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These Operational Policies provide a framework for the operations and priorities of the Pender 

Island Public Library, and have been compiled for the guidance of Board members, Library staff, 

volunteers, patrons, and members of the public. Policies have been developed to guide the 

overall direction of the Library and to ensure consistency of services to the public. 
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1. Collections 

 

The purpose of the library collections is to support the diverse informational, recreational and 

educational needs of the community. Materials are included to meet demand, for their potential to 

foster or create interests, and to contribute to a balanced collection.  

1.1 Intellectual Freedom 
The Library Board recognizes that collection development practices are carried out in compliance with 

all applicable federal, provincial and municipal laws. The Library endorses the Canadian Federation of 

Library Associations Statement on Intellectual Freedom and the British Columbia Library Association 

Statement on Intellectual Freedom. In upholding these principles, it is accepted that while people have 

the right to reject for themselves material of which they do not approve, they do not have the right to 

restrict the freedom of others (Appendix A). 

1.2 Selection of materials 
The responsibility for the selection of all Library materials and formats rests with the Library Director, or 

a qualified staff member or Library volunteers appointed by the Library Director, acting in accordance 

with the policies established by the Board.  

1.2.1 Selection criteria  
Selection criteria includes purchasing materials featuring current, high-demand, high-interest content in 

a variety of formats, for persons of all ages, to support information, recreation, and literacy needs. 

Electronic collections are considered to be part of the Library collections. Suggestions from the 

community are welcome. Overall responsibility for the collections rests with the Library Director, 

following the established selection guidelines:  

• The selection of materials is done by teams of staff and Library volunteers who use recognized 

reviewing sources, professional journals, and recommendations by subject specialists.  

• Selection teams meet 3 times per year to ensure a regular influx of new materials, and to enable 

materials to be processed and made available to the public on a regular and timely basis.  

• Selection teams consist of a varying number of members, with at least three and no more than six 

members.  

• Team members are appointed by the Library Director who will consider suggestions of the current 

members and/or the Volunteer Management Committee. Members may serve a term of three 

years and may be reappointed.  

• The Library Director or delegated staff member is responsible for purchasing all materials from 

selected vendors. 

 

The following criteria should be applied when reviewing materials for the collections:  

 Date of publication 

http://cfla-fcab.ca/en/guidelines-and-position-papers/statement-on-intellectual-freedom-and-libraries/#:~:text=The%20Canadian%20Federation%20of%20Library%20Associations%20supports%20and%20promotes%20the,through%20any%20media%20and%20regardless
http://cfla-fcab.ca/en/guidelines-and-position-papers/statement-on-intellectual-freedom-and-libraries/#:~:text=The%20Canadian%20Federation%20of%20Library%20Associations%20supports%20and%20promotes%20the,through%20any%20media%20and%20regardless
https://bclaconnect.ca/about/statement-of-intellectual-freedom/#:~:text=It%20is%20the%20responsibility%20of%20libraries%20and%20librarians%20to%20give,quality%20of%20thought%20and%20expression.&text=Non%2Dbook%20materials%20should%20be,the%20same%20criteria%20as%20books.
https://bclaconnect.ca/about/statement-of-intellectual-freedom/#:~:text=It%20is%20the%20responsibility%20of%20libraries%20and%20librarians%20to%20give,quality%20of%20thought%20and%20expression.&text=Non%2Dbook%20materials%20should%20be,the%20same%20criteria%20as%20books.
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 Price 

 Relevance to community needs 

 Suitability of subject, style and reading level for intended audience 

 Reputation and/or significance of author 

 Demand for material 

 Positive reviews by critics, staff members and users 

 Representativeness of varying points of view 

 Availability and accessibility of materials in the collections on the same subject 

 Canadian and/or British Columbian content 

 Physical format or condition of materials 

The Library does not generally collect multiple copies of a title. 

Staff will evaluate new technology and formats in the context of budget considerations, community 

needs, impact on existing resources, notable trends, and suitability for Library use. The selection of 

material in a new format may result in the Library deciding to retire specific items or material formats 

from the collections to accommodate trends in user demands and/or changes in technology. 

The Library participates in the province-wide InterLibrary Loan Program, actively sharing materials as 

requested. From time-to-time, the Library may also partner with community organizations to provide 

relevant materials for specific occasions or local interests. 

 

1.3 Donations  
Donations of items for the Library collections are welcomed and become the property of the Pender 

Island Public Library. The Library reserves the right to refuse donations of materials that may not be in 

accordance with selection guidelines. Donated items may be included in the Library collections, sold in 

fundraising events, forwarded to other institutions, or disposed of as the Library sees fit. Income tax 

receipts will not be issued for donated materials. 

 

1.4 Deselection  
The removal of materials from the collections is under the jurisdiction of the Library Director. Periodic 

weeding of materials keeps the collections current, useful, accessible, and appealing. It also helps 

Library staff identify gaps in the collections and makes room for new items. Materials will be regularly 

assessed as to their condition, accuracy, currency, performance within the context of the Library 

collections, and relevance to Library users. Materials may be removed from the circulating collections 

when they are rarely used (i.e. not within the past 2-5 years), damaged, outdated, or for other reasons. 

Withdrawn materials may be sold at fundraising events, distributed to other organizations, recycled, or 

otherwise disposed. 
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1.5 Request to remove an item  
A person objecting to material in the Library is free to query staff members. Staff members are 

encouraged to discuss the matter and attention shall be drawn to the Library’s policy in Collections - 

Intellectual Freedom 1.2. A member who requests withdrawal of a book from the collections must make 

a written submission using the Request for Reconsideration of Library Material Form and submit to the 

Library Director for consideration (Appendix B). A reply will be made in writing as soon as practical. 

Material under question will remain in the active collections until a final decision is made by the Library 

Director. The Library Director will not consider a complaint about an item which is widely distributed 

and readily available within other communities.  

 

1.6 Local Authors 
The Library fully supports the addition of works by local authors in the Library collections. Titles may be 

acquired or received as donations, and will be promoted through labelling, programming and displays. 

A local author is one who: 

 Publishes their books/materials while residing on Pender Island, BC.   

 Residency is defined as living full- or part-time on Pender Island, BC, either through owning 

property or having a long-term rental agreement. 

Submissions of donated materials are accepted and will be reviewed for addition to the collections 
following Selection Guidelines Policy 1.3 and the Donations Policy 1.4. A current inventory of titles in the 
Library collections by local authors will be maintained, items will be labelled and searchable in the 
Library database.  Donated books become the property of Pender Island Public Library. 
 

 

 

 

 

 

 

PIPL Collection Policy 

Approved: Oct. 28, 2020 

Amended: 
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2 Library Services 

 

2.1 Public Computer Use 
This policy applies to all types of computer usage on the premises of the Library or on the Library 

network, including public computers, personal laptops and mobile devices, as well as use of the Library’s 

wireless network.  

The Library provides access to public computer equipment and software, wireless connections, and the 

Internet to complement other information resources.   

Public computers are available free of charge, and to ensure equitable access to computers, the Library 

may impose limits and guidelines for use that may be modified at the discretion of the Board.  

A charge will be made for printing. 

Parents/guardians are responsible for monitoring material accessed by children. Patrons will be held 

responsible for any damage to or loss for computer parts, disks, or manuals during their use of them. 

Failure to use the public access computers appropriately and responsibly may result in revocation of 

privileges. 

Patrons are asked to remember that public computers are in a public area. Public computers are 

situated in Library areas where content may be visible to other members. Users are expected to employ 

public computers with respect for the privacy and rights of others.  

Public computers will only contain software licensed by the Library. Users are not permitted to alter, 

tamper with or damage the Library’s computer equipment or software configuration.  

Our public computers and wireless network may not be used for any purpose that is unlawful, or in any 

manner that could bring harm to people or damage to our property or other’s property. This includes 

downloading copyrighted material, pornography or other illegal material; publishing defamatory 

material or statements; using the service in the commission of a crime or for any other illegal purpose.  

Users violating these conditions may receive a suspension or loss of privilege. Any illegal activity 

involving the Library’s public computers and internet resources will be subject to prosecution by the 

appropriate authorities.  

 

2.2 Internet Access  
Free wireless internet access is available to all.  

The Internet is an unregulated worldwide network of computers to which information is uploaded from 

a vast variety of resources. It contains information and opinions that range in scope from reliable and 

authoritative to controversial or extremely offensive. Some information found on the Internet may not 

be accurate, complete or current. Users must assess for themselves the validity of the information 

found. 
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The Library does not guarantee that the mechanical functions of this service will be uninterrupted or 

that the service will meet any specific requirements of the users. The Library will not be liable for any 

direct, indirect, incidental or consequential damages sustained or incurred in connection with the use of 

or inability to use the service.  

 

2.3 Library Programs  
The Library strives to offer a range of programs as part of its service to the community. The Library 

draws upon community resources in developing programs and actively partners with other community 

organizations, educational and cultural institutions, or individuals to develop and present programs.  

2.3.1 General Programs 
The Library strives to offer a range of programs as part of its service to the community. The Library 

draws upon community resources in developing programs and actively partners with other community 

organizations, educational and cultural institutions, or individuals to develop and present programs.  

The Library Director welcomes and reviews proposals for programming ideas from staff, volunteers, 

other organizations, or members of the public. There may be programs directed at children, teens, and 

adults as personnel, budget, space, and interest permits.  

Programs must be nondenominational, non-profit, and non-political, nor for the solicitation of business. 

A staff member or designated Library volunteer must be present in the Library during the program. 

Programs must be open to the general public, though program attendance may be limited due to space 

and some programs may require pre-registration. The Library may charge fees to recover costs 

associated with programs.  

Library sponsorship of a program does not constitute an endorsement of the content or the views 

expressed by the presenters or the participants.  

2.3.2 Program Limitations  
There are necessary limits to how Library spaces may be used. The Library is committed to providing 

physically safe and respectful public and staff spaces, minimizing disruption of Library services, and 

maintaining the security of Library property. The use of Library spaces must not contravene Canadian 

laws, including the Criminal Code and the BC Human Rights Code. 

The use of Library space may not include or involve any of the activities listed below: 

 Any violation of the Criminal Code, including: 

- the communication of statements that incite or willfully promote hatred against an 
identifiable group; or 

- the advocacy or promotion of genocide;  

 Any violation of the BC Human Rights Code, including: 
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- the publication, issuing or display of any material that indicates discrimination or an 
intention to discriminate against a person or group, or is likely to expose a person or group 
to hatred or contempt, because of their race, colour, ancestry, place of origin, religion, 
marital status, family status, physical or mental disability, sex, sexual orientation, gender 
identity or expression, or age;   

 Any other unlawful activities, or activities that in any way violate applicable Library policies, 
rules or regulations; 

 Gaming, gambling or games of chance, including bingo or lotteries; 

 Activities requiring a permit and/or prior Library authorization, such as the service of alcohol, 
where the relevant permit or authorization has not been obtained; 

 Activities that are likely to pose a safety hazard to event attendees, Library staff or the public, or 
which are likely to cause misuse or damage to Library property; 

 The use of Library space in a way that is intended to establish the space as a permanent location 
for the user’s activities and/or operations; or 

 Any other activities that may unreasonably disrupt Library operations or prevent the lawful use 
of Library space by other people 

The Library Director will pre-screen proposed programs to limit the likelihood that prohibited activities 
will take place on Library premises, and to assist in identifying events that may require additional 
preparation by Library staff. 

The Library Director is authorized by the Library Board to deny or cancel a program due to any of the 
prohibited activities identified above.  

In addition, the Library Director may deny a proposed program, or may terminate any event, in the 
following circumstances: 

 The user has previously damaged or misused Library property, and the Library reasonably 
believes this will occur again; or 

 The user has made a material misrepresentation regarding the user, the proposed use, or any 
participants or attendees. 

2.4 Exam Invigilation 
The Library Director may invigilate student exams. Students must contact the Library to confirm dates 

and times before booking an exam with their school. There is no sitting fee for invigilation. Exams are 

taken in the main Library area and students may bring their own laptop or use a public computer. 

 

PIPL Library Services Policy 

Approved: Oct. 28, 2020 

Amended: 
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3 Membership 

 

The Library provides access to its resources and services to any individual who wishes to use them 

within the facility. Membership is required to borrow Library materials or to access online resources. To 

borrow materials, an individual must be a current member with a valid Library card. 

Residents of Pender Island who contribute to taxation for the Library or are long-term renters are 

eligible for a free resident membership card, valid for three years. To minimize barriers and help ensure 

equitable access to Library services, the Library offers temporary membership cards to seasonal 

workers, short-term renters, visiting students, and those residing outside of the taxation area. The 

temporary membership card requires a refundable deposit. All BC residents with a BC public library card 

are entitled to borrow from the Library under the provisions of the provincial BC OneCard program.  

To obtain a Library card, a current piece of ID is required. There is no minimum age to obtain a library 

card. Library cards for children under the age of 15 require the name and address of a responsible adult 

with current ID. Library cards must be renewed periodically and may be canceled if the card holder 

refuses to pay outstanding fees, fails to return materials borrowed from the Library, or whose 

behaviour, as determined by the Library Director, is prejudicial to the operation of the Library.  

All holders of Pender Island Public Island Library resident membership cards are members of the Pender 

Island Public Library Association. Adult membership in the Association allows the member to vote at 

Annual General Meetings of the Association, and to receive other privileges set from time to time by the 

Board, provided these do not contravene the provincial Library Act. 

 

3.1 Conditions of borrowing  
The number of Library materials that may be borrowed and the loan period will be set by the Library 

Director and may be changed periodically (Appendix C).  

In order to encourage fair use of the Library’s collections and the return of borrowed items, the Library 

may charge fees or impose penalties. There are no overdue fines for borrowed materials. A borrower is 

responsible for the replacement of lost or damaged items. Privileges will be re-instated upon 

satisfactory return of overdue items, and/or replacement of lost items, and/or payment of penalties 

owing.  Special circumstances in the application of this policy will be considered by the Library Director.  

Library membership privileges will be suspended for card holders who accrue fees over the designated 

limit (Appendix C).  

 

3.2 Protection of Personal Information and Privacy 
The Library recognizes its responsibility to its employees and to members of the public to preserve the 

confidentiality of information entrusted to its care. The Library abides by the Freedom of Information 

and Protection of Privacy Act (FOIPPA) and the Canadian Federation of Library Associations Code of 

Ethics. All Library users have a right to privacy and confidentiality in the collection of personal 

https://www2.gov.bc.ca/gov/content/governments/about-the-bc-government/open-government/open-information/freedom-of-information#:~:text=Freedom%20of%20Information%20and%20Protection,the%20public%20bodies%20of%20B.C.&text=It%20is%20also%20a%20way,or%20in%20part%2C%20to%20anyone.
https://www2.gov.bc.ca/gov/content/governments/about-the-bc-government/open-government/open-information/freedom-of-information#:~:text=Freedom%20of%20Information%20and%20Protection,the%20public%20bodies%20of%20B.C.&text=It%20is%20also%20a%20way,or%20in%20part%2C%20to%20anyone.
http://cfla-fcab.ca/wp-content/uploads/2019/06/Code-of-ethics.pdf
http://cfla-fcab.ca/wp-content/uploads/2019/06/Code-of-ethics.pdf
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information and in all manner of records, transactions and interactions relating to their use of the 

Library. Staff and volunteers will view customer records only as required to perform Library functions. 

Names of Library users will not be released to any person, institution, association or agency for any 

reason except as may be legally required by federal or provincial laws. Exceptions to the right to privacy 

may be made for health and safety reasons at the discretion of the Library Director. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

PIPL Membership Policy 

Approved: Oct. 28, 2020 

Amended:  



Pender Island Public Library           
Operational Policies          12 
 

4 Library Facility 

 

The Library is a public facility open to all members of our community. We provide a welcoming, safe and 

comfortable environment for all visitors entering the Library. All users have a right to an environment 

free from harassment, intimidation, and threats to their safety and well-being. 

4.1 Conduct in the Library 
To serve all Library users, the Library has established certain standards of behaviour in accordance with 
the Library Act of British Columbia. The Library Director is authorized by the Board to ensure that, in 
fairness to other users, patrons comply with acceptable standards of behaviour. Library staff will make 
every effort to apply the standards of conduct in a fair and positive manner. All staff members have the 
right to deny access to the Library if, in their judgment, these rules have been abused. If patrons fail to 
comply with a request to modify their behaviour, they will be required to leave the premises. Further 
action may be taken at the discretion of the Library Director or staff on duty.  Library staff may contact 
police when there is a perceived threat that warrants such action. 
 
Library privileges may be suspended for prohibited activities such as: 

 Damaging, abusing or vandalizing Library property 

 Smoking or consuming alcohol 

 Bringing animals into the Library (other than certified guide animals) 

 Behaviour that may be reasonably expected to result in injury to self or others 

 Engaging in any illegal activity. 
 
Library users will respect the rights of other users and staff, and will not harass or annoy others by 
engaging in: 

 Noisy or boisterous behaviour including talking, singing or playing music loudly enough to 
disturb others 

 Physical, verbal, visual or sexual harassment or threats to other users or staff 

 Unauthorized soliciting of funds or offering of goods or services for sale for political, religious, 
commercial or other purposes. 

 

Library users will be required to: 

 Wear proper attire including shirts and footwear 

 Avoid wearing perfumes and other strong scents 

 Avoid using cell phones and VOIP without suitable muting devices 

 Avoid smoking within 5 meters of building 

 Keep their possessions with them at all times. The Library is not responsible for lost, stolen or 

damaged items; 

It is an offence under the Criminal Code of Canada to steal or vandalize Library property. 
 
Library users are expected to abide by the provisions of the Canadian Copyright Act, the 

https://www.bclaws.ca/civix/document/id/complete/statreg/96264_01
https://laws-lois.justice.gc.ca/eng/acts/C-42/Index.html
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Public Library Copying License Agreement with Access Copyright and otherwise respect intellectual 
property rights when using Library resources. 
 
Library users whose actions violate these rules of conduct will be asked to stop such actions, and if the 
actions continue, to leave the Library premises. The Library Director may withdraw permission for a 
person to re-enter the building if the person continues to violate the rules. Reinstatement of Library 
membership or access to the facility and services will be at the discretion of the Library Director. 
 

 

4.2 Children 
Responsibility for the supervision, control, and safety of children in the Library rests with the parent 

and/or guardian. Parents and/or guardians should be aware that the Library is a public place and, as 

such, is open to all members of the community.  

The Library expects parents or guardians of children to: 

 Monitor the use of services and collections by their children 

 Be responsible for borrowed materials and fees incurred by their children 

 Not leave unattended children under 9 years old or requiring supervision in or on the Library 

premises 

 Be responsible for their children’s internet use while in the Library 

 

4.3 Animals in the Library 
In order to ensure a safe and healthy environment for staff, volunteers and patrons, all animals, with the 

exception of service animals, must remain outside the Library. Service animals may enter the Library 

building if they are clearly identified as such. 

  

4.4 Office Spaces 
No unauthorized person is allowed behind the circulation desk or in the office spaces of the Library. 

The Library staff will not hold personal items for patrons at the Library. This does not include messages 

to Board, staff, and committee members. 

 

4.5 Distribution of free materials 
No pamphlet rack or public bulletin board is available for the distribution of free materials or posters in 

the Library.  The Library reserves the right to remove any material or pamphlets left in the facility. 

 

4.6 Library Closures 
Under certain circumstances the Library may be closed to the public during the Library’s posted regular 

opening hours. Closures may occur due to holidays, maintenance, personnel, public health emergencies, 

and inclement weather. 
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The decision to close the Library to the public will be made by the Library Director, or designated staff, 

and the Board Chair will be so informed. In the case of scheduled or sudden Library closures, a notice 

will be posted through various communication outlets, as possible. 

 

4.7 Janitorial 
PIPL will contract with a janitorial service for on-going cleaning of the building. 

 

4.8 Third Party Use of Facilities 
The Library does not have meeting rooms available for booking or rental. The Library is not available for 

use or for rental by third parties unless pre-authorized by the Library Director. 

 

 

 

 

 

 

 

 

 

 

 

 

 

PIPL Library Facility Policy 

Approved: Oct. 28, 2020 

Amended:  
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5 Human Resources 

 

This policy will guide the Library Board and the Library Director in the hiring and supervision of Library 

staff and volunteers. 

5.1 Recruitment 
The Board will be responsible for recruitment, training, motivation, recognition, retirement and periodic 
evaluation of the Library Director. The Library Director is responsible for these tasks as related to all 
other staff, contractors, and volunteers. 
 

5.2 Criminal Record Checks 
All employees are required to undergo a criminal records check when offered employment in 

compliance with the BC Criminal Records Review Act, [RSBC] c. 86. 

The Library Director or Board Chair will inform individuals of the requirements of the Criminal Records 

Review Act, since staff and volunteers may potentially be working with children and vulnerable adults. 

Criminal Record Checks must be redone every five (5) years. 

 

5.3 Terms of Employment 
Employment agreements will provide details that govern the terms, working conditions, employment 

standards, and benefits for all paid staff and contractors. Staff agrees to maintain the Professional 

Standards outlined in Section 5.9 Professional Standards. Staff agrees to follow procedures for conflict 

resolution outlined in Section 5.10. Conflict Resolution.  

 

5.4 Staffing Levels during Open Hours 
For safety and security reasons, the Library will have a minimum of two members including staff and/or 

volunteers on duty when the Library is open to the public. 

 

5.5 Personnel Records 
The Library Director shall maintain a personnel file for each employee and volunteer. Each staff member 

and volunteer is entitled, upon request, to examine his/her own file. Personnel files must be kept 

confidential, and are therefore to be kept in a secure location within the Library building. Personnel files 

of former employees shall be kept for two (2) years and then shredded and disposed. 

 

5.6 Staff Performance Appraisals 
Performance appraisals of the Library Director will be conducted by the Board. Annual performance 

appraisals of staff will be conducted by the Library Director. Appraisals are maintained in the personnel 

file of the employee and are confidential. Appraisals shall be conducted for the purpose of staff 

development, and are not to be used as a disciplinary measure. 
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5.7 Staff Development 
The Association is committed to providing a high level of service to both Library users and the 

community as a whole. Employees are encouraged or may be required to take advantage of 

opportunities for continued education. Employees wishing to participate in courses and training 

programmes to upgrade their employment qualifications may apply to the Library Director prior to 

registration for coverage of expenses, as applicable. 

 

5.8 Volunteers 
The Library supports the concept of volunteerism, recognizes the important role that volunteers can 
play, and encourages their activities. A volunteer is a person who performs assigned tasks for the Library 
without wages or benefits. Volunteers do not replace paid staff. 
 
Persons wishing to volunteer at the Library must be a minimum of 15 years of age and complete an 
application form. Prospective volunteers will be contacted and interviewed by the members of the 
Volunteers Management Committee or Library Director to ascertain their suitability, interest and ability 
to undertake positions. Volunteers are supervised by the Library Director, are expected to meet their 
commitments. All personal information about volunteers is collected for internal purposes only in 
accordance with the Library’s Privacy Policy. 
 
Volunteers agree to maintain the Professional Standards outlined in Section 5.9 Professional Standards. 

Volunteers agree to follow procedures for conflict resolution outlined in Section 5.10 Conflict 

Resolution. The Board will provide volunteer recognition as appropriate. 

 

5.9 Professional Standards  
All staff and volunteers are required to comply with normal standards of conduct, which are intended to 
promote consistency and harmony in the workplace, and to support the missions and objectives of the 
Library.  
 

5.9.1 Staff and Volunteer Conduct toward Visitors, Patrons, and Library Personnel  
All staff and volunteers agree to:  

 Provide all visitors and patrons with a friendly, welcoming atmosphere, conducive to reading, 
study, and other Library activities;  

 Treat all visitors, patrons, and Library personnel with thoughtfulness, respect, courtesy, tact and 
consideration;  

 Treat all visitors, patrons, and Library personnel equally and in a professional manner, regardless 
of gender, national origin, age, or any other classification proscribed under local, provincial, or 
federal law;  

 Give all visitors and patrons competent, prompt and courteous attention.  
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5.9.2 Confidentiality  
This policy outlines standards to protect confidential information, in all its forms, to which staff, 
volunteers, and others may have access. By clarifying expectations, these standards will protect the 
employer, employees, and others who have access to confidential information.  
 
This policy applies to all PIPL employees, volunteers, contractors, consultants, and other workers, 
including all personnel affiliated with third parties. The term "user" in this policy includes individuals 
who from time to time, or as part of their normal job duties, have access to confidential information. 
The term "patron" in this policy applies to Library members and visitors.  
 
As part of their role in the organization, users may acquire confidential information about PIPL, its 
patrons, and/or its employees. Users are expected to take all reasonable measures to safeguard any 
confidential corporate information or confidential information about Library patrons, staff, and 
volunteers they may obtain in the course of their normal job duties or otherwise. Confidential 
information must be securely destroyed when it is no longer needed.  
 
Users are expected to protect each Library patron’s right to privacy and confidentiality with respect to 
personal and/or financial details about the Library patron, information sought or received, and materials 
consulted, borrowed, acquired, or transmitted.  
 
Users may only access and/or alter confidential information as required for them to carry out their 
normal job duties. This includes, but is not limited to, patron records and employee personnel files.  
 
Users who receive confidential information through their employment or other association with PIPL 
must disclose, release, or transmit such information only to those persons who are authorized to receive 
it.  
 
Users are expected to exercise caution and discretion in handling confidential information, including 
taking care not to discuss such information in social or public situations. The proper handling, 
protection, and disposal of confidential information applies both within and outside the Library and 
continues to apply after the employment or other relationship ends.  
 

5.9.3 Scent Free Zone 
The Library is a scent-free work place. The chemicals used in scented products can make some people 
sick, especially those with fragrance sensitivities, asthma, allergies and other medical conditions. All staff 
and volunteers will avoid wearing perfumes, colognes, aftershave and other fragrances when at work. 
 

5.9.4 Safety and Security  
All staff and volunteers agree to observe all Library safety and security procedures; have a full 
understanding of emergency evacuation responsibilities and to carry them out accurately and efficiently 
when the need arises; report any unsafe/inappropriate conditions or behaviour by visitors, patrons or 
Library personnel to the Library Director.  
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5.9.5 Public Statements/Official Spokespersons  
The Chair of the Pender Island Public Library Board and/or the Library Director, or designate, will be the 

spokesperson when statements on behalf of the Pender Island Public Library are required. This could 

include communicating Board decisions or corporate information about PIPL. Corporate matters include 

how the Library is governed and legal, financial and personnel matters. Employees will not speak on 

behalf of PIPL and/or the Board about corporate matters unless they have been asked to do so by the 

Library Director. Employees will inform the Library Director if they are asked by the media for 

information about corporate matters or to comment on corporate matters.  

5.9.6 Disciplinary Action 
At the discretion of the Library Director, staff and volunteers who are not meeting the standards 

outlined in 5.9 Professional Standards, may be called to attend a disciplinary meeting. A written 

summary of any meetings which may form the basis of disciplinary action will be kept by the Library 

Director. 

5.9.7 Conflict Resolution 
It is the intent of the Pender Island Public Library that every employee and volunteer shall have the 
opportunity to express concerns relating to the physical surroundings in which the employee and 
volunteer work, procedures and conditions of the specific position, relationships with fellow workers 
and volunteers, and Library rules as they apply to employees and volunteers. Dissatisfaction with alleged 
discrimination, unfair treatment, work schedules and assignments, Library policies should first be 
brought to the attention of the Library Director. The Library Board encourages informal resolution of 
disputes.  
 
All parties are bound by confidentiality and will not share information about concerns/conflicts. All 
documents, communications, and records dealing with the processing of a concern/conflict shall be filed 
in a separate conflict resolution file and shall not be kept in the personnel file of any of the participants.  
 
If an employee or volunteer has a concern or conflict requiring resolution, they should follow the 
procedures below:  
 
Step 1: Before initiating a conflict resolution process, an employee or volunteer should seek resolution 
of disputes through informal but direct communication with the individual(s) involved or with the 
Library Director. If the issue involves the Library Director, the employee or volunteer should first discuss 
the issue directly with the Library Director. The people involved in the dispute will agree upon a plan to 
resolve the problem. If the person isn’t comfortable with talking directly to the Library Director about a 
concern/conflict with the Library Director, staff can speak with the Chairperson and volunteers can 
speak with members of the Volunteers Management Committee.  
 
Step 2: If an attempt at informal resolution is not successful, a written statement summarizing the 
dispute, including a copy of a completed Conflict Resolution Form, shall be submitted to the Library 
Director. They will meet with the employee or volunteer involved in the dispute and agree upon a plan 
to resolve it. This step should be initiated no more than two weeks after the occurrence of the event.  
 
Step 3: If the employee or volunteer is still not satisfied, the employee or volunteer may appeal the 
decision in writing to the Library board for consideration at their next regularly scheduled meeting. The 



Pender Island Public Library           
Operational Policies          19 
 

written request must be submitted via the Library Director addressed “personal and confidential,” and 
must be received at least one week prior to the upcoming board meeting. The written request must 
include copies of written communication from Step 2. The Library Board may schedule a hearing with 
the concerned parties. Within two weeks of a hearing, the Library Board shall communicate its decision 
in writing to the employee or volunteer involved, and the Library Director.  
 
 

5.10 Occupational Health and Safety  
The Library operates under WorkSafeBC Occupational Health and Safety regulations and will remain in 

compliance with the regulations.  

All employees of the Library have the right to work in a safe, respectful and healthy environment and to 

promote positive attitudes towards health and safety. The Board in conjunction with the Library Director 

is committed to providing and maintaining the necessary resources and working with employees to 

promote awareness of health and safety in the Library.  

The Library strives to ensure that staff are educated and that procedures are developed and 

implemented in an effort to eliminate or minimize the risk of injury due to accident or violence in the 

workplace. The Board and staff will take a proactive approach to identify hazards and be responsive in 

implementing preventive actions. Personal, discriminatory or sexual harassment of any nature will not 

be tolerated.  

The Library Director has overall responsibility for the development of safe work practices and the 

provision of a safe work environment, equipment, training and supervision. Staff and volunteers are 

responsible for learning and following safe work practices and reporting hazards to the Library Director. 

 

5.11 Travel Policy and Rates 
It is recognized that the Library Director, staff and Board Trustees will attend training sessions, meetings, 

conferences, workshops and seminars related to their work, and that they should be reimbursed for out-

of-pocket expenses. All travel related expenses must be pre-approved by the Library Director or Board 

Chairperson (see Appendix D). 

 

PIPL Human Resources Policy 

Approved: Oct. 28, 2020 

Amended:  
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6 Community Relations 

 

The Library Board members and staff are committed to the ongoing development and maintenance of 

good community relations. This goal will be fostered by the Library Director through public relations 

activities designed to promote community awareness of the Library’s services and resources, stimulate 

use of and public interest in the Library, and ensure public perception of the Library is positive and 

prominent.  

6.1 Public and Media Relations  
The Board encourages Trustees and Library staff to participate in Library and community activities and 

to make public appearances representing the Library. Prior approval from the Board or the Library 

Director is required for public appearances by Trustees or staff acting as Library representatives at non-

Library events.  

The Chairperson and Library Director will respond to requests for information from the public on 

matters of Board policy and Library procedures.  

The Library Director will approve all media contacts and refer appropriate requests to the Board Chair. 

The Chair or designate will speak on behalf of the Board.  

 

6.2 Cooperation with Other Libraries and Community Groups  
The Board is committed to the development of productive and positive working relationships with the 

larger Library community in British Columbia. The Board demonstrates this commitment through 

membership in and support of various Library organizations and associations at the regional and 

provincial levels.  

The Board is an active member in the Southern Gulf Islands Library Commission (SGILC). Two designated 

Trustees will attend regular SGILC meetings and report as part of the regular agenda. The Library will 

maintain an active membership in the BC Library Association, the BC Library Trustees Association, and 

the Association of Public Library Directors. The Chairperson will be the official contact liaison for the BC 

Library Trustees Association.  

The Board encourages the Library Director to cooperate with other Library organizations, cultural 

institutions and educational agencies in support of better meeting the needs of the community. The 

Library Director will pursue partnerships with local community organizations and private businesses to 

enhance the Library’s ability to deliver quality service to the community. 

 

PIPL Community Relations Policy 

Approved: Oct. 28, 2020 

Amended:  
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7 Communications 

 

7.1 Social Media  
Social media is defined as any web application, site or account that provides an environment in which 

Library staff and users can share opinions and information about Library-related topics. The purpose of 

the social media policy is to ensure respectful use of the Library’s social media sites for the education 

and enjoyment of all users. 

The Library Director or designate will be the moderator for the Library’s social media sites and will 

implement policies to ensure compliance.  

The Library is committed to:  

 Responding to questions or concerns as quickly as possible  

 Maintaining the highest levels of accuracy, objectivity and impartiality in the information that is 

communicated 

 Respecting the privacy and anonymity of those who communicate via social media 

 Respecting freedom of speech and difference of opinion while protecting staff and users from 

offensive, abusive or otherwise inappropriate speech  

 Providing accessible and inclusive services 

 

7.1.1 Social media violations 
Social media sites provide a forum for promoting the free exchange of ideas, which the Library will 

encourage. However, content that contravenes our Code of Conduct, the British Columbia Human Rights 

Code or other legislation will be removed from the site. Users are to show courtesy and respect to 

Library staff and other users. Violations may result in restrictions on future postings to Library social 

media sites. Messages or posts must not contain:  

 Obscene, racist, hateful, sexist, homophobic, slanderous, insulting, or life-threatening content 

 Personal attacks, insults or threatening language  

 Potentially libelous statements  

 Plagiarized material  

 Private, personal information published without consent  

 Comments unrelated to the content of the forum  

 Commercial promotions, spam or political activity 

 Messages written in a language that cannot be read by PIPL staff 

 Unintelligible or irrelevant messages 

 Intentional trolling, troll baiting, or flaming 

 Messages where the sender is not the author (for example, messages coming from a bot) 
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7.1.2 Social media responsibilities 
As with its more traditional resources, the Library does not act in place of or in the absence of a parent. 

The Library is not responsible for enforcing any restrictions that a parent or guardian may place on a 

minor's use of social media sites.  

The Library reserves the right to edit or modify submissions when reposting or providing comment. The 

Library is not responsible for the reliability of content provided via links that are posted to our social 

media sites.  

Being followed by the Library on any social media platform or having messages or content created by 

other parties shared on Library social media does not imply endorsement 

By posting content, the user agrees to indemnify PIPL and its officers and employees from and against all 
liabilities, judgments, damages and costs (including attorney’s fees) incurred by any of them which arise 
out of or are related to the posted content. 

Users are reminded to protect their privacy when participating in online public forums. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

PIPL Communications Policy 

Approved: Oct. 28, 2020 

Amended: 
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Appendices 

 

Appendix A: Statements of Intellectual Freedom  
 

Part 1 - Canadian Library Association Statement of Intellectual Freedom  

The Canadian Library Association recognizes and values the Canadian Charter of Rights and Freedoms as 

the guarantor of the fundamental freedoms in Canada of conscience and religion; of thought, belief, 

opinion, and expression; of peaceful assembly; and of association.  

The Canadian Library Association supports and promotes the universal principles of intellectual freedom 

as defined in the Universal Declaration of Human Rights, which include the interlocking freedoms to 

hold opinions and to seek, receive and impart information and ideas through any media and regardless 

of frontiers. 

In accordance with these principles, the Canadian Library Association affirms that all persons in Canada 

have a fundamental right, subject only to the Constitution and the law, to have access to the full range 

of knowledge, imagination, ideas, and opinion, and to express their thoughts publicly. Only the courts 

may abridge free expression rights in Canada.  

The Canadian Library Association affirms further that libraries have a core responsibility to support, 

defend and promote the universal principles of intellectual freedom and privacy.  

The Canadian Library Association holds that libraries are a key institution in Canada for rendering 

expressive content accessible and affordable to all. Libraries are essential gateways for all persons living 

in Canada to advance themselves through literacy, lifelong learning, social engagement, and cultural 

enrichment.  

Libraries have a core responsibility to safeguard and facilitate access to constitutionally protected 

expressions of knowledge, imagination, ideas, and opinion, including those which some individuals and 

groups consider unconventional, unpopular or unacceptable. To this end, in accordance with their 

mandates and professional values and standards, libraries provide, defend and promote equitable 

access to the widest possible variety of expressive content and resist calls for censorship and the 

adoption of systems that deny or restrict access to resources.  

Libraries have a core responsibility to safeguard and foster free expression and the right to safe and 

welcoming places and conditions. To this end, libraries make available their public spaces and services to 

individuals and groups without discrimination.  

Libraries have a core responsibility to safeguard and defend privacy in the individual’s pursuit of 

expressive content. To this end, libraries protect the identities and activities of Library users except 

when required by the courts to cede them.  

https://laws-lois.justice.gc.ca/eng/Const/page-15.html
http://www.un.org/en/documents/udhr/index.shtml
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Furthermore, in accordance with established Library policies, procedures and due process, libraries 

resist efforts to limit the exercise of these responsibilities while recognizing the right of criticism by 

individuals and groups.  

Library employees, volunteers and employers as well as Library governing entities have a core 

responsibility to uphold the principles of intellectual freedom in the performance of their respective 

Library roles. Approved by Executive Council June 27, 1974 Amended November 17, 1983; November 

18, 1985; and September 27, 2015.  

 

Part 2 - British Columbia Library Association Statement of Intellectual Freedom  

1. It is in the public interest for libraries and librarians to make available the widest diversity of views 

and expression, including those which are unorthodox or unpopular with the majority.  

2. It would conflict with the public interest for libraries to establish their own political, moral or 

aesthetic views as the sole standard for determining what books and other materials should be 

published or circulated.  

3. It is contrary to the public interest for libraries or librarians to determine the acceptability of a book 

solely on the basis of the personal history or political affiliation of the author.  

4. There is no place in British Columbia for extra-legal efforts to coerce the taste of others, to confine 

adults to the reading matter deemed suitable for adolescents, or to inhibit the efforts of the writers to 

achieve artistic expression.  

5. It is not in the public interest to force a reader to accept with any book the prejudgment of a label 

characterizing the book or author as subversive or dangerous.  

6. It is the responsibility of Library administrators and librarians, as guardians of the people's freedom to 

read, to contest encroachments upon the freedom by individuals or groups seeking to increase their 

own standards or tastes upon the community at large.  

7. It is the responsibility of libraries and librarians to give full meaning to intellectual freedom by 

providing books and other materials that enrich the quality of thought and expression. By the exercise of 

this affirmative responsibility, librarians can demonstrate that the answer to a bad book is a good one, 

the answer to a bad idea is a good one.  

8. Non-book materials should be judged by the same criteria as books.   
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Appendix B: Request for Reconsideration of Library Material 
 

Pender Island Public Library: Request for Reconsideration of Library Materials 
 
Title:  
 
 

Author/Artist:  
 
 

1. Do you represent:  
□ Yourself          □ Your Child                 □ An Organization  

 

2. How was the item brought to your attention?  
 
 
 
 

 

3. How much of the item have you read or seen? 
 
               □ All         □ None                  □ Some Sections (please specify which)  
 
 
 

4. To what in this item do you object? (Please be as specific as possible; cite pages, sections, etc.)  
 
 
 
 
 
 
 

5. What do you feel might be the result of reading, hearing or viewing this item?  
 
 
 
 
 

6. What do you believe is the theme of this work?  
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7. In your opinion, what are the positive qualities in this item? 
 
 
 
 
 

8. Do you have any further comments?  
 
 
 
 
 

9. Can you recommend an item of equal quality that could convey the theme of the item as well as 
the item?  

 
 
 
 
 

Request initiated by (please print name) : 
 
 
 

Signature:  
 
 

Library card number:  
 
 

Address:  
 
 
 

Telephone number: 
 

Date: 
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Appendix C: Conditions of Borrowing and Fees 
 

Library patrons must present their own membership card to borrow materials. If the borrower cannot 

present a card, the circulation clerk may request proof by presentation of photo identification or a 

Library card to a linked account. Library cards are non-transferable. Library card holders may give 

written permission allowing items to be borrowed on their behalf on their account.  Digital versions of a 

Library card are allowed.  

The Library may not restrict materials available to children, except where legally obligated. Parents and 

guardians are ultimately responsible for decisions made regarding the content of materials used or 

borrowed by or for their children.  

Circulating materials are loaned for 21 days. An additional loan periods of 21 days will be permitted on 

designated items unless a reserve has been placed on the item. Special arrangements for extended 

circulation time may be allowed at the discretion of the Library Director.  

Reference materials do not circulate except by permission of staff. 

Current issues of magazines will not be circulated except by permission of staff. 

Patrons may have a maximum of 25 items borrowed at a given time.  

A maximum of 10 DVDs may be borrowed at a given time. 

Items placed on Hold will be held on the reserve shelf for seven days, or longer at the discretion of staff.  

InterLibrary loan items may not be renewed, unless permission has been received by staff. 

There are no fines for overdue items. 

Patrons are responsible for the replacement of lost or damaged items. Replacement options will be 

determined by case, by the Library Director or designated staff. 

Suspension of borrowing privileges will result if 2 items or more are overdue. Privileges may be 

reinstated upon receipt of the items. 

Suspension of borrowing privileges will result if fees of $10 or greater are incurred. Privileges may be 

reinstated upon payment of fees. The Library Director will consider cases of waiving fees due to financial 

hardship. 

There is no charge for Library cards for residents or long-term renters of Pender Island, BC. For Non-

Residents, a refundable deposit of $20 is required at the time of application.  

Printing charges are $0.15 per page (one-side). 
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Appendix D: Travel Policy and Rates  
 

All travel related expenses must be pre-approved by the Library Director or Board Chairperson, and 

follow guidelines established by the Capital Regional District, Victoria, BC. All travel associated claims 

must have received pre-approval by the Library Director or Chairperson. 

Claims for reimbursement of travel and living expenses should be submitted to the Library Director 

within five (5) working days after returning to work. Such claims should be made on an expense form.  

All expenses must be supported by receipts.  

Use of a personal/private vehicle will be reimbursed at 50 cents ($0.50) per kilometer.  

Extraordinary travel may be reimbursed when pre-approved by the Library Director or Board 

Chairperson.  

Every effort should be made to carpool when more than one representative of the Library is travelling to 

the same destination.  

Library staff or Board Trustees who travel by air shall be reimbursed for economy airfare from the point 

of departure to the point of landing.  

Actual costs of accommodation, including parking, shall be reimbursed at a single room rate.  

All expenses incidental to travel, including but not limited to bus, taxi, ferry, car rental and tolls, will be 

reimbursed at the actual cost.  

When pre-approved travel to and from Victoria, and between the Southern Gulf Islands, can be 

accomplished in one day, all reasonable out-of-pocket expenses will be reimbursed.  

Meal rates during work-related travel are:  

- Breakfast -- $10.50  

- Lunch -- $12.00  

- Supper -- $20.00  

- Incidentals -- $5.50 

 


