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Essa Public Library is established in accordance with the Public Libraries Act, Revised 
Statutes of Ontario, 1990, chapter P.44 under the management and control of the Essa 
Public Library Board which is a corporation operating under the authority of the Act. 
 
The Act sets out procedures for the appointment of members of the Board, 
qualifications of members, term of membership, disqualification of members, and 
vacancies on the Board. 
 
Purpose  
 
The Essa Public Library Board seeks to provide a comprehensive and efficient public 
Library service that reflects the community’s unique needs. 
 
 
The Essa Public Library Board: 

 

• Holds legal responsibility for Essa Public Library to operate in accordance with 
the Public Libraries Act and applicable legislation as a registered charity 

 

• Determines and adopts written policies to govern the Board and Library 
 

• Seeks to understand library-related community needs 
 

• Determines library goals and objectives, secures adequate funds to fulfil these 
goals and works with the Treasurer to oversee spending of the annual budget 

 

• Fixes dates and times for regular Board meetings, the mode of calling and 
conducting them, and ensures minutes are correct 

 

• Makes provision for insuring the Board’s property 
 

• Appoints a Chief Executive Officer; evaluates and fixes the rate of pay of the 
CEO and if necessary, dismisses the CEO 

 

• Works with the CEO to prepare a budget to carry out library goals and objectives 
and presents this budget to municipal council 
 

• Receives reports required or requested by the Municipal Council or the 
Government of Ontario.   
 

• Ensures meetings are conducted according to Robert’s Rules of Order.  
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Orientation 
 
The Chief Executive Officer or Chair of the Library Board will introduce new Board 
Members to library services, facilities, and staff before their first Board meeting, when 
possible. 
 
Each Board Member shall receive current training documents from the Ontario Library 
Service. Additional orientation information shall include: 

• Library policies 

• Position guidelines 

• Current library budget 

• Latest audited financial statement 

• Names, addresses and telephone numbers of other members 

• Materials from the previous meeting 
 
Spokesperson 

• The Chair is the primary spokesperson of the board. 

• The CEO is authorized to act as the Board’s spokesperson for statements to the 
media regarding library operations. Whenever practical, the CEO should first 
consult with the Chair. 

• Any Board member contacted by media regarding library business shall, if 
possible, defer to the Chair or the CEO for official comments. Otherwise, any 
comments made must present Board positions fairly, accurately, and without bias. 

• Board members expressing individual comments of personal opinions should 
clearly identify such remarks as personal and not those of the Board as a whole. 

 
Meetings  
 

1.  Inaugural Meeting 
 
The Chief Executive Officer shall call the inaugural meeting of the Essa Public 
Library Board in each new term upon receipt of the confirmation of appointments 
from the Municipal Clerk and a by-law from the Municipal Council. 
 
The inaugural meeting of the Essa Public Library Board shall be held at the first 
meeting of each new term.  The Secretary shall preside and conduct the elections 
for the position of Chairperson in accordance with Robert’s Rules of Order and the 
Municipal Act of Ontario.  The newly elected Chairperson shall then preside and 
conduct the elections of the Vice-Chair and any Committee Chairs, if applicable. 
 
2. Regular Meetings 
 
Regular meetings of the Essa Public Library Board shall be held at 7pm on the 
fourth Monday of each month from January to June and September to November 
and the second Monday of December to a minimum of seven meetings per year in 
accordance with the Public Libraries Act. If this date is a legal, public or civic holiday, 
the Board shall meet at the same hour on a date agreed upon at a preceding 
meeting of the Board.  Regular meetings will be held on an alternating basis in the 
Angus and Thornton branches of the Essa Public Library. The January, February, 
November and December meetings will be virtual. 
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3.  Special Meetings 
 
The Chairperson or any two members of the Board may summon a special meeting 
of the Board by giving each member reasonable notice, specifying the purpose for 
the meeting, and this shall be the sole business transacted at the meeting. 
 

4.  Closed Sessions  
 
Essa Library Board Meetings are open to the public except for Closed Sessions. The 
Board may go into Closed Session by the passing of a motion that shall state:  

•  The fact of holding the closed session  

•  The general nature of the matter being considered.    
The motion to proceed to Closed Session will be recorded in the Agenda which is 
distributed to the Board and posted on the library website prior to the Board Meeting. 
Upon passage of a motion as above only Board members and the CEO/Secretary 
and/or delegate shall remain in the meeting. 
  
Reasons for closed sessions shall include: to address matters in accordance with 
Section 239(2) of the Municipal Act, 2001, pertaining to personal matters about an 
identifiable individual, including Board employees or volunteers or members of the 
public.  
 
Reasons for closed sessions may include:  

• matters before administrative tribunals  

• advice subject to solicitor/client privilege, including communications 
necessary for that purpose 

• a proposed or pending acquisition or disposition of land for Board purposes 

• matters pertaining to advice that is subject to litigation or potential litigation 

• labour relations or employee negotiations  

• security of persons or property 

• consideration of a request under the Municipal Freedom of Information and 
Protection of Privacy Act 

• other matters at the discretion of the Board as are allowed by the Municipal 
Act, 2001 
  

Additional matters not contained within the motion shall not be discussed within the 
Closed Session. However, urgent matters which cannot wait a month until the next 
meeting may be added to an amended Closed Session motion if they meet the 
criteria above. 
 

Minutes recorded during the Closed Session will be kept in a digital file maintained as 
Confidential on a secure Drive accessible only to the CEO. 
 
Closed sessions are ended by a motion to rise.  
Upon rising from the Closed Session, the Board shall either make a report or state 
that there is nothing to report.  A motion may be made to approve this report, without 
making the report public. 
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Recommendations or direction arising from the Closed Session shall be in the form 
of motions and shall come forward immediately upon rising.  Each motion shall 
identify the general nature of discussion and instructions without revealing 
confidential matters.   
 
Subject to the Municipal Freedom of Information and Protection of Privacy Act, no 
member of the current Board, or former Board shall disclose any personal information 
or other information which reveals deliberations of the Board in a Closed Session.  A 
current or former member who discloses such information may be subject to penalty 
provisions under the Act. 
  

 5.  Public Attendance at Library Board Meetings 
  

Residents of the Township of Essa are welcome to attend any Board Meeting as a 
visitor. The schedule of Board Meetings is on the library website.  Agendas are posted 
three days prior to a meeting. 
    
Community members may address the Board, solely at the discretion of the Board, on a 
matter that is the responsibility of the Board.  Addresses relating to items not on the 
Agenda of a meeting shall be known as “Presentations” and shall appear at the 
beginning of the Agenda before any other business items.  Those addresses relating to 
items that are on the Agenda shall be known as “Delegations”.   Delegations may be 
heard as the Agenda item comes before the Board and before the Board discusses the 
Agenda item. Presentations and Delegations shall be limited to five minutes.  Further 
input may be given at that time if requested by the meeting Chair. 
    
Individuals or groups wishing to make a Presentation or Delegation must submit a 
written request to the CEO/Secretary or Chair at least nine days in advance of a Board 
meeting.  The request must include the name and contact information of the presenter, 
topic, background details, and handout materials.  Board members will not debate with 
a Presenter or Delegate.  
Public visitors, presenters, and delegations may sit in the audience for the entirety of 
the meeting except for Closed Sessions.  Members of the audience do not have a 
voice at the Board Meeting unless input is requested by the meeting Chair. 
  
Only duly appointed Board Members have a vote on Board matters.  

 
Meeting Attendance 
 

Regular attendance: 
 
If a member must be absent from a meeting, that member shall notify the Secretary 
prior to the day of the meeting. 
Should a member be absent for three consecutive meetings, the Board shall consider 
the circumstances of the absence and either: 

• Notify Municipal Council that the seat is vacant 

• Pass a resolution authorizing that person to continue as a Board Member until 
the next meeting. 
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Remote attendance: 
Board members may attend Library Board meetings remotely via teleconference or 
virtual conferencing. 
  

• As Board meetings are open to the public, these meetings must be conducted 
in such a way that all members participating can hear each other at the same 
time, and that the public can also hear the deliberations  

• A member of the Library Board or a committee may attend, participate and vote 
at an open or closed meeting remotely, if necessary 

• Members who wish to attend a meeting remotely should give the CEO notice 
forty-eight hours before the meeting.  Members who attend remotely have a 
vote 

• Meeting minutes will reflect that a member is participating remotely   

• Quorum applies to members attending in person and remotely 
 
 

Chairperson of the Board 
 

The Chairperson of the Essa Public Library Board acts as an official representative 
of the library, ensures proper functioning of the Board and proper conduct of Board 
business. The Chairperson also: 
 

• Presides regular and special meetings of the Board in accordance with the 
Public Libraries Act, Revised Statutes of Ontario, 1990, chapter P.44, other 
relevant legislation, and with the rules of procedure adopted by the Board. 

•   Serves as an ex-officio member on all Board committees 

• Acts as an authorized signing officer of documents pertaining to Board business 

• Represents the Board at public or private meetings to conduct, promote, or 
complete Board business 

• Makes recommendations for committee work to be approved by the Board 

• Ensures vacancies on Board committees are filled expeditiously  

•   Advises the Vice-Chairperson if temporarily unable to perform these functions 
 

The Chairperson shall not commit the Board to a course of action in the absence of 
the specific authority of the Board.  Robert’s Rules of Order provides specific steps 
for the Board to take if a Chairperson does not undertake their duties with integrity 
and care. 
The term of office for the Chairperson shall be the length of the Board term. 
 

 
Vice-Chairperson of the Board 
 

The Vice-Chairperson is responsible to: 

• Perform duties of the Chairperson in the absence of the Chairperson 

• Exercise powers and duties as may, from time to time, be assigned by the 
Board 

• The term of the Vice-Chairperson shall be for the length of the Board term 
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Chief Executive Officer 
 
The Board employs a Chief Executive Officer who is not a voting member of the Board. 
The Chief Executive Officer shall also serve as Secretary-Treasurer of the Board. 
 
 
Order of proceedings 
 
Meetings shall be called to order as soon after the hour fixed for a meeting as a quorum 
is present. Quorum will be when a majority of the Board is present, excluding the 
CEO/Secretary-Treasurer or any members of library staff.  
Where a quorum is not present within thirty minutes after the hour fixed for a meeting, 
the Secretary shall record the names of the Board members present and the meeting 
shall stand adjourned until the next regular meeting or until a special meeting is called. 
If notified by a majority of Board members of their anticipated absence from a meeting, 
the Secretary shall notify members of the Board that the meeting is cancelled. 
In the absence of the Chairperson, the Vice-Chairperson shall preside. 
 

The order of business for regular meetings of the Board would typically be as follows: 
1. Call to order 
2. Chairperson’s remarks 
3. Approval of the agenda 
4. Declaration of any conflicts of interest 
5. Minutes of the preceding meeting 
6. Business arising from the minutes 
7. Correspondence 
8. Treasurer’s report 
9. Chief Executive Officer’s report 
10. Committee reports 
11. Other business 
12. Date of the next meeting 
13. Adjournment 

 
All business shall be dealt with in the order of the agenda unless otherwise decided by 
the Board Chair. 
 
Conduct of proceedings 
 
It shall be the duty of the Chairperson to: 
 

• Open meetings by calling the members to order 

• Announce the business before the Board in the order of which it is to be acted 
upon 

• Receive and submit motions presented by the members of the Board 

• Put to vote all motions which are moved and seconded and announce the results 

• Decline to put to vote motions which infringe the rules of procedure 

• Restrain members engaged in debate within the rules of order 

• Exclude any person from a meeting for improper conduct 

• Authenticate, by signing, minutes of the Board 
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• Represent and support the Board, declaring its will, and implicitly obeying its 
decisions in all things 

• Receive messages and communications and announce them to the Board 

• Appoint members to committees 

• Ensure Board decisions are in conformity with the laws and by-laws governing 
activities of the Board 

 
Rules of debate 
 
In directing debate, the Chairperson shall: 

• Preserve order and decide questions of order 

• Designate the member who has the floor when two or members wish to speak 

• State motions presented or require the Secretary to read the motion before 
permitting debate 

• Put the question to vote when all members wishing to speak have spoken once 
or when further debate will not serve to advance the business before the Board 

 
In addressing the Board, no member shall: 

• Speak beside the question in debate 

• Reflect upon a prior determination of the Board except to conclude such remarks 
with a motion to rescind such determination 

• Interrupt the member who has the floor except to raise a point of order 

• Speak more than once to the same question except upon consideration of a 
report referred by a committee to the Board for a decision, in explanation of a 
statement which may have been interpreted incorrectly, or with permission of the 
Board after all other members have spoken 

 
A member may require the question or motion under discussion to be read at any time 
during the debate. 
Every member present, when a question is put, shall vote unless a member has 
declared a conflict of interest. A member who refuses to vote shall be deemed to vote in 
the affirmative. 
 
Motions 
 

• A motion must be seconded before it can be debated, put to vote or recorded in 
the minutes 

• After a motion has been properly moved and seconded, it can only be withdrawn 
by resolution approved by the Board 

• A motion before the Board must be discussed before any other motion to amend, 
adjourn, or extend proceedings 

• Only one motion to amend the main motion shall be allowed 

• A motion to adjourn is not debatable, cannot be amended, and, if resolved in the 
negative, cannot be made again until after some immediate proceeding shall 
have been completed by the Board 

• A motion for reconsideration of a question which has been decided upon but not 
acted upon may be made at any time by a member who voted on the question 
with the majority, and until the motion for reconsideration has received 
disposition no further discussion of the question shall be allowed 



 

      Essa Public Library Policy: EPL ADMIN:001 Library Board By-Laws 28Oct2024 

8 
 

• A motion containing multiple decision points may be broken down into separate 
items with agreement of the Board 

 
Voting on motions 

 

• The Chair or Acting Chair will only vote when their vote is required to break a tie.  
If the Chair or Acting Chair decides not to cast a vote, the motion or amendment 
is defeated because a majority was not obtained.  If, however, a Member of the 
Board calls for a recorded vote, then all Members will cast a ballot (or abstain 
from voting if they choose) with the Chair casting the last vote.  If a tie results, the 
motion or amendment is defeated, and that motion cannot be placed on the table 
again during that meeting 

• Only committee members may move and second motions and vote in committee 
meetings.  All Board members may participate in discussions of matters before 
the committee 

• A separate vote shall be taken upon each motion that has been broken down as 
separate items with the approval of the Board 

• Voting shall normally be by a show of hands 

• Upon the request of a member who was present when the question was stated, a 
recorded vote shall be taken 

 
Committees of the Board and Terms of Reference  
 
At the first meeting of the new term, the Board shall appoint the following Standing 
Committees: Planning and Policy, Finance, Personnel. Standing Committees operate 
for the term of the Board. The term of Ad Hoc committees should be defined in the 
Terms of Reference. 
The Board may appoint Ad Hoc Committees for a short term to address a particular 
issue or to obtain a defined objective. The Committee is dissolved by the Board once 
the objectives are satisfied or following the presentation to the Board of a Final Report. 
The function of Board Committees is to advise and make recommendations to the 
Board. Recommendations and reports are not implemented until approved by motion at 
a Board meeting. 
 
The Board shall establish Terms of Reference for each committee which may be 
amended by a vote of the Board. The Terms of Reference shall include: 

1. Purpose  

• Standing Committees: state the purpose and duties 

• Ad Hoc Committee: state the objectives of the Committee 
2. Composition 

• Board Chair 

• Chief Executive Officer 

• Committee Members 

• Committee Chair, if applicable 
3. Procedures 

• Meetings will be scheduled as required by the Committee Chair or may be 
called by a majority of the committee members or the committee may select a 
regular meeting date. At least 2 weeks notice should be given for meetings, 
unless a special need arises. 
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• Information/documentation may be distributed by the Committee Chair or the 
CEO under the direction of the Chair  

• If agreement on a recommendation is obtained from all committee members 
outside of a committee meeting, then the Committee Chair may present this 
agreement to the Board, either verbally or by a written report or other 
document 

• Agenda may be prepared by the Committee Chair or by the CEO under the 
direction of the Chair, and normally include: 

o Date, time, location  
o Attendance 
o Approval of Agenda 
o Minutes of preceding meeting 
o Business arising from the Minutes which will not otherwise be covered 

below 
o Reports and updates 
o Preparation of recommendations to the Board 
o Assignment of tasks as required 

• Minutes are taken by the CEO as Secretary to the Board who distributes them 
to committee members. In the absence of the CEO, the Committee may 
appoint a committee member as Recording Secretary. 

• The Committee Chair shall report verbally at the Regular Board Meeting 
following each committee meeting or Minutes of the committee meeting may 
be submitted as a Report. When a written Report with committee 
recommendations is required, this may be prepared by the CEO under the 
direction of the Committee Chair and should normally be distributed to the 
Board prior to the Regular Board Meeting. 

 
Financial year 
 
The Financial year of the Essa Public Library Board runs to December 31st. 
 
Signing Officers of the Board 
 
The Board shall appoint Signing Officers of the Board: 
For the purposes of entering into agreements with other agencies, applying for grants, 
submitting reports to government or other agencies, and other duties as may arise the 
Signing Officers are the Chief Executive Officer and the Manager of Library Services as 
delegate, the Chair of the Library Board, and the Vice-Chair of the Library Board. 
For approving library expenditures, the Signing Officers are one of the Chief Executive 
Officer and Manager of Library Services, or one of the Library Board Chair and Vice-
Chair. Writing cheques for library expenditures, depositing revenues, bank reconciliation 
of the Library Board accounts, and internal bank transfers from the library bank account 
to the Township bank account for operating costs are contracted to the Township of 
Essa Treasurer.     
 
Bank accounts 
 
Bank accounts required for the business of the Board shall be opened in the Board’s 
name by the Treasurer in branches of chartered banks, trust companies or credit unions 
as the Board may from time to time determine by resolution. 
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Audit 
 
Accounts of the Board shall be audited by auditors appointed by the Municipality at the 
conclusion of each financial year. 
The Secretary of the Board shall receive the audited financial statements of the library 
from the Municipality to distribute to Board members. 
 
Amendment of By-laws 
 

A motion to amend or remove a By-law of the Essa Public Library Board shall require a 
majority vote to be carried, providing that notice shall have been given at the previous 
meeting of the Board. 
 
Policies will be reviewed on a four-year cycle by the Policy and Planning Committee and 
reported to the Library Board as needed. 
 
 
 


