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The Library supports a respectful environment where the values of trust, fair-
ness, integrity, and consideration guide our interactions with one another.

POLICY

1. Recruitment

The Board of Directors will be responsible for the recruitment of staff/con-
tractors.  The Operations Team and respective Committee Chairs (Arts/Pro-
grams and Events/Building)  are responsible for recruitment of volunteers.

2. Terms of Employment and Volunteerism

2.1 All volunteers and staff agree to:
- Read and sign this policy as part of their orientation.  
- Maintain the Professional Standards outlined in Section 6: Profes-

sional Standards, including procedures for conflict resolution. 

2.2 Failure to meet these standards may result in corrective action or dis-
missal, at the discretion of the Board of Directors in consultation with 
the Operations Team and Committee Chairs.  

2.3 Employment agreements will provide details that govern additional 
terms for staff/contractors.  

3. Personnel Records

The Galiano Library shall maintain a personnel file for each employee and 
volunteer. 

4.  Staff and Volunteer Development

Volunteers and staff are encouraged or may be required to take advantage 
of opportunities for continuing education. Staff or volunteers wishing to par-
ticipate in additional courses/training may apply to the Board of Directors 
prior to registration for support.

5.  Library Volunteers

The Galiano Community Library is run primarily by volunteers, with staff sup-
port.
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5.1 A volunteer for the Library is a person without wages or benefits and is 
18 years or older and approved by the Operations Team or Committee 
Chair.  

5.2 Volunteers will be interviewed by an Operations Team member or Com-
mittee Chair who must be assured, prior to the applicant being ac-
cepted, that the applicant understands their commitment. 

5.3 In addition to the professional standards listed (6: Professional Stan-
dards), volunteers agree to:stay current with library policy and proce-
dure by attending meetings or reviewing emails/minutes as required; 
and communicate their unavailability if longer than one month;

5.4 The Board will provide volunteer recognition as appropriate at the 
recommendation of the Operations Team or Committee Chair(s).  

6. Professional Standards

All staff and volunteers are required to comply with the following standards, 
which are intended to promote consistency and harmony in the workplace, 
and to support the mission and objectives of the Library.

6.1 Staff and Volunteer Conduct toward Visitors, Patrons, and Colleagues:

All staff and volunteers agree to:
—provide all visitors and patrons with  welcoming, prompt and courteous 

attention
—attend Library events, shifts and tasks with appropriate personal hygiene

and use language appropriate for their duties. 
— treat all visitors, patrons, and colleagues equally and in a professional 

manner, regardless of gender, national origin, age, or any other classifi-
cation proscribed under local, provincial, or federal law

—undergo a Criminal Record Check if working with patrons under 18 years 
of age.  

6.2 Confidentiality

Staff/volunteers may acquire confidential information about the library, its 
patrons, and/or its employees and are expected to take all reasonable mea-
sures to safeguard any confidential information.   Patron information sought 
or received, and materials consulted, borrowed, acquired, or transmitted will 
be treated as confidential. Staff and volunteers may only access and/or alter 
confidential information as required for them to carry out their normal job 
duties.
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6.3 Public Statements/Official Spokespersons

No staff or volunteer except the Chair of the Galiano Library Board or their 
designate(s), will speak when statements on behalf of the Library are re-
quired. 

6.4 Conflict Resolution

It is the intent of the Galiano Community Library that every employee and 
volunteer shall have the opportunity to express concerns relating to the con-
ditions in which the employee and volunteer works, procedures and condi-
tions of the specific position, relationships with colleagues, and Library rules 
as they apply to employees and volunteers. The Library Board encourages 
informal resolution of disputes.  

Concerns about discrimination or unsafe working conditions should be 
brought to the immediate attention of the Operations Team or Committee 
Chair. If an employee or volunteer has another concern or conflict, they will 
follow the procedures below:

Step 1: Before initiating a conflict resolution process, an employee or volun-
teer should seek resolution of disputes through informal but direct 
communication with the individual(s) involved or with their Supervi-
sor. If the issue involves a supervisor, the employee/volunteer will 
discuss the issue directly with the Board Chair/designate. 

Step 2: If an attempt at informal resolution is not successful, a written state-
ment summarizing the dispute shall be submitted to the Library 
Chair or designate. Within 2 weeks of receiving the statement, the 
Chair /designate will meet with the employee or volunteer involved 
in the dispute and agree upon a plan to resolve it.

Step 3: If the employee or volunteer is still not satisfied, the employee or vol-
unteer may appeal the decision in writing to the Library Board for 
consideration at their next regularly scheduled meeting. The written 
request must be submitted and must be received at least one week 
prior to the upcoming board meeting. The written request must in-
clude copies of written communication from Step 2. The Library 
Board may schedule a meeting with the concerned parties. Within 
two weeks of a meeting, the Library Board shall communicate its de-
cision in writing to the employee or volunteer involved.  All parties 
are bound by confidentiality and will not share information about 
concerns/conflicts. All documents and communications dealing with 
the processing of a concern/conflict shall be filed in a separate con-
flict resolution file and shall not be kept in the personnel file of any of
the participants. 
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6.5 Occupational Health and Safety

All staff and volunteers have the right to work in a safe, respectful and 
healthy environment and the responsibility to engage in safe work habits, 
contribute to a respectful workplace, and report workplace incidents/hazards 
to their Supervisor. The Board, Building Committee and Operations Team will
develop Worksafe-compliant work practices and oversee workplace safety 
and facility inspections.  

7. Position Descriptions

Staff and volunteers will be provided with a clear and current description of 
their duties/responsibilities. All position descriptions shall minimally include 
duties and supervisor contact.  

8. Orientation and Training

In additional to a Worksafe orientation, all staff and volunteers will receive a 
general orientation on the Library,  and the nature and operation of the pro-
gram or activity for which they are recruited.  Experienced local volunteers 
should be included in the design and delivery of volunteer orientation and 
training.

9. Supervision

Every employee and volunteer will be assigned a supervisor when beginning 
their service with the Library.  The Supervisor shall be responsible for day-to-
day management and guidance of the work of the employee or volunteer, 
and shall be available for consultation and assistance.

Volunteers are supervised by the Operations Team or their Committee Chair.
Staff/contractors are supervised by the Board.    The Board will be consulted 
in the matters of corrective action and dismissal. 

10. Corrective Action and Dismissal

Corrective action will be undertaken by the board in partnership and consul-
tation with the Operations Team and Committee Chairs.   Examples of cor-
rective action include the requirement of additional training or re- assign-
ment to a new position. 

Volunteers and staff who do not satisfactorily perform their duties or fail to 
abide by Library policy and procedure are subject to dismissal.  This notifica-
tion should be given in writing. A written summary of any meetings which 
may form the basis of this action will be kept by the Board of Directors.
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11. Resignations

Employees or contractors must provide a period of notice as outlined in their 
employment agreements.  Volunteers may resign from their volunteer ser-
vice with the library at any time. It is requested that volunteers who intend 
to resign provide advance notice of their departure if possible. Exit inter-
views, where possible, should be conducted with staff or volunteers who are 
leaving their positions. The interview should ascertain why they are leaving 
the position, suggestions for improvement the position, and in the case of 
volunteers, the possibility of involving the volunteer in some other capacity 
with the Library.

12.  Volunteer Leadership Succession

All Committee Chairs/Operation Team members shall have a set term of 2 
years, to a maximum of 6 years successively.  At the end of each 2 year 
term, there is an option for renewal at the discretion of both parties.

Definition Operations Team: a group of senior volunteers from Library ser-
vices (Technology. Cataloging, Desk Volunteers, Acquisitions and Visual Me-
dia ) who support the Board of Directors and Society in the operation of the 
library.

Approved  (Signature) Board Chair   

______________________________________ Date:  ________________________
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