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HARDISTY PUBLIC LIBRARY

MISSION STATEMENT

The Library is dedicated to the education, recregtion, cultural enlightenment, freedom to read
and information needs for dl citizens

The Library Board recognizes that the role of the Library has expanded to satisfy the growing needs of
the age we live in and that the Library shdl continue to expand with the needs of the future.

OBJECTIVESOF THE LIBRARY

The Library shdl gtrive to meet the following objectives

1.

To establish, maintain and preserve, in an organized collection, books and sdected materid in
order to promote an enlightened citizenship and enrich persond lives.

To serve the community as a center of religble information.

To provide opportunity and encouragement for the continuous educeation of al the peoplein the
community.

To support educationd civic and culturd activities of the groups and organizations.
To seek continudly to identify community needs, to provide service to meet such needs and to
cooperate with other organizations, agencies and ingtitutions which can provide programs or

services to meet community needs.

To provide opportunity for recreation through the use of literature, mudc, films, crafts and other
art forms.

To achieve maximum patronage and use of the services and resources by reaching out to all
members of the community.
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INTRODUCTION

It is the hope and the intention of the present Library Board that this handbook shdl:
1) provide a firm foundation for the administration of the library and the basis for procedures.
2) provide the rationae for planning and budgeting.

3) provide areference source of al current rules, regulations and procedures that govern the
library.

4) provide continuing guidance in awritten form for future boards, librarians and the local
community.

It should be noted that the minutes of the Hardisty Public Library dating from February 1977 to
September 1999 have been read and studied prior to the formation of this handbook. All policies made
throughout that time period have been consdered for inclusion in the handbook. Some policies were
kept in their entirety and others were amended or deleted as the present board felt necessary.

The Alberta Library Trustees Association Handbook was consulted at length and various points taken
for incluson. Sample policies obtained from Alberta Community Development were used as well.
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A. EXECUTIVE COMMITTEE

The management and business of the Library shdl be invested in the executive committee according to
the by-laws of the Library.

B. BOARD APPOINTM ENTSAND TERM S OF OFFICE

1

Board members shdl be appointed for three-year terms. A board member isdigibleto
be regppointed by only two (2) additiona consecutive terms of office, unless two-thirds
of the whole council passes a resolution stating the member may be regppointed as a
board member for more than three (3) consecutive terms.

Vacant board positions will be advertised, with terms commencing January 1t of the
following year.

Prospective new board members as well as board members whose terms have expired,
provided that they have not aready served three (3) consecutive terms on the board,
may apply inwriting to the Secretary of the Library Board indicating their willingnessto
let their names stand for possible appointments by the Town Council.

The Library Board will consder dl applications and submit al letters of gpplication to
the Town Council with recommendations for possible board gppointments.

The Library Board will leave the final decison of the board appointments with the Town
Council.

The Library Board supports the Town Council's practice of gppointing &t least one (1)
councillor to the Library Board.

The Library Board will have one (1) County of Flagstaff representative and one (1)
Parkland Regiond Library representative appointed to the board.

Election of officers will take place a the November board meeting.

C. MEETINGS

1.

The board meetings shall beheld once a month excluding July and December and must
have asmple mgority of (one haf plus one) members present to proceed with generd
business and must have a quorum of at least two-thirds (2/3) members present to
proceed with financid business.
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2. At therequest of three (3) board members, the chairperson shdl call a specid meeting. No
subject shdl be discussed or considered at any speciad meeting except that specified in the

notice.

3. The January meeting of the board shdl be the annua generd meeting and it shall be
advertised and open to the generd public.

4, The order of business for ameeting shdl be asfollows:

a)
b)
c)
d)
€)
D)

9
h
)

Cal to order

Approva of agenda

Approva of minutes from previous mesting
Business arisgng from minutes

Treasurer's report

Librarian's report

Town Representative report

New business

Adjournment

D. HIRING CRITERIA

1 LIBRARIAN
The Board will gppoint a committee to hire a Head Librarian based on the following
preferred criteria:

a)
b)
0)
d)
€)
f)
o)

enjoys working with children and the generd public

aHardisy community resdent

has computer and office skills

is organized, sdlf-directed and works cooperatively with a board
is cregtive and showsiinitiative

has a high school diploma or a higher education

is able to atend out- of-town meetings and workshops

2. SUMMER STUDENT

a)

b)

Preference for summer student gpplicants will be given to those living in the
community of Hardisty

Preference will be given to gpplicants who are attending a post- secondary
inditution in the fallowing fdl term

Preference will be given to an gpplicant with Saturday librarian experience
Preference will be given to firgt-time gpplicants

At the March meeting, the librarian will gppoint acommittee to help with the
hiring of a summer student, if deemed necessary.
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1.

LIBRARY USE

The Library will serve dl resdents of the community and the surrounding rurd area.
Service will not be denied or curtailed because of religious, racia, socid, economic or
politicd status.

The use of the Library or its services shal be limited when excessve demands of groups
or individuas tend to curtall servicesto the generd public.

The use of the Library or its services may be denied for due cause. Such cause may be
fallure to return books or other items, non-payment of membership fees, falure to pay
pendties, failure to pay for damaged or lost materids, destruction of library property,
disturbance of other patrons or any other objectionable conduct on library premises.

F. LIBRARY SERVICES

1.

The Library will select from the whole range of available resources, and organize for
ease of access those books and resources which best meet the needs of the community.

The Library staff will provide guidance and assistance to enable people to find the
information they seek.

The Library will initiate programs to simulate the use of library resources for the
enlightenment of people of al ages. Thismay be done through publicity, displays and
exhibits, story hours, book talks, summer programs, specia programs, films and other
appropriate means, either in the library or in conjunction with community organizations.

The computers may be used by the community for the purpose of internet, business
reasons, games, or personal use.

The Library will cooperate with other community agencies and organizations to
determine and meet the educationa needs of the community and to assst them in thelr
programs.

The Library accepts the responghbility for security information beyond its own
resources, by borrowing materials which it does not own, which cannot be purchased
or the demand does not justify purchase.

The Library will loan materid to other libraries as requested. However, borrowers of
thislibrary will have priority in the use of library resources.
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10.

11.

12.

13.

1.

The Board recognizes that no single library can meet dl the demands of its community.
Librariansin different politica subdivisons working together sharing their services and
resources, can meet more nearly the full needs of their users. The board, and the
librarian, therefore, will be aert to opportunities for cooperation with other librariesto
strengthen the services and resources of the library.

The Library will endeavour to maintain abaance in its services.

The Library will endeavour to cooperate with, but cannot perform the function of school
libraries or other indtitutiond libraries, which are designed primarily to meet curricular
needs.

Library serviceswill be provided daring the hours which best meet the needs of the
community.

Periodic reviews will be made of library services to determine whether the needs of the
community indicate that present services should be modified or new services added.

Resources will be shared through:

a) The Librarian's Coopertive in the County of Flagstaff (one rural member of the
board will represent us)

b) Parkland Regiona Library

) Alberta Community Development

d) Interlibrary Loan

€) The Alberta Library Card

LIBRARY RESOURCES

The Library will provide any resources, either by purchase, or through cooperation with
other libraries, which will help to meet objectives (see INTERPRETATION (€) or
bylaw for definition of “library resources’)

Resources acquired will meet high standards of quality in content expressions and
format.

Resources which no longer are useful in the light of stated objectiveswill be
systematicaly weeded from the collection. Such materidswill be discarded as

necessary.

To safeguard access to the widest possible variety of resources, the library adopts the
policy of freedom to read.
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5. The library subscribes to the “ Statement of Intellectual Freedom” adopted by the
Canadian Library Association, asfollows:

a) All persons have the fundamentd right, as embodies in the nation’ s Bill of
Rights, to have accessto dl expressons of knowledge, crestivity and intellectua
activity, and to express their thoughts publicly. Thisright to intellectua freedom
is essentid to the health and development of Canadian Society.

b) Librarians have the basic respongibility for the development and maintenance of
intellectud freedom.

) It is the responghility of libraries to guarantee and facilitate accessto dll
expressions of knowledge and intellectud activity, including those which some
elements of society may congder to be unconventiona, unpopular or
unacceptable. To thisend, libraries shal acquire and make available the widest
vaiety of materids,

d) It is the responghility of libraries to guarantee to the right of free expression by
meking avallable dl the library’ s public facilities and services to dl individuas
and groups who need them.

e) Libraries should ress dl effortsto limit the exercise of these respongbilities
while recognizing the right of criticiam by individuas and groups.

f) Both employees and employersin libraries have a duty, in addition to their
indtitutiona respongbility to uphold these principles.

6. When requested, the library will do its best to obtain library materias in languages other
than English - @ther through inter-library loan, purchase, the Parkland Regiond
Library'sinternationa collection, or community agencies.

7. We will do our utmost, with the resources available to us, to provide library materidsto
persons unable to use conventiona print materids, (e.g) talking books, large print
books.

H. PUBLIC RELATIONS
1. The Board recognizes that public relations involves every person who has any

connection with the library. The board urgesits own members and al staff membersto
redlize that he or she represents the library in every public contact.
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2. The Board recognizes the importance of vibrant library image and is committed to
presenting such an image to the public.

3. The Board recognizes that relations with the community are most effective if they are
regular, consstent and persistent.

4, The board and the librarian are expected to participate in community activities and give
talks to groups or individuas about library services as required.

5. The two prime ams of the library’ s public relations program are;

a) to make governing leaders, civic officids and the generd public aware of the
library’ s objectives and services and to promote understanding of these goals
and services.

b) to encourage active participation by people of dl agesin the varied
services of the library.

LIBRARY ORGANIZATIONS

1. The Board recognizes the importance of supporting the Alberta Library Trustees
Association (ALTA) the political voice and lobbying force of Alberta Public Library
Trustees, aswell asthe Library Association of Alberta(LAA) the provincid association
dedicated to the development of all types of librariesin Alberta

2. The Board will show their support by being a member of both associations.

J. BOARD ORIENTATION AND CONTINUING EDUCATION OF BOARD AND
STAFF

New board members shal be given the following items for purposes of orientation: - Bylaws
and policy handbook of Hardisty Public Library - The Libraries Act. - The Alberta Library
Trustees Association handbook - Map of PRL service area - Library higtory - List of Board
members and committees - Board member job description - Event caendar - Service
agreement between Town of Hardisty and Parkland Regiond Library - Copy of Goals &
ObjectivesNew board members shal be partnered with an existing board member to assist
them in their orientation.

The Board shdl support ongoing education for its members and staff asitemized in the budget.

The board shdl encourage its members to attend workshops and training. Staff evaluation may
be used to determine what further training or courses are needed.
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K. INTERNET
1 The Library will house a least two public internet access computersin the library.

2. Training for gaff and volunteers heping with the internet is the respongibility of the
librarian.

3. Computer users must Sign in at the circulation desk before use. The internet terminds
may be reserved for one hour per day, booked by library personnel.

4, Any person usng the internet or computers shdl follow library rules. The Board will not
monitor and has no control over information accessed through the internet and cannot
be held responsible for its contents. It isthe users respongbility to determine the
accuracy of the information retrieved from the internet.

5. Illegd activities or any other activities intended to disrupt network services or equipment
are prohibited. Users of the library's internet connection must specifically agree not to
submit, publish or display any defamatory, inaccurate, abusive, obscene, profane,
sexudly oriented, threatening, racidly offensve, or illegd materid.

6. Misuse or abuse of a computer or itsintended use will result in suspengion of privileges.

7. Chat lines and adult sites may not be accessed on our computers.

8. Materids on the internet may be subject to copyright laws which users are responsible
for upholding.

L. PERSONAL INFORMATION BANKS

1 Personnel Performance Records
Location: Hardisty Public Library, 5027 - 50 Street, Hardisty, Alta. TOB 1VO0
Information contained: Employment contracts, performance evauations, reprimands
and commendations, and training certificates obtained.
Individuals: Permanent and part-time gaff a Hardisty Public Library.
Legd Authority: Freedom of Information and Protection of Privacy Act, section 32(c)

2. Human Resources Records
Location: Hardisty Public Library, 5027 - 50 Street, Hardisty, Alta TOB 1V0

Hardisty Public Library Handbook 1



N.

Information contained: Includes information to support adminigtration and payrall
functions.

Persond information contained would include employee name, address, phone number,
birth date, employment commencement date, sdlary grid placement, emergency contact,
payroll deductions, benefit plans, vacation status and sick leave.

Individuals. Permanent and part-time gaff a Hardisty Public Library.

Legd Authority: AlbertaLabour Code, Canada Tax Act, Library Act

Library Contact Information File

Location: Hardisty Public Library, 5027 - 50 Street Hardisty, Alta. TOB 1VO0.
Information contained: Names, addresses and home phone numbers of librarians and
board members.

Individuals: Current librarian and board members of Hardisty Public Library

Legd Authority: Freedom of Information and Protection of Privacy Act section 32(C).

Patron Database

Location: Hardisty Public Library, 5027 - 50 Street, Hardisty, Alta. TOB IVO
Information contained: Information that supports the lending and use of library materias
to the public.

Persona information includes name, address, telephone number and email address of
patron.

Individuals. All patrons registered with Hardisty Public Library.

Legd Authority: Libraries Act, Freedom of Information and Protection of Privacy Act,
section 32(c).

Staff Directory

Location: Hardisty Public Library, 5027 - 50 Street, Hardisty, Alta. TOB IVO
Information contained: Employee name, address and home phone number. Individuas:
Permanent and part-time saff at Hardisty Public Library.

Legd Authority: Freedom of Information and Protection of Privacy Act, section 32(C).

PUBLIC INFORMATION HELD BY HARDISTY PUBLIC LIBRARY

s owdE

Minutes of board megtings

Hardisty policy handbook and bylaws
Audited financid gatements

Annud report

List of board members and staff

Thisinformation is available to the public without a request under the FOIP legidation.

FEE SCHEDULE
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The fee schedule for Freedom of Information and Protection of Privacy Act requedts, as defined
by the legidation, isasfollows

Fees may be assessed regarding general records for
locating, retrieving and producing the record
computer and programming time for producing electronic records.
preparing the record for disclosure.
copying records for release.
supervising the ingpection of records.
shipping charges.

When an gpplicant is requesting persona information about him/hersdlf, there will be no charge
for providing the gpplicant's information unless the copying charges exceed $10.00.

If an applicant is required to pay fees for services, the public body must provide an estimate of
those fees before providing those services. The request will be processed when the applicant
agreesto pay the fee and deposits 50% of the estimated fee. The balance is payable when
information is available for ddlivery to the gpplicant.

The head of the public body or the Commissioner may excuse an gpplicant from paying dl or

part of the fee where:

. the applicant cannot afford to pay, or

. for any other reason it would be fair to excuse the feg; or

. the record relates to a matter of public interest including the environment public hedth or
sofety.

Overdl, fees charged may not exceed the actua costs of the services provided.

O. RECORDSRETENTION

1 Background
The Hardisty Public Library keeps orderly and timely records of the business of the
library. This policy outlines the procedures that comply with federd rules and
regulations, and with the needs of our library.

2. Conditions
2.1 Thelncome Tax Act of Canadais used as the authority for the retention of
records.
2.2 Thelibrary retains records as outlined in Schedule A.
2.3  Therecord, as set out in Schedule A, are:
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a) Destroyed - the records shdl be destroyed without any copy being
retained.
b) Permanent - the original record shal be preserved and never destroyed.
24  Permanent copies are kept as Hardcopy.

3. Procedures
3.1  Authority for destruction of recordsis given to the Head Librarian by the board
3.2  TheHead Librarian isresponsible for the proper and complete destruction of
the records required to be destroyed under this policy.
3.3  TheHead Librarian reports the destruction of the records to the board.
34  Permanent records are stored at the Hardisty Public Library, 5027 - 50 Street,
Hardigty, Alta TOB 1VO0 in metd filing cabinets.
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SUBJECT DESCRIPTION YEARS ACTION

Accounts Receivable, Paid Invoices 7 D

Alta. Corn. Dev. Public Library 7 D
Statistics

Annual Report Local Boards

Architectural Drawings Building

p H
p H
Audit Monthly financial statement 7 D
Final p H
Bank Deposit books 7 D
Memos (Debit & Credit) 7 D
Reconciliations 7 D
7 D
Board Membership 7 H
Briefs/Rep To Government 7 D
Budgets Final 7 D
Bylaws All p H
Cash Receipts Journal 7 D
Cheques Paid (cancelled) 7 D
Register 7 D
Stubs 7 D
Circulation Statistics only 7 D
Contracts All p H
Correspondence General 7 D
Employee Benefits WCB Claims p H
Employees Job Applications 2 D
Personnel File p H
Grant Applications General 7 D
Income Tax Deductions 7 D
TD1 Forms Replace
TD4 Slips/Summaries p H
Insurance Claims p H
Inventory After superseded 7 D
Leases After Expiration 7 D
Ledgers General p H
Legal Opinions and Procedures p H
Legislation - Acts After superceded 1 H
Minutes Board and Committee p H
Payroll Garnishes 3 D
Earnings Records/Pa 11 p H
Policy Current i
Project Applications i STEP, PEP, etc. 7 H
Receipts Books | 7 D
Special Events Non-Historic 7 D
Summer Reading Pro. Materials (samples and files) 7 go thru
Supplies Invoices 7 D
Termination Employees p H
Tenders Files 7 D
Training & development Reports p H

Hardisty Public Library Handbook
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P.

THE ALBERTA LIBRARY CARD

1. Any borrower in good standing of amember library of The AlbertaLibrary isdigible to
participate in reciproca borrowing through The Alberta Library.

2. The borrower is responsible for materias borrowed and fines incurred.

3. An Alberta Library Card will be issued by the home library to any borrower in good
ganding. Participating libraries may add aloca bar code to The Alberta Library Card.
The card will include an expiry date.

4, Alberta Library Card holders will not be charged a fee when borrowing materids from
participating libraries outsde their home library.

5. All locd library policies and rules teke priority and will gpply to dl personsusng The
Alberta Library Card. Redtrictions may apply.

6. A maximum of five items may be on loan at any time from each participating library
sysem.

7. Materids can be returned to any participating library. The recaiving library will note the
date returned and will make every reasonable effort to forward the item by its next
business day.

Procedures

A participating library isalibrary that participates in The Alberta Library Card Program. This
includes issuing and honouring The Alberta Library Card and receiving returned items.

A homelibrary isalibrary a which an individud is a borrower in good standing.
A lending library isthe library that lends items under The Alberta Library Card Program.

A receiving library isalibrary that receives returned items and returns them to the lending
library.

| ssuing Cards
The Hardisty Public Library will issue The Alberta Library Card to primary dientsin good
ganding. Clients must be 18 years of age.

FINANCIAL MANAGEMENT
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The board shal establish budget and financia systems.

2. Gifts and Donations.

a) The library will accept as gifts, new or used materials only, on the condition that
the librarian and/or library board has the authority to make whatever disposition
they deem advisable.

b) Gifts of money, red property and/or stock will be accepted if conditions
attached thereto are acceptable to the library board. Tax receipts will be
issued.

) The library will not accept, for depogit, materids which are not outright gifts.

The board shdl participate in and oversee fund raising events.

4, The board shdl ensure adequate insurance, building maintenance and replacement, and
capital needs are met and/or planned for.

5. Thelibrarian shdl be authorized to spend up to the budgeted amount dealing with

purchasing library materid.

w

Signing Officers
The Chair, Treasurer and Head Librarian shaft be the sgning officers of the Board with two
sSignatures necessary on cheques.

Fiscal Year
The fisca year of the Board shall be January 1 to December 31.

Budget

The Treasurer and Head Librarian shdl develop an annual budget based on the current plan of
sarvice. The budget isto be approved by the board in November so it can be submitted to
Hardisty Town Council by December for their gpprova. Budgets are also to be submitted to
Parkland Regiond Library System and Alberta Community Development - Libraries Branch.
Capital Expenditures (over $300) not outlined in the budget must be approved by the board.

Audit

The financid records of Hardisty & Didtrict Public Library will be prepared for audit as soon as
is reasonably possible after year end. The audit will be done by aboard approved auditor.
Audited financia statements are to be distributed to Hardisty Town Council, Parkland Regiond
Library, Alberta Community Development - Libraries Branch, and Canada Customs and
Revenue Agency (Charity Information Return).

Expensesfor Board and Staff

1 Membership to The Alberta Library Trustee s Association shal be paid by the library.

2. The library will pay trustee and staff expenses for board approved courses and
workshops. These expenses may include mileage, accommodation and registration
fees.

3. The library will remburse trustees and staff for telephone cals made from home while
conducting library business.
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4, Occasondly, trustees and staff must pick up library materids, supplies and equipment
where billing to the library directly is not possble. The library will reimburse for these
items, plus mileage if deemed necessary.

5. Mileage shal be paid at the current town rate.

Parkland Regional Library Board - Town Representative
The library will pay mileage a the current town rate for al meetings attended, plus the amount of
$50.00 for a one-hdf day meeting and $100.00 for afull day mesting.

Banking

From time to time the Treasurer and Head Librarian will review the banking service provided to
Hardisty Public Library and make recommendations for change to the board. Any changein
banking service shdl be by motion of the board.

R. DUTIES OF BOARD EXECUTIVE AND READ LIBRARIAN

The BOARD CHAIRMAN isthe executive officer reqponsblefor:

1 Ensuring that the board affairs are conducted according to the policies of the board and
The Library Act.

2. Coordinating dl business affairs of the board.

3. Planning and conducting regular and specid meetings of the board. The board chairman
for dl the meetings shdl prepare an agenda with copies made for al the board members

one (1) week prior to each meeting.

4, Supervisng the activities of dl other postions to ensure that their duties are being
properly fulfilled.

5. Serving as an ex-officio member of dl committees of the board, giving assstance as
required.

6. Keeping board members informed of al correspondence and presenting asummary of
information to the board a monthly meetings.

The SECRETARY isthe executive officer responsible for:

1 Preparing and maintaining on file the minutes of dl meetings of the board as officid
documents which record the affairs and decisions of the board.

2. Preparing, receiving and maintaining on file al correspondence for the board and reply
as requested.

3. Accepting responsbility for other designated duties: provide a copy of the board
minutes to Town Coundil.

The TREASURER isthe executive officer reqponsblefor:

1 Ensuring financid accounts, contracts and agreements are conducted according to
sound accounting and business practice.

2. Maintaining on file sal employment documents.
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10.

Keeping adetailed record of al moneys received and expended.

Bdancing financid books and preparing a bank reconciliation statement each month.
Presenting amonthly financia report to the board, including income and expenses, year
to date, and percent of budget spent.

Maintaining afile of dl receipts or vouchers for which funds were paid ouit.
Maintaining afile of al cancdled cheques.

Preparing grant forms aong with the Head Librarian.

Preparing the annua budget aong with the Head Librarian, for adoption by the board
and submitting it to Alberta Community Development and Town Council and Parkland
Regiond Library.

Submitting the annua audited financid statement to Town Council, Alberta Community
Development, Parkland Regiond Library and Canada Customs and Revenue Agency
(Charity Information Return).

TheHEAD LIBRARIAN isregpongble for the following:

1.

2.

w

~

10.
11.

12.

A librarian shdl be hired to manage the daily affairs of the library, hereby ensuring
consistency of the operations in order that the best service possible shdl be provided.
The librarian shall attend al board meetings, and in matters of sdary, performance and
employment the librarian shdl arrive a the meeting & a prearranged time. If these
mesetings should occur outside the regular working hours, they shal be paid at the
regular hourly wage.

The librarian shal be required to give awritten report at each meeting.

The duties and respongbilities of the librarian, as outlined in Section P, shdl be
reviewed annualy in the month of October.

The librarian’s annual evaduation will be carried out in the month of October by a
committee of at least two board members.

The librarian shall use seasond themes to decorate the library in an appeding manner,
and donein atimey way: i.e. two weeks before the event and removed immediately
after the event.

Update Policy Handbook when changes occur.

The librarian will be respongible for carrying out the budget as implemented by the
board and work closdy with the Treasurer to facilitete this. The librarian will receive
moneys payable to the Board and deposit cash and cheques promptly. The librarian
will aso be respongible for the monthly payment of incoming invoices.

Thelibrarian will St on dl committees and act as a reference when requested.

The librarian will bring to the Board Chair's attention any concerns or problems.

If the librarian has a grievance, the first person to address would be the Board
Chairperson. If results were unsatisfactory, the next option would be to address the
Board.

The librarian will hire and oversee dl additiond staff, such as Saturday and summer
students.
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HEAD LIBRARIAN - ADDITIONAL DUTIES

1.

NoahswWN

© ©

10.

11.

12.

13.

14.

N

o

Maintain the library in an orderly Sate.

Operate the circulation desk and reshelve books.

I ssue membership cards and receipts for dues.

Maintain records of memberships and issue renewa notices.

Share responsibility for ordering new materias.

Process new books and materials and donated items.

Maintain old books with minor repairs on aregular basis and repair library materids as
necessary.

Keep dl card catdoguing files neat and orderly.

Adminigter the reference and interlibrary loan service.

Pick up, open and read dl incoming mail, drawing the Chairperson's attention to matters
of prime importance.

Attend workshops at the Board' s discretion, the expenses and mileage will be paid by
the board at the current Town rates.

Prepare, with the treasurer, a proposed annua book budget to be presented to the
board.

Extra hours may be necessary at times. These hours will be paid a the regular hourly
wage.

Record hours worked daily.

DUTIESOF THE SUMMER STUDENT

Pick up the mall (Generd Delivery) from the post office daily. Open and sort bringing
to the atention of the librarian anything of importance.

Check bulletin board for directions on how to check books in and out.

Record overdue materia and keep arecord of notices sent. Fines are paid through a
conscience jar.

Keep track of al memberships, whether new or renewas. SeeHow To Do a
Membership at back of circulation binder.

Be respongible for running the summer programs.

At the end of each day, record the daily circulation in the circulation book and file cards
from the day's circulation according to the date due, in the date file on the desk. The
cards will befiled aphabetically according to the author's last name.  All materids, other
than books should be placed at the front.

When leaving, lock the centre drawer of the desk and the library doors. Check doors
after locking to make sure the lock has caught, including side and back exit doors.
Make sure all windows are closed and locked.

Treet the library as awork place. Do not have the radio playing loud and do not have
vidtorson aregular basis or in the work area.
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10.

11.

The librarian will be stopping in &t the library throughout the summer to make sure that
you are not having any problems carrying out your duties.

Thereisasmall box and an envelope in the middle desk drawer, with petty cash written
onit. If you have to purchase suppliesfor the library, you will use this money and
obtain areceipt.

If you have any problems or concerns, please phone the librarian, Trudy Vickerman, a
780-888-2108.

SATURDAY LIBRARY STUDENT

Saturday librarians shal undergo a three months probationary period from the start of

employment.

Saturday librarians who do not satisfactorily complete duties will be given two warnings.

Thefirgt will be verbd, the second written, and a third will result in dismisA.

The Saturday librarian is expected to complete the following duties:

a) check books in and out

b) reshelve books

) collect money for memberships, have the patron fill out the New
Member/Renewa Form. Receipts and cards will be done by the librarian.

d) record daily circulation

€) file book cards dphabeticaly by author's last name under date due. All other
materials arefiled in front of the book cards under date due.

f) read shelves and check off the ones you complete. Do as many as you have
time for and in order S0 that they will dl get done before garting over. To
“read” a shelf go through a section book by book, putting the books in proper
order.

0 fill out and Sgn time sheet

h) turn thermostat down to 15 degrees before leaving

i) lock centre desk drawer

) check answering machine for incoming messages and turn on before leaving

K) turn on/off neon sign

)] turn on/off dl lights, leaving outsde light on when you leave

m) turn computers on/off, except main which remains on

n) lock the doors and windows, including side and back exit doors

u. LIBRARY RESOURCESAND BOOK SELECTION

1.

2.

This task shall be entrusted to the acquisitions committee composed of up to two board
members and the librarian.

This committee shal operate within the proposed budget limitations when purchasing
library resources.
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AA.

3. Materids may be sdected using selection guides such as bookligts, catalogues,
collection surveys, needs assessment, outdated or discarded titles, public requests,
grants or donations, and persona shopping.

CIRCULATION OF LIBRARY RESOURCES

All catalogued resources such as books, cassettes, videos, CD ROMS, music CDs, games and
magazines are available for circulation as according to Schedule C of the bylaws. The
exceptions will be encyclopedias, dictionaries, thesaurus, atlases, consumer reports, education
/job related materids and any other reference materids. These may, however, be signed out
overnight at the discretion of the librarian.

PETTY CASH FUND

1. Thelibrarian shal receive $150.00 at one time to be used for petty purchases and
disbursements necessary for the daily operations of the library.

2. The sum shal be replaced monthly.

3. The librarian shal keep receipts for dl purchases.

OTHER SERVICES
Book Covering - thelibrary will offer abook covering service to the public. The charge shdl
be $3.00 per regular book and $3.50 for extra large books.

CITIZENS REQUEST FOR RECONSIDERATION OF AN ITEM

If acitizen makes a complaint about the subject matter, language or other area of a particular
item, they shal be required to complete the Citizen's Request for Reconsideration of An Item
form. (Library form #5)

HOURS OF SERVICE

Tuesday 11:00 am. to 5:00 p.m.
Wednesday 11:00 am. to 5:00 p. m.
7:00 p.m. to 9:00 p.m.
Thursday 11:00 am. to 5:00 p.m.
Saturday 1:00 p.m. to 4:00 p.m.
Summer Hours July and August

Tues. to Fri. 9:00 am. to 5:00 p.m.

CONFIDENTIALITY OF USER RECORDS
All user records will be kept in confidence, unless requested in writing as required by law.
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BB. YEARLY EVENTS

January - Annual Meeting
a) welcome new members
b) gart annual report
) implementation of new budget
d) Set up committees:
i) County Representative
if) Policy Handbook
iif) Summer programming
iv) Public relations/phoning
V) Acquigtions
Vi) Needs assessment goals & objectives/plan of service
vii) PRL Representative
viii)  Performance appraisal
X) Fund raisng
€) Bylaw changes and readings voted on

February
a) aoply for STEP grant
b) finish annud report

March
a) Librarian gppoints summer student hiring committee

April
a) begin advertisng for summer sudent

May
a) begin planning summer program
b) hire summer student

June
a) finalize summer program. Send out information to school and set up ads

July
a) summer student begins work

b) summMmer programs run

September
a) plan for awvards night
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October

a) begin work on next budget

b) gart watching for Needs Assessment, Gods & Objectives or Plan of Service

) assess funding required for following year' s capita projectsin preparation for Alberta
Culture and Recregtiond Grant due in January

d) evauation committee does Librarian's performance gppraisa

e) review Librarian's duties and responghilities

November

a) advertisefor new board members

b) submit letters of application and recommendations for new board membersto Town
Council

) nominake new executive

d) Board appreciation supper

e) goprove finaized budget

f) review bylaws

0 Policy Handbook committee to update Policy Handbook

December
a) advertise annud meseting
CC. LIBRARY FORMSAND LETTERS
Member ship Renewal Notice
Membership Renewal Notice
for:

Once again it istime to renew your library membership. The date of expiry was
Membership fees for residents for one year are as follows. Junior

$4.00, Adult $7.00, Family $12.00.
Thank you for supporting your locd library.

Hardisty Public Library Y ours Sncerely,
Generd Dédlivery

Hadigy, Alta

TOB 1V0

Ph. 780-888-3947

Librarian
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HARDISTY PUBLIC LIBRARY
GENERAL DELIVERY
HARDISTY, ALTA- TOB IVO
780-888-3947

Date

REVOKING OF LIBRARY MEMBERSHIP NOTICE

Dear

Our records show that:
_____youhavefailed to pay for damaged or lost items within two weeks of fina notice.
_____you havefailed to return library items as requested.

It isthe policy of the library to withdraw borrowing privileges until such time as the above matter
is dedlt with.

Please drop into the library or call if you have any concerns regarding this matter.

Sincerdly,

Librarian
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HARDISTY PUBLIC LIBRARY
GENERAL DELIVERY
HARDISTY, ALTA. TOB 1V0
780-888-3947

Date

DAMAGED OR LOST ITEM NOTICE

Dear

Our records show that you have an item(s) that iSare eight weeks overdue or is'are damaged
beyond repair.

Author Title Type Date Due

It isthe policy of the library to consider items eight weeks overdue as lost unless we have been
notified otherwise.

THE LOST ITEM POLICY isasfollows

a) Where aligt price is available, patrons shdl be charged the full list price.

b) Where alig priceis not available, patrons shdl be charged fiffi replacement cost.

) When an item isout of print or cannot be obtained for some other reason, the library reserves
the right to choose an item of Smilar value to replace it and the patron shdl be charged the full

replacement cost.

d) If alogt item isreturned after the final notice has been mailed and before the library has
purchased a replacement, the item shal be accepted in lieu of payment.

€) If alogt item isreturned after the find notice has been mailed and a replacement has been

purchased by the library, the patron shal be required to pay for the replacement according to
a), b) and c) of the Logt Item Policy. The patron may keep the found item if he/she wishes.
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The totd amount now owing for the above-mentioned damaged or lost book(s) is
. It would be appreciated if you would give this matter your

immediate attention.

Sincerdy,
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HARDISTY PUBLIC LIBRARY
GENERAL DELIVERY
HARDISTY, ALTA. TOB 1VO
780-888-3947
emall: hardp@tel usplanet.net

NEW MEMBER/RENEWAL APPLICATION

Name: Card No.

Address: Expiry Date:
Type:

Phone No. Email:

Other Family Members:

|, the undersigned, agree to be responsible for al library materias taken out on the above
mentioned library card.

| agreeto return dl materids on time and in good condition.

| agreeto pay for dl materids thet have been lost or damaged beyond repair.

" | agree to be respongble for any minors that may take out library materias on this membership
card.
Authorized Signature Date

The information on thisform is collected under the authority of the Libraries Act and the Freedom of
Information and Protection of Privacy Act. Theinformation provided will be used to issue alibrary
card, contact you about requested or borrowed library resources, caculate adminigtrative satistics,
provide information on library program and update adminigtrative records. If you have any questions
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about the collection and use of the information, please contact the Hardisty Public Library, a 780
888-3947.

CITIZEN'SREQUEST FOR CONSIDERATION OF AN ITEM

Date

Thisformisto be completed outside the Library premises and returned within seven days from the date
of issue.

Author/Performer
Type of Item

Title

Request initiated by

Address Telephone

Complainant represents. Self _ Other (please name person)

Organization or Group

To what in the item do you object? (please be specific: cite pages)

What do you fed might be the result of reading this item?

Is there anything good about this item?

Did you read the entire item? If no, what parts?

What do you believeisthe theme of thisitem?

What would you like your Library to do about thisitem?
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Date | ssued:

Date Returned:

Librarian’s Signature:

Complainant’s Signature:
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