
 

Agenda 

Committee of the Whole Meeting (COW 2018-02) 

May 9, 2018 – 4:30 PM  

Councillor’s Lounge, City Hall 

1. Policy Review 

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

1.1.1. Occupational Health and Safety (attached)  

1.1.2. Workplace Harassment (attached) 

1.1.3. Workplace Violence Prevention (attached) 

2. Other Business 

1.2. Summer Branch Bus Tour 

Adjournment / Next Meeting  

Regular Board Meeting, Wednesday May 23, 2018 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. 



 

 

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 

Not applicable.   

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: 2017 June  

Changes made:  no changes  

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:  2017 June 

Changes made:  no changes  

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 – Appendix A – Investigation Process  

7. Authorities 

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

8. Document Control  

Original policy date:  2010   

Last Reviewed:  2017 June  

Changes made:  no changes   

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 2018-02 

KFPL Report to the Board 

Subject: Occupational Health and Safety Policies  

Date:  May 9, 2018  

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 2017) 

 Workplace Harassment (last reviewed June 2017) 

 Workplace Violence Prevention (last reviewed June 2017) 

Analysis: 

The policies were reviewed by members of the Joint Health and Safety Committee in 

April 2018 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 


