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Policy No: 3.1

BOARD COMPTROLLING POLICY

Type: Financial Administration
Originated:
Reviewed:
Amended:
Related Policies:
Procurement

November 19, 1998
April 8, 2015
April 9, 2015

City of Thunder Bay By-Law on Procurement 113-2011 and Policy on
of Goods and Services 05-03-02

Purpose
The Annual Operating, Capital, and Small Capital Items Budgets, as approved by the
Board, are the authorized operational and fiscal plan for the year.
The Chief Librarian and/or designate is authorized to commit and pay out of the Annual
Operating, Capital, and Small Capital Items Budgets previously approved by the Board.
Charges over $20,000.00 and funding for special projects are subject to Board
approval.
Purchasing procedures are governed by the Board Policy on Procurement Practices,
(3.3.).

Policy No: 3.2

CHEQUE SIGNING

Type: Financial Administration
Originated: October 28, 1998
Reviewed: April 8, 2015
Amended: April 9, 2015
Related Policies:

Purpose
In order to ensure proper fiscal controls, accounts payables cheques will be validated
with one stamp signature and one original signature (the stamp signature being that of
the Chair of the Board).
The signing officers for the Thunder Bay Public Library shall be the Chair of the
Thunder Bay Public Library Board, and one of the Chief Librarian/CEO, or his/her
designate.

Policy No: 3.3

PROCUREMENT PRACTICES

Type: Financial Administration
Originated: December 16, 2004
Reviewed: February 20, 2018
Amended: September 13, 2018
Related Policies:

City of Thunder Bay Policy on Procurement of Goods & Services
05-03-02

Purpose
To establish authority, goods, evaluation, and policies for the procurement of necessary
goods and services on a competitive basis at the lowest cost consistent with the quality,
appropriateness, and service required by the Thunder Bay Public Library.
Purchasing Principles and Goals
All goods and services required by the Library will be purchased in accordance with the
following principles:
1. That the goods and services acquired meet the quality, quantity and
appropriateness necessary for the Library's operations and be obtained in an
efficient and cost effective manner to enable the Library to fulfill its mission.
2. That the Library receives the best value for its purchasing dollar.
3. That the Library acknowledges that it operates within the local and national
business communities.
4. That the necessary goods and services are procured with due regard to the
natural environment, encouraging vendors to supply goods made by a method
resulting in the least damage to the environment and incorporating recycled
materials where practicable.
5. Purchasing policies shall be applied fairly and equally to all bidders.
6. Purchasing policies shall be applied objectively by purchasers.
7. Purchasing policies shall be reviewed by the Finance and Audit Committee of the
Thunder Bay Public Library Board every four years to ensure that purchasing
goals are being applied.
8. Conflict of interest shall be declared by any Board member or staff member who
has private interest in conflict with the public interest.

9. When relevant, proprietary information is to be handled confidentially and the
bids maintained in accordance with provisions of the Municipal Freedom of
Information and Protection of Privacy Act.
10. Board members and staff involved in procurement processes shall not accept
gifts from suppliers or potential suppliers.
11. The Thunder Bay Public Library shall be under no obligation to accept the
lowest bid or any bid received in response to a verbal or written request.
12. The Chief Librarian/CEO may remove a vendor’s name from consideration
consideration for contracts under this policy on the basis of poor performance
or non-performance on a Thunder Bay Public Library contract.

Chief Librarian/CEO
The Chief Librarian/CEO
1. Shall exercise general supervision and control over the procurement of goods
and services within the approved limits and policies established by the Board.
2. Is hereby authorized to make an issue on administrative procedures as are
required to implement the policy contained in this document.
3. May direct and/or assign negotiations for the purpose of co-operative consortium
buying procedures with other municipal bodies and agencies as may be deemed
advantageous to the Board.
4. May delegate as appropriate to any other person or persons any part or parts of
the duties set out in this policy.
5. Shall bring any purchase of single item or service with a value in excess of
$30,000 to the Library Board for prior approval before finalizing the purchase.

Purchasing Conditions
The following terms and conditions shall apply to the procurement of goods and
services for the Thunder Bay Public Library:
1.

All purchases shall be in accordance with approved budgets and estimates
except in emergency situations where Board approval will be sought

2.

Goods and services may be ordered from such suppliers and upon such terms and
conditions, according to established criteria, subject to the following conditions:
a. on individual purchases up to $1,999.99 in accordance with established
principles

b. on purchases of $2,000.00 - $4,999.99 after first obtaining three quotations as
competitive as possible and in accordance with established principles
c. on purchases of $5,000.00 or more but not exceeding $19,999.99 after inviting
three written quotations from qualified suppliers
d. on purchases of $20,000.00 or more, after having publicly obtained three written
quotations
e. all single purchases of $30,000.00 or more require the approval of the Board
f. goods and services procurement with estimated value of $100,000 shall be in
compliance with the Agreement on the Opening of Public Procurement for Ontario
and Quebec and the Agreement on Internal Trade
g. construction procurement with an estimated value of $100,000 or more shall be
in compliance with the Agreement on the Opening of Public Procurement for
Ontario and Quebec Internal Trade
h. construction procurement with an estimated value of $250,000 or more shall be in
compliance with the MASH (Municipal Organizations, School Boards, and Publiclyfunded Academic, Health and Social Service Entities) to the Agreement on Internal
Trade
i.

3.

approval of the Board shall first be obtained where the bid recommended is not
the lowest meeting quality.
The requirements for inviting tenders and quotations set out in Section 2 above
may be waived by the Chief Librarian or designate under the following
circumstances:
a. due to market conditions, goods or services are in short supply
b. due to library-specific requirements, there is only one source of supply for
goods or services
c. due to an emergency situation, goods and services must be procured
immediately, to rectify the situation
All such occurrences shall be fully documented.

4
5.

All purchase orders, supply agreements, and contracts shall show firm unit price.
Bids with escalation clauses will not be accepted except under the following
conditions:
a. where a specific form of escalation is defined by the Thunder Bay Public
Library in the tender documents, or
b. where the trade practices have resulted in a standardized pattern of escalation.

Standing Purchase Orders and Review
Where the ongoing regular supply of goods and services from a single source are
deemed necessary, a Standing Purchase Order may be issued in accordance with the
"Purchasing Principles & Goals". Where Standing Purchase Orders are in effect, they
shall be reviewed every five years, to ensure compliance with the "Purchasing
Principles & Goals". This review will include a survey of the marketplace, to ensure that
the Library is receiving the best value.
Library Materials
The acquisition of "Library Materials" is recognized as a vital and specialized activity
which, by its inherent nature, requires the establishment of a relationship with vendors
and suppliers and agencies on an ongoing basis similar to a Standing Purchase Order
basis. A contract/agreement outlining the terms to be adhered to both parties will be
obtained when purchase from one vendor exceeds 15% of the Library Collections
budget, unless the agreement is part of a consortium arrangement. Such arrangements
shall be reviewed every three years. This review will include a survey of the
marketplace, to ensure that the Library is receiving the best value.
Specifications
1.

The Branch/Work Unit whose budget provides for the acquisition of goods or
services shall be responsible, in consultation with the Chief Librarian/CEO,
Director of Resources, and Director of Communities as appropriate, for the
preparation and approval of all specifications to be used for the acquisition of
such goods or services.

2.

Wherever practicable, the acquisition method utilized shall provide for
consideration of alternatives to approved specifications provided that all potential
bidders shall be notified that minor amendments to approved specifications may
be made without further notice.

Forms of Commitment
1.

Expenditures of $2,000.00 or less may be authorized by a Community Hub
Librarian and Community Hub Manager and may be made without the
involvement of the Accounting Department in accordance with the policies and
procedures prescribed in this Policy.

2.

Except as otherwise directed by the Board, expenditures of over $2,000.00 shall
be made by the Chief Librarian/CEO or designate, by Purchase Order, provided
that the appropriate Purchasing Conditions have been followed to select the
vendor(s).

3.

Except as otherwise directed by the Board, all expenditures in excess of
$20,000.00 for a single item shall be approved by the Board, and executed on
behalf of the Library by the Chief Librarian/CEO or designate.

Purchase Orders and Contracts:
1.

Purchase Orders
The purchase order issued by the Board shall be considered a legal and binding
document. Where the order is based on a written quotation or tender, such
quotation or tender will form part of the order.

2.

3.

Contract
a.

A formal contract shall be required for tendered purchases, and may be
required for other purchases and comply with the "Standard Terms and
Conditions of Tenders, Contracts and Proposals".

b.

Where applicable, the "Contractor Safety Policy" shall also form part of the
contract

c.

Contracts of $50,000 or more shall be reviewed by an attorney.

d.

Contract process shall be reviewed

Credit Card Program
Thunder Bay Public Library may participate in the City of Thunder Bay Credit
Card program, in accordance with the Guidelines and Responsibilities therein.
Credit Card Guidelines and Responsibilities are attached to the Board Policy on
Procurement Practices. The Guidelines may be amended by the Board if a
higher standard of care may be achieved and/or to meet Thunder Bay Public
Library document storage requirements and practices.

Exempt Categories
Subject to the same "Purchasing Principles" enunciated above, the following goods and
services are not subject to the "Purchasing Conditions," and "Purchase Orders and
Contracts" sections of this document:
1.

Petty Cash Items

2.

Training and Education










Conferences
Courses
Conventions
Memberships
Seminars
Staff Training
Staff Development
Staff Workshops
Subscriptions

3.

Refundable Employee Expenses






4.

Employer's General Expenses








5.

Payroll Deduction Remittances
Medical and Dental Expenses
Petty Cash Replenishment
Tax Remittances
Employee Income
Real Property including Land, Buildings, Leasehold Interests, Easements,
Encroachments and Licenses
Bank Charges and Underwriting Services where covered by Agreements

Professional and Special Services







6.

Advances
Meal Allowances
Travel Expenses
Miscellaneous - Non-Travel
Hotel Accommodation

Committee Fees
Witness Fees
Honoraria
Arbitrators
Appraisers
Legal Settlements

Utilities






Postage
Water Charges
Hydro
Gas
Telephone Service Charges

Policy No: 3.4

INSTITUTIONAL MEMBERSHIPS

Type: Financial Administration (FA)
Originated: July 31, 1995
Reviewed: April 8, 2015
Amended: April 9, 2015
Related Policies:

Purpose

05-03-02

In order to support Library activities and promote awareness of the greater Library
community, the Thunder Bay Public Library will maintain institutional memberships in
the Canadian Library Association (CLA), the Canadian Library Trustees' Association
(CLTA), the Ontario Library Association (OLA), and the Ontario Library Board’s
Association (OLBA), the Federation of Public Libraries (FOPL), and others deemed
appropriate by the Board as budget permits.

Policy No: 3.5

LOSS OF PERSONAL PROPERTY

Type: Financial Administration
Originated:
Reviewed:
Amended:

October 28, 1998
April 8, 2015
April 9, 2015

Related Policies:

Purpose
In order to minimize liability, the Thunder Bay Public Library Board assumes no
responsibility for the loss of personal property from Library facilities; and notices to this
effect are posted.

Policy No: 3.7 TRAVEL FOR STAFF AND BOARD MEMBERS

Type: Financial Administration
Originated: November 19, 1998
Reviewed: February 20, 2018
Amended: September 13, 2018
Related Policies:

3.7(a) Travel Expenses for Staff and Board Members

05-03-02
Purpose
To outline the terms and conditions for the authorization and approval of travel for
Library purposes.
Policy Statement
It is the policy of the Thunder Bay Public Library Board to reimburse appointed officials
and employees for authorized expenses associated with travel outside the City of
Thunder Bay to conferences, conventions, seminars, training courses, meetings, and
workshops.
Claims for reimbursement of travel expenses incurred by Board members and
employees may be approved if the travel was for the following purposes:
a.
b.
c.
d.
e.
f.

The education and self development of an employee or Board member
To represent the Public Library either locally, regionally or provincially
To attend equipment or service demonstrations
To travel to public or private institutions to investigate other operations with a
view to considering their adaptability for use in the Public Library;
As a member of an association or group in which the Public Library holds
membership, to attend association functions and meetings, where required
As a member of ad hoc committees where participation has been approved by
the Chief Librarian/CEO or the Board

Approval Process
For employees, attendance at a particular event must be approved by the Chief
Librarian or designate.

Attendance at all conferences and conventions by Board members will be for the
primary purpose of education and self-development of the member in his or her role as
a Board member.
Each Board member who wishes to attend a conference should make his/her wishes
known to the Board. The maximum number of delegates for any one conference or
convention shall be two, unless deemed otherwise by the Library Board.
Reports and notices for all upcoming conferences and conventions will be
communicated to Board members.
Travel Accident Insurance
The Thunder Bay Public Library carries a Travel Accident Insurance policy. (Check your
personal travel insurance policy). This policy is generally in effect until age 70;
however, coverage has been extended to Board members who are older than 70.

Policy No: 3.8

INSURANCE PROGRAM POLICY

Type: Financial Administration
Originated:
Reviewed:
Amended:

November 19, 1998
February 20, 2018
September 13, 2018

Related Policies:
Purpose
05-03-02
The Thunder Bay Public Library
Board shall adopt the following policy statement with relation
to the purchase of insurance:
1.

The insurance program shall be administered by the Chief Librarian/CEO, who
shall report annually to the Board on the status of the insurance program.

2.

Insurance shall be purchased when available:
a.
b.

c.

To cover major risks of loss to property of the Library in amounts adequate
to replace property destroyed or damaged.
To protect the Library, its officers, volunteers, and employees against
claims and suits for personal injury and property damage in
amounts and limits generally considered being reasonably adequate for
similar institutions in this area.
To protect the officers, members and employees, against claims for civil
and constitutional rights violations and other statutory liabilities, and to
protect members and officers for liabilities while acting in their capacities as
such.

3.

Insurance shall be placed on a competitive basis subject to bidding at five year
intervals unless circumstances justify more frequent or less frequent bidding. On
the occasion of such bidding, the Chief Librarian/CEO is authorized to engage
the services of a consultant for the purpose of analyzing risks and assisting in
the preparation of specifications.

4.

Coverage shall be placed with insurance companies which can provide
appropriate loss prevention and claims handling facilities.

5.

The Chief Librarian/CEO is authorized to accept deductibles and to self insure
minor risks where loss experience of the Library and good business judgment
indicates that the aggregate loss within the deductible and self insurance
program is not likely to exceed one per cent (1%) of the deductible.

6.

A certificate of insurance will be obtained before service is rendered from
Contractors, Program Providers and others as may be determined when
necessary to mitigate the Library’s risk. This document will serve as evidence
that the Library has been named as an additional insured for liability purposes.

7.

Rental vehicles for Library business shall be covered under the Library’s
automobile policy. The policy includes comprehensive and collision.

Policy No: 3.9

MOVING EXPENSES FOR PERSONNEL

Type: Financial Administration
Originated:
Reviewed:
Amended:

October 28, 1998
April 8, 2015
April 9, 2015

Related Policies:
Purpose
In order to facilitate the recruitment of high quality professional staff, the Thunder Bay
Public Library Board agrees that a maximum of $2,500 be provided to compensate
new, out-of-town Librarians/CEO/Directors and for documented moving expenses, and
that the $2,500 be recovered on a pro-rated basis if any employee leaves employment
with the Library of his/her own will within the first twelve months.
To facilitate the recruitment of high quality senior management staff, the Thunder Bay
Public Library Board will follow the Corporation of the City of Thunder Bay’s Corporate
Policy 06-01-17, Recruitment & Selection: Moving and Relocation Expenses.

Policy No: 3.10 SPONSORSHIPS

Type: Financial Administration
Originated:
Reviewed:
Amended:

May 16, 2002
April 8, 2015
April 9, 2015

Related Policies:
Purpose
The Thunder Bay Public Library actively solicits and encourages the business community,
service clubs and other organizations to become sponsors of Library events, programs and
services which will benefit the community by allowing the Library to increase the level of
service it can provide to the people of Thunder Bay.
Scope
A sponsorship with the Library is defined as a mutually beneficial exchange, whereby the
sponsor receives a benefit of reciprocal value in return for providing cash and/or products
and services in kind to the Library. Official receipts will not be issued to sponsors for their
partnership with the Library.
The Thunder Bay Public Library Board reserves the right to refuse any sponsorship
opportunity which is deemed to be inappropriate or unsuitable to the advancement of the
mission and objectives of the Thunder Bay Public Library.
The sponsor, its staff, product or service must not present an obvious conflict of interest
with the mandate and/or operation of the Thunder Bay Public Library.
The sponsor must have no expectation of having any impact on the Materials Selection
Policy or other policies and programs of the Thunder Bay Public Library.
Where a sponsorship agreement limits the Library’s ability to enter into other sponsorships,
the parameters of such an agreement shall clearly define the nature and extent of the
exclusivity, and the time frame over which the exclusivity is to be granted.
Any public use of the name and/or logo of the Thunder Bay Public Library, branches,
special collections, resource collections, special services, programs, and departments, must
be approved by the Chief Librarian/CEO or designate.

Policy No: 3.11

FUND RAISING AND FINANCIAL DONATIONS

Type: Financial Administration
Originated:
Reviewed:
Amended:

November, 19, 1998
April 8, 2015
April 9, 2015

Related Policies:
Purpose
Fundraising and the solicitation of financial and other donations have been accepted by
the Thunder Bay Public Library Board as a means of ongoing support for needed
services, as well as for funding special library projects.
Fundraising is a joint responsibility between the Board and the Chief Librarian/CEO.
Fundraising goals and strategies must meet the overall corporate goals of the Thunder
Bay Public Library and must be approved by the Thunder Bay Public Library Board.

The Donor Bill of Rights
Thunder Bay Public Library has adopted and adheres to the code of ethics which is
contained in the Donor Bill of Rights.
Philanthropy is based on voluntary action for the common good. It is a tradition of
giving and sharing that is primary to the quality of life. To ensure that philanthropy
merits the respect and trust of the general public, and that donors can have full
confidence in the non–profit organizations and causes they are asked to support, we
declare that all donors to the Thunder Bay Public Library have these rights:
Donor Bill of Rights / Code of Ethics
1.

To be informed of the organization’s Vision, Purpose and Values, of the way the
organization intends to use donated resources, and of its capacity to use
donations effectively for their intended purposes.

2.

To be informed of the identity of those serving on the organization’s Board, and
to expect the board to exercise prudent judgement in its stewardship
responsibilities.

3.

To have access to the organization’s most recent financial statements.

4.

To receive appropriate acknowledgment and recognition.

5.

To be assured that information about their donation is handled with respect and
with confidentiality to the extent provided by law.

6.

To expect that all relationships with individuals representing organizations of
interest to the donor will be professional in nature.

7.

To be informed whether those seeking donations are volunteers, employees of
the organization, or hired solicitors.

8.

To have the opportunity for their names to be deleted from mailing lists that an
organization may intend to share. (The Library does not share mailing lists
under any circumstances.)

9.

To feel free to ask questions when making a donation and to receive prompt,
truthful and forthright answers.

The original Donor Bill of Rights was created by the American Association of Fundraising Counsel
(AAFRC), Association for Healthcare Philanthropy (AHP), the Association of Fundraising Professionals
(AFP), and the Council for Advancement and Support of Education (CASE). It has been endorsed by
numerous organizations and adapted for use by the Thunder Bay Public Library.

Policy No: 3.12

DISPOSITION OF SURPLUS ASSETS

Type: Financial Administration
Originated: November 4, 2004
Reviewed: April 8, 2015
Amended: April 9, 2015
Related Policies:
Purpose
The purpose of this policy is to provide a system that encourages the disposal of assets that are
no longer required and to provide a means of documenting the transfer or sale of surplus
assets.
Disposal of Surplus Goods
1.

On at least an annual basis, all Department Heads shall identify goods which
become surplus to their needs and submit such lists to the Chief Librarian/CEO.

2.

The method of disposal used on a particular surplus item will be that which results
in the best overall benefit to the Library, such as:
a.

transfer to another department for use within the Library

b.

trade-in, return to supplier for credit

c.

invite public or selective quotations

d.

donate to another non-profit/charitable organization

e.

public auction, yard sale or other

f.

scrap, dismantle or destroy, classify as waste and dispose

Prohibitions
The bid for a purchase of any surplus goods directly or indirectly by or for a
Library Board member or employee, or a Board member’s or employee’s family
(family being parent, spouse, child) is defined in the Municipal Conflict of Interest
Act as probable conflict of interest.

Policy No: 3.13

SALE AND OTHER DISPOSITION OF REAL
PROPERTY

Type: Financial Administration
Originated:
Reviewed:
Amended:

January 17, 2008
April 8, 2015
April 9, 2015

Related
Policies:
Purpose

The Municipal Act (2006, c. 32, Schedule A, s113 (2) requires that Library Boards adopt
and maintain a policy with respect to the sale and other disposition of land. The Public
Libraries Act (s. 19 d) allows a board to sell, lease or otherwise dispose of any land or
building that is no longer required for the board’s purposes with the consent of the
appointing Council.
Sale and Other Disposition of Land
The Library will follow City policies with respect to the sale or other disposition of land.

Policy No: 3.14

TANGIBLE CAPITAL ASSETS

Type: Financial Administration
Originated:
Reviewed:
Amended:
Related Policies:
Procedures:

November 13, 2008
February 20, 2018
September 13, 2018

3.11 Disposition of Surplus Assets
3.14(a) Tangible Capital Assets Procedure

Policy Statement
It is the policy of the Thunder Bay Public Library Board that all statutory requirements with
respect to the accounting for and reporting of tangible capital and infrastructure assets are
fulfilled.
It is the policy of the Board that the treatment of tangible capital assets for accounting
purposes is in accordance with Generally Accepted Accounting Principles (GAAP) and the
Board shall comply with the pronouncements of the Public Sector Accounting Board (PSAB),
specifically PS 3150 – Tangible Capital Assets.
Further, it is the policy of the Board to account for and report in the accounts of the Board the
tangible capital assets and the tangible capital assets under capital lease, controlled by the
Board in accordance with the policy established by the Corporation of the City of Thunder
Bay.
Purpose
The purpose of this policy is to ensure the Board’s considerable investment in tangible
capital and infrastructure assets is recorded appropriately, accurately, and consistently
and managed effectively.
This policy will aid in the achievement of the following goals:
a.
b.
c.

legislative and policy requirements to establish and maintain asset
account records are met
enhanced quality of information allows improved analysis of issues
involving tangible capital assets
risk and liability are managed and due diligence in infrastructure
stewardship is demonstrated; and communication with citizens, elected
officials and regulatory agencies is improved; and, service delivery and
operational requirements are coordinated.

Policy No: 3.15

NAMING

Type: Financial Administration
Originated:
Reviewed:
Amended:

September 9, 2010
February 20, 2018
September 13, 2018

Related Policies: 3.9 Sponsorships, 3.10 Fundraising and Financial Donations
Procedures: 3.14 (a) Naming Procedure

Purpose:

The Naming Policy applies to naming opportunities in the context of fundraising
campaigns, sponsorship and other financial or in-kind donations.
Naming proposals must advance the Vision, Purpose and Values of the Thunder Bay
Public Library Board and be non-partisan in nature.
General Naming Policy
The Thunder Bay Public Library encourages businesses, corporations, organizations
and individuals to invest in their libraries.
Naming of buildings, rooms or areas of the Library are intended to be reserved for
transformational gifts and will be considered on a case by case basis. Ultimate authority
to accept, decline or discontinue any proposal for naming rests with the Thunder Bay
Public Library Board.

