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SECTION | - BYLAWS

BOARD BYLAW

Creation Date: June 1998
Last Revision Date: March 29 2023
Last reviewed: February 28, 2024

The City of Red Deer Library Board enacts the following Bylaws pursuant to The Libraries Act for
regulation of the business of the Board.

Interpretation

For the purposes of this Bylaw, the expression:

“Act” refers to the Libraries Act, RSA 2000, cL-11, s36;
“Board” means The City of Red Deer Library Board;
“Borrower” means the person to whom a Library card has been issued;

“CEO” means the person charged by the Board with the operation of the
Library;

“the Library” means the Red Deer Public Library (encompassing all branches);

“Library materials” includes books, periodicals, newspapers, audio and video
materials, electronic resources, micro-materials in all formats, kits, toys and
games in the collection of the Library or borrowed by the Library.

Library Facility

The portion of the building used for public Library purposes is open to any
member of the public free of charge;

The hours of Library opening are as set out by the Board from time to time as
set out in policy;

Charges for the use of Library premises not normally used for public Library
purposes are set out in Schedule A which is attached and forms part of this
Bylaw;

Persons using the Library building shall obey all Library policies and conduct
themselves so as to not disturb other Library users.

3. Requirements for Acquiring a Library Card

The Library card application must be signed by the applicant, or signed by the
parent or guardian of an applicant who is less than |8 years old;

Library cardholding may be accompanied by an annual Library card registration
fee, as determined by the Board in Schedule B.

4. Responsibilities of a Library Cardholder

A Library card may be used only by the person to whom it is issued;



A Library cardholder shall notify the Library of any change of their address,
telephone number and/or email address;

Library cardholders must take care of any Library item borrowed;

Library cardholders are responsible for understanding the due date of material
and for the return of borrowed Library items to the Library facility on or before
the due date.

5. Loan of Materials

In accordance with the Libraries Act, RSA 2000, c L-11, s36 (3), no charge will be
levied for Library materials used in the facility or for Library materials loaned in-
house.

6. Penalty Provisions
Fines for late return, damaged, or lost materials are set out in Schedule B;
The CEO may suspend a Library card for the reasons set out in Schedule B;

A person who has had a Library card suspended may, within 30 days of such
revocation, make a written appeal to the Board setting out the grounds of the
appeal;

The decision of the Board in an appeal is final and not subject to further appeal;

In cases of serious dereliction, the Board may prosecute an offence under The
Libraries Act, RSA 2000, c L-11, s 41;

Any fine or penalty imposed goes to the benefit of the Board in accordance with
The Libraries Act, RSA 2000, c L-11, s 42.



BOARD BYLAW - SCHEDULE “A”

Creation Date: December 2001
Last Revision Date: March 30 2023
Last Review Date: February 28 2024

When not required for Library programs and services, some Library spaces are available for short-
term rental.

Room rental fees are due and payable on the day of the rental. The fee schedule is as set out below:

Room Rental Fees
I. Room Rental — Snell Auditorium

Customer is responsible for take-down and set-up of tables and chairs. Failure to do so will
result in an additional $50 charge.

Morning 9:00 — 1:00 pm $85
Afternoon 1:00 — 5:00 pm $85
Evening 5:00 — 8:00 pm $85
Full day 9:00 — 5:00 pm $165
2. Room Rental — Waskasoo-Kiwanis Meeting Room
Morning 9:00 — 1:00 pm $50
Afternoon 1:00 — 5:00 pm $50
Evening 5:00 — 8:00 pm $50
Full day 9:00 — 5:00 pm $100
3. Room Rental — Green Room
Morning 9:00 — 1:00 pm $30
Afternoon 1:00 — 5:00 pm $30
Evening 5:00 — 8:00 pm $30
Full day 9:00 — 5:00 pm $60

*The following equipment is NOT included in the room rental: LCD projector, computer

equipment, sound and lighting systems, video conferencing equipment.

Other Rentals and Fees
4. Equipment Rental
e Piano — per session: half day or evening $50

e Extension cords ($25 replacement cost if not returned): No Charge



5. Additional Costs
e Security* $30

*Required if the room is in use outside of regular hours of opening for all and any part of an
hour; there may be additional overtime charges subject to availability of personnel and at the
discretion of the CEO or designate. Contracting Parties using Library facilities will be subject to
overtime charges if the Library is not vacated by closing time.



BOARD BYLAW - SCHEDULE “B”

Creation Date: January 1999
Last Revision Date: June 25, 2025
Last Review Date: May 29, 2024

Registration Fees, Loan Periods and Penalties

Library Cards
The Board and CEO will undertake regular reviews of the following:
e Library card fees;

e consideration of other sources of revenue as a result of elimination or reduction of fees.

I. City of Red Deer Residents or Property Owners:
e Adult: Free;
e Under 18: Free;

e Organizational card: $10.00 + $3.00 for each secondary card.

2. Non-residents:

e Adult: $40.00 for the primary Library card in a household + $5.00 for each secondary card in
that household;

e Under 18: Free;
e 18 but still in high school: Free;

e Organizational card: $40.00 + $5.00 for each secondary card.

3. Temporary Residents

¢ Individuals who take up temporary residence in Red Deer for a period of less than |2
months will be assessed the appropriate non-resident card registration fee as listed in the
previous Section 2. On request and the return of their Library card(s), the fee will be
refunded minus $10.00 (hold-back fee).

4. Lost or Stolen Cards:

e A $2.00 replacement fee will be charged for a lost or stolen card.

5. No-Fee Cards

e Any person indicating inability to pay may be provided with a Library Card free of charge at
the discretion of Library employees.

6. Other

e Family Cards: Not offered, covered in the above.
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Complimentary Cards: Issued at the discretion of Library employees.

Adult Literacy Program:
= Tutors will receive a free Library card;
= Students enrolled in the program will receive a free Library card.

Homebound Reader Volunteers: Will receive a free Library card.

Library Employees: Will receive a free Library card.

Loan Periods for Library Materials

With the exception of DVDs and Video Games, all Library materials are available for a three-week
loan + two three-week renewals if there are no holds on the material. DVDs are available for a
two-week loan + two, two-week renewal, if there are no holds on the material.

Note:
e [tems in high demand may be subject to shorter borrowing periods;

e Reference materials are not normally available for loan. However, special overnight loans
may be arranged if urgently required;

e Newspapers and micro materials are not available for loan;

e Courses — six weeks;

e Adult Literacy Collection (adult literacy tutors and students only) — 60 days;

e Bulk form to Continuing Care/Supportive Living facilities — six weeks;

e Hot Picks — one-week loan, no renewals;

e New collections may have test loan periods until a preferred loan period is determined.
Penalty Provisions

I. OVERDUE ITEMS

e $0.25 per day per item up to a maximum of $6.25 per item on material borrowed via
Inter Library Loan;

¢ No overdue fines on materials borrowed from the Library’s owned collections; however,
borrowing privileges may be suspended until overdue items are returned or paid for;

e Borrowers may check their own accounts online at any time, or phone during opening
hours, to ensure they return their materials on time. When a valid email address is on
file a courtesy notice is emailed to the borrower two days prior to the items being due.
An overdue notice is emailed or mailed to the borrower after an item has been overdue
for several weeks. A lost item notice is sent to the borrower after an item has been
overdue for a lengthy period.

11



2. SUSPENSION OF BORROWING PRIVILEGE
Borrowing privileges will be suspended in the following situations:

e Borrowers owing $10.00 or more in overdue fines, damages, and/or lost item charges.

3. LOST / DAMAGED COSTS

e |n the event the actual cost of an item is not recorded in the item record, and cannot
otherwise be determined, the item cost will be the default price as set for similar items
in the catalogue.

e In the event an Inter Library Loan item is lost or damaged by an RDPL cardholder, the
item cost charged to the cardholder will be the amount invoiced for the item from the
lending Library including any processing fees. The extent of damage to an item is assessed
by the lending Library and is non-negotiable.

12



SECTION 2 - BOARD

POLICY 2.1 MEMBERSHIP

Creation Date: March 2012
Last Revision Date: May 29, 2024
Last Review Date: May 29, 2024

A municipal council may establish a municipal Library board which has management and control of
the municipal Library; organizing, promoting and maintaining comprehensive and efficient Library
services.

2.1.1 Appointment

e Members of the Board are appointed by the Red Deer City Council for a term of
three years or less, depending on vacancies or resignations;

e The Board shall consist of ten members, one of whom shall be a Councilor appointed
by Red Deer City Council at its annual organizational meeting.

2.1.2 Code of Conduct

e As part of the orientation process to the board, new board members are presented
with an Oath of Confidentiality and a Code of Conduct which must be agreed to and
signed prior to attending their first Board meeting.

2.1.3 Length of Term

e Generally, a member may not serve more than three consecutive terms;

e A Member who is first appointed to the Board to fill out a partial term (e.g., to
replace a Member who has resigned before completing a full term) will be eligible to
serve two more full consecutive terms;

e A Member may serve one additional two-year term when approved by the Board.

2.14 Attendance

e A Member who, without authorization, misses three consecutive Board meetings or
four total meetings in a Board year may be asked to resign.

2.1.5 Compensation and Reimbursement of Expenses

e Board Members receive no direct or indirect compensation but will be reimbursed
for previously approved expenses incurred on previously Board-approved Board
business. Expenses such as travel, meals, accommodations, registration fees and
parking will be reimbursed upon the provision of receipts; in accordance with the
Expense Claims Policy;

e Board members are personally responsible for the membership costs related to
individual memberships in Library associations.

13



2.1.6

Retirement from the Board

e A retiring Board member who has served on the Board for three or more years shall
receive a gold Library card which will entitle them to a free lifetime card for the
Library.

14



POLICY 2.2 ORGANIZATION

Creation Date: March 2012
Last Revision Date: March 25, 2026
Last Review Date: March 25, 2026

The Board shall establish policies as set out in the Libraries Regulation, AR 141/98 and as amended.

22.1

2272

The Board Officers

e The Chair and the Vice Chair will be elected by the Board members at the regular
November meeting each year;

e Shall serve a term of one year from the meeting at which they are elected and until
successors are duly elected;

e Three signing officers are assigned at the regular November meeting each year;

e The City Council appointee shall not serve on the executive.

2.2.1.1 The Chair:

e Presides at meetings of the Board, executes documents authorized by the
Board, serves as an ex-officio member of the standing and ad hoc
committees of the Board, and performs all duties associated with the
office;

e Annually appoints a Nominating committee at least one month prior to
the November meeting to identify those willing to serve as officers to be
presented at the November meeting. Nominations from the floor may
also be made at this meeting;

e Signs a copy of the Board meeting minutes upon their confirmation by the
Board.

22.1.2 The Vice Chair:

¢ In the absence or disability of the Board Chair, or if there is a vacancy in
that office, the Vice-chair shall assume and perform the functions of the
Chair.

The Executive Committee:

e |s made up of the Board Chair, Vice-chair and the Chairs of each of the two standing
committees of the Board;

e Attends to matters of an emergent nature between regular Board meetings and
reports its decision at the next full Board meeting for consultation and confirmation.
Emergent matters are those requiring a decision prior to the next scheduled Board
meeting to avoid significant operational disruption, legal risk, financial impact, or
reputational harm;

15



223

Board Standing Committees:

2.2.3.1

Considers matters requiring a decision during any period the Board is recessed.
Decisions of the Executive Committee shall be effective immediately and remain in
force unless amended or rescinded by the Board at its next meeting.

There shall be two standing committees of the Board: the Planning and Finance
Committee and the Personnel and Administration Committee;

Each standing committee will be made up of approximately the same number of
Members; each Board Member serves on one of the two standing committees,
however, may elect to serve on both standing committees;

Chairs for each committee are elected by the Board at the November Board

meeting;

Considers matters falling within its terms of reference, reporting decisions and
recommendations to the next Board meeting for confirmation;

The Board may strike ad hoc committees as deemed necessary.

Board Standing Committee Terms of Reference

22.3.1.1 The Planning and Finance Committee:

Develops and presents an annual budget to the Board at
the September meeting;

Develops a five-year Plan of Service based on a community
needs assessment;

Monitors the budget and financial activities, including
investments;

Reviews the audited financial statements with the auditor
and presents them to the Board for consideration;

Develops plans as necessary for special funding requests;
Recommends financial policies to the Board;

Plans Board development and continuing education
including an annual retreat and the Board development
component of meetings.

2.2.3.1.2 The Personnel and Administration Committee:

Recruits and makes recommendations to the Library Board
on the appointment of the CEO;

Conducts an annual performance review of the CEO and
provides recommendations to the Board;

Develops and recommends Board Policies to the Board;

16



224

e Ensures Board policies and Bylaws are current and filed
with Public Library Services Branch and made public on the
Library’s website;

e Ensures these policies and Bylaws conform to existing
Alberta Library Branch legislation;

e Ensures Board Orientation takes place before the first
Board meeting of new members.

Meetings

Nine regular Board meetings shall be held per year (September - June), standing
recessed during July, August and December with the Executive Committee acting on
behalf of the Board during these three months;

The election of Board officers and other business arising takes place during the
regular November meeting;

A quorum for the transaction of business at any Board meeting shall consist of fifty
percent (50%) of the Members;

Board meetings shall be governed by the rules contained in the current edition of
Robert’s Rules of Order — Newly Revised, in all cases applicable and not inconsistent
with Board Bylaws or any special rules of order adopted by the Board;

The preference for decision making at both Committee and Board meetings is
consensus but in the event a vote must be taken, the vote shall be taken and
determined by simple majority;

Special Board meetings may be called at the direction of the Chair, or at the request
of four Members, for the purpose of transacting business stated in the call for the
meeting;

The CEO or designate shall attend all Board and Committee meetings and shall
ensure a true and accurate record is kept;

Ex-officio members shall have voting rights at all Committee meetings;

Board Members are required to declare any potential conflict of interest at the
beginning of any committee or board meeting when the agenda is reviewed. This
declaration will be recorded in the minutes of said meeting. The Board Chair will rule
as to whether the declaration constitutes a conflict. In the case where a conflict is
deemed to exist, the Member in conflict will absent themselves from any discussion
or vote of the issue at hand;

As part of the orientation process to the board, new board members are presented
with a statement of confidentiality which must be agreed to and signed prior to
attending their first Board meeting;

Board members will refrain from direct involvement in Library operations. Any
suggestions or concerns relating to operational issues will be communicated directly
through the CEO;

17
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226

The Board discusses and debates issues thoroughly in Board and Committee
meetings but speaks with one voice in public. Only the Board Chair, CEO, or
persons designated by them provide information or answer questions from the
media;

A borrower may request to speak at a Board meeting by making a request to the
Board Chair at least three weeks before the Board meeting. All requests must
include name, address, telephone number, email and a summary of the comments the
borrower wishes to address to the Board. The borrower is limited to no more than
five minutes excluding Board questions. The time and date may be varied at the
discretion of the Chair. The borrower may not ask questions of the Board at the
meeting. The borrower may only speak on the subjects for which they have received
approval; must obey the rules of procedure and any decision of the Chair; and must
refrain from speaking disrespectfully of another person or group. Failure to abide by
these rules is grounds for the Chair to conclude or curtail a presentation.

Appointment to The Society of the Friends of the Red Deer Public Library (“The
Friends”)

The Board recognizes the organization known as “The Society of Friends of the Red
Deer Public Library” (“The Friends”) established as an independent non-profit
organization under the laws of the Province of Alberta, with purposes directed
towards fund-raising and other activities intended to benefit the Library;

In order to ensure a close working relationship between The Friends and the Library
Board, the Board annually, in November, will appoint a Member as formal liaison with
The Friends to attend meetings and report to the Board on those matters of mutual
importance. The Board will pay the cost of The Friends annual membership for the
appointed member.

Institutional Memberships

The Board may elect to become an institutional member of Library associations in
which case institutional membership fees will be paid by the Library.
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POLICY 2.3 FINANCIAL ADMINISTRATION

Creation Date: March 2012
Last Revision Date: October 30, 2024
Last Review Date: October 29, 2025

The Board shall establish financial policies.

2.3.1

232

233

234

Audit

The Board shall appoint an auditor annually and may request competitive bids at the
discretion of the Board;

The financial records of the Library will be prepared for audit as soon as reasonably
possible after the fiscal year which shall be January | to December 31 inclusive;

The auditor will present the audited financial statements to the Planning and Finance
Committee, which after consideration and review, makes recommendations to the
Board.

Contracts

New contracts and agreements for goods and services with a value of 1% or more of
the operating budget entered into between the Board and suppliers will be
submitted, in writing, to the Planning and Finance Committee at a regular or budget
meeting for review and recommendation to the Board;

Existing contracts with a value of ten thousand dollars ($10,000) or more which are
being considered for an increase of fifteen percent (15%) or more of the budgeted
amount will be brought to the Planning and Finance Committee for review and
recommendation to the Board.

Capital Asset Acquisition

The Board, through the annual budget review, approves the purchase of capital assets
and goods and services;

The CEO may delegate responsibilities for purchase of capital assets or goods and
services;

The purchase of unbudgeted capital assets or goods and services with a value of over
$10,000.00 must be approved by the Board through the approval of a grant
application or by a majority vote at a regular Board meeting.

Financial Statements

A monthly financial statement, prepared by Library Administration and reviewed by
the CEO or their designate, outlining the current year budget, year-to-date expenses,
budget variances and percentage expended will be presented to the Planning and
Finance Committee for its review and recommendation to the Board at its next
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235

2.3.6

237

238

239

regular monthly Board meeting. Types of statements presented will be determined by
the Board;

e The CEO shall report any financial anomalies to the Board Chair and the Chair of the
Planning and Finance Committee as soon as possible after being noted.

Signing Authority
e Two authorized signatures are required on each cheque prepared on behalf of the
Library;

e Financial signing officers shall be the CEO, the Acting CEO, and any of three Board
Members designated by motion at the regular November Board meeting.

Petty Cash

o A petty cash fund is managed by Library Administration. The fund is to be used for
making immediate payments when it is impractical to issue a cheque in a small
amount or a customer, employee or Board Member requires immediate payment for
small amounts.

Investment

e The Board is committed to the prudent investment of available Library funds
therefore the CEO shall ensure invested Library funds provide the highest investment
return available with reasonable security, while conforming to applicable legislation
and meeting the cash flow requirements of the Library.

Financial Stabilization Reserve

e The Board will maintain a Financial Stabilization Reserve for unplanned, short-term
use as well as a Capital Replacement Reserve for capital projects;

e The Financial Stabilization Reserve shall strive to retain a minimum balance of 5% and
a target balance of 10% of annual budgeted general Library expenses;

e After the annual audit is approved by the Board any increase in net financial assets,
excluding project fundraising, targeted grants, and targeted donation revenue will
be applied to the Financial Stabilization Reserve. Any balance above the target will be
applied to the Capital Replacement Reserve with spending as proposed by
management and approved by the Board;

e Use of the Financial Stabilization Reserve will be determined by the Board based on
recommendation from the CEO.

Credit Cards

e Corporate credit cards will be used by the CEO or designated employees for
reservations, travel expenses, and specific Library purchases;
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Receipts for the expenses will be submitted to Library Administration as soon as
possible after the expense has occurred;

Personal use of the credit card is prohibited.

2.3.10 Conferences and Other Expenses

Board Members delegated to attend conferences or authorized meetings shall be
paid, upon provision of written receipts, expenses in accordance with budget
provisions in the Expense Claim Policy;

The Board shall select delegates to in-person conferences in consideration of
budgetary limitations;

Recognizing the importance of The Friends of the Red Deer Public Library, the
Personnel and Administration Committee may also make a motion to cover some
costs of continuing education for The Friends when a motion to do so is approved by
the Board of The Friends and brought forward to the Personnel and Administration
Committee.

23.11 Gift Acceptance

RDPL welcomes gifts that support its mission, services and facilities. Individuals,
organizations and corporations are encouraged to support areas that both reflect
their interests and correspond to Library needs identified in the Plan of Service. Gifts
and donations become the property of the Library and, as such, are subject to its
acquisition and discard policies and procedures;

RDPL appreciates the generosity of all donors, however it may not always be in the
interests of RDPL to accept a particular gift. The CEO and designates are authorized
to negotiate gift agreements with prospective donors. If RDPL deems that a donor’s
wishes do not correspond with the Library’s priorities, the donor will be asked to re-
designate the intended gift;

Unrestricted cash and equivalent charitable gifts will be placed in the general
operating fund. Gifts of marketable securities, real estate or deferred gifts which
include bequests, life insurance policies, gift annuities and charitable remainder trusts
may be transferred to the Red Deer and District Community Foundation for
investment in a RDPL fund;

Gifts in kind including artwork, equipment, books, and property if accepted become
the sole and exclusive property of RDPL and can be used for any purpose deemed
acceptable by the Library. RDPL will follow guidelines set out by the Canada Revenue
Agency regarding appraisals, valuation and receipting. Donors should consult personal
tax advisors prior to donating;

Donors of cash and equivalents of $20.00 or more will receive a charitable tax
receipt. Donors of cash under $20.00 may receive a charitable tax receipt if
requested;
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Particularly significant gifts may result in a naming rights proposal the suitability of
which will be determined by the Planning and Finance Committee. Considerations
will include the significance of the gift, the history, reputation and integrity of the
donor, and the donor’s compatibility with, understanding of, and support for the
Library’s mission and Plan of Service. All naming rights agreements will be of a fixed
term.
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SECTION 3 - FACILITIES

POLICY 3.1 HOURS OF OPERATION

Creation Date: May 1995
Last Revision Date: October 25 2023
Last Review Date:

The Board is committed to offering convenient hours of service to its users. The hours of operation
of the Library shall be set by the Board and will be periodically re-assessed by means of surveys and
employee observation studies to determine peak hours of operation.

3.1.1 Unscheduled Closures

e The CEO, or designate, may close the Library if mechanical emergency or
environmental conditions prevent the safe operation of the building. The Library may
also be closed temporarily due to an emergency on the request of the RCMP, fire
department or other public services.

3.1.2 Temporary Hours of Operation

e The Board may approve temporary changes to the hours of operation.

3.1.3 Statutory Holidays

e Library Branches will be closed on Statutory Holidays, which include:

New Year’s Day Civic Holiday
Good Friday Labour Day

Family Day Thanksgiving Day
Easter Sunday Remembrance Day
Easter Monday Christmas Day
Victoria Day Boxing Day
Canada Day

¢  When Canada Day, July I, falls on a Sunday, the Library will close on the Sunday and
the Monday, July 2;

e The Library will close for an annual Staff Development Day.

3.1.4 Hours of Service

e All Branches*
Monday to Thursday 9 a.m. — 8 p.m.
Friday 9 am. to 5 p.m.
Saturday and Sunday 10 a.m. to 3 pm.
*Collicutt Branch hours of in-person service may vary. Self-service hours match
those of the Collicutt facility.
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POLICY 3.2 APPROPRIATE USE POLICY

Creation Date: March 2000
Last Revision Date: April 29 2026
Last Review Date: April 29 2026

The Board shall establish policies with respect to the terms and conditions for safe use of spaces
managed by the Board.

3.2.1

3.2.2

3.23

324

3.25

3.2.6

3.2.7

The Board is committed to providing a positive, comfortable, and professional
environment, and will not tolerate any form of workplace discrimination, violence or
harassment directed by, or at, any Library employee by another employee, Board
member, volunteer, or member of the public.

The Board is committed to providing an environment free of violence and harassment.
Individuals exhibiting behaviour damaging to a clean, pleasant, respectful, safe Library
environment may be excluded from the Library premises for extended periods of time
up to and including permanent exclusion, subject to appeal processes outlined in this
policy. Inappropriate behaviour may also result in RCMP involvement and/or criminal
charges being laid.

Staff members, volunteers and patrons must adhere to public health orders or directives
when accessing the Library.

Red Deer Public Library reserves the right to refuse access to individuals who refuse to
adhere to public health orders or directives.

The Chief Executive Officer (CEO) must ensure mechanisms compliant with the
Occupational Health and Safety Act are in place for the reporting and investigation of
reported incidents of workplace violence or harassment against Library staff and
volunteers in an objective and timely manner, that necessary actions are taken, and
appropriate supports are provided.

A parent, guardian, or other responsible adult must accompany children under the age of
nine at all times in the Library.

Definitions

e Discrimination: unfavourable or unequal treatment based on prejudices or on
characteristics such as a person’s race, religious beliefs, colour, physical disability,
mental disability, age, ancestry, place of origin, marital status, source of income, family
status, gender, gender identity, gender expression and sexual orientation;

e Harassment: any single incident or repeated incidents of objectionable or unwelcome
conduct, comment, bullying or action by a person that the person knows or ought to
reasonably know will or would cause offence or humiliation to another person or
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3.28

3.29

3.2.10

3.2.11

3.2.12

3.2.13

adversely affect that person’s health and safety. Includes conduct, comment, bullying
or action because of race, religious beliefs, colour, physical disability, mental disability,
age, ancestry, place of origin, marital status, source of income, family status, gender,
gender identity, gender expression and sexual orientation, and sexual solicitation or
advance;

e Violence: threats, attempts or acts that cause, or are likely to cause, physical injury.

Reasonable, justifiable, consistent, and non-discriminatory acts of discipline, provided by
an individual who has the authority to provide discipline, shall not be construed as
harassment.

All branches of Red Deer Public Library are administered by the Red Deer Library Board
under the authority of the provincial Libraries Act. Everyone who uses these facilities
must abide by the Library’s Appropriate Use Policy.

All Library customers are expected to conduct themselves in a manner which enables
other customers, Library employees and themselves to accomplish their intended Library
tasks in a safe, reasonably pleasant, and orderly atmosphere. Library employees will
listen to, and respond when appropriate, complaints voiced by customers. Library
employees may involve external agencies up to and including the RCMP in taking
appropriate action when customer behaviour causes disruption or unreasonable
interference in the delivery or receipt of Library services.

Employees who are faced with, or who observe a situation involving an act or threat of
violent conduct, where there is reasonable belief that any person may be in danger,
should contact the RCMP immediately.

The Library reserves the right to:

e require anyone whose behaviour causes disruption or unreasonable interference in
the delivery or receipt of Library services to leave the premises;
e restrict privileges for a specified period of time, and;

e ban the individual from the Library for a specified period of time or permanently.

In most cases, Library employees will notify the individual that they are in violation of the
standards of conduct and will provide one verbal warning, except
harassment/violence/threats, which may result in immediate removal and/or RCMP
involvement. Disruptive behavior that presents a threat to the health and safety of
another person, or the theft or destruction of property of the Library or a person
accessing the Library will be reported to the RCMP.

Behaviour that may require Library staff to intervene includes but is not limited to
the following:
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Targeted disrespect: Interferes with another person’s ability to deliver or
receive Library services by engaging in unwanted physical contact or abusive
or obscene language (including inappropriate tone of voice) or follows a
person in or about a public place;

Trespass: Knowingly enters or remains unlawfully on the premises;

Assault: Intentionally or by reckless conduct causes injury to another person;

Public Sexual Conduct: Engaging in sexual activity, simulated sexual activity, or
sexually explicit conduct, or intentional exposure of genitalia or other intimate
body parts for a sexual purpose in the Library, whether alone or with another
person;

Controlled Substances: Includes using or selling controlled substances on
Library property. The use of alcohol is prohibited on Library property except
at Library approved functions;

Non-Solicitation: Prohibited activities include selling goods or services for
personal or charitable purposes, soliciting donations, panhandling, or distributing
petitions to patrons or employees unless preapproved by Library
administration;

Disruptive Behaviour: Any behaviour, condition or noise that is disruptive, unsafe,
or interferes with Library operations, staff duties, or another person’s ability to
access, use, or enjoy Library services and facilities;

Intoxication: Being obviously under the influence of alcohol or drugs;

Smoking, vaping and other uses of tobacco, other smokeable products, or
vaporized substances are prohibited in the Library building (City of Red Deer
Smoke Free Bylaw #3345/2005) as well as five meters from any entrance,
window, or air intake of the Library building (Tobacco, Smoking and Vaping
Reduction Act and Regulation);

Fragrance Free: Customers are asked to refrain from wearing scented
products while visiting Red Deer Public Library;

Improper Attire: All customers are required to wear footwear and attire that is
appropriate for a shared public space. Clothing standards apply to all patrons
equally, regardless of gender identity or expression;

Misuse of Library Building, Equipment, Furniture, and Materials: Includes but
is not limited to entering employee-only areas, placing feet on tables and chairs,
standing on furniture, mutilating or defacing books or periodicals, mistreating
equipment or computers, marking with graffiti;

Wheeled Devices (excluding mobility aids): riding or operation of bicycles or any
wheeled recreational or transportation devices inside the Library is prohibited.
This restriction does not apply to wheelchairs, walkers, mobility scooters, or
other legitimate mobility aids;
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32.14

3.2.15

* Blocking Aisles or Doorways: Includes obstructing aisles or doorways or in
any way interfering with the free movement of any other persons;

*  Weapons: Carrying weapons or any object that may be thought to be a
weapon of any type on Library property is not permissible except by law
enforcement officers;

* Removing Library Materials or Equipment: All materials and equipment
must be checked out either by a Library employee or using a self-check
machine before they can be removed from Library property;

* Hygiene: A person may be required to leave the Library if their personal
hygiene interferes with the orderly operation of the Library or with the
ability of other customers to use and enjoy the facility;

* Animals: Animals of any kind are prohibited unless serving as an aide animal
with identification provided by the Government of Alberta under the Service
Dog Act or as part of a Library-sponsored program;

* Misuse of Restroom: This includes but is not limited to bathing, changing
clothes, marking with graffiti, and bringing Library materials into the
restroom;

* Sleeping: Patrons are expected to remain awake, alert, and able to safely use
Library facilities while in public areas;

* Photographing, filming and video recording of other customers
or Library staff or volunteers without their consent in Library
facilities without pre-authorization by Library administration.

A person who has been banned from the Library for a period of less than four months
may appeal in writing. The appeal must be addressed to Library administration and
include the reason for the ban and the person’s current contact information. Appeals
may be placed in the drop box of any branch; the banned individual must not enter any
Library branch while the ban is in effect. Each appeal will be reviewed individually at the
discretion of the appropriate Library staff, and a response will be provided within one
week to the extent that contact information is provided.

A person who has been banned from the Library for a period of four months or greater
may appeal in writing using the form located in Appendix C.
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POLICY 3.3 USE OF LIBRARY MATERIALS
Creation Date: December 1995

Last Revision Date: March 25 2026

Last Review Date: March 25 2026

Facilitating the efficient use of Library materials in a cost-effective way by as many customers as
possible is a cornerstone of Library service.

There is no charge for using Library materials within the Library or borrowing Library
materials normally lent by the Library;

No person shall remove any item from the Library until the item has been checked
out to a Library card;

Cardholders are responsible for all material taken out on their card;

The Library is not responsible for any damages, including damages to equipment,
which may result from the use of Library material;

The number of Library materials that may be borrowed at any one time depends on item
and card type;

Each item borrowed must be returned to any Library on or before the due dates set out in
the Bylaws;
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POLICY 3.4 USE OF LIBRARY FACILITY

Creation Date: December 1995
Last Revision Date: June 25 2025
Last Review Date:

The Board is committed to allowing the use of space not required for Library operating purposes to
be used by other community not-for-profit groups, commercial groups and business organizations
on a first-come, first-served basis.

Our values include diversity, respectful spaces, intellectual freedom and access for all. Freedom of
expression and access to ideas and information are essential to the health and development of a
democratic society. Library spaces may be used by those who express ideas that may be contrary to
the Library’s vision and values. In renting spaces for short-term use, the Board does not endorse or
agree with any of the aims, policies or activities of any group or individual using the space, or any of
the ideas, messages or information they express.

The Board recognizes that individuals and groups may strongly disagree with ideas and views
expressed within Library spaces and collections. In some instances, they may, on a personal level,
view them as offensive or harmful. However, in keeping with its value of intellectual freedom, the
Board will not restrict freedom of expression beyond the limits prescribed by Canadian law.

34.1 Auvailability and Terms of Use of Rentable Spaces

e Rentable meeting space is available on a first-come, first-served basis as set out in the
bylaws if the space is not required for Library programs and partnerships.

e The Board does not necessarily support the views of individuals or organizations
booking rooms. Advertising of meetings or events taking place in Library meeting
rooms shall not imply endorsement by the Board of the content of the program or
event, unless such events are explicitly endorsed or co-sponsored by the Library.

e The Board will coordinate and implement risk assessment and additional security
measures, at the renter’s expense, when considered advisable for the peaceful
enjoyment of the Library by all patrons.

e Topics for discussion, names of speakers with their affiliation and items for sale
including fundraising items must be disclosed at the time of booking.

e The Board will not knowingly permit any individual or group to use its facilities for
any illegal purpose. The Library requires potential renters to abide by Library policy,
the Criminal Code of Canada (including hate propaganda laws) and the Alberta
Human Rights Act.

e No special privileges are extended to organizations to which Library employees or
Trustees belong.

e The mailing address of the Library cannot be used as the official address or
headquarters of any person or organization except permanent tenants of the Library.

29



3.4.2

343

Use of Other, Non-Rentable Spaces

Freely accessible, public Library spaces may not be reserved for use by a specific
group but groups whose activities will not disturb other users in any way are
welcome to find and use, but not reserve, appropriate spaces for their needs.

Right to Deny use of Library Spaces

The CEO may deny a group use of space in the Library where use will disturb the
peaceful enjoyment of the Library by other users, but denials may be appealed to the
Board in writing. All denials shall be reported to the Board.

The CEO may limit time in the Library or the use of parts of the Library in response
to local conditions. All limitations shall be reported to the Board.

The Library reserves the right to refuse or cancel a booking at any time or ask a
group to leave when it reasonably believes that use by any individual or group will be
for a purpose that is likely to:

= Promote discrimination, hatred or contempt for any group or person
on the basis of grounds included under the Charter;

= Be contrary to the law or any Library policies or guidelines including
conduct, including but not limited to violent, threatening, abusive,
harassing, disruptive or intrusive language or conduct;

= Present a misrepresentation;

= Present a likelihood of physical hazard, disturb the peaceful enjoyment
of the facilities by other users, threaten public safety, result in a misuse
of equipment or premises.

Past misuse or non-payment of fees is sufficient grounds for denial of an application
and subsequent bookings may be cancelled.

If Library property or equipment is defaced or damaged in any way the room renter
shall be responsible for any and all damage caused by its use of the Library and must
pay the Library, on demand, any costs the Library may incur because of damage to
any meeting room facility or property as a result of the event.

Applicants who are denied permission to use these facilities may, upon written
request, have the decision reviewed by the CEO. Denials by the CEO may be
appealed to the Board in writing.
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344 Admission Fees for Programs Taking Place in Library Spaces

Admission fees charged for programs taking place in the Library must be approved by
the CEO or their designate unless they are minimal fees for the cost of takeaway
program materials.

345 Use of Library Bulletin Boards

The Board is committed to making a specific, public, Library bulletin board available
at no cost for the use of local not-for-profit organizations or individuals;

Posters and pamphlets soliciting business will not be accepted;

Posters for display on public bulletin boards must be approved, posted, and may be
removed by the Library.

346 Political Use of Library Spaces

The Library is a foundational institution for informed and inclusive democracies, and it plays an
important role in civic dialogue and debate. The Library must always act and appear to act in a non-
partisan way, especially during elections and referendums, while supporting the democratic process,
freedom of expression, and informed discussion on political issues.

This policy does not prohibit the Library from promoting awareness of or providing information on
elections as long as no particular candidate is promoted or excluded. This includes promoting
awareness of activities or events in which all candidates in an election are invited to attend.

The Library may engage in non-partisan activities that encourage political
participation and voter awareness. Examples of such activities include using physical
Library space to serve as polling stations or Library physical or virtual space to host
all-candidate meetings/forums or to host programs and discussions about relevant
current issues;

The Library will not support, endorse, or advocate the viewpoints or beliefs of any
one candidate, political party, partisan organization or group. Posting or distributing
partisan election or campaign material in the Library is not permitted. Elected
officials, candidates for political office, representatives of political parties, and
registered third party advertisers may not use open Library space to solicit or
advocate among Library users and may not use open Library space to make public
statements or host media events, unless they are part of a shared Library program or
announcement;

Political parties that wish to invite media to events within Library meeting rooms

must submit their request to Library Administration in advance for approval. All
video and photo capture of events must follow Library Bylaws and Policies;
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Once the writ is dropped (Nomination Day in municipal elections) no elected official
or candidate from that level of government will be invited to speak or present at
Library events, except for at all-candidates meetings, until after the election has
concluded. Candidates, political parties, and registered third-party advertisers may
not book any Library spaces for meetings or other activities related to the election
underway;

The Library’s Administration may deny or cancel a meeting room or facility booking
when they reasonably believe that the proposed use is likely to or will include any

prohibited activities or violations of the Political Use of Library Space policy;

The Library’s logo, slogans, or other intellectual property may not be printed, posted
or distributed on any election-related campaign materials.
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POLICY 3.5 UNATTENDED CHILDREN AND VULNERABLE ADULTS

Creation Date: January 1995
Last Revision Date: June 24 2026
Last Review Date: June 24 2026

The Board is committed to welcoming people of all ages to the Library. Library employees,
however, cannot be responsible for their safety or supervision. Parents and caregivers are reminded
children and vulnerable adults may be at risk in a public place and should not be left unattended.

3.5.1 Children aged eight and under must be supervised within arm’s reach by a responsible
caregiver |16 years of age or older. Children nine and older may be left unattended
provided they are able to care for themselves and are mature enough to understand and
follow Library rules as stated in policy and related documentation.

3.5.2 If a child or vulnerable adult is unattended, in distress, or disruptive, the Library
employees will try to identify and locate the parent or caregiver. If the parent or
caregiver cannot be located or the Library is closing, the RCMP will be called.

3.53 To protect the privacy and security of patrons using the Library, Library staff will not
answer questions regarding the presence of users, report on attendance, and/or identify
patrons who are currently using, or have used the Library in the past. Responsibility for
the use of the Library by children (including supervision) under |8 rests with their
parents and legal guardians.

33



POLICY 3.6 SECURITY CAMERAS

Creation Date: May 2002
Last Revision Date: April 24 2019
Last Review Date:

The Board is committed to the maintenance of Library security. Security cameras are installed in the
Library to assist in protecting Library employees, Library users, the facility and its contents. Security
cameras will not be used to monitor employee performance.

3.6.1 Acceptable Use — Live Pictures

e During normal business hours, Library staff may monitor live security camera
pictures to enhance security in the building. Security cameras are not intended to
replace the regular physical presence of Library staff in every part of the facility;

e Only Library staff and senior managers will have access to security camera pictures,
with Library IT employees assisting as required.
3.6.2 Acceptable Use - Recorded Pictures

e Recorded pictures may be accessed by senior Library managers to enhance security
in the building or to monitor contractors;

¢ Images of individuals who have been banned from Library premises may be accessed
by Library employees for the purpose of enforcing a ban;

e All recorded security data will be treated as a Protection of Privacy Act (POPA)
Personal Information Bank;

e Library security staff will contact a senior Library manager before accessing recorded
pictures (If a senior Library manager is not available, and there is probable cause that
a suspicious incident took place, security will contact a senior Library manager as
soon as possible.)
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POLICY 3.7 INTERNET ACCESS

Creation Date: November 2000
Last Revision Date: June 25 2020
Last Review Date:

The Board believes the Internet is an important resource, serving information, education,
recreation, literacy and cultural needs.

3.7.1 Library Internet workstations may be provided to the public for research purposes.

3.7.2 A person requesting the use of a Library Computer must agree to abide by this Library
Internet Use Agreement:

Parents or guardians are responsible for materials accessed by minors who need
their parent or guardians’ permission to use Library computer workstations. Parents
or guardians may request a Library card with no Internet access;

Members of the public will have access to workstations at no charge;
A Library card or free E-card is needed to use the workstations;
The Library determines time limits for workstation use;

RDPL public computers and wireless network are located in public areas shared by
Library users of all ages, backgrounds and sensibilities. Individuals are expected to
consider other Library users when using the Library’s internet, computers or
personal devices in the Library, and must not use any workstation, public wireless
network, or personal device to display explicit images which may be disturbing to
others;

Use of Library computer workstations for illegal, actionable conduct, or to seek
access to unauthorized areas is prohibited;

The Library assumes no responsibility for any direct or indirect damages to user
property from the use of the Library computer workstations;

The Library is not responsible for any commercial transactions made while using the
Library computer workstations;

Attempts by a computer user to change the configuration of Library computer
equipment and/or software may result in the loss of Library privileges and/or criminal
prosecution;

When requested by a Library employee person or Library security, the user must
leave a computer workstation immediately.

373 The following Disclaimer Statement shall be placed at all Internet workstations and must
be agreed to before a user shall be given access:
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374

e Due to the broad range and diversity of information available on the Internet, the
Library has no control over the accuracy, timeliness or appropriateness of the
information available;

e Users are responsible for materials they access. As with all Library materials, parents
or guardians are responsible for materials accessed by minors. Minors must have
permission from parents or guardians before using this workstation;

e Use of workstations for illegal, actionable or unauthorized access is prohibited. The
Library assumes no responsibility for any direct or indirect damages from the use of
the Library workstation. Any misuse will result in the loss of Library privileges
and/or criminal prosecution;

e | have read and understood the terms and conditions outlined above for use of the
Library workstations, and by proceeding | agree to and accept these conditions.

The same Confidentiality Standards and Procedures that apply to other Library/user
transactions will apply to Library public Internet workstations.
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SECTION 4 - HEALTH AND SAFETY

POLICY 4.1 BOARD COMMITMENT TO HEALTH AND SAFETY

Creation Date: September 2005
Last Revision Date: May 29 2024
Last Review Date: May 29 2024

The Board is committed to the maintenance of a safe working environment for all workers,
including employees and volunteers.

4.1.1

Purpose

The Library Board is committed to ensuring a safe working environment that adheres to all
Alberta’s Occupational Health and Safety (OHS) requirements. The purpose of this policy is to
ensure the employer takes reasonable measures to protect the health and safety of their employees,

including:

Ensuring workers have the skills and training needed to do their jobs in a healthy and
safe manner;

Providing competent supervisors;

Preventing violence and harassment in the workplace;

Informing workers of all the health and safety hazards at the job site;
Setting up safe work practices and ensuring these practices are followed;
Providing safety equipment and training;

Properly labelling and storing dangerous chemicals;

Investigating serious injuries and incidents;

Investigating potentially serious incidents (PSl);

Working with the health and safety committee or representative;
Meeting OHS and Employment Standards Code requirements;

To promote good health and safe working practices;

To practice safe work procedures complying with the Alberta Occupational Health
and Safety Act, Regulation and Code;

To prevent work-related illness and injuries;
To provide effective treatment;
To protect the health of workers and citizens; and

To encourage work site inspections, both official and unofficial.
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4.1.2

CEO Responsibilities

4.1

4.1

The CEO will ensure regular opportunities are made available for employees and
volunteers to learn about, and be able to comply with, the Alberta Occupational
Health and Safety Act, Code and Regulation as it relates to their work processes.

The CEO will also ensure that Library operations are in compliance with municipal,
provincial, and federal health and safety bylaws, laws, codes, or charters currently in
force.

2.1 Orientation of Employees and Contractors

The CEO and/or the delegate will make new, transferring and returning employees
aware of the hazards, as well as the methods to control these hazards in their
workplace, through a Health and Safety Orientation, prior to or during the first day
of work.

The CEO and/or their delegate will ensure that contractors have a health and safety
program which includes onsite contact information for health and safety issues.

2.2 Joint Health and Safety Committee

In accordance with Alberta OHS requirements, a Joint Health and Safety Committee
(HSC) and representatives (HS representatives) will be established to bring the
employer and workers together to discuss and address health and safety related
concerns in the workplace. The purpose of the HSC is to allow all staff to participate
in occupational health and safety and support the three basic rights of workers:

e the right to know
e the right to participate
e the right to refuse dangerous work

At the discretion of the CEO or their delegate, certain responsibilities may be
delegated to the Joint Work Site Health and Safety Committee, such as incident
investigations.
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POLICY 4.2 PROTECTION FROM VIOLENCE AND HARASSMENT

Creation Date: September 2005
Last Revision Date: May 29 2024
Last Review Date: May 29 2024

The Board supports and promotes a safe, and inclusive workplace for all that is free from violence
and harassment. Personal safety of any individual in the Library facilities is paramount. Employee
violations of the policy will be subject to disciplinary action, up to and including dismissal.

Any act of violence or harassment, including sexual harassment, committed by or against any
individual is unacceptable conduct and will not be tolerated. Workplace harassment means any
single incident or repeated incidents of objectionable or unwelcome conduct, comment, bullying or
action by a person that the person knows or ought reasonably to know will or would cause offence
or humiliation to a worker or adversely affects the worker’s health and safety. Workplace
harassment includes conduct, comment, bullying or action because of race, religious beliefs, colour,
physical disability, mental disability, age, ancestry, place of origin, marital status, source of income,
family status, gender, gender identity, gender expression and sexual orientation, and a sexual
solicitation or advance.

Workplace harassment does not include any reasonable conduct of an employer or supervisor
related to the normal management of workers or a work site. Differences of opinion or minor
disagreements between coworkers are also not generally considered to be workplace harassment.

Violence, whether at a work site or work related, is defined as the threatened, attempted or actual
conduct of a person that causes or is likely to cause physical or psychological injury or harm. It can
include physical attack or aggression, threatening behavior, verbal or written threats, domestic
violence or sexual violence.

Domestic violence becomes a workplace hazard when it occurs or spills over into the workplace. It
may put the targeted worker at risk and may pose a threat to coworkers. Employers must take
reasonable precautions to protect affected workers if they are likely to be exposed to domestic
violence at a work site. Employees have a legal obligation to report workplace hazards to the
employer.

Sexual violence as a workplace hazard refers to any sexual act, attempt to obtain a sexual act, or
other act directed against a worker’s sexuality using coercion, by any person regardless of their
relationship to the victim, in a workplace or work-related setting.

Sexual violence exists on a continuum from obscene name-calling to sexual assault and/or homicide.
It includes online forms of sexual violence, such as internet threats and harassment, and sexual
exploitation.

The employer will not disclose the circumstances related to an incident of harassment or the names
of the complainant, the alleged harasser, nor any witnesses except where necessary to investigate,
correct or inform parties of the results of the investigation and of any corrective action, or as
required by law.
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The employer will not disclose the circumstances related to an incident of violence and/or
harassment or the names of the complainant, the person alleged to have committed the violence
and/or harassment act, and any witnesses except where necessary to investigate, take corrective
action, or inform parties involved of investigation and corrective action. The employer may inform
employees of a specific or general threat of, or potential for, violence. The employer may make
disclosures as required by law. Only the minimum amount of personal information will be disclosed
as necessary to inform employees.

Nothing in this policy is intended to discourage employees from exercising their legal rights
pursuant to any other law, including the Alberta Human Rights Act.

4.2.1 CEO Responsibilities:

e Investigate reported incidents of violence and harassment in an objective and timely
manner;

e Determined whether the complaint is frivolous, vexatious or not made in good
faith;

e Ensure appropriate procedures for documenting, investigating, and preventing
violence and harassment are in place;

e Take necessary action to prevent reoccurrence;
e Provide appropriate support for victims;
422 Individual Employee Responsibilities:

¢ |mmediately contact on-site security or the RCMP when faced with an urgent
situation involving threatening or violent conduct;

¢ |Immediately contact their supervisor if a co-worker offers threatening or harassing
behavior;

¢ Immediately contact the CEOQ if their supervisor is acting in a threatening or
harassing manner;

e Contact their supervisor if the CEO is suspected of abuse. If the individual employee
or supervisor reports to the CEO, the individual employee or supervisor will contact
the Board Chair or Vice-Chair.

423 Complaint that is Trivial, Frivolous, Vexatious, or Made in Bad Faith

Trivial, frivolous, vexatious, or bad faith complaints can have a serious negative impact
on the organization including decreased workplace morale, health and safety, and harm
the positive employer-employee relationship. The Board is committed to ensuring all
violence and harassment complaints, safety incidents, and/or refusal to work are
investigated in a timely manner with measures taken to prevent re-occurrence. VWhere
an employee who makes a complaint that is deemed in the opinion of the CEO to be
trivial, frivolous, vexatious, or made in bad faith may be subject to discipline up to and
including dismissal.
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e “trivial” means trifling; inconsiderable; of small worth or importance. Trivial does
not require an assessment of reasonableness of the matter.

e “frivolous” means lacking a legal basis or legal merit; a matter that has little
prospect of success; not serious, not reasonably purposeful;

e ‘“vexatious” means without reasonable or probable cause or excuse; harassing;
annoying; instituted maliciously or on the basis of improper motives; intended to
harass or annoy.

e “bad faith” means brought with an ulterior motive: for example, motivated by ill

will, hostility, malice, personal animosity, lack of fairness or impartiality, lack of total

honesty such as withholding information. It includes serious carelessness,
recklessness and intentional fault. It can be established by direct or circumstantial
evidence.

In accordance with the Alberta Occupational Health and Safety Act, no disciplinary action will be
taken against a worker by reason of that worker acting in compliance with the OHS Act, the
regulations, the OHS Code, or an order issued under the OHS Act.
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POLICY 4.3 WORKING ALONE

Creation Date: November 2008
Last Revision Date: April 24 2019
Last Review Date:

The Library Board is committed to worker safety and understands that working alone presents a
serious risk to worker safety.

4.3.1 Definition of Working Alone

The Board considers a Library employee to be working alone if the worker works by
themselves at a work site in circumstances where assistance is not readily available
when needed. Examples of those who could be at risk from working alone include
those who work in sites isolated from public view, who work by themselves without
close or direct contact with co-workers, who travel alone or do hazardous work
with no routine interaction with users or public, who travel away from base offices
to meet clients, or who handle cash.

432 CEO and Library Management Employee Responsibilities

Identify, as part of a hazard assessment, the potential hazards of working alone and
will take practical steps to eliminate or control the hazards;

Establish, where practical, an effective means of communication appropriate to the
hazards involved for employees and volunteers to contact other people who can
respond to the employee need; and,

Ensure employees are trained, and made aware of, the hazards of working alone and
the preventative steps to be taken to reduce potential risks.
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POLICY 4.4 EMERGENCY PREPAREDNESS

Creation Date: November 2008
Last Revision Date: May 29 2024
Last Review Date: May 29 2024

The Board will ensure there is an established, appropriate emergency response plan in place for
responding to an emergency requiring rescue or evacuation, to comply with Occupational Health

and Safety Legislation.

44.1 Emergency Response Plan

o Each Library Department Manager will have a current, site specific emergency
response plan including the following:

The identification of various potential and specific emergencies;
Procedures for dealing with identified emergencies;

Emergency response training requirements;

Location and use of emergency facilities;

Fire protection requirements;

Alarm and emergency communication requirements; and,

First aid services required.

44.2 Responsibilities of Employees Designated to Provide Rescue Services

e Employees designated to provide rescue services and supervise evacuation
procedures in an emergency will:

Be provided with appropriate training and equipment;
Be involved in emergency planning; and,

Conduct, at required intervals, appropriate training exercises simulating
emergencies.

443 Responsibility of Department Managers

e Library Department Managers are responsible for implementing and monitoring this
policy in their departments.
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POLICY 4.5 SCENT-FREE ENVIRONMENT

Creation Date: June 2009
Last Revision Date: April 24 2019
Last Review Date:

The Board recognizes dealing with scent allergies is an important Health & Safety issue. Many
scented products such as perfumes, lotions, soaps and shampoos can trigger severe, disabling
reactions in some individuals.

4.5.1 Responsibility to Monitor Compliance

e The CEO and Management Team will make employees and members of the public
aware of these issues and will ask them not to wear or bring scented products into
any Library facility. Library managers will monitor compliance and report to the
Health and Safety Committee.
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SECTION 5 - LIBRARY MATERIALS AND PROGRAMS
POLICY 5.1 COLLECTION DEVELOPMENT

Creation Date: May 1994
Last Revision Date: September 24 2025
Last Review Date: September 24 2025

The Library collection is one of the most identifiable assets of the Library and the Board recognizes
the need for collection development and resource sharing policy. The Board supports the following:

5.1.1 Statement of Intellectual Freedom

The Canadian Federation of Library Associations recognizes and values the Canadian
Charter of Rights and Freedoms as the guarantor of the fundamental freedoms in Canada
of conscience and religion; of thought, belief, opinion, and expression; of peaceful
assembly; and of association.

The Canadian Federation of Library Associations supports and promotes the
universal principles of intellectual freedom as defined in the Universal Declaration
of Human Rights, which include the interlocking freedoms to hold opinions and to
seek, receive and impart information and ideas through any media and regardless
of frontiers.

In accordance with these principles, the Canadian Federation of Library
Associations affirms that all persons in Canada have a fundamental right, subject
only to the Constitution and the law, to have access to the full range of
knowledge, imagination, ideas, and opinion, and to express their thoughts publicly.
Only the courts may abridge free expression rights in Canada.

The Canadian Federation of Library Associations affirms further that libraries
have a core responsibility to support, defend and promote the universal principles
of intellectual freedom and privacy.

The Canadian Federation of Library Associations holds that libraries are a key
institution in Canada for rendering expressive content accessible and affordable
to all. Libraries are essential gateways for all persons living in Canada to advance
themselves through literacy, lifelong learning, social engagement, and cultural
enrichment.

Libraries have a core responsibility to safeguard and facilitate access to
constitutionally protected expressions of knowledge, imagination, ideas, and
opinion, including those which some individuals and groups consider
unconventional, unpopular or unacceptable. To this end, in accordance with their
mandates and professional values and standards, libraries provide, defend and
promote equitable access to the widest possible variety of expressive content and
resist calls for censorship and the adoption of systems that deny or restrict
access to resources.

Libraries have a core responsibility to safeguard and foster free expression and
the right to safe and welcoming places and conditions. To this end, libraries make
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5.1.2
5.1.3
5.14
5.1.5

available their public spaces and services to individuals and groups without
discrimination.

Libraries have a core responsibility to safeguard and defend privacy in the
individual’s pursuit of expressive content. To this end, libraries protect the
identities and activities of Library users except when required by the courts to
cede them.

Furthermore, in accordance with established Library policies, procedures and due
process, libraries resist efforts to limit the exercise of these responsibilities while
recognizing the right of criticism by individuals and groups.

Library employees, volunteers and employers as well as Library governing
entities have a core responsibility to uphold the principles of intellectual freedom
in the performance of their respective Library roles.

Resource Sharing

e The Board is committed to reciprocal Library resource sharing and fully participates
in the Alberta Public Library Network.

Right to Accept or Reject Collection Materials

e The CEO may accept or reject any donation of new or used collection materials.
Accepted collection material donations become the property of the Library and are
subject to acquisition, processing, circulation, and discard policies and procedures.
Monetary gifts for the purchase of specific collection materials may also be accepted.

Collection Material Selection

e The presence of any item in the Library does not indicate an endorsement of its
content by the Library;

e Collections need to deal in an informative and balanced manner with social, personal,
racial, multicultural, religious and scientific issues;

e Collections need to provide as broad a base as possible of information and literature;

e Collections for entertainment and recreation, even though such materials may not
have enduring interest or value, must reflect a diverse community with differing
tastes, interests, purposes and education.

Materials the Subject of Debate

e Some materials may be controversial, and any given item may offend some patrons.
The ultimate responsibility for their choice of materials rests with the patron.
Responsibility for the use of Library materials by children rests with their parents and
legal guardians. Selection of material will not be restricted by the possibility that
children may obtain materials that their guardians may consider inappropriate.
Library materials will not be marked or identified to show approval or disapproval of
contents, and no Library materials will be sequestered, except for the express
purpose of protecting it from injury or theft.
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5.1.6 Acquisition Budget and Collection Selection Responsibility

e Ultimate responsibility for the budget for acquisitions and for selection and de-
selection of all materials lies with the CEO who operates within the framework of
policies approved by the Board and procedures developed by Library employees. The
CEO may delegate to Managers the authority to implement the procedures in making
day-to-day selections.

5.1.7 Procedure for Reconsideration of Library Materials

e The procedure for reconsideration of Library materials is as set out in Appendix A.
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POLICY 5.2 LIBRARY PROGRAMS

Creation Date: September 2025
Last Revision Date:
Last Review Date:

5.2.1

522

523

524

5.2.5

5.2.6

527

Programming Purpose

e The Library provides public programming to fulfill its mission to preserve and
promote universal access to a broad range of knowledge, experience, information
and ideas in a welcoming and supportive environment.

Applicable Programs

e This policy applies to all programs including collaborative programs but does not
apply to events that are developed only for special purposes such as donor
recognition or fundraising nor to programs or events offered by other organizations
or individuals renting or using Library spaces.

Program Development

e The Board’s Plan of Service sets priorities for Library programming and Library staff
members interpret these priorities on an annual basis. Programs promote literacy,
collections and resources, offer access to subject matter expertise and build support
and connections in our community.

Inclusivity of Programs

e Library programs are open to everyone regardless of race, ethnic origin, place of
origin, citizenship, colour, ancestry, language, creed (religion), age, sex, gender
identity, gender expression, marital status, family status, sexual orientation, disability,
political affiliation, membership in a union or staff association, receipt of public
assistance, level of literacy or any other similar factor.

Program Attendance Limitations

e The Library reserves the right to limit attendance based on considerations of the
program - for example, programs based on age, space or materials limitations.
Program attendance requires compliance with Library policies including Policy 3.2 -
Appropriate Use Policy.

Program Attendance Pre-requisites

e Some programs may involve a minimal cost when the program could not otherwise

be offered. Programs may require Library membership, i.e. a valid RDPL card.

Solicitation During Programs
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External presenters delivering programs will not solicit business, customers or
volunteers, or market their commercial products or services. Exceptions made in
service of strategic objectives must be approved by the CEO.

5.2.8 Program Delivery Qualifications

Programs will be delivered by qualified staff or subject matter experts who
contribute to the Library’s safe, supportive and welcoming environment.

5.2.9 Program Topics

Programs may cover a range of topics and ideas which are of current interest and
possible future significance, including topics and ideas which reflect current
conditions, trends and controversies. Children's access to programming is the
responsibility of parents and guardians.

52.10 Program Proposals

The Library accepts proposals for programs from external organizations and
individuals, and evaluates them according to Library policies, staffing, budgets, and the
Plan of Service. Approval of a previous program proposal does not guarantee that an
organization or individual will be asked to offer the program or have future proposals
approved. Programs may be cancelled at the discretion of Library staff without
warning or compensation of any kind.

52.11 Procedure for Reconsideration of a Library Program as set out in Appendix A

The Library believes that a healthy society encourages members of its community to
participate actively in an open exchange of ideas and opinions. The Library offers a
wide selection of programs inspired by the informational, educational, cultural and
recreational needs and interests of all Red Deerians;

The content or manner of expressing ideas in programs purposely selected to fill the
needs of some borrowers may, on occasion, be considered to be offensive by other
borrowers. The Library recognizes the right of any individual or group to reject
Library programs for personal use, but does not accord to any individual or group
the right to restrict the freedom of others to attend that same program;

Borrowers who object to specific programs may submit a written request for
reconsideration if they feel that the content of the program is not consistent with the
criteria outlined in Board policies and Plan of Service;

Requests for reconsideration will be considered by the CEO and a response
communicated to the Borrower who submitted the request. Programs will proceed
while the request is under review;

If the Borrower who submitted the request is not satisfied with the response, they
may submit a written appeal within seven days of the response to have the response
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reviewed by the Personnel and Administration Committee, whose decision shall be
final. This may occur well after the program has taken place;

Intellectual freedom challenges to Library materials, programs and services are
reported to the Board and contributed to The Canadian Library Challenges database.
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POLICY 5.3 SERVICE AND MATERIALS FOR THOSE UNABLE TO USE CONVENTIONAL
PRINT

Creation Date: January 2015
Last Revision Date: April 24 2019
Last Review Date:

The Board believes those persons unable to use conventional print materials due to a print disability
are entitled access to the Library and information services. According to the Canadian Copyright
Act, a print disability is a learning, physical or visual disability that prevents a person from reading
conventional print.

5.3.1 Provision of and Access to Materials in an Unconventional Format

5.3.1.1 The Red Deer Library Board endeavors to provide materials in a form
appropriate to the user, from whatever source is available, subject to the
availability of materials, and within the financial limits of the Library’s materials
collection budget.

53.1.2 The Red Deer Library Board endeavors to supply materials in an
unconventional format as needed including but not limited to:

e Computer software;

e Talking Books;

e Music Compact Discs;

e Multilingual titles;

e Large Print titles;

e Adaptive technology for computer use.

53.1.3 The Red Deer Library Board will provide access to materials through such
means as inter Library loan, Public Library Services Branch, liaison with the
community, or support agencies in order to put the end user in touch with
the source.

53.14 A Homebound service is provided to deliver RDPL materials for those unable
to visit RDPL branches.
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SECTION 6 - ADMINISTRATION

POLICY 6.1 INFORMATION & DOCUMENT MANAGEMENT

Creation Date: May 1995
Last Revision Date: June 24 2026
Last Review Date: June 24 2026

6.1.1 Confidentiality of Users’ Records
The Board is committed to upholding Library best business practices to create and maintain
accurate records, including documenting the names, addresses, phone numbers and materials
borrowed by Library members. The Board recognizes these records must remain
confidential, regardless of source of inquiry. Such records will not be made available to
anyone unless requested through proper legal process, order, subpoena, or as may be
authorized by the law;

Upon receipt of such process, order, subpoena, or legal authorization, these
documents will be forwarded to the CEO or designate;

The CEO may consult with the lawyer retained by the Board to determine if such
process, order, subpoena or legal authorization is in good form and if there is just
cause for its issuance;

If the process, order, subpoena, or legal authorization is not in proper form, or if
sufficient cause has not been shown, insistence shall be made that such defects be
cured before any records are released;

Requests for information based upon circulation records related to a specific
individual should be forwarded to the CEO or, in the absence of the CEO, to the
senior employee on duty.

Parents and/or legal guardians may have access to the records of a youth under 18
years of age, if this parent/guardian authorized and accepted responsibility for the
youth’s borrowing privileges in the library card creation or renewal process. For
youth between |3-17 years of age the amount/number of lost/billed items will be
shared but not the exact titles.

The CEO may authorize use of circulation records for scientific research purposes
provided the researcher applies in writing. Any proposed examination of the records
must ensure information on user identities is concealed or omitted from data
revealed to the researcher.

The Board aims to discourage criminal activities and maintain its commitment to
ethical and lawful behaviour by stating unequivocally that the Board strictly prohibits
the payment of ransoms in any form, including but not limited to cash,
cryptocurrencies, or other valuable assets.
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6.1.2  Personal Information Banks
The Board is committed to the Library keeping the following banks of information based
upon the legal authority stated in each section:

Personnel and Volunteer Performance Records

e Information contained: Employment contracts, performance evaluations,
reprimands and commendations, and training certificates obtained;

e Individuals: All employees and volunteers at the Library;
e  Legal Authority: Protection of Privacy Act (POPA) Section 4(c)

Human Resources Records

e Information contained: information supporting administration and payroll
functions;

e  Personal information including employee or volunteer name, address, phone
number, birth date, employment commencement date, salary grid placement,
emergency contact, payroll deductions, benefit plans, vacation status and sick
leave;

e Individuals: Permanent and part-time employees at the Library;

e Legal Authority: Alberta Labour Code, Canada Tax Act, Library Act.

Library Contact Information File
e Information contained: Names, addresses and home phone numbers of
employees, emergency contacts for employees, and board members;

e Individuals: Current employees and Board members of the Library;
e  Legal Authority: Protection of Privacy Act (POPA) Section 4(c).
e User Database

e Information contained: Information supporting the lending and use of library
materials to the public, and the provision of public Internet access;

e  Personal information: name, address, telephone number, email address of
user, and date of birth;

e Individuals: Cardholders registered with the Library;

e  Legal Authority: Libraries Act, Protection of Privacy Act (POPA) Section 4(c).

Staff Directory
e Information contained: Employee name, address and home phone number;

e Individuals: Permanent and part-time employees at the Library;

e  Legal Authority: Protection of Privacy Act (POPA) Section 4(c).

Volunteer Database
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e Information contained: Volunteer name, address and home phone number,

volunteer hours;

e Individuals: volunteers at the Library;

e  Legal Authority: Protection of Privacy Act (POPA) Section 4(c).

e Video Security Camera Files:

e Information contained: files of cameras installed in the Library;

¢ Individuals: people in the building and in the immediate vicinity;

e Legal Authority: Protection of Privacy Act (POPA) Section 4(c).

e Room Booking Database:

¢ Information contained: name of organization; date, time and location of
meeting; contact name and telephone numbers;

e Individuals: persons booking space in the Library;

e  Legal Authority: Protection of Privacy Act (POPA) Section 4(c).

6.1.3 Records Management

The Board shall ensure the Library will retain the following Library records based on the
schedule provided by the Canadian Income Tax Act, Protection of Privacy Act (POPA) and in
accordance with schedules provided by the Board. At the discretion of the CEO, records may

be retained longer than the period provided for in this policy.

e Schedule of Records Retention

Type of Record

90
Days

Year

Years

Years

Years

25
Years

Never

Video Camera Files

X

Unsolicited resumes and applications (not
hired)

Member transactions.

Member records

Bank reconciliations, outstanding cheques,
cash receipts, deposit books, design
estimates and tenders.

Employee and volunteer records including
personnel files, job applications of hired
personnel and personnel evaluations,
payroll records, including T-4 slips, WCB
claims and attendance records;

Xhor

Grant applications and special events files.

Xk
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Completed Privacy Impact Assessments

Cash receipts and deposit books, copies of
paid invoices receipt books, cancelled
cheques, cheque stubs, year-end trial
balances, accounts payable, and bank
statements.

Board minutes, agendas and approved
policies, agreements, annual reports, assets
and final audit reports including financial
statements, final budgets, bylaws,
committee minutes, historical
correspondence, court cases, deeds,
insurance claims, legal opinions and
proceedings, record of files destroyed.

iekok

* Unless legally required
** From date of termination
** From date of final reporting

Rk After twenty-five years, these documents will be deposited with the Red Deer and District

Archives.

e Disposition of Library Records

e Library employees shall purge records slated for disposal following the time guidelines

outlined above;

e Retained Library records will be kept secure until disposal time; Library employees will

then dispose of the records and make a record of their disposal.
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POLICY 6.2 PRIVACY MANAGEMENT PROGRAM

Creation Date: May 2026
Last Revision Date:
Last Review Date:

As a public body governed by the Protection of Privacy Act (POPA), the City of Red Deer Library
Board will collect personal information only when necessary and in accordance with the Red Deer
Public Library Privacy Management Program (Appendix D). The Privacy Management Program will
be reviewed and updated, as needed, every three years.
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POLICY 6.3 EXPENSE CLAIMS

Creation Date: May 2002
Last Revision Date: October 26 2022
Last Review Date: October 2022

The Board has established policies with respect to the designation of expenses for which board
members and employees will be reimbursed. Expenses as set out below are to be submitted in
paper format, with receipts attached to the Administration Office. Once approved by the CEO, a
cheque will be issued and mailed.

6.3.1 Reimbursement for Personal Vehicle Expenses

e Board Members and Library employees authorized in advance of using their personal
vehicle for Library business shall be reimbursed at the current Employer Requested
Rate for Alberta, as published by the Treasury Board of Canada.
http://www.njc-cnm.gc.ca/directive/d |1 0/v238/s658/en

6.3.2 Reimbursement for Meals and Accommodation Expenses

e Library employees and Board Members will be reimbursed for reasonable meal and
accommodation expenses incurred on previously authorized Library business, upon
production of original receipts.

e  Where original receipts are not available, Library employees and Board Members will
be reimbursed for meals and approved incidental expenses at the current Employer
Requested Rate for Alberta, as published by the Treasury Board of Canada.
http://www.njc-cnm.gc.ca/directive/d 1 0/v238/s659/en

6.3.1 Reimbursement for Travel within the United States of America (U.S.A)

e For authorized travel in the U.S.A, reimbursement rates paid are the same as the
Canadian rates, but in U.S. dollars.
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POLICY 6.4 DISPOSAL OF SURPLUS ASSETS

Creation Date: May 1999
Last Revision Date: April 24 2019

Last Review Date:

The Board acknowledges that Library space is limited and valuable, and difficult decisions must be
made regarding discarding and disposal of surplus assets.

6.4.1 CEO Responsibilities Regarding the Disposal of Capital Assets

e The Board supports the responsibility of the Library to retain materials or items
having a lasting cultural value, particularly when such items are of a local nature, or
provide local access to a unique cultural or knowledge resource. The CEO shall
ensure the:

These works are maintained for the benefit of the community at large
particularly in instances where the Library owns valuable works of art or rare
books;

Sale of such assets, particularly those with a cultural or knowledge content,
would be done only as an extreme measure to resolve a financial crisis; all
other avenues must be explored and utilized before resorting to such a
solution.

6.4.2 Guidelines for Disposal of Surplus Capital Assets

e The following guidelines are used in arriving at a decision concerning the disposal of
capital assets:

Is the Library likely to make use of the item in the future;
Can the item be stored for an indefinite time and at a reasonable cost;

Is the item a unique knowledge or cultural resource in the city, surrounding
district, province, or nation;

Is the Library currently able to properly maintain the item;
Is the value of the property less than $1000:

e Property with an estimated value of $1000 or more may be disposed of by
a method determined by the Planning and Finance Committee;

e All monies received from the sale of surplus items will be returned to general

revenue.

6.4.3 Sale/Donation of Surplus Capital Assets

¢ In disposing of surplus items, the Library may make them available to community
agencies as donations, or at less than fair market value;

e Surplus items will be made available for sale to the general public if the value is
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6.4.4

worthwhile and if they are of no interest to community agencies.

Disposal of Surplus Capital Assets Not Suitable for Sale or Donation

e Surplus items not suitable for sale or donation will be disposed of in an economical
and environmentally acceptable manner.
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POLICY 6.5 FUNDRAISING AND SPONSORSHIP

Creation Date: November 2015
Last Revision Date: April 24 2019

Last Review Date:

The Board may approve fundraising and sponsorship ventures deemed suitable that support its
mission and values and will not compromise the Library’s public image, nor put any funds at risk.

Fundraising and sponsorship initiatives are encouraged, as appropriate, to provide funding for special
programs, collections, equipment, enhanced levels of service, or capital projects beyond what can be
provided by the budget.

6.5.1 Fundraising

6.5.1.1

Fundraising means the act or process of raising funds.

e To secure Board endorsement, individuals or groups, including The
Friends, who wish to initiate a new fundraising project on behalf of the
Library, must present a fundraising plan to the Chief Executive Officer
(CEO);

e The Library Board shall approve fundraising projects which have: an
estimated revenue greater than $10,000; and/or terms and conditions
from the organizer; and/or a scope outside regular operations of the
Library;

e The CEO shall approve fundraising projects which have: an estimated
revenue less than $10,000 (in line with CEO limit) and are within the
scope of regular Library operations;

e The CEO must approve the use of any Library resources, including

employee time, space, equipment or Library images which are required to

implement the campaign;

e The Library is not responsible for shortfalls incurred by external
organizations in a campaign;

e The Board will accept grants and donations derived from granting
authorities such as the Alberta Lottery Fund;

e The Board will accept donations from the proceeds of gaming activities

that are conducted according to Alberta Gaming and Liquor Commission

(AGLC) regulations.

6.5.2 Sponsorship

6.5.2.1

Sponsorship means a contribution of cash, goods, or services to an event,

project, or program in return for commercial benefit such as logo placement

or public acknowledgement.
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A written sponsorship agreement is required, signed by representatives of
the sponsoring organization and CEO or designate. This agreement will
define the terms and duration of the sponsorship, including external logos
and public acknowledgement;

Sponsorship agreements may not impact the normal operations of the
Library nor imply any endorsement of products or services by the Board.
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SECTION 7 - Library PERSONNEL

POLICY 7.1 CONDITIONS OF EMPLOYMENT

Creation Date: May 2002
Last Revision Date: October 26 2022
Last Review Date:

The purpose of this policy is to effectively attract, retain, support and develop exemplary
employees.

7.1.1

7.1.2
7.1.3
7.1.4
7.1.5
7.1.6
7.1.7

Conditions of Employment Administration — Union Employees

e Conditions of employment for employees, including hours of work and grievance
procedures, whose positions fall within the scope of the Canadian Union of Public
Employees (CUPE) are detailed in the signed Collective Agreement between the
Board and CUPE Local 4810. The Board must ratify any amendments to the
Collective Agreement.

Conditions of Employment Administration — Non-Union Employees

e Conditions of employment for Non-Union employees are established separately as
per policy 7.2 and administered by the Chief Executive Officer.

Conditions of Employment Administration — Contract Employees

e Conditions of employment for employees hired on contract are established
separately and administered by the Chief Executive Officer.

Conditions of Employment Administration — Chief Executive Officer

e Conditions of employment for the Chief Executive Officer are established separately
and administered by the Board.

Conditions of Employment Administration — Volunteers

e Conditions of employment for volunteers are as set out in Policy 7.6 Volunteers

Employment of Employees of the Same Immediate Family

e Library employees of the same immediate family may be employed at the same time,
provided one family member is not placed in a supervisory position over the other.
An applicant for a Library position must disclose, in writing, if another family member
or a person sharing their residence is employed by the Library Board.

Maintenance of Job Descriptions, Qualifications, Appraisals and Time-Off Requests

e Library administration maintains and makes available current job descriptions,

position qualifications, and forms for performance appraisals and requests for time
off.
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7.1.8 Vacation and In-Lieu Time Carry-Over Allowance

Union employees cannot carry over more than ten days (pro-rated for part-time
employees) of their vacation and in-lieu time from one calendar year to another,
unless they receive prior written approval from the CEO.

7.1.9 Long Service Recognition

The Board will recognize full and part-time employees with ten or more years of
service to the Library with awards for every ten years of service, calculated from the
most recent date of hire. The value of the award will be ten dollars per year of
service to a maximum of $300.00. The Board also recognizes employees enrolled in
the Employee Health Spending Account with additional allocations for ten, fifteen and
twenty years of continuous service.

7.1.10 Recognition for Retiring or Resigning Employees

Employees who retire or resign after more than 10 years of service will be
acknowledged with a celebration and/or gift from the Library Board, the value of
which will be $10 per year of service, based on the most recent date of hire.

7.1.11  Employee Participation in Civic Society

The Board encourages Library employees to take an active role in civic society, in
accordance with the Library Code of Conduct. Library employees may request a
leave of absence to run for office; and, if elected to a public office, may continue to
be employed, provided there is no conflict of interest between their duties with the
Board, their duties as a public official, and the Libraries Act of Alberta.
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POLICY 7.2 NON-UNION EMPLOYEES

Creation Date: September 2021
Last Revision Date: May 29 2024
Last Review Date: May 29 2024

The Board is committed to consistent, fair and competitive treatment of non-union employees and
recognizes the important role these leaders play in the smooth administration of the Library. The
CEOQ is directly managed by the Board and does not fall under this policy.

7.2.1 Conditions of Work

Work schedules, including working from home or off site, will be determined
through mutual agreement between the Employee and the CEO. Work schedules
may require an employee to work evenings, weekends, and holidays. Employees are
responsible for tracking, reporting, and using extra hours greater than seven per day
or thirty-five per week as straight time, preferably within the same pay period.

7.2.2 Salaries

Non-union employees negotiate a starting rate for their offer of employment. The
probationary period will normally be one year. At the completion of satisfactory
probation, salary will advance as negotiated;

Non-union employees will receive salary increases consistent with union negotiated
increases, unless a higher or lower rate is deemed necessary by the Board to ensure
competitive salaries or accommodate budgetary restrictions. Local and provincial
Library market surveys will be referenced a minimum of every five years;

If a lower rate is deemed necessary for a temporary period to accommodate budget
restrictions, affected non-union employees may request to work a modified schedule
to accommodate a lower rate;

Non-union employees may request a rate review with the CEO when significant new
responsibilities are undertaken, or personal career advancements agreed to during
annual reviews, e.g. related degrees or designations, are achieved.

7.2.3 Benefits

LAPP, Group Health and Insurance plans shall be no less as those provided to union
employees;

Continuing education expenses including courses, conferences, and other activities
must be approved in advance by the CEO and may be expensed through staff
development budgets;

All non-union employees may carry over vacation days equivalent to one year’s
vacation entitlement;
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e Lieu days earned shall be used the year they are earned. It is understood that lieu
time may be earned near the end of the year, therefore, non-union employees may
carry over up to 2| hours of lieu time;

e Except where otherwise stated, non-union employees shall receive the same
consideration as union employees with respect to statutory and paid holidays, sick
leave and other paid and unpaid leaves of absence;

7.24 Dispute Resolution

e Preliminary discussions with the CEO must occur in an effort to resolve the
difference prior to proceeding to the dispute resolution procedure;

e |[f discussion with the CEO does not resolve the issue, the following procedures for
general disputes or incident investigation outcomes disputes will apply:

o Either party may submit a written request to the Chair of the Personnel
and Administration Committee for a meeting with that Committee;

o If discussions with the Personnel and Administration Committee do not
resolve the issue, the dispute will be referred to an outside facilitator. The
expenses of a facilitator shall be borne by the Board;

o If facilitation does not settle the dispute, the employee has the right to
make a written request to the Board for final determination. The Board
shall discuss the dispute with the employee at the next scheduled Board
meeting and render its decision in writing within fourteen (14) calendar
days after meeting.
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POLICY 7.3 CONTINUING EDUCATION AND DEVELOPMENT
Creation Date: September 2005
Last Revision Date: June 26 2024

Last Review Date:

The Board believes professional education is a responsibility shared among employees, the
employer, and professional associations. We are committed to encouraging the professional
growth and development of our employees, volunteers and Board.

7.3.1 Board Support for Continuing Education

e The Board is committed to supporting continuing education through:

A thorough orientation for new employees;
Periodic performance evaluations to determine development needs;

An annual Staff Development Day which focuses on skill development, teamwork
and/or wellness;

Online and in person training for job specific duties;

Attendance at conferences and workshops related to job duties.

7.3.2 Management of Board-Approved Staff Development Budget

e The CEO and Management Team will manage the Board-approved Staff Development
budget. Priorities will include:

Skills training for employees to keep abreast of industry changes, especially
relating to technology;

Support for customer service, interpersonal skills, diversity training;

Support for conference attendance for managers, who are encouraged to seek
conference speaking and poster presentation opportunities; and,

Support for conference or workshop attendance for employees if funds are
available.

7.3.3 McNeil Bursary Program

e The Board provides financial support through the McNeil Bursary Program to allow
employees to take courses in diploma or degree programs related to their Library
work. The CEO and the Chair of the Personnel and Administration Committee will
administer funds according to the procedure outlined in Appendix B.

734 Job Exchanges, Student Placements, Work Experience and Other Forms of Continuing Education

e The Board supports the concept of job exchanges, student placements, work
experience and other forms of educational programs designed to further experience
and training:
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7.3.5

e Library employees may propose job exchanges with other similarly qualified
individuals by submitting a written request to the CEO; however, costs involved in an
exchange will be borne by the participants.

Reimbursement of Individual Memberships to Library or Other Associations

e The Board does not purchase nor reimburse individual memberships in Library or
other associations for employees.
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POLICY 7.4 EMPLOYEE USE OF COMPUTERS

Creation Date: May 2013
Last Revision Date: April 24 2019
Last Review Date:

Email and web access will be given free to employees who have a Library business need for email.
Emails on Library accounts are the property of the Library.

7.4.1 Prohibited Uses of Email and the Web
e Prohibited uses of email and the web include:
e Personal use for commercial gain;
e Transmission of information in violation of government regulations;
o lllegal activities;
e Product advertisement;
e Political lobbying; and,
e Use of offensive language or sexually explicit images.

¢ Internet use from a Library computer identifies the Library, so Library employees
must act accordingly. Improper use of the Library Network is subject to disciplinary
action;

e The decision as to whether an activity falls within the scope of the criteria noted
above will be made by the CEO or designate.
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POLICY 7.5 SUBSTANCE ABUSE

Creation Date: May 2013
Last Revision Date: April 24 2019
Last Review Date:

The Board is committed to providing a drug-free, healthful and safe workplace. The use of
controlled substances, including alcohol and cannabis, and drugs, including prescription, may have
serious and adverse effects on an employee’s health, safety and job performance.

7.5.1 While on Library premises or while conducting Library-related activities, employees
must not be impaired due to the use of controlled substances, including alcohol and
cannabis, illegal substances or prescription drugs. These substances should not inhibit nor
impair the employee’s ability to perform their job functions effectively and in a safe
manner.

7.5.2 Employees must not have controlled substances, illegal substances or drug paraphernalia
on Library premises.

7.53 The use of alcohol for social functions or other circumstances related to organizational
business may be allowed when approved by the CEO or Library Board and with
appropriate permits or licenses.

754 Should there be reason to believe that an employee’s job performance is negatively
affected by controlled substances or illegal or prescription drugs, appropriate action will
be taken, which may include disciplinary action, up to and including termination of
employment.

7.5.5 Should an illness, including alcoholism, be present, the Library may require participation
in a substance abuse rehabilitation program. The Library will work with the employee
towards the goal of rehabilitation, in keeping with current labour legislation, and to the
limit of reasonable accommodation. Accommodation may include granting leave to
attend a detoxification or rehabilitation program.
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POLICY 7.6 VOLUNTEERS

Creation Date: April 24 2019
Last Revision Date: May 29 2024
Last Review Date: May 29 2024

The Board welcomes individuals who want to give freely of their valuable time and talents to further
the strategic objectives of the Library.

7.6.1

Guidelines

A volunteer is a person who performs tasks for the Library without wages, benefits,
or expectation of compensation. Volunteers are not employees and do not replace
Library employees;

Volunteers are defined as “workers” under Alberta OHS;
Library Board members are excluded from the Volunteer Policy;
Opportunities for volunteer placement are identified by Library employees;

Employees recruiting volunteers will be responsible for selecting, interviewing,
creating volunteer work descriptions, assigning tasks and, if necessary, dismissing
volunteers with approval from the CEO. Dismissal of volunteers by employees with
approval by the CEO is considered final;

Volunteers will work with employees to establish typical hours of volunteer work
commitments and volunteers will contact their employee contact if they are unable
to meet these commitments in the short or long term;

Volunteers will be evaluated by the employees/employee team who assigned tasks.
Evaluations will consider reliability, productivity, best fit with the program needs and
the ongoing need for the position;

The screening and appointment process for volunteers follows the guidelines
recommended by Volunteer Canada. Volunteers will be interviewed. The fee for a
standard criminal record and vulnerable sector check will be reimbursed by the
Library;

Library supervisors will provide position descriptions, Library policy overviews and
training, including health and safety, for the assigned tasks;

Volunteers are responsible for maintaining the confidentiality of all privileged
information which they may be exposed to while serving as a volunteer;

Grounds for immediate dismissal may include, but are not limited to, gross
misconduct or insubordination; being under the influence of alcohol or drugs while
performing volunteer assignment; theft of property or misuse of Library funds,
equipment or materials; lies or falsification of records; illegal, violent or unsafe acts;
abuse or mistreatment of Library customers or co-workers; failure to abide by
Library policy or procedure; failure to meet physical or mental standards of
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performance; unwillingness or inability to support and further the mission of the
Library and/or the objectives of the program.
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APPENDIX A - RECONSIDERATION OF LIBRARY MATERIALS OR PROGRAMS

CITIZEN'S REQUEST FOR RECONSIDERATION OF A LIBRARY RESOURCE OR PROGRAM

This form is to be thoroughly completed by the RDPL borrower making the request and returned
to the CEO. Only active borrowers of the Library may submit a request for reconsideration, and no
more than one item or program per month may be requested for reconsideration.

An item or program will be reconsidered only once per calendar year, no matter how many
requests may be submitted. All requests for reconsideration will be reported for inclusion in The
Canadian Library Challenges Database.

LIBRARY RESOURCES:

Author: Publisher:
Title: Copyright Date:
Library Patron’s Name: Telephone:

Library Card Barcode:

|. To what in the book or material do you object? Please be specific, including page numbers.

2. Have you read, viewed or listened to the entire item? Yes 1 No [J

If no, indicate which parts you have read, viewed or listened to. Please be specific:

3. Have you read any reviews of the item? Yes [ No [

If yes, please list:

4. Would you be willing to discuss this material with a review committee consisting of two Board
members, one professional librarian from within the Library and one professional librarian from the
region?

Yes No []
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LIBRARY PROGRAMS:

Name of Program:

Date and Location of Program:

Library Patron’s Name:

Telephone:

Library Card Barcode:

I. Did you attend the entire program! Yes[] No [

If yes, to what in the program do you object? Please be specific, including details. If no, indicate which parts

you attended and what you object to. Please be specific.

2. Did a non-attendee encourage you to object? Yes[] No [

If yes, please explain their rationale:

3. Would you be willing to discuss your objection with a review committee consisting of two Board
members, one professional librarian from within the library and one professional librarian from the region?

Yes | No [

SIGNATURE:

DATE:

PLEASE RETURN THIS FORM TO THE LIBRARY CEO

The personal information collected on this form is for the purpose of contacting you once your request has been reviewed. This
collection is authorized by Section 4(c) of the Protection of Privacy Act (POPA). For questions about the collection of this

information, please contact Library Administration at 403-346-4576

or CEO@rdpl.org.
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APPENDIX B - STAFF DEVELOPMENT

McNeil Endowment Fund Procedure

In 2011, the McNeil family donated $50,000 to the Library to support continuing education for
Library employees. Library employees will be able to apply for money to pursue degree/diploma
programs in Library studies or other programs that will add value to their current work at the
Library, and enhance their future career prospects in libraries;

Library employees will be able to apply for funds if they are registered in a degree or diploma
program. They can apply for money for a course they are currently taking, or one they have
taken in the previous year;

Applications are due November 30. A Committee (the CEO and the Chair of the Personnel &
Administration Committee or designate) will decide on the eligibility of each applicant. The
Committee will make decisions on issues not covered by the current procedures and will
ensure procedures are updated regularly. The decisions of the Committee will be final;

Eligible applicants will receive a bursary, which is a non-taxable benefit, before December 31 of
that year. To be eligible, employees must have worked at the Library for at least six months
before they can apply; applications must be received within six months of leaving employment
with the Library;

Applicants are eligible to receive a bursary for up to the entire cost of tuition for a course or
courses in the current or previous year, up to a yearly maximum of $1,500, and a maximum of
$6,000 during their tenure at the Library. The amount will also be limited to the funds available
each year;

Any money from the year's Bursary fund not used in a particular year will be carried over to the
following year;

Recipients of McNeil Bursaries will be asked to write a letter of thanks to the McNeil Family.
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APPENDIX C - RECONSIDERATION OF A LIBRARY BAN

CITIZEN'S REQUEST FOR RECONSIDERATION OF A LIBRARY BAN LENGTH OF FOUR
MONTHS OR GREATER

This form is to be thoroughly completed by the RDPL borrower making the request and returned
via drop box to the Library.

A ban of four months or greater will be reconsidered only once per calendar year, no matter how
many requests may be submitted. A response to the reconsideration request will be provided, if
contact information is available, within three weeks of receipt in a Library drop box.

Date of Ban: Branch:
Name of Banned Person: Telephone:
Email: Alternative Contact Method:

I. Describe the reason for your ban as you understand it:

2. Describe why you feel the ban should be lifted:

3. Would you be willing to discuss your appeal with a review committee consisting of two Board
members?

0 Yes [l No

The personal information collected on this form is for the purpose of contacting you once your request has been reviewed. This
collection is authorized by Section 4(c) of the Protection of Privacy Act (POPA). For questions about the collection of this
information, please contact Library Administration 403-346-4576 or CEO@rdpl.org.
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APPENDIX D - PRIVACY MANAGEMENT PROGRAM

Red Deer Public Library
Privacy Management Program

Purpose

The purpose of the Privacy Management Program (PMP) is:
e to establish a framework for the Red Deer Public Library (RDPL)
e to allow access to public records while ensuring the rigorous protection of individual privacy.
e to fulfill RDPL’s responsibility to manage all personal information in its custody or control in
accordance with the Alberta Access to Information Act (ATIA) and the Alberta Protection of Privacy Act
(POPA).

To fulfill these responsibilities, the library is committed to the following:

¢ Necessity and Minimal Collection: RDPL will only collect personal information when it is strictly
necessary for an operating program or library activity.

¢ Professional Confidentiality: Library employees and volunteers are prohibited from
inappropriately disclosing any private information gathered during the course of their employment or
duties.

e Transparency and Accountability: The library will make the Privacy Management Program
available upon request to ensure the public understands how their information is handled.

e Statutory Compliance: Ensuring all collection, use, and disclosure of personal information adheres
to the standards set out in the Alberta Access to Information Act and Regulations and the Alberta
Protection of Privacy Act and Regulations.

Scope

This policy applies to all Red Deer Public Library employees, volunteers, board members, contractors, and
any agent providing service on behalf of the Library. This policy is applicable to all personal information in the
custody or control of the Library, regardless of the medium or form.

Definitions
e Custody — Personal information that is in the possession of Red Deer Public Library.

¢ Collection Notice — A statement provided to individuals at the time of collecting personal
information, explaining the purpose of collection, the legal authority for collection, and contact
information for questions.

¢ Consent — Voluntary agreement by an individual for the collection, use, or disclosure of their
personal information. Consent may be written, electronic, or verbal, provided it meets the
requirements of the Protection of Privacy Act (POPA) and Library policy.
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¢ Control — Personal information that the Red Deer Public Library has the authority to manage,
including restricting, regulating, and administering its use, disclosure, or disposition.

e Formal Access Request — A request for access to information or records that are not routinely
disclosed and cannot be provided through existing procedures.

¢ Informal Access Request — A request for access to your own personal information or
information of another person for whom you have proof of authority to act on their behalf.

e Personal Information — Any information about an identifiable individual, including but not limited
to name, address, email, race, nationality, religious or political beliefs, age, sex, gender, marital status,
identifying numbers (such as Driver’s License or Social Insurance Number), health information,
employment history, financial information, photographs, and opinions from or about an individual.

e Privacy Breach — Any occurrence of unauthorized access to, collection, use, or disclosure of
personal information. Unauthorized access includes:
a) Access by the public where there is no right to access;
b) Access by a Library employee who does not need the information for their duties;
c) Storage of information in an unsecured manner that allows unauthorized access.

¢ Privacy Impact Assessment (PIA) — A process used to identify and mitigate privacy risks when
introducing new or significantly changed programs, projects, or services that involve personal
information.

e Privacy Officer — The individual designated by the Library Board or CEO to oversee compliance
with the Privacy Management Program and the Protection of Privacy Act, including handling privacy
breaches, training, and responding to access requests.

e Record — Any recorded information, regardless of medium or format, created or received in the
course of business. Records include, but are not limited to, emails, registrations, waivers, database
entries, sticky notes, photographs, and video recordings.

e Security Classification — A categorization of information based on sensitivity, which determines
the level of administrative, technical, and physical safeguards required to protect it.

Designation of a privacy officer Section 6(1)a (MIN)
As a public body under the Protection of Privacy Act (POPA), the Board allows access to its records

while ensuring the protection of the privacy of individuals’ personal information. The Board
designates the CEO as the Head, in accordance with POPA. The Head may delegate specified
responsibilities under the Act.

Correction of Personal Information Section 7
An individual who believes there is an error or omission in their personal information held by RDPL

may request that their information be corrected, in accordance with guidelines outlined in Section 7
of the POPA
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Notification of Incident or Loss of Personal Information Section 10(2)
If an incident occurs involving the loss of, unauthorized access to, or unauthorized disclosure of

personal information in the Library’s custody where there is real risk of significant harm to an
individual as a result of that loss, the Library will give notice to

a) the individual

b) the Library Board

c) the Commissioner

d) the Minister

Request for Review Section 38(2)
If a complaint regarding personal information about an individual has been received by RDPL, a

request for review cannot be delivered to the Commissioner unless RDPL does not respond to the
complaint within 30 business days of receiving the complaint.

Creation, Use, and Disclosure of Personal Information Section 6(1) ii (MIN)
RDPL may create and use non-personal data for statistics to assist in marketing and decisions about

library services. The library will ensure that individuals cannot be re-identified.

Personal Information in Automated Systems Section 6(1) iii (MIN)
RDPL does not use automated systems to generate content or make decisions, recommendations, or

predictions.

Security Classification System Section 6(1) ¢ (MIN)
High-sensitivity information is defined in the (Ministerial) Regulations to include personal information

related to biometric, financial, or personal information regarding a minor, senior, or vulnerable
individual. Any high-sensitivity information will be protected with additional safeguards.

Mandatory Training Section 6(1) d (MIN)
RDPL staff will be trained regarding their responsibilities under POPA, with an annual review. As part

of their orientation, all employees, board members and volunteers are required to sign and adhere to
RDPL’s Oath of Confidentiality (Annex A), indicating they have been trained and understand their
responsibilities as per the library’s PMP.

Review of Privacy Management Program Section 6(1) e (MIN)
The Library Privacy Management Program will be reviewed and updated, if needed, every three years.

Privacy Impact Assessments Section 7(1) (MIN)
RDPL will conduct a Privacy Impact Assessment (PIA) whenever there are new, or changes to, any

administrative practice, program, project, or service that will involve the collection, use, or disclosure
of personal information if one or more of the following apply:
a) the loss of personal information could result in significant harm;
b) one or more of the factors requiring the submission of a PIA to the Commissioner apply. See
Section 7(5) (MIN).
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The Library will submit a copy of any PIA to the Commissioner, if required by guidelines outlined in
the (Ministerial) Regulation or by specific request of the Commissioner.
A Privacy Impact Assessment must:

o include a summary of the purpose of the collection, use, or disclosure of personal information
for the new, or substantial change to an existing, administrative practice, program, project, or
service;

o identify the types of personal information that will be collected, used or disclosed and
reasonable security arrangements in place to protect that personal information;

o identify the legal authorities for the collection, use, or disclosure of the personal information;
o identity of any privacy risks and mitigation strategies respecting the personal Information;

o identify the administrative, physical, and technical safeguards in place to protect the personal
information;

o describe accuracy, correction, and retention procedures that will be implemented to ensure the
personal information is accurate and complete.

o Completed PIAs will be retained for six years. See Records Management Policy 6.1.3.

Consent to Gather Personal Information Section 6(2) iv (MIN)
RDPL will require consent for the gathering of personal information. If the information is to be used

to make a decision that directly affects the individual, the library will retain the records for one year,
or the amount of time agreed to by:

a) The individual

b) The Library CEO, or the “Head”

c) The Library Records Retention Policy

Manner of Collection Section 5(2)
RDPL will collect personal information directly from the individual the information is about. A

collection notice will be provided at the time of collection and can be provided either in writing, or
verbally during an in-person conversation. The collection notice must include:
a) The purpose for which the information is collected;
b) The specific legal authority for the collection;
c) The contact information to which the individual may direct the individual’s questions about
the collection.

Administrative, Technical, and Physical Safeguards Section 6(2) b (MIN)
o Administrative Safeguards: RDPL will restrict access to personal information to those who

need it for the regular duties of their employment.
o Physical Safeguards: Personal information will be locked in regular or fire-proof filing
cabinets depending on the Security Classification of the information.
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o Technical Safeguards: RDPL will employ firewalls and restrictions to electronic access to
personal information within network.

Delegation by Head of Public Body Section 55

See ANNEX B — Protection of Privacy Act Delegation Tables

Laura Thevenaz, Board Chair

Date Approved: June |1 2026
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ANNEX A - PMP Oath of Confidentiality

Oath of Confidentiality

As an Employee, Board Member or Volunteer of the Red Deer Public Library, | understand and hereby agree
to abide by the following conditions by the undersigned:

3

Any information, recorded or otherwise, received or acquired in connection with any duties is
considered confidential. Confidential information includes all records that may or may not divulge
personal information.

All information given out or discovered in the course of any duties or with regards to all library
operations shall be held in confidence.

Employees, Board Members and Volunteers agree not to use or disclose confidential information for
their own personal benefit or the benefit of any other person, corporation or entity after leaving or
being terminated, from any of the above noted positions.

Public statements shall only be made to the media in keeping with the City of Red Deer Library
Board media policy.

At all times, the undersigned shall act in a professional manner in the performance of any duties as an
Employee, Board Member or Volunteer of Red Deer Public Library.

(Name of Person Taking Oath)

do solemnly swear (affirm) that | will abide by the above noted conditions as part of completing duties or any
library operations with the Red Deer Public Library.
Signed this day of , 2

/

(Print Name / Sign Name)

/

(CEO or Designate or Board Chair)

The personal information collected on this form by the City of Red Deer Library Board is used for the purposes of
administering library services and programs. This collection is authorized by Section 4(c) of the Protection of Privacy
Act. For questions about the collection of personal information, contact 403-346-4576 or CEO@rdpl.org.
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ANNEX B - PMP PROTECTION OF PRIVACY ACT - Delegation Tables

Protection of Privacy Act — Delegation Tables

Secti Delegated t
Duty, power or function of Head ection Retained by Head .e egatec to
reference Privacy Officer
Collection, Correction, Protection of Personal Information
Auth‘ority to set aside collection 53), (4) X
requirements
Authority to decide on requests for 7() X
correction of personal information
Duty to correct, annotate or link
personal information, duty to notify 7(3), (4) X
previous recipients
Duty to' give notice. to individual 707) X
requesting correction
Authority to transfer a request for 8 X
correction
F)uty to Tensure proFection of personal 10(1) Regulation
information by making reasonable X
. (MIN) 2,3
security arrangements
Duty to notify 'the aff('act.ed indiv'idual 10(2) Regulation
when there exists a significant risk of X
(MIN) 4
harm
Dut'y to ensure protect.ion of d:jlta 20 X X
derived from personal information
Duty to ensure protection of data 24 X X

derived from non-personal data

Use and Disclosure of Personal Information

Establishing rules for electronic consent | Regulation 2(4)(a) X
Establishing rules for oral consent Regulation 2(5)(a) X
AL.Jthority to disclose to guardian of a 54(1)(e) X
minor

Authority to disclose to relative or adult

interdependent partner of deceased 13(1)(s) X
individual

Authority to disclose to avert imminent 13(1)(cc) X
danger to health or safety Regulation 1(1)(b)

Authority to approve conditions for

disclosure for research and statistical 5 X

purposes and for administration of
research agreements
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Reviews and Complaints

Aut.hor'ity to ask the Commissioner for 28(1) X
advice
Authc?r'ity t? 'require Commitssioner to 29(4) X
examine original record on site
Right t? make representations to the 41(6),8) X
Commissioner
Duty to comply with Commissioner's 44 X
Order
General Provisions
Duty to publish a directory of the body's
personal information banks and keep it 57(2),(5) X X
current
Duty to record uses or disclosures of
personal information not included in 57(4) X X
directory

Delegation Table - Administrative Responsibilities in the Protection or Privacy Act and

Regulation that May be Assigned

Duty, power or function or public

Section reference

Retained by Head

Delegated to

body Privacy Officer
Collection, Accuracy and Retention of Personal Information

Establishing controls over the
collection, use, and disclosure of 2(a) X X
personal information
Authorizi.ng routir'1e correction of 2b) x X
personal information
Ensurir.1g authorized purpose of 4 x X
collection
Assuri llecti d

ss‘u'rlng. proper collection an 5 X X
notification
Assuring. accuracy of personal 6() X
information
Applying retention standards 6(b) X

Use and Disclosure of Personal Information

Assuring appropriate uses 12 X X
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Assuring appropriate purposes of data

matching 7
Assuring appropriate uses of data s
derived from personal information

Assuring appropriate purposes of

disclosure of data derived from 19

personal information

Assuring appropriate purposes for

21 Regulation (MIN)

creation of non-personal data 5(1)
Assuring appropriate use and disclosure 22, 23 Regulation
of non-personal data (MIN) 5(2)
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