
 

   
 

BWG Library Board 

Regular Meeting Agenda 

 
Date:  Monday, January 19, 2026 
Location:  Board Room 
Number:  2026-02 
Members:  Chair:  Licinio Miguelo   Vice Chair:  Cheraldean Duhaney 
  OLS Trustee:  Jen Turner  FOL Liaison:  Joseph Giordano 
  Ferguson Mobbs   Diana Sheeler 
Staff:   CEO:  Nina Cunniff   Recording Secretary:  Nadia Usman 
Regrets:    
______________________________________________________________________ 
 
 
1. Land Acknowledgement 

We will begin this event/meeting by acknowledging that the land we are meeting on is 
the traditional territory of many nations, which has been inhabited by Indigenous 
peoples for thousands of years. We are grateful for the opportunity to meet here, and 
we thank all the generations of people who have taken care of this land.   
We acknowledge that we are situated on the traditional land of the Anishinaabe and 
the Huron-Wendat peoples. The Anishinaabe include the Ojibwe, Odawaand 
Potawatomi nations, collectively known as the Three Fires Confederacy.  We also 
acknowledge that Bradford West Gwillimbury is covered by Treaty 18.  
We are dedicated to honouring Indigenous history and culture and committed to 
moving forward in the spirit of reconciliation and respect with all First Nation, Métis 
and Inuit people. 

 
      Read by: 
 
2. Call to Order 

The presiding Chair calls the meeting to order at 
 
3. Confirmation and Adoption of Agenda 

Recommendation: 
“That the BWGPL Board receive and adopt the Monday, Jan. 19, 2026, agenda.” 
Moved by:   Seconded by:   Result: 
 

4. Declaration of Conflict of Interest 
 

5. Special Presentation/Welcome Guests 
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6. Closed Session 

Recommendation: 
“That the BWGPL Board move into a session that is closed to the public in accordance 
with the Public Libraries Act, Section 16.1 (4) at     pm.” 
Moved by:   Seconded by:   Result: 
 
See closed session agenda 
 
Recommendation: 
“That the BWGPL Board rise from a session that is closed to the public in accordance 
with the Public Libraries Act, Section 16.1 (4) at     pm.” 
Moved by:   Seconded by:   Result: 
 

7. Adoption of Closed Meeting Action 
Recommendation: 
“That the Board receives and approves the recommendations and information in the 
confidential board package dated January 19, 2026 and will not be made public as it 
involves labour relations and employee negotiations.” 
Moved by:   Seconded by:   Result: 
 

8. Confirmation of Consent Agenda 
8.1. Regular meeting minutes of November 17, 2025 
8.2. Closed meeting minutes of November 17, 2025 
8.3. Special meeting minutes of January 5, 2026 
8.4. Closed meeting minutes of January 5, 2026 
8.5. Management Monthly Report 
Recommendation: 
“That the Board receive and adopt the Consent Agenda items 7.1 to 7.5 inclusive.” 
Moved by:   Seconded by:   Result: 

 
9. 2026 Budget  

Council approved budget for 2026 
Recommendation: 
“That the BWGPL Board receive and approve the 2026 Budget.” 
Moved by:   Seconded by:   Result: 
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10. 2025 Reserve Fund Statement   

Recommendation: 
“That the BWGPL Board receive the 2025 Reserve Fund Statement.” 
Moved by:   Seconded by:   Result: 
 

11. Finance Report 
Recommendation: 
“That the BWGPL Board receive the Finance Report for December 2025 (not final).” 
Moved by:   Seconded by:   Result: 

 
12. Board Report: Evening Hours 

Recommendation: 
“That the BWGPL Board approve the pilot project to extend opening hours as 
proposed.” 
Moved by:   Seconded by:   Result: 

 
13. Memorandum of Understanding (MOU) between the Town and the Library 

Recommendation: 
“That MOU be endorsed in principle and the CEO and Board Chair be authorized to 
sign.” 
Moved by:   Seconded by:   Result: 
 

14. Collective Agreement Bargaining 
Recommendation: 
“That the BWGPL Board approve a mandate for staff to engage in negotiations with 
the Union for a new collective agreement.” 
Moved by:   Seconded by:   Result: 
 

15. Committees 
15.1. Friends of the Library 
15.2. Policy Committee 
 

16. Correspondence 
 
17. Board Training 
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18. New Business 
 
19. Next Regular Meeting 

Monday, February 9, 2026, at 7pm 
 

20. Upcoming Events 
20.1. February Blues: The Library’s partnership with the Barrie Jazz and Blues 

Festival continues with a performance by Grant Lyle on February 7.  
20.2. Artist-in-Residence program: Jill Price is working with community 

members to create a paper-leaf installation that explores material connections 
between trees and objects from the human-made world, which will be displayed 
in the MacGregor Alcove and will be celebrated with a public reception on 
February 12. This project is funded by the Friends of the Library.  

20.3. Black History Month: Cultural Services has begun recruiting an advisory 
committee to support development of the Library’s display this February. In 
addition, several programming partnerships are planned, including a musical 
performance and the Library’s annual Black History Conference. 

 
21. Adjournment 

Recommendation: 
“That this regular meeting of the BWGPL Board adjourns at      pm.” 
Moved by:   Seconded by:   Result: 

 



 

   
 

BWG Library Board 

Regular Meeting Minutes 

 
Date:  Monday, November 17, 2025 
Location:  Board Room 
Number:  2025-10 
Members:  Chair: Licinio Miguelo   FOL Liaison: Joseph Giordano 
  Ferguson Mobbs   Diana Sheeler 
Staff:   CEO: Nina Cunniff   Recording Secretary: Nadia Usman 
Regrets:   Vice Chair: Cheraldean Duhaney OLS Trustee: Jen Turner 
______________________________________________________________________ 
 
1. Land Acknowledgement 

We will begin this event/meeting by acknowledging that the land we are meeting on is 
the traditional territory of many nations, which has been inhabited by Indigenous 
peoples for thousands of years. We are grateful for the opportunity to meet here, and 
we thank all the generations of people who have taken care of this land.   
We acknowledge that we are situated on the traditional land of the Anishinaabe and 
the Huron-Wendat peoples. The Anishinaabe include the Ojibwe, Odawaand 
Potawatomi nations, collectively known as the Three Fires Confederacy.  We also 
acknowledge that Bradford West Gwillimbury is covered by Treaty 18.  
We are dedicated to honouring Indigenous history and culture and committed to 
moving forward in the spirit of reconciliation and respect with all First Nation, Métis 
and Inuit people. 
 
D. Sheeler reads the land acknowledgement. 

 
2. Call to Order 

The presiding Chair calls the meeting to order at 7:00 pm. 
 
3. Confirmation and Adoption of Agenda 

Motion: 
“That the BWGPL Board receive and adopt the November 17, 2025, agenda.” 
Moved by: D. Sheeler  Seconded by: J. Giordano  Result: Carried 
 

4. Declaration of Conflict of Interest 
 

5. Special Presentation/Welcome Guests 
 
The new Deputy CEO was introduced and welcomed to their first meeting. 
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6. Closed Session 
Motion: 
“That the BWGPL Board move into a session that is closed to the public in accordance 
with the Public Libraries Act, Section 16.1 (4) at 6:00 pm.” 
Moved by: J. Giordano  Seconded by: D. Sheeler  Result: Carried 
 
See closed session agenda 
 
Motion: 
“That the BWGPL Board rise from a session that is closed to the public in accordance 
with the Public Libraries Act, Section 16.1 (4) at 6:32 pm.” 
Moved by: D. Sheeler  Seconded by: F. Mobbs  Result: Carried 
 

7. Confirmation of Consent Agenda 
7.1. Regular meeting minutes of October 20, 2025 
7.2. Management Monthly Report 
Motion: 
“That the Board receive and adopt the Consent Agenda items 7.1 to 7.2 inclusive.” 
Moved by: J. Giordano  Seconded by: D. Sheeler  Result: Carried 
 
The CEO provided updates on staffing, staff and management trainings, library 
programs, and capital expenditures.  
The CEO and Board discussed visitor counts, physical circulation, and self-checkout 
numbers. The Board suggested analyzing the low attendance at Seniors' programs to 
identify root causes and exploring ways to improve engagement. Additionally, they 
recommended tracking library social media metrics, such as scrolling, click rate, open 
rate, registrations, and attendance, to assess what content resonates with the 
community and inform future decisions. 

 
8. 2026 Budget Update 

Oral update from Informal budget meeting November 13, 2025 
Motion: 
“That the BWGPL Board receive the 2026 Budget Update.” 
Moved by:   Seconded by:   Result: 
 
The Board Chair and Library CEO met with council for an informal budget discussion. 
The budget deliberation is scheduled for next Wednesday/Thursday. The new mayor's 



   
 

3 | P a g e  
 

budget will be presented, and council will deliberate and vote on it. The CEO will 
circulate the schedule to the Board, and members are encouraged to attend if 
possible. 
 

9. Finance Report 
Motion: 
“That the BWGPL Board receive the Finance Report for October 2025.” 
Moved by: D. Sheeler  Seconded by: F. Mobbs  Result: Carried 
 
The CEO updated the Board on budget lines with unspent funds and those that are 
over budget. 

 
10. 2026 Schedule Revised 

Motion: 
“THAT the BWGPL Board receive and approve the revised 2026 schedule.”  
Moved by: J. Giordano  Seconded by: F. Mobbs  Result: Carried 
 
The CEO corrected and highlighted the correct Board meeting date in May. 

 
11. Committees 

11.1. Friends of the Library 
11.2. Policy Committee 
 
FOL update: they had their book sale and launched the Early Literacy Stations. 
 
Policy committee: F. Mobbs is chair. Once minutes are finalized, the policy will be 
brought to the Board. 
 

12. Correspondence 
 
13. Board Training 
 
14. New Business 
 
15. Next Regular Meeting 

Monday, January 19, 2025, at 7:00 pm 
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The CEO will schedule a Personnel and Policy Committee meeting before the next 
Board meeting. 
 

16. Upcoming Events 
 

17. Adjournment 
Motion: 
“That this regular meeting of the BWGPL Board adjourns at 7:39 pm.” 
Moved by: J. Giordano  Seconded by: D. Sheeler  Result: Carried 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
_______________________            _____________________ 
Licinio Miguelo, Board Chair        Nina Cunniff, CEO 

 



 

   
 

BWG Library Board 

Special Meeting Minutes 

 

Date:  Monday, January 5, 2026 
Location:  Zima Room and virtual 

Number:  2026-01 

Members:  Chair:  Licinio Miguelo   Vice Chair:  Cheraldean Duhaney 

  OLS Trustee: Jen Turner  FOL Liaison:  Joseph Giordano 

  Ferguson Mobbs   Diana Sheeler   

Staff:   CEO:  Nina Cunniff   Recording Secretary:  Kate Gibson 

Regrets:   Nadia Usman  

______________________________________________________________________ 

 

1. Closed Session 

Motion: 

“That the BWGPL Board move into a session that is closed to the public in accordance 

with the Public Libraries Act, Section 16.1 (4) at 5:01 pm.” 

Moved by: C. Duhaney  Seconded by: D. Sheeler  Result: Carried 

 

See closed session minutes 

 

Motion: 

“That the BWGPL Board rise from a session that is closed to the public in accordance 

with the Public Libraries Act, Section 16.1 (4) at 5:06 pm.” 

Moved by: F. Mobbs  Seconded by: J. Turner  Result: Carried 

 

2. MOU with Town of BWG 

Discussion regarding current draft of MOU with the Town. 

 

• L. Miguelo suggested that the written comments of the Board members be 

discussed in the order in which they were sent to N. Cunniff.  

• F. Mobbs requests Section 16 is amended from 6 months to 3 months. All 

Board Members agreed on the amendment. He questioned Schedule B, 

Section 2J, to which N. Cunniff and L. Miguelo clarified that surplus funds must 

roll over into reserves at the end of the fiscal year as they are operating funds, 

rather than a lump sum, until that point. L. Miguelo also indicated that reserve 

funds should not be discussed until the MOU is in place.  

• J. Turner submitted a list of questions which were addressed by N. Cunniff. (I 

have Nina’s answers if needed) No MOU amendments were made. 
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• L. Miguelo made several grammar and style edits which were captured in N. 

Cunniff’s revised MOU copy. He requested that Schedule F, Section 3 and 4, 

be reworded for clarity. All Board Members agreed on the amendments. 

• C. Duhaney, D. Steeler and J. Giordano indicated that they did not have 

additional comments or changes. 

• N. Cunniff requested the rewording of some sentences. She asked for the 

addition of the word Board in Section 2 and the amendment of the date in 

Section 17. There was a discussion regarding the addition if Deputy CEO in 

Schedule B, Section 5 as the Public Library Act requires 3 people be named as 

signatories. All Board Members agreed with the amendments. 

• N. Cunniff said that integration and partnership with the Town is advisable 

where it makes sense.  

• J. Turner indicated that the soft copy version of the MOU did not capture all of 

L. Miguelo’s wording changes and the request was made to ensure all the 

changes be captured. 

• N. Cunniff clarified for C. Duhaney that the Library does not currently have a 

bank account that can be accessed by Library staff. Grant money is deposited 

into a Bradford West Gwillimbury Public Library account but access is restricted 

to the Town’s staff. Grant money such as the PLOG is transferred to the Town 

and mixed with the Town’s $3.5 million operating grant for dispersal/accounts 

payable throughout the year. N. Cunniff must go through the Town for account 

information. 

 

Motion: 

“That the Board move to approve the MOU in principle, subject to final approval at the 

January 19th Board Meeting.” 

Moved by: D. Sheeler  Seconded by: F. Mobbs  

 

Result: Recorded Vote 

D. Sheeler Yes 

F. Mobbs  Yes 

J. Giordano Yes 

J. Turner  Yes 

C. Duhaney Yes 

L. Miguelo Yes 
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3. Next Regular Meeting 

Monday, January 19, 2026, at 7pm 

 

4. Adjournment 

Motion: 

“That this meeting of the BWGPL Board adjourns at 5:56 pm.” 

Moved by: F. Mobbs  Seconded by: J. Giordano  Result: Carried 

 

  
  
  
 

 

  
  
  
  
  
  
  
  
  
  
  
_______________________            _____________________ 
Licinio Miguelo, Board Chair        Nina Cunniff, CEO 

 

 



 

   
 

BWG Library Board 

Monthly Report 

Date:   January 19, 2026 
Prepared by:  Nina Cunniff  
Subject:   Management Monthly Report  
______________________________________________________________________ 
 
 
Purpose 
 
This report will update the Board on some matters concerning the Library since the last 
general meeting on November 17, 2025, and on some upcoming matters. 
 
 
Staffing 
 
New Hires/Promotions: 
Olivia Kamphorst, Program Development Coordinator 
Gail Hazlett, Cultural Services Specialist 
Maggie Paule, Student Page 
 
Currently in Progress: 
Library Programmer (interviews now underway)  
Information Services Specialist (posted internally) 
 
Return from Parental Leave: 
Samantha Van Grootel - February 3, 2026 
 
Training, Meetings: 
Managing within Town Policies and Procedures (½ day) – all managers.  
First Aid training (4 sessions, ½ day each) – 15 staff 
Publisher meeting, Oct 6 – Carrie, Melissa 
Accessibility Advisory Committee’s Annual Public Consultation – Chris KT presented 
Simcoe County Local Immigrant Partnership meetings, Oct 2, Dec 4 – Nina attended 
N6+1 meeting, Oct 3 – Nina attended 
FOL meeting, Oct 6, Dec 1 – Nina attended 
N6+1, Oct 25 Board Training Workshop – Nina attended 
Newcomer Recognition Awards Ceremony – Kate, Steph attended 
Funders Forum, Dec 2 – Nina attended 
AMPLO, Dec 5 – Nina attended 
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Staff Training Day, Nov 7 – featured CAMH training on Workplace Wellness and Mental 
Health Support and Customer Service and De-escalation Training 
 
Developed an orientation package and checklist to ensure all employees have a 
standardized basic onboarding experience 
 
 
Programming Highlights 
 
Programming has resumed in the Creative Lab, with 7 programs being run in December, 
including Tinker Time, Canvas Creation 101, Cricut Heat Press 101, 2D to 3D Designs, 
Custom Decals 101, and Design a 3D Snowman. These programs offer instruction on 
how to use the technology in the lab, not only fun and creative but also teaching how to 
use the technology. 
 
In December, Community Engagement facilitators welcomed 4 classes of grade 3 
students from Fieldcrest Public School for tours of the building including the Creative Lab. 
 
Community Engagement staff participated in the Town’s Snow Much Fun event on Friday 
December 5th, offering demonstrations of the Creative Lab’s 3D printer, 3 story times, 
craft station and fun and games. 
 
Programming continued during the Winter Break, and families enjoyed attending a drive-
in movie, a performance by Russ Clayton, a family crafternoon, and a New Year’s Eve 
craft party. Passive programming during the break included a guessing game and a 
community puzzle in the Atrium. The guessing game received 50 responses. The 
community puzzle was completed over the Winter Break and received very positive 
feedback on our social media. 
 
 
Main Floor Display Case 
 
In December, the Main Floor display was updated to celebrate winter holidays, including 
Christmas, Hanukkah, Kwanzaa, Winter Solstice, and Yalda Night. In January, the display 
is promoting the upcoming Friends of the Library book sale. 
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Collection 
 

• Two new GoPro HERO kits were added to replenish the Library of Things 
collection and provide access to current technology. 

• Snowshoe kits were launched on December 17. 
• Two Wye Marsh passes were purchased to expand access to cultural and 

environmental experiences. 
• Three Toronto Zoo Park Passes were ordered as part of a pilot park pass program. 

 
 
Facility 
 

• New boilers were brought online, and initial operational issues were resolved. 
• Responsibilities were reviewed with night-time cleaning staff, resulting in visible 

improvements. 
• The garbage room, janitorial closet, and basement stairwell were overhauled and 

reorganized. 
• Facilities staff addressed some outstanding repairs, including the drop box flap, 

baseboards, and desk legs. 
• All interior glass was cleaned over the holiday period. 

 
 
Technology 
 

• Updated AtoM, the digital archives server supporting the Local History Collection. 
• Repaired SmartGate security gates in coordination with Bibliotheca. 
• Resolved billing and device management issues with Rogers MyFi. 
• Set up a new PC for the Program Development Coordinator and relocated an 

existing PC to support Cultural Services Programmer 
• Emergency rebuild/repair of Digitiazation Station for Creative Lab 

 
 
Capital Reserve Fund Projects Update 
 
Furniture $100,000 
Ten new chairs have been ordered for the atrium and outside the boardroom and delivery 
is expected in 6-8 weeks 
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PA system $100,000 (rolled over from 2025) 
Installation of the new PA system has begun and is expected to be finished before the 
end of the month 
 
Video Surveillance System Server $15,000 
The new server has been ordered, and the library is waiting on delivery 
 
Coin/Debit machines for public printer/photocopiers $30,000 
On hold 
 
Conversion of first floor kitchenette into office space $40,000   
On hold 
 
 

Statistics 
 
 
Circulation (average monthly): 
 
 Nov 2025 Nov 2024 Dec 2025 Dec  2024 
Visitor Counts  21,025 22,984 18,157 16,505 

Number of New Borrowers 184 0 192 49 

Online Registrations 39 23 51 14 
Total Number of Borrowers 18,595 17,024 18787 16,959 
Self-Checkouts 2,525 3,039 2,280 2,229 
Physical Circulation 15,943 19,352 15,334 15,699 
eCirculation 4,365 3,392 4,391 4,431 
Total Circulation 20,308 22,744 19,725 20,130 
Public Computer Use 1,365 n/a 1,173 n/a 
Number of Sessions on 
ELS 2,729 n/a 2478 n/a 

Credit/Debit Card Terminal 
Usage 210 n/a 188 n/a 
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Collection: 
 
November/December Number 
French and Multilingual Books Added 294 
Total Books Added 1,400 
Non-Book Items Added 212 
Items Deleted 57 

 
Cultural Programming: 
 
Program Date Number attendees 

Artist-in-Residence Workshop Nov 8 3 

English Conversation Corner Nov 13, 27 & Dec 11 45 

Senior’s Holiday Stocking Workshop Dec 15 2 

Sonical Bees Holiday Music Performance Dec 18 20 

Music & Poetry Circle Nov 23, Dec 21 20 

Total November, December  90 

 
General Programming: 
 
Program Number events Number attendees 

Early Literacy and Early Learning  27 517 

Other Children’s Programming  12 189 

Homework Help  4 71 

Teen Programming  2 10 

Maker space 2 28 

Adult Learning 1 2 

Senior Programming 2 19 

Book Clubs  2 18 
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Other  7 74 

Total November/December 60 928 

 
Communications:   
 

Social Media  
Facebook  Instagram  

Dec 2025 Nov 2025 Dec 2025 Nov 2025 
Views  36,969 19,848 17,423 21,870 

Interactions  184 235 303 881 

Email Performance  
eNewsletters Segmented eBlasts 

Dec 2025 Nov 2025 Dec 2025 Nov 2025 
Emails  10,377 10,214 1,681 3,037 

Open Rate  52% 58% 57% 58% 

Total Clicks  337 212 69 136 

Click Rate  3% 2% 4% 4% 

Mobile  5% 6% 8% 6% 

Desktop  95% 94% 92% 94% 
 

Most popular pages on Website    

December 
  

Page  Views  Users  

Home/BWG Public Library      
(most users land on this page)  8,699 1,324 

Job Postings  140 91 

Adult Programs  61 39 

Programs for Children and Families  121 59 

Culture 331 45 

Creative Lab 319 64 

Library of Things 476 97 

Online Library (databases) 476 97 

Total Visits 10,147 1,719 



Object Category 2022 Actual 2023 Actual 2024 Budget 2024 Actual 2025 Budget 2025 Actual 2026 Budget

Cost Recovered 17,053 40,226 15,000 30,936 19,000 13,018 35,000
Grants 32,532 29,778 27,332 69,420 27,332 1,609 27,332
Transfer from reserves 6,727 0 18,000 0 18,000 0 58,000
User fees 7,979 9,503 19,000 15,100 14,000 5,276 14,000

64,291 79,507 79,332 115,456 78,332 19,903 134,332

Advertising & Promotions 5,248 177 6,000 1,955 6,000 119 6,000
Bank/Processing Fees 845 791 700 885 700 644 900
Communications 6,138 7,983 6,620 7,382 6,620 2,772 7,000
Contractual Services 159,659 227,756 124,000 165,916 189,000 135,345 190,000
Contributions to Reserves 305,493 49,589 0 252,753 0 0 0
Insurance 52,153 59,640 70,561 66,304 76,205 34,944 66,304
Material & Supplies 378,627 428,790 426,162 408,332 427,162 143,693 430,000
Mileage, Conference & Training 15,105 23,144 25,000 22,688 25,000 3,222 25,000
Postage & Courier 6,325 7,150 6,000 7,119 6,000 2,752 7,000
Professional Services 38,062 222,435 25,470 56,479 25,470 915 25,000
Repairs & Maintenance 26,195 32,781 28,000 18,605 28,000 18,665 30,000
Salaries & Benefits 1,712,282 1,824,038 2,355,221 2,096,323 2,606,970 984,778 2,718,465 A
Utilities 63,249 70,908 72,400 77,517 72,400 27,066 72,400

2,769,381 2,955,181 3,146,134 3,182,258 3,469,527 1,354,915 3,578,069
(2,705,090) (2,875,674) (3,066,802) (3,066,802) (3,391,195) (1,335,012) (3,443,737)

Notes:

A Market review (year 2 of 2)
COLA - union, step adjustments and benefits
COLA - non union
Additional staff time to open until 9pm instead of 8pm (Mon-Fri) starting September 2026

Budget Requests not included above:

Amount
$32,770
22,287            
82,438            

137,495          

11,143

Total

Description
Move current IT Analyst from part-time to full time
Additional staff time to open until 9pm instead of 8pm (Mon-Fri)
Additional IT Analyst

2026 vs 2025
 Budget Variance

Revenues

Town of Bradford West Gwillimbury
Budget Year: 2026

Department or Job: 5000 - Library & Activity: All

5000 - Library

16,000
0

40,000
0

Revenues Total 56,000
Expenditures

0
200
380

1,000
0

(9,901)
2,838

0
1,000
(470)
2,000

111,495
0

9,227

Expenditures Total 108,542
Net Total (52,542)

48,890
42,235



Town of Bradford West Gwillimbury 5
Budget 2026
Capital Projects

Project Description Project # 2026 Budget

LIBRARY

Library asset renewal/upgrades 4539 185,000         

TOTAL LIBRARY 235,000         

Library asset renewal/upgrades:
Furniture 100,000         
New Server for Security System 15,000           
Coint/Debit machine for public copier 30,000           
Conversion of first floor kitchen into office space 40,000           



Library Pay Grade LU12

Library Nb of hrs/wk 35

Justification:

Financial Implications:
Anticipated Cost

Wages & Benefits: Wages $75,201
Benefits $40,007

Increase in Operating Cost: Training No $0
Mileage No $0
Rent No $0
IT Licenses & others No $0
Protective Equipment No $0

Total additional operating cost $0

Increase in Capital Cost: Renovation to existing space No $0
Furniture/Equipment No $0
New Town vehicle No $0
Other cost (please specify) No $0

Total additional capital cost $0
$115,208

Funding:
Please indicate the source of funding for this position:

Municipal Property Taxes $115,208
Town Reserves
User Fees
User Rates (W/WW)
Other (Please specify)

$115,208

Nina Cunniff Approved by Licinio Miguelo

Currently we only have one part-time IT analyst. With two analysts, one full-time and one part-time, we would gain 35 hours 
per week of IT support.  This step is necessary due to the increasing demand and reliance on technology in the Library by 
both the public and staff:
•	Increasing need for cyber security vigilance. 
•	Reliance on a single IT Analyst creates a vulnerability, as any absence or departure could significantly impact operations.
•	Improving IT support/coverage during Library opening hours.
•	Ensure continuity and support succession planning efforts
•	Retention of highly experienced and knowledgeable staff, including their institutional knowledge and expertise.
•	Increasing demand to manage user access control such as SharePoint, shared email accounts, etc.
•	Increasing numbers of computers, laptops, servers, etc. for both the staff and public, that need to be maintained, updated, 
repaired and replaced. 
•	Increasing demand to keep machines up to date on Security Bulletins/MS updates, and applications such as MS Office, etc.
•	Increasing demand to keep up with user activities such as new employees being added, others being deleted and still others 
changing roles and/or locations.  
•	Increasing software needs, both in terms of new software, and upgrades and bug fixes to current software. For example, we 
now use Absolute in addition to Deepfreeze to protect the desktops and laptops used by the public.  We also use library 
specific software like Princh, PCReservation, Iguana, V-smart, and so on. 
•	Finally, and perhaps most importantly, our community relies on the Library for so much from a technology standpoint that it is 
critical that public computers, laptops, Wi-Fi hotspots, internet access, and print/photocopier services and so on are all robust, 
secure and available for use.

Requested by

Division

New Position Justification Form
Budget 2026

Job Title IT Analyst (convert from PT to FT and additional staff)

Department



Library Pay Grade various

Library Nb of hrs/wk various

Justification:

Financial Implications:
Anticipated Cost

Wages & Benefits: Wages $19,899
Benefits $2,388

Increase in Operating Cost: Training No $0
Mileage No $0
Rent No $0
IT Licenses & others No $0
Protective Equipment No $0

Total additional operating cost $0

Increase in Capital Cost: Renovation to existing space No $0
Furniture/Equipment No $0
New Town vehicle No $0
Other cost (please specify) No $0

Total additional capital cost $0
$22,287

Funding:
Please indicate the source of funding for this position:

Municipal Property Taxes $22,287
Town Reserves
User Fees
User Rates (W/WW)
Other (Please specify)

$22,287

Nina Cunniff Approved by Licinio MigueloRequested by

Division

New Position Justification Form
Budget 2026

Job Title Additional staff to open until 9pm

Department



Bradford Library & Cultural Centre
Reserve Fund Statement
as at December 31,2025

2025
Actual

Opening Balance January 1, 2025 1,576,000                   
A Investment incomes & Interest 5,019                           
4539 Library asset renewal/upgrades -                                   

Ending Balance January 31, 2025 1,581,020                   
A Investment incomes & Interest 5,035                           
4539 Library asset renewal/upgrades -                                   

Ending Balance February 28, 2025 1,586,055                   
A Investment incomes & Interest 4,258                           
4539 Library asset renewal/upgrades 13,303                         

Ending Balance March 31, 2025 1,603,617                   
A Investment incomes & Interest 4,426                           
4539 Library asset renewal/upgrades 24,468                         

Ending Balance April 30, 2025 1,632,511                   
A Investment incomes & Interest 4,025                           
4539 Library asset renewal/upgrades -                                   

Ending Balance May 31, 2025 1,636,536                   
A Investment incomes & Interest 4,170                           
4539 Library asset renewal/upgrades 15,981                         

Ending Balance June 30, 2025 1,656,687                   
A Investment incomes & Interest 3,869                           
4539 Library asset renewal/upgrades -                                   

Ending Balance July 31, 2025 1,660,557                   
A Investment incomes & Interest 4,231                           
4539 Library asset renewal/upgrades -                                   

Ending Balance August 31, 2025 1,664,788                   
A Investment incomes & Interest 4,242                           
4539 Library asset renewal/upgrades 26,578                         

Ending Balance September 30, 2025 1,695,607                   
A Investment incomes & Interest 4,181                           
4539 Library asset renewal/upgrades 657                              

Ending Balance October 31, 2025 1,700,445                   
A Investment incomes & Interest 3,972                           
4539 Library asset renewal/upgrades -                                   

Ending Balance November 30, 2025 1,704,417                   
A Investment incomes & Interest 3,502                           

2025 Operating Expenses/Surplus -                                   
4539 Library asset renewal/upgrades 16,170                         

Ending Balance December 31, 2025 1,724,088                   



Reserve Fund Expenditures

Laptop kiosk refresh and expansion 13,303.00$  
24,468.00$  
37,771.00$  

Additional Security Cameras 15,981.00$  

Furniture 26,578.00$  
657.00$       

16,170.00$  
43,405.00$  

PA system (rolled over to 2026) -$            

Total Spent 97,157.00$  



Fund:  - 05 - Library

Reporting Period: January, 2025 To December, 2025 (12 Months)

Fund:  - 05 - Library; Department: 5000 - Library; Object: All; Activity: All

Budget YTD Actual Cost
Variance 

Over/Under
Percentage 

Variance

Revenue:

Cost Recovered 19,000 28,964 9,964 52.44 %

0170-Cost Recovered 19,000 28,964 9,964 52.44 %

Fines 0 1 1 0.00 %

0130-Fines 0 1 1 0.00 %

Grants 3,418,527 3,420,136 1,609 0.05 %

0210-Ontario conditional grants 27,332 28,941 1,609 5.89 %

0255-Town of BWG 3,391,195 3,391,195 0 0.00 %

Other revenues 0 3,083 3,083 100.00 %

0160-Donations 0 3,083 3,083 100.00 %

Transfer from reserves 18,000 0 (18,000) -100.00 %

0923-Transfer from Municipal Services DCA R. F. 18,000 0 (18,000) -100.00 %

User fees 14,000 14,803 803 5.74 %

0110-Rent, concessions 14,000 14,690 690 4.93 %

0182-Registration 0 112 112 100.00 %

0191-Sales 0 1 1 0.00 %

Total Revenue 3,469,527 3,466,986 (2,541) -0.07 %

Expense:

Advertising & Promotions 6,000 12,024 6,024 100.40 %

3045-Advertising & promotions 6,000 12,024 6,024 100.40 %

Bank/Processing Fees 700 1,357 657 93.88 %

4010-Finance/Bank Charges 700 1,357 657 93.88 %

Communications 6,620 8,257 1,637 24.73 %

3030-Telephone & Communication 6,620 8,257 1,637 24.73 %

Contractual Services 189,000 231,342 42,342 22.40 %

3300-Contracted services 111,925 160,611 48,686 43.50 %

3302-Janitorial cont. services 65,000 54,181 (10,819) -16.64 %

3335-Software annual maintenance 12,075 16,551 4,476 37.07 %

Insurance 76,205 35,228 (40,977) -53.77 %

3055-Insurance Premiums 76,205 35,228 (40,977) -53.77 %

Material & Supplies 427,162 382,167 (44,995) -10.53 %

3000-Materials & supplies 30,000 16,472 (13,528) -45.09 %

3002-Cleaning Supplies 4,000 4,083 83 2.07 %
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Fund:  - 05 - Library

Reporting Period: January, 2025 To December, 2025 (12 Months)

Fund:  - 05 - Library; Department: 5000 - Library; Object: All; Activity: All

Budget YTD Actual Cost
Variance 

Over/Under
Percentage 

Variance
3005-Office Supplies 6,000 7,125 1,125 18.75 %

3006-Program Supplies 21,162 31,556 10,394 49.12 %

3040-Public Relations 3,500 2,258 (1,242) -35.49 %

3110-Library Books 362,500 320,674 (41,826) -11.54 %

Mileage, Conference & Training 25,000 26,052 1,052 4.21 %

3010-Professional Development 17,100 21,857 4,757 27.82 %

3015-Membership 6,000 2,150 (3,850) -64.17 %

3020-Mileage, Meals and Travel Expenses 1,900 2,045 145 7.64 %

Postage & Courier 6,000 8,573 2,573 42.88 %

3035-Postage & Courier 6,000 8,573 2,573 42.88 %

Professional Services 25,470 21,722 (3,748) -14.71 %

3305-Consulting Fees 5,000 9,170 4,170 83.41 %

3310-Auditing 5,470 5,512 42 0.76 %

3320-Legal Fees 15,000 7,041 (7,959) -53.06 %

Repairs & Maintenance 28,000 27,667 (334) -1.19 %

3100-Repairs & Maintenance 13,000 11,903 (1,097) -8.44 %

3101-Computer hardware maintenance 15,000 15,764 764 5.09 %

Salaries & Benefits 2,606,970 2,181,070 (425,900) -16.34 %

1000-Full-time wages 1,446,028 920,187 (525,841) -36.36 %

1005-Part-time wages 666,933 859,578 192,645 28.89 %

1020-Vacation 32,380 0 (32,380) -100.00 %

1030-Benefits 461,630 401,304 (60,325) -13.07 %

Subscriptions 0 0 0 0.00 %

3050-Subscription & publications 0 0 0 0.00 %

Utilities 72,400 74,782 2,382 3.29 %

3085-Hydro 44,000 48,019 4,019 9.13 %

3090-Heating 21,200 20,232 (968) -4.57 %

3095-Water/Sewer 7,200 6,532 (668) -9.28 %

Total Expense 3,469,527 3,010,242 (459,285) -13.24 %

Net Total 0 456,744 456,744 100.00 %
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BWG Library Board 

Opening Hours Report 
 
Date:   January 19, 2026 
Prepared by:  Nina Cunniff  
Subject:   Extending opening hours till 9pm  
______________________________________________________________________  
 
Purpose:   
  
To propose a pilot extension of library opening hours to 9:00 p.m. on weekdays. 
 
Background:  
  
During the 2026 Town Council budget deliberations, the Library requested $33,430 in 
additional operating funding to support a 9:00 p.m. closing time on weekdays. At the 
conclusion of deliberations, Council approved $11,143. This funding was granted with the 
expectation that the Library would extend hours to 9:00 p.m. five evenings per week 
during the final four months of the year.  
  
The primary challenge with this approach is timing. The 2027 budget process begins in 
September, before the proposed extension would even start. As a result, the Library 
would be unable to collect meaningful data to evaluate the impact and effectiveness of 
later hours in advance of the next budget cycle.  
   
Proposal:  
  
To ensure we have data-driven evidence for the 2027 budget process, I propose a 
modified pilot program that would extend Library operating hours by one hour, until 9:00 
p.m., on Wednesday and Thursday evenings beginning the week of March 23, 2026, and 
continuing until the end of the year.  
 
This limited pilot would allow the Library to collect early data on evening usage, including 
public access, program attendance, and meeting room bookings. The intent is to assess 
whether later hours improve community access, support expanded programming 
opportunities, and potentially increase room rental revenue, thereby providing evidence 
to inform the 2027 budget deliberations. 
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Outcome: 
 
To measure the success of extending evening hours, the Library will collect and analyze 
the following metrics during the pilot period: 

1. Evening Attendance 
o Number of visitors in the Library during the final hour of operation 
o Comparison with historical usage during the final hour of operation 
o Comparison between evenings closing at 8:00 p.m. and evenings closing 

at 9:00 p.m. 
2. Program Attendance 

o Attendance figures for programs scheduled during the extended hour 
o Comparison with similar programs offered earlier in the evening 

3. Meeting Room Usage and Revenue 
o Number of room bookings extending into or occurring after 8:00 p.m. 
o Comparison of room bookings on evenings with a 9:00 p.m. closure versus 

those with an 8:00 p.m. closure 
o Associated room rental revenue compared to historical figures 

4. Public Service Activity 
o Circulation numbers, reference transactions, WIFI usage, computer and 

study room use during the extended hour 
o Comparison to overall daily averages 

5. Community Feedback 
o Informal community feedback and staff observations regarding later hours 
o Feedback from program participants, room renters and partners using 

evening meeting space 
 
The results of this evaluation will be summarized and reported to the Library Board in 
advance of the 2027 budget deliberations to support informed decision-making regarding 
permanent extended hours. 
 
Conclusion: 
 
By initiating this change in Library hours in the spring, the Library will be able to assess 
whether extended hours improve community access and support expanded 
programming. This evidence will be vital in justifying future funding requests during the 
upcoming 2027 budget deliberations. 



MEMORANDUM OF UNDERSTANDING 

BETWEEN: 

BRADFORD WEST GWILLIMBURY PUBLIC LIBRARY BOARD 
(hereinafter referred to as the "Board") 

-and- 

THE CORPORATION OF THE TOWN OF BRADFORD WEST GWILLIMBURY 
(hereinafter referred to as the "Town") 

 

 
WHEREAS the Town is The Corporation of the Town of Bradford West Gwillimbury, 
incorporated pursuant to the provisions of the Municipal Act, 2001, S.O., 2002, c.25 as 
amended; 

AND WHEREAS the Board is Bradford West Gwillimbury Public Library Board that has 
been established pursuant to the provisions of the Public Libraries Act, R.S.O., 1990, c. 
P-44 as amended; 

AND WHEREAS the Board and the Town are committed to cost-effective delivery of 
services, avoiding unnecessary duplication and costs; 

AND WHEREAS the Board and Town wish to enter into a Memorandum of Understanding 
(MOU) to outline the services and support the Town is prepared to provide to the Board; 

NOW THEREFORE THE BOARD AND TOWN HEREBY STATE AS FOLLOWS: 

1) For the purpose of this MOU, “Library” refers to all existing and future Library 
Branches, as well as the Cultural Centre located at 425 Holland Street West. 

2) CEO refers to the Chief Executive Officer who is Secretary and Treasurer for Bradford 
West Gwillimbury Public Library Board. 

3) CAO refers to the Chief Administrative Officer for the Town of Bradford West 
Gwillimbury. 

4) The Board and the Town hereby acknowledge: 

a) The Board is a separate and independent corporate board of the municipality with 
independent corporate status from the Town, subject to the provisions of the Public 
Libraries Act, and has been established to provide public library services to the 
residents of the Town of Bradford West Gwillimbury. 

b) The Town is an independent entity separate from the Board and provides 
municipal services to the residents of the Town of Bradford West Gwillimbury 
pursuant to the provisions of the Municipal Act, 2001 and related legislation. 
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c) The Board, through its appointment by Town Council, delivers library services and 
resources to the residents of Bradford West Gwillimbury, in accordance with the 
Public Libraries Act, and the Board’s Strategic Plan and its stated Mission, Vision 
and Values. 

d) The Board delivers Cultural Services to the residents and guests of the Town of 
Bradford West Gwillimbury, in accordance with the Board’s Strategic Plan 
according to its stated Mission, Vision and Values. 

e) The Town Council annually reviews and approves budgetary estimates received 
from the Board for the operation of the library, in accordance with Section 24 of the 
Public Libraries Act. 

f) Agendas and Minutes of the Board are presented to Council for information only. 

g) The objective of this MOU is for the Board to use Town staff and resources for 
the services that may be required by the Board and that are outlined in the 
Schedules attached hereto. 

5) Acknowledgement of Distinct Roles and Relationships: 

a) The CEO is an employee of and reports directly to the Library Board. 

b) The CEO serves as a member of the Town’s Senior Management Team, receives 
Council agendas and minutes, and attends Council and/or other committee 
meetings, when agenda items are relevant to the Library. 

c) The CAO and CEO shall meet on a quarterly basis at mutually agreeable intervals 
to review issues of joint concern. 

d) While it is understood that the CEO does not have the authority to direct Town 
Staff, it is agreed that the CEO may directly approach Town Directors and 
Managers for assistance and support as necessary to coordinate those services 
identified in the Schedules. 

e) The CEO shall ensure that Town Directors are contacted directly in regard to 
matters involving Town policies or directives, and budgets. The Library CEO may 
directly contact Town managers in regard to day-to-day operational matters. 

f) The CEO and the CAO may each designate members of their respective staff to 
address any issues that may arise out of the operation of this MOU. 

6) The staff of the Library and the Town commit to share and consult with each other 
regarding any service delivery review that may either affect, or be helpful to either or 
both parties. 

7) The Board and the Town commit to ongoing collaboration with regard to programs 
and services, in order to minimize duplications and schedule conflicts, and to 
maximize opportunities. 
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8) The Town and Board agree on the provision of services that are listed in this MOU 
and more particularly described in the schedules attached hereto. 

• Schedule A: Human Resources Support 

• Schedule B: Financial Services Support 

• Schedule C: Information Technology Support 

• Schedule D: Facility Maintenance Support 

• Schedule E: Insurance and Risk Management Support 

• Schedule F: Shared Town Services 

• Schedule G: Marketing and Communication Support 

• Schedule H: Legal Services Support 

• Schedule I: Procurement Services Support 

9) The Board and the Town acknowledge that the Town is able to provide those services 
as set out in the Schedules attached hereto within existing Town staff and equipment 
at no cost to the Board. The parties agree that no costs shall be charged to the Board, 
unless the cost has been approved in writing by the Board prior to any expenditure by 
the Town. 

10) The Board and the Town acknowledge and agree that the terms and provisions of this 
MOU apply only to the services set out in the Schedules attached hereto and do not 
apply to any other agreements or arrangements that may exist from time to time 
between the Town and the Board, unless such other agreements are stated in writing 
to be subject to the terms and provisions of this MOU. 

11) The Board and CEO shall identify alignment of, or differentiation between, Town and 
Board policies and services. 

12) When either the Board or the Town makes changes to policies which may affect this 
MOU and its Schedules, notice shall be given to the other party to ensure appropriate 
changes or distinctions are made for the alignment or differentiation between Board 
and Town policies. 

13) Upon execution of this MOU by the Board and the Town, staff on behalf of the Board 
and the Town  shall adopt the services identified in the schedules forthwith. 

14) If at any time during the term of this agreement either party deems it necessary or 
expedient to make any alteration or addition to this MOU, they shall give written notice 
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of the proposed amendment to the other party. Following agreement of execution of 
the amendment it shall become an addendum and form part of this MOU. 

15) Any matters in dispute between the parties in relation to this MOU may be referred by 
either party to a committee to be struck including two members of Council, two 
members of the Board who are not also Councillors, and the CAO and CEO. This 
committee shall be tasked with determining a process of dispute resolution which may 
include third party mediation. 

16) The Board and the Town hereby agree that either party to this MOU may terminate 
the MOU upon providing to the other party no less than three (3) months written 
notice of its intention to do so. 

17) The Board and the Town hereby agree that this MOU shall come into effect on the 
first day of and shall continue until such time as either party terminates this MOU in 
accordance with the provisions of paragraph 16. 

18) Any notice or other communication to be given in connection with this MOU shall be 
given in writing by the CEO or the Board Chair for the Board and the CAO for the 
Town. 

This MOU is hereby executed: 

By the Town 
 

Council Resolution  

Chief Administrative Officer  

 
By the Board 
 

Board Resolution  

Chief Executive Officer  
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SCHEDULE "A" 

HUMAN RESOURCES SUPPORT 
 

 
1) Principal Understanding 

a) The Board is the sole employer of all Library and Cultural Centre employees, 
including the CEO. 

b) The Town’s Human Resources (HR) Department will administer payroll and 
benefit services on behalf of the Board, per this MOU and detailed on the chart 
attached to this schedule. 

c) If additional charges will be incurred by the HR Department, the CEO must sign 
off before work commences. Any additional services requested will be 
charged through interdepartmental transfer to the Library. These 
interdepartmental charges will include staff time if above and beyond the basic 
services stated in this agreement. 

2) The Town HR Department shall provide advice and support to the Board and/or CEO 
upon request. HR advice and support are non-binding, and all decisions shall 
continue to be made by the Board and/or CEO. Advice shall be on procedural 
inquiries and shall not be a legal opinion. The Town reserves the right to decline any 
requests. 

3) The Library shall participate in the Town’s Compensation & Benefits Program. The 
CEO and the Director of HR will work together to align Library Job Descriptions and 
Grades to the Town’s Salary Administration program. 

4) The Board shall adhere to the Employment Standards Act and to all other relevant 
Acts and shall align its policies with those of the Town’s Human Resources Policy 
Manual where possible. 

5) The HR Department may communicate with individual Library employees directly 
and confidentially as it relates to benefit programs, on-boarding to payroll, and 
employment related matters. 

6) If at any point external HR services are required to support the Board, the charges for 
such services shall be the responsibility of the Library in full subject to subsection 1c 
above. Authority to contract external services shall be subject to prior approval by the 
CEO. Examples of external HR services include but are not limited to legal advice, 
mediation, or workplace investigations. 

7) The Town and Board agree to the following supports and limitations pertaining to: 

a) Health & Safety: 
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i) The Town shall provide to employees of the Library any Health & Safety 
training that is provided for Town employees of similar job classifications 
or grades. 

ii) The Library shall use the Town’s JHSC forms for scheduled inspections, 
and for incident and accident reports. The Library may add additional 
documents to their own internal reviews of workplace or user safety as 
needed. 

iii) The Board shall ensure compliance with current Health and Safety 
legislation at the library branches and cultural centre. 

iv) The Library shall respond to day-to-day Health and Safety issues that 
may arise and make notice to Town staff if EAP and/or WSIB claims are 
required. The Town shall provide all payroll and payment information 
required to support any claims. 

v) The CEO shall assist, monitor and follow-up on all WSIB claims, and 
work with the HR to ensure that all documents are completed as required 
by WSIB. 

b) Pay Equity: 

i) The Library shall amend and/or create job descriptions with equity input 
from the Town. 

ii) The Town shall ensure maintenance of the Pay Equity Plan. 

c) Performance Management 

i) Performance Appraisals for Library staff shall be the sole responsibility 
of the CEO. Performance Appraisals for the CEO shall be the 
responsibility of the Board. 

d) Recruitment, Screening, Hiring and On-Boarding 

i) The Board is responsible for recruiting, hiring, contracting, appraising, 
discipline and terminating the CEO. 

ii) The CEO is responsible for all recruitment, hiring, appraisal, discipline 
and termination activities pertaining to Library staff. 

iii) On-Boarding shall be the responsibility of the CEO. On-Boarding of 
payroll, and benefits programs shall be completed by the Town when 
notice is given by the CEO. 

e) Payroll, attendance, and seniority 
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i) The Town shall administer the bi-weekly payroll for Library staff, 
including all payroll-related activities, benefits administration, and 
pension requirements. 

f) Discipline, Termination and Off-Boarding 

i) Discipline and termination of Library employees are the sole 
responsibility of the CEO. Discipline and termination of the CEO is the 
sole responsibility of the Board. 

ii) The Town shall complete Off-Boarding of payroll and benefits for all 
Library employees when notice is given by the CEO. 

iii) The Town shall complete Off-Boarding of payroll and benefits for the 
CEO when notice is given by the Board. 

g) Policies and Procedures 

i) The HR Department shall inform the CEO of any significant changes to 
the Town’s HR policies through email correspondence and through a 
mutually accessible format. 

ii) The HR Department shall work with IT to ensure the Library staff have 
access to Health & Safety, benefits, and other relevant HR information 
via a mutually accessible format. 

h) Training 

i) Library staff shall be invited to participate in all Town staff wellness 
programs, training, and leadership training opportunities. 

ii) The Town shall cover costs of training for Library employees if such 
training is also made available to Town staff (e.g. MFIPPA, AODA 
Customer Service, CPR, Health & Safety Certification for committee 
members) and which is corporately funded. Any training which is billed 
to a department shall be billed to the Library for Library employees. 

iii) The Library shall be responsible for budgeting and administering any 
costs associated with Library and/or culturally specific training, or any 
training which the Town is not offering to Town staff at the time it is 
required by the Library. 

i) Legal Advice 

i) The HR Department shall not be required to provide Human Resources 
legal advice to the Library CEO or Board outside of that which fits under 
services provided in this schedule. The Town reserves the right to 
decline any requests. 

ii) For all other Legal advice and actions see Schedule H. 
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Service Area: Policy Development 

 
HR Responsibilities Client Responsibilities Notes/Qualifiers 

• Research and develop HR policies* 
• Update employees on policy 

changes 

• Distribute HR policies and/or make them 
readily available to staff via intranet. 

• Update employees on policy changes 

 

• Provide advice on policy • Seek advice on policies to support a full 
understanding and consistency within 
the corporation. 

• Actively demonstrate support for HR 
policies and procedures 

 

• Develop HR policies 
• Provide guidance on interpretation, 

policy and program guidance. 

• Provide input on policy • Work plan timelines associated 
with any type of committee 
involvement 

 
∗ Note, the library adopts the Town’s HR policies/practices. By motion from the previous Board, the Board has 

delegated the approval of HR policies to the CEO. The CEO keeps the Board updated on changes to policy 
but does not require approval unless there are monetary implications 
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Service Area: Employee and Labour Relations 

 
HR Responsibilities Client Responsibilities Notes/Qualifiers 

• Lead and provide specialization 
support to collective agreement 
negotiations process – act as 
spokesperson 

• Create bargaining book for 
negotiations 

• Act as note taker during 
negotiations 

• Work collaboratively with library on 
costing of proposals 

• Be aware of issues/concerns within their 
environment 

• Share relevant information with HR 
• Conduct costing required to support the 

process 

• Depth of information requested 

• Conduct updates with Council or 
Board as necessary 

• Participate in updates with Council or 
Board as necessary 

• Request from council for updates 
• Labour disruption 

• Production and distribution of 
employee communication materials 

• Ensure the distribution of information 
departmentally 

• Availability of Intranet 

• Create and update seniority lists • Distribute information to union and post 
as required 

• Confirm accuracy of information 

 

• Grievances management 
• Conduct research and provide 

resolution options 

• Consult with HR to resolve disputes  

• Provide support in matters of 
dispute 

• Discuss areas of concern with HR  
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Service Area: Employee and Labour Relations continued 

 
HR Responsibilities Client Responsibilities Notes/Qualifiers 

• Pull annual list of performance 
reviews for tracking purposes 

• Send out monthly reminder to 
Manager a month prior to the review 
being due 

• Track completion of performance 
reviews 

• Provide one reminder per 
outstanding performance review 

• Complete performance reviews 
• Consult HR for feedback if there is a 

performance issue with a staff member 

• Managers timeliness in completing 
reviews 

• Track probationary period and notify 
the union accordingly 

• Ensure probationary period reviews are 
completed prior to the date. 

• Determines if probation has been 
passed 

 

• Track annual salary reviews and 
create ECRs for payroll to ensure 
staff receive their step increases on 
the effective date 

• Sign the ECR’s for the step increases 
and return to HR for processing 

 

• Track service award dates as per the 
policy 

• Email the staff member for their gift 
section 

• Purchase service award 
• Provide award and card to Manager 

for distribution 

• Deliver service award to employee  
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Service Area: Recruitment 
 

HR Responsibilities Client Responsibilities Notes/Qualifiers 
• Manage recruitment & selection 

process 
• Support discrimination and 

harassment free practices 
• Encourage diversity 

• Support corporate goals in making 
recruitment decisions 

• Be familiar with recruitment and 
selection policies and processes 

• Ensure decision is based on merit and 
consistent with staffing principles 

• Support discrimination and harassment 
free practices 

• Encourage diversity 

• Proper documentation submitted 
• Availability of department reps 

during the process 
• Availability of external participants 

• Develop and maintain recruitment 
policy and procedural guidelines 

• Submit relevant paperwork related to 
recruitment and selection 

• Assess qualified applicants in 
conjunction with HR 

 

• Provide orientation and HR 
recruitment training to those 
involved in recruitment and 
selection. 

• Be available for participation in the 
process as appropriate and complete 
training. 

• All persons completing recruitment 
are trained in DEI and bias in the 
selection process 

• Provide ongoing advice and 
guidance to line management on 
recruitment and selection. 

• Enlist support from HR as applicable.  



Town of BWG/BWGPL Human Resources Service Agreement 

5 | P a g e 

 

 

 
Service Area: Recruitment Continued 

 
HR Responsibilities Client Responsibilities Notes/Qualifiers 

• Review staffing request form for 
recruitment details 

• Complete Staffing request form 
• Ensure position has budget 

• Ensure position has permission, 
budget and obtain posting 
requirements (internal, external, 
union) 

• Provide advice and support 
relative to advertising options, 
promotional policy, waiver of job 
posting and collective agreement 
clauses regarding recruitment 

• Be familiar with the recruitment policies 
and collective agreement 

• Work with HR to establish a strategic 
approach to recruiting in the most 
effective and efficient manner 

• Ensure recruitment is not in 
violation of a policy or collective 
agreement 

• Create Job postings • Review job postings for detail and 
accuracy (i.e., true reflection of the job) 

• Ensuring job postings meet 
legislative requirements (AODA, 
Human Rights, ESA, legal 
requirements) 

• Post job postings • Provide suggestions of job specific 
posting locations related to role 

 

• Manage applicant tracking system 
(or resume database) 

• Add job to database using correct 
criteria 

• Log into database to review candidates • Ensure HR is screening the 
candidates prior to submitting to the 
Manager 
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Service Area: Recruitment Continued 

 
HR Responsibilities Client Responsibilities Notes/Qualifiers 

• Screen candidates to select those 
who meet the qualifications of the 
role 

• Ensure mandatory qualifications 
have been set and met 

• Assess qualified applications in 
conjunction with HR to make interview 
selections in a timely manner 

• Establish criteria for selection in 
collaboration with HR 

• Ensure HR is fully informed of the 
aspects of the position and the 
qualifications 

• Ensure the top qualified 
candidates are selected for an 
interview 

• Larger number of responses may 
require a slightly longer processing 
time 

• Schedule interviews (book timeslot 
with candidates, book room, add to 
calendars) 

• Support assessment and 
scheduling administration 

• Ensure availability for interviews 
• Allow sufficient time in personal 

schedules for interviews 

• Availability of staff to create tools 
will have a direct impact on 
timeline for interviews and 
completion of process 

• Availability of candidates for 
interviews will also affect the 
timelines associated with the 
completion of the process 

• Create interview guides with 
questions that validate the 
candidates’ qualifications for the 
role and mission, vision and values 

• Ensure questions are appropriate 
for the role and are not in violation 
of the Human Rights Code 

• Provide HR with technical or job specific 
questions related to the role. 

• Review the interview guide and provide 
feedback 
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Service Area: Recruitment Continued 

 
HR Responsibilities Client Responsibilities Notes/Qualifiers 

• Prepare interview packages with 
copies of the resume, interview 
schedule, interview questions and 
an interview booklet for the hiring 
panel 

  

• Facilitate interview process by 
conducting interview with the 
interview panel 

• Ensure interview process does not 
breach the Human Rights Code 

• Participate in the interview process by 
taking notes and scoring candidates 

• Select appropriate individuals to 
participate as part of the interview panel 

• Provide HR all of the completed 
recruitment interview guides for the file 

 

• Select candidate using the 
interview scoring guide as a tool 

• Provide candidate selection and 
justification 

• Ensure that selection is free from 
bias and discrimination 

• Conduct reference check. Follow 
up with candidates if references 
are slow to respond 

• Review references and make final 
decision on hiring the candidate 

• Ensure any concerns are shared so they 
can be addressed through reference 
checking 

• Be prepared to reference check in 
conjunction with HR in the event technical 
referencing outside HR is required 

• Ensure HR is fully informed with regard to 
the role and qualifications 

• Timeline can be delayed due to 
availability of references 

• A significant number of 
competitions at the same time 
might necessitate the negotiation of 
this timeline 
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Service Area: Recruitment Continued 

 
HR Responsibilities Client Responsibilities Notes/Qualifiers 

• Create employment offer using 
criteria from policies and collective 
agreement. Ensure contract is not 
in violation and does not create 
internal inequities 

• Review employment contract for accuracy  

• Provide candidate with the offer 
For full-time positions, call 
candidate to discuss offer 

• Be available to answer any job specific 
questions that the candidate may have 

• Submit salary progression exception form 
for candidate starting higher than step 1 
on the pay grade 

 

• Negotiate offer with candidate 
• Ensure consistency of a formal 

offer with a collective agreement 
and HR policy 

• Be fully knowledgeable of applicable 
collective agreements 

• Where a negotiation of terms arise, 
undertake a collaborative approach with 
HR to ensure the most strategic approach 

• Support offers that comply with collective 
agreement and HR policy 
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Service Area: Recruitment Continued 

 
HR Responsibilities Client Responsibilities Notes/Qualifiers 

• Close recruitment process 
• Advise unsuccessful candidates 
• Update records management with 

recruitment file (3 year retention) 
• Update website 

• Possibly provide unsuccessful candidates 
with feedback if requested in 
collaboration with HR 

• Notify internal candidates if they are 
unsuccessful. 

• Update the website 

• Unforeseen delays in the process 

• Prepare new hire paperwork 
o Collect signed offer 
o Collect police check 
o Create ECR 
o Submit entry form 
o Add to DEI training 
o Ensure completion of new hire 

paperwork 
o Update organization chart 

• Ensure new employee is submitting 
required documents 

• Ensure appropriate follow up to confirm 
candidates have completed the required 
training 

 

• Enter employee into HRIS 
• Enroll into Sunlife 
• Enroll into OMERS 

• Provide timely all accurate submission of 
paperwork and forms 

• Employee absence 
• Systems problems 
• Lack of information from new 

employee 
• Create employee file • Provide any documents to HR for 

employee file 
 

• Monitor and report out on turnover.   
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Service Area: Health and Safety 
 

HR Responsibilities Client Responsibilities Notes/Qualifiers 
• Lead H&S portfolio • Champion H&S within the workplace  

• Develop and maintain corporate 
wide OH&S policies and 
procedures 

• Ensure senior management is 
aware of their OH&S 
responsibilities 

• Research and develop corporate 
OH&S initiatives, policies and 
programs 

• Be knowledgeable of and ensure 
departmental staff are aware of OH&S 
policies and procedures and adhere to 
same. 

• Assess OH&S needs and allocate 
appropriate funds 

• Assess workplace safety practices and 
address deficiencies 

• Ensure workplace practices comply with 
the OH&S Act and WSIB Act and 
Regulations (e.g. investigating and 
reporting accidents, industrial 
requirements, use of personal protective 
equipment, etc.) and other related 
legislation 

• Track, identify and resolve workplace 
OH&S issues 

• Ensure appropriate risk transfer and 
hazard disclosure with contractors 

• Provide input into strategy and planning 
of OH&S policies, program performance 
and development 

• Participate in the development and 
implementation of OH&S initiatives and 
program 
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Service Area: Health and Safety Continued 

 
HR Responsibilities Client Responsibilities Notes/Qualifiers 

• Benchmark best practices and 
integrate into corporate wide 
programs 

• Support best practices 
• Ensure Standard Operating Procedures 

documented and current 

 

• Participate in and manage JHSC 
meetings 

• Act as an advisor 

• Add HR to the committee 
• Provide access to JHSC historical data, 

minutes 
• Provide copies of workplace inspections 

• Proper documentation submitted 

• Provide technical assistance in all 
areas of H&S including ergonomics, 
occupational hygiene, personal 
safety 

  

• Represent the employer in 
stakeholder relations such as WSIB 
and other regulatory bodies 
(Ministry of Labour) 

• Participate in return to work programs in a 
constructive and cooperative manner 

 

• Provide training opportunities • Ensure staff has required knowledge and 
appropriate training to perform job functions 
safely 

• Availability of required training 
• Access to funds to support 

training 
• Disseminate information on 

general, new or revised OH&S 
data/legislation 

• Review and share OH&S information with staff 
• Post appropriate OH&S information in the 

workplace for staff 

 

• Lead and/or participate in 
investigation of fatalities, high risk 
incidents/injuries and high liability 
as required 

• Support timely investigations of fatalities, high 
risk incidents/injuries and high liability, as 
required 

• Access to witnesses and/or 
injured parties may slow the 
process down. 
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Service Area: Employee Performance & Development 
 

HR Responsibilities Client Responsibilities Notes/Qualifiers 
• Ensure probationary periods are 

confirmed 
• Determine if probation is to be served 
• Ensure expectations are defined and 

communicated to new employee 
• Establish performance review schedule, 

monitor and provide regular feedback 
• Manage performance gaps with support 

if needed 
• Confirm probationary employee 

 

• Develop a formal performance 
management model 

• Support development of performance 
management 

 

• Provide department with employee 
listing for performance 
management purposes 

• Conduct performance discussions and 
formal performance review annually with 
employees 

• New employees will undergo 
probationary period and annual 
review 

• Absences for legitimate reasons may 
impact completion, i.e. maternity 
leave, sick leave. 

• Provide learning opportunities for 
staff 

• Participate in the setting of corporate 
learning goals and performance 
measures in consultation with HR 

• Support the development and 
implementation of employee 
performance and development 

• Identify ongoing and emergent corporate 
learning in consultation with HR 

• Budget approval 
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Service Area: Employee Performance & Development Continued 
 

HR Responsibilities Client Responsibilities Notes/Qualifiers 
• Ensure completion of new hire 

training (all modules) 
• Provide learning opportunities for 

staff 

• Ensure new employee is provided with 
time to complete new hire training. 

• Provide on-site job specific training to 
staff member 

 

• Support line managers with learning 
development plans 

• Implement individual employee 
performance and development plans 
including the identification of learning 
needs 

• Ensure employees receive access to 
training and development in accordance 
with their individual plan 

• Attend learning sessions as part of their 
own development 

• Budget approval 

• Ensure the communication of 
corporate learning opportunities to 
clients and HR practitioners 

• Support communication of learning 
opportunities and access to support 
developmental goals and objectives 

 

• Evaluate learning and employee 
development programs 

• Provide feedback on learning and 
development programs 

• Actively support application of learnings 
in the workplace 

• Provide opportunities for employees to 
practice new skill sets following learning 
opportunities, whenever possible 
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Service Area: Salary Administration 
 

HR Responsibilities Client Responsibilities Notes/Qualifiers 
• Support development of new and 

updated position descriptions 
• Create job descriptions for new 

positions in collaboration with 
department. Ensure they are 
accurate and reflective of the role 
and the minimum requirements 

• Work with HR to write job descriptions by 
providing content. Ensure position 
descriptions reflect the work to be done 

• Ensure complete documentation is 
forwarded to HR for review 

• Provide clear, concise and 
comprehensive material to HR 

 

• Assist in creating JIQ’s for job 
evaluation process when a position 
is created/changes 

• Send to consultant to review 
• Communicate rating to the 

manager/employee 

• Work with HR to create a JIQ and 
provide accurate information and answer 
questions pertaining to the role. 

• Provide clear, concise and 
comprehensive material to HR 

 

• Administer the job evaluation 
process 

  

• Ensure job evaluation material is 
properly documented 

  

• Ensure documentation related to 
position descriptions is properly 
maintained 

• Ensure employees are engaged in any 
changes required to their position 
description 

 

• Maintain salary grids and ladder 
charts 

  

• Annual pay equity maintenance   
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Service Area: Disability Management 
 

HR Responsibilities Client Responsibilities Notes/Qualifiers 
• Administer STD and LTD claims on 

behalf of the Library 
• Ensure policy information is readily 

available to staff 
• Ensure appropriate contact information 

is provided to staff 

 

• Administer WSIB claims • Access to workplace accident 
information 

• Access to investigation summary reports 
• Complete supervisor reports as required 

 

• Return to work • Support development of modified duties 
or gradual return to work program 

• Participate in accommodation meetings 

 

• Develops workplace 
accommodation plans are required 

• Participate in accommodation meetings • Employee participation 
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Service Area: Benefits 

 
HR Responsibilities Client Responsibilities Notes/Qualifiers 

• Develop strategic approach to 
benefit portfolio to support attraction 
and retention 

• Provide constructive feedback on benefit 
portfolio 

 

• Develop and maintain overall 
benefit programs and policies 

• Ensure staff have access to program 
and policy information 

• Availability of Intranet 

• Develop and carry out an audit, 
monitoring and reporting program 

• Support completion of audits when 
required 

 

• Ensure enrollment/change forms 
are processed for employees 

• Direct employees to HR where issues 
arise 

• Forms must be completed 
fully and accurately 

• Ensure all transactional activities 
related to benefit administration are 
completed, i.e. enrollment 
entitlement, entering on system, 
claims problems, terminations 

• Ensure staff are aware of available 
resources 

• Systems problems 
• Final pay processing may be 

required prior to completion of 
certain benefit paperwork 

• Support resolution of unique or 
complex issues that arise relative to 
benefit programs 

 • Availability of information from client 
• Incomplete or inaccurate 

information 
• Answer questions on benefits from 

employees and line managers 
 • Lack of employee access to self-

serve options 
• Manage all program administration 

activities with benefit carriers and/or 
Third Party Administrator (TPA) 

 • Cooperation of the other party 
• Issues requiring systems fixes that 

may require additional time and 
resources 

• OMERS • Ensure new hires complete the 
necessary paperwork 

• Employee completes paperwork 
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Service Area: Payroll 

 
HR Responsibilities Client Responsibilities Notes/Qualifiers 

• Manage full cycle payroll 
• Correct timesheet data 
• Review all entries to ensure 

accuracy and compliance with 
collective agreement and/or policy 

• Adjust OT entries to align with 
policy and/or collective agreement 

• Review timesheet data and employee 
attendance. 

• Signoff on timesheet submissions 

• Proper documentation submitted 
• Availability of staff and managers for 

questions regarding entries 

• Develop and maintain payroll policy 
and procedural guidelines 

• Read and understand policies relating to 
timesheet entries 

 

• Employment verification letters   

• Entitlement reports sent quarterly   

• Rate adjustments per the CA   

• Union Dues deductions and 
remittances 

• Monthly remittance to the Union 
with backup report and cheque 

• Inform payroll of new hires and leaves  
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Service Area: Records Management of Employee Files 
 

HR Responsibilities Client Responsibilities Notes/Qualifiers 
• Maintain all confidential employee 

files in accordance with records 
management 

• Ensure HR has all files that comprise the 
employee file 

• Direct employees to HR if they would like 
access to the content in their files 
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SCHEDULE "B" 

FINANCIAL SERVICES SUPPORT 

 
1) Principal Understanding 

a) The Board is the employer of all Library employees. 

b) The Board appoints the Library CEO as Board Treasurer. 

c) The Town Finance Department (Finance) will provide financial and accounting 
services to the Board: 

i) As payment release is authorized by the CEO, 

ii) In Board-approved lines, and according to Board-approved budget, and 

iii) In accordance with the annually approved Town Council Budget for the 
Library. 

2) Finance shall provide the following financial services to the Board using the Town’s 
By-laws and policies for the services listed below: 

a) Accounts Receivable services 

b) Operating and Capital budget assistance/preparation, within Board-approved 
budget lines 

c) Accounts Payable services 

d) Banking/Cash Management/Investment Services 

e) Financial Statements Preparation and assistance with audits 

f) Harmonized Sales Tax remittance/reconciliation 

g) Calculation of Annual Development Charges 

h) Provision of official Income Tax Receipts for donations to the Library and 
Cultural Centre 

i) Grant Application/Submission assistance for grants pertaining to Municipal 
Services, or those using the Town’s business number 

j) Maintenance of Reserve Accounts with annual roll over in the name of the 
library 
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3) The Library shall open a bank account in the name of Bradford West Gwillimbury 
Public Library Board as required by the Ministry of Heritage, Sport, Tourism and 
Culture Industries. 

4) The Library shall submit all invoices for processing in a timely manner and work with 
appropriate Town staff to ensure that Council and Board-approved budgets are 
followed. 

5) Only the CEO or Deputy CEO, in their absence, or Chair may authorize the Town to 
proceed with a payment on behalf of the Library. 

6) The Town shall assist the CEO with the budget planning process and ensure that long-
term needs are included in budget presentations to Council. 

7) The Town shall assist the CEO in budgetary planning based on employee years of 
service and current and planned Town employee remuneration plans. 

8) The Town shall include the Library asset acquisition and Fee for Service contracts in 
the Town Tender and Acquisition processes when requested by the CEO. 

9) Financial Statements: 

a) Financial statements shall be made available electronically by the Town to the 
CEO for each of the Board’s Operational and Capital accounts. 

b) Quarterly Reserve and Investment statements shall be provided by the Town 
to the CEO for each of the Board’s Accounts. 

c) The CEO shall provide all Board bank statements of deposited funds to the 
Finance Department for tracking of accounts and auditing purposes. 

d) Quarterly, or upon request, the Development Charges Reserve Account in the 
Library Name shall be provided to the CEO with an estimate of projected 
income for the coming year. 

e) Multi-year projections shall be provided to the CEO for planning purposes. It is 
understood that Development Charges Income is not realized until it is earned, 
and estimates are not a binding amount. 
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SCHEDULE "C" 

INFORMATION TECHNOLOGY SUPPORT 

 
1) Principal Understanding 

a) All IT equipment and infrastructure located at the Library or purchased by the 
Library are the property of the Library, and Library employees are provided 
access for Library use. 

b) A separate network shall be provided for public access terminals and Wi-Fi. 

c) The Library shall develop its own IT policies, independent of the Town, for 
library user and staff use technology, including networks, Wi-Fi, and 
MakerSpaces. 

d) There will be ongoing communication between the Town and Library to 
maximize the efficient and effective deployment of resources. 

2) The Town shall provide to the Library: 

a) Help desk service tickets are handled on a priority basis throughout the entire 
Town. The Library tickets shall be handled at the same priority level as for 
Town departments. 

b) Usernames and passwords shall be created for incoming staff to access the 
Town HUB. 

c) Support and general maintenance of staff telecommunications as they relate to 
the phones, phone tree and messaging systems. 

d) Access to Questica, T-Drive, Pearl/Payroll services, as requested by the CEO. 

3) The Library shall be responsible for providing the following IT services : 

a) Integrated Library System. 

b) Software and hardware support to Library employees. 

c) Email account creation and deletion. 

d) Software and hardware support for Library business systems. 

e) Providing training to members of the community on their devices, hardware, 
software, licensing, printing needs and Wi-Fi network access. 

f) Library web site design and support. 

g) Library social media. 
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h) Library Wi-Fi through SCAN 

i) Software and hardware used to support the Creative Lab, Library of 
Things, and printing/photocopying/scanning to email services. 

j) Support for devices and software acquired by the Library for staff and public 
use which are not provided to the Library by the Town. 

4) The CEO shall maintain an IT Capital Asset Inventory and receive assistance from the 
Town in evaluating the financial viability and replacement needs of each as needed. 

5) The Library shall be invited to participate in Town-wide procurement of leased 
technology (e.g. photocopiers, CEO cellphone support), and where applicable, 
support with those lease agreements. 
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SCHEDULE "D" 

FACILITY MAINTENANCE SUPPORT 
 

 
1) Principal Understanding 

a) The Corporation of the Town of Bradford West Gwillimbury is the owner of the 
building and property known municipally as 425 Holland Street, which is being 
used as the Bradford West Gwillimbury Public Library. 

b) Contents within the library are owned and managed by the Bradford West 
Gwillimbury Library Board. 

2) The Town shall keep or cause to be kept the Base Building Components of the 
premises in good repair, such components consisting of: 

a) foundations; 

b) exterior and load bearing walls, doors and windows, excepting the sliding glass 
doors which are an upgrade paid for by the Friends of the Library; 

c) floor slabs, structural floors; 

d) roof, roof membrane and roof deck, columns, downpipes; 

e) sprinkler system; 

f) HVAC; 

g) in connection with the electrical, plumbing, drainage, gas, sewer and utility 
systems and equipment serving the premises, including hot water 
tanks/heaters and water meters, to the point of entry to the premises; 

h) elevators; 

i) site infrastructure, parking lot and grading; and, 

j) maintenance, repairs and replacements required to keep the premises in a 
watertight condition. 

3) If all or part of Base Building Components require repair, replacement, maintenance 
or inspections, the Town shall have a reasonable time in which to complete such work, 
and during such time shall only be required to maintain such services as are 
reasonably possible in the circumstances. 

4) The Board shall keep in good condition the interior of the premises including all 
alterations and additions made thereto, and shall, with or without notice, promptly 
make all needed repairs and all necessary replacements as would a prudent owner. 
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5) The Board shall immediately give written notice to the Town of any substantial 
damage that occurs to the premises from any cause. 

6) Should the Library and Cultural Centre facility be designated as an emergency centre 
for media coverage in the event of a large-scale emergency in the Town of Bradford 
West Gwillimbury, the Town shall consider upgrades for necessary business 
continuity subject to consultation with the Board. 

7) The Library shall cover all utility expenses through expense lines within the budget. 
Estimates for these expenses will be provided by the Finance Department prior to 
budget preparations. 

8) The Town shall maintain snow removal services for major walkways, and lawn/garden 
maintenance at all present or future Board operated locations to the same standards 
of other Town owned facilities. 

9) The Library Building Automated System (“BAS”) is the property of the Library but 
accessed and managed by the Town. Upgrades and system checks are to be 
performed by the Town. 

10) Any Closed-Circuit Television (CCTV) cameras located on the exterior of the building 
are under the control and ownership of the Town. The CEO may make requests for 
video footage to the Town, which shall be treated as an internal request for 
information and responded to promptly. All use of CCTV cameras shall be in 
accordance with the Town’s Video Surveillance Policy. 

11) Any Closed-Circuit Television (CCTV) cameras located on the interior of the building 
are under the control and ownership of the Board. The Town may make requests for 
video footage to the CEO, which shall be treated as an internal request for 
information and responded to promptly. All use of CCTV cameras shall be in 
accordance with the Library’s Video Surveillance Policy, aligned with the Town’s 
Video Surveillance Policy. 
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INSURANCE AND RISK MANAGEMENT SUPPORT 
 

 
1) The Library shall receive support from the Town for insurance and risk management 

and agrees to the following: 

a) The Library shall adhere to the requirements of the Town’s Insurance Risk 
Management Program. 

b) The Library shall not knowingly place the Corporation under any undue risk. 

2) The CEO shall prepare and maintain an asset management plan for the facilities and 
holdings and shall review and revise the plan annually with the Board and CAO to 
ensure adequate insurance is in place. 

3) The Library may, at any time, purchase insurance outside of the Town’s policy for 
additional insurable needs not covered by the Town or covered to the level the Board 
directs. 

4) The Board and all officers of the Board, including the CEO shall be included in the 
liability, indemnification, and Errors & Omissions insurance of the Town. 

5) Adequate insurance coverage for the Library’s facilities and contents including 
furnishing, capital equipment, and other holdings, shall be provided under the Town’s 
insurance policy. The CEO is responsible for ensuring maintenance of current records 
of library property for insurance purposes. 

Nina Cunniff
Still under review
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SHARED TOWN SERVICES 
 

 
1) The Board shall offer Town services through the Library which are appropriate to 

improved service to the community, provided: 

a) the delivery of such services is within the scope and skill of Library employees, 

b) do not require additional Library staff, and 

c) do not affect other services provided by employees of the library. 

2) These services may from time to time be reviewed by the CAO and CEO, and this 
Schedule may be amended as required. These services may include the sale of such 
items as dog tags, garbage tags, and recycle bins on behalf of the Town. 

3) The Library and the Town shall, through mutually agreed upon times and dates, 
provide reciprocal rental space allowances between the Library, and other municipal 
spaces at no cost to the Library or Town. 

4) The Library shall not charge any Town employees a non-residency fee, regardless of 
where the employee resides. Conversely, the Town will not charge Library employees 
a non-residency fee, regardless of where the employee resides. Program and facility 
access fees may be charged at a rate equivalent to residents. 
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MARKETING AND COMMUNICATIONS SUPPORT 
 

 
1) The Town of BWG and the BWG Public Library & Cultural Centre have an informal 

mutual aid agreement regarding communications to share resources, increase public 
reach and prevent duplication of effort. 

2) This includes the Library providing resources to the Town’s Emergency Control Group 
in the case of an official emergency, as well as to the Town’s corporate 
communications department for general communications support as required. 

3) The Town shall assist the Library in communications regarding events and programs 
on the Town Website, in the Town’s E-Blasts, and on any no-cost communication 
methods incorporated by the Town. 

4) In much the same way, the Library shall support and share content across Library 
social media to support Town messaging and information. 

5) To ensure ongoing dialogue and to identify opportunities/needs for support, the Library 
shall participate in monthly “virtual communications team” meetings with the CAO’s 
office, Economic Development, and Leisure Events. 

6) The Town and Library websites shall not duplicate content on each other’s websites; 
however, the two websites shall include reciprocal links to each other's 
websites/content. 

7) The Library is responsible for managing its marketing materials and any costs 
associated with marketing, advertising or communication. 

8) The CEO may consult with the CAO, or designate, for recommendations on media 
communications. 

9) The CEO or designate shall inform the CAO or designate of any changes to Library 
services, staffing or Board/Committee members, or any other information which is 
promoted on the Town’s website. 

10) The CAO or designate shall inform the CEO or designate of any changes to Town 
services, staff or Board/Committee members or any other information that may be 
considered pertinent, is promoted on the Library’s website, or is of public interest to 
Library users. 



SCHEDULE “H” 

MOU Between Bradford West Gwillimbury Public Library and The Town of Bradford West Gwillimbury 
Page 17 of 18 

 

 

LEGAL SERVICES SUPPORT 
 

 
1) The Board shall have access to the same legal services provided by the Town to other 

Boards or committees of Council. 

2) If the Board uses the Town’s Legal Counsel, the Town will bill any costs not covered 
through the Town’s retainer back to the Board. 

3) The parties agree that no costs shall be charged to the Board, unless the cost has 
been approved in writing by the CEO prior to any expenditure by the Town. 

4) Should the Board need legal services to pursue any legal action, the Board shall 
engage independent legal advice to avoid the potential community perception of a 
conflict of interest with the Town’s Counsel providing legal support to the Board. 

5) The Town reserves the right to decline any request. 
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PROCUREMENT SERVICES AND SUPPORT 

 
1) The Library shall receive support from the Town with respect to the procurement of 

goods and services. 

2) The Library shall adhere to the requirements of the Town’s Procurement Policy, as 
amended. 

3) The Town will provide administrative procurement support pertaining to the 
development of procurement documents, the facilitation of the procurement process 
including posting, evaluation, and award. 

4) The Library agrees to develop the necessary specifications and/or requirements in 
order to procure the desired good or service. 

5) The Library shall be responsible for issuing purchase orders and executing resultant 
agreements in accordance with their delegate authority. 

6) The Library agrees that it is solely responsible for contract management of any 
resultant agreement. Town staff may be consulted to provide procurement advice 
regarding any contract management issues. 

7) The Board shall approve policy for the procurement of goods and services that shall 
be used whenever the Library is procuring goods or services independent of the 
Town. This policy shall meet all standards of the Town’s policy and identify roles 
and limitations of the CEO, Board, or managers. 

8) The Library may conduct its own tender for goods or services, specific to the 
functions of the Library, or may request that the Town assist with any tender or 
procurement process. 

9) The Library shall have access to any Town procurement discounts and buying rates. 
As per Vendor requirements, the Library may be required to make requisitions 
through the Town or under its own account. 
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