
 

 MEETING AGENDA – EXECUTIVE MEETING 
 
 

MEETING INFORMATION 
 
Date: July 22, 2019 
Time:  11:30 am    
Attendees:  
 
 

PREPARATION FOR MEETING 
 
Please Read: Minutes of the Executive Meeting June 21st, 2019  
 
 

AGENDA ITEMS 
 

1. Additions to agenda 
2. Approval of Minutes from June 21st, 2019 
3. Building Committee Report 
4. LMC Report 
5. Board Chair Report 
6. Executive Director Report 
7. Financial Report 
8. Policy Committee Report 
9. Letters 
10. Fundraising (Best Practices) 
11. Grant Writing (Workshop?) 
12. Closed Session – Executive Director Review 

 
 

ACTION ITEMS FROM PREVIOUS MEETING 
1. Julie to send out information to libraries regarding cyber security insurance and a reminder for 
libraries to back up, as well inquire to AUMA for the cyber security insurance at NLLS  
2. Chair to send letter to Minister and cc. MLA’s advising the concerns and implications to our libraries 
of delaying the budget. 
3.  Executive Committee to select 3rd person for Executive Director Appraisal Committee and to revamp 
the performance appraisal and process 

 
NEW ACTION ITEMS 

 
 
 
 
 
 
 
 

Next Executive Meeting will be held on Friday, August 2, 2019 at 9:00 a.m. 
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MEETING MINUTES – EXECUTIVE MEETING 
 

MEETING INFORMATION 

 
Date: July 22nd, 2019  
Time: 11:30 am    
Attendees: Vicky Lefebvre, Laurent Amyotte, Jill McLuckie, Warren Griffin, Craig Lukinuk, 
Elaine Sorochan, Cyndy Heslin, Justin Thompson, Karen Shaw, Julie Walker, Terri Hampson, 
Tracy Paradis, Amy Knifton, Jake Marion 
Absent: Larry Tiedemann, Heather Elliott, Kelly McGrath 
 
 

Meeting called to order at 11:29 a.m. 
 

ACTION ITEMS FROM PREVIOUS MEETING 

1.  Julie to send out information to libraries regarding cyber security insurance and a reminder for 
libraries to back up, as well inquire to AUMA for the cyber security insurance at NLLS – more follow up 
to libraries regarding Cyber security (suggestion to do a session at conference); AUMA will come and 
look at our requirements and provide a quote 
2.  Chair to send letter to Minister and cc. MLA’s advising the concerns and implications to our libraries 
of delaying the budget – Vicky has sent the letter to Minister (email and regular mail) 
3.  Executive Committee to select 3rd person for Executive Director Appraisal Committee and to revamp 
the performance appraisal and process – Cyndy Heslin volunteered as 3rd member 
 

 
AGENDA ITEMS 

 
1. Additions to agenda 

- 2. Introductions 
- 4. Libraries Act review – Warren Griffin 

Motion to approve agenda as amended – Cyndy Heslin – carried  
 
2. Introductions 

 
3. Approval of Minutes from June 21st, 2019 

Motion to approve minutes from June 21, 2019 – Jill McLuckie – carried 
 

4. Libraries Act review 
- Warren brought issues to his council, the CEO will draft a resolution of concerns to bring to their 
council to approve, it will then be brought to RMA on October 7.  If municipalities have any 
concerns, please forward to Warren 
- Cyndy will bring forward to AUMA in September 
- Jodi will ask for input from librarians on their concerns 
 

5.  LMC Report 
 - Jodi followed up with Viking Library service concerns 
 - Jodi will look at trying to get more specific information from Viking as per the Chair’s request 
 
6.  Board Chair Report 
 - see attached 
Motion to change wording in Plan of Service as to who attends the presentations to councils vs. 
library boards – Craig Lukinuk – carried 
Motion to accept Chair’s report as information – Laurent Amyotte – carried  
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7.  Executive Director Report 
- 3 new staff members: Amy Knifton-Bibliographic Services Manager, Jake Marion-Public Services 
Manager, Greg Morgan-Public Services Consultant; Vicky Zhang starts in August-Public Services 
Consultant 

 - went with Vicky, presentation to Two Hills Library board; great meeting, they are very appreciative 
 - Public Services will go out as a group to meet with each librarian to discuss the librarians needs 
 - Advocacy course starting in October 

Motion to accept Executive Director’s report as information – Elaine Sorochan - carried 
 
 
8.  Financial Report 
 - see attached 
 - Jen-Col invoice, delay payment (Building Committee drafting letter) 
 - Board of Record payments 

Motion to provide 50% of Rural Services Grant to our Board of Records member boards, with the 
remainder to be disbursed when the final provincial budget is passed and/or received, based on 
last year’s per capita – Cyndy Heslin – carried 
Motion to accept Financial report as information – Craig Lukinuk – carried  

 
 
9.  Policy Committee Report 
 - Section 1, 1E  Probationary Period 

Motion to forward Section 1, 1E Probationary Period to general board for approval – Elaine 
Sorochan – carried 
 - Section 1, 1B  Compensation 
Motion to forward Section 1, 1B Compensation to general board for approval – Laurent Amyotte – 
carried  
Motion to rescind previous motion – Laurent Amyotte – carried 
Motion to send to Policy Committee for review – Jill McLuckie – carried  
 - Section 1, 1D  Continuing Education 
Motion to forward Section 1, 1D Continuing Education to general board for approval – Karen 
Shaw – carried  
 - Section 1, 1G  Hours of Work 
Motion to forward Section 1, 1G Hours of Work to general board for approval – Cyndy Heslin – 
carried  
 - Section 1, 1H  Overtime 
Motion to forward Section 1, 1H Overtime to general board for approval – Justin Thompson – 
carried  
 - Section 1, 1J  Vacation 
Motion to send to Policy Committee for review – Elaine Sorochan – carried 
 - Section 1, 1K  Benefits 
Motion to forward Section 1, 1K Benefits to general board for approval – Cyndy Heslin – carried 
 - Section 1, 1L  Leaves 
Motion to forward Section 1, 1L Leaves to general board for approval – Jill McLuckie – carried 
 - Section 1, 1M  Sick Days & Short-Term Disability 
Motion to forward Section 1, 1M Sick Days & Short-Term Disability to general board for approval 
– Justin Thompson – carried 
 - Section 1, 1P  Performance Management 
Motion to forward Section 1, 1P Performance Management to general board for approval – Jill 
McLuckie – carried 
 - Section 1, 3Q  Grievances 
Motion to forward Section 1, 3Q Grievances to general board for approval – Elaine Sorochan – 
carried 
 - Section 2, 1H  Committees of the Board 
Motion to forward Section 2, 1H Committees of the Board to general board for approval – Cyndy 
Heslin – carried 
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 - Section 3, 1M  PLSB Grant Money 
Motion to send to Policy Committee for review – Karen Shaw – carried 
 - Section 2, 1I  Board Honoraria & Expenses 
Motion to forward Section 2, 1I Board Honoraria & Expenses to general board for approval –
Justin Thompson – carried  
 
 - Terms of Reference 
 - format approved 
 
Motion to send “Draft Minutes Distribution” policy to Policy Committee for review – Craig 
Lukinuk - carried 
 

10.  Letters 
 - Vicky will draft a separate letter to the MLA’s, concerning the provincial budget 
 

11.  Fundraising – Best Practices 
 - Jodi to ask librarians for their input and feedback on their fundraising techniques 

 
12.  Grant Writing (Workshop) 
 - suggestion to set up a webinar to teach Grant Writing 
 - it was suggested to have a presenter at our conference for grant writing 
 
13.  Building Committee 
 - received quote for windows, Building Committee to go back to Jen-Col and discuss quote 
Motion to send quotation back to Building Committee for review – Craig Lukinuk – carried  
 - Jen-Col will find a civil engineer to come and look at the swale 
 
14.  Closed Session – Executive Director Review 
Motion to go in closed session at 4:25 p.m. – Jill McLuckie – carried 
Motion to come out of closed session at 4:42 p.m. – Jill McLuckie – carried 
Motion to accept Executive Director’s contract as discussed and presented in closed session 
according to Section 17.2(e) of FOIP – Jill McLuckie – carried 
 
Cyndy Heslin volunteered as 3rd person for the Executive Director Review Committee 
 
NEW ACTION ITEMS 

1. Change wording in Plan of Service as to who attends the presentations to councils vs. library boards 
2. Policy Committee – Review “Draft Minutes Distribution” policy 
3. Julie - to send out another reminder for libraries to back up their systems, other than the cloud.  
Check again on cyber security insurance.  Have a session at our conference on Cyber Security. 
4. Julie - to look up the name of the Grant writer presenter we had previously at our conference and 
book them again for our conference. 
5. Tracy - agenda to be revamped, action items from previous meeting will follow agenda items 

 
 
Motion to adjourn 4:43 p.m. – Jill McLuckie – carried  
 
 

 
 

Approved By: _______________________________________________        Date: ____________________________________ 



Chair Report July 22nd 2019 

Sent out the 3 letters as per directions of executive 

1. Elk Point council 
2. Vegreville council 
3. Minister of Municipal Affairs 

 

 

Sent letter to Arc in order to get new contract drawn up with same agreement as we had with 
Kennedy. Requested actual amounts (quotes) for the work we require done such as window seal(s), 
insulation and have asked for swale estimate. This quote we feel is on a very tight timeline 
considering we would like the work done prior to winter so we may be protected for the spring 
thaw. I have copied executive and building with the letter written.  

Met with Two Hills library board and had a great meeting. They shared their successes and the 
challenges that some of our libraries are dealing with such as struggling with funding and board 
recruitment. Through our discussions we thought that we should look for the sharing of ideas 
between libraries on how to increase ways to fundraise in small ways and large ways that would 
help them serve their communities and assist with programming. 

I would suggest we let Jodie the library rep contact their group to have a best practises or a sharing 
of ideas on how to fundraise or what other libraries are doing so they do not have to reinvent the 
wheel. We are offering the advocacy course.  

Should we look at fundraising workshop and/or for grant writing or finding grants etc?   

Continued working on Julie’s contract. 

 



NLLS Executive Director Performance Evaluation 

 

Executive Director:  Julie Walker 

Performance Evaluation Period:   

Effective date of Evaluation:  

 

Instructions for using the evaluation form: 

This Performance Evaluation contains a number of competency areas. Each competency includes 
statements about the standards of behavior for that competency. For each statement, use the scale 
below to show your rating of the Executive Director’s performance. Each member of the NLLS Evaluation 
Committee will complete this form and all evaluations will be consolidated into a final report, which will 
be shared with the NLLS Executive and Executive Director. Note that for each statement you leave 
without a score, a value of “3: Average” will be awarded. 

 

Rating Instrument 

Rank answers from 1 to 5 (Any item left blank will be interpreted as a score of “3 = Average”) 

5 = Excellent (almost always exceeds the performance standard 

4 = Above average (generally exceeds the performance standard) 

3 = Average (generally meets the performance standard) 

2 = Below Average (generally does not meet the performance standard) 

1 = Poor (rarely meets the performance standard) 
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LINKING NLLS BOARD’s STRATEGIC GOALS WITH THE ED’S GOALS 

The following Goals and Key Results Areas were identified by the CAO, Mayor and Council for the 
evaluation year.  

Board Strategic 
Goal 

ED Matching Goal Key Results Area Performance 
Metric 

Target 
Completion Date 
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STAFF EFFECTIVENESS 

Promotes the development and performance of staff and employees throughout the Organization. 

Score Area Description 
 Coaching/Mentoring Provides direction, support and feedback to enable others to 

meet their full potential. 
 Coaching/Mentoring Exercises knowledge of feedback techniques, ability to assess 

performance and identify others’ developmental needs to 
coach and mentor staff and employees throughout the 
organization. 

 Team Leadership Facilitates and leads teamwork by demonstrating ability to 
direct and coordinate group efforts. 

 Empowerment Creates a work environment that encourages responsibility 
and decision-making at all organizational levels by sharing 
authority and removing barriers to creativity. 

 Delegating Assigns responsibility to others by defining expectations, 
providing direction and support, and evaluating results. 

 Total  
 Rating – Total /5  

 

Committee comments (if required), or examples provided for other than a rating of “3”. 

 

 

 

ED’s Comments: 
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POLICY FACILITATION 

Helps board and staff identify, work toward, and achieve common goals. 

Score Area Description 
 Facilitative Leadership Builds cooperation and consensus among and within diverse 

groups, helping them identify common goals and act 
effectively to achieve them. 

 Facilitating Effectiveness Demonstrates skill in responsibly following the lead of others 
when appropriate, and communicating sound information 
and recommendations when appropriate. 

 Mediation/Negotiation Acts as a neutral party in the resolution of disputes (requires 
knowledge of mediation/negotiation principles; skill in 
mediation/negotiation techniques). 

 Total  
 Rating – Total /5  

 

Committee comments (if required), or examples provided for other than a rating of “3”. 

 

 

 

 

ED’s Comments: 
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FUNCTIONAL AND OPERATIONAL EXPERTISE AND PLANNING 

Requires knowledge of service areas and delivery options. 

Score Area Description 
 Functional/Operational 

Expertise 
Understands the basic principles of service delivery with 
respect to NLLS plan of service. 

 Operational Planning Anticipates future needs. 
 Operational Planning Organizes work operations and establishes timetables for 

work units or projects. 
 Operational Planning Demonstrates knowledge of technological advances, trends 

and changing standards. 
 Operational Planning Predicts the impact of service delivery decisions. 
 Total  
 Rating – Total /5  

 

Committee comments (if required), or examples provided for other than a rating of “3”. 

 

 

 

 

ED’s Comments: 



Page 6 of 20 
 

SERVICE DELIVERY MANAGEMENT 

Maintains a consistently high level of quality in staff work, operational procedures and service 
delivery. 

Score Area Description 
 Member Services Is an effective ambassador for libraries by speaking at 

conferences and community events as required. 
 Member Services Supports Board in developing plans and initiatives to promote 

and serve member interests. 
 Performance 

measurement 
Enhance performance measurement and improve the overall 
quality and accuracy of performance measurements in the 
business plan. 

 Performance 
Management 

Develops leaders through regular coaching, career planning 
and proactive performance management. 

 Quality Assurance Ensures actions taken and results achieved are consistent 
with the values and environment desired by NLLS members. 

 Total  
 Rating – Total /5  

 

Board Comments (if required), or examples provided for other than a rating of “3”. 

 

 

 

ED’s Comments: 
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STRATEGIC LEADERSHIP  

Sets an example that urges the organization and system toward experimentation, change, creative 
problem solving, and prompt action. 

Score Area Description 
 Initiative/Risk Taking Demonstrates a personal orientation toward action and 

accepting responsibility for the results; resists the status quo 
and removes stumbling blocks that delay progress towards 
goals. 

 Vision Conceptualizes an ideal future state and communicates it to 
the organization. 

 Creativity Applies existing ideas and practices to new situations. 
 Innovation Develops new ideas or practices. 
 Technological Literacy Demonstrates an understanding of information technology 

and ensures that it is incorporated appropriately in plans to 
improve service delivery, information sharing, organization 
communication and member access. 

 Total  
 Rating – Total /5  

 

Committee comments (if required), or examples provided for other than a rating of “3”. 

 

 

 

 

ED’s Comments: 
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DIVERSITY 

Understands and values the differences among individuals and fosters these values throughout the 
organization and community. 

Score Area Description 
 Mutual Respect Attracts, retains and develops a talented and diverse labor 

pool. 
 Mutual Respect Sustains a respectful workplace. 
 Mutual Respect Build alignment and engagement among employees and 

teams. 
 Adaptability Strategically plans and initiates long term goals and changes 

to ensure the organization is responsive to a diverse range of 
needs and situations. 

 Communications Effectively exchanges (obtains and transmits) information, in 
a variety of mediums, for diverse audiences. 

 Total  
 Rating – Total /5  

 

Committee comments (if required), or examples provided for other than a rating of “3”. 

 

 

 

ED’s Comments: 
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BUDGETING 

Prepares and administers the budget. 

Score Area Description 
 Fiscal Management Prepares a balanced budget to provide services at a level 

directed by board. 
 Fiscal Management Promotes fiscal discipline and accountability. 
 Fiscal Management Protects organizational funds and assets. 
 Implements the Budget Ensures proper processes are in place for capital budget 

priority setting, the maintenance and funding of critical 
infrastructure, and identification of funding gaps. 

 Fiscal Management Makes the best possible use of available funds, conscious of 
the need to operate the local government efficiently and 
effectively. 

 Total  
 Rating – Total /5  

 

Committee comments (if required), or examples provided for other than a rating of “3”. 

 

 

 

ED’s Comments: 
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FINANCIAL ANALYSIS 

Interprets financial information to assess the short-term and long-term fiscal condition of the system. 

Score Area Description 
 Fiscal management Determines the cost-effectiveness of programs, and 

compares alternative strategies. 
 Fiscal Analysis Analyzes whether NLLS resources are linked, integrated and 

appropriately allocated. 
 Fiscal Analysis Uses sound/viable/realistic research and analysis of available 

financial data in decision-making processes. 
 Fiscal Discipline Promotes fiscal discipline and accountability. 
 Funding Opportunities Ensures the system is positioned to access all funding 

programs for which it is eligible from senior levels of 
government. 

 Total  
 Rating – Total /5  

 

Committee comments (if required), or examples provided for other than a rating of “3”. 

 

 

 

ED’s Comments: 



Page 11 of 20 
 

HUMAN RESOURCE MANAGEMENT 

Ensures the policies and procedures for employee hiring, promotion, performance appraisal and 
discipline are equitable, legal and fair. 

Score Area Description 
 Decision Making and 

Performance 
Ensures that human resources are adequate to accomplish 
programming objectives. 

 Ethics/Integrity Promotes ethical behavior and holds individuals at all levels, 
including external contractors and internal staff, accountable 
for meeting ethical standards. 

 Awareness of Morale Effectively responds to any issue of staff morale and 
satisfaction. 

 Hiring Recruits and retains competent personnel for staff positions. 
 Performance Appraisal Sustains or improves staff performance by evaluating the 

performance of staff members at least annually, setting goals 
and objectives for them, periodically assessing their progress 
and providing appropriate feedback. 

 Total  
 Rating – Total /5  

 

Committee comments (if required), or examples provided for other than a rating of “3”. 

 

 

 

ED’s Comments: 
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STRATEGIC PLANNING 

Positions the organization and the community for events and circumstances that are anticipated in 
the future. 

Score Area Description 
 Accomplishment of Goals Participates in the development of annual priorities with 

board and senior management; identifies new initiatives for 
board to consider. 

 Adaptability Establishes direction based on continual assessment of 
environment and emerging trends, issues, and opportunities. 

 Accountable for Results Leads NLLS and articulates a clear plan for NLLS that reflect 
boards vision, mission and strategic plan, and is well 
understood, widely supported, consistently applied, and 
effectively implemented. 

 Anticipates Change Anticipates the effects of change and develops plans to 
manage impacts, and possesses the strategic skills to 
anticipate opportunities and overcome challenges. 

 Succession Planning Prepares for employees eligible for retirement by focusing on 
talent management and succession planning. 

 Total  
 Rating – Total /5  

 

Committee comments (if required), or examples provided for other than a rating of “3”. 

 

 

 

 

ED’s Comments: 
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ADVOCACY AND INTERPERSONAL COMMUNICATION 

Facilitates the flow of ideas, information, and understanding between and among individuals. 

Score Area Description 
 Advocacy Advocates effectively in the system’s interest. 
 Advocacy Communicates personal support for policies, programs, or 

ideals that serve the best interests of the system. 
 Interpersonal 

Communication 
Exchanges verbal and nonverbal messages with others in a 
way that demonstrates respect for the individual. 

 Interpersonal 
Communication 

Exchanges verbal and nonverbal messages in a way that 
furthers organizational and community objectives. 

 Interpersonal 
Communication 

Demonstrates skill in selecting the most effective 
communication method for each exchange. 

 Total  
 Rating – Total /5  

 

Committee comments (if required), or examples provided for other than a rating of “3”. 

 

 

 

 

ED’s Comments: 
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PRESENTATION SKILLS  

Convey ideas or information effectively to others. 

Score Area Description 
 Effective Presentation Possesses strong verbal, written and presentation skills 

demonstrating a clear, concise and positive style. 
 Ethics/Integrity Ensures public processes are transparent and accountability is 

clear when dealing with issues. 
 Effective Presentation Effectively exchanges (obtains and transmits) information, in 

a variety of mediums, for diverse audiences.  
 Effective Presentation Disseminates complete and accurate information equally to 

all board members in a timely manner. 
 Leadership Builds trust through presenting ideas clearly and effectively, 

listening to others, even when not in agreement. 
 Total  
 Rating – Total /5  

 

Committee comments (if required), or examples provided for other than a rating of “3”. 

 

 

 

 

 

ED’s Comments: 
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MEDIA RELATIONS / Internal and External 

Communicates information to the media (social and other) in a way that increases understanding of 
library service issues and activities. 

Score Area Description 
 Media Relations Builds a positive relationship with the press. 
 Media Relations Demonstrates no bias when working with all news media. 
 Networking Maintains a robust network of mutually beneficial 

professional contacts. 
 Responsiveness Actively responds to inquiries and communicates municipal 

policies, procedures and processes. 
 Media Relations Communicates the strategic direction and priorities of the 

organization in a clear and compelling manner. 
 Total  
 Rating – Total /5  

 

Committee comments (if required), or examples provided for other than a rating of “3”. 

 

 

 

 

ED’s Comments: 
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INTEGRITY 

Demonstrates fairness, honesty, and ethical and legal awareness in personal and professional 
relationships and activities. 

Score Area Description 
 Personal Integrity Demonstrates accountability for personal actions. 
 Personal Integrity Conducts personal relationships and activities fairly and 

honestly. 
 Professional Integrity Conducts professional relationships and activities fairly, 

honestly, legally and with knowledge of administrative ethics. 
 Organizational Integrity Fosters ethical behavior throughout the organization through 

personal example, management practices and training. 
 Organizational Integrity Instills accountability into operations and communicates 

ethical standards and guidelines to others. 
 Total  
 Rating – Total /5  

 

Committee comments (if required), or examples provided for other than a rating of “3”. 

 

 

 

ED’s Comments: 
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PERSONAL DEVELOPMENT 

Demonstrates a commitment to a balanced life. 

Score Area Description 
 Professional Proficiency Attends to personal professional development and training. 
 Professional Development Ensures personal growth and competence through his/her 

own education and training. 
 Work Habits Conveys a clean, safe and professional image through 

personal hygiene, grooming and appearance. 
 Learning Values lifelong learning in oneself and others. 
 Personal Development Demonstrates ongoing self-renewal and development to 

increase personal capacity. 
 Total  
 Rating – Total /5  

 

Committee comments (if required), or examples provided for other than a rating of “3”. 

 

 

 

ED’s Comments: 
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OVERALL RATING 

Staff Effectiveness  
Policy Facilitation  
Functional and Operational Expertise and Planning  
Service Delivery Management  
Strategic Leadership  
Diversity  
Budgeting  
Financial Analysis  
Human Resource Management  
Strategic Planning  
Advocacy and Interpersonal Communication  
Presentation Skills  
Media Relations  
Integrity  
Personal Development  
  
Total  

 

  



Page 19 of 20 
 

COMPENSATION 

It is our intention that this Performance Evaluation allows for fair and equitable compensation 
adjustments based on a review of performance in achieving mutually identified priorities and on the 
board’s (Evaluation Committee/Executive’s) level of satisfaction with the ED’s overall performance. To 
ensure the review is balanced and fair, the linking of NLLS Board’s Strategic Goals with the ED’s Goals, at 
the outset and at the close of this form, makes the expectations clear. 

Quarterly reviews without any consideration of compensation ensure that expectations and 
performance are on track and openly communicated. 

This full-term evaluation has been used to evaluate the level of performance satisfaction for the entire 
performance period. In addition to this full term evaluation, compensation decisions may be based on: 

Ø The economic climate of the province; 
Ø The general status of compensation decisions in the private sector of the province; 
Ø Compensation decisions for other employees of the system; 
Ø A review of the competitive position of the system in the system’s market area; 
Ø A comparative salary review; and  
Ø The current contract between the Executive and the ED. 
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LINKING BOARD’S STRATEGIC GOALS WITH THE ED’S GOALS FOR THE COMING PERIOD 

The following Goals and Key Results Areas were identified by the ED, Chair and Executive Committee for 
the upcoming evaluation year.  This list to be approved by motion of Executive and accepted as info by 
board. 

Board’s Strategic 
Goal 

ED’s Matching 
Goal 

Key Results Area Performance 
Metric 

Target 
Completion Date 
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CAO 
360˚ PERFORMANCE REVIEW & DEVELOPMENT PLAN 

 
Please answer the following questions regarding the CAO’s performance: 
 
1. How has he added value to the organization during this past review period? Which 

performance expectations for this period do you feel have been accomplished? Which ones 
have not been accomplished; what were the reasons why? Briefly describe and indicate any 
difficulties or barriers that were encountered. 

 
 
2. What have been his performance strengths? What would you like to improve in his 

performance? What additional competencies do you feel that he should acquire? What 
behaviors need to be acquired or changed? 

 
 
3. How well has he performed as a team member? Has he exhibited good communication, 

cooperation, consideration, and respect for other staff? 
 
 
4.  What could be changed to assist him in his performance? What could you change in your 

(Council’s) management approach to assist him in his performance? 
 
 
5. What training or staff development do you feel that he would benefit from?  
 
 
6. What do you see as his future goals and action plan? 
 
N.B. The CAO will be asked to answer the same questions. Those that report to him and some 
significant outside contacts will also be asked for similar feedback.  



MANDATE STATEMENT – CEO CONTRACT AND PERFORMANCE  
                     REVIEW COMMITTEE 
SECTION A: EXECUTIVE 
 
Committee responsible: Executive  
Committee approved: April 2017 
Review Date:  April 2019  page 1 of 1 

 
 
NAME OF COMMITTEE: CEO Performance Contract and Review Committee 
 
TYPE OF COMMITTEE: Ad Hoc 
 
GENERAL PURPOSE: To coordinate and deliver the CEO’s annual performance review and to 

initiate contract negotiations with the CEO when appropriate. 
 
KEY DUTIES AND RESPONSIBILITIES: 
 
To gather performance review feedback and recommended performance goals from Executive members 
and selected individuals with whom the CEO regularly interacts, and to complete the performance 
review form with input provided by the CEO. 
 
To discuss the performance review feedback and expectations with the CEO, to set performance goals 
for the CEO in the coming year, and to amend the performance review form content as needed. 
 
To recommend contract negotiation terms to the Executive, and to initiate contract negotiations 
between the Executive and CEO. 
 
To report back to the Executive after the CEO’s annual performance review and contract negotiations, 
when needed, have been completed. 
 
To recommend adjustments to the CEO Contract and Performance Review process to the HR Committee 
as needed.  
 
COMPOSITION AND APPOINTMENT: 
The preferred composition is 3 Board members, including the Marigold Chair, Vice Chair and one other 
nominee from the Executive Committee. 
 
MEETINGS: 
As required. The Committee is disbanded annually after the final report to the Executive Committee. 
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CEO Contract and Performance  
Review Committee Process 

1. The HR Committee reviews the CEO Performance Review form at the HR Committee 
Meeting in the fall, and makes recommendations to the Executive at the December 
meeting. 
 

2. A CEO Contract and Performance Review Committee is formed at the December 
Executive meeting. Members of this committee will be: 
• Marigold Board Chair, who leads the process 
• Marigold Board Vice Chair 
• Nominee from the Executive (One year term) 

 
3. The CEO fills out Section A of the CEO Performance Review form and sends this to the 

Chair of the CEO Contract and Review Committee before the end of [May] each year. 
 

4. The Chair emails Section A to the CEO Contract and Review Committee members by the 
end of the first week of [June].  
 

5. The CEO Contract and Performance Review Committee fills out their responses 
independently and sends their responses to the Chair by the second week in [June]. 
 

6. The Chair compiles the committee member responses into Section B and organizes an in-
camera meeting with committee members to finalize the committee’s responses in Section B. 
 

7. The Chair contacts the CEO to ask for clarification on any points made by the committee 
in Section B, and makes needed adjustments, which she emails to the Committee for 
their feedback. 
 

8. The Chair shares Section B of the CEO Performance Review form with the CEO.  The CEO 
responds to the CEO Performance Review form in writing.  The CEO will indicate at this time if 
she wishes to revisit the contract to review salary, benefits or working conditions. 
 

9. The CEO Contract and Performance Review Committee meets with the CEO in advance 
of the [June] Executive Meeting to review and adjust the document.  
  

10. The Chair completes Section C with the input of the Committee, and shares the entire 
CEO Performance Review form with the CEO. 
 

11. During the May Executive Committee meeting, the Chair and the CEO each present 
summaries to the Executive Committee during an in-camera session.  If the CEO wishes 
to revisit the contract, she may state her reasons at this meeting. 
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12. The Executive Committee leaves in-camera and the CEO Contract and Performance 
Review Committee Chair makes the motion to accept the Performance Review.  The 
Chair may also make another motion to commence contract negotiations with the CEO. 
 

13. Based on the CEO’s wishes to revisit the contract (#11) and the Executive’s agreement 
to revisit the contract, contract negotiation will commence, leading to mutual 
agreement.  The duration of this process will not continue beyond the [July] Executive 
meeting except in extraordinary circumstances. 
 

14. Final decision on the contract will be presented to the Executive at the [July Executive] 
meeting.  A motion will be made to accept the revised contract.  Signing of the revised 
contract will then be completed with signatures from the Marigold Board Chair (also the 
CEO Contract and Performance Review Committee Chair) and the CEO. 
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MARIGOLD LIBRARY SYSTEM 
CEO’S  

REVIEW REPORT 
 

NAME:   
 
DATE:   
------------------------------------------------------------------------------------------------------------------------ 
 
SECTION A - To be completed by the CEO and presented to the Executive Committee by April 30. 
 
1. How would you describe your work at Marigold in the past year?   

 
 

2. Describe (briefly) your progress in achieving the goals that were set in the last review. 
 

 
3. What do you see as your strengths in this position, and especially those strengths that you felt made 

a difference in the past year?  
 

 
4. What areas of your performance are you striving to improve, and how? 
 

 
5. What changes in working conditions would help you improve your work performance, and how can 

the Board assist with this? 
 
 

6. What goals would you set for yourself in the coming year? 
 

 
 

7. Please comment on your progress, development, and future with Marigold. 
 

 
 

8. Do you feel that you are adequately compensated compared to your peers? 
 
 
 
9.  “Year In Review” Highlights for the previous year. 
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SECTION B - To be completed by the CEO Contract and Review Committee members  
 
 
 
1. Comment on the CEO’s responses to the questions in SECTION A. 
 
 
 
2. Comment on the highlights of the CEO’s work in the past year. 

 
 
 

3.  How can the CEO improve? 
 
 
 
4. Comment on the CEO’s goals (Section A, #6)? Any further suggestions for goals for the CEO? 
 
 
 
5. How can the Board help the CEO with these accomplishments? 
 
 
 
6. What is your recommendation with regard to the CEO’s response to compensation? (SECTION A #8) 
  
 
 
7. Added comments? 
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SECTION C - To be completed by the CEO Contract Committee Chair.  This information will be shared 
with the CEO and the EXEC Committee.  
 
 
1. Did any further opportunities arise during the review process? 
 

 
 

 
2. What are the goals for the CEO in the coming year? 
 
 
 
 
3. What is the overall assessment of the CEO’s performance in the past year? 
 
 
 
 
4. Recommendation to Executive Committee with regard to overall performance and compensation for 

the CEO. 
 

 
 
 
 
 

Contract negotiations must be completed by June 30. 
 
 

 
Signatures: 
 
 
_______________________________   Date: ___________________ 
Board Chair 
 
 
 
_______________________________   Date: ___________________ 
CEO 
 

 

























































































































    Northern Lights Library System
Comparative Income Statement - Comparative Income Statement - YTD to Last Year

 
% of Budget 

left Budget

REVENUE
Levies - Municipalities 1,188,119.01 1,207,726.50 0% $1,206,753.71
Levies - Library Boards 566,486.31 576,285.00 0% $575,424.95
Prov. Operating Grant 0.00 0.00 100% $813,278.60
Prov. Rural Sevices Grant 0.00 0.00 100% $340,242.75
Indigenous Grant 0.00 0.00 100% $160,000.00
Deferred Allotment -167,111.88 -244,608.09
Travel Grants 144.79 776.09 48% $1,500.00
Non Resident Fees 850.00 800.00 33% $1,200.00
Sales - Misc. 5,624.65 4,564.38 54% $10,000.00
Sales Office Supplies-Resale 85,614.41 91,289.17 39% $150,000.00
Other Revenue General -58.40 160.39 
Sales-WRP/SRP 2,021.77 952.45 68% $3,000.00
Interest earned 18,864.52 22,494.61 25% $30,000.00
Myrnam Revenue 0.00 0.00 100% $10,000.00
TOTAL REVENUE 1,700,555.18 1,660,440.50 

EXPENSE
Staff Expenses
Staff Salaries 568,824.05 587,299.46 52% $1,227,000.00
EI Expense 10,746.52 11,121.52 
C.P.P. Expense 24,838.47 27,937.80 
Group Life 0.00 0.00 
Extended Health Expense 12,040.44 13,754.28 
Dental Expense 9,767.58 10,176.40 
W.C.B. Expense 692.97 1,815.14 
Expenses Sub Total 58,085.98 64,805.14 57% $150,000.00
TOTAL - GENERAL PAYROLL EXPENSES 626,910.03 652,104.60 

Other Staff Costs
NLLS PD Training (Shared) 10,539.53 6,588.14 71% $23,000.00
Conference Fees (Shared) 4,271.80 7,536.15 0% $7,500.00
Hotel and Accommodations (Shared) 20,953.69 15,229.06 39% $25,000.00
Meals when Travelling (Shared) 4,473.77 2,042.38 66% $6,000.00
Travel Costs (Shared) 3,991.23 6,635.44 45% $12,000.00
Site Visits (Shared) 1,264.05 1,401.41 84% $9,000.00
Staff Recruitment 289.74 2,954.61 -491% $500.00
Human Resource Tools 0.00 69.95 90% $700.00
Charge for Reimbursement Costs 0.00 0.00 
Total Other Staff Costs 45,783.81 42,457.14 

Book Allotment
Total Collection Development 219,491.12 196,320.41 

Library Services
System Collections 12,783.65 4,200.00 79% $20,000.00
Indigenous Expenses 40,031.11 22,184.41 86% $160,000.00
ILL Service Supplies 1,606.38 929.05 81% $5,000.00
Bibs Service Supplies 772.26 2,553.97 -70% $1,500.00
Shipping & Freight 938.74 1,235.69 18% $1,500.00
Catalog Process Forms Suppl 2,905.32 7,474.40 7% $8,000.00
Assistive Technologies IT 47.24 8,169.88 46% $15,000.00
Fortigate - Libraries IT 0.00 31,154.61 -6% $29,500.00
Computer Replacement Program IT 10,780.91 13,015.30 46% $24,000.00
Web Hosting IT 17,519.00 17,047.00 12% $19,400.00
Library Assistance Software IT 1,699.15 2,348.84 77% $10,000.00
Server Software IT 11.00 2,606.35 87% $20,000.00
Computer Software IT 1,544.45 4,493.73 31% $6,500.00
Emerging Technology IT 759.98 13,184.05 -32% $10,000.00
ACSI Managed Services 0.00 0.00 100% $35,000.00
TRAC 99,974.00 104,661.00 0% $105,000.00
Internet Service Fees IT 10,896.67 1,560.00 91% $18,000.00
e Resources Books on Line 13,398.84 0.00 100% $60,000.00
NLLS Annual Conference/Workshops PS 1,180.36 890.95 96% $20,000.00
Library Managers Council PS 9,142.91 8,800.96 51% $18,000.00
Library Programming PS 7,958.23 17,848.41 29% $25,000.00
Postage/Courier 983.75 1,257.96 -26% $1,000.00
Coll. Dev. Shipping/ILL BS 238.08 417.53 16% $500.00
Vehicle Expense BS 3,722.10 5,147.70 36% $8,000.00
Vehicle Fuel BS 17,857.42 16,325.99 57% $38,000.00
Online Databases PS 41,532.96 72,158.88 15% $85,000.00
Myrnam-Operating expenses 435.74 2,852.25 71% $10,000.00
Board Travel 13,458.87 16,985.13 47% $32,000.00
Board Food and Beverages 2,602.79 3,035.71 39% $5,000.00
Board Conference/Education 1,328.57 7,029.46 -17% $6,000.00
Special Events (Board) 345.66 5,531.90 54% $12,000.00
Board Committee Meetings 5,550.00 11,928.40 1% $12,000.00
Special Events (Admin) -75.00 1,164.53 77% $5,000.00
NLLS Hosting 1,532.40 74.86 95% $1,500.00
Office Equipment/Software Admin 707.87 195.25 97% $7,000.00
Photocopier (Admin) 6,254.43 6,431.09 57% $15,000.00
Professional & Legal Fees 1,305.70 4,069.20 -63% $2,500.00
Marketing 6,987.58 2,052.16 86% $15,000.00
Audit Costs 10,774.69 14,836.67 -14% $13,000.00
Bank Charges 538.67 696.91 30% $1,000.00
TAL-The Alberta Library Membership 0.00 8,454.82 1% $8,500.00
Insurance 10,702.70 10,491.67 5% $11,000.00
Subscriptions (Admin) 2,823.82 2,002.65 -34% $1,500.00
NLLS Memberships (Shared) 10,297.47 970.49 83% $5,700.00
Resale Supplies & General Rebills 105,667.75 108,453.59 28% $150,000.00
Office Supplies (Admin) 8,392.84 5,569.09 30% $8,000.00
Telecommunications (Shared) 7,593.60 8,501.13 47% $16,000.00
General Maintenance/Contracts 0.00 65,200.00 
Building Maintenance 12,542.16 5,852.47 61% $15,000.00
Janitorial/Caretaking/Landscaping 16,065.97 16,162.62 35% $25,000.00
Health & Safety 1,339.80 1,548.52 38% $2,500.00
Utilities 13,527.13 14,665.55 48% $28,000.00
Total Expenses 538,985.72 684,422.78 
TOTAL EXPENSE 1,431,170.68 1,575,304.93 

NET INCOME 269,384.50 85,135.57 

Generated On: 07/17/2019

Actual 01/01/2018 to 07/17/2018
Actual 01/01/2019 to 07/17/2019


	July 22 2019 Exec Agenda
	2019-07-22 Exec. Minutes
	Chair Report July 22 2019
	NLLS ED Template
	CAO Council Questions
	CEO  Contract  Performance Review Committee Mandate Dec2015
	Marigold CEO Contract and Performance Review Process Dec2016 revised to June
	Marigold CEO Performance Review Form May2016
	Policy Meeting submission for Aug 2
	Financial for July 22

