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POLICY TYPE: 
EXECUTIVE LIMITATIONS
POLICY TITLE: 
GENERAL EXECUTIVE CONSTRAINT………… Page 1 of 1

Revised: 



The Chief Executive Officer shall not cause or allow any practice, activity, decision or organizational circumstance which is either imprudent or in violation of commonly accepted business practices and professional ethics, the Public Libraries Act, RSO 1990, c.P.44, other relevant statutes or collective agreements the Board has made with the bargaining unit, as well as any other contractual agreements. 

See:
Appendix I - Legislation and Contractual Agreement List
POLICY TYPE: 
EXECUTIVE LIMITATIONS

POLICY TITLE: 
ASSET PROTECTION……………………………………………………Page 1 of 2

Revised: May 9, 2001, December 12, 2001 
The Chief Executive Officer shall not allow assets to be unprotected, inadequately maintained nor unnecessarily risked. 

1.
Property Assets

The CEO shall not fail to secure facilities and Board assets from risk of theft or damage. 

Accordingly, he or she shall not:

A.
Subject facilities and equipment to improper wear and tear or insufficient maintenance.

B. 
Fail to protect intellectual property, information and files from loss or significant damage.

C. 
Fail to take all appropriate action in response to theft of or damage to Board assets. 

D. 
Fail to provide for the long-term preservation of primary and secondary sources in the collections of Windsor’s Community Museum.

2. 
Financial Assets


A. 
The Chief Executive Officer shall not make any purchase:



(a)   wherein normally prudent protection has not been given against conflict 



       of interest; 


(b)   of over small purchase order limit without having obtained comparative   

         
       prices and quality; 



(c)   which exceeds the authorized purchasing limits without obtaining three 




       written quotations for price, quality and value.


The Chief Executive Officer shall not:

B. 
Allow unbonded personnel access to material amounts of funds. 


C. 
Receive, process, or disburse funds under controls which are insufficient to meet the 



Board-appointed auditor’s standards. 


D. 
Invest or hold capital in insecure instruments, including uninsured checking 
accounts and bonds of less than A rating, or in non-interest bearing accounts 




except where necessary to facilitate ease in operational transactions. 


E. 
Fail to insure against theft and major casualty losses to at least 80 percent 
replacement value and against liability losses to Board members, staff or the 
organization itself in an amount consistent with the coverage of the City of 
Windsor. 


F. 
Unnecessarily expose the organization, its Board, or staff to claims of liability. 


G. 
Fail to report any theft or vandalism of assets worth $1000 or more, to the Board. 


POLICY TYPE: 
EXECUTIVE LIMITATIONS

POLICY TITLE: 
ASSET PROTECTION……………………………………………………Page 2 of 2

Revised: May 9, 2001, December 12, 2001 
	
	Type 
	Frequency

	Monitoring Report
	internal
	annual (April)

	
	external
	as needed

	
	
	


POLICY TYPE: 
EXECUTIVE LIMITATIONS

POLICY TITLE: 
BUDGETING/FORECASTING………………………………….....Page 1 of 2   

Revised: April 12, 2000
Budgeting any fiscal year or the remaining part of any fiscal year shall not deviate materially from Board Ends priorities, the requirements of the Public Libraries Act, 1990, c.P.44 and other relevant legislation, risk fiscal jeopardy, nor fail to show a generally acceptable level of foresight. The Board's budget is submitted to City Council in accordance with Section 24 of the Public Libraries Act, 1990, c.P.44.

1.
Operating Budget 

Accordingly, the Chief Executive Officer shall not cause or allow budgeting which:

A. 
Contains too little information to enable accurate projection of revenues and expenses, separation of capital and operational items, cash flow, and disclosure of planning assumptions.

B.
Is inadequate for a full line or program budget presentation.

C.
Plans the expenditure in any fiscal year of more funds than are conservatively projected to be received in that period.

D.
Reduces the current assets at any time to less than the cash flow required to operate. 

E.
Fails to provide resources for board prerogatives, such as costs of fiscal audit, Board 
development, Board and committee meetings, and Board legal fees.

F. 
Deviates from the budgeting procedure and limitations as set out by the City's Budget Steering Committee. 

G. 
Fails to establish a schedule of fees competitive with similar services, and not less than full cost recovery.

POLICY TYPE: 
EXECUTIVE LIMITATIONS

POLICY TITLE: 
BUDGETING/FORECASTING………………………….………………..Page 2 of 2

Revised: April 12, 2000
2.
Capital Budget 

Accordingly, the Chief Executive Officer shall not:

A.
Prepare capital budget estimates which lack sufficient detail to accurately describe the nature, scale and scope of the proposal, nor shall they fail to disclose full consideration of the costs to acquire, install/build, operate, support, maintain and repair/replace for the life expectancy of the capital item.

B.
Fail to project accurate financing options and annual repayment costs.

C. 
Present comprehensive capital estimate to the Board without independent, expert, written, confirmation of all related costs. 

D. 
Cause or allow budgeting for a capital item which plans the expenditure in any fiscal year of more funds than are conservatively projected to be received in that period. 

	
	Type 
	Frequency

	Budgeting/Forecasting 
	internal 
	annual (October) for planning assumptions;

further report submitted specifying compliance with budget limitations in the month following approval of the Library’s budget by City Council



	
	external
	as needed

	
	direct Board inspection
	as needed

	
	confidential
	as needed



POLICY TYPE: 
EXECUTIVE LIMITATIONS

POLICY TITLE: 
COMMUNICATION AND COUNSEL TO THE BOARD …….Page 1 of 1

Revised:  May 9, 2001
The CEO shall not allow the Board to be uninformed or unsupported in its work.  Accordingly, the Chief Executive Officer shall not:

1. 
Neglect to submit monitoring data required by the Board (see policy on Monitoring Executive Performance) in a timely, accurate and understandable fashion, directly addressing provisions of the board policies being monitored.

2.         a)
Neglect to provide information required for Board discussion and decisions in a timely, accurate and concise fashion directly addressing the Board’s domain.

b)
Neglect to provide an administrative report outlining the organizational impact of implementation of any policy options presented by Board Committees attached thereto.

3.
Let the Board be unaware of relevant trends, significant changes in provincial or municipal policies, anticipated adverse media coverage, material external and internal changes, particularly changes in the assumptions upon which any Board policy has previously been established. 

4.
Fail to advise the Board if, in the Chief Executive Officer’s opinion, the Board is not in compliance with its own policies on Governance Process and Board-CEO Linkage, particularly in the case of Board behaviour which is detrimental to the work relationship between the Board and the Chief Executive Officer.

5. 
Fail to provide a mechanism for official Board, officer or committee communications. 

6. 
Fail to deal with the Board as a whole except when (a) fulfilling individual requests for information or (b) responding to officers or committees duly charged by the Board.

7.
Fail to report in a timely manner an actual or anticipated non-compliance with any policy of the Board. 

8.
Fail to marshal for the Board as many staff and external points of view, issues and options as needed for fully informed Board decisions.
9. 
Present information in unnecessarily complex or lengthy form or in a form that fails to differentiate among information of three types:  monitoring, decision preparation, and other.

10. 
Fail to supply for the consent agenda all items delegated to the Chief Executive Officer yet required by law or contract to be Board approved along with the monitoring assurance pertaining thereto. 

11.
Fail to electronically distribute all media releases to the Board when they are distributed to the media.

	
	Type 
	Frequency

	Monitoring Report
	internal
	per regular meeting


POLICY TYPE: 
EXECUTIVE LIMITATIONS

POLICY TITLE: 
COMMUNITY RELATIONS………………………………………………Page 1 of 1

Revised: September 13, 2000
With respect to the Board's reputation and standing in the community, the Chief Executive Officer shall not cause or allow conditions, procedures or decisions that solicit undue negative publicity, damage, repudiation, or that fail to promote positive, effective relations with the community.

1. 
Accordingly, s/he shall not: 

A.
Fail to adequately recognize the generosity of donors, commensurate with the size of the respective gift(s).

B. 
Fail to provide administrative support to Council of Friends of Windsor Public Library.

C. 
Endanger the organization's public image or credibility, particularly in ways that would hinder its accomplishment of mission.

D. 
Fail to ensure that children age 12 and under shall not have access to the Internet without expressed parental consent.

E. 
Fail to take all reasonable steps to ensure the safe and appropriate use of the Internet by children.

	
	Type 
	Frequency

	Monitoring Report
	internal
	annual (December)


POLICY TYPE: 
EXECUTIVE LIMITATIONS

POLICY TITLE: 
COMPENSATION AND BENEFITS ………………………..………..Page 1 of 1

Revised: April 12, 2000
With respect to employment, compensation and benefits to employees, consultants and contract workers, the Chief Executive Officer may not cause or allow jeopardy to fiscal integrity or public image. 

Accordingly, he or she shall not: 

1. 
Change his or her own compensation and benefits, except where prescribed by legislation, or regulation.

2.
Promise or imply permanent or guaranteed employment. 

3. 
Establish current compensation and benefits which:

A.
Deviate materially from the geographic or professional market for the 

skills employed. 

B.
Create obligations over a longer term than revenues can be safely projected 

subject to losses of revenue and legally imposed restraints. 

4. 
Establish or change benefits: 

A.
Which cause unfunded liabilities to occur or in any way commit the 

organization to benefits which incur unpredictable future costs. 

B. 
Which provide less than some basic level of benefits to permanent employees/retirees according to the current collective and contractual agreements. 

C.
Which, for the purposes of health care benefits do not recognize an employee’s spouse of the same sex on the same basis as a common-law spouse of the opposite sex.

	
	Type 
	Frequency

	Monitoring Report
	internal
	annual (March)

	
	external
	as needed



POLICY TYPE: 
EXECUTIVE LIMITATIONS

POLICY TITLE: 
EMERGENCY EXECUTIVE SUCCESSION……………………….. Page 1 of 1

Revised:
In order to protect the board from sudden loss of chief executive services, the Chief Executive Officer may not have fewer than two other executives familiar with Board and chief executive issues and processes. 

	
	Type 
	Frequency

	Monitoring Report
	internal
	annual (October)



POLICY TYPE: 
EXECUTIVE LIMITATIONS

POLICY TITLE: 
FINANCIAL CONDITIONS……………………………….…………..Page 1 of 2

Revised: October 11, 2000, June 2005
With respect to the actual, ongoing condition of the organization’s financial health, the Chief Executive may not cause or allow the development of fiscal jeopardy or a material deviation of actual expenditures from board priorities established in Ends policies and consistent with the Public Libraries Act, RSO 1990, c.P.44 and related municipal and provincial statutes.

Accordingly, the Chief Executive Officer may not:

1.       
Expend more funds than have been received in the fiscal year to date unless the debt guidelines 

(below) are met.                                                               

2.      
Indebt the organization in an amount greater than can be repaid by certain, otherwise unencumbered revenues within 60 days.

3.      
Expend nor transfer any specifically designated reserves. 

4.
Allow cash to drop below the amount needed to settle payroll and debts in a timely manner, except where unavoidable due to Municipal funding flow.

5.
Allow tax payments or other government-ordered payments or filings to be overdue or inaccurately filed. 

6.
Allow payables to be past due unless delivery, quality or performance is unsatisfactory or in dispute.

7.
Withhold, nor otherwise delay, from the Audit Committee the results and recommendations of the auditors and the Administrative response thereto.

8.
Acquire, lease, rent, encumber or dispose of real property.

9. Fail to seek In Camera Board approval in principle on the location of any facility before administrative investigations advance beyond the level of a preliminary site search. 

10. Fail to restrict annual CEO expenses to $10,000 or less (said expenses to be submitted quarterly by the CEO to the Board Chair and one member of the Board’s Audit Committee for signature).


POLICY TYPE: 
EXECUTIVE LIMITATIONS

POLICY TITLE: 
FINANCIAL CONDITIONS………………………………………………. Page 2 of 2

Revised: October 11, 2000
	
	Type 
	Frequency

	Monitoring Report
	internal
	annual (September); Item 5 (per regular meeting)

	
	external
	annual (audit)

	
	direct Board inspection
	unaudited financial statements monthly to the Audit Committee (except July and August) 

	
	confidential
	as needed


POLICY TYPE: 
EXECUTIVE LIMITATIONS

POLICY TITLE: 
PROTECTION OF SERVICES……………………………Page 1 of 2
Revised: May 9, 2001, December 12, 2001, February 13, 2002, January 15, 2003, September 14, 2005
The CEO shall not fail to protect the services delivered to the customers of the Windsor Public Library.  Accordingly:

A.
Hours

The Chief Executive Officer shall not change the total hours of the Library system or of any branch or agency including the Museum or Archives, with the exception of scheduling statutory holidays, and holiday periods.

B.
Services/Facilities 

1.
The Chief Executive Officer shall not close, relocate, nor combine any branch or agency of the system.

2. 
The Chief Executive Officer shall not fail to seek in camera Board approval in principle on the relocation of any existing facility or service before administrative investigations advance beyond the preliminary level. 

C. 
Access

Furthermore, the CEO shall not fail to ensure that:

Size
· consistent with industry standards all facilities will be no less than .7 square feet (metric equivalent) per person served
· once this end has been achieved, substandard libraries already in existence will be upgraded to standard
Recognition 

· all facilities will feature consistent exterior signage that is easy to read by vehicular traffic at night and during the day 

· all facilities will be named “Windsor Public Library”

Direction 

· all facilities will feature consistent, prominent and easy to understand interior signage 

Physically Challenged 

· all facilities will be barrier free for ingress, egress and interior movement including washrooms
· aisles between shelving units shall be no less than 36” in width 

POLICY TYPE: 
EXECUTIVE LIMITATIONS

POLICY TITLE: 
PROTECTION OF SERVICES……………………………Page 2 of 2
Revised: May 9, 2001, December 12, 2001, February 13, 2002, January 15, 2003
Printed Material 

· collections will be stored on shelves at least 12” off the floor and no higher than 6’ for adult collections and no higher than 4’ for children’s collections 
Primary and Secondary Sources 

· public access is provided to primary and secondary sources, in accordance with accepted conservation standards

Provincial Museum Standards

· Windsor’s Community Museum will meet current provincial standards for community museums in Ontario 

	
	Type 
	Frequency

	Monitoring Report 
	Internal 
	Annual (February); B.2 (as required by circumstance)

	
	External (Physically Challenged)
	Every five years (2001, 2006, etc.)



POLICY TYPE: 
EXECUTIVE LIMITATIONS

POLICY TITLE: 
STAFFING AND STAFF RELATIONS…………………………….Page 1 of 1

Revised: May 9, 2001
With respect to treatment of paid and volunteer staff, the Chief Executive Officer shall not cause or allow conditions which are unfair, undignified, unsafe, or are in violation of any labour and/or human rights legislation.

1.
Accordingly, he or she shall not:

A.
Operate without personnel and management procedures which clarify rules for staff, provide for effective handling of grievances as established in the Collective Agreement with CUPE Local 2067, and protect against wrongful conditions such as grossly preferential treatment for personal reasons.

B.
Discriminate against any staff member. 

C.
Prevent staff from grieving to the Board when (A) internal grievance procedures have been exhausted and (B) the employee alleges either 

(i) that Board policy has been violated to his or her detriment, or 

(ii) that Board policy does not adequately protect his or her human rights. 

D.
Fail to acquaint staff with their rights under this policy. 

E. 
Fail to provide and enforce a Workplace Harassment Policy that is in full compliance with the Ontario Human Rights Code, 1981. 

2. 
The Chief Executive Officer shall not permit discrimination based on marital or family status, nor allow family members to receive either unfair advantage or limited accessibility to employment opportunities with the Board.

	
	Type 
	Frequency

	Monitoring Report
	internal
	annual (May)

	
	external
	as needed

	
	direct Board inspection
	as needed

	
	confidential 
	as needed

	
	
	



POLICY TYPE: 
EXECUTIVE LIMITATIONS

POLICY TITLE: 
TREATMENT OF CUSTOMERS………………………..…..Page 1 of 1

Revised: September 13, 2000
With respect to interactions with customers or those applying to be customers, the Chief Executive Officer shall not cause or allow conditions, procedures, or decisions that are unsafe, undignified, unnecessarily intrusive, or that fail to provide appropriate confidentiality or privacy.

Accordingly, he or she shall not: 

1. 
Use application forms that elicit information for which there is no clear necessity. 

2. 
Use methods of collecting, reviewing, transmitting, or storing client information that fail to protect against improper access to the material elicited. 

3. 
Maintain facilities that fail to provide a reasonable level of privacy, both visual and aural.

4. 
Fail to establish with consumers a clear understanding of what may be expected and what may not be expected from the service offered. 

5. 
Fail to inform consumers of this policy, or to provide a grievance process to those who believe they have not been accorded a reasonable interpretation of their rights under this policy. 

6. 
Fail to take all reasonable steps to minimize the risk of exposing obscene material to the public.

	
	Type 
	Frequency

	Monitoring Report
	internal
	annual (November)




POLICY TYPE: 
GOVERNANCE PROCESS

POLICY TITLE: 
GOVERNING COMMITMENT ………………………………………….Page 1 of 1

Revised:
November 14, 2001
The Board, on behalf of the residents of Windsor and those who own or rent property in Windsor, is to see to it that the Windsor Public Library (1) achieves appropriate results for appropriate persons at an appropriate cost, and (2) avoids unacceptable actions and situations.

POLICY TYPE: 
GOVERNANCE PROCESS

POLICY TITLE: 
ANNUAL BOARD PLANNING CYCLE ………………………………Page 1 of 1

Revised: April 12, 2000, November 14, 2001
To accomplish its job outputs with a governance style consistent with Board policies, the board will follow an annual agenda which (a) includes a complete re-exploration of Ends policies annually; (b) continually improves its performance through attention to Board education and to enriched input and deliberation, and (c) seeks linkage with the library’s ownership.

1.
The cycle will conclude each year on the last day of December.

2.
In the last one or two months of the cycle, the Board will develop its agenda for the ensuing one-year period. 

3. 
A) 
Education, input and deliberation will receive paramount attention in structuring the series 

of meetings and other Board activities during the year.

B) 
To the extent feasible, the Board will identify those areas of education and input needed to increase the level of wisdom and forethought it can give to subsequent choices. 

See: Monitoring Grid for Board Initiatives
POLICY TYPE: 
GOVERNANCE PROCESS

POLICY TITLE: 
BOARD COMMITTEE PRINCIPLES  …………………………….…  Page 1 of 1

Revised: April 12, 2000, November 14, 2001
Board committees, when used, will be assigned so as to minimally interfere with the wholeness of the Board’s job and so as never to interfere with delegation from Board to Chief Executive Officer.  Committees will be used sparingly, only when other methods have been deemed inadequate. 

1.
Board committees are to help the Board do its jobs, not to help the staff do its jobs. 

Committees ordinarily will assist the board by preparing policy alternatives and 

implications for Board deliberation.  Board committees are not to be created by the

Board to advise staff. 

2.
Board committees may not speak or act for the Board except when formally given such authority for specific and time-limited purposes.  Expectations and authority will be carefully stated in order not to conflict with authority delegated to the Chief Executive. 

3.
Board committees cannot exercise authority over staff.  Because the Chief Executive works for the full Board, he or she will not be required to obtain approval of a Board committee before an executive action.  In keeping with the Board’s broader focus, Board committees will not have direct dealings with current staff operations.

4. 
Board committees are to avoid over-identification with organizational parts rather than the whole.  Therefore, a Board committee which has helped the Board create policy on some topic will not be used to monitor organizational performance on that same subject. 

5.
This policy applies to any group that is formed by Board action, whether or not it is called a committee and regardless whether the group includes Board members.  It does not apply to committees formed under the authority of the Chief Executive Officer.

6. 
Committees will be used sparingly and ordinarily in an ad hoc capacity. 

POLICY TYPE: 
GOVERNANCE PROCESS

POLICY TITLE: 
COMMITTEE STRUCTURE………………………………………………Page 1 of 1

Revised: May 10, 2000, December 13, 2000, September 12, 2001, November 14, 2001,

December 12, 2001, October 9, 2002, January, 2003, June 2003, January 2005, September, 2005
A committee is a Board committee only if its existence and charge come from the Board, regardless whether Board members sit on the committee.  The only Board committees are those which are set forth in this policy.

1.
Audit Committee (Standing Committee) 

A. 
Products

1.   Assurance of CEO compliance with financial policies (Financial Conditions, Budgeting/Forecasting and Asset Protection):

· the Committee will ask the auditor to review the Board’s financial Executive Limitations Policies, annually during the audit, and prepare a report for the Board verifying CEO compliance.  (This is in addition to CEO submission of Monitoring Reports as per the Monitoring Grid established by the Board).

· the Audit Committee will meet monthly (except July and August) during its term of 2004 - 2006 to review the financial statements  

· the Audit Committee will present a verbal report to the full Board monthly [except July and August] and present a variance status report and year-end variance forecast report quarterly to the full Board

2.   Specification and scope of audit, including options for choice of auditor: 

· For 2005, use the services of the auditor used by the Corporation of the City of Windsor (currently KPMG) 

B. 
Authority 

· The CEO will provide the necessary staff support for the Committee.

C. 
Composition 

· Membership shall be no less than 3 appointed people for the term of the Board.  For 2004 – 2006 the Audit Committee shall consist of the Vice Chair, Jeremy Tyrrell, Al Nelman and Robert Reid. 
2.
The Museum Committee (Ad Hoc Committee) 

A. 
Products 

· Options for Board consideration relative to Board-stated Ends and Executive Limitations pertaining to Museum issues. 


B. 
Authority 

· The CEO will provide the necessary staff support for the Committee.

C. 
Composition 

· The Museum Committee will sit as committee of the whole, as necessary, during regular Board meetings. 
POLICY TYPE: 
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Revised: April 12, 2000, November 14, 2001, December 11, 2002
The job of the Board is to represent the residents of Windsor in determining and demanding appropriate organizational performance.  To distinguish the Board’s own unique job from the jobs of staff, the Board’s job products will be:

1.
The link between the Windsor Public Library and the residents of Windsor. 

2. 
Written governing policies which, at the broadest levels, address:

A.
Ends: Organizational products, impacts, benefits, outcomes, recipients,

and their relative worth (what good for what people at what cost).

B.
Executive Limitations: Constraints on executive authority which establish

the prudence and ethics boundaries within which all executive ability and

decisions must take place. 

C.
Governance Process: Specification of how the Board conceives, carries out

and monitors its own task. 

D.
Board-Chief Executive Officer Linkage: How power is delegated and its proper use monitored; the Chief Executive Officer role authority and accountability.

3.
The assurance of Chief Executive Officer performance (against policies in Ends and Executive Limitations).

4. 
Responses to proposed legislative and regulatory changes affecting the library.

The Board shall review and debate as a body any proposed legislative or regulatory change(s) affecting the Library towards the end of developing a position or not on the aforementioned.  In the event that a response from the Board to any proposed legislative or regulatory change(s) is required before the issue can be debated by the Board at a regular or a special meeting, the Chair will make every reasonable effort to contact the members of the Board individually before responding to the aforementioned proposed legislative or regulatory change(s).



5. 
Actively build relationships

A)
with City Councillors

B)
with the community outside of the Windsor Public Library

6.          A)
A Board member is considered to have resigned if he/she is absent from three consecutive meetings without being authorized by a Board resolution.

B) 
A Councillor attending civic business is pre-authorized to be absent from Board meetings.  Such absence would not be considered an absence for the purpose of part A) (above), or the Public Libraries Act. 

See: 
Governance Process - Board Members Code of Conduct


Appendix IV - Principles and Guidelines for Board Members 

POLICY TYPE: 
GOVERNANCE PROCESS

POLICY TITLE: 
BOARD MEMBERS' CODE OF CONDUCT……………………….…Page 1 of 2

Revised: April 12, 2000, November 2004
The Board expects of itself and its members proper use of authority and appropriate decorum in group and individual behaviour when acting as Board members. 

1.
Board members must be loyal to the interests of the diverse community they serve.  This accountability supersedes any conflicting loyalty such as that to advocacy or interest groups and membership on other boards, organizations or staffs.

This accountability supersedes the personal interest of any Board member 

acting as an individual consumer of the organization’s services.

2.
Board members must avoid any conflict of interest with respect to their fiduciary responsibility, by adhering to the regulations of the Municipal Conflict of Interest Act.

A.
There must be no self-dealing or any conduct of private business or personal services between any Board member and the organization except as procedurally controlled to assure openness, competitive opportunity and equal access to “inside” information.

B.
Board members must not use their positions to obtain employment in the organization for themselves, family members or close associates.

3.
Board members may not attempt to exercise individual authority over the 




organization except as explicitly set forth in Board policies. 

A.
Board members’ interaction with the Chief Executive or with staff must recognize the lack of authority in any individual Board member or group of Board members except as noted above. 

B.
In the case of Board members or committees requesting

information or assistance without Board authorizations, the Chief Executive or staff can refuse such requests that require - in the Chief Executive’s judgement - a material amount of staff time or funds, or are disruptive. 

C.
Board members’ interaction with the public, press or other entities must recognize the same limitation and the similar inability of any Board member or Board members to speak for the Board, with the exception of the Chair or designate. 

POLICY TYPE: 
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POLICY TITLE: 
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Revised: April 12, 2000, November 2004
D.
Board members will make no judgements of the Chief Executive or 

staff performance except as that performance is assessed against 

explicit Board policies by the official process.

4.
Board members will exercise the necessary self discipline to govern with

excellence.  Such self discipline will apply to:

.1
policy making principles

.2
respective roles

.3
speaking with one voice

.4
rules of order

.5
attendance

5.
Board members will respect and protect all In Camera discussions and confidential materials.  
6.
Board members and Councillors will not be eligible for employment with the Windsor Public Library Board. 
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POLICY TITLE: 
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Revised: May 9, 2001, November 14, 2001, October 9, 2002, June 22, 2003, September 2004, 

June 2005, November 2005
The Board recognizes the importance of its governance job and commits to investing resources towards governing with excellence.

1. 
Board skills, methods, and supports will be sufficient to assure governing with excellence.

a. 
Training and retraining will be used liberally to orient new members and candidates for membership, as well as to maintain and increase existing member skills and understandings. 

b. 
Outside monitoring assistance will be arranged so that the board can exercise confident control over organizational performance.  This includes but it not limited to fiscal audit. 

2.
Costs will be prudently incurred, though not at the expense of endangering the development and maintenance of superior capability. 

· Total Cost of Governance budget for 2006 will be set at $85,000, to be used for:


-  training, including attendance at conferences and workshops


-  audit and other third-party monitoring or organizational performance.


-  ownership linkage (surveys, focus groups, opinion analyses), and meeting costs

- legal costs, as needed

3.
Board members will be reimbursed actual expenses up to round trip economy airfare, transfers, $100 per diem, and cost of standard accommodations and conference registration. 

Review: May of each year, to develop budget estimates for following year. 

See:  Monitoring Grid for Board Initiatives 
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Revised: April 12,2000, November 14, 2001
The Board will govern with emphasis on (1) outward vision rather than internal preoccupation; (2) diversity in viewpoints; (3) strategic leadership rather than administrative detail; (4) clear distinction of Board and chief executive roles; (5) collective rather than individual decisions; (6) future orientation rather than past or present; (7) proactivity rather than reactivity.

Accordingly,

1. 
The Board will cultivate a sense of group responsibility.  The Board, not the staff, will be responsible for excellence in governing.  The Board will be the initiator of policy, not merely a reactor to staff initiatives.  The Board will use the expertise of individual members to enhance the ability of the Board as a body rather than to substitute individual judgements for the Board's values.  The Board will allow no officer, individual, or committee of the Board to hinder or be an excuse for not fulfilling Board commitments. 

2. 
The Board will direct, control and inspire the organization through the careful establishment of broad written policies reflecting the Board's values and perspectives about ends to be achieved and means to be avoided.  The Board's major policy focus will be on the intended long-term effects outside the organization, not on the administrative or programmatic means of attaining those effects. 

3. 
The Board will enforce upon itself whatever discipline is needed to govern with excellence.  Discipline will apply to matters such as attendance, preparation, policy-making principles, respect of roles, and ensuring continuance of governance capability.  Continual Board development will include orientation of new Board members in the Board's governance process and periodic Board discussion of process improvement. 

4. 
Monitor, assess and discuss the Board’s process and performance annually.  Self-monitoring will include comparison of Board activity and adherence to policies and rules in the Governance Process and Board-CEO Linkage categories. 

See:
Appendix II - Procedural Bylaw

See:
Monitoring Grid for Board Initiatives
POLICY TYPE: 
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Revised: April 12, 2000, November 14, 2001
The success of the Board rests with the quality and diversity of its membership.  Thus, it is in the best interest of the residents of Windsor that the Board consists of members of the highest calibre and represents, to the extent possible, its community.  To that end, the Board will: 

1. 
provide information to potential applicants on the role of a Board Member, Policy Governance® and Board Job Description 

2. 
educate Councillors on the role of a Board Member, Policy Governance® and Board Job Description prior to each appointment 

3. 
provide an orientation session for new members to acquaint them with Policy Governance®, Board policies and operating procedures. 

a)
Within one month of their appointment to the Windsor Public Library Board each new trustee shall be provided the opportunity to:

-
tour the Library facilities;

-
meet management personnel and as many other staff as possible;

-
meet as many other trustees as possible;

-
review the Library’s planning documents, budget, recent Board minutes and all outstanding business items;

-
review all duties and responsibilities as required by current public library and other legislation

	
	Type 
	Frequency

	Action Cycle:
	Information kit to applicant and new Council
	September of each election year
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Revised: April 12, 2000, November 14, 2001
The job of the Chairperson is, primarily, the integrity of the Board’s process and, secondarily, occasional representation of the Board to outside parties.  The Chairperson is the only Board member authorized to speak for the Board (beyond simply reporting Board decisions), other than in rare and specifically authorized instances. 

1.
The job output of the Chairperson is that the Board behaves consistent with its own rules and those legitimately imposed upon it from outside the organization.

A.
Meeting discussion content will only be those issues, which, according to Board policy, clearly belong to the Board to decide, not the Chief Executive Officer.

B.
The Chair will be responsible for preparing the agendas for Board meetings according to the Annual Board Planning Cycle policy and monitoring requirements.  The Chair may consult the Vice-Chair, the CEO, or other Board members for assistance in doing so. 

C.
Deliberation will be fair, open and thorough, but also efficient, timely, orderly, and kept to the point. 

2.
The authority of the Chairperson consists in making decisions that fall within the topics covered by Board policies on Governance Process and Board-Chief Executive Officer Linkage, except where the Board specifically delegates portions of this authority to others.  The Chairperson is authorized to use any reasonable interpretation of the provisions in these policies. 

A. 
The Chairperson is empowered to Chair Board meetings, with all the commonly accepted power of that position (for example, ruling, recognizing).

B.
The Chairperson has no authority to make decisions about policies created by the Board within Ends and Executive Limitations policy areas.  Therefore, the chairperson has no authority to supervise or direct the CEO. 

C. 
The Chairperson may represent the Board to outside parties in announcing Board-stated positions and in stating Chair decisions and interpretations within the area delegated to her or him. 

D. 
The Chairperson may delegate this authority but remains accountable for its use. 
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GOVERNANCE PROCESS

POLICY TITLE: 
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Revised: April 12, 2000, November 14, 2001, January 16, 2002
The Chair shall call for the nomination and election of one Vice Chair for the year, in the first meeting held in each year. 

General Responsibilities: 

a)
in the absence of the Chairperson, the Vice-Chair shall be vested with all powers and shall perform all the duties of the Chairperson;

b)
the Vice-Chair shall possess and may exercise such other powers and duties as may, from time to time, be assigned by the Board.
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June 12, 2002
A. 
The Board will operate as the Windsor Public Library Board.  References to ‘the Board’ refer to the authorities and activities of the Board of Trustees as appointed by Municipal Council.  References to the ‘Windsor Public Library’ mean all operations delegated to the Chief Executive Officer. 

B. 
The Board recognizes that certain organizations (example – Windsor Public Library Foundation) may, from time to time, request use of the name ‘Windsor Public Library’ in order to raise their identity within the community. 


Such a request must be submitted to the Library Board for consideration.  For the Board to consider use of the ‘Windsor Public Library’ name, the following criteria must be met: 

1. 
the organization requesting use of the Windsor Public Library name must have objectives consistent with those of the Windsor Public Library Board 

2. 
an organizational linkage must be maintained through a Board seat on the organization

3. 
staff linkage must be maintained through the office of the Chief Executive Officer 

In addition, all other conditions identified by the Board at the time of the request will be adhered to by the requesting organization or permission to use the name ‘Windsor Public Library’ will be revoked. 


POLICY TYPE: 
BOARD-CEO LINKAGE

POLICY TITLE: 
BOARD-CEO RELATIONSHIP………………………..…Page 1 of 1

Revised: September 12, 2001
The Board’s sole official connection to the operational organization, its achievements, and conduct will be through a CEO. 

POLICY TYPE: 
BOARD-CEO LINKAGE

POLICY TITLE: 
UNITY OF CONTROL ………………………………….…………………Page 1 of 1

Revised: September 12, 2001
Only decisions of the Board acting as a body are binding on the CEO. 

Accordingly: 

1. 
Decisions or instructions of individual Board members, officers or committees are not binding on the CEO.

2.
In the case of Board members or committees requesting information or assistance without Board authorization, the CEO can refuse such requests that require, in the CEO’s opinion, a material amount of staff time or funds, or are disruptive. 

POLICY TYPE: 
BOARD-CEO LINKAGE

POLICY TITLE: 
ACCOUNTABILITY OF THE CEO………………………………Page 1 of 1

Revised: September 12, 2001
The CEO is the Board’s only link to operational achievements and conduct, so that all authority and accountability of staff, as far as the Board is concerned, is considered the authority and accountability of the CEO. 

Accordingly: 

1. 
The Board will never give instructions to persons who report directly or indirectly to the CEO. 

2. 
The Board will refrain from evaluating, either formally or informally, any staff other than the CEO. 

POLICY TYPE: 
BOARD-CEO LINKAGE

POLICY TITLE: 
DELEGATION TO THE CHIEF EXECUTIVE OFFICER. ….Page 1 of 1

Revised: June 14, 2000, September 12, 2001
The Board will instruct the CEO through written policies that prescribe the organizational Ends to be achieved and describe organizational situations and actions to be avoided, allowing the CEO to use any reasonable interpretation of these policies. 

Accordingly: 

1. 
The Board will develop policies instructing the CEO to achieve certain results, for certain recipients, at a specified cost.  These policies will be developed systematically from the broadest, most general level to more defined levels, and will be called Ends policies. 

2. 
The Board will develop policies that limit the latitude that the CEO may exercise in choosing the organizational means.  These policies will be developed systematically from the broadest, most general levels to more defined levels, and they will be called Executive Limitations policies. 

3. 
As long as the CEO uses any reasonable interpretation of the Board’s Ends and Executive Limitations policies, the CEO is authorized to establish all further policies, make all decisions, take all actions, establish all practices and develop all activities. 

4. 
The Board may change its Ends and Executive Limitations policies, thereby shifting the boundary between Board and CEO domains.  By so doing, the Board changes the latitude of choice given to the CEO.  But so long as any particular delegation is in place, the Board and its members will respect and support the CEO’s choices. 

POLICY TYPE: 
BOARD-CEO LINKAGE

POLICY TITLE: 
CHIEF EXECUTIVE OFFICER COMPENSATION…………………Page 1 of 1

Revised:
The CEO salary rate shall be equivalent to Level 17 of the Senior Management Group schedule of the Corporation of the City of Windsor, and the Board shall extend a schedule of benefits as negotiated between the Board and the CEO. 


POLICY TYPE: 
BOARD-CEO LINKAGE

POLICY TITLE: 
MONITORING EXECUTIVE PERFORMANCE…………………..Page 1 of 1

Revised:
Monitoring executive performance is synonymous with monitoring organizational performance against Board policies on Ends and on Executive Limitations.  Any evaluation of Chief Executive Officer performance, formal or informal, may be derived only from these monitoring data. 

1.
The purpose of monitoring is simply to determine the degree to which Board

policies are being fulfilled.  Information which does not do this will not be

considered to be monitoring.  Monitoring will be as automatic as possible, 

using a minimum of Board time so that meetings can be used to create the 

future rather than to review the past. 

2.
A given policy may be monitored in one or more of four ways:

A.
Internal report: Disclosure of compliance information to the Board 

from the Chief Executive. 

B.
External report: Discovery of compliance information by a 

disinterested, external auditor, inspector or judge who is selected by

and reports directly to, the Board.  Such reports must assess

executive performance only against policies of the Board, not those of

the external party unless the Board has previously indicated that

party’s opinion to be the standard.

C.
Direct Board inspection: Discovery of compliance information by a Board Member, a committee or the Board as a whole.  This is a Board

inspection of documents, activities or circumstances directed by the

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

D.
Confidential report: Internal or external report deemed to be 

confidential according to the Public Libraries Act, and Board motion 




95/52.

3.
Upon the choice of the Board, any policy can be monitored by any method at any time.  For regular monitoring, however, each Ends and Executive Limitations policy will be classified by the Board according to frequency and method.

4.
The Board will have a yearly formal evaluation of the Chief Executive Officer based on the previous year’s monitoring reports in conjunction with the Executive Limitations Policies and Ends policies. 

POLICY TYPE:  ENDS…………………….……………………………………………………Page 1 of 2

Revised: April 11, 2001, September 12, 2001, November 14, 2001. December 12, 2001
Global Ends Policy:

Ends Policy #1 

Windsor Public Library exists so that residents of Windsor and those who own

or rent property in Windsor have information, recreation and enriched lives.

Second Level Ends Policy 

#2.1
People have information: 



Information is: 


(a) 
In the following areas: 



1. 
academic (for students)



2.
cultural (Windsor’s heritage and history) 



3.
social



4. 
technical 



5. 
business



6.
personal



7. 
current (news) 


(b) 
And is:

1.
convenient, to meet peoples’ needs (people can independently find, evaluate and use the information they need)

2.
appropriate for the population (children and parents understand responsible use of the Internet)

3. 
cost-efficient to access

4.
reliable

5.
accurate 

#2.2
People have recreation: 


(a)
leisure, relaxation and pleasure


(b)
entertainment


(c)
can pursue hobbies


(d)
have social interaction 

POLICY TYPE:  ENDS…………………….……………………………………………………Page 2 of 2

Revised: April 11, 2001, September 12, 2001, November 14, 2001. December 12, 2001
#2.3
People have enriched lives: 

(a)
have cultural understanding of the Windsor area, value Windsor’s heritage and a sense of community 

(b) 
people will develop a sense of ownership and stewardship of Windsor’s heritage

(c)
are literate (twenty adults per year from the City of Windsor will achieve literacy skills necessary to function successfully in their lives for a cost not to exceed $87,000)

(d)
achieve intellectual and creative potential

(e)
are inspired by art

(f)
appreciate (love) reading

(g) 
have self-esteem and confidence

(h)
can solve problems and make informed decisions 

#2.4
Focus is on residents of Windsor, who are charged no direct costs for basic services. 

	Ends
	Type 
	Frequency

	Monitoring Report
	internal
	Statements #2.1(a) 1. – 7. and (b) 1. – 5.

Annual (January)

	
	
	Statements #2.2 (a) – (d) 

Annual (April)

	
	
	Statements #2.3 (a) – (h) 

Annual (September) 

	
	
	Statement #2.4 

Annual (December) 

	
	
	


EXECUTIVE LIMITATIONS AND ENDS POLICY MONITORING GRID…………Page 1 of 2

Revised: December 13, 2000, February 13, 2002
	EXECUTIVE LIMITATION

POLICY
	METHOD 
	FREQUENCY

	Asset Protection 
	internal 
	annual (April )

	
	external 
	as needed

	

	Budgeting/Forecasting 
	internal 
	annual (October) for planning assumptions;

further report submitted specifying compliance with budget limitations in the month following approval of the Library’s budget by City Council



	
	external 
	as needed

	
	direct Board inspection 
	as needed

	
	confidential 
	as needed

	

	Communication and Counsel to the Board 
	internal 
	per regular meeting

	

	Community Relations 
	internal 
	annual (December)

	

	Compensation and Benefits 
	internal 
	annual (March) 

	
	external 
	as needed

	

	Emergency Executive Succession


	internal 


	annual (October)



	
EXECUTIVE LIMITATIONS AND ENDS POLICY MONITORING GRID…………Page 2 of 2
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	EXECUTIVE LIMITATION

POLICY
	METHOD 
	FREQUENCY

	Financial Condition 
	internal 
	annual (September); 

Item 5 (per regular meeting)

	
	external 
	annual (audit)

	
	direct Board inspection
	unaudited financial statements, monthly to the Audit Committee (except July and August); variance status report and year end variance forecast quarterly to the Audit Committee and full Board [October, December, February, April] 

	
	confidential 
	as needed

	

	Protection of Services
	internal 
	annual (February); B.2 (as required by circumstance)

	
	external 
	physically challenged (every five years (2001, 2006, etc.)

	

	Staffing and Staff Relations
	internal 
	annual (May)

	
	external 
	as needed

	
	direct Board inspection 
	as needed

	
	confidential 
	as needed

	

	Treatment of Customers
	internal 
	annual (November)

	

	ENDS POLICY
	METHOD 
	FREQUENCY

	
	
	

	Statements #2.1 (a) 1. – 7. and 

(b) 1. - 5.
	internal 
	annual (January)

	
	
	

	Statements #2.2 (a) – (d)
	internal 
	annual (April)

	

	Statements #2.3 (a) – (h)
	internal 
	annual (September) 

	
	
	

	Statement #2.4
	internal 
	annual (December)

	


WINDSOR PUBLIC LIBRARY BOARD

MONITORING GRID FOR BOARD INITIATIVES……………………………………………..Page 1 of 1

Revised: April 12, 2000, December 11, 2001
Board Planning Year 
	ACTION
	FREQUENCY 
	DATE 

	Re-exploration of Ends Policies 
	Annually 
	February

	Review Executive Limitations Policies
	Annually 
	March 

	Review Governance Process and Board-CEO Linkage Policies
	Annually 
	April 

	Audit Committee meets 
	Monthly (except July and August)
	Prior to each regularly scheduled Board meeting 

	Determine Board’s Costs of Governance for Upcoming Year (developmental and training needs; audit and other third-party monitoring; surveys, focus groups, opinion analyses, and meeting costs)


	Annually
	May

	Appoint Museum committee 


	Tri-annually (Jan. 2004, etc.)
	After appointment of a new Board

	Chair communicates Board initiatives to the employees 

	Semi-annually 
	June

December

	Succession Planning (Information kit to applicant and new Council) 
	Election year 
	September 

	Chief Executive Officer performance review 



	Annually 
	October

	Monitor, assess and discuss Board’s process and performance 


	Annually
	November

	Set agenda for ensuing one-year period
	Annually 
	November/

December

	Celebration 
	Annually 
	December 

	
	
	


Windsor Public Library Board - Policies - Appendix I

Legislation and Contractual Agreement List…………………………………………………..Page 1 of 2

Major legislation of the federal and Ontario governments that govern libraries in Ontario include:
Federal Statutes:

Canada Pension Plan

Copyright Act

Criminal Code

Employment Insurance Act

Excise Tax Act 

Income Tax Act

Ontario Statutes:

Corporations Act

Employer Health Tax Act

Employment Standards Act

Human Rights Code

Labour Relations Act

Municipal Act

Municipal Affairs Act

Municipal Conflict of Interest Act

Municipal Freedom of Information and Protection of Privacy Act

Occupational Health and Safety Act

Ontario Municipal Employees Retirement System Act 

Pay Equity Act

Pension Benefits Act

Public Libraries Act

Retails Sales Tax Act

Workplace Safety and Insurance Act

continued…
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Collective Agreements with bargaining unit:
Agreement between the Windsor Public Library Board and the Canadian Union of Public Employees and its Local Union, No. 2067.1 (Full-time) (Part-time) effective January 1, 2002.
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Passed the 10th day of July, 1996 

Revised the 12th day of February, 1997, the 9th day of April, 1997, the 11th day of February, 1998, the 11th day of March, 1998, the 13th day of May, 1998, the 8th day of December, 1998, the 10th day of February, 2001, the 12th day of December, 2001, the 12th day of March, 2003, the 11th day of June 2003.

WHEREAS it is the responsibility of the Windsor Public Library Board to provide library services in the City of Windsor; and

WHEREAS it is deemed expedient to adopt rules governing the order and procedure of the Windsor Public Library Board; 

THEREFORE the Windsor Public Library Board enacts as follows:

INTERPRETATION: 
1.
In this by-law:

(a)
“Chair” means the person presiding at the meeting. 

(b)
“Secretary” to the Windsor Public Library Board means as defined by Section 15(3) of the Public Libraries Act, 1984, as amended.

(c)
“Treasurer” means as defined by Section 15(4) of the Public Libraries Act, 1984, as amended.

(d)
“Board” means the Windsor Public Library Board 

(e)
“member” means a member of the Board. 

BOARD PROCEEDINGS
GENERAL 
2.
The following rules and regulations shall be observed and shall be the rules and regulations for the order and dispatch of business.
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3.
Except as herein provided, Robert’s Rules of Order shall be followed for governing the proceedings and conduct of the members. 

4.
All persons shall adhere to the rules and regulations pertaining to the meeting site.

5.
A person, not a member of the Board, may be allowed to address the Board, solely at the discretion of the Board, on any matter within the scope of the provision of Library services in the City of Windsor, subject to Section 20 of this by-law.  Those addresses relating to items not on the agenda of a given meeting shall be known as “Presentations” and shall appear at the beginning of the agenda before any other business items.  Presentations shall be limited to five (5) minutes.  Those addresses relating to items that are on the agenda shall be known as “Delegations”.  Delegations may be heard as the agenda item comes before the Board and before the Board discusses the agenda item.  Every effort shall be made to place those items to be addressed by a Delegation at the beginning of the agenda as a courtesy to those making the address.  Delegations shall be limited to five minutes, which may be extended at the discretion of the Board.

MEETINGS OF THE BOARD
6.
The first meeting of the Board in a new term shall be called (a) if a by-law has been passed by Council, by the Chief Executive Officer, or; (b) if no by-law has been passed by Council, by the Clerk.  All other regular and/or special meetings of the Board shall be held at a time and place as may be determined by the Chair, within the provisions set forth by the Public Libraries Act. 

WHEN MEETING DAY IS A HOLIDAY 
7.
Where the day fixed for the meeting of the Board is a public or civic holiday or federal/provincial municipal election day, the Board shall meet at a location and time as the Chair determines. 

SPECIAL MEETINGS OF THE BOARD
8.
A special meeting shall not be summoned for a time which conflicts with a regular meeting or a meeting previously called of the Council of the Corporation of the City of Windsor.
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COMPOSITION OF THE BOARD 
9.
The Board shall be made up as set out in the Public Libraries Act. 

SELECTION OF CHAIR
10.
The Board shall elect one of its members as Chair at its first meeting in a new term.

SELECTION OF VICE CHAIR

11.
The Chair shall call for the nomination and the Board shall elect one Vice Chair for the year, in the first meeting held in each year. 

DUTIES OF CHAIR 

12.
If the Chair decides to leave the chair, he or she shall call upon another Board member to act as Chair until the position is resumed.

DUTIES OF SECRETARY 
13.
It shall be the duty of the Secretary: 

(1)
To attend all meetings of the Board and to record the minutes, orders, and requests of all such meetings. 

(2)
To give notice to the members of the Board of all meetings thereof other than those fixed by adjournment, said notice to be telephoned, emailed or delivered to each member at his residence or place of business so as to be received not later than forty-eight (48) hours prior to the meeting.  The notice shall be accompanied by the agenda, minutes if any, and any other matter, so far as known, to be brought before such meeting.  Lack of receipt of the notice shall not affect the validity of holding the meeting or any action taken thereat.  The notice calling a special meeting shall state the business to be considered at the special meeting and no business other than that stated in the notice shall be considered at such meeting except with the unanimous consent of the members present and voting. 
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(3)
To forward the minutes of the Board meetings to the Chair for review not later than the tenth day after the Board meeting, and thereafter include in the agenda material to each member for the next meeting of the Board. 

(4)
The Secretary shall make available the Agenda for regular meetings on the Friday prior to the regular meeting.  Such Agenda shall be accompanied by explanatory materials as determined by the Secretary in consultation with the Chair. 

(5) 
No decision of an In Camera meeting of the Board shall be deemed to have legal effect until ratified at a regular meeting of the Board.

AGENDA FOR MEETINGS 

14.
The Secretary shall, in collaboration with the Chair, cause to be prepared, for the use of the Members, an Agenda  to be delivered with supporting materials to the members in advance of the meeting at which the Agenda is to be considered.  No item not included in the Agenda can be introduced at the meeting without the unanimous consent of members present. 

QUORUM, OPENING AND CONDUCT OF PROCEEDINGS 
15.
A quorum shall be a simple majority of the Board. 

16.
As soon after the hour of the meeting as there shall be a quorum present, the Chair shall take the chair and call the members to order. 
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17.
If a quorum is not present within thirty minutes after the time established for a regular meeting or the times fixed for a special meeting, the Secretary shall record the names of the members then present and the meeting shall stand adjourned until the next regular meeting.

18.
In case the Chair does not attend within thirty minutes after the time appointed, the Secretary shall call the members to order, and if a quorum is present, a Chair shall be chosen, who shall preside during the meeting as the Chair until the arrival of the Chair. 

19.
Members of the Board who are unable to attend a scheduled meeting of the Board shall notify, if possible, the Secretary 24 hours prior to said meeting. 

HEARING OF DELEGATIONS
20.
Presentations and Delegations may be heard at meetings, solely at the discretion of the Board, provided that a written request is received by the Secretary or Manager of Board Operations at least nine (9) days in advance of a Board meeting (the Monday of the week prior to the meeting at which they wish to be heard, if that meeting is held on a Wednesday).  Request should include the name of the presenter, topic of the presentation, background details, handout materials (if any), and contact information.   Further details can be found in the Board’s brochure on Delegations and Presentations (attached as Appendix V to this policy manual). 

PUBLIC MEETINGS AND IN CAMERA MEETINGS 
21.
All meetings of the Board shall be open to the public subject to subsection 22, 23 and 24 of this section. 

22.
The Board may move In Camera by adopting a resolution to authorize the Board to meet in closed session.  The resolution shall contain the general nature of the matters to be considered in the closed session.  The resolution must be adopted by a majority of Board members present during the open session before the meeting can be closed.


The Chair should call for Disclosure of Pecuniary Interest and the general nature thereof once the agenda is presented In Camera. No motions are permitted In Camera.  No quorum is required.  Motion to move back into public session for the purpose of adopting (any) recommendations must be made at the end of the closed session.  At that point, the Board may move and consider any motions emanating from the closed session.

23.
The following subjects may be discussed at properly constituted closed meetings of the Board upon agreement by the majority of Board members present:

(a)
debate as to whether or not an item is properly in camera or not, if such discussion would in the opinion of the Chair be prejudicial if discussed at an open meeting;

(b)
intimate financial personnel matters, where a named employee or prospective employee is involved, or where employee relations or reputations could be damaged, unless the employee or employees involved have requested that the matter be discussed in a meeting open to the public and the majority of the Board concurs; 
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(c)
negotiations on salaries or working conditions of employees, and matters arising out of the administration of collective agreements; 

(d)
property matters, in which premature public disclosure could cost the public money or be prejudicial to the interests of a property owner or the Board, when the acquisition or sale of property is being investigated or negotiated; 

(e)
matters in which public discussion could prejudice the Board’s legal position or be detrimental to the Board in proceedings before any Court or Administrative Tribunal;

(f)
matters, the revelation of which would endanger the security of Board property.

24.
No person other than Board members, and the Secretary, unless otherwise directed by vote of the Board, and persons invited by the Chair shall attend closed meetings of the Board, and persons other than the Board members shall vacate such meetings if requested to do so by the Chair.

CORRESPONDENCE AS AN AGENDA ITEM 
25.
Every letter, petition and other communication addressed to the Board shall be received by the Secretary of the Board who shall consult with the Chair and if in the opinion of the Chair, the subject matter of such communication is properly within the jurisdiction of the Board, such communication shall be placed upon the Agenda for the next regular meeting of the Board and be dealt with during such meeting. 

CONFLICTS OF INTEREST
26.
The Board shall be governed by the "Municipal Conflict of Interest Act, R.S.O." 1990 and the Agenda shall include provision for members to disclose a direct or indirect pecuniary interest in a matter and the general nature thereof.
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TENDERS
27.
All tenders called and specifications pertaining thereto, issued by the Board, shall be prepared under the supervision of the Chief Executive Officer or designate for the Windsor Public Library Board and all responses thereto shall be addressed to the Chief Executive Officer, Windsor Public Library Board. 

28.
Except in cases of emergency, a minimum of ten days shall elapse from the date of the first insertion of an advertisement or other action initiated, to the closing date of all tenders called for the supplying of work, labour, material, goods, wares or merchandise required by the Windsor Public Library Board. 

29.
Tenders shall be opened as soon as practicable after the closing time and the general public may be present.  The Chief Executive Officer and Executive Director are authorized to open tenders.


When the tenders are opened, they shall be numbered consecutively and initialled by the persons opening the tenders. 

ANNUAL BUDGET 
30.
The Board shall review policy issues relating to the Budget prior to consideration of the Budget by City Council.

GENERAL
31.
In this by-law words importing the singular number or the masculine gender only shall include more person, parties, or things of the same kind than one, and females as well as males, and the converse. 

32. 
This Bylaw may be amended to provide for deferrals or waiving of an existing policy at any regular meeting of the Board by a two-thirds vote of the Board of the members present.


SECRETARY

WINDSOR PUBLIC LIBRARY BOARD


CHAIR

WINDSOR PUBLIC LIBRARY BOARD
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In affirming its support of the fundamental rights of intellectual freedom, the freedom to read and the freedom of the press, as embodied in the Canadian Charter of Rights and Freedoms, the Windsor Public Library Board declares its acceptance of the following propositions: 

(i)
That the provision of library service to the Canadian public is based upon the right of the citizen, under the protection of the law, to judge individually on questions of politics, religion and morality. 

(ii)
That it is the responsibility of librarians to maintain this right and to implement it in their selection of books, periodicals, films, recordings and other materials. 

(iii)
That intellectual freedom requires freedom to examine other ideas and other interpretations of life than those currently approved by the local community or by society in general, including those ideas and interpretations which may be unconventional or unpopular.

(iv)
That freedom of expression requires freedom for authors, in whatever medium they choose, to depict what is ugly, shocking, and unedifying in life when such depiction is made in a manner consistent with the right of the library to collect such materials. 

(v)
That free traffic in ideas and opinions is essential to the health and growth of a free society and that the freedom to read, listen and view is fundamental to such free traffic. 

(vi)
That it is therefore part of the library’s service to its public to resist any attempt by any individual or group within the community it serves to abrogate or curtail the freedom to read, view and listen by demanding the removal of any book, periodical, film, recording or other material from the library. 

(vii)
That it is equally part of the library’s responsibility to its public to ensure that its selection of materials is not unduly influenced by the personal opinions of the selectors, but determined by the application of generally accepted standards of accuracy, style and presentation.

Adopted by the Windsor Public Library Board May 14, 1991 (based on Ontario Library Association Statement on the Intellectual Rights of the Individual, 1990);

Section (iv) adopted by the Windsor Public Library Board January 7, 1993.
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“Board members see that the Library and Museum are properly run but do not run them.  Board members see that the Library and Museum are properly managed but do not manage them.” (Ontario Library Trustees’ Association Handbook, 1986)
TERM:
Three years; years are concurrent with Council term. 

REMUNERATION:
None

LIMITS:


Must be a Canadian citizen, 18 years of age or older. 

Must be a resident of the municipality.

May not be employed by the Board or by the municipality. 

TIME 


Prepare for and attend regular meetings which are held on the 2nd COMMITMENT

Wednesday of each month from September to June (unless varied by 

REQUIRED:

Board motion).

Prepare and attend special Board or committee meetings which may be held from time to time.

GENERAL 
The Board establishes policies and appoints the Chief Executive 

FUNCTION 
Officer who may also be the Secretary-Treasurer of the Board, and 

OF THE

who administers the Library and Museum under the guidance of these

BOARD
policies.  The Board is in perpetual pursuit of Ends Statements that define community expectations and demands.

SPECIFIC DUTIES
-
Employ a competent and qualified Chief Executive Officer 

-
Determine and adopt written policies to govern the Library and Museum 

-
Determine the 'ends' for the Library and Museum  

-
Understand the Library and Museum’s programmes and needs of the community in relation to the Library and Museum

-
Keep abreast of standards and trends in libraries and museums
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-
Be aware of local and other laws which affect libraries and play an active role in initiating and supporting beneficial Library and Museum legislation.

-
Attend all Board meetings, committee meetings as assigned.

May attend outside meetings and workshops for Board members

-
See that accurate public records concerning finances, property and annual reports are on file at the Library and Museum and with appropriate local, provincial or national bodies

-
Be prepared to interact with provincial library agencies

DESIRABLE 
-
Interest in the Library and Museum, the community and their 

QUALIFICATIONS
inter-relationship

OF A BOARD 
-
Readiness to dedicate time and effort

-
Knowledge of the community’s social and economic condition 

-
Aptitude for planning - both long and short range 

-
Ability to work in a political environment

RELEVANT 

-
Familiarity with Policy Governance®

EXPERIENCE
-
Previous service on volunteer boards or advisory committees 

FOR BOARD
-
Demonstrated leadership abilities 


-
Board members should be prepared to apply their knowledge to the 
development of policies
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DISQUALIFICATION


The Public Libraries Act, R.S.O. 1990, chapter P.44 lists circumstances which would lead to the disqualification of a Board member:

a)
is convicted of an indictable offence;

b)
becomes incapacitated;

c)
is absent from three consecutive meetings of the Board without being authorized by a Board resolution;

d)
ceases to be qualified for membership under clause 10(i)(c) of the Public Libraries Act, R.S.O. 1990, chapter P.44, or;

e)
otherwise forfeits his or her seat. 

If one or more of these conditions apply, “the member’s seat becomes vacant and the remaining members shall forthwith declare the seat vacant and notify the appointing council accordingly.”  (Public Libraries Act, R.S.O. 1990, chapter P.44, section 13)
[ALBO (Association of Library Boards of Ontario) is acknowledged for materials used in the compilation of these guidelines]
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The following is the text of a handout given to those wishing to appear before the Board as a delegation or presentation: 

------------------------

An Introduction to the Windsor Public Library Board of Directors

This brochure is intended to help you understand: 

· Who we are

· Our role and purpose

· How our meetings work

· How we make decisions 

· Your role as an observer or presenter        
Meet the Library Board…

Patricia McMahon (Chair) 

Jeremy Tyrrell (Vice Chair) 

Councillor Alan Halberstadt
Councillor Dave Brister

Councillor Caroline Postma

Al Nelman

Robert Reid

To contact Board members by email, visit www.windsorpubliclibrary.com/about/

board/members.asp


Staff:

Brian Bell, Acting CEO
Phone: 255.6770 x4425

Email: bbell@windsorpubliclibrary.com 

Judy Levesque, Manager of Board Operations 

Phone: 255.6770 x4426

Address: 850 Ouellette Avenue

Windsor, Ontario, N9A 4M9

Email: jlevesque@windsorpubliclibrary.com 
Fax: 255.7207
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Policy Governance…

In 1995 the Windsor Public Library Board of Directors created Board policies so that the Board’s work is consistent with the Policy Governance model, created by Dr. John Carver. The Policy Governance model is based on the principle that governance must be defined from the perspective of owners.  Governance is a downward of extension of ownership, not an upward extension of management.  A Policy Governance board can function quite differently from boards you may be familiar with.  For more information about the Policy Governance model refer to ‘Boards that Make a Difference’ by John Carver, 2nd ed., 1997, Jossey-Bass Publishers, or visit www.policygovernance.com.

The Board’s Role…

The role of the Board is to govern the Windsor Public Library on behalf of an identifiable ‘ownership’.  The Board has stated, through its highest level policy, that “The Windsor Public Library exists so that residents of Windsor, and those who own or rent property in Windsor, have information, recreation and enriched lives.’  This means that the Board is ultimately accountable to the community of Windsor to ensure that the Windsor Public Library achieves the mission and carries out its business in acceptable ways.

The Board Sets Policies…

The Board carries out its role by setting governing policies in 4 categories: 

· Ends: what benefits for what people at what cost

· Governance Process: how the Board will govern and on whose behalf 

· Board-CEO Linkage: how power is passed to the CEO and how accountability is evaluated

· Executive Limitations: unacceptable practices and circumstances 


All Board decisions are made based on these policies.   The Board does not get involved in day-to-day operational issues.  The Board’s sole employee is the CEO and the Board delegates these operational issues (Means) to the CEO.  

The Library Board’s policies can be viewed by visiting: www.windsorpubliclibrary.com/about/pdfs/Board

Policies.pdf
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Board Meetings…

The Board’s focus is primarily strategic and future-oriented.  We are continuously engaging in linkage with the community to help us understand how the Windsor Public Library can evolve to meet changing needs.  Consequently our Board meetings are primarily used to learn about these changing community needs so that we can change and grow to best serve the community. 

At Board meetings we learn and consider how the internal and external environment is transforming and evolving, and we continuously determine whether the Library’s strategic focus should therefore change.  We do this proactively by inviting presentations to educate us in our work. 

At Board meetings we also listen to those in the community who wish to inform our work according to the Board’s Governance Process policy entitled ‘Rules for Citizen Presentations’ (below).

The Board’s job also includes monitoring the operations of the library according to the Board’s Executive Limitation Policies.  The Board will listen to those who have information to inform the Board on the library’s compliance with Executive Limitation and Ends policies (See ‘Rules for Citizen Presentations’).   Citizens with concerns about operational issues should approach Library staff for resolution.   Remember that the Board’s role is to get information from the public on Board policy issues. 

Rules for Citizen Presentations

· a written request to make a presentation to the Board must be submitted to the Board’s Manager of Operations at least 9 days in advance of a Board meeting (the Monday of the week prior to the meeting) and include the name of the presenter, topic of the presentation, background details, handout materials (if any),  and contact information 

· the request may be mailed, faxed, or emailed 

· the Board Chair will then determine whether this will be on a Board agenda

· the person/group requesting an audience with the Board will be informed of the Chair’s decision and will be given details of the time and location of the meeting.  Board meetings are normally held the 2nd Wednesday of the month (except July and August) at 7 p.m. in the Board Room of the Central Library, 850 Ouellette Avenue

· the presenter will have five minutes to address the Board unless the time limit is extended by the Board at the meeting
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· when a citizens’ group or association appears as a delegation, it is recommended that one spokesperson make the presentation

· when making your presentation, state

· your name and topic of presentation

· why you are appearing

· what solution or action you are seeking

· the reason(s) for your request 

· after the Board listens to your presentation, Library Board members may ask questions for clarification

The presenter(s) should understand that the Board will consider the presentation based on its own policies already created.  The Board may not be able to make an immediate decision regarding the issue because it might need an opportunity to become fully informed on the topic and therefore needs to learn more; or, current Board policy is sufficient to address the issue.

The presenter will be sent a follow up report summarizing the Board’s decision regarding the issue.
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These policies have been developed by the Windsor Public Library Board based on the

generic model for Board governance prepared by John Carver.

