
 

Agenda 

Committee of the Whole Meeting (COW 2017-01) 

May 10, 2017 – 4:30 PM  

Meeting Rooms A & B, Isabel Turner Branch 

1. Linkages 

1.1. Policy Review (report attached)  

1.1.1. Health and Safety related policies (yearly review) (report attached) 

1.1.1.1. Occupational Health and Safety  (attached)  

1.1.1.2. Workplace Harassment (attached) 

1.1.1.3. Workplace Violence Prevention   (attached) 

1.1.2. Anti-Nepotism (attached) (report attached)  

1.1.3. Criminal Record Checks (attached) (verbal report)  

1.1.4. Volunteer (attached)  (report attached)  

1.1.5. Standards of Conduct for KFPL Employees (deferred to October)  

2. Other Business 

2.1. Board Planning Cycle (calendar –new format sample attached)  

2.2. Development of a community engagement process for the Patron Code of Conduct  

2.3. Ownership Linkages (attached)  

2.4. Media Protocol (materials distributed with April 26, 2017 board agenda) 

2.5. Summer Branch Bus Tour 

3. Adjournment and Next Meeting:  Regular Board Meeting, Wednesday May 24, 2017 at 

4:30 PM, Meeting Rooms A & B, Isabel Turner Branch;   

Committee of the Whole Meeting: Wednesday, June 14, 2017 at 4:30 PM, Meeting Rooms 

A & B, Isabel Turner Branch 

The Kingston Frontenac Public Library exists to offer all people throughout our service area 

access to broadly based resources in support of personal enrichment, life long learning, and 

community interaction, in person or in virtual space. These services are provided by expending 

revenues in a fiscally responsible manner. 



COW 2017-01 

KFPL Report to the Board 

Subject: Occupational Health and Safety Policies  

Date:  May 10, 2017  

Prepared by: P. Enright, Chief Librarian  

Background:  

The Occupational Health and Safety Act, R.S.O. 1990 c. O.1 requires employers to 

review the following policies at least annually: 

 Occupational Health and Safety (last reviewed June 2016) 

 Workplace harassment (last reviewed and amended December 2016 because 

of legislated requirements) 

 Workplace violence (prevention)  (last reviewed June 2016) 

Analysis: 

The policies were reviewed at the April 20, 2017 Joint Health and Safety Committee 

meeting and no changes were recommended at this time. 

There have been no legislated changes required since the last reviews. 

Stakeholders’ consultation: 

To be determined by the Library Board 

Recommendations: 

That the policies be reviewed and approved pending the level of stakeholders’ 

consultation as determined by the Library Board 



 

 

KFPL Statement of Policy 
Occupational Health and Safety 

1. Purpose 

The Kingston Frontenac Public Library is dedicated to continuing to meet or exceed the 

requirements of the Occupational Health and Safety Act (OHSA). 

2. Scope 

This policy applies to all workers of the Kingston Frontenac Public Library. 

3. Definitions 

Under the OHSA, “worker” includes a person who performs work or supplies services for 

monetary compensation.  “Worker” includes library employees working full-time, part-time, or 

casual, in unionized, non-unionized, supervisory or management positions.  Students and 

student interns involved in work experience programs are also included in the definition of 

worker.  “Worker” does not include contractors, sub-contractors or volunteers. 

4. Guiding Principles 

Through a comprehensive occupational health and safety program, management of the 

Library will ensure that operational activities remain safe and productive. 

5. Policy 

5.1 The management of the Kingston Frontenac Public Library is responsible for 

developing and implementing standards to ensure a hazard free workplace.   

5.2 Workers will have ongoing training programs provided to familiarize them with 

safety regulations.  

5.3 A healthy and safe workplace is everyone’s responsibility.  Workers of the 

Kingston Frontenac Public Library will report any unsafe condition to management 

and/or a member of the Joint Occupational Health & Safety Committee and 

management will respond by correcting the situation. 

5.4 This Policy Statement, officially signed, has been posted on all Branch Health & 

Safety Bulletin Boards. 

5.5 This policy will be reviewed annually by the Board of the Kingston Frontenac 

Public Library. 

6. Appendices 



 

 

7. Authorities  

Occupational Health and Safety Act, R.S.O. 1990, Chapter 0.1 

Signed / date:   

Chief Librarian / CEO 

Signed / date:   

Chair, KFPL Board  

Signed / date:   

Union Health & Safety Committee representative 

8. Document Control  

Original policy date:   

Last Reviewed: 2016 June  

Changes made:   

Next Review:  May 2018  



 

 

KFPL Statement of Policy 
Workplace Harassment 

The Kingston Frontenac Public Library is committed to providing a work environment in which 

all workers are treated with respect and dignity. Workplace harassment will not be tolerated 

from any person in the workplace including patrons, customers, clients, volunteers, other 

employers, contractors, supervisors, workers and members of the public. 

Workplace harassment means engaging in a course of vexatious comment or conduct against 

a worker in a workplace that is known or ought reasonably to be known to be unwelcome or 

workplace sexual harassment. Workplace sexual harassment means: 

a) engaging in a course of vexatious comment or conduct against a worker in a workplace 

because of sex, sexual orientation, gender identity or gender expression, where the 

course of comment or conduct is known or ought reasonably to be known to be 

unwelcome, or 

b)  making a sexual solicitation or advance where the person making the solicitation or 

advance is in a position to confer, grant or deny a benefit or advancement to the worker 

and the person knows or ought reasonably to know that the solicitation or advance is 

unwelcome. 

Reasonable action taken by the employer or supervisor relating to the management and 

direction of workers or the workplace is not workplace harassment. 

Workers are encouraged to report any incidents of workplace harassment to the appropriate 

person (e.g. supervisor, Manager or Director, Union). 

Management will investigate and deal with all complaints or incidents of workplace harassment 

in a fair, respectful and timely manner. Information provided about an incident or about a 

complaint will not be disclosed except as necessary to protect workers, to investigate the 

complaint or incident, to take corrective action or as otherwise required by law. 

Managers, supervisors and workers are expected to adhere to this policy, and will be held 

responsible by the employer for not following it. Workers are not to be penalized or disciplined 

for reporting an incident or for participating in an investigation involving workplace harassment.  

If a worker needs further assistance, he or she may contact a member of the Joint Health and 

Safety Committee, the Union, the Ministry of Labour or the library Employee Assistance 

Program provider. 

Document Control  

Last Reviewed:  2016 December  

Changes made:    

Next Review:   2018 May  

Signed / date (Chief Librarian / CEO):  

Signed / date (Chair, KFPL Board):  

Signed / date:  

Union Health and Safety Committee Representative  



 

 

KFPL Statement of Policy 

Workplace Violence Prevention 

1. Purpose 

The Kingston Frontenac Public Library is committed to the prevention of workplace violence 

and is ultimately responsible for worker health and safety.  The Library will take whatever 

steps are reasonable to protect workers from workplace violence from all sources.   

2. Scope 

This policy applies to all library workers including those of part-time, temporary or casual 

status, as well as to all Library Board appointees, and all elected officials, appointees or 

employees acting on behalf of the City of Kingston, the County of Frontenac, and the 

Townships of North Frontenac, Central Frontenac, South Frontenac and Frontenac Islands.  

The policy also applies to students, student interns, volunteers, contractors, members of the 

public and patrons. 

3. Definitions 

Workplace Violence 

Workplace violence means: 

1. the exercise of physical force by a person against a worker, in a workplace, that 

causes or could cause physical injury to the worker 

2. an attempt to exercise physical force against a worker, in a workplace, that could 

cause physical injury to the worker;  

3. a statement or behaviour that it is reasonable for a worker to interpret as a threat to 

exercise physical force against the worker or other workers, in a workplace, that 

could cause physical injury to the worker or other workers. 

The Workplace 

Workplace violence can occur in any library location, not just library buildings.  The 

workplace may include:  meeting rooms, vehicles, locker rooms, cafeterias, or any other 

location where library business is conducted.   

4. Guiding Principles 

The Library is committed to a workplace free from violence. 

5. Policy 

The Kingston Frontenac Public Library, as the employer, will ensure that this policy and the 

supporting program are implemented and maintained and that all workers, supervisors and 

managers have the appropriate information and instruction to protect them from violence in 

the workplace. 



 

 

There is a workplace violence program that implements this policy.  It includes measures 

and procedures to protect workers from workplace violence, a means of summoning 

assistance and a process for workers to report incidents or raise concerns. 

Managers and supervisors will adhere to this policy and the supporting program.  Managers 

and supervisors are responsible for ensuring that measures and procedures are followed by 

workers and that workers have the information that they need to protect themselves. 

Every worker must work in compliance with this policy and the supporting program.  All 

workers are encouraged to raise any concerns about workplace violence and to report any 

violent incidents and/or threats.  This includes the threat of domestic violence that would 

likely expose a worker or workers to physical injury in the workplace. 

The employer pledges to investigate and deal with all incidents and complaints of 

workplace violence in a timely and fair manner, respecting the privacy of all concerned to 

the extent possible.  The investigation process is attached as Appendix A.  Failure to 

uphold and abide by this policy may result in discipline, legal action and/or such other 

sanction as set out in Library policy. 

This policy will be reviewed annually by the Board of the Kingston Frontenac Public Library 

and will be posted in each branch of the Library. 

6. Appendices 

7. Authorities 

Occupational Health and Safety Act, R.S.O. 1990, Chapter 0.1 

8. Document Control  

Original policy date:  2010   

Last Reviewed:  2016 June  

Changes made:    

Next Review:   2018 May  

Signed / date:   

Chief Librarian / CEO 

Signed / date:   

Chair, KFPL Board  

Signed / date:   

Union Health & Safety Committee representative 

  



 

 

Appendix A – Investigation Process 

The Kingston Frontenac Public Library will investigate any incident or threat of violence in 

the workplace.  The principle that the Library will operate under is to communicate as much 

information as possible to workers, subject to the limitations of privacy legislation. 

Patron or External Party Violence 

Any worker who observes or is made aware of an act or threat of violence by an external 

party (i.e. not a worker) shall call the police immediately, and then contact a person in 

charge (e.g. Branch Supervisor, Librarian-in-Charge, Manager or Director).  Where the 

worker is uncertain of the threat, they are required to contact the person in charge for 

direction. Where security is on-site, the guard should also be notified of the act or threat of 

violence. 

An Incident Report is to be used for documenting threats and/or acts of violence in the 

workplace.  The designated Manager and/or Director will investigate any incident or threat 

of violence in the workplace.  Police and/or security may be involved depending on the 

circumstances.  Remedial action may include banning patrons and/or criminal prosecution.  

Workers will be informed of the results of any investigation using the Incident Report and 

Banning Notification process.  The Occupational Health and Safety Committee will review 

all Incident Reports. 

Worker Violence 

It is the responsibility of every worker to report threats or acts of violence made by any 

worker in the workplace.  The designated Manager and/or Director will investigate any 

incident or threat of violence in the workplace.  The Union, police and/or security may be 

involved depending on the circumstances.   

An Incident Report is to be used for documenting threats and/or acts of violence in the 

workplace.  For worker violence incidents, the Incident Report published on the Library staff 

intranet will be treated as confidential. 

Domestic Violence 

Where the Library becomes aware or ought reasonably to be aware that domestic violence 

would likely expose a worker or workers to physical injury, the Director, Human Resources 

in conjunction with other relevant staff and/or security will develop a safety plan for the 

identified worker and those workers that would reasonably be exposed to the violence.  

Where appropriate, the police will be contacted to assist with the safety plan.   

The nature and circumstances of the incident and/or threat of violence will determine the 

level and content of communication to workers including any remedial action taken by the 

Library. 

 



COW 2017-01 

KFPL Report to the Board 

Subject: Anti-Nepotism Policy  

Date:  May 10, 2017  

Prepared by: P. Enright, Chief Librarian  

Background: 

The Municipal Act, 2001, S.O. 2001 c. 25 270(2) requires local boards to adopt and 

maintain policies having to do with its hiring of employees. The current version of the Act 

does not specify that an anti-nepotism policy is required. 

Analysis: 

The Library Board reviews the policy at least once per term. The policy was last 

reviewed in May 2014. 

Stakeholders’ consultation: 

To be determined by the Library Board 

Recommendations: 

That the policy be reviewed and approved pending the level of stakeholders’ 

consultation as determined by the Library Board 



 

 

KFPL Statement of Policy 

Anti-Nepotism Policy 

1. Purpose 

The Kingston Frontenac Public Library Board has an anti-nepotism policy to avoid real or 

perceived conflicts of interest.  

2. Scope 

This policy applies to members of the Board of the Kingston Frontenac Public Library and 

all of its employees. 

3. Definitions  

Immediate relative: the same meaning as "related person" under the Income Tax Act and 

includes spouse/partner, child, step-child, grandchild, parent, step-parent, parent-in-law, 

son/daughter-in-law, sibling, sibling-in-law, or anyone for whom the member of the Board or 

employee stands in loco parentis.  

4. Guiding Principles 

To avoid conflicts of interest in the recruitment and selection of Library employees and to 

ensure that the policy is consistent with the Ontario Human Rights Code. 

5. Policy 

5.1. Immediate relatives of appointees to the Kingston Frontenac Public Library Board 

are not eligible for employment with the Kingston Frontenac Public Library, except 

those employed prior to the appointment of the member to the Board. 

5.2. Immediate relatives of the Chief Librarian or a Director/Manager are not eligible for 

employment in the Kingston Frontenac Public Library, except those employed 

prior to the promotion of an employee to the position of Chief Librarian or 

Director/Manager.  

5.3. Immediate relatives of any employee of the Kingston Frontenac Public Library 

may not be employed where there is a direct reporting relationship with authority 

or practical power to audit, supervise, remove, or discipline an immediate relative. 

5.4. In the case where an employee applies for a promotion, transfer or reassignment 

which would lead to a breach of this policy, the applicant is responsible for making 

the situation known to the Chief Librarian, to ensure that the intent of this policy is 

maintained 



 

 

6. Appendices 

Not Applicable. 

7. Authorities  

Human Rights Code, R.S.O. 1990, Income Tax Act. 

8. Document Control  

Original Policy Date: 2006 November  

Last Reviewed: 2014 May  

Changes made:   

Next Review:  2021 May  



 

 

KFPL Statement of Policy 
Criminal Record Checks  

1. Purpose 

The public library serves the entire community including children and vulnerable adults who 

may have difficulty ensuring their own safety and protection.  The Library Board is 

committed to providing a safe environment to its patrons, staff and volunteers. 

2. Scope 

This policy applies to all prospective employees, current employees and volunteers. 

3. Definitions 

Criminal Record Checks (CRCs) are made by the local Police Department through the 

Canadian Police Information Centre (CPIC) computer, local police records and other 

relevant sources.  Given the vulnerable nature of the community served by the public 

library, a Vulnerable Sector check CRC is the police record check required for prospective 

employees and volunteers under this policy. 

Annual Offence Declaration is an annual declaration form completed by employees and 

volunteers, disclosing any criminal record while an employee or volunteer of KFPL.  The 

declaration is for convictions under the Criminal Code of Canada. 

4. Guiding Principles 

In order to maintain the Library as a safe environment in the community the Library Board 

requires that all new employees, volunteers and placement students provide a Criminal 

Record Check (CRC) including a Vulnerable Sector Check prior to their being confirmed in 

the position.   

5. Policy 

5.1 The successful candidate, to whom the employment offer has been made, shall 

be required to provide a current (within 90 days) CRC at their own expense as a 

condition of employment.  New employees can begin work before the CRC is 

completed.  Continued employment however, is conditional upon the Library 

receiving the completed CRC within 20 days of the employment start date.   

5.2 A current CRC including a Vulnerable Sector Check must be provided before any 

new volunteer or placement student is accepted for placement.  Once in receipt 



 

 

of an acceptable CRC the Library will reimburse the volunteer or placement 

student for the cost of the CRC. 

5.3 Applications for a CRC shall be made to the Kingston Police or the Ontario 

Provincial Police (OPP).  Persons under eighteen (18) must have the approval of 

a parent or guardian. 

5.4 The presence of a criminal record shall not in itself be a ban to acceptance, but in 

arriving at a final decision the Chief Librarian shall take into account the following 

factors: 

a) the nature and number of convictions; 

b) the length of time since the conviction(s); 

c) rehabilitative efforts made by the candidate; 

d) duties and responsibilities associated with the position; and 

e) the potential risk to vulnerable persons as a result of accepting the 

candidate. 

5.5 All information shall be used only for the intended purpose and shall be destroyed 

following such use. Only Part “A” of the CPIC Information Request report shall be 

retained on file for 12 months as evidence that a check was conducted. 

5.6 All employees and volunteers will submit an annual Offence Declaration form.  

Where an employee or volunteer has been charged with a criminal offence, the 

employee or volunteer must report, in a timely manner, such charges to the 

Director, Human Resources.  The presence of a criminal record or the laying of 

criminal charges will require a review of any impact on the volunteer or 

employment status of the individual. 

6. Appendices 

Offence Declaration Form 

7. Authorities  

8. Document Control  

Original policy date:  2002 October  

Last Reviewed: 2014 May  

Changes made:   

Next Review:   2021 May  



 

 

 

Offence Declaration Form 

All employees and volunteers of the Kingston Frontenac Public Library are required to 

complete this form on an annual basis.  Where an employee or volunteer discloses a 

criminal record, an assessment will be made regarding the impact such record will have on 

their employment or volunteer status.  For employees represented by CUPE Local 2202, 

article 13.03 of the collective agreement would apply.  The declaration is for convictions 

under the Criminal Code of Canada.  We do not want disclosure of convictions under any 

other provincial or federal law (e.g. Highway Traffic Act) or as a young offender (see Youth 

Criminal Justice Act). 

It is also understood that any employee or volunteer must notify the library immediately if 

criminal charges are laid against them, so that an assessment may be made regarding any 

impact that the charges may have on employment (e.g. request for a leave of absence) or 

volunteering. 

Employee or Volunteer Name: ____________________________________________ 

I DECLARE, that: 

  As of this date __________________________ I have no convictions under the 

Criminal Code of Canada for which a pardon has not been issued or granted under the 

Criminal Records Act (Canada). 

Or 

 I have the following convictions for offences under the Criminal Code of Canada for 

which a pardon under the Criminal Records Act (Canada) has not been issued or granted. 

List of Offences (Identify Conviction, Date of Conviction and Court Location) 

_____________________________________________________________________ 

_____________________________________________________________________ 

Signature of Employee or Volunteer:  _______________________________________ 

Date: _____________________________ 

Submit completed form to the attention of Human Resources, by December 1.  Offence 

Declaration Forms will be retained in an employee’s personnel file.  



COW 2017-01 

KFPL Report to the Board 

Subject:  Volunteer Policy  

Date:  May 10, 2017  

Prepared by: P. Enright, Chief Librarian  

Background: 

The Volunteer Policy outlines the requirements and responsibilities of individuals and 

organizations who volunteer their time to support the Kingston Frontenac Public Library. 

Analysis: 

The Library Board reviews the policy at least once per term. The policy was last 

reviewed in June 2014. The policy was amended to include CUPE 2202.01 in Section 

4: Guiding Principles. 

Stakeholders’ consultation: 

To be determined by the Library Board 

Recommendations: 

That the policy be reviewed and approved pending the level of stakeholders’ 

consultation as determined by the Library Board 



 

KFPL Statement of Policy 

Volunteer Policy 

1. Purpose 

Kingston Frontenac Public Library (KFPL) recognizes the value of volunteers and 

acknowledges the contributions made by patrons and organizations who voluntarily extend 

their services to actively support the Library, without receiving remuneration, and who are 

officially accepted by the Library through the Library volunteer recruitment process. 

2. Scope 

This policy applies to volunteers in all programs and services authorized by and undertaken 

on behalf of KFPL, with the exception of the trustees of the KFPL Board, and the volunteers 

and members of the Friends of the Library.  

3. Definitions 

 A volunteer is a person who performs tasks for KFPL without wages, benefits, or 

expectation of compensation. Volunteers are not employees of the Library. The minimum 

age requirement is fourteen years of age (e.g. Teen Advisory Group). 

4. Guiding Principles 

Given the relationship between KFPL and the Canadian Union of Public Employees 

(C.U.P.E.) Local 2202 and .01, any opportunities for volunteering at KFPL will respect the 

collective agreements. 

5. Policy 

Opportunities for volunteers will be advertised on the KFPL public website.  Volunteers are 

subject to the Criminal Record Check policy of KFPL, in addition to other relevant policies 

(e.g. Code of Conduct, Workplace Harassment, Mileage Reimbursement, etc.). 

Volunteers must be covered by their own vehicle insurance where their voluntary activity 

involves the use of a vehicle and are liable for their own parking tickets and/or fines related 

to driving offenses. Volunteers are advised to inform their insurance company of their 

volunteer driving activity to ensure adequate insurance protection.  

As a representative of the Library, volunteers are responsible for presenting a good image 

to the community. Whenever possible, volunteers will wear their volunteer identification 

while engaged in Library business.  

  



 

6. Appendices 

Not Applicable. 

7. Authority 

8. Document Control  

Original Policy Date: 2003 October  

Last Reviewed:   2014 June  

Changes made:   

Next Review:  2021 May  



 

 

Policy Type: Governance Process  

Policy Title: Ownership Linkages  

The purpose of this policy is to provide guidance for creating and maintaining linkages 

between the Library Board and the ownership. The eventual benefit will be to have a trust 

relationship with the owners. The policy applies to the KFPL Board as they determine Ends of 

the organization and their relative priorities.  

Definitions:  

“Ends” are the results to be achieved by the organization. 

“Owners” are defined as the group on whose behalf the board governs. As per the KFPL 

Ends Statement, this is “all people through our service area Kingston Frontenac”. 

“Ownership linkage” refers to the board’s seeking and receiving input directly from the 

ownership about needs that the organization might meet, as expressed in the Ends statements.  

Policy: 

The purpose of ownership linkage is to foster intentional and constructive dialogue and 

deliberation between owners and board members primarily around the organization's Ends. 

The goal of linkage with the owners is to make decisions in the best interest of the entire 

ownership. The Board will regularly gather information to understand the diversity of the 

perspectives of the ownership. Mechanisms shall be designed to ensure that the perspective 

of the ownership as a whole is reflected, as inclusively as possible.  

Ownership linkage activities are a key responsibility of the Board and will affect the way the 

Board develops or reviews Ends. Issues raised by the ownership concerning operational 

areas will be referred to the Chief Librarian. 

The Board will: 

- Work to gain and maintain skills to engage in ownership linkage activities such as 

understanding of group dynamics, learning to listen with openness, and how to facilitate 

groups.  

- Devise ways to regularly obtain information and have constructive dialogue with a wide 

spectrum of the ownership. Inclusivity shall be an important consideration as such 

opportunities for input and discussion are developed and implemented. 

- Record ownership input and make it available to the public, explaining how decisions were 

made on behalf of the ownership and how ownership input has affected the decisions. 

- Develop and maintain an ownership linkage plan to develop the needed skills for 

developing linkages and to establish routine linkage activities and accountability reporting.

    



COW 2017-01  

Board Planning Cycle (sample) 

Month Planned 

Linkage 

Board 

Education 

Ends Decisions GP & BMD 

Decisions 

EL Decisions  Monitoring 

CEO & SelfEval 

Jan  Develop Owner 

Linkage plan 

for year 

  Routine 

Content Review 

BMD-1 & 2 

Routine 

Content Review 

EL2 & EL-3 

Monitor EL-2 & 

EL-3 

Self-eval GP-3 

Feb Focus groups 

with owners 

(outside of 

board meeting) 

Determine 

board 

education 

needs for the 

year 

 Routine 

Content Review 

BMD-3 & 4 

 

Routine 

Content Review 

EL4 & EL-5 

 

Monitor EL-4 & 

EL-5 

 

 

GP = Governance Process  

EL = Executive Limitations 

BMD = Board – Management Delegation 

 


