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Accessibility Policy 

The Portage la Prairie Regional Library is committed to adhering to the Accessibility for 
Manitobans Act and its accessibility standards. This policy is intended to make sure the 
programs and services offered by the Library are consistent with the principles of 
independence, dignity, and equality of opportunity for people with disabilities.  

Communication 
The Library will employ various communication methods, such as easy-to-read fonts, plain 
language, and additional measures, to ensure effective communication with all patrons. 
Personalized assistance, including verbal or written communication, will be provided upon 
request. Information, including library resources, is available in accessible formats and 
through communication supports on request. 

Assistive Devices 
Patrons are encouraged to bring personal assistive devices and inquire about specific needs, 
with the Library committed to proactive accommodation. 

Service Animals 
Patrons requiring the presence of a service animal are welcome. To prevent potential harm, 
service animals must be readily identifiable, and the service animal must be able to be easily 
controlled or restrained in order to prevent potential harm to other library patrons. Library 
staff may inquire if an animal's status is unclear. 

Accessibility of the Facility 
The Library strives to minimize barriers, providing accessible entrances, ramps, and 
designated areas. Specific measures include assistant buttons on entrance and washroom 
doors, accessibility tools for public computers, and appropriately spaced aisles. In the event 
a patron requires assistance navigating or using the facility, a staff member will work with 
them to provide reasonable assistance 

Disruption of Services 
In case of planned or unexpected disruptions, the Library will promptly post notices and 
announcements, providing information on the reason, anticipated duration, and alternatives 
available during the disruption. 

Accessibility of Information and Library Resources 
Information, including library resources, is available in accessible formats and through 
communication supports on request. The Library consults with individuals requesting 
accessible information or resources to identify the support or format that removes the 
barrier. Requests for alternate formats or communication supports will be fulfilled in a timely 
manner without imposing additional costs. 

Web Content Accessibility 
The Library ensures that web content required to access goods and services, meets or 
exceeds WCAG 2.1 Level AA guidelines. 
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Training on Accessible Information and Communication 
The Library provides required training on accessible information and communication to 
employees, agents, volunteers, and individuals involved in web content development, 
information technology procurement, and policy development. Training records, including 
summaries and schedules, are maintained, and the public is informed that accessibility and 
training policies are available on request. 

Feedback Mechanism 
The Portage la Prairie Regional Library welcomes feedback on the accessibility of 
information, communication, and library resources. Patrons can submit concerns in writing, 
by phone, or in person, to the Director ensuring a timely and comprehensive response. The 
actions taken in response to feedback are documented and made available on request. 
  

Revised: February 21, 2024 
Adopted: April 17, 2019 
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Block Loan Policy 
Resident 

• Block memberships to the Portage la Prairie Regional Library are available for 
organizations, schools, and government certified home-school teachers who reside or 
own property within the boundaries of the City of Portage la Prairie or the Rural 
Municipality of Portage la Prairie.  

• Resident memberships are valid for five years from date of issuance. 
• Address checks will be performed yearly. 

Non-Resident 
• Block memberships are available to organizations, schools, and government certified 

home school teachers who teach or reside outside the boundaries of the City of 
Portage la Prairie and Rural Municipality of Portage la Prairie. 

• Non-resident memberships are valid for one year from date of issuance. 
Conditions  

• A Block Loan membership must be signed by the person in authority for the 
organization or by the borrowing teacher. The signer is responsible for the payment 
of all fines and the cost of lost or damaged items. 

• One library card will be issued per block membership. It is the responsibility of the 
signer to ensure that only authorized personnel use the membership. 

• A maximum of 100 books/magazines plus 20 DVDs, 20 CDAs and 10 kits may be 
borrowed in a block loan.   

o It is the responsibility of the signer to ensure any applicable performance or 
viewing licenses are obtained. 

• All items and memberships follow the loan periods, renewal criteria, and fees outlined 
in the Portage la Prairie Regional Library Membership Policy and Borrowing Policy.  

• Borrowers are responsible for the selection and transportation of all block loan 
materials. 

 
 Revised: October 16, 2024 
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Borrowing Policy 
Library Card 

• Each membership will be issued a library card. 
• A membership is required to borrow library materials. 
• A library card will be replaced once for no charge. After that, a replacement charge of 

$5.00 will be levied for lost or damaged library cards. A card that has been stolen or 
lost due to extreme circumstances may be replaced free of charge at the discretion of 
the Director. 

Borrowing Charges 

A charge of $1.00/item is placed upon DVDs at time of borrowing.  
Items Allowed 

Library members may have up to 50 physical items checked out at a time per account.  
Item limits are: 

• 6 magazines 
• 10 DVDs 
• 10 CDAs  
• 5 Kits 

Loan Periods 

 Books, CDAs, DVDs, Kits, Magazines: 21 days 
 New or recently acquired DVDs and Magazines: 7 days 

Renewals 

• Items on loan may be renewed for one additional loan period.  
• If a library item is still required after the renewed loan period, the item may be 

borrowed again if the item is brought back to the library in person and no reserve 
request has been made of the item. 

• Items held on reserve cannot be renewed. 
Reserves 

• Items in the library collection can be placed on reserve. 
• The patron will be contacted when the item is on reserve for them. 
• Item(s) will be held for 2 working days. 
• Patrons may request an additional holding time for their on-reserve items. 
• Failure to pick up reserved items will result in a $0.50 fee. 
• A reserve may be cancelled without penalty prior to the pickup deadline. 

Inter-Library Loan (ILL) Requests  

• May be made for items not in the local collection. 
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• When the item(s) arrive at the library, they will be placed on reserve.  
• The patron will be contacted 3 times before an uncollected item is returned to its 

home library. 
• Any borrowing charges or fines levied by the lending library, including return postage 

for out of province items, will be borne by the patron. 
• ILL fees for items not collected will be charged to the patron’s account. 
• Failure to cancel an ILL request before it arrives will result in a $2 charge to the 

patron’s account, in addition to any fees charged by the lending library. 
• Fines for lost or damaged ILLs are set by the lending library. 
• ILL privileges may be suspended if the borrower does not adhere to the loan terms 

set by Portage la Prairie Regional Library and the lending library.  
Overdue Fines 

• Charges are levied only on the days the library is open. Fines will be waived if the 
library suffers an unplanned closure on the day an item is due. 

• All Adult and Young Adult items in the library collection will be fined at a rate of 25 
cents/day. 

• All Junior and Primary materials (books, DVDs, CDAs, kits, magazines) are exempt 
from overdue fines. 

• Fines can be reduced or waived for unusual or serious circumstances at the discretion 
of the Director. 

Lost / Damaged Items 
If borrowed item(s) are lost while signed out by the patron, the patron may be responsible 
for reimbursing the library for the value of the item(s) at the time of purchase. Acceptance 
of replacement copies must be approved by the Director. Replacement copies are subject to 
a processing fee of $15 to partially compensate for the work it takes to catalogue and 
replace the item. 
It may not be possible to replace an item with an identical one. Replacement of the item will 
be left to the discretion of the Director, in keeping with the Collection Development Policy. 

Suspension of Privileges 

Borrowing privileges may be suspended: 
• If an item becomes 4 weeks overdue 

o Library staff will make at least 3 attempts to inform patrons of overdue items in 
this 4 week period. 

o Overdue fines will not exceed the value of the item(s) at the time of purchase. 
• Unpaid fines over $6 accumulate 
• Repeated incidences of items being lost or damaged 
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o In addition to late fees, patrons will be charged the value of the item(s) at time of 
purchase. 

• At the discretion of the Director 
A notice is mailed to the patron or their parent/guardian to inform them that their borrowing 
privileges are about to be suspended and the reason why. 
Borrowing privileges can be reinstated if item(s) are returned in the condition they were 
borrowed in within 3 months of the final notice 
                 
            Revised: October 16, 2024 
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Collection Development Policy 
Responsibility 
The Director is responsible for overseeing the selection of materials, following this policy. The 
Director encourages input from community members and library staff. 
The library recognizes its obligation to provide a balanced collection that is responsive to the 
needs of the local community and surrounding area. In selecting materials, the Director will seek 
to satisfy the recreational, cultural, informational, and educational needs of the community. 
Selection Criteria 
All selections, both purchases and donations, will be considered for inclusion into the library 
collection in terms of: 

• merit, contemporary significance, intended audience and usefulness, 
• the interests and needs of individuals in the community, 
• being of value as source material for information, recreation and education, 
• representation of diverse points of view, 
• suitable format for library use, 
• suitable subject and format for the intended audience, 
• purchase price and other budgetary considerations, as well as physical space allowances, 
• relation to other materials and existing areas of coverage in order to maintain a well-

balanced collection, 
Collection items do not have to meet all selection criteria to be acceptable. Recommendations 
from the public are welcome and may be purchased on the basis of meeting other selection 
criteria. The presence of a book, periodical or other material, regardless of its format, in the library 
does not indicate an endorsement of its content. 
Censorship 
The Portage la Prairie Regional Library Board, as the governing board, does not interpret its 
function or that of its administrators to be the supervisor of public morals. It believes in freedom 
of the individual and the rights and obligations of parents to develop, interpret and enforce their 
own code of acceptable conduct and choice of reading materials upon their own household. 
There is a possibility that an item, or items, may be regarded by some as unpleasant or offensive, 
or in political opposition to local beliefs. If the public library is to fulfil its obligation to its 
community, it must include materials of varied points of view, even those which may be regarded 
by some as controversial. The library will, as far as possible, collect materials on all sides of 
controversial issues, including representation of unpopular or unorthodox positions without 
censorship or bias, providing the materials give evidence of a sincere desire to be factual. 
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Objections to Library Materials 
Unless an item is officially prohibited from entering the province it cannot be legally withdrawn 
from the library shelves. If an individual objects very strongly to a particular item they will have 
the right to make an official complaint. All objections will be considered carefully after the patron 
completes a Request for Reconsideration of Library Materials form provided by the library 
(appended to this policy). 
Requests for reconsideration will be dealt with on an individual basis. No material will be removed 
from the shelf without the approval of a majority vote of the Portage la Prairie Regional Library 
Board. 
Each request for reconsideration will be dealt with in the following manner: 

• The Director will ensure the patron is informed of the review procedure. 
• The patron will complete a Request for Reconsideration of Library Materials form. 
• Completed forms along with a copy of the work will be passed on to the Director who will 

review the material and pass it on with comments to the Board. 
• All requests for reconsideration will go to the Portage la Prairie Regional Library Board for 

review. 
• Portage la Prairie Regional Library will inform the patron, by letter, of the review outcome 

(decision to retain or remove a book from the collection). 
• The decision of the Board of Trustees is final. 

Maintenance, Deselection and Disposal of Materials 
The Director shall be responsible for ensuring that the collection is current, in good condition, and 
appropriate. Materials that do not meet these standards, or are unused for a period of more than 
five years, or are duplicates, may be removed from the collection. The library will attempt to make 
all reasonable repairs or replacements of library materials that are vital and useful to the 
collection. 
Withdrawn library materials should be disposed of at frequent intervals so that they do not 
accumulate beyond a reasonable quantity. Materials belonging to the library may, at the Director’s 
discretion, be placed into the library’s book sale. Materials which are not so disposed of shall be 
recycled, or disposed of permanently. 
 
 

Revised: May 5, 2021  
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Community Bulletin Board Policy  
The Portage la Prairie Regional Library provides space for individuals, groups, and 
organizations to promote and advertise themselves. Due to space constraints, advertising 
may be limited. The library does not endorse or condone programs/events advertised or the 
individual/group/organization(s) represented. 

Priority order: 
1. Items concerning public health and safety provided by recognized organizations and 

authorities (e.g. RCMP Missing person posters) 
2. Items of community concern provided by recognized organizations and authorities (e.g. 

City/RM of Portage la Prairie announcements) 
3. Non-profit and community organizations hosting: 

a. free programs/services (e.g. Herman Prior Centre list of seniors’ programming) 
b.  paid programs/services (e.g. organizational fundraiser) 

4. Individuals seeking the public’s assistance for reasonable needs (e.g. missing pet poster) 
5. Individuals offering free programs/services (e.g. free music lessons) 
6. For-profit groups and organizations hosting free programs/services (e.g. financial 

workshops, free seminars) 
7. Individuals hosting community events (e.g. yard sale) 
Advertisements will be removed after the final date listed or after an appropriate amount of 
time1 has passed since the advertisement was posted.  

For-Profit Advertising: 
For-profit groups may advertise only for events in library-rented space. Individuals selling on 
commission may advertise, space permitting, at the Director's discretion. 

Use of Library's Image and Information: 
No individual/group/organization may use the library’s image, address, contact information, 
or staff likenesses for advertising without written consent from library management. 

Revised: February 21, 2024 
Adopted: August 8, 2019 

  

                                     
1 2 weeks, space permitting. 
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Credit Card Policy 
When required, goods and services may be paid by credit card. 

Library Credit Card 
Issued in the name of the library to be used by the Director or his/her designate.   

Personal Credit Cards 
May be used with the authorization of the Director. 
 
 
 
 
 
 

Revised: May 5, 2021 
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Donation Policy 
The Portage la Prairie Regional Library is a community organization that gratefully accepts 
donations by members of our community. These donations can come in various forms, including 
monetary or gifts in-kind. The most common type of gifts in-kind are material and equipment. 
Gifts of services do not qualify for a charitable tax receipt. 
All donations made to the Portage la Prairie Regional Library will be accepted at the discretion of 
the Director and/or the library Board. For additional information about making donations to the 
Library, please ask for the “Gifts and Donations to the Portage la Prairie Regional Library” form 
that is at the front counter in the facility. 
Monetary Donations  
The Portage la Prairie Regional Library is a registered charitable organization, and is able to 
issue charitable tax receipts for monetary donations $20 and over. All monetary donations 
under $20 will be considered gifts to the library, and a charitable tax receipt will not be issued. 
Gifts in Kind 
Portage la Prairie Regional Library will gratefully accept gifts-in-kind if it is useful and needed; in 
good condition; can be readily sold or utilized in an approved project. Any individual or 
organization seeking to make an in-kind donation to the library are asked to contact the Director 
first, in order to determine if the donation is appropriate to be accepted by the library. 
For gifts-in-kind under $1,000:  

• An original bill of sale can be used to prove the value of the item.  
• The bill of sale is to be provided by the donor. 

For gifts-in-kind over $1,000:  
• An independent appraiser must determine the value of the item.  
• The cost associated with an appraiser is the responsibility of the donor.  

Donors cannot self-appraise their gift.  
Material Donations 
The Portage la Prairie Regional Library will accept donations of library materials from individuals 
and organizations for consideration on the condition that the library has the right to use the 
donations in the manner it deems in the best interest of the library as a whole. Therefore, 
donations may be (a) kept by the library, (b) sold in our book sale or turned over to 
organizations holding book sales, or (c) discarded. Donations should be recently published, in 
good condition, and not duplicate materials already in the collection. Tax receipts are not issued 
for donations of materials.  
Materials that are accepted as donations include: 

• Reference works that are less than two years old, 
• Children’s and Adult fiction that is less than five years old and in good condition  
• Non-fiction that is less than five years old, contains current and relevant information and 

is in good condition, 
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• Current DVDs and audio CDs if they are in their original cases and have copyright 
statements that allow for use under normal circumstances, 

• Magazine subscriptions. 
Materials not accepted as donations include: 

• Encyclopaedias, textbooks or Reader’s Digest Condensed Books, 
• Dated information (old travel guides, medical and science books), 
• Materials in poor condition (torn, stained, musty, yellow pages), 
• Old magazines or loose issues of a magazine, 
• VHS, cassette tapes, computer software applications, 
• Consumables (e.g. workbooks), 
• Smaller than 13 cm (standard book pocket size) Board Books excluded, 
• Materials that cannot be shelved (e.g. ephemera, toys), 
• Materials that contravene copyright law, 
• Other - as determined by the Director 

Equipment Donations 
The Portage la Prairie Regional Library accepts equipment to be used at or by the library. As per 
the Canadian Income Tax Act, a charitable tax receipt may be issued for the donation of 
equipment. The individual or organization donating the equipment must provide appropriate 
documentation stating the value of the item at the time the item is intended to be donated to 
the library. Otherwise, the donation will be considered a gift to the library and a charitable tax 
receipt will not be issued. The library also claims all right of ownership for equipment once they 
are in the library’s possession. 
Any individual or organization seeking to donate equipment to the library are asked to contact 
the Director first, in order to determine if the equipment is appropriate to be accepted by the 
library.  

Updated: May 5, 2021  
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Internet Policy  
1) Library computers may not be used to: 

a) Access sites or transmit materials that violate Canadian federal or provincial laws or City 
Bylaws and/or are defamatory, discriminatory or obscene. 

b) Send fraudulent, harassing or obscene email messages. 
c) Display overt sexual images. 
d) Those found in abuse of this section will have their Internet privileges suspended, may be 

barred from entering the library facility, and may be reported to the police.  
2) Damaging or modifying the Library's computer equipment, software or network is considered 

vandalism. Any individual(s) committing vandalism will have their Internet privileges 
suspended, may be barred from entering the library facility, and may be reported to the 
police.  

3) Users are responsible for any losses or damages sustained by Library as a result of their 
Internet use or their violation of the security of the Library computer system. 

4) Users of the Internet have full responsibility for the materials they locate. Internet content 
may originate anywhere and is largely unregulated and unmonitored. Therefore, users may 
find sites where information is controversial, erroneous, dated or offensive. Users are 
responsible for any direct or indirect losses or damages they may suffer from use of Internet 
services.  

5) Parents or guardians of a library member under the age of 16 may make a written request, 
clearly stating their reasons, to library management to deny their children access to the 
public computers.  
a) Parents or guardians of any member 16 or older may also make this request in special 

circumstances.  
b) The library cannot deny library users access to wireless internet. 

6) Parents and guardians are responsible for their children's use of the Internet and computers. 
7) Wireless internet is freely available in the library building.  
8) Printing is available for a fee. When printing or copying material, it is solely the user's 

responsibility to ensure they are not violating privacy, intellectual property, or any other 
applicable laws.  

9) Time limits on Internet computers may be enforced at the discretion of library staff to ensure 
that all users have the opportunity to use Internet resources. 

10) Assistance from Library staff in computer use will be limited. Basic instruction may be 
provided and specific questions may be researched, depending on staff availability. 

11) Users cannot use the Library's e-mail address to send or receive e-mail. Users are welcome 
to apply for their own e-mail address using a web service. Library staff may be available for 
limited assistance. 

12) Files, e-mail, bookmarks, etc. created on the computer are deleted automatically at the end 
of each session. 
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13) Other items arising that are not covered by the above sections will be left to the discretion of 
library management to resolve. 
 
 
 
 
 
 
 

Revised August 25, 2021 
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Library Code of Conduct Policy 
In accordance with the Manitoba Human Rights Code, everyone has a right to equal 
treatment in accessing the library and its services. The library attempts to provide its 
services in an environment that is safe and inviting to all and is free from discrimination and 
harassment for staff and patron alike. 
While on library premises or at library events we ask that you 

• Are polite and civil to library staff and other patrons. 
• Set devices to mute or vibrate. 
• Keep conversations at a reasonable volume. 
• Limit the use of scented products to respect those with sensitivities. 
• Discard garbage into garbage cans. 
• Keep food or drink in designated areas 
• Keep your belongings with you. The library is not responsible for theft or damage. 
• Do not block aisles or doorways.  
• Follow staff instructions in the case of fire, fire drills, or other emergencies. 
• Wear proper attire. Shoes and shirt must be worn in the building. 
• Properly secure bicycles outside. Bicycles and strollers cannot be left in the library 

vestibule. 
• Receive permission before photographing, filming or taking video recordings. 
• Ensure children under 12 have proper supervision. 

With respect to behaviours which do not support a welcoming, safe environment, the 
parties involved will be subject to loss of privileges as outlined in the Code of Conduct Chart, 
cost recovery charges, or a ban from the building and library events. Library staff will listen 
and respond to complaints raised by patrons, reporting to library management when 
necessary. Illegal activities may be reported to the police. 
Staff will fill out an Incident Report about violations which will be kept on file for no less 
than 5 years. Each offense will be reviewed by the Library Director and the Portage la 
Prairie Regional Library Board when appropriate. These forms may also be shared with the 
authorities. Suspensions and banning notices will be delivered in writing. Any appeals must 
be submitted to the Director in writing. 
In the event library staff did not witness a violation, the affected party will be offered an 
opportunity to fill out an Incident Report Form. This will be given to library management 
and may be shared with the authorities. A suspension may result from complaints not 
witnessed by staff. 
 

Effective August 25, 2021 
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Membership Policy 
Application Requirements 

• All applicants over 18 must produce a piece of photo identification and proof of address. 
• Every adult must sign for their own library membership. 

o If necessary, another adult may co-sign for the applicant’s library membership. 
o Library staff may take steps ensure that the member consents to and is aware of 

the responsibilities of library membership. 
• Those under the age of 18 must have their membership card co-signed by a parent or 

legal guardian. 
o Those under the age of 18 living on their own can sign for a membership card 

without a parent or legal guardian. 
• Memberships will be cancelled if the account has not been renewed within one year after 

the renewal date 
 
Resident Membership 

Anyone residing within the City and RM of Portage la Prairie is a resident member. Anyone 
owning or renting property within the City and RM boundaries will be given resident 
membership status. 
• There will be no charge for applicants meeting these requirements. 
• Resident memberships are valid for five years from date of issue. 

 
Non-resident Membership 

• Applicants not meeting the requirements of a resident membership are considered a non-
resident member. 

• Non-residents will be charged an annual membership fee. 
o Single  $20 
o Family $45 
o Block $30 
o Digital $10 

• Non-resident memberships are valid for one year from date of issuance. 
• A single membership may be changed to a family membership.  

o The membership renewal date will be set to the date of the change  
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Temporary Membership 
For those residing within the City and RM of Portage la Prairie on a short-term basis. 
• Temporary memberships are valid for six months from date of issue. 

o If the Temporary member becomes a resident, their membership can be upgraded 
to a resident membership.  

o The resident membership begins at the time of the upgrade. 
• For individuals and families residing in shelters within the Portage community, a 

Temporary or Digital Membership may be provided upon request at the discretion of 
library management. 

 
Block Memberships 

Block memberships enable organizations and teachers to borrow larger quantities of 
materials from the Portage la Prairie Regional Library collection than an individual 
membership. Details regarding Block Memberships can be found in the Library’s Block Loan 
Policy. 

Digital only 
Digital only memberships are valid for internet access and digital materials. Patrons can 
request these for themselves or dependents at any time. A yearly fee for non-residents may 
apply. 

Student 
Students attending school within the city of Portage la Prairie are entitled to a resident 
library membership. 

Teen 
Resident teens who cannot get a guardian’s signature may qualify for a limited 
membership.2   
 

Revised: June 9, 2021  

                                     
2 Added June 2022 
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Multi-Purpose Room Usage Policy 
This policy outlines guidelines and procedures for the Multi-Purpose Room (MPR) at the Portage 
la Prairie Regional Library. While the Library reserves priority to use this space as is needed for 
Library and Library Board functions, the space may be made available for individuals and 
organizations to use. 
The Library and Library Board support the Canadian Federation of Library Association’s Statement on 
Intellectual Freedoms and Libraries, In order to ensure the library remains a free and safe space for 
the whole community, any individual or organization that attempts to use the MPR for the purposes 
of inciting hatred against any legally protected groups, or that may be reasonably assumed to be 
doing so, will be denied the ability to utilize the Library’s space. 

Rental Fees and Cancellation 
The Library may charge a rental fee. Cancellations with less than 24 hours' notice result in fee 
forfeiture. Additional charges may apply for damages or excessive garbage. 

1. Full Rental 
a. Businesses (following provisions of Business License By-Law No. 01-8098) 
b. Organizations charging an admission fee  
c. Fees 

i. Full day $100  
ii. Six hours or less $50  

2. Half price 
a. Non-profit groups operating with paid staff 
b. Fees 

i. Full day $50  
ii. Six hours or less $25  

3. Free of charge 
a. Departments and Committees of the City and Rural Municipality of Portage la 

Prairie  
b. Non-profit volunteer organizations  
c. Groups of individuals pursuing a non-commercial activity 

The MPR may be rented for up to a year in advance, as long as the regular rentals do not interfere 
with Library or Library Board operations. In the event the space becomes unavailable when 
scheduled for use the Library will work to re-schedule the event, and may provide a refund if a 
reasonable time is not available. 

Rental entities serving refreshments must provide supplies and must clean the MPR after usage; 
some Library equipment is available to use. All furniture and equipment from the MPR must remain in 
the Room during the time of the rental, unless advance permission was given for equipment to be 
moved outside the Room. Additional furniture and equipment may be available upon request. 
Damages and replacement fees will be charged if MPR equipment and furniture is damaged and/or 
negligently used by the rental entity. 
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All individuals and organizations using the MPR are required to abide by Library’s policies. Violations 
may result in immediate removal and potential bans from booking the MPR or the Library facility in its 
entirety. 

Revised February 21, 2024 
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Patron Photography Policy 
The Portage la Prairie Regional Library is committed to providing a safe and secure environment 
for patrons to access information and resources. To ensure the privacy and well-being of both 
patrons and staff, the library has established the following policy regarding the taking of 
photographs or videos inside and outside the library building. 
General Policy 
Permission is not required for taking photographs or videos in public areas of the Library 
building for personal, non-commercial use, provided that other people are not captured in any 
such photographs, films, or recordings without their permission. Individuals filming, 
photographing, and/or recording on Library premises have the sole responsibility for obtaining 
all necessary releases and permissions from persons who are filmed, photographed, or 
recorded. Photography and recording of Library events and programs may only be done with 
the permission of the organization or individual holding the event. 
• It is the sole responsibility of the photographer to obtain all permissions and releases. 
• The use of additional equipment such as tripods, lights, or other specialized equipment is 

prohibited unless approved with a minimum of 3 working days' notice. 
• Certain library locations and/or exhibition areas have restrictions on photography or 

videography (e.g., restrooms, study locations, children's programs, etc.). 
• Taking photographs or videos in areas reserved for staff use only is strictly prohibited. 
Behavioral Expectations 
Persons taking photographs and videos shall not: 

• Compromise others right to privacy. 
• Harass, intimidate, or threaten a patron, volunteer, staff member, or trustee. 
• Block library aisles, walkways, doors, or exits. 
• Interfere with library operations or enter staff areas without permission. 

Exterior Photography and Videos 
Taking photographs and videos outside the Library building and/or of the Library grounds does 
not require permission. However, the activity may not impede the passage of patrons or staff, 
and it must adhere to the General Policy. 
Photography and Videos of Materials and Resources 
The Library permits the taking of photographs and videos of its publicly-available collections. 
Patrons are responsible for obtaining consent or other permission when capturing images of 
copyrighted materials. 
Library Photography, Videos, and Recording 
The Library may take photos, videos, and audio recordings at the Library and during events for 
use in publicity materials, the website, and social media. The Library reserves the right to 
document its services and the public’s use of the Library building and grounds. Individuals who 
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do not wish the Library to use a photograph or video of them or their child should inform a 
Library staff member.3 
Right Subject to Compliance with Policy 
The Library reserves the right to ask any individual or group violating this policy to cease the 
taking of photographs or videos. 
 

Approved: December 13, 2023  

                                     
3 For more information, refer to the Staff Photography Policy      
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Petty Cash Policy 
The Petty Cash Fund allows for the reimbursement of minor business expenses in an efficient 
and cost effective manner. This fund is to be administered by the Operations Manager or 
designate according to NFP-GAAP rules. From time-to-time, upon the advice of the Operations 
Manager, the Board will adjust the amount contained in the fund. 
 
Purchases must be submitted for approval within 5 business days. Reimbursements submitted 
after this time will not be accepted without approval from the Director. 

 
 
 
                   Revised: June 19, 2024 

Accepted: February 24, 2010 
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Program policy 
The Portage la Prairie Regional Library is dedicated to improving its patron’s quality of life by 
facilitating their search for informational, educational, technological, and recreational resources 
and materials. 
We strive to select, organize, and provide access to a wide variety of resources and materials, 
to be responsive to the needs of the public, and to cultivate the maximum use of its resources 
and services. 
Purpose 
The Portage la Prairie Regional Library provides programming to serve the library’s mission and 
to expand the visibility of the library in the community. 
Responsibility 
Responsibility for the planning and implementation of library programming rests with the 
Director, who may share this duty with or delegate this duty in its entirety to the Programming 
Coordinator who manages this responsibility by working in partnership with designated staff. 
Concerns or questions regarding programs should be referred to the Director. 
Criteria 
In planning and developing library programming, library staff will apply the following criteria: 

• Relation to library mission and service goals 
• Community needs and interests 
• Availability of program space 
• Presentation quality and treatment of content for intended audience 
• Presenter experience and qualifications in content area 
• Budget and staffing considerations 
• Historical or educational significance 
• Representation of diverse cultural backgrounds, opinions, and viewpoints 
• Appeal to a range of ages, interests, and information needs 
• Connection to other community programs, exhibitions, or events  

Programming resources 
The library draws upon and partners with other community agencies, organizations, educational 
and cultural institutions, and/or individuals to develop and present programs. 
Professional performers and presenters with specialized expertise may be hired. 
Performers and presenters will not be excluded from consideration based on any protected 
group status as defined by applicable federal, provincial, or local laws and regulations. 
Library staff who present programs will do so as part of their regular job and are not hired as 
outside contractors for programming. 
Fees 

1. The library strives to provide the vast majority of its programming free of charge. 
2. A fee may be charged to: 



24 

a) recover the cost of a presenter, materials, or supplies when it would otherwise not 
be feasible to offer the program 

b) cover the cost of an educational program which provides an official certification or 
endorsement 

3. Sale of items during library programs is permissible  
a) If fund-raising to benefit the library, or 
b) at author events where a copy of the material is donated to or sold at the library in 

accordance with the Retail Sales Procedure.  
4. The library does not offer programs of a commercial nature, including but not limited to, 

presentations offered for free, but with the intention of soliciting future business. 
Scheduling 

1. Individuals wishing to propose a library program will complete the following steps, in the 
stated order: 

a) Fill out the Library Program Suggestion form (Appendix A) 
b) Await contact from the library to discuss program and, if approved, begin 

scheduling process. 
c) Fill out a library volunteer form and complete background check, if required 

The library reserves the right to cancel and/or reschedule programs. A background check may 
be required, subject to the Library’s Background Check and Investigation Policy. Notice of 
cancellation and/or rescheduling will be given with as much advanced notice as possible. The 
library has the right to approve any promotional materials concerning the event.  
Content 

1. The library will not offer programs that support or oppose any political candidate or ballot 
measure; however, election information, such as candidates’ forums that include 
invitations to all recognized candidates, may be offered. As it is not consistent with 
passive distribution, materials asking for library visitors to sign a petition or letter are not 
permitted at candidates’ forums or other library programs. 

2. The library will not offer programs that support or oppose any specific religious 
conviction. Programs whose purpose is to provide information about religious traditions as 
a part of multicultural education are permitted. 

3. Library sponsorship of a program does not constitute an endorsement of the content of 
the program or the views expressed by participants, nor is it responsible for the factual 
correctness of the content of a presentation. Program topics, speakers, and resources are 
not excluded from programs because of possible controversy. 

Attendance 
1. All library programs are open to the public. Every attempt will be made to accommodate 

all who wish to attend a program.  
2. If the safety or success of a program requires it, attendance may be limited and may 

require advance registration, acquisition of tickets, or be determined on a first-come, 
first-served basis. 

3. Program attendance may be limited based on age. 
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Community collaboration 
1. Library sponsored programs may be held at the library or off-site. 
2. The library may co-sponsor programs with other agencies, organizations, and/or 

businesses that are compatible with the library’s mission and goals. 
3. Co-sponsorship and collaboration decisions are made on the basis of mutual needs and 

equitable benefits between the library and potential partners. 
4. External organizations or individuals partnering with the library for programs must 

coordinate marketing efforts with the library. 
 

Last Updated: October 27, 2021 
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Public Participation at Board Meetings Policy 
Objective 

This policy outlines the parameters for public presentations and correspondence at Portage 
la Prairie Regional Library Board meetings. 

Scope 
This policy applies to individuals presenting, either on their own behalf or as a 
representative of an organization or group, information, viewpoints, or concerns related to 
governance matters which are the responsibility of the Library Board. 

Definitions 
• Board Meeting Any gathering of the Library Board for library business, in-person or 

virtual. 
• Board Member Individuals appointed under the Manitoba Library Act. 
• Board Chair Board Member elected to serve as Chair of the Library Board. 
• Director Individual appointed by the Library Board as Library Director. 
• Inaugural Board Meeting First meeting of each calendar year. 
• the Board the Library Board, as appointed by funding Councils. 
• Library Staff Employees hired under the delegated authority of the Library Director. 
• Regular Board Meeting Board Meeting scheduled at the beginning of the calendar year. 

Underlying Principles/Policy Goals 
The Board encourages public participation in governance through correspondence and 
presentations, aiming to consider diverse perspectives, improve library services, engage 
stakeholders, and ensure efficient meetings. 

Correspondence 
a) Individuals are welcome to send correspondence, either on their own behalf or as a 

representative of an organization or group, to present information, a viewpoint, or a 
concern regarding matters that are the responsibility of the Library Board. 

b) Issues or concerns about operational matters, including those related to Library Staff 
performance (other than of the Director), will be directed to the Director for review or 
resolution. Should an issue or concern be raised about the Director’s performance, the 
Library Board will review the matter. 

Presentations 
Residents, individuals, or organizations may apply to present at Regular Board Meetings. 
Individuals or organizations wishing to make a presentation to the Library Board should 
make a written request to board@portagelibrary.com by noon on Monday in the week 
preceding the scheduled Regular Board Meeting. 
The request must include: 
• The name, organization represented if any, telephone number, and email address of the 

presenter(s); 
• The meeting date and agenda item the presentation relates to; 
• A summary of the presentation and any relevant documentation; 
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• Whether the presenter(s) will attend in person or virtually; and 
• Any accommodation required, such as needs to support a disability, or cultural practices. 
The Library Board, through the Board Chair will approve or refuse applications, or request 
additional information before deciding. This decision will be given no later than three (3) 
working days before the Board meeting. The Board Chair may refer operational matters to 
the Director. The Board Chair may redirect comments to a committee or another 
organization when appropriate. 
Upon approval by the Board Chair, the name of the individual(s), organization being 
represented, and subject of the presentation will be included on the Board Meeting agenda. 
Any presentation and materials submitted will form part of the public record of the meeting. 
Each delegation will be limited to five (5) minutes, regardless of the number of items the 
presenter wishes to address, in order to ensure adequate time for all presenters and 
conducting other Library Board business. Any one organization can have no more than three 
speakers as part of their delegation. The number of speakers does not impact the total time 
limit. 
The Board Chair may choose to vary presentation policy and procedures to accommodate 
individual and Board needs. 
Late Requests 
The Board Chair may grant late requests, in consultation with the Director, if, in their 
opinion, there were reasonable extenuating circumstances. Submit late requests by email no 
later than noon the Monday before the Regular Board meeting, providing the information 
noted above, and explaining why the Board Chair should consider the late request. 
Library Staff will notify the requestor if the Board Chair has approved the request to present 
and, if so, provide the meeting details and accommodations that will be provided. 

Guidelines for Presenters 
a) Limit your remarks to the subject on which you have been approved to address the 

Board. 
b) Be respectful and direct your remarks to the Library Board as a whole, not to individual 

Library Staff or Board Members. 
c) Follow the directions and decisions of the Chair. 
d) Signs or placards shall not be displayed. 
e) Filming, recording or taking photographs during the meeting is not permitted. 
Board Members may ask questions of presenters in order to seek clarification or ask for 
additional information. Board Members may also ask the Director or Library Staff to provide 
clarification or to confirm information. Presentations to the Library Board provide an 
opportunity for the Library Board to receive information and are not a forum for debate. 

Non-Compliance Consequences 
Presenters who do not comply may be asked to leave the Board Meeting if the Board Chair 
deems their conduct inappropriate and if they are disrupting the holding of the meeting. 
The individuals in question may also be barred from attending future meetings. Library Staff 
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who do not comply with this policy may face disciplinary action, up to and including 
termination of employment. The Library Board may request that Council remove a Board 
Member who fails to comply with this policy. 

Additional Information 
A maximum of three presentations will be heard per Board meeting. 
The Board is not required to respond to a presentation and could limit how often a person 
or group participates, especially when the topic or issue in question has already been 
discussed and there are no new elements. 
No individual or group may address the Board on an agenda item or an issue not on the 
agenda if that individual or group has spoken before the Board on that topic within the 
previous 12 months. 
Members of the public may also address the Board through a letter or memorandum sent to 
the Chair of the Board. Although the Board may examine the issues raised in such 
correspondence, it is not required to respond. 
 

 Approved: December 13, 2023  
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Reserve fund policy 
The Portage la Prairie Regional Library recognizes that an ongoing commitment to reserve 
funds enables unplanned, short-term operating and capital funding when needed. This 
policy establishes the objectives for reserves and reserve funds, standard of care, as well as 
it delineates the responsibilities for their management and administration. 

General Guidelines 
The library will maintain a General Reserve Fund for unplanned, short-term use and 
Designated Reserve Funds for specific purposes. The General Reserve Fund shall strive to 
retain a minimum balance of 5.0% and a target balance of 8.3% of annual budgeted 
general library expenses. Should the General Reserve Fund fall below 5%, a plan for 
regaining compliance with the policy shall be submitted to the Library Board.  
Other applications of the General Reserve Fund will be determined by the Board based on 
recommendation from Library Administration, after considering the general financial position 
of the organization. 

Expenditure of Reserves  
The overall intended purpose of the General reserve fund is to support cash flow 
interruptions and unanticipated expenditures that may arise. Designated reserve funds and 
their target amounts will be reviewed by the Board annually. 

Investment 
Up to 90% of the library’s Reserve funds may be invested in secured investments, with the 
approval of the Board. Unless there is an expected shortfall, the interest from these 
investments will be put into the library’s operations fund. 

Surplus Management 
In the event the General Reserve Fund Balance is above 10%, the difference must be used 
for a one time project in support of the Library Board's strategic priorities, as proposed by 
Library Administration and approved by the Board. 

Responsibilities 
The Director in conjunction with the Library Board will monitor revenue collections, 
expenditures, and availability of cash by reviewing monthly financial reports. The Director 
shall advise the Board whenever revenue projections suggest that revenue will fall short of 
expectations, unexpected expenditures will exceed budget, or fund target(s) may not be 
met by the end of the fiscal year. 
Reserve fund balances may fall occasionally outside of the target ranges because of special 
projects, construction, emergencies, other extenuating circumstances, and/or levy 
restrictions. 

Transfers 
Transfers to the Reserve Fund 

1. At the recommendation of Library Administration, the Library Board may pass a motion 
to transfer funds into the Reserve Fund. 
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2. At the time of a motion to transfer funds the Board shall decide if the monies are to be 
put either into the general reserve fund or into a designated fund. 

Transfers from the Reserve Fund 
1. At the recommendation of the Library Administration, the Board may pass a motion to 

transfer monies from the Reserve Fund into the current budget for specific purposes. 
 
This policy will be reviewed every two years by the Board or when the conditions warrant. 
 
 

Updated: June 21,2023 
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Special Collection Access Policy 
Access to Archival Materials 

• Archival materials are not to leave the library at any time. 
• Patrons may view archival materials within the library either briefly at the front counter 

or for longer periods upon approval of the Director. 
• If an archival book has a restricted or shelf copy available, that copy will be loaned to 

the patron instead of the archival copy. 
• Patrons must wash and dry their hands thoroughly prior to handling materials. 
• Photographs must be held by the edges. 
• Viewing rights of archival materials are determined by the owning organization.  

Access to Restricted Use Materials 
• Materials in the restricted use room may be borrowed by patrons in good standing for at 

least two years, or upon approval of the Director. 
• Materials in the restricted use room may be lent through interlibrary loan if the library has 

a spare copy, or upon approval of the Director  
• Materials in the restricted use room may be viewed by members of the public within the 

library building. 
• Materials that may not leave the library include:  

- indexes of birth, marriage, and death, 
- Obituaries, 
- Microfilm, 
- Filing cabinet folders. 

• Materials are required to be signed out or recorded as in-house use.  
 
 
 
 
 

Updated: May 5, 2021 
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Unattended Children in The Library Policy  
Purpose  

The Portage la Prairie Regional Library welcomes children of all ages to use its facilities and 
services. The purpose of this policy is to establish that it is the responsibility of the 
parent/guardian and not the library staff to monitor the whereabouts and behaviour of their 
children.  

Scope   
The Manitoba Child and Family Services Act states: 
“A child is in need of protection where the child (g)being under the age of 12 years, is left 
unattended and without reasonable provision being made for the supervision and safety of 
the child;” (S. 17 (2) (g))  
In accordance with this statement, children under the age of ten (10) must remain in the 
company of a parent/guardian or caregiver who is at least 12 years old while in the Library.  

Attending programs 
• Caregivers must accompany children under five (5). 
• Caregivers of children aged five (5) to nine (9) must remain in the Library for the duration 

of the program.  
• Caregivers of children ten (10) and over may leave the Library for the duration of the 

program, but library staff must be provided with contact information in case of an 
emergency. 

Programs may end earlier than the scheduled time without advance notice. In these cases, 
the library will contact caregivers.  

Policy Statement  
Library staff cannot be held responsible for the welfare of children left unattended in Library 
facilities. Children in the library should always be accompanied by a parent, a guardian, or 
an assigned caregiver who is no less than 12 years of age. 
Sharing the Library environment with other people requires that everyone follow the Library 
Patron Code of Conduct established by the Library Board and posted in the building and on 
the Library website. If the child(ren) are unable to understand the Code of Conduct, they 
must be accompanied by a parent or caregiver. If a child violates the Code of Conduct, a 
letter will be sent home and authorities may be notified.  
Staff will not give information to any person over the telephone as to whether a child is 
currently in the library or has been in the library recently.4 Library staff may notify the 
appropriate authorities if they have reason to suspect abuse or neglect. 

                                     
4 Library staff may confirm this information to RCMP officers in person. Any additional information must be formally 
requested from the Director or designate.  
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Staff Procedure  
The following appropriate steps need to be taken by staff in regards to unattended or 
unsupervised children: 

1. Unattended or unsupervised children will be asked to give their name, the location of 
their parents or caregiver, and the expected time of their return. 

2. Parent or caregiver will be located if present in the Library. 
3. Children under the age of 12 left unattended for long periods of time in the Library 

(i.e. in excess of one hour) may be questioned by Library staff regarding their 
arrangements to be picked up.  

4. Staff should attempt to contact the parent or caregiver but may call child and Family 
Services if neglect is suspected.  

5. Thirty (30) minutes prior to closing, staff will attempt to contact a parent or caregiver 
of any young children left in the library.  

6. If unable to make contact, staff will contact police to take charge of said children. 
7. Under no circumstances shall staff or volunteers drive a child home. 
8. An incident report will be kept on file at the Library for a minimum of 1 year. 
 

Adopted: February 21, 2024  
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Video Surveillance Camera Policy 
Portage la Prairie Regional Library strives to maintain a safe and secure environment for its 
patrons and staff. Selected areas of the Library are equipped with security cameras for the 
safety and security of the building, staff, and patrons. The public is notified, on clearly 
worded signs that the Library is under video surveillance so that visitors have a reasonable 
and adequate warning that the surveillance is or may be in operation. 

Security Camera Locations 
The Library understands that privacy is important to patrons and staff. This policy is in force 
to deter public endangerment, vandalism, theft, and mischief, and to identify those 
individuals involved in such activity for law enforcement purposes, while adhering to the 
Freedom of Information and Protection of Privacy Act (FIPPA) and other applicable privacy 
laws. 
Reasonable efforts are made to safeguard the privacy of Library patrons and staff. Cameras 
are positioned to record high traffic areas, and will complement other measures to maintain 
a safe and secure environment in compliance with Library policies. No audio will be 
recorded. Camera locations will not be changed or added without permission of the 
Director. Cameras will not be installed in locations where staff and patrons would have a 
reasonable expectation of privacy, such as restrooms; nor are they positioned to identify a 
person’s reading, viewing, or listening activities in the Library. 

Access to Digital Images/Recordings 
Typically, the images are not reviewed. If an incident comes to the attention of the Director, 
the retained images can be reviewed and saved for as long as necessary. 
Because cameras will not be continuously monitored, the public and staff should take 
appropriate precautions for their safety and for the security of their personal property. 
Portage la Prairie Regional Library is not responsible for loss of property or personal injury. 
Live camera footage will not be available to the public for viewing at any time. Library staff 
have access to live footage. Live footage will only be viewed in cases where Library staff 
cannot actively monitor the area(s) being recorded. Only the Director and their designate 
have access to the administrative settings of the digital video recorder and playback 
systems. 
Recordings are viewed only to investigate pre-defined occurrences. 
Violations of these policies and rules by Library employees are subject to discipline, up to 
and including termination. 

Disclosure of Digital Images/Recordings 
Video records and still photographs may be used to identify person(s) responsible for policy 
violations, criminal activity on Library property, or actions considered disruptive to normal 
operations. 
In situations involving banned patrons, stored still images may be shared with staff. After 
the banning period ends, these images will be archived with the original incident report for 
5 years. 
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Video records and photos obtained through the video monitoring system will be released as 
necessary and in accordance with applicable laws, when pursuant to a subpoena, court 
order, or when otherwise required by law. 
Recordings are reviewed by two Library staff to determine if the incident is administrative or 
police reportable. If the incident is determined to be police reportable, the Director or their 
designate will make the report and release any video recording to law enforcement. Unless 
required by an enforceable legal process, no video records will be released to the media, 
patrons, or other persons. 
Confidentiality and privacy issues prohibit the general public from viewing security camera 
footage that contains personally identifying information about library users. If the library 
receives a request for the general public to inspect security camera footage, the person will 
be advised to file a police complaint. 

Retention of Digital Images/Recordings 
Images from the security cameras are stored digitally on hardware in the library. It is the 
intention of the library to maintain images for a minimum of 14 days or until system 
capacity is reached, then the oldest recordings are automatically deleted to make room for 
new recordings. 
The retention period for recordings is typically two weeks but may vary based on the 
storage space available on the system’s hard drive. Recordings required for evidence are 
saved to a secure file, stored in a secure environment, and destroyed in accordance with 
the Library’s Record Retention policy. 

Disclaimer of Responsibility 
Questions from the public may be directed to the Library Director. 
The Library disclaims any liability for the use of video data in accordance with the terms of 
this policy given that the library is a public facility and the security cameras shall be limited 
to those areas where patrons and/or staff have no reasonable expectation of privacy. 
 

Adopted April 19th, 2023  
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a 
Vulnerable Adults 

Portage la Prairie Regional Library strives to provide a warm, welcoming and safe 
environment for all community members. The Library is concerned for the safety of 
vulnerable adults5 in and around the Library. A parent, guardian or caregiver age 18 years 
or older must be responsible for monitoring the activities and managing the behaviour of 
vulnerable adults during their Library visits. 
The Library will adhere to the following guidelines concerning the care and behaviour of 
vulnerable adults: 
• Vulnerable adults who are unable or unwilling to care for themselves must be attended 

and have adequate supervision at all times. 
• Vulnerable adults who can understand and follow the Code of Conduct and who can care 

for themselves are welcome to be in the Library unattended. They should have contact 
information for someone who can assist them in an emergency. 

• Library staff will attempt to contact a parent, legal guardian or caregiver when an 
individual’s: 

o health or safety is in doubt; 
o behaviour disturbs other Library users and has caused staff to ask the individual to 

leave the Library; 
o parent, guardian or caregiver is not present at closing time. If a parent, guardian 

or caregiver cannot be reached, Library staff will contact police to assume 
responsibility. 

• Parents, guardians or caregivers who violate the Code of Conduct are subject to 
restriction or termination of Library privileges and possible exclusion from the Library. 

Library staff may notify the appropriate authorities if they have reason to suspect abuse or 
neglect. 
 

Adopted: February 21, 2024 
 

                                     
5 A vulnerable adult is an adult who should not be left alone, is unable to reasonably care for themselves in an 
emergency situation, or is mentally or physically challenged in a manner that requires help beyond normal assistance 
with Library services. 
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