear distinction of Board and staff roles, collective decision-making, a 

focus on the future and proactivity. 

Consequently, the Board shall: 

 Enforce upon itself and its members whatever discipline is needed to govern with excellence.  

Discipline will apply to matters such as attendance, governance principles, respect of roles, and 

support for Board decisions.  It will allow no officer, individual or committee of the Board to 

usurp this role or hinder this commitment. 

 Be accountable for accomplishment of its obligations as a public trustee. 

 Direct, control and inspire the organization through the careful establishment of the board’s 

written policies which reflect the community’s values and perspectives. 

 Focus chiefly on intended long term benefits, not on the operational means of attaining those 

results. 

 Monitor and regularly discuss the Board’s own process and performance.  Ensure the continuity 

of its governance capability through Board education and development. 

 Self-monitoring will include at least annually, comparison of Board activity and discipline to its 

Governance Process and Board-CEO Relationship policies. 

Continuous development will include orientation of new members to the Board’s governance model and 
policies, and periodic Board discussion of governance process improvement. 
 

Role of the Chair 

 

The role of the Chair is primarily, to ensure the integrity of the Board’s process and secondarily, to 

represent the Board to outside parties. 

Consequently, the Chair: 

 Upholds the Board/s own policies and rules and those legitimately imposed upon the board 

from outside the organization. 

 Restricts meeting agendas and discussions to those issues which, according to Board policy, are 

clearly in the Board’s jurisdiction, not the CEO’s. 

 Chairs Board meetings with all the commonly accepted powers including ruling and recognizing. 

 Keeps deliberations timely, fair, orderly, thorough, efficient, limited to time, and to the point. 



 Makes decisions on behalf of the Board which fall within and are consistent with any reasonable 

interpretation of Board policies on Governance Process and Board-CEO Relationship. 

 Has no authority to make decisions beyond policies created by the Board on Mission and Goals 

and Executive Limitations. 

 Has no authority to supervise or direct the CEO.  The Board as a whole directs the CEO. 

 Represents the Board to outside parties, stating positions consistent with Board policies and 

resolutions. 

 Facilitates the Vice-Chair to fulfill the duties of the Chair in the absence of the Chair. 

 Ensures the annual review of the CEO is carried out. 
 

Role of Board Task Groups 

 

The Board shall operate as a commit-of-the-whole and shall designate task groups, committees, or 

individuals on an ad-hoc basis to help carry out its governance responsibilities only when deemed 

appropriate and for a specified duration.  This policy applies only to tasks delegated by Board action and 

not to those delegated under the authority of the CEO. 

Consequently, Board Task Groups: 

 Shall not interfere with the wholeness of the Board’s job, or with delegation from the Board to 

the CEO. 

 Shall not speak or act for the Board except when formally given such authority for specific, time-

limited purposes. 

 Are constituted to help the Board do its job, not to advise or help the CEO do her job. 

 Shall not exercise authority over the CEO.  The CEO works for the full Board and is not required 

to obtain approval of a Board Task Group before taking executive action. 

 Shall operate with a Terms of Reference approved by the Board which includes the scope of the 

task and a timeline for completions. 

Shall not fail to communicate in a clear and timely manner to the CEO the need for CEO support to the 
task group 
 



Code of Conduct 
 Shall represent un-conflicted loyalty to the interests of the Kenora Public Library.  This 

accountability supersedes any conflicting loyalty to advocacy or interest groups.  Specifically, this 

accountability supersedes the interest of any Board member as an individual consumer of library 

services, or as a member of another governing body. 

 Shall avoid any conflict of interest with respect to their legal and fiduciary responsibilities as per 

the Library Act. 

 Shall conduct themselves in a manner which represents the Board in a positive light, taking no 

private action that will compromise the Board and its decisions. 

 Shall not attempt to exercise individual authority over the organization except as explicitly set 

forth in Board policies, or when acting under specific delegation by the Board.  Specifically, board 

members will recognize that: 

 Any interactions they, as individuals, have with the CEO and staff lack authority; 

 Individual interaction with the public, press or other entities has the same limitation; 

 Judgments of the CEO are made only by assessing performance against explicit Board policies 

through the official process. 

 Shall not speak or act for the Board except when formally given such authority for specific, time-

limited purposes. 

 Shall not apply for a staff position



Conflict of Interest Policy 

 

The Kenora Public Library Board of Trustees believes that it is fundamentally important that the public 

perceives that all policies and decisions of the Board are fairly and impartially determined, and that the 

financial interests of the members of the Board do not conflict with the public trust.  To that end, the 

Board has adopted the following policy: 

 A trustee shall not participate, directly or indirectly, in the making of any contract on behalf of 

the Library for goods or services in which he or she is financially interested either as an 

employee, partner or principal or has any ownership interest in the entity, except for the 

services for which a Trustee is specifically retained.  Nor shall a Trustee participate in any 

decision or recommendation involving the Library where such persons shall have a direct or 

indirect financial interest. 

 Any Trustee aware of a personal conflict of interest regarding a matter coming before the Board 

shall bring this to the attention of the Board.  The Chair of the Board shall rule as to whether the 

declaration constitutes a conflict.  If a conflict exists, the Trustee shall not vote on the matter 

and shall excuse him/herself from any discussion regarding the matter by leaving the room, and 

shall not be counted in determining the quorum if that has not already been established for the 

meeting.  These points shall be recorded in the Minutes of such meetings. 

 When a Board member perceives that another Trustee has a conflict of interest that has not 

been declared, the Board member may request the Chair person to rule. 

 In the event that the Chair person has a conflict or perceived conflict the Vice-Chair person will 

fulfill the role of investigating and ruling on the conflict. 

The Board, in accordance with this policy and applicable law, shall deal with any conflict of interest 
brought to the attention of the Board. 



Annual Agenda 

Annually, the Board will establish a schedule that includes the following: 

 Annual general meeting 

 Board orientation and education 

 Election of officers 

 Policy evaluation, review & revision: 

 Mission and Goals 

 Governance Process 

 Board-CEO Relationship 

 Executive Limitations 

 CEO evaluation 

Board self-evaluation. 

 

Community Relations and Advocacy 
 

The Board will carry out its governance role emphasizing communications with the community.  All 

communications support the mission, vision, values and goals. 

Consequently the Board shall: 

 Develop a communications and advocacy plan which identifies: 

o Who the Board communicates with; 

o What is communicated; 

o When communication activities occur; 

o How communications are delivered. 

 Adopt an Annual Board Communication and Advocacy Plan 

 Establish effective communication links with: 

o The people and communities they serve; 

o Other libraries; 

o Other local governing bodies and community agencies; 

o Provincial Library Branch 

 Ensure the means for people in the City of Kenora to participate in library planning and to be 

informed about library goals and services. 

Use communication strategies which are open and honest, responsive, informed and clear.  



Board-CEO Relationship 

Delegation to the CEO 

All authority delegated from the Board to staff is delegated through the CEO so that all authority and 

accountability of staff, as far as the Board is concerned is considered to be the authority and 

accountability of the CEO.  The Board will establish governance policies and will delegate the 

implementation and subsidiary policy development to the CEO. 

Consequently: The Board will direct the CEO to achieve defined results, through the establishment of 

Mission and Goals policies. 

 The Board will limit the latitude of the CEO in practices, methods, conduct and other “means” to 

achieve the Mission and Goals only through establishment of Executive Limitations policies. 

 The CEO is authorized to establish all further policies, recommend new policy to the Board, 

make all decisions and take all actions as long as they represent a reasonable interpretation of 

the Board policies. 

 

CEO Job Description 

As the Board’s link to the operating organization, the CEO’s performance will be considered to be 

synonymous with organizational performance as a whole. 

Consequently, the CEO’s job contributions can be stated as performance in only two areas:  

 Accomplishment of the Board policies on Mission and Goals. 

 Compliance with the Board policies on Executive Limitations. 

 

Monitoring Executive Performance 

Monitoring the performance of the CEO is synonymous with monitoring organizational performance 

against Board policies on Mission and Goals and on Executive Limitations. 

Consequently: 

 The purpose of monitoring is simply to determine the degree to which the Board policies are 

being fulfilled. 

 Any evaluation of the CEO’s performance, formal or informal, shall be derived only from these 

monitoring data. 

 Compliance with a given Board policy may be monitored in one or more of three ways: 

o Internal report:  Disclosure of compliance information to the Board from the CEO. 

o External report:  Discovery of compliance information by a disinterested, external 

auditor, specialist, or consultant who is selected by and reports directly to the Board.  

Reports must assess executive performance against policies of the Board, not those of 



the external party unless the Board has previously indicated that party’s opinion to be 

the standard. 

o Board Inspection:  Discovery of compliance by a Board member, a committee or the 

Board through inspection of documents, activities or circumstances as directed by the 

Board which allows a “prudent person” test of policy compliance. 

 The Board may monitor any policy by any method (as per policy 3.3.3) at any time. For regular 

monitoring, however, each Mission and Goals and Executive Limitations policy will be reviewed 

on an annual basis. 

 The Board shall be mindful of the professional, ethical and legal considerations in monitoring. 

 The performance evaluation process will be led by the Board Chair with a committee of two 

appointed members. 

 
Approved by the Kenora Public Library Board October 24, 2012 
Motion #151-2012 
Amended March 27, 2013, Motion #030-2013. 



 

Kenora Public Library Executive Limitations 

Section: Governance Policy GOV -01-03 

Motion#030-2013 Date: March 27, 2013 

Review schedule: Annually 

General Executive Constraint 

The CEO shall not allow the Kenora Public Library to operate illegally, unethically, imprudently or in 

contravention of a Board policy or the Library Act. 

Consequently 

The CEO shall not cause or allow any practice, activity, decision or organizational circumstance which is 
either imprudent, discriminatory, unlawful or in violation of commonly accepted sound business and 
professional ethics, or is inconsistent with the policies of the Board or the Library Act  (Public Libraries 
Act, RSO 1990, c P.44) 
 

Treatment of Employees 

The CEO shall treat employees in a fair and dignified manner. 

Consequently: 

 Operate with personnel procedures which: 

o Clarify personnel rules for staff; 

o Provide for effective handling of grievances; and  

o Protect against wrongful conditions 

o Are in keeping with the agreement between CUPE. 

 Allow staff to grieve to the Board when: 

o Internal grievance procedures have been exhausted; and  

o The employee alleges either that: 

 Board policy has been violated to his or her detriment or, 

 Board policy does not adequately protect his or her human rights. 

 Communicate to staff their rights and obligations under this policy. 

Take reasonable steps to protect staff from unsafe or unhealthy conditions. 
 

Communication and Support to the Board 

With respect to providing information and support to the Board the CEO shall keep the Board informed 

and supported. 

Consequently, the CEO shall: 



 Submit the required monitoring data in a timely, accurate and understandable fashion, directly 

addressing Board policies. 

 Inform the Board of relevant library trends, anticipated adverse media coverage, and material 

external and internal changes, particularly changes in the assumptions upon which any Board 

policy has previously been established. 

 Assist the Board in formulating policies, offering options and implications rather than 

recommendations. 

 Present information in a clear, concise manner. 

 Provide a record of official Board communications. 

 Deal with the Board as a whole except when responding to officer and/or task groups and 

committees duly charged by the Board. 

 Provide support to task groups and committees duly charged the Board, and communicate when 

Board or task group expectations exceed available time and resources. 

 Inform the Board of significant donations to the library. 

Report in a timely manner an actual or anticipated non-compliance with any policy of the Board. 
 

Compensation and Benefits 

The CEO shall not cause or allow jeopardy to fiscal integrity or public image with respect to employment, 

compensation and benefits to employees, consultants and contract workers. 

Consequently the CEO shall not: 

 Change his or her own compensation and benefits. 

 Promise or imply employment which cannot be terminated on reasonable notice. 

 Establish compensation and benefits which: 

 Deviate from the contracted agreement established between the Kenora Public Library and 

CUPE 191. 

Establish or change pension benefits. 
 

Asset Protection 

The CEO shall protect and maintain the assets of the Kenora Public Library Board. 

Consequently, the CEO shall: 

 Insure against theft, casualty losses, and against liability losses to Board members, staff or the 

organization itself. (check insurance specifics through City – also pulled last point re investment 

accounts) 

 Allow access to material amounts of funds only to insured personnel. 

 Provide a program of regular and preventative maintenance. 

 Maintain controls over funds, accounting records and preparation of financial information that 

are considered satisfactory to the Board appointed auditor’s standards. 



Budgeting 

The CEO, in preparation of annual budgets shall adhere to the Board’s Mission and Goals priorities, 

ensure financial integrity, and demonstrate an acceptable level of foresight. 

Consequently, the CEO shall: 

 Prepare budgets which contain sufficient detail to enable accurate projection of revenues and 

expenses, separation of capital and operational items, cash flow, and disclosure of planning 

assumptions. 

 Prepare budgets which contain sufficient detail to enable accurate projection of operating capital 

requirements. 

 Prepare a budget which is based on Board goals and long term planning. 

 Budget so that expenditures do not exceed revenues at the end of the fiscal year, unless 

otherwise authorized by the Board. 

 Budget sufficient funds for Board meetings, Board development, fiscal audits and legal fees. 

 

Financial Stability 

The CEO shall not jeopardize the financial health and stability of the Kenora Public Library or the 

effective and efficient use of financial resources. 

Consequently, the CEO shall: 

 Expend only funds that have been received in the fiscal year unless otherwise authorized by the 

Board. 

 Indebt the organization only for amounts which can be repaid within 90 days and can be met by 

an existing bank line of credit. 

 Use Long Term Reserves (Fund Raised monies) only for special expenses designated by the Board. 

 Ensure that payroll and debt payment is carried out in a timely manner. 

 Ensure that tax filings and government ordered payments are carried out in a timely manner. 

 Not permit current liabilities to exceed current assets. 

Expend money in a manner presented in the annual budget approval process of the board. 
 

Treatment of the Public 

The CEO may not cause or allow treatment of the public, volunteers or library members that is unfair. 

Consequently, the CEO shall: 

Maintain complaint procedures and processes that are readily available t 
 

Approved by the Kenora Public Library Board October 24, 2012 

Motion #151-2012 

To be reviewed annually. 



 

Kenora Public Library Board Membership 

Section: Governance Policy GOV-01-04 

Motion#030-2013 Date: March 27, 2013 

Review schedule: Annually 

Qualifications of Board Members  

 is a member of the appointing council 

 is at least eighteen years of age 

 is a Canadian citizen 

 is a resident of the municipality for which the Board is established, or is a resident of a 

municipality or of the Board area of a local service Board or is a member of an Indian Band that 

has a contract with the Board under section 29. 

 is not employed by the Board or by the municipality. 

 

Terms of Office and Composition 

 

A Public Library Board for a municipality whose population is less than 100,000 shall be composed of at 

least five, and no more than nine, members appointed by the municipal council. 

 Elections to the library board executive must be held each January or as soon afterward as is 

convenient. 

 Executive elected annually includes Chair, Vice-chair, Finance Chair.  Secretary and Treasurer 

appointed annually and may be filled by CEO as per Section  15 (5), Public Libraries Act, RSO 

1990, c P.44,  

 All elections are for terms of 1 year. 

 A member is eligible for re-election to the executive, but no member may serve for more than 2 

consecutive years in the same office, with the exception of the CEO unless otherwise authorized 

by a majority of the board. 

 A vacancy arising during the term of office of an elected member is to be filled, for the 

remainder of the term, by an election held by the library board at the first executive meeting 

after the vacancy arises or as soon afterward as is convenient. 

 

Vacancies, How filled  

Where a vacancy arises in the membership of a Board, the appointing council shall promptly appoint a 

person to fill the vacancy and to hold office for the unexpired term, except where the unexpired term is 

less than forty-five days. 



 

Disqualification of a Board member 

If a Board member is convicted of an indictable offence; becomes incapacitated; is absent from the 

meetings of the Board for three consecutive months without being authorized by a Board resolution; 

ceases to be qualified for membership under clause 1(c); or otherwise forfeits his or her seat, the 

member’s seat becomes vacant and the remaining members shall forthwith declare the seat vacant and 

notify the appointing council accordingly. 

 

Expenses 

A Board may reimburse its members for proper travelling and other expenses incurred in carrying out 

their duties as members. 

 

Guidelines for the position of Board Member 

Term 

 Years are concurrent with council term. 

Remuneration 

 None; allowable expenses only. 

Limits 

 Must be a Canadian Citizen. 

 Must be a resident of the municipality, or a resident of a municipality that has a contract with the 

board, or a member of an Indian band that has a contract with the board. 

Time  

 Prepare for and attend regular meetings which are held on the 4th Wednesday of each month.  

Commitment Required : 

 Wednesday of each month from September to June. 

 Prepare for and attend special board or committee meetings which may be held from time to 

time. 

Board Performance: 

 The Board shall evaluate its performance on a regular basis. 

 Individual board members shall conduct annual self appraisal. 

General 

The library board establishes policies and appoints the executive officer who may also be the 

secretary/treasurer of the board, and who administers the library under the guidance of those policies. 

Specific Duties  

 Employ a competent and qualified chief executive officer of the Library. 

 Determine and adopt written policies to govern the Board. 

 Determine the goals of the library and secure adequate funds to fulfill those goals. 



 Understand the library’s programs and needs of the community in relation to the library. 

 Keep abreast of standards and library trends. 

 Establish, support and participate in planned public relations programs. 

 Work with the chief executive officer to prepare a budget adequate to carry out the library’s goals 

and objectives and present this budget to municipal council.  Be aware of local and other laws 

which affect libraries and play an active role in initiating and supporting beneficial library 

legislation. 

 Attend all board meetings, and committee meetings as assigned.  Attend outside meetings and 

workshops for trustees. 

 See that accurate public records concerning finances, property, and annual reports are on file at 

the library and with appropriate local, provincial, or national bodies. 

 Be prepared to interact with provincial library agencies.  

 Report regularly to governing officials and the general public. 

 

Desirable  Qualifications  

 Interest in the library, the community and their inter-relationship. 

 Readiness to dedicate time and effort. 

 For a Trustee knowledge of the community’s social and economic conditions. 

 Aptitude for planning - both long and short range. 

 Ability to work in a political environment. 

 

Relevant Experience For Trustees 

 Previous service on volunteer boards or advisory committees. 

 Demonstrated leadership abilities. 

 A wide range of vocational backgrounds is helpful.  Trustees should be prepared to apply their 

knowledge to the development of policies and services. 

 

Board Attendance Policy  

This policy is intended to support full contribution of all board members.  All board members receive a 

copy of this official policy.  The policy is reviewed annually.  

Definition: 

A board attendance problem occurs if any of the following conditions exist in regard to a board 

member's attendance to board meetings: 

The member has two un-notified absences in a row ("un-notified" means the member did not call 

ahead to a reasonable contact in the organization before the upcoming meeting to indicate they 

would be gone from the upcoming meeting). 

The member misses one third of the total number of board meetings in a twelve-month period. 

 



Board Response: 

If a board-attendance problem exists regarding a member, the Board Chair will promptly contact the 

member to discuss the problem.  The member's response will promptly be shared by the Chair with 

the entire board at the next board meeting.  In that meeting, the board will decide what actions to 

take regarding the board member's future membership on the board.  If the board decides to 

terminate the board member's membership, termination will be conducted per this policy.  The 

board will promptly initiate a process to begin recruiting a new board member.   

Termination Process 

The Board Chair will call the member with the board-attendance problem and notify him or her of 

the board's decision to terminate the member's membership per the terms of the Board 

Attendance Policy.  The Chair will request a letter of resignation from the member to be received 

within the next two weeks.  The Chair will also request the member to return their board manually 

dropping it off within the next two weeks.  The board will vote regarding acceptance of the 

member's resignation letter in the next board meeting. 

 
Approved by the Kenora Public Library Board October 24, 2012 

Motion #151-2012 

Amended March 27, 2013 by Motion # 030-2013 

 



 

Kenora Public Library Board Meetings 

Section: Governance Policy GOV-01-05 

Motion#030-2013 Date: March 27, 2013 

Review schedule: Annually 

Regular Meetings  

 A Board shall hold regular meetings at least once monthly from January to June and from 

September to December, both inclusive and at such times as it considers necessary. 

 The Chairman or any two members of a Board may summon a special meeting of the Board by 

giving each member reasonable notice in writing, specifying the purpose for which the meeting is 

called. 

 Despite any other Act, Board meetings shall be open to the public, except where the Board is of 

the opinion that intimate financial or personal matters may be disclosed at a meeting and that the 

desirability of protecting against the consequences of their public disclosure outweighs the 

desirability of holding the meeting in public, the Board may hold that meeting in the absence of 

the public. 

 The presence of a majority of the Board is necessary for the transaction of business at a meeting. 

 The Chairman or Acting Chairman of a Board may vote with the other members of the Board upon 

all questions, and any question on which there is an equality of votes shall be deemed to be 

negative. 

 The first meeting of a Board in a new term shall be called by the Chief Executive Officer (as 

authorized by municipal by-law). 

 
In-camera meetings - A motion to move into camera is called when the Board wishes to discuss matters 
in private (legal issues, personnel items, labour negotiations, property rental or acquisition) or for 
education or training purposes.  When the Board has reached a decision, a motion is made to move out 
of camera and approve the business conducted while in camera.  At the discretion of the Chair, the 
meeting may be held in private session at which only Board members shall be present 
 

Public Attendance: 

Deputations 

 The Secretary/Treasurer must be notified at least 48 hours prior to the meeting for a deputation 

to be included on the agenda. 

 All deputations will be held to 5 minutes in length. 

Exemptions  

Board meetings shall be open to the public except as they deal with confidential matters 
including, but not limited to:   
a)  property, 



b)  litigation, 
c)  personnel, 
d)  inter-governmental issues. 

  

Confidential Matters 

 

 Confidential notes shall be kept and filed separately with restricted access. 

 Any confidential agenda item shall become an in-camera session unless a Board member 

indicated so reason the subject cannot be dealt with in public.  A vote shall be taken to 

determine whether the matter shall be discussed in-camera. 

No motion is necessary for the meeting to go in-camera.  In-camera sessions will be held at the end of 
the meeting, if possible. 
 

Annual Meeting Of The Board 

 

There are no annual meetings.  Instead, the election of officers will take place the first meeting of 
January and statistic comparisons and audit will be presented to the board during the April meeting. 
 
Approved by the Kenora Public Library Board October 24, 2012 

Motion #151-2012 

To be reviewed annually. 
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Kenora Public Library Officers of the Board 

Section: Governance Policy GOV-01-06 

Motion #030-2013 Date:  March 27, 2013 

Review schedule:   Annually 

Chairperson  

 The board shall elect one of its members as chair at its first meeting in a new term. 

Terms of Reference for the Chairperson of The Board  

Statement of Chairperson’s Function  

 

The primary role of the chairperson of the board is to ensure the proper functioning of the 

board and the proper conduct of board business, in accordance with appropriate 

legislation and prescribed rules of procedure. 

Responsibilities 

The chairperson of the library board shall be responsible for: 

 Presiding at regular and special meetings of the board in the manner and to the 

extent prescribed by the board. 

 Conducting board meetings in accordance with the Public Libraries Act, R.S.O. 

1990, chapter P.44 and other relevant legislation, and with the rules of procedure 

adopted by the board. 

 In the absence of specific authority, not committing the board to any course of 

action. 

 Serving as ex-officio member of all board committees. 

 Acting as one of the authorized signing officers of all documents pertaining to 

board business. 

 Representing the board, alone or with other members of the board, at any public 

or private meetings for the purpose of conducting, promoting or completing the 

business of the board. 

 Determining the responsibility of committees to deal with matters which arise 

where it is unclear as to which committee has responsibility, subject to eventual 

confirmation by the board. 

 Ensuring that vacancies on board committees are filled as expeditiously as 

possible. 

 Advising the vice-chairperson, if for any reason, the chairperson is temporarily 

unable to perform these functions.  
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Terms of Office  

The chairperson shall be elected for a one year term of office.  The election shall take place at a regular 

meeting, the date to be agreed on by a majority of the board. 

Role of the Chairperson  

 Before meetings, the chairperson and CEO should prepare an agenda which, along with any 

supporting material, should be sent out well ahead of time to each board member to avoid 

the tabling of items. 

 During meetings, the chairperson is responsible for: 

 calling the meeting to order, 

 announcing the items of business in the order in which they appear on the 

agenda, 

 reading motions to the meetings so they can be put to debate, 

 presiding over the debate, and subject to the appeal by the members, deciding on 

all questions of order and general meeting tone, 

 acting as the neutral party - not taking sides in a debate but ensuring that the 

meeting is conducted in a democratic manner and that time is not wasted. 

 Ensures the annual review of the CEO is carried out. 

If the chairperson wants to speak to a subject or propose a motion he or she should turn the chair over 
to an appropriate board 
 
Approved by the Kenora Public Library Board October 24, 2012 

Motion #151-2012 

To be reviewed annually. 

Amended by Motion #030-2013, March 26, 2013 



 

 3 

Terms of Reference for the Vice-chairperson of the Board  

Statement of Vice-chairperson’s Function 

The primary role of the vice-chairperson of the board is to ensure the proper functioning of the board 

and the proper conduct of board business, if for any reason the board chairperson is not available. 

 

Vice-chairperson’s Responsibilities 

 In the absence of the chairperson, the vice-chairperson shall be vested with all the powers and 
shall perform all the duties of the chairperson. 

 The vice-chairperson shall possess and may exercise such other powers and duties as may, from 

time to time, be assigned by the board. 

 

Term of Office  

 The vice-chairperson shall be elected for a one year term of office.  The election shall take place a 

a regular meeting, the date to be agreed on by a majority of the board 
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A by-law to make the Head Librarian the Chief Executive Officer of the Board  

 

WHEREAS Section 15(2) of the Public Libraries Act, R.S.O. 1990, chapter p.44, provides that the board 

shall appoint a Chief Executive Officer who shall have general supervision over and direction of 

the operations of the public library and its staff, shall attend all board meetings and shall have the 

other powers and duties that the board assigns to him or her from time to time. 

AND WHEREAS in most organizations the Chief Executive Officer is employed under contract to devote 

full time to his or her work as administrative officer and general manager of the organization. 

NOW THEREFORE the City of Kenora Public Library Board ENACTS AS FOLLOWS: That the Board shall 

employ under contract a CEO who holds a post-graduate diploma from a library school accredited 

by the Canadian Library Association or, in the opinion of the Board, is deemed to have equivalent 

knowledge, skills, ability and experience. 

That the CEO is the Chief Executive Officer of the Board and has general supervision over and direction 

of the operations of the library and the staff thereof, and has such other powers and shall 

perform such other duties as from time to time may be conferred upon or assigned to him or her 

by the Board, and without limiting the generality of the foregoing, shall make recommendations 

to the Board as to all appointments to and all promotions in, and removals from the staff of the 

Library including officers; 

May suspend any officer or member of the staff of the Library, and forthwith, after suspending any 
person, shall report his or her action to the Board with a statement of his or her reasons therefore; shall, 
together with the Chairperson of the Board, represent the Board before the appointing council during 
the presentation of the Board’s estimates; and shall report annually to the Board on the affairs of the 
Library and make such recommendations thereon as he or she considers necessary. 



 

Kenora Public Library Committees of the Board 

Section: Governance Policy GOV-01-07 

Motion#030-2013 Date:  March 27, 2013 

Review schedule:  Annually 

Duties of Committees  

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

review all materials referred to them by the board, prepare reports and recommendations in their area 

to be presented to the board, and recommend items for budget inclusion which they wish carried 

forward in the next year. 

Standing Committees  

The Board may appoint the following standing committees: 

a) Finance  

b) Building 

c) Union negotiations 

d) Governance 

Election of Committees 

At the first meeting of each committee each year, a chairperson shall be elected from the committee 

members appointed.  The chairperson of the board shall be ex-officio member of all committees. 

Membership 

The committee shall consist of a chairperson, at least two (2) members at large, the board chairperson 

(ex-officio), the CEO (ex-officio), and other staff members when appropriate. 

Meeting 

Meetings of committees may be called by the chairperson of the committee or by a majority of the 

members of a committee. 

Committee Proceedings  

 Committees shall operate within the terms of reference established and approved by the board.  

 The terms of reference may be amended by a 2/3 majority vote by the board. 

 Committees of the Board shall provide written reports of their activities/status and 

recommendations to the next appropriate meeting of the Board. 

 

Ad-hoc Committees 

Ad-hoc committees may be appointed from time to time to deal with specific, non-regular items of 
business. 
 



Planning and Policy Committee Terms of Reference 

 The Planning and Policy Committee is responsible to the Kenora Public Library Board for making 

recommendations to the Board concerning Board policy and planning. 

 The Planning and Policy committee shall consist of the Chairperson of the Board, and at least 

two other Board members.  The C.E.O. will sit on the committee as a non-voting secretary and 

advisor to the committee. 

o Specific duties are as follows: 

o Recommend rules of conduct and procedure (by-laws) for the Board.  Assess the Boards’ 

mission statement, goals and objectives and make recommendations for revision and 

change. 

o Regularly assess current Board policy in relation to the Library’s mission statement and 

goals and objectives and make recommendations for revision and change. 

o Assess client needs in the community served by the Library through the preparation and 

implementation of a community needs assessment study. 

o Assess the services of the Kenora Public Library in light of assessed client needs and 

make services and budget recommendations to the Board. 

o Recommend to the Board, planning processes as required to ensure that changing client 

needs are continually taken into account, and, at the Board’s direction, develop, 

oversee, and evaluate such planning processes. 

o Recommend rules and regulations governing use of the Library by the community, and 

appropriate open hours for serving the community. 

 The CEO shall attend all meeting of the Committee and record the minutes. 

 The Committee shall report its findings and recommendations at the following Board meeting. 

 
Approved by the Kenora Public Library Board October 24, 2012 

Motion #151-2012 

Amended March 27, 2013 by Motion #030-2013 



 

Kenora Public Library Advocacy Policy 

Section: Governance Policy GOV-01-08 

Supersedes Policy #  
Motion #151-2012 
Date:  October 24, 2012 

Motion#030-2013 Date: March 27, 2013 

Review schedule: Annually  

 

The Board’s role in advocacy 

 The Board shall seek to ensure that: 

o the community is aware of the importance of the library. 

o the municipal council and administration fully understand the important role played by the 

library in the community. 

o provincial and federal legislators respond to the needs of the public library community. 

 

Advocacy targets 

 Community:  The Board shall endeavour to build and maintain good relationships with its clients 

and with community organizations which use library service in order to ensure their continued 

support. 

 Municipal Council:  The Board shall endeavour to represent the community’s needs for public 

library services to municipal council on a continuous and consistent basis. 

 Board Members:  the board shall endeavor to represent the library to community members that 
may be able to support  the library as potential members of the board 

 



 

Kenora Public Library Succession Plan 

Section: Governance Policy #: GOV-01-09 

Supersedes Policy #  Motion #137-2012 Date:  September 27, 2012 

Review schedule:   Annually 

 
 

Replacement Plans:  CEO 
 
The objective of the replacement plan is to ensure that in the event the CEO’s position becomes vacant: 

1. The vacancy can be filled successfully as quickly as possible, and, 
2. During the interim, there is minimal disruption to the management and business of the Kenora 

Public Library. 
 
Replacement Plan for the CEO Position 
The success of this replacement plan depends on the following factors being in place: 

1. CEO and Board Chair Collaboration 
2. Annual Strategic Review of the CEO Role, Responsibilities & Competency Model 

 
Specific Steps in Replacing the CEO: 

1. Board agrees on how CEO duties will be managed during the interim. 
2. Board reviews and, as necessary, revises CEO role, responsibilities, competency model, and job 

description in light of the current strategic plan. 
3. Board agrees on requisite qualifications, competencies and experiences for the position. 
4. Board establishes a Search Committee. 
5. Search Committee sets selection criteria, decision-making process and identify/recruit/screen 

potential candidates; a list of any potential candidates. 
6. Search Committee interviews, selects incumbent and submits a recommendation to the Board 

for approval. 
7. Board Chair orients the new CEO to the Kenora Public  Library. 

 
See Competency Model for CEO Position on following page. 



Competency Model for the CEO Position: 
 

Organizational Leader – Demonstrates superior leadership skills; forward thinking, directing the 
organization’s strategic agenda and enlisting others to share in its realization. 

Ambassador – Champions the organization to stakeholders, media and broader library community, 
building a broad base of support and dealing effectively with sensitive issues. 

Board Liaison – Is attuned to current and emerging issues with potential organizational impact; and 
keeps the Board aware of such issues to enable sound business decisions. 

Policy Advisor – Recommends sound policies for the governance of the organization. 

Labour Manager – Demonstrates a solid knowledge of personnel management issues in a unionized 
environment, managing effectively to a collective agreement with appropriate referral to relevant 
legislation. 

Negotiator – Negotiates competitive collective agreements and supplier contracts which meet the 
needs of the organization. 

Team Builder – Facilitates an organizational culture based on mutual trust, respect and team work. 

Innovator – Seeks and pursues opportunities that strengthen the organization, improve productivity, 
and/or enhance client service and creates an environment that encourages and rewards employees to 
do the same. 

Communicator – Conveys information and ideas in a manner and form appropriate for the intended 
audience. 

Fiscally Responsible – Manages the organization within budget allocation, making sound financial and 
business decisions. 

Client Focused – Exhibits and encourages a client and service focus, ensuring that the organization’s 
offerings are consistent with client needs, client success and quality expectations. 

Problem Solver / Decision Maker – Clearly defines and seeks solutions to issues and opportunities, 
carefully considering legal and organizational implications and risk management. 

Ethical – Consistently demonstrates ethical decision-making with regards to all human resource, 
operational and strategic issues. 

 
 



 

Kenora Public Library CEO Performance Appraisal 

Section: Governance Policy #:GOV-01-10 

Supersedes: 
Motion # 066-2013, September 17, 2013 

Motion # Date:    

Review schedule:   Annually Page 1 of 4 

 
The performance appraisal of the Chief Executive Officer shall be conducted on an annual basis. This process 
facilitates bilateral communication between the board and the CEO, and ensures that the board’s priorities are 
being achieved.  It ensures continued development of the CEO to more effectively perform his/her role.  It is tied 
to strategic planning, job description, annual work plans and board objectives.  It evaluates strengths and 
accomplishments in four general areas:  

• Board Leadership and Support (Board) 
• Library Leadership and Management (Operational) 
• Community Leadership and Strategic Partnership (External) 
• Personal Growth & Development 

There are three fundamental principles: 

• Collaboration 
• Confidentiality 
• Objectivity 

1. The Performance Appraisal shall be undertaken by a Performance Review Committee composed of the Chair, 
the Vice-Chair and one additional board member. 

2. The Committee will seek input from the full Board through the use of a rating form with comments. 
3. The Chief Executive Officer will also fill out the rating form. 
4. A summary of the performance appraisal will be presented to the full Board. 
5. Copies of the performance review will be kept on file by the board for 5 years. 

PROCEDURE: 

1. By March 1, the CEO will provide the following documents to all Board members: 
a. CEO Job Description 
b. CEO’s Annual goals with objectives 
c. Applicable Reports 
d. Evaluation Package 

2. By March 10, the CEO will set up the appraisal using an online survey format (e.g. Survey Monkey) based 
on the Performance Appraisal Reporting Form and each member of the board will complete the rating 
form. 

3. The Committee will review all data collected and prepare a document for presentation to the CEO. 
4. By March 20, the Committee will meet with the CEO and discuss the results of the performance appraisal, 

determine the goals and action plan for the next period and identify any education or training that is 
needed. 

5. The Committee will write and present a summary report to the full board at the March meeting of the 
Board. 

6. At the April Board meeting, the Board will carry out a self-evaluation of the procedure and recommend 
any changes necessary.



Performance Appraisal Reporting Form 

 

Part A:  Goals and Objectives 
Rate the degree to which the CEO has achieved the following agreed upon goals and 
objectives using the scale and definitions provided.  Include comments and/or examples. 

Goal #1 Objectives Rating: 1, 2, 3, 4, 5, NA 

Comments: 

Goal #2 Objectives Rating: 1, 2, 3, 4, 5, NA 

Comments: 

Goal #3 Objectives Rating: 1, 2, 3, 4, 5, NA 

Comments: 

1. Unsatisfactory:  Indicates that the performance of the individual does not satisfactorily meet the position requirements and immediate 
action is required to bring performance to a satisfactory level. 

2. Needs Improvement:  Performance requires improvement in some areas to meet position requirements. 
3. Expected Level:  Performance consistently meets position requirement and standards of the position. 
4. Above Expected Level:  Performance occasionally exceeds position requirements and standards of the position. 
5. Outstanding:  Performance consistently exceeds position requirements. 
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Part B: 
Evaluate the CEO’s qualities using the scale and definitions provided.  Include comments and/or 
examples. 

 

Meeting of Operational Objectives (Planning, Budgeting, 
Financial Administration, Collection Development, Program 
Development, Building Management, Health & Safety) 

Rating: 1, 2, 3, 4, 5, NA 

Comments: 

Board Relationship:  (Policy Development, Implementation of 
Board Directions, Advisory to Board, Reports to Board, 
Strategic Planning, Correspondence) 

Rating: 1, 2, 3, 4, 5, NA 

Comments: 

Personnel Management: (Organization, evaluation, 
development, motivation, leadership) 

Rating: 1, 2, 3, 4, 5, NA 

Comments: 

External Relationships (Other organizations, Other Libraries, 
City Council, Municipal Staff, General Public) 

Rating: 1, 2, 3, 4, 5, NA 

Comments: 

Self-Development (Visioning, Professional Activity, 
Communication, Public Relations, Training) 

Rating: 1, 2, 3, 4, 5, NA 

Comments: 
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Part C: 

Set goals and objectives for the coming review period  

1 

 

2 

 

3 

 

4 

 

5 

 

 
Education and training identified as necessary if applicable:  

 

__________________________________________________________      ______________________________________________________ 
CEO        Date 

 

_________________________________________________________ _____________________________________________________ 
Chair (or designate)      Date 
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Kenora Public Library Board Member Code of Conduct 

Section:  Governance Policy #: GOV-01-11 

Supersedes Policy #  Motion #047-2014 Date:  May 28, 2014 

Review schedule:   4 years Page 1 of 1 

 
 
The Library Board expects ethical and business like conduct of itself and its members. This commitment 
includes proper use of authority and appropriate decorum in group settings and individual behaviour 
when functioning as Board members. 
 

1. Board members must represent the interests of the Kenora Public Library. 
2. The Municipal Conflict of Interest Act, R.S.O. 1990, M.50 shall be applied to and by the Board. 

Board members must avoid any financial conflict of interest. There must be no conducting of 
personal services or private business between any Board member and the Kenora Public Library, 
except as procedurally controlled to assure openness, competitive opportunity and equal access 
to information. Where such business does occur, the CEO will inform the Board of the business 
or service between the KPL and the Board member.   

3. Board members may not be employed by the Kenora Public Library. Board members must not 
use their positions to obtain employment with the Kenora Public Library for family members or 
close associates.   

4. Board members may not attempt to exercise individual authority over any facet of the Kenora 
Public Library, the CEO, or other employees except as explicitly set forth in Board policies.   

5. Board members are expected to attend all regular Board meetings and other scheduled 
meetings. Members are expected to inform the CEO of an anticipated absence from a regular or 
other scheduled meeting. 

6. When balanced representation or effective handling of Board business is affected by a 
member’s frequent absences at Board meetings or Committee meetings, the Chair of the Board 
may discuss the problem with the member and may report this to the Board. The Board may 
decide to request that City Council replace the member.   

7. Board members are expected to possess the ability to work cooperatively and support decisions 
passed by a majority of the Board, as a decision by the majority is a decision of the Board.   

8. Board members are expected to be familiar with the needs, interests, and resources of the 
community of the City of Kenora. 


