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GOV-05 Internal Affairs Committee – Terms of Reference 

 

Callander Public Library 
 
Terms of Reference 
Internal Affairs Committee 
 

 

Purpose 
The Internal Affairs Committee (IAC) as a standing committee of the Callander Public Library Board 
advises the board on matters relating to human resources, finance and current facilities. The IAC also 
provides support to the CEO in carrying out matters relating to personnel/human resources. 
 

Responsibilities                                       
• Evaluates CEO performance, by compiling feedback from all board members using the standard 

evaluation form. 

• Advertises, interviews and makes recommendations to library board for CEO position. 

• Supports the CEO in hiring, evaluating and terminating library staff. 

• Develops draft job descriptions for board approval. 

• Develops draft annual operating budget for board approval. 

• Reviews the performance of any investments of the Callander Public Library and makes yearly 
recommendations for an investment strategy to board for approval. 

• Reviews the financial systems, controls, policies and procedures of the Callander Public Library 
and make recommendations for board approval. 

• Signs bank statement, reconciliation, list of expenses and list of deposits on a monthly basis 

• Ensures annual financial audit is completed. 

• Prepares recommendations and considers options regarding current library facilities, to be 
shared with SMD in advance of Municipal Budget preparations. 

 

Membership and Meetings           
• Committee members will be appointed at the second meeting of a new board term 

• Committee membership will be the same as the board term 
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• The committee shall be chaired by a Library Board Member elected by the committee at the 
first committee meeting in the new board term. 

• The number of board members appointed to a committee must be one less than quorum for 
the whole library board. 

• The CEO and board chair shall be ex-officio members and may attend all meetings. The CEO will 
be secretary for all committee meetings, unless unavailable in which case another committee 
member will volunteer to take minutes. 

• Community members may be appointed by the Board and will be considered Volunteers of the 
Callander Public Library and must follow the Volunteer Policy. 

• Staff members can be appointed by the board to committees. 
 
Communications and Reporting  

• The IAC shall follow a set agenda and document minutes. 

• Meeting minutes will be shared with the library board at scheduled monthly meetings. 
 

Duration 
The IAC will be a standing committee of the Callander Public Library Board, beginning with the 
appointment of a new board after the municipal election in October 2022 and will exist until such a 
time that the board dissolves the committee by passing a motion.  
 
Related Documents: 

• Callander Public Library GOV-01 Board-By-laws 
 


