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2023-06-01 Policy Committee Meeting Minutes 

Meeting Information:  

Date: October 6, 2023                                                                Time: 7:00am    

Attendees via Zoom: Josh Crick (Chair), Barb Smith, Dwayne Spicer, Daryl 
Frank, Loraine Berry, James MacDonald (ED) 

Join Zoom Meeting 
https://us02web.zoom.us/j/83292587182?pwd=SDJ1cDhkRGluakxYcjRW

c0loVmxMUT09 

Meeting ID: 832 9258 7182 
Passcode: 711796 

Full PDF Policy Meeting Pkg 

AGENDA ITEMS:  

1. Approval of the agenda as presented  

M1-Loraine Berry motions to approve the agenda, all in favor, carried.  

2. Approval of the minutes of October 6, 2023  

M2-Barb Smith motions to approve the minutes of Oct 6, 2023, all in 
favor, carried.  

POLICIES FOR ADDITION: 

3. Section 1:1N - Volunteer Time Off 
Briefing Note: In response to a discussion of the Executive Committee in 
December this policy was developed to allow staff the opportunity for greater 
community service in NLLS member municipalities. The policy proposes 7 
hours of annual paid time off for volunteer service. VTO policies are 
increasingly popular with industry and non-profit organizations. They lead to 
increases in staff morale and develop a culture of service. 

https://us02web.zoom.us/j/83292587182?pwd=SDJ1cDhkRGluakxYcjRWc0loVmxMUT09
https://us02web.zoom.us/j/83292587182?pwd=SDJ1cDhkRGluakxYcjRWc0loVmxMUT09
https://www.nlls.ab.ca/board/executive-blog/post/2023-06-01-policy-committee-meeting-minutes
https://www.nlls.ab.ca/public/download/files/240111


M3- Barb Smith motions to accept the Volunteer Time Off policy and 
send to the Executive committee for review, all in favor motion carried.  

4. Section 3:1O - Sale of Capital Items 
Briefing Note: Establishes the authority for the sale of capital items and 
outlines a procedure. This policy was being followed but never formally 
adopted - it is taken from the Marigold Library System. 

M4-Barb Smith motions to accept the Sale of Capital items policy and 
send to the Executive committee for review, all in favor motion carried.  

POLICIES FOR REVISION: 

5. Section  1:1V - Police Information Check 
Briefing Note: This policy came up in the regular course of review. 
Grammar and other slight changes were made for clarity. 

M5- Loraine Berry motions to accept the Police Information Check policy 
and send to the Executive committee for review, all in favor motion 
carried.  

6. Section 1:2F - Pets in the Workplace  
Briefing Note: This policy came up in the regular course of review. 
Grammar and other slight changes were made for clarity. 

M6 – Barb Smith motions to accept the Pets in the Workplace policy and 
send to the Executive committee for review, all in favor motion carried. 

7. Section - 1 3:F - Library Property 
Briefing Note: This policy came up in the regular course of review. 
Requires employees to properly sign out library property before using it. 

M7 –Loraine Berry motions to accept the Library Property policy and 
send to the Executive committee for review, all in favor motion carried. 

8. Section - 1:3L - Social Media Internal 
Briefing Note: This policy incorporates the service point (external) 
policy and slight changes for clarity have been made. 

M8 –Barb Smith motions to accept the Social Media policy and send to 
the Executive committee for review, all in favor motion carried. 

https://www.nlls.ab.ca/public/download/files/236065
https://www.nlls.ab.ca/public/download/files/240118
https://www.nlls.ab.ca/public/download/files/240120
https://www.nlls.ab.ca/public/download/files/240117
https://www.nlls.ab.ca/public/download/files/240121


9. Section 1:3S - Workplace Violence and Harassment   
Briefing Note: This policy came up in the regular course of review. 
Very slight modifications for clarity. 

M9 –Loraine Berry motions to accept the Workplace Violence and 
Harassment policy and send to the Executive committee for review, all in 
favor motion carried. 

10. Section 1:4A - Particpation in Occupational Health & Safety 
Briefing Note: I proposed a name change for clarity. It strikes the need 
for a Health and Safety Committee as we do not have enough 
employees to make this a requirement. Other minor grammatical 
changes. 

M10 –Loraine Berry motions to accept the Participation in Occupational 
Health & Safety policy and send to the Executive committee for review, 
all in favor motion carried. 

11. Section TOR - Building Committee  
Briefing Note: Minor changes made for clarity. 

M11 –Barb Smith motions to accept the Building Committee policy and 
send to the Executive committee for review, all in favor motion carried. 

12. Section TOR - Executive Director Evaluation Committee & ED 
Evaluation 
Briefing Note: Major changes proposed to these. Potential to combine 
this TOR and Policy. The intent is to free the committee to use 
evaluation methods most appropriate for the time while still formalizing 
the process. 

M12 –Loraine Berry motions to accept Executive Director Evaluation 
Committee & ED Evaluation policy and send to the Executive committee 
for review, all in favor motion carried. 

13. Section 3:1F - Corporate Credit Cards 
Briefing Note: We've added a section to the policy clarifying the use of 
loyalty and credit card points. We've also changed the policy from 
strictly using loyalty points for the NLLS conference to general revenue. 

https://www.nlls.ab.ca/public/download/files/240119
https://www.nlls.ab.ca/public/download/files/240122
https://www.nlls.ab.ca/public/download/files/240124
https://www.nlls.ab.ca/public/download/files/240125
https://www.nlls.ab.ca/public/download/files/240126
https://www.nlls.ab.ca/public/download/files/240126
https://www.nlls.ab.ca/public/download/files/240123


M13 –Lorraine Berry motions to accept Corporate Credit Cards policy 
and send to the Executive committee for review, all in favor motion 
carried. 

POLICIES TO DELETE  

16. Section - Social Media External 
Briefing Note: This policy was incorporated into the Social Media 
Internal policy and renamed the Social Media Policy.  

M14 –Lorraine Berry motions to delete the Social Media External policy 
and send to the Executive committee for review, all in favor motion 
carried. 

17. Next Meeting Apr 5 2024 

M15 – Barb Smith motions to adjourn at 8:20am, all in favor, motion 
carried.  
 

https://nlls.libanswers.com/policies/faq/205666


STATEMENT OF POLICY AND PROCEDURE 
Section: NLLS Employee(s) | Chapter: Conditions of Employment | Page(s): 2 
Subject: Volunteer Time Off | Sec 1, 1 
Reviewed 2023-01-20 | Revised: 2019/09/21 | Effec�ve: 2023/02/24 

 

 

SECTION 1 - 1.  

Volunteer Time Off 
 
Purpose: The Northern Lights Library System (NLLS) recognizes the importance of community 
involvement and encourages employees to contribute their �me and skills to charitable 
organiza�ons and community service projects. The Volunteer Time Off (VTO) policy is designed 
to support and promote volunteerism among our employees, build a sense of community, and 
increase the visibility of NLLS in member communi�es. 
 
Eligibility: All regular full-�me employees are eligible for Volunteer Time Off. 
 
Time Allowance: Employees may request up to seven (7) hours of paid �me off per calendar 
year for volunteer ac�vi�es. The �me off can be taken in increments as small as one hour.  
 
Time in Lieu: Employees can bank volunteering hours outside their regular working hours. 
Banking volunteer �me allows employees to accumulate hours for future use as �me off. The 
Over�me policy governs banked or lieu hours. 
 
Approval Process: To request Volunteer Time Off, employees must submit a writen request to 
their supervisor at least five (5) days in advance. The request should include the date, �me, and 
a brief descrip�on of the volunteer ac�vity. Supervisors will review requests based on business 
needs and may approve or deny the request. 
 
Approved Volunteer Ac�vi�es: Volunteer Time Off may be used for ac�vi�es that contribute to 
the well-being of NLLS member municipali�es, including but not limited to: 

1. Volunteering at registered non-profit organiza�ons. 
2. Par�cipa�ng in community service events. 
3. Assis�ng in local schools or educa�onal programs. 
4. Involvement in disaster relief efforts. 
5. Charitable events. 

 
Excluded Ac�vi�es: Volunteer Time Off does not cover ac�vi�es that are primarily for personal 
gain, poli�cal par�san involvement or ac�vi�es not benefi�ng NLLS member municipali�es.  
 
Recording Volunteer Time: Employees are responsible for accurately recording their Volunteer 
Time Off hours on their �mesheets or designated tracking system. Supervisors may request 
documenta�on from the volunteer organiza�on as proof of par�cipa�on. 



 
Benefits Con�nua�on: During approved Volunteer Time Off, employees will con�nue to receive 
their regular pay and benefits. The �me off will not affect the accrual of vaca�on, sick leave, or 
other benefits. 
 
Non-Retalia�on Policy: Employees will not face any nega�ve consequences for reques�ng or 
taking Volunteer Time Off in accordance with this policy. 
 
Policy Review: This policy will be reviewed annually and may be revised as necessary. 
 
 



STATEMENT OF POLICY AND PROCEDURE  
Sec�on: Finance | Chapter: General | Page(s): 1  
Subject: Sale of Capital Items Sec 3, 1O  
Reviewed: New | Revised: New | Effective: New  

 
SALE OF CAPITAL ITEMS  
  

1. All capital asset sales are at the discre�on of the Execu�ve Director. If/when the Execu�ve 
Director approves the disposal of an item, the following procedure will be followed:  
a. The Execu�ve Director will place a value on each item a�er consul�ng the declaring 

department and, when necessary, outside experts.  
b. If the Execu�ve Director decides that an item has no value, it will be disposed of in an 

ecologically safe manner.  
c. If an item is being replaced, a trade-in will be considered when nego�a�ng the 

replacement price.  
d. Items of a value greater than $1,000 will first be made available to system staff and 

member libraries by adver�sement on system email lists. 
e. All sale invoices, or bills of sale, will indicate that items are sold as is. 
f. Applicable sales taxes will be applied to the sale price whenever necessary. 

 

  

  

  

       
 

   NLLS Execu�ve Board Chair  Date of Approval  



STATEMENT OF POLICY AND PROCEDURE  
Sec�on: NLLS Employee(s) | Chapter: Condi�ons of Employment | Page(s): 2  
Subject: POLICE INFORMATION CHECK (PIC) | Sec 1, 1V  
Reviewed 2024/01/19 | Revised: 2024/01/19  | Effec�ve: 2021/02/26  

SECTION 1 - 1.V  

POLICE INFORMATION CHECK (PIC)  
Northern Lights Library System (NLLS) recognizes that it has a duty to protect and act in the best interests of the people for 
whom it serves and to the larger community.  
  
A Police Informa�on Check (PIC) will seek informa�on regarding outstanding charges, convic�ons and/or disclosable adverse 
informa�on under any Federal Statute including the Criminal Code of Canada, the Narco�cs Control Act and the Controlled 
Drugs and Substances Act, for which a record suspension has subsequently been revoked (collec�vely referred to as a  
disclosable criminal record”).  
 
All new and con�nuing NLLS employees, who are required to do so by legisla�on, will be asked to complete and submit a Police 
Informa�on Check (PIC).  
 

1. All Police Informa�on Checks (PIC) PICs will be compliant with Human Rights and Privacy legisla�on.  
2. A person who is offered employment at NLLS may be required to complete and submit a PIC before any offers of 

employment are finalized. they are employed by NLLS.  
3. An employee who is offered a different posi�on at NLLS may be required to complete and submit a PIC before the 

employee starts the new posi�on.  
4. All applicants will have the opportunity to review the results of the PIC and will be required to verify the results before any 

offer of employment may be finalized made.  
5. A disclosable Criminal Record or adverse informa�on will not necessarily preclude employment or subsequent promo�on 

or result in any ac�on being taken in rela�on to an employee. In making a determina�on about the proper response to 
the existence of disclosable informa�on, the Execu�ve Director will consider the offence history based on the following 
criteria:  

a) The nature of the offence(s).  
b) The relevance of the offence(s) to the posi�on.  
c) The length of �me since the offence(s) took place.  
d) Any mi�ga�ng or extenua�ng circumstances that might be revealed in rela�on to the offence(s) commited.  
e) Whether there is an extended history of a criminal offence(s) or accumula�on of individual minor offences that 

indicate a persistent patern of behaviour.  

6. Original documents are required for submission to NLLS. Photocopies, faxes, or electronic copies of criminal record checks 
will not be accepted.  

  

Confiden�ality  
 
All informa�on surrounding the Police Informa�on Check, including the results, will be maintained in accordance with the 
Freedom of Informa�on and Privacy Act. Confiden�ality will be maintained for all criminal background check informa�on, 
including hiring decisions a decision not to hire the applicant.  
 



STATEMENT OF POLICY AND PROCEDURE  
Sec�on: NLLS Employee(s) | Chapter: Workplace Health and Safety | Page(s): 2  
Subject: PETS IN THE WORKPLACE | Sec 1, 2F  
Reviewed 2021/01/14 | Revised: NEW | Effec�ve: 2021/02/26  

SECTION 1 - 2.F  

PETS IN THE WORKPLACE  
Our pets in the workplace policy outlines our therules for bringing, caring for and supervising pets in the Northern Lights Library 
System (NLLS) company’s offices.  
  
Pets can foster a friendlier and happier workplace. They are fun, playful and can have posi�ve influence on our work. We will 
allow NLLS employees to may have their pets at work on designated days. The Execu�ve Director will determine designated days 
and may change those days as necessary.  
 
Compliance with this policy is required to avoid disrup�on to opera�ons or damage to facili�es.  
 
We want to make sure that animals won’t disrupt the opera�ons, damage proper�es or cause medical issues to other 
employees. We expect everyone to read and respect this policy.  
  
This policy refers to all our employees, visitors, contractors and consultants. It applies to any space NLLS owns where employees 
perform their job du�es.  
Employees who own pets can choose to bring them to their workplace on designated days. They should always must consult 
with their Manager or Execu�ve Director before bringing their pet to work. to: Pets may be permited in the building if all of the 
following are true: 

1. Inform them that their The pet is adequately trained to be in an office working environment 
2. Present current documenta�on of insurance policy that covers their pets  
3. Provide proof that their The owner can provide proof their pets  are is clean, properly vaccinated, and free of parasites  
4. The owner has ensured that their pet does not present a risk of allergy atack or other medical problems for others in the 

building. Ensure their pet will not cause allergies or other medical problems for their coworkers  
5. The owner has signed a waiver taking responsibility for any outcomes of having their pet in the office, and they have read 

and agree to abide by this policy. Sign waivers that state their pet’s informa�on and their owner’s responsibility towards 
them  

 
All dogs are to be on a leash when outside of the owner’s office space, and their movements restricted to their owner’s office 
space. Their owner is responsible for informing others of their dog’s presence, preferably with a sign.  
 
  

What pets are allowed?  
Office pets are usually dogs and cats, but any pet that is well-trained and not poten�ally dangerous or unpleasant is also 
allowed. Young animals are not allowed un�l they’re adequately trained. Pets like snakes, spiders, and bunnies (which chew up 
cords) are prohibited in the workplace.  
  
Owner’s Responsibili�es  
Generally, NLLS wants to ensure that our company and employees’ and their pets are cared for properly. Pet owners should 
must clean up a�er their pets. They are solely responsible for their pet’s behaviour and well-being. They should supervise their 
pets in the workplace or know their loca�on at all �mes and always know their loca�on.  
More specifically, they should make sure their animal doesn’t: Owners are responsible to ensure their animal does not: 

1. Make a mess  
2. Fight with other office pets  
3. Wander in prohibited places  
4. Endanger themselves or others  
5. Damage company or employee property  
6. Annoy coworkers (e.g. barking constantly, climbing on their desks)  



If any of these occur, it falls to The Manager or Execu�ve Director’s discre�on to will determine the seriousness of the pet’s 
ac�ons. As a general rule, if the pet misbehaves three �mes or becomes overly aggressive, their owner may be prohibited from 
bringing the pet to the office again. Pet owners They will also be responsible for any expenses and cleaning resul�ng from their 
pet’s behaviour.  
 
Owners can may leave work to walk their dogs on their lunch breaks during lunch or a designated break. They should avoid using 
up use of excessive work �me to look a�er their pets is prohibited and will result in the pet no longer being permited at the 
workplace. If a pet needs constant care and aten�on, their owner may be instructed to leave them at home. Employees must 
use good judgement and make other arrangements for their pets when their schedule does not allow them to adequately 
supervise the animal. Same goes for days that their owner has a busy schedule and is unable to supervise them.  
  
Pet owners are advised not to leave pets in their vehicles for long great periods of �me. In some jurisdic�ons, leaving pets in 
cars confined or unatended in condi�ons that may endanger them is illegal. Pet owners are obliged to know the law. When 
employees use company vehicles, we prohibit them from leaving pets inside, unatended and without proper ven�la�on, 
food/drink, or in extreme temperatures.  
  

Areas where pets are prohibited  
There are certain places and �mes where NLLS prohibits office pets Pets are prohibited from:  

1. Offices of employees with allergies  
2. Places with sensi�ve equipment or material  
3. The staff room Kitchen or cafeteria, or where food is served or exposed  
4. Mee�ng rooms during mee�ngs with clients or external par�es  

 
In cases when the number of pets in the office becomes excessive, we will have to restrict them. Employees can then bring their 
pets to work according to a schedule.  
  

Complaint Process  
We want all employees to feel safe in their workplace. If an employee has concerns or problems resul�ng from a pet at work, 
they can follow this process:  

1. Talk to the pet’s owner in case they can resolve the problem immediately  
2. Reach out to their supervisor or manager to explaining their issues  
3. Consult the Execu�ve Director, if they don’t get a sa�sfactory response  
4. File an official complaint  
5. Follow the grievance process if an issue remains unresolved. 

If they have a medical or personal issue (e.g. allergy, phobia), they can directly contact their Manager or the Execu�ve Director. 
Supervisors should take their employees’ concerns seriously and inves�gate as soon as they receive complaints. If they are 
unable to resolve the problem, they should contact the Execu�ve Director.  
  
This policy does not prohibit service animals (animals trained to perform tasks for the benefit of a person with a disability.) 
Qualified service dog teams must have an Alberta Service Dog Iden�fica�on Card that ensures access to public places. They are 
allowed to move freely with their owners. If any problem arises because of service animals, we will make appropriate 
accommoda�ons to resolve it.  
  
We also instruct Employees will to not feed or interact with other employees’ pets or service animals at work, if not authorized 
without obtaining explicit permission from the owner.  
  

  
  
  
  
  
  

 

NLLS Execu�ve Board Chair  
  February 26, 2021  

 



PETS IN THE WORKPLACE  
Our pets in the workplace policy outlines our rules for bringing, caring for and supervising pets in the Northern Lights Library 
System (NLLS) offices.  
  
NLLS employees may have their pets at work on designated days. The Execu�ve Director will determine designated days and 
may change those days as necessary.  
 
Compliance with this policy is required to avoid disrup�on to opera�ons or damage to facili�es.  
 
This policy refers to all our employees, visitors, contractors and consultants. It applies to any space NLLS owns where employees 
perform their job du�es.  
 
Employees who own pets can choose to bring them to their workplace on designated days. They must consult with their 
Manager or the Execu�ve Director before bringing their pet to work. Pets may be permited in the building if all of the following 
are true: 

6. The pet is adequately trained to be in an office working environment 
7. The owner can provide proof their pet is clean, properly vaccinated, and free of parasites  
8. The owner has ensured that their pet does not present a risk of allergy atack or other medical problems for others in the 

building.  
9. The owner has signed a waiver taking responsibility for any outcomes of having their pet in the office, and they have read 

and agree to abide by this policy.  
 

All dogs are to be on a leash when outside the owner’s office space, and their movements restricted to their owner’s office 
space. Their owner is responsible for informing others of their dog’s presence, preferably with a sign.  
  

What pets are allowed?  
Office pets are usually dogs and cats, but any pet that is well-trained and not poten�ally dangerous or unpleasant is also 
allowed. Young animals are not allowed un�l they’re adequately trained. Pets like snakes, spiders, and bunnies (which chew up 
cords) are prohibited in the workplace.  
  
Owner’s Responsibili�es  
Generally, NLLS wants to ensure that our employees’ and their pets are cared for properly. Pet owners must clean up a�er their 
pets. They are solely responsible for their pet’s behaviour and well-being. They should supervise their pets in the workplace and 
always know their loca�on.  
 
Owners are responsible to ensure their animal does not: 

7. Make a mess  
8. Fight with other office pets  
9. Wander in prohibited places  
10. Endanger themselves or others  
11. Damage company or employee property  
12. Annoy coworkers (e.g. barking constantly, climbing on their desks)  

 
The Manager or Execu�ve Director’s will determine the seriousness of the pet’s ac�ons. As a general rule, if the pet misbehaves 
three �mes or becomes overly aggressive, their owner may be prohibited from bringing the pet to the office again. Pet owners 
will be responsible for any expenses resul�ng from their pet’s behaviour.  
 
Owners may leave work to walk their dogs during lunch or a designated break. The use of excessive work �me to look a�er pets 
is prohibited and will result in the pet no longer being permited at the workplace. Employees must use good judgement and 
make other arrangements for their pets when their schedule does not allow them to supervise the animal adequately.  
  
Pet owners are advised not to leave pets in their vehicles for long periods of �me. In some jurisdic�ons, leaving pets in cars 
confined or unatended in condi�ons that may endanger them is illegal. Pet owners are obliged to know the law. When 
employees use company vehicles, we prohibit them from leaving pets inside, unatended and without proper ven�la�on, 
food/drink, or in extreme temperatures.  
  



Areas where pets are prohibited  
Pets are prohibited from:  

5. Offices of employees with allergies  
6. Places with sensi�ve equipment or material  
7. The staff room, or where food is served or exposed  
8. Mee�ng rooms during mee�ngs with clients or external par�es  

 
Complaint Process  
We want all employees to feel safe in their workplace. If an employee has concerns or problems resul�ng from a pet at work, 
they can follow this process:  

6. Talk to the pet’s owner in case they can resolve the problem immediately  
7. Reach out to their supervisor or manager to explain the issue  
8. Follow the grievance process if an issue remains unresolved. 

 
This policy does not prohibit service animals (animals trained to perform tasks for the benefit of a person with a disability.) 
Qualified service dog teams must have an Alberta Service Dog Iden�fica�on Card that ensures access to public places. If any 
problem arises because of service animals, we will make appropriate accommoda�ons to resolve it.  
  
Employees will not feed or interact with other employees’ pets or service animals without obtaining explicit permission from the 
owner.  

Date of Approval  
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STATEMENT OF POLICY AND PROCEDURE  
Sec�on: NLLS Employee(s) | Chapter: Code of Ethics | Page(s): 1  
Subject: LIBRARY PROPERTY | Sec 1, 3F  
Reviewed 2020/02/21 | Revised: 2020/05/23 | Effec�ve: 2017/05/13  

SECTION 1 - 3.F  

LIBRARY PROPERTY  
1. Northern Lights Library System (NLLS) property may be used by employees for purposes not associated with the 

performance of du�es when such property is properly signed out.  
2. Employees shall only use the NLLS property if signed out.  
3. Where a clear sign-out method is unavailable (library catalogue, internal calendar, writen forms, etc.), the Execu�ve 

Director or their designee’s approval in wri�ng is required. 
4. The Employee is responsible for lost or damaged NLLS items, when signed out.  

 
 
  
  
  

  
  
  
  
  
  

  
  

 

NLLS Execu�ve Board Chair  
  May 23, 2020  

 

Date of Approval  
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STATEMENT OF POLICY AND PROCEDURE  
Sec�on: NLLS Employee(s) | Chapter: Code of Ethics | Page(s): 2  
Subject: SOCIAL MEDIA - INTERNAL | Sec 1, 3L  
Reviewed: 2021/03/30 | Revised: 2021/05/29 | Effec�ve: 2017/05/13  

[We can combine this policy with our “External” policy. There is no need for both. Delete Sec_4-1D] 

SECTION 1 - 3.L  

SOCIAL MEDIA - INTERNAL  
Policy Purpose  

1. To define healthy boundaries and expecta�ons regarding Northern Lights Library System’s (NLLS’) social media, as well as 
NLLS employees’ use of social media in both their personal and professional lives.  

  

Policy Statement  
2. The use of social media and other informa�on technology is a valuable tool by which informa�on may be distributed to, 

and collected from the public at large. NLLS is commited to the responsible use of social media by its employees in the 
promo�on of NLLS, as well as in its communica�on with the public.  

3. An employee’s personal and off-duty use of social media may be subject to the guidelines of this Policy.  
4. This Policy should be read in conjunc�on with any other related NLLS policies. Where a conflict exists between this Policy 

and another NLLS policy, this Policy shall prevail.  
  

Defini�ons  
5. An “employee” generally refers to any employee, service point staff member, volunteer, elected official, or board member 

of NLLS.  
6. “Social media” is broadly defined to include websites, social media sites (including but not limited to online 

communica�ons, blogs, mobile applica�ons, Facebook, Instagram, Snapchat, Twiter, and similar), emails, texts and other 
informa�on technology. Social media is constantly evolving, and therefore the defini�on of this term should be 
interpreted broadly.  

7. A “pos�ng” includes any writen comment, content, or image, including but not limited to text, photographs, video, clip 
art, scanned images, documents, and emojis.  

8. A pos�ng may be considered “inappropriate” if it:  
a) renders any NLLS employee unable to perform their du�es sa�sfactorily;  
b) leads or may lead to a reasonable refusal, reluctance, or inability of an employee to work or engage with the person 

responsible for the pos�ng;  
c) discloses informa�on or provides communica�on that directly or indirectly harms or jeopardizes the reputa�on of  

NLLS, or brings the reputa�on of NLLS into disrepute;  
d) is obscene, unduly cri�cal, abusive, harassing, and/or defamatory;  
e) is in breach of Canada’s Criminal Code;  
f) is in breach of the Alberta Human Rights Act, or is otherwise discriminatory;  
g) expressly or impliedly discloses informa�on or personal informa�on in contraven�on of the Freedom of Informa�on 

and Protec�on of Privacy Act (FOIP), its regula�ons thereunder, or any other applicable privacy legisla�on;  
h) expressly or impliedly discloses confiden�al informa�on of NLLS or any other person; and  
i) any other circumstances determined to be inappropriate by NLLS.  

For the purposes of determining whether a pos�ng is inappropriate, NLLS shall act reasonably and in good faith.  
  

Promo�on and Communica�on   
9. Similar to more tradi�onal forms of media and communica�on, only the NLLS Communica�ons Team is employees 

authorized by the Execu�ve Director are permited to create, operate, or manage any website or social media profile on 
behalf of NLLS. No other NLLS personnel shall do so without prior writen authoriza�on from the Execu�ve Director. 
Further, no website or social media profile of NLLS shall be created, operated, or managed through an employee’s 
personal website or social media profile. The NLLS Communica�ons Team Authorized employees will ensure that social 
media pos�ngs align with NLLS’s vision, mission, and values. only official NLLS posi�ons are posted on NLLS social media; 
no individual or personal viewpoints, opinions etc. shall be posted on NLLS social media.  



10. To ensure consistency and accuracy throughout NLLS websites and social media, prior to pos�ng informa�on to social 
media on behalf of NLLS, the NLLS Communica�ons Team authorized employees shall confirm the accuracy of the 
informa�on and compliance with all applicable policies and legisla�on (including, but not limited to, FOIP).  

11. The NLLS Communica�ons Team shall ensure that its pos�ngs to NLLS social media are not inappropriate.  
12. NLLS reserves the right to make editorial decisions regarding pos�ngs to its websites and social media, including the 

removal of pos�ngs.  

  
1 

Network Security and Legal Compliance  
13. The NLLS Communica�ons Team, and any other Employee who has been expressly authorized in wri�ng by the Execu�ve 

Director to create, operate, or manage any website or social media profile on behalf of NLLS, shall abide by the Password 
Management policy. provide the Execu�ve Director in wri�ng with the NLLS website or social media host, username, and 
password, and any other informa�on necessary to access, operate, and manage the website or social media profile. Such 
informa�on shall be kept in a secure loca�on.  

  

Personal Use of Social Media and Other Informa�on Technologies  
14. NLLS respects and supports the privacy and autonomy of employees’ personal or off-duty use of social media, including 

their freedom of speech. However, if an employee’s personal or off-duty use of social media is “inappropriate” within the 
meaning of this Policy, then NLLS may take any ac�on necessary in response, as though that conduct occurred within the 
scope of the employee’s du�es. Such ac�on may include disciplinary ac�on, up to and including termina�on for just 
cause.  

15. At all �mes, NLLS employees owe a duty of fidelity and loyalty to NLLS, which prohibits employees from pos�ng nega�ve 
content cri�cal of NLLS and/or its employees on their personal social media and/or while off-duty. If an employee has 
such sen�ments, the employee should meet with NLLS to respec�ully discuss and resolve their concerns, rather than 
addressing those concerns through social media or other public forums. Refusal and/or failure to adhere to the foregoing 
may result in disciplinary ac�on being taken against the employee, up to and including termina�on for just cause.  

16. Employees’ personal or off-duty use of social media must not indicate, suggest, or imply, that their pos�ngs are in 
connec�on with, or rela�on to, or on behalf of, NLLS or its opera�ons. Employee’s personal or off-duty use of social 
media must remain personal in nature and only be used to share personal opinions, viewpoints, or non-work-related 
informa�on.  

17. Employees are encouraged to exercise sound judgement when personally using social media, and to use the most 
restric�ve privacy se�ngs available in respect of to personal social media use.  

18. Employees who receive or observe nega�ve or inappropriate pos�ngs relevant to NLLS are encouraged to advise the 
Execu�ve Director.  

  
  
  
  
  
  
  
  
  
  
  

 

NLLS Execu�ve Board Chair  
  May 29, 2021  

 

Date of Approval  
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STATEMENT OF POLICY AND PROCEDURE  
Sec�on: NLLS Employee(s) | Chapter: Code of Ethics | Page(s): 2  
Subject: WORKPLACE VIOLENCE and HARASSMENT | Sec 1, 3S  
Reviewed: 2024-01-04 | Revised: 2020/08/21 | Effec�ve: 2017/05/13  

SECTION 1 - 3.S  

WORKPLACE VIOLENCE and HARASSMENT  
 

Defini�ons 
1. Violence and harassment can come from anyone in the workplace and be directed at anyone. It can be subtle or overt. 

Abuse may be deliberate or unintended. It may be a single event or may involve a con�nuing series of incidents. Abuse 
can vic�mize all people, anyone and may be directed by or towards workers, clients and members of the public. Refer to:   
a) Alberta Workplace OHS code - Provincial  
b) Center for Occupa�onal Health and Safety – Federal  

2. Workplace Violence  
a) any act in which a person is abused, threatened, in�midated or assaulted at work. It includes threatening behaviour, 

verbal or writen threats, verbal abuse, and physical atacks.  
3. Harassment  

a) any behaviour that demeans, embarrasses, humiliates, annoys, alarms or verbally abuses a person. This includes 
words, gestures, in�mida�on, bullying or other inappropriate ac�vi�es. It may include discriminatory treatment 
based on an individual’s race, ethnicity, age, religion, gender, gender iden�ty, sexual orienta�on or other legally 
protected characteris�cs.  

4. Sexual Harassment  
a) any unwelcome behaviour that is sexual in nature. This includes unwanted sexual advances, unwanted requests for 

sexual favours, and other unwanted verbal or physical conduct of a sexual nature.  

 
Policy Statement 

5. NLLS shall ensure that employees understand how to recognize workplace violence or harassment and the procedures for 
responding to, repor�ng on, and inves�ga�ng incidents of violence and harassment in the workplace.  

6. No ac�on shall be taken against an individual for making a complaint; unless the complaint is made maliciously.  
7. Employees are required to be familiar with and follow the procedures for responding to, repor�ng on, and preven�ng 

workplace violence and harassment.  
8. Employee(s) faced with an urgent situa�on involving threatening or violent conduct, where there is a reasonable belief 

that the safety of persons may be threatened, shall contact the police immediately.  
9. For other incidents:  

a) An employee subjected to or having witnessed workplace violence or harassment has the op�on to:  
i. Approach any department manager,  
ii. Approach the Execu�ve Director,  
iii. Follow the Whistleblower Policy. 

b) Discuss the mater with your Manager; (if the alleged offender is your Manager, discuss the mater with the 
Execu�ve Director); prior to before filing a formal writen report of the incident,. The person subjected to workplace 
violence or harassment, with the assistance of the Manager or Execu�ve Director, should let their objec�ons to the 
behaviour be known to the alleged offender;. The Execu�ve Director will document the incident and follow the 
Grievances process for serious incidents;  

c) If not sa�sfied at this �me, the complainant and/or their Manager will document the incident and no�fy the 
Execu�ve Director of the incident;  
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d) If the complainant is not sa�sfied with the ac�ons taken by the Execu�ve Director, they may follow the Grievances 
Policy;  

e) If the alleged offender is the Execu�ve Director, discuss the mater with your Manager and no�fy the NLLS Board 
Chair;. Prior to filing a formal report of the incident, the person subjected to workplace violence or harassment, with 
the assistance of the NLLS Board Chair (or designate), shall let their objec�ons to the behavior be known to the 
alleged offender;. The Chair will document the incident and inform the Execu�ve Director and the Grievance 
commitee.  

  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  

 

NLLS Execu�ve Board Chair  
  August 21, 2020  

 

Date of Approval  
  

  

  

  

  

  

  

  

  

  

  



  
2  



STATEMENT OF POLICY AND PROCEDURE  
Sec�on: NLLS Employee(s) | Chapter: Occupa�onal Health and Safety | Page(s): 1  
Subject: EMPLOYEE PARTICIPATION IN OCCUPATIONAL HEALTH AND SAFETY (OHS)| Sec 1, 4A  
Reviewed: 2024-01-04 | Revised: NEW | Effec�ve: NEW  

SECTION 1 – 4.A  

EMPLOYEE PARTICIPATION  
 
Purpose of Policy 
To inform the Northern Lights Library System (NLLS) employees about par�cipa�on expecta�ons in health and safety issues and 
to ensure that employees are included on the Health and Safety Commitee. This policy is consistent with and complies with 
Alberta OHS regula�ons.  
 
Policy Statement 

1. NLLS will ensure their employees are aware of their rights and du�es under Occupa�onal Health and Safety legisla�on, 
including the right to par�cipate.  

2. NLLS will ensure that all employees are adequately trained in all maters necessary to protect their health and safety.  
3. Employees are required to par�cipate in health and safety training.  
4. Employees will ac�vely par�cipate in preven�ng prevent health and safety problems by repor�ng workplace hazards, 

unsafe behaviors, faulty equipment or any other health and safety issue that they discover, and will follow NLLS’S incident 
repor�ng procedures.  

5. NLLS is responsible for resolving work site health and safety issues brought forward by employees, in a �mely manner.  
6. NLLS involves employees in the hazard assessment process.  
7. Employees are required to par�cipate by providing relevant informa�on for hazard iden�fica�on, assessment and 

control. Employees will par�cipate in a review of their hazard assessment annually, or if their workspace changes or they 
begin a different job.  

8. NLLS will involve all employees, at all levels, in health and safety discussions at staff mee�ngs, during orienta�on, at 
training sessions, incident inves�ga�ons, at hazard assessment reviews and at library related workshops.  

9. NLLS management will designate a Health and Safety Representa�ve/Commitee as per Alberta OHS legisla�on. 
Management will ensure that employees have an opportunity to par�cipate in the Health and Safety Commitee (HSC) 
know who their Health and Safety Representa�ve is. The HSC will have four members; two from management and two of 
which will be employees selected by other employees. One of the Co-chairs of the HSC will be an employee. Members of 
the HSC par�cipate in decisions that affect health and safety at headquarters by following up on incident and injury 
reports, conduc�ng worksite inspec�ons, recommending preventa�ve measures to control or eliminate hazards, 
recommending health and safety training and prac�ces, and monitoring the health and safety program.  

10. Self-employed or contract individuals are required to ac�vely par�cipate in iden�fying and helping to prevent work site 
health and safety issues by repor�ng situa�ons to NLLS.  

  
  
  
  
  
  

  

 

NLLS Execu�ve Board Chair  

May 29, 2020  



 

Date of Approval  

  
1 



STATEMENT OF POLICY AND PROCEDURE  
Sec�on: Terms of Reference | Chapter:    | Page(s): 1  
Subject: BUILDING COMMITTEE |   
Reviewed: 2021/01/10 | Revised: NEW | Effec�ve: 2021/02/26  

BUILDING COMMITTEE  

Mandate   
The purpose of this an the ad-hoc Commitee, when called upon, is to provide building recommenda�ons to the NLLS Board that 
fall outside the normal building opera�ng and maintenance budget lines in the of approved budgets.  
  

Responsibili�es  
To provide recommenda�ons on facility enhancements and/or expansion improvement projects to commitee as 
approved by to the NLLS General Board and to consult with appropriate stakeholders on proposed project plans. 
for each project.  
 

[To consult with appropriate stakeholders on proposed facility improvements and to provide recommenda�ons on projects to 
the NLLS General Board.] 

Membership  
• The NLLS Board shall appoint five (5) members to the Building Commitee as per policy Sec 2, 1H Commitees of the 

Board.  
• The Building Commitee shall appoint elect a the Chair from the commitee.  
• The Execu�ve Director and Administra�on personnel will serve as support and resource to the commitee, 
• Minutes they shall take minutes of each mee�ng.  

  

Repor�ng  
Mee�ng minutes shall be forwarded to the Execu�ve Commitee and Board. Recommenda�ons for the building are to be 
forwarded to the Execu�ve Commitee. The Execu�ve Commitee will determine which recommenda�ons are forwarded to the 
General Board for final approval. for approval to submit for final approval by the NLLS Board.  
  
  
  
  
  
  

  
  

  

 

NLLS Execu�ve Board Chair  

February 26, 2021  

 

Date of Approval  
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STATEMENT OF POLICY AND PROCEDURE  
Sec�on: Terms of Reference | Chapter:    | Page(s): 1  
Subject: EXECUTIVE DIRECTOR EVALUATION COMMITTEE |   
Reviewed: 2020/05/29 | Revised: 2020/05/29 | Effec�ve: 2020/05/29  

EXECUTIVE DIRECTOR EVALUATION COMMITTEE, Appendix X  

Purpose 
The Execu�ve Director Evalua�on Commitee (EDEC) aims to evaluate the Execu�ve Director’s (ED) performance. The EDEC 
works with the ED to iden�fy performance excellence and areas of improvement. The EDEC works with the ED to affect 
con�nuous performance growth and excellence. The EDEC provides a verbal and writen report to the Execu�ve Commitee 
annually. 
 

Commitee Structure 
The EDEC is comprised of two standing members and one elected member. 

• NLLS Board Chair, who leads the process  
• NLLS Board Vice Chair  
• Nominee from the Execu�ve (one-year term)  

The commitee is established in the first quarter of each year, along with the evalua�on structure. 
 

Evalua�on Methods 
The EDEC is authorized and encouraged to evaluate the performance of the ED using any number of reasonable methods. This 
may include: 

• Interviews with the Execu�ve Director 
• Interviews or surveys with staff, library managers, and board members 

 
The primary metrics for evalua�on of the ED will be found in the annual Implementa�on Plan, the Plan of Service, and the 
budget. The EDEC will meet with the ED, in person when possible, at least once during the year. The writen performance 
evalua�on report will be shared with the ED before it is provided to the Execu�ve Commitee.  
 
Commitee Role:  

• Ensure goals and objec�ves of the ED and the organiza�on are aligned with the Plan of Service of NLLS  
• Recognize progress and achievements of the ED through informal discussions, mid year check in or performance 

evalua�ons (op�onal) 
ED Role 

• ED is responsible for performance and development within the context of the organiza�ons business needs.  
Responsibili�es include: 

• Set challenging but achievable performance objec�ves based on the Plan of Service  
• Priori�ze issues that concern the board in alignment with their strategic documents 
• Evaluate and assess their progress and develop strategies to overcome obstacles 
• Deliver on their objec�ves and plan  
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The Evalua�on Report 
The writen report will describe the evalua�on methods and an overall assessment of the ED’s performance. It may include 
professional development goals outside the work plans generally set out in the Implementa�on Plan. The ED will sign the report 
acknowledging they have seen it, though they may disagree with its findings. The report will recommend annual salary increases 
to the Execu�ve Commitee. The report will be submited to the Execu�ve Commitee no later than one week before their final 
scheduled mee�ng of the year, with comple�on of the process being reported to the board at the forthcoming regular board 
mee�ng. 
 
[Original TOR follows – recommend dele�ng] 
 

2. The Execu�ve Director’s Appraisal Commitee reviews the Execu�ve Director’s Performance Review form at the Execu�ve 
Director’s Appraisal Commitee Mee�ng in the fall and makes recommenda�ons to the Execu�ve Commitee at the 
August mee�ng.  

3. The Execu�ve Director’s Appraisal Commitee is formed at the August Execu�ve Commitee mee�ng. Members of this 
commitee will be:  

• NLLS Board Chair, who leads the process  
• NLLS Board Vice Chair  
• Nominee from the Execu�ve (One year term)  

4. The Execu�ve Director fills out Sec�on A of the Execu�ve Director Performance Review form and sends this to the Board 
Chair of the Execu�ve Director’s Appraisal Commitee before the end of April each year.  

5. Staff to submit ques�ons from Sec�on A of the Execu�ve Director Performance Review form where noted and send this 
to the Board Chair of the Execu�ve Director’s Appraisal Commitee before the end of April each year  

6. The Board Chair emails Sec�on A to the Execu�ve Director’s Appraisal Commitee members by the end of the first week 
of May.  

7. The Execu�ve Director’s Appraisal Commitee fills out their responses independently and sends their responses to the 
Board Chair by the second week in May.  

8. The Board Chair compiles the commitee member’s responses into Sec�on B and organizes a Closed Session mee�ng 
with commitee members to finalize the commitee’s responses.  

9. The Board Chair contacts the Execu�ve Director to ask for clarifica�on on any points made by the commitee in Sec�on B, 
and makes needed adjustments, which then is emailed to the Commitee for feedback.  

10. The Board Chair shares Sec�on B of the Execu�ve Director’s Performance Review form with the Execu�ve Director. The 
Execu�ve Director responds to the Execu�ve Director’s Performance Review form in wri�ng. The Execu�ve Director will 
indicate at this �me if they wish to revisit the contract to review salary, benefits or working condi�ons.  

11. The Execu�ve Director’s Appraisal Commitee meets with the Execu�ve Director in advance of the May Execu�ve 
Mee�ng to review and adjust the document.  

12. The Board Chair completes Sec�on C with the input of the Commitee, and shares the en�re Execu�ve Director’s 
Performance Review form with the Execu�ve Director.  

13. During the May Execu�ve Commitee mee�ng, the Board Chair and the Execu�ve Director each present summaries to 
the Execu�ve Commitee during a closed session mee�ng. If the Execu�ve Director wishes to revisit the contract, they 
may state their reasons at this mee�ng.  

14. The Execu�ve Commitee leaves closed session and the Execu�ve Commitee makes the mo�on to accept the 
Performance Review. The Execu�ve Commitee may also make a mo�on to commence contract nego�a�ons with the 
Execu�ve Director.  

15. Based on the Execu�ve Director’s wishes to revisit the contract (#11) and the Execu�ve’s agreement to revisit the 
contract, contract nego�a�on will commence, leading to mutual agreement. The dura�on of this process will not 
con�nue beyond the July Execu�ve mee�ng except in extraordinary circumstances.  

16. Final decision on the contract will be presented to the Execu�ve Commitee at the July Execu�ve mee�ng. A mo�on will 
be made to accept the revised contract. Signing of the revised contract will then be completed with signatures from the 
Northern Lights Library Board Chair (also the Execu�ve Director’s Appraisal Commitee Chair and the Execu�ve Director).  
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NLLS Execu�ve Board Chair  

May 29, 2020  

 

Date of Approval  
  

  
  
  
  
       
  
APPENDIX X – Performance Review & Development Plan  
  

PERFORMANCE REVIEW & DEVELOPMENT PLAN  
Sec�on A  

  
Please answer the following ques�ons regarding the Execu�ve Director’s (ED) performance:  
  
To be answered by the Execu�ve Commitee and Management only:  
1. How has the ED added value to the organiza�on during this past review period? Which performance expecta�ons 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 difficul�es or barriers that were encountered.  

  
  
To be answered by the Execu�ve Commitee, Management and Staff:  
2. What has been the ED performance strengths? What would you like to improve in their performance? What addi�onal 

competencies do you feel that they should acquire? What behaviors need to be acquired or changed?  
  
  
To be answered by the Execu�ve Commitee, Management and Staff:  
3. How well has ED performed as a team member? Have they exhibited good communica�on, coopera�on, 

considera�on, and respect for other staff?  
  
  
To be answered by the Execu�ve Commitee and Management only:  
4. What could be changed to assist the ED in their performance? What could you change in your (Execu�ve) or 

(Management) approach to assist them in their performance?  
  
  
To be answered by Execu�ve, Management and Staff:  
5. What training or staff development do you feel that the ED would benefit from?  
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To be answered by the Execu�ve only:  
6. What do you see as future goals and ac�on plan for the ED?  
  
  
To be answered by Management and Staff:  
7. Year in Review – highlights of the previous year  
   
To be answered by ED only:  
8. ED goals for next year  
  
  
Note: The Execu�ve Director will be asked to answer the same ques�ons. Those that report to the Execu�ve Director and some 
significant outside contacts may also be asked for similar feedback.  
  
  
  

Sec�on B  
  
  
Sec�on B to be completed by the Execu�ve Director and the Appraisal Commitee  
  
1. Comment on the ED responses to the ques�ons in Sec�on A.  
  
  
2. Comment on the highlights of the ED work in the past year.  
  
  
3. How can the ED improve?  
  
  
4. Comment on the ED goals (Sec�on A #6)? Any further sugges�ons for goals for the ED?  
  
  
5. How can the Board help the ED with these accomplishments?  
  
  
6. Added comments?  
  

Sec�on C  
  
  
Sec�on C – to be completed by the ED Appraisal Commitee Chair. This informa�on will be shared with the ED and the 
Execu�ve Commitee  
   
1. Did any further opportuni�es arise during the review process?  
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2. What are the goals of the ED in the coming year?  
  
  
  
3. What is the overall assessment of the ED’s performance in the past year?  
  
  
  
4. Recommenda�on to the Execu�ve Commitee with regard to overall performance and compensa�on for the ED.  
  
  
Contract nego�a�ons must be completed by     
  
Signatures:  
Board Chair          Date:  
  
Execu�ve Director         Date:  



STATEMENT OF POLICY AND PROCEDURE  
Sec�on: NLLS Employee(s) | Chapter: Condi�ons of Employment | Page(s): 1  
Subject: EXECUTIVE DIRECTOR EVALUATION | Sec 1, 1X Appendix A  
Reviewed 2019/10/11 | Revised: 2019/11/23 | Effec�ve: 2019/07/10  

SECTION 1 - 1.X APPENDIX A  

EXECUTIVE DIRECTOR EVALUATION  
1. The Execu�ve Director contract is a con�nuous employment contract.  
2. Execu�ve Evalua�on Commitee shall conduct and complete a full annual review of the Execu�ve Director by October 31.  

Annually, the execu�ve shall conduct an evalua�on of the Execu�ve Director prior to the end of October or two (2) 
months prior to the Execu�ve Director contract renewal or whichever comes first.  

3. This evalua�on shall be conducted by a commitee of three (3), consis�ng of Board Chair and two (2) members of the 
execu�ve.  

4. The Execu�ve Evalua�on Commitee shall meet at a minimum of three (3) �mes a year. One of these three is the actual 
evalua�on, two are for review and discussion.  

5. Appendix A – Execu�ve Director Evalua�on Process  
  
  
  
  
  
  
  
  
  
  
  
  
  

 
NLLS Execu�ve Board Chair  
  November 23, 2019  

 
Date of Approval  

  
  
  
  
  
  
  
  
  
  
  
  



  
1 

  

 
  
  
APPENDIX A – Execu�ve Director Evalua�on Process  
  

• Commitee will have an ini�al informal recap discussion with Execu�ve Director.  
• Commitee shall speak with all department heads and the finance rep. and fill out independent forms as 

requested to do so.  
• Commitee may speak with and other system stakeholders who work with Execu�ve Director. (Other 

System Directors, Gov’t Reps, Library Managers etc.)  
• Commitee will independently fill out NLLS Execu�ve Director Evalua�on form.  
• Those independent forms will be averaged to create a fourth form.  
• Any score 3 or below requires an explanatory comment.  
• Any entry le� blank gets an automa�c score of three.  
• Execu�ve Director will be afforded the opportunity to provide commentary on comments on form.  
• Evalua�on Commitee and Execu�ve Director meet to discuss final evalua�on and set goals and 

measurable for forthcoming year.  
• These goals will be presented to NLLS Execu�ve for approval at next available mee�ng or electronic vote.  
• These goals will be presented to board and accepted as informa�on.  
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STATEMENT OF POLICY AND PROCEDURE 
Section: Finance | Chapter: General | Page(s): 1 
Subject: CORPORATE CREDIT CARDS | Sec 3, 1F 
Reviewed: 2021/03/30 | Revised: 2023/02/03 | Effective: 2023/02/23 

 

 

SECTION 3 – 1.F 

CORPORATE CREDIT CARDS 
1. Corporate Credit cards may be authorized by the Executive Director, Finance Officer, and Board Chairman for 

employees who travel regularly or make specific purchases where a credit card is required. 
2. Credit cards may be used for budgeted expenses only. 
3. The Cumulative Credit Card limit shall not exceed $50,000. 
4. Fuel Credit Cards are to be used for NLLS Vehicles only and are not to exceed a $5000 limit. 
5. The points accumulated from the credit card reward program(s) will be recorded as revenue in the annual NLLS budget. 

allocated to the annual NLLS library conference and reflected in the annual budget as income. 

 
Credit Card Usage 

a) Any employee with an NLLS credit card issued to them must sign Appendix B, Credit Card Policy 
Acknowledgment form. 
b) Use of NLLS credit cards is a privilege that NLLS may withdraw at any time, with or without cause. 
c) Upon an employee’s termination of employment at NLLS, all cards must be returned to the NLLS 
Administration department for cancellation and proper disposal. 

d) The employee in possession of a NLLS credit card is solely responsible for all purchases on the card and 
for ensuring that the card is not used by unauthorized personnel. 

e) Any credit card NLLS has issued to an employee must be used for business purposes only, and for 
purposes in conjunction with the employee’s job duties. Employees with such credit cards shall not use them 
for any non-business purposes. Non-business purchases are considered any purchases that are not for the 
benefit of the NLLS. 

f) The employee possessing the credit card is responsible for receiving, printing, and retaining all 
receipts related to purchases made on the credit card. If a receipt is lost, a written description of the items 
and the purchase cost must be maintained and submitted in the same manner as a regular receipt. 
g) Original paper receipts are the preferred method of documentation. 
h) Digital copies of receipts are acceptable. 
i) Receipts must be turned in to administration within one (1) week of returning to work. 
j) All receipts should be labelled with a description of what the purchase was for to ensure proper 
accounting of the purchase. Any receipts for meals or entertainment must be attached to a paper that clearly 
indicates the names of all persons attending the meal or entertainment and the business purpose of such 
event. 

 
2. Personal charges 

a) If any employee uses a NLLS credit card or other funds for a personal purchase in violation of this policy, 
the cost of such purchase(s) will be considered an advance of future wages payable to that employee and will 
be deducted in full, from the employee’s next paycheck. 
b) If any employee uses a NLLS credit card or other funds for a non-personal purchase that is not within the 
scope of the employee’s duties or the employee’s authorization to make business-related purchases, the cost 
of such purchase(s) will be the financial responsibility of that employee unless otherwise expressed in writing 
by the Executive Director. The employee will be expected to reimburse NLLS via deductions from pay until the 
unauthorized amount is fully repaid. 



c) In addition to financial responsibility and liability for wage deductions, any purchases an employee makes 
with a company credit card in violation of this policy will result in disciplinary action, up to and possibly 
including termination of employment. 

 
3. Reimbursement of Employee Personal Funds 

a) All approved company transactions paid by employee personal funds will be reimbursed by direct deposit 
provided the employee submits all receipts and applicable expense forms within six (6) months of incurred 
expense. 

 

4. Loyalty and Credit Card Points 

a) Employees will use their corporate credit card for NLLS purchases whenever practical. 

b) Employees who use personal credit cards or loyalty programs (restaurants, hotels, retailers, etc.) when 
purchasing on NLLS's behalf may use these points at their own discretion.  

c) NLLS will not claim rewards, points, or other loyalty incentives incurred by employees when they make 
transactions on NLLS's behalf unless the employee uses a system credit card.  
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STATEMENT OF POLICY AND PROCEDURE 
Section: Service Points | Chapter: General | Page(s): 2 
Subject: SOCIAL MEDIAL-EXTERNAL | Sec 4, 1D 
Reviewed: 2020/05/29 | Revised: 2020/08/21 | Effective: 2020/08/21 

SECTION 4 – 1.D 

SOCIAL MEDIA – EXTERNAL 
Policy Purpose and Statement 

1. The use of social media and other information technology is a valuable tool by which information may be distributed to 
and collected by the Northern Lights Library System’s (NLLS’) patrons and the public at large. 

2. The purpose of this Policy is to define healthy boundaries, expectations, and requirements regarding the use of, and 
engagement with, NLLS’ social media. 

 
Definitions 

1. “Social media” is broadly defined to include websites, social media sites (including but not limited to online 
communications, blogs, mobile applications, Facebook, Instagram, Snapchat, Twitter, and similar), emails, texts and 
other information technology. Social media is constantly evolving, and therefore the definition of this term should be 
interpreted broadly. 

2. A “posting” includes any written comment, content or image, including but not limited to text, photographs, video, clip 
art, scanned images, documents, and emojis. 

3. A “user” is a person who uses, and/or engages with, NLLS’ social media. 
4. A posting may be considered “inappropriate” if it: 

a) renders any NLLS employee unable to perform their duties satisfactorily; 
b) leads or may lead to a reasonable refusal, reluctance, or inability of an employee to work or engage with the 

person responsible for the posting; 
c) contains information or content that directly or indirectly harms or jeopardizes the reputation of NLLS, or brings 

the reputation of NLLS into disrepute; 
d) is obscene, unduly critical, disrespectful, abusive, harassing, and/or defamatory; 
e) contains plagiarized content; 
f) is unrelated to NLLS’ programs, services, resources, and operations; 
g) includes promotional content (for example, commercial or political) that is unrelated to NLLS, and/or is generally 

considered spam; 
h) is in breach of Canada’s Criminal Code; 
i) is in breach of the Alberta Human Rights Act, or is otherwise discriminatory; 
j) expressly or impliedly discloses information or personal information in contravention of the Freedom of 

Information and Protection of Privacy Act (FOIP), its regulations thereunder, or any other applicable privacy 
legislation; 

k) expressly or impliedly discloses confidential information of NLLS or any other person; and 
l) any other circumstances determined to be inappropriate by NLLS. 

 
For the purposes of determining whether a posting is inappropriate, NLLS shall act reasonably and in good faith. 

 
Social Media Use – Terms and Conditions 

1. Users of NLLS’ social media are subject to the following terms and conditions: 
a) Users’ postings and communications must be courteous and respectful, and must not be inappropriate; 

b) Users must strictly comply with all provincial and federal legislation and/or law. NLLS prohibits the use of its 
social media for any purpose which would contravene any provincial or federal legislation and/or law, or which 
could create civil liability on behalf of the user and/or NLLS. By using, and/or engaging, with NLLS’ social media, 
the user agrees to indemnify NLLS and its board, board members, officers, directors, and employees from and 
against all liabilities, judgements, damages, and costs (including legal fees) incurred by any of them which arise 
out of or are related to the user’s use of, and/or engagement with, 
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c) NLLS’ social media; and 

d) Users must strictly comply with this Policy. Use of, and/or engagement with, NLLS’ social media is wholly 
conditional on the user’s agreement to comply with this Policy. By using, and/or engaging, with NLLS’ social 
media, that person confirms their agreement to comply with this Policy. 

2. NLLS reserves the right to make editorial decisions regarding postings to its social media, including the removal of 
inappropriate postings. 

3. NLLS is not responsible for enforcing any restrictions which a parent or guardian may place on a minor's use of social 
media. 

 
Promotion and Communication 

1. NLLS is committed to: 
a) providing a healthy and respectful learning and work environment, including in respect to its social media; 
b) providing accessible and inclusive services; 
c) responding to questions and concerns within a timely manner; 
d) ensuring the accuracy, objectivity, and impartiality in the information NLLS communicates via social media; 
e) respecting the privacy and anonymity of those with whom NLLS communicates via social media; and 
f) respecting freedom of speech and difference of opinion, while at the same time, protecting NLLS employees, its 

patrons, and the general public from offensive, abusive, or otherwise inappropriate speech and/or conduct. 
2. NLLS uses social media to communicate and share information and content relating to its programs, events, services, 

resources, and operations, as well as to increase public awareness of and accessibility to the foregoing. NLLS does not 
use its social media as a traditional public forum for general exchange of ideas and viewpoints – NLLS social media is not 
intended to be used for general public discourse. 
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