
 

Agenda 

Committee of the Whole Meeting (COW 2017-03) 

October 11, 2017 – 4:30 PM  

Meeting Rooms A & B, Isabel Turner Branch 

1. Call to Order / Regrets 

2. Adoption of the Agenda  

3. Development of a Community Engagement process for the Patron Code of Conduct 

(discussion on the results of each board member putting the policy through the 

Community Engagement Toolkit exercise)  

4. Policy Review  

4.1.1. Ownership Linkages (G-9) (report and policy attached)  

4.1.2. Board-Staff Relationship (B1-B5)  (report and policy attached)  

4.1.3. Standards of Conduct for KFPL Employees  (report and policy attached)  

4.1.4. Accessibility for Users with Disabilities (report and policy attached)   

4.1.5. Programming  (report and policy attached)  

4.1.6. Community Partnerships  (report and policy attached)  

5. Other Business 

6. Adjournment  

7. Next Meeting:  Regular Board Meeting, Wednesday October 25, 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 Meeting 2017-03 

KFPL Report to the Board  

 

Subject: Carver Policy Governance®:   Ownership Linkages (G-9) Policy  

Date: October 11, 2017 

Prepared by:   P. Enright, Chief Librarian/CEO 

Background:  

Under the Carver Policy Governance® model written values and perspectives are called 

policies and occur in four categories: Ends, Executive Limitations, Governance Process, 

and Board-Staff Relationship policies.  

It is recommended that the policies are reviewed at least once per Board term.  The 

purpose of the review is to ensure that the Board is satisfied that the policy is clear and 

detailed enough to ensure that the Kingston Frontenac Public Library achieves what it 

should and avoids unacceptable actions and situations. 

The Ownership Linkages policy is a new policy which was approved on February 22, 2017 

and is scheduled for annual review.  

Analysis: 

The policy has been added to the Board’s policy review calendar. Governance policies are 

reviewed at the October Committee of the Whole meeting. 

Recommendations: 

That the Library Board review the Ownership Linkages policy to ensure that the existing 

policy provides the required clarity and detail. 



 

 

COW 2017-03  

Policy Type: Governance Process  

Policy Title: Ownership Linkages (G-9)  

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 Meeting 2017-03 

KFPL Report to the Board  

 

Subject: Carver Policy Governance®:   Board–Staff Relationship Policy 

Date: October 11, 2017 

Prepared by:   P. Enright, Chief Librarian/CEO 

Background:  

Under the Carver Policy Governance® model written values and perspectives are called 

policies and occur in four categories: Ends, Executive Limitations, Governance Process, 

and Board-Staff Relationship policies.  

It is recommended that the policies are reviewed at least once per Board term.  The 

purpose of the review is to ensure that the Board is satisfied that the policy is clear and 

detailed enough to ensure that the Kingston Frontenac Public Library achieves what it 

should and avoids unacceptable actions and situations. 

The Board-Staff Relationship policy was last reviewed on October 8, 2014. 

Analysis: 

Policy B-1 is a global statement that establishes the Board-Staff relationship.   This policy is 

augmented by second level statements B-2 to B-5.  Each of these has been expanded into 

a third level of policy detail: the numbered qualifiers related to each statement. 

If the majority of Board members feel that the existing policy language is insufficient, it is 

recommended that adjustments be made to either the language or the number of qualifiers. 

Recommendations: 

That the Library Board review the Board-Staff relationship policy to ensure that the existing 

policy provides the required clarity and detail. 
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Policy Governance Review 

Policy Type:  Board-Staff Relationship 

B-1 Policy Title:  Board-Chief Librarian Linkage 

The Board’s sole official connection to the operating library, its achievement, and 

conduct will be through the Chief Librarian who is the Chief Executive Officer.  

  



Policy Type:  Board-Staff Relationship 

B-2 Policy Title:  Unity of Control 

Only decisions of the Board acting as a body are binding on the Chief Librarian.  

1. Decisions or instructions of individual Board members, officers or committees 

are not binding on the Chief Librarian except in rare circumstances when the 

Board has specifically authorized such exercise of authority. 

2. In the case of Board members or committees requesting information or 

assistance without Board authorization, the Chief Librarian can refuse such 

requests that require, in the Chief Librarian’s opinion, a material amount of staff 

time or funds, or are disruptive. 

  



Policy Type:  Board-Staff Relationship 

B-3 Policy Title:  Accountability of the Chief Librarian 

The Chief Librarian is the Board’s only link to operational achievement and conduct, so 

that accountability of staff, as far as the Board is concerned, is considered to be the 

accountability of the Chief Librarian. 

1. The Board will never give instructions to persons who report directly or indirectly 

to the Chief Librarian. 

2. The Board will refrain from evaluating, either formally or informally, any staff 

other than the Chief Librarian. 

3. The Board will view the Chief Librarian performance as central and critical to 

organizational performance.  Organizational accomplishment of Board-stated 

ends within Board-prescribed executive limitations shall be viewed as 

successful Chief Librarian performance. 

4. There will be an annual evaluation of the Chief Librarian’s performance.   

  



Policy Type:  Board-Staff Relationship 

B-4 Policy Title:  Delegation to the Chief Librarian 

The Board will instruct the Chief Librarian through written policies that prescribe the 

organizational Ends to be achieved and describe organizational situations and actions 

to be avoided, allowing the Chief Librarian to use any reasonable interpretation of these 

policies. 

1. The Board will develop policies instructing the Chief Librarian to achieve certain 

results, for certain recipients, at a specified cost.  These policies will be 

developed systematically from the broadest, most general level to more defined 

levels and will be called Ends policies.  

2. The Board will develop policies that will limit the latitude the Chief Librarian may 

exercise in choosing the organizational means. These policies will be developed 

systematically from the broadest, most general level to more defined levels and 

they will be called Executive Limitations policies. 

3. As long as the Chief Librarian uses any reasonable interpretation of the Board's 

Ends and Executive Limitations policies, the Chief Librarian is authorized to 

establish all further policies, make all decisions, take all actions, establish all 

practices and develop all activities. 

4. The Board may change its Ends and Executive Limitations policies, thereby 

shifting the boundary between Board and Chief Librarian domains.  By so doing, 

the Board changes the latitude of choice given to the Chief Librarian.  But as 

long as any particular delegation is in place, the Board and its members will 

respect and support the Chief Librarian’s choices. 

  



Policy Type:  Board-Staff Relationship 

B-5 Policy Title:  Monitoring Chief Librarian Performance 

Systematic and rigorous monitoring of Chief Librarian job performance will be based 

primarily on the expected job outputs: organizational accomplishments of Board policies 

on Ends and organizational operation within the boundaries established in Board 

policies on Executive Limitations. 

1. Monitoring is simply to determine the degree to which Board policies are being 

met.  Data that do not do this will not be considered to be monitoring data. 

2. The Board will acquire monitoring data by one or more of three methods: 

a) Internal report, in which the Chief Librarian discloses compliance 

information to the Board. 

b) External report, in which a disinterested, external third party selected by 

the Board assesses compliance with Board policies. 

c) Direct Board inspection, in which a designated member or members of 

the Board assess compliance with the appropriate policy criteria. 

3. In every case, the standard for compliance shall be any reasonable Chief 

Librarian interpretation of the Board policy being monitored. 

4. All policies that instruct the Chief Librarian will be monitored at a frequency and 

by a method chosen by the Board.  The Board can monitor any policy at any 

time by any methods, but will ordinarily depend on a routine schedule. 

Policy Method Frequency 

Staff Relations Direct Inspection as needed 

Staff Relations Internal Report quarterly 

Financial planning and budgeting Internal report annually 

Financial Condition  Internal report quarterly 

Asset protection Internal report twice per term 

Asset protection External report (audit) annually 

Emergency Chief Librarian succession Internal report Annually 

Compensation and Benefits Internal report twice per term  

Communication and Counsel to The Board Internal report monthly 

Treatment of Public  Internal report annually  

Access to Facilities and Maintenance  Internal report annually 
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KFPL Report to the Board 

 

Subject:   Amendments to Standards of Conduct Policy for KFPL Employees  

Date:   October 11, 2017  

Prepared by:   S. Quigley 

Background: 

A number of updates to the policy are recommended.  The policy was reviewed by the 

management team and changes were also discussed at a Union-Management meeting.  

The City of Kingston policy was reviewed and a number of the recommended changes are 

based on the City policy. The main changes are: 

 Updated to new policy format 

 Added clarification that the standards of conduct also apply to student interns 

 Added reference to Access to Information and Protection of Privacy policy 

 Added language from City policy regarding employees acting respectfully and 

professionally (under Guiding Principles) 

 Added language from City policy regarding employee comments that could 

negatively impact the Library 

 Added language from City policy regarding the proper use and protection of Library 

assets (referencing the Public Libraries Act and the Municipal Freedom of 

Information and Protection of Privacy Act) 

 Added language from City policy regarding safeguarding Library information 

Recommendations: 

That the Board approve the revised policy. 

 



 

 

 

KFPL Statement of Policy 
Standards of Conduct for KFPL Employees 

1. Purpose 

Employees of the Kingston Frontenac Public Library (the Library) occupy positions of 

public trust and confidence. They are expected to discharge their duties and 

responsibilities professionally and impartially. The purpose of this Policy is to define a 

standard of conduct that exemplifies professional integrity. 

2. Scope 

This policy applies to all employees of the Library.  The standards of conduct also apply to 

student interns working at the Library pursuant to an educational work placement program. 

3. Definitions 

3.1  Employee 

Any individual who is currently engaged in active employment with the Library Board, 

regardless of employment status (i.e. full-time, part-time, temporary, relief, contract, 

management, pages).  

3.2  Confidential Information 

Information that is not available to the public and that, if disclosed could result in loss or 

damage to the Library, or give the person to whom it is disclosed an advantage. (See 

Access to Information and Protection of Privacy policy). 

3.2  Conflict of Interest  

A conflict of interest means a situation in which an employee has personal interests that 

conflict with the public or corporate interests of the Library, even if no unethical or illegal 

act is involved. An actual conflict of interest is a situation in which an employee is asked to 

make a decision as a public officer that directly affects or impacts their personal or private 

interests. A perceived conflict of interest is a situation in which an employee’s decision 

could be questioned based on a personal or private interest that may not actually have 
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impacted any decision. A potential conflict of interest is a situation in which an employee 

has private interests that could conflict with his/her official duties in the future, or where an 

employee has competing interests because he/she holds more than one official role or 

public duty. 

3.3  Family Member  

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 employee stands in 

loco parentis.  

3.4  Computer Facilities 

Computers, whether networked or stand-alone; software; systems; networks; network 

ports; and gateways used to access external networks such as the Internet and the World 

Wide Web. Includes all facilities owned, leased or administered by the Library whether 

used on or off library premises. 

4. Guiding Principles 

Employees shall act respectfully and professionally in their interactions with other 

employees and in all working relations including with members of the public, patrons, the 

Library Board, contractors and volunteers, vendors and in accordance with the standards 

established in this and other Library policies (e.g. Workplace Harassment policy). 

Employees shall not make comments about a member of the public, an employee, a 

Library Board member or Library business that could be perceived as negatively impacting 

the Library. 

5. Policy 

5.1  Conflict of Interest 

All employees must remain free of any obligation, interest, or distraction that may 

adversely affect or interfere with the employee's judgment and/or objectivity in the 

performance of their duties as an employee of the Library. Each employee is expected to 

anticipate and avoid conflicts of interest.  

No employee shall give, in the performance of her duties, preferential treatment to 

relatives or friends or to organizations in which friends or relatives have an interest, 

financial or otherwise. 

No employee shall engage in any business or transaction, or have a financial interest, that 

conflicts with the discharge of the employee's library duties or corporate responsibility. 



 

 

Any employee with a conflict or potential conflict shall disclose the situation to her 

manager. The manager and the employee will agree upon a course of action to monitor or 

avoid the conflict. 

If the manager agrees that there are exceptional circumstances the Chief Librarian shall 

be notified in writing and shall issue a ruling as to the appropriate course of action. 

Both the employee and the employer will hold written documentation of the agreement, 

with a copy placed in the employee's personnel file. 

5.2  Gifts and Contests 

All employees must make decisions based on an impartial and objective assessment of 

each situation, free from the influence of gifts, favours, hospitality or entertainment.  

No employee shall place herself in a position where she is under an obligation to any 

person who might benefit from special consideration or favour on her part, or who might 

seek in any way preferential treatment. 

No employee shall accept any free goods or services, gifts, rewards, benefits, 

entertainments or favours from an individual or company that could reasonably be 

construed as an incentive to encourage the employee to use her influence with the Library 

for the purpose of the donor receiving preferential treatment. 

Employees may accept gifts or honoraria of $50 or less which are tokens of appreciation 

only, and are not such as to bring suspicion upon the employee's objectivity. 

Employees may not participate in any Library or Friends of the Library sponsored contests 

open to members of the public.  Immediate family members of employees may only 

participate in Library or Friends of the Library sponsored contests where the winners are 

chosen randomly. 

Gifts from Publishers 

Uncorrected proofs are meant for staff to read and can be given to patrons after this 

purpose has been served. If they are of good enough quality they could be used as prizes 

for various library events. 

Final copies should be added to the collection if wanted after staff have had a chance to 

read the item. Items not wanted for the collection could be used as prizes for various 

library events. Items not wanted for either purpose can be offered to patrons or to staff.  

5.3  Nepotism  

See Anti-Nepotism Policy  
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5.4  Non-Library Business  

All employees shall refrain from engaging in any business or transaction, or having a 

financial interest that is incompatible with the discharge of the employee's library duties or 

corporate responsibility. 

No employee shall engage in any outside work, activity, or business undertaking that 

interferes, or appears to interfere with the employee's ability to perform the employee's 

library duties or corporate responsibility. 

No employee shall engage in any external business activities that compete with Library 

services. 

No employee shall conduct non-library business on Library time.  Non-Library business 

includes, but is not limited to, personal phone calls, texting, tweeting, using social media 

for non-library purposes, etc. 

5.5  Use of Library Property and Assets  

Employees shall ensure the proper use and protection of Library assets, including but not 

limited to, records, data, time, money, buildings, properties, vehicles and equipment 

against theft, fraud, harm, loss or misuse and in accordance with the Public Libraries Act 

R.S.O. 1990 c. P. 44, the Municipal Freedom of Information and Protection of Privacy Act, 

R.S.O., c. M.56. (MFIPPA) and Library policies. 

All Employees shall refrain from using Library property, equipment, or supplies for any 

personal or commercial business. 

No employee shall use Library equipment, resources or facilities including communication 

channels to promote or benefit personal, business, political or religious interests. 

5.6  Computer Facilities  

5.6.1 Ownership of Computer Facilities  

All employee documents reside on the server through a network system installed by the 

Employer. The Employer retains ownership of the entire computer system (including files, 

documents and electronic communications), therefore users have no reasonable 

expectation of privacy regarding the use of the Employer's computer system. 

5.6.2 Monitoring of Computer Facilities  

The Employer shall respect the privacy of user's files, however the Employer reserves the 

right to scan all-users files in a non-specific way and to examine systems, directories and 

files and their contents to ensure compliance with this policy, software copyright policies 

and other laws and legislation. 



 

 

The Employer reserves the right to monitor Internet usage such as web surfing and 

electronic mail. 

In cases of suspected misuse or unlawful activity when there is reasonable evidence that 

laws or this policy have been or are being violated, the Employer will conduct 

investigations that are deemed necessary. This may include monitoring and inspecting the 

contents of files and email of specific users. Such personal files will not be examined 

without probable cause and due process. 

5.6.3 Use of Computer Facilities  

All employees shall refrain from using library computer facilities for other than bona fide 

work-related purposes. 

No employee shall use the computer facilities to perform work of a personal nature, 

including surfing and chatting, on library time. 

No employee shall use the computer facilities for union business that contravenes the 

collective agreement. 

No employee shall use library computer facilities for commercial or personal gain. 

All employees shall refrain from using library computer facilities for illegal activities, 

including harassment and the downloading of inappropriate material.  

No employee shall use library computer facilities in any way that is considered threatening, 

discriminatory, harassing or obscene. 

No employee shall poison the work environment by exposing employees to sites or jokes 

of an inappropriate and offensive nature. 

No employee shall download pornographic or other illegal material. 

No employee shall install or use unauthorized or pirated software, or otherwise violate 

copyright. 

5.7  Confidential Information  

Employees shall safeguard Library information, including confidential information and shall 

not release it to anyone other than the persons who are authorized to receive such 

information and in accordance with the Public Libraries Act R.S.O. 1990 c. P. 44, the 

Municipal Freedom of Information and Protection of Privacy Act, R.S.O., c. M.56. 

(MFIPPA) and other applicable law, policies and procedures, including the Access to 

Information and Protection of Privacy policy. 

All employees shall refrain from disclosing confidential information concerning any 

employee, patron, or any other person, firm, association, partner, group or corporation, or 

any affairs of the Library without proper authorization.  
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No employee shall disclose confidential personnel or medical records. 

No employee shall contravene the guidelines outlined in the Library Access to Information 

and Protection of Privacy policy. 

No employee shall furnish lists of names, addresses, and/or phone numbers of staff or 

patrons to outside interests. 

No employee shall use or transmit confidential information or use knowledge gained from 

Library business for any financial or personal interest or transaction. 

No employee with privileged access to other employees' computers, passwords and/or 

data shall disclose confidential content. 

The Access to Information Officer (Chief Librarian) is ultimately held accountable for 

complying with the privacy policy. 

5.8  Media Communication 

The Chair of the Board, the Chief Librarian/Chief Executive Officer and her designates 

(e.g. Manager, Programming and Outreach) are permitted to speak on behalf of the library 

to the media.  No one else is authorized to speak to the media without prior authorization 

from the Chief Librarian or her designate. 

5.9  Unlawful Activity 

When an employee of the Library becomes aware while in the performance of her duty 

that a criminal act has been or is about to be committed at the workplace by a fellow 

employee, it shall be her responsibility to report forthwith to the Chief Librarian. 

The Chief Librarian and/or the Chair of the Library Board shall have full control and 

authority over any subsequent investigation and complete confidentiality shall be observed 

pending action. 

5.10 Violation  

Any violation of a standard of conduct will be subject to review and depending on the 

seriousness of the violation may result in disciplinary action up to and including dismissal. 

6. Appendices 

Not applicable.  

7. Authorities  

Public Libraries Act R.S.O. 1990 c. P. 44 

Municipal Freedom of Information and Protection of Privacy Act, R.S.O., c. M.56  
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8. Document Control  

Date:  2017 October  

Original policy date:  2003 July  

Last Reviewed: 2014 May   

Changes made:  

Next Review:  2021 May  
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KFPL Report to the Board 

Subject: Accessibility Policy  

Date: October 11, 2017 

Prepared by: P. Enright  

Background:  

Under the Accessibility for Ontarians with Disabilities Act, 2005, S.O. 2005, c. 11 Ontario 

Regulation 191/11, s. 3 every obligated organization is required to develop, implement and 

maintain policies governing how the organization achieves or will achieve accessibility 

through meeting its requirements referred to in this Regulation, Integrated Accessibility 

Standards. 

Obligated organizations shall include a statement of organizational commitment to meet the 

accessibility needs of persons with disabilities in a timely manner in their policies. O. Reg. 

191/11, s. 3 (2). 

Every designated public sector organization and large organizations shall,  

a) prepare one or more written documents describing its policies; and 

b) make the documents publicly available, and shall provide them in an accessible 

format upon request. O. Reg. 191/11, s. 3 (3). 

The Kingston Frontenac Public Library, a large designated public sector organization, has 

met the obligation to have a policy and to make it available as of January 1, 2013. 

Analysis: 

The Kingston Frontenac Public Library’s policy meets the requirements of the Regulation 

and was reviewed using the Ontario Ministry of Community and Social Services document, 

A Comprehensive Guide for Developing Accessibility Policies and Accessibility Plans, as a 

guide.  

It is posted on the KFPL public website and accessible versions are available upon request. 

Recommendations: 

That the Library Board review and approve the Accessibility Policy as presented. 



 

KFPL Statement of Policy 

Accessibility Policy for Users with Disabilities 

1. Purpose 

The purpose of this policy is to ensure that the Kingston Frontenac Public Library (the 

Library) provides all library services, resources and facilities in ways that are accessible to 

persons with disabilities.  The policy also serves to meet the requirements of the 

Accessibility for Ontarians with Disabilities Act (A.O.D.A.). 

2. Scope 

This policy applies to all persons who deal with customers or patrons, and to third parties 

who deal with customers on the Library’s behalf such as those providing program services.  

A person or third party can be an employee, volunteer, Friend of the Library, KFPL Board 

member, student on placement or someone otherwise engaged in the provision of Library 

services to our customers. 

3. Definitions 

“A.O.D.A.” means the Accessibility for Ontarians with Disabilities Act, 2005. 

“Assistive Device” means a device used to assist persons with disabilities in carrying out 

activities or in accessing Library services. Assistive devices may include, but are not limited 

to, wheelchairs, walkers, canes, oxygen tanks, and electronic communication devices. 

“Core Service” means reference, referral and readers’ services, collections, lending, 

technology, programming and outreach. 

“Disability or Disabilities” means:  

a) any degree of physical disability, infirmity, malformation or disfigurement that is 

caused by bodily injury, birth defect or illness and, without limiting the generality of 

the foregoing, includes diabetes mellitus, epilepsy, a brain injury, any degree of 

paralysis, amputation, lack of physical co-ordination, blindness or visual impediment, 

deafness or hearing impediment, muteness or speech impediment, or physical 

reliance on a guide dog or other animal or on a wheelchair or other remedial 

appliance or device; 

  



b) a condition of mental impairment or a developmental disability; 

c) a learning disability, or a dysfunction in one or more of the processes involved in 

understanding or using symbols or spoken language; 

d) a mental disorder; or, 

e) an injury or disability for which benefits were claimed or received under the 

insurance plan established under the Workplace Safety and Insurance Act, 1997. 

“Guide dog” means a guide dog as defined in section 1 of the Blind Persons’ Act. 

“Service Animal” means:  

An animal is a service animal for a person with a disability if, 

a) the animal can be readily identified as one that is being used by the person for 

reasons relating to the person’s disability, as a result of visual indicators such as 

the vest or harness worn by the animal; or 

b) the person provides documentation from one of the following regulated health 

professionals confirming that the person requires the animal for reasons relating 

to the disability: 

i. A member of the College of Audiologists and Speech-Language Pathologists 
of Ontario. 

ii. A member of the College of Chiropractors of Ontario. 

iii. A member of the College of Nurses of Ontario. 

iv. A member of the College of Occupational Therapists of Ontario. 

v. A member of the College of Optometrists of Ontario. 

vi. A member of the College of Physicians and Surgeons of Ontario. 

vii. A member of the College of Physiotherapists of Ontario. 

viii. A member of the College of Psychologists of Ontario. 

ix. A member of the College of Registered Psychotherapists and Registered 
Mental Health Therapists of Ontario. O. Reg. 165/16, s. 16 

“Library Premises” means premises owned and operated, or operated by the Kingston 

Frontenac Public Library.   

“Support Person” means, in relation to a person with a disability, another person who 

accompanies a person with a disability in order to assist them with communication, mobility, 

personal care, or medical needs, or with access to goods, services or facilities. 

4. Guiding Principles 

Library service is relevant, inclusive and responsive for all, including persons with 

disabilities.  Each member of the community has an equal opportunity to access public 

library goods, services or facilities. 



Library services are provided in a manner that respects the dignity and independence of 

persons with disabilities. We believe in integration and we are committed to meeting the 

needs of people with disabilities in a timely manner. 

Library services to persons with disabilities are integrated with those provided to persons 

who do not have disabilities, unless an alternative measure is necessary to enable a person 

with a disability to obtain, use or benefit from Library goods, services or facilities. 

5. Policy 

The Library is committed to providing quality library services that are accessible to all 

persons who wish to obtain and use Library goods, services or facilities. 

5.1. Communications with Persons with Disabilities 

When communicating with a person with a disability, the Library will do so in a manner that 

takes into account the person’s disability. 

When asked, we will provide information about our organization and its services, including 

public safety information, in accessible formats or with communication supports. 

We will also meet internationally-recognized Web Content Accessibility Guidelines (WCAG) 

2.0 Level AA website requirements in accordance with Ontario’s accessibility laws. 

Policy documents will be available on the Library website. 

5.2. Temporary Service Disruptions 

The Library will make reasonable effort to provide notice of any planned disruption of 

Library services to the public, including information about the reason for the disruption, its 

anticipated duration and a description of alternative facilities or service, if any, that may be 

available.  If a disruption is unplanned, the Library will provide notice as soon as possible. 

5.3. Assistive Devices and other measures that assist with Accessibility 

A person with a disability may provide their own assistive device for the purpose of 

obtaining or using Library goods, services or facilities.  Exceptions may occur in situations 

where the Library has determined that the assistive device may pose a risk to the health 

and safety of a person with a disability or the health and safety of others on the premises.  

In these situations the Library may offer a person with a disability other reasonable 

measures to assist them in obtaining and using Library goods, services or facilities, where 

the Library has such other measures available. 

It is the responsibility of the person with a disability to ensure that their assistive device is 

operated in a safe and controlled manner at all times. 

  



5.4. Service Animals 

A person with a disability may enter Library premises accompanied by a service animal, 

and may keep the animal with them if the public has access to such premises and the 

animal is not otherwise excluded by law.  If the service animal is excluded by law, the 

Library will ensure that alternative means are available to enable the person with a disability 

to obtain or use or benefit from Library services or facilities. 

At times it may be difficult to differentiate between a person with a disability using a service 

animal and an individual being accompanied by a pet.  If it is not readily apparent that the 

animal is a service animal, Library staff may ask the person for confirmation of the animal’s 

status, as outlined above. 

It is the responsibility of the person with the disability to ensure that their service animal is 

kept in control at all times.  This will include controlling the behavior of the animal (e.g. 

barking or growling), cleaning up after the animal (e.g. defecation), and being responsible 

for any damage the animal may cause to the Library premises. 

5.5. Support Persons 

A person with a disability may enter Library premises with a support person, and have 

access to the support person at all times while on the premises. 

The Library may require a person with a disability to be accompanied by a support person 

while on Library premises in situations where it is necessary to protect the health and safety 

of the person with the disability or the health and safety of others. Before making a decision 

to require a support person, the Library will consult with the person with a disability to 

understand their needs, consider health or safety reasons based on available evidence and 

determine if there is any other reasonable way to protect the health or safety of the person 

or others on the premises. 

A support person, when assisting a person with a disability to obtain or use Library 

services, will be permitted to attend at no charge where an admission fee is applicable.   

Where an admission fee is charged to gain access to an event, facility, or service, and the 

revenue from the fee is payable to a third party (e.g. a concert provider), the support person 

is permitted to attend the event at their own cost. 

If a third party uses a Library meeting room to host an event, they are not required to alter 

their admission fees for support persons, but we would strongly encourage them to do so.  

However, if a third party voluntarily decides to alter admission fees for support persons for 

their event, the Library will not be responsible for reimbursing them for the value of those 

admission fees. 

  



In response to a request for a sign language interpreter, the Library will endeavour to 

engage an interpreter through the Ontario Interpreting Services (OIS) at The Canadian 

Hearing Society (CHS).  

5.6. Training 

The Library will ensure that all persons to whom this policy applies receive training as 

required by the Integrated Accessibility Standards (Ontario Regulation 191/11).  The 

amount and format of training given will be dependent on a person’s interactions with 

Library users. 

The content of the training will include: 

 a review of the purposes of the A.O.D.A.; 

 the requirements of the Integrated Accessibility Standards (Ontario Regulation 

191/11); 

 training on the Human Rights Code as it pertains to persons with disabilities; 

 instruction on Library policies, procedures and practices pertaining to the provision of 

Library services to persons with disabilities; 

 how to interact and communicate with persons with various types of disabilities; 

 what to do if a person with a particular type of disability is having difficulty accessing 

Library goods, services or facilities; 

 how to interact with persons with disabilities who use assistive devices or who 

require the assistance of a support person, guide dog or service animal; and, 

 information about the equipment or devices available on the Library premises that 

may help with the provision of Library goods, services or access to facilities to 

persons with disabilities. 

A record of training provided under this policy will be kept by the Director, Human 

Resources.  Training will be provided as part of orientation training for new employees or as 

required to those covered by this policy. 

5.7. Feedback on Services 

Feedback from a member of the public about the delivery of goods and services (including 

facilities) to persons with disabilities may be given by telephone, in person, in writing, in 

electronic format, or through other methods.   

5.8. Procurement 

We will incorporate accessibility criteria and features when procuring or acquiring goods, 

services or facilities, including self-serve kiosks. If it is not possible and practical to do so, 

we will provide an explanation upon request. 

  



5.9. Self-service kiosks 

We will incorporate accessibility features/consider accessibility for people with disabilities 

when designing, procuring or acquiring self-service kiosks. 

5.10. Employment 

We will notify employees, potential hires and the public that accommodations can be made 

during recruitment and hiring. 

We will notify staff that supports are available for those with disabilities. We will use our 

accommodation policy to develop individual accommodation plans for employees. 

Where needed, we will also provide customized emergency information to help an 

employee with a disability during an emergency. 

Our performance management, career development and redeployment processes will take 

into account the accessibility needs of all employees.  

5.11. Design of Public Spaces 

We will meet accessibility laws when building or making major changes to public spaces. 

Public spaces include: 

Outdoor paths of travel, like sidewalks, ramps, stairs, curb ramps, rest areas and accessible 

pedestrian signals 

Service-related elements like service counters, fixed queuing lines and waiting areas 

6. Appendices 

a) Sign Language Interpreter Services Information  

b) Accessible Customer Service Feedback form  

7. Authorities  

O. Reg 191/11 s. 6(1) under Accessibility for Ontarians with Disabilities Act, 2005.  

8. Document Control  

Date:  2017 October  

Original policy date:  2009 October  

Last Reviewed: 2016 October  

Changes made: 

Next Review:  2018 October  



 

 

Sign Language Interpreter 

In response to a request for a sign language interpreter, the Kingston Frontenac Public 

Library will endeavour to engage an interpreter through the Ontario Interpreting Services 

(OIS) at The Canadian Hearing Society (CHS).  

Requirements for Engaging an Interpreter: 

 There must be a formal request for an interpreter.  Such request will be considered 

consent by the patron to provide information to the Hearing Society in order to fulfill 

the request (e.g. patron contact information). 

 Two weeks’ notice is required to engage the services of an interpreter through The 

Canadian Hearing Society. 

 If the patron has a preferred sign language interpreter then the patron should 

indicate such preference when making the formal request. 

 Requests for an interpreter must be made in writing.  Requests may be sent by email 

to administration@kfpl.ca or by mail to 130 Johnson Street, Kingston, Ontario  

K7L 1X8 (care of administration). 

 Due to the demand for interpreter services, the library will update the patron should 

the request for service be denied.  Where the request is denied the library will 

explore reasonable alternative measures of accommodation with the patron. 

  

mailto:administration@kfpl.ca


 

Accessible Customer Service Feedback 

At the Kingston Frontenac Public Library we welcome patron feedback on the services we 

provide.  Patrons with disabilities are welcome to submit feedback in person, by telephone, in 

writing, by delivering an electronic text by email or on a USB flash drive or through our 

website.  This form may be used by patrons wishing to submit feedback in writing.  

Patrons that provide their contact information with formal feedback will receive an 

acknowledgement of their feedback within five business days of its receipt.  The 

acknowledgement will indicate how the matter will be addressed and when the individual 

will be notified of the outcome.  The library will follow up on any actions required from the 

feedback and the timing of implementation will be communicated to the patron. Feedback / 

response will be in a format that is accessible to the patron.  

Patron Contact Information: (e.g. name, phone number, email address etc.)  

 

Feedback: (Please provide a detailed description of the issue or suggestion) 

 

 

Feedback must be submitted to the attention of:  

Director, Human Resources  

Kingston Frontenac Public Library  

130 Johnson Street, Kingston ON  K7L 1X8 

Email: administration@kfpl.ca  

Telephone: 613-549-8888 extension 3515  Fax: 613-549-8476  

Website: Kingston Frontenac Public Library  

Personal information collected by the Kingston Frontenac Public Library is done so under the 

authority of the Public Libraries Act, R.S.O. 1990, c. P.44., s. 4(3) and s. 20 and the Municipal 

Freedom of Information and Protection of Privacy Act, R.S.O., c. M.56., s. 28(2) The information 

collected will be used in the process of the library’s business. Questions regarding the collection of 

this information should be directed to the CEO & Chief Librarian, Kingston Frontenac Public Library, 

130 Johnson Street, Kingston, ON K7L 1X8 613-549-8888 

mailto:administration@kfpl.ca
http://www.kfpl.ca/
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KFPL Report to the Board 

 

Subject: Programming Policy  

Date:   October 11, 2017  

Prepared by: K. Sutherland Mills  

Background: 

Staff have used the Programming Policy to guide decision-making in program 

development and delivery since 2013. The policy has not previously been reviewed by 

the Board. It has been available to the public via the website. 

Analysis: 

The policy provides a programming rationale, as well as criteria to evaluate 

programming proposals from the public or staff. It also explicitly requires program 

evaluation. 

The policy also outlines the library’s position on programming fees, age guidelines, 

attendance limits, and program cancellation. 

Recommendations: 

That the Board approve the Programming policy.  



 

KFPL Statement of Policy 

Programming Policy 

1. Purpose 

The purpose of this policy is to provide staff with the necessary guidelines to assist them in 

the development of Library programs and to inform the public about the principles and 

criteria by which programs are selected. 

2. Scope 

Not applicable.  

3. Definitions  

Not applicable.  

4. Guiding Principles 

Library Programming Statement  

Programming is an integral part of the Kingston Frontenac Public Library’s service to the 

public.  It supports the Library’s mission to stimulate the imagination and satisfy curiosity, to 

provide opportunities for lifelong learning, to develop young readers and broadly promote 

literacy and reading, and to celebrate our heritage/history and promote cultural awareness. 

Programs raise the Library’s profile in the community and have a positive impact on library 

use.  They are a strong mechanism for outreach and promotion which allow the Library to 

forge partnerships with a wide variety of groups and individuals. 

Programs highlight the Library’s collections and services, and share knowledge and 

expertise, increasing awareness of the Library as a cultural and informational centre.  

Programs are developed to respond to emerging community interests as well as to sustain 

demonstrated interests and demand.  

The Kingston Frontenac Public Library is committed to providing quality library services that 

are accessible to all persons who wish to obtain and use library services.  

  



The Library upholds the principle of intellectual freedom and supports the rights of 

individuals to read, speak, view and exchange differing points of view on any subject. To 

accomplish this, the Library may present controversial programs in order to ensure public 

access to all sides of an issue. 

5. Policy 

Selection Criteria  

Events and ‘programs’ offered by the Kingston Frontenac Public Library will: 

 Be responsive to current interests and needs of the community. Programs may be 

tailored to meet the specific needs of the communities served by our branches. 

 Be consistent with the Library’s strategic directions / service priorities.  

The following additional criteria are considered, although a proposed event or program 

need not meet all criteria to be acceptable:  

 Creates and promotes community partnerships. 

 Encourages literacy and the enjoyment of reading. 

 Highlights materials and services available at the Library, and assists customers in 

their effective use. 

 Offers training and assistance with new technologies used to offer library services. 

 Promotes an awareness of contemporary issues and information required to engage 

in society. 

 Celebrates local history. 

 Promotes cultural awareness. 

 Attracts a new / unique audience to the Library. 

The Library will offer a balance of large scale and smaller group program formats. 

Delivery of Events and Programs 

Content of events and programs will be presented by staff with knowledge or training in the 

topic, or may feature experts from the community including:  

 Authors and illustrators  

 Performers  

 Experts from community partnerships 

 Community members with expertise relating to the programming topic  

As a public library, we make every effort to provide free access to information and ideas 

through our collections, programs and services.  Our programs will be offered without 

charge to attendees in all but exceptional circumstances.  

  



The Library may limit program attendance based on safe use of space, or when the 

success of a program requires it.  Participation will be based on a first come, first served 

basis, either with advanced registration, ticket distribution or at the door, with the following 

provisos: 

 Programs which require advance registration are available to KFPL members only.  

 The Library reserves the right to limit the number of event tickets per person. 

 The Library is unable to accommodate groups at registered or drop-in programs for 

children. Groups include classes, daycares, daycamps, community groups, and any 

groups providing childcare and/or educational/recreational services to children. 

The Library may set age guidelines for participation in children’s programs when those 

programs are tailored to meet the different developmental stages of children, or when the 

Library staff or program facilitator deems the content to be best suited to a particular 

audience. 

The Library reserves the right to cancel programs as deemed necessary, and will make 

every effort to notify the public. 

Programs may be delivered within a library building or in other suitable locations within the 

community. 

All policies of the Kingston Frontenac Public Library apply to programs. 

Programs shall not be in contravention of federal or provincial laws and regulations, or 

municipal by-laws. 

The Library may allow presenters to display products or books for purchase. 

Program Evaluation 

To determine community needs and interests, the Library regularly evaluates community 

response to and suggestions for its events and programs. It also periodically reviews 

community profiles and uses various mechanisms to gather community input to assist in 

setting programming priorities and plans.  

All programs are designed with measurable outcomes and are evaluated.  

The Library will make available a process for user feedback and expressions of opinions / 

concerns about programs. 

Suggestions for Programming  

The public are encouraged to suggest topics for future programs and events. These 

suggestions will be considered in light of the programming criteria and library resources. 

Not all suggestions will be used.  



Program and Event Suggestion Forms are available at any library branch or on the Library 

website. Completed forms may be dropped off at any branch and will be forwarded to the 

Manager of Programming and Outreach. 

Credit to Trillium Public Library, Halifax Public Library, Vancouver Public Library, Barrie 

Public Library, Greater Victoria Public Library. 

6. Appendices 

Not applicable. 

7. Authorities  

Not applicable.  

8. Document Control  

Date:  

Original Policy Date: March 2013 

Last Reviewed:  

Changes made:   

Next Review: 2021 
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KFPL Report to the Board 

 

Subject: Community Partnerships Policy   

Date:   October 11, 2017  

Prepared by: K. Sutherland Mills  

Background: 

KFPL’s Vision 2020 directs staff to intensify partnerships and collaborative relationships. 

This new policy has been developed to provide guidance to staff as they develop 

partnerships with community agencies to develop programs and services. 

Analysis: 

The policy outlines criteria by which to assess prospective partnerships. It allows 

flexibility for staff to undertake informal partnerships, such as knowledge sharing and off-

site programming, while setting guidelines for formal agreements supporting larger 

projects. 

Recommendations: 

That the Board approve the new Community Partnerships policy.  



 

 

KFPL Statement of Policy 

Community Partnerships 

1. Purpose 

The purpose of this policy is to provide staff with the necessary guidelines to assist them in 

the identifying, prioritizing and developing partnerships with community agencies, and to 

inform the public about the principles and criteria by which these decisions are made.   

2. Scope 

Not applicable.  

3. Definitions  

“Community Partnerships” are defined as an arrangement between the Kingston Frontenac 

Public Library and one or more community partners in which all partners are working 

together to achieve identified, shared goals to benefit the community.  

“Community Partner” refers to not-for-profit groups, agencies, institutions and organizations 

within Kingston and Frontenac County, or at a provincial or national level. 

4. Guiding Principles 

Library Partnerships Statement  

In today’s world no organization is an island, nor should it be. We have always partnered 

with community organizations and suppliers to extend our service possibilities and maintain 

operational efficiencies.  We will intensify our partnerships and collaborative relationships 

with a few organizations to design and deliver unique, highly needed services that no one 

organization can do alone, focusing always on how – together – we will best enable the 

people of Kingston-Frontenac to participate in the digital information-intensive world. 

The Library welcomes requests for partnership from the community. Prospective partners 

are asked to submit a Partnership Request Form to the Chief Librarian. 

  



 

5. Policy 

Assessment Criteria  

Current and potential partnerships should be assessed based on the following criteria: 

 Goals of the partner and the partnership project are consistent with the Library's 

mission, vision, values and established strategic directions and service priorities, and 

existing policies. (See current strategic plan) 

 Supports the strategic directions of our funding partners – the City of Kingston, 

Frontenac County or the Townships of Frontenac, or the Province. 

 Meets an identified need within the community. 

 Creates a connection between the Library and a prioritized target group. 

 Raises the Library's profile in the community and/or among selected target groups. 

 Decision-making and resources contributed by KFPL are reasonable based on the 

contribution and resources of the partners. 

 The Library has sufficient resources to undertake the project. 

 The project has measurable outcomes. 

Guidelines for partnership agreements 

Consultative/advisory partnerships, in which the Library and a community partner share 

information, knowledge and skills, may be established informally by staff, though 

consultation with management is expected. Informal partnerships also include agencies 

providing guest speakers at Library events and Library staff offering programming at a 

partner site. 

Partnerships that include work-sharing on a project, program or service require a written 

partnership agreement to ensure a common understanding of, and commitment to the 

purpose, goals and intended outcomes of the partnership.  Partners will need to revisit the 

agreement over time as the partnership evolves and as needs and priorities change. 

The agreement should outline: 

 goals of the partnership 

 goals of any joint projects / programs / services 

 community to be served / audience 

 contributions of each partner (cash and in-kind) 

 regular and transparent communication between partners  

 responsibility for promotion and for public/media relations 

 timeline for the partnership/project, and a process to end or expand the agreement 

based on changing needs or priorities 

 process for consensus/decision-making and conflict resolution 

 process and measures for evaluation of the partnership and joint programs / projects 

/ services 



 

Organizational Commitment to Partnerships 

Formal partnership agreements must be endorsed by Library Directors, who will designate 

appropriate staff to represent the organization and provide adequate resources to support 

the commitment. 

Senior leaders of community partners must similarly endorse the partnership and sign the 

partnership agreement. 

Evaluation 

Partnerships, and resulting projects, will be evaluated in terms of their success in meeting 

shared goals and the impact on the community.  These goals and an evaluation process 

will be determined by the partners during the assessment phase, and will be outlined in the 

partnership agreement. 

Further, the Library will inventory and review all partnerships annually and during strategic 

planning as new directions are identified. 

Programs and services developed in through partnership must be in line with the 

KFPL Programming Policy and Volunteer Policy. 

6. Appendices 

a) Partnership Request Form  

b) Partnership Agreement Template 

7. Authorities  

Not applicable  

8. Document Control  

Date:  

Original Policy Date: 2017 October  

Last Reviewed:  

Changes made:   

Next Review: 2021 
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Partnership Request Form 

Agency/Organization/Institution proposing partnership  

 

Agency Contact: 

Email: 

Phone:  

Partnership/project timeline: 

 

Primary Target Audience: 

 

 

Brief Description of Proposed Partnership 

 

 

Briefly describe how this partnership will address an identified need in our community. 

 



 

What will your agency contribute to the project? 

 

What support are you requesting from KFPL? 

Please attach a copy of your organization’s mission statement, vision and goals.  

I understand that this partnership proposal will be reviewed and assessed based on the 

criteria in the Library’s Partnership Policy. I have reviewed the policy and KFPL’s Strategic 

Plan. 

 

Signed  Date 

 
  



 

 

KFPL Partnership Agreement Template 

Term: Indicate start and end dates of contract. 

 

Primary Contact at Kingston Frontenac Public Library: 

 

Primary Contact at (name of partner): 

 

Goal of Project / Target Audience  

Outline agreed goals of the project and target audience to be reached 

 

Description of Work/Project 

General description of the project. 

 

Responsibilities: 

The Kingston Frontenac Public Library will: 

-  

- 



 

The (name of partner) will: 

-  

- 

-  

Statement about criminal record checks requirement. 

Statement that both parties’ work and services shall be diligently performed with a high 

standard of professional competence. 

 

Cost 

Describe any costs related to the project, outlining responsibility for payment. Cash and In-

Kind contributions. Set up in a budget table. 

 

Billing 

If the partner will be billed by KFPL, outline the costs and timing of invoice. 

 

Reporting Structure: 

Outline how communication will take place, using job titles (eg: Manger, Programming and 

outreach at KFPL will liaise with the Director of Cultural Services.) Meetings? Reports? Set 

up a process for regular communication. 

 

Evaluation 

Describe process for evaluation of project. Attach project goals, outcome, output measures, 

and methods to be used. Timeline for evaluation. 

 

 



 

Decision-Making and Conflict Resolution 

Outline process for consensus / decision-making and conflict resolution 

 

Cancellation, Changes or Extension 

Both the Library and (name of partner) may cancel this agreement at any time upon two 

weeks’ prior written notice to the other party. The agreement may be changed or extended 

if either party identifies changing needs/priorities. 

 

Limitations of Liability, Indemnification and Insurance 

Do we require our partner to have insurance? 

Do we ask partner to indemnify KFPL / City / County? 

 

Confidentiality 

Statement that neither party shall release information about the partnership or the partner 

without prior written permission. 

 

Intellectual Property and Copyright  

Statement that each party retains copyright of portions of the project developed by their 

staff / agency. 

 

 

Chief Librarian / CEO Kingston Frontenac Public Library  Date 

 

Chair, Kingston Frontenac Public Library Board  Date 

 

(Partner CEO) Date 

 

Partner Board Representative  Date 


