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Policy  
 
Employees and volunteers of the Burk’s Falls, Armour and Ryerson Union Public Library are expected to 
interact with the patrons of the library, and the community at large, in a professional and ethical 
manner as representatives of the organization and of the Library Board. 

 
Procedures  

 

Code of conduct 

 
1. Staff and volunteers will provide the highest level of service to all library users through 

appropriate and usefully organized resources; equitable service policies; equitable access; and 
accurate, unbiased, courteous and respectful responses to all requests.  

 
2. Staff and volunteers will protect each library user’s right to privacy and confidentiality with 

respect to information sought or received, and resources consulted, borrowed, acquired or 
transmitted, consistent with existing law. 

 
3. Staff and volunteers will recognize and respect intellectual property rights within the Canadian 

Copyright Licensing Agency guidelines. 
 

4. Staff and volunteers will treat co-workers and other colleagues with respect, fairness and good 
faith, and advocate conditions of employment that safeguard the rights and welfare of library 
employees.  

 

5. Employees will not perform position responsibilities while impaired by any illness or other 
dysfunction that the employee knows, or ought reasonably to know, impairs his/her ability to 
perform the responsibilities of the position. 

 
6. Staff and volunteers will encourage and be open to feedback from colleagues and patrons. 

 
7. Staff and volunteers are to dress in a manner that reflects respect for the patrons served and as 

a professional, representing the Burk’s Falls, Armour & Ryerson Union Public Library and its 
Board to the community.  Clothing must reflect principles of appropriate apparel to meet with 
patrons and to deal with the general public at all times. 

8. Staff and volunteers will strive for excellence in the profession by maintaining and enhancing 
one’s own knowledge and skills, and by encouraging the professional development of co-
workers. 
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9. Staff will abide by the policies as set by the Board of the Burk’s Falls, Armour & Ryerson Union 
Public Library.   Failure to do so could result in disciplinary action. 

 
Code of Ethics 
 
1. Confidential Information 

 
i.) Staff and volunteers shall not disclose confidential information acquired in the course of 

official duties or use such information to further personal interests.  
 
2. Conflict of Interest 
 

i.) Staff and volunteers will avoid situations in which personal interests might be served or 
financial benefits gained at the expense of library users, colleagues, or the library. 
 

ii.) Staff and volunteers will distinguish between one’s personal convictions and 
professional duties and not allow personal beliefs to interfere with fair representation 
of the aims of the Burk’s Falls Armour & Ryerson Union Public Library or the provision of 
access to library resources. 

 
iii.) Any employee of the Library, who now has, will have, or later accepts an interest in (or 

whose spouse has, will have or later acquires an interest in ) 
 

(a) any actual or proposed contract,  
(b) purchase agreement,  
(c) lease agreement or other agreement, including oral agreements,  
 
with the Library, or who participates in the discussion or gives official opinion to the 
Library on any matter or resolution before the Library, shall immediately and publicly 
disclose, in writing to his/her supervisor or to the Board the nature and extent of any 
direct or indirect financial or other private interest they have in such matter or 
resolution.   It is incumbent upon any employee to recuse him- or herself immediately 
whenever the appearance of or a conflict exists. 

 


